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Introduction 

The Going Online with Your Teaching guide was originally developed in Spring 2020. It has 

been updated for the 2022-2023 academic year to reflect CEU’s current technological 

landscape and to incorporate faculty and student feedback.  

In this guide, you will find selected short-term considerations and solutions to rapidly moving 

your classes online. It is framed in four steps, each encompassing a set of questions you 

may wish to ask yourself and decisions to be made.  

We encourage you to go beyond the steps enumerated here to further redesign your course 

activities and assignments for successful online learning. We, at the Elkana Center for 

Teaching, Learning, and Higher Education Research, are ready to help you design and 

deliver online teaching and learning. Contact us at elkanacenter@ceu.edu. 

mailto:elkanacenter@ceu.edu
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Step #1. Assessing your course goals, content, activities, & assignments 

As a first step, consider students’ progress with the learning goals and outcomes listed on 

your syllabus. With these outcomes in mind, look through your course materials and 

assignments. What are the crucial assignments your students still need to work on, and what 

is the essential content that you still need to deliver?  Do you need to modify or change 

activities or assignments for the students given that they will now work fully online? Because 

things tend to take longer in the online environment and cognitive load can increase, it may 

be necessary to prioritize some course elements over others. If you make changes, what are 

the new instructions, timeframes, and deadlines?  

The following table lists some practical questions that it may be helpful to ask as you 

consider (re)-designing your upcoming learning activities.  

Table 1: Considerations for Learning Activity (Re)-design 

 Examples 

Learning Activity Reading notes, student presentations, lecture, discussion 

Why? “This activity promotes independent reflection before students 
share their ideas.” 

Where? Videoconference call, Moodle, in-person if possible 

Which tools are needed? Study space, notebook, Zoom, Moodle, Microsoft Office 

Which changes are needed? Format, instructions, timeframes, deadlines 

Are there alternatives? Could this be a recorded video instead of a live presentation? 

Table remixed from Jenae Cohn, CC-BY 

Step #2. Choosing a teaching format 

Based on the decisions you take about your course activities and content, you can consider 

the most appropriate and relevant format of teaching. Most faculty have adopted a blended 

approach, which incorporates: 

• Synchronous Learning Activities- where the instructor and students interact in real 

time via Zoom or another video-conferencing platform 

• Asynchronous Learning Activities- where the instructor prepares course materials 

for students, who can then complete the activities at the time of their choosing 

One option is to continue with normally scheduled class sessions, moving in-class sessions 

to Zoom or Teams. You may also have the option to adjust the balance of synchronous and 

asynchronous activities. For example, you might reduce synchronous time to 50-minute 

discussion sessions, while pre-recording lectures for students to watch between sessions. 

The Elkana Center recommends speaking with your department about any program-specific 

guidelines or expectations for the format of online teaching. 

https://teachonline.ca/sites/default/files/webinar-series/slides/how_to_prepare_for_the_next_phase_of_hybrid_teaching.pdf
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Synchronous Learning Activities 

Interactive online lectures and online discussion-based sessions with Zoom or Teams 

If you would like to conduct a discussion-based online session or an interactive online 

lecture you may wish to use Zoom. This is a video-conferencing platform that allows you to 

engage in live conversations with your students using audio, video, and text-based chat 

features. Zoom provides the options that are needed for seminar-style interactive teaching 

and collaborative student work with the features of breakout rooms, raising hands, sharing 

multimedia, screen sharing and collaborative annotation. All CEU faculty and students now 

have licensed accounts with premium features. 

Relevant features:  

● Meetings can be scheduled directly in Moodle. 

● Both instructors and participants can share screens and audio/video. Screen sharing 

is also useful to make sure students with slow Internet connection and low quality 

audio can follow.  

● Participants and the instructor can annotate the shared screen, which is useful for the 

analysis of any visual materials, close reading exercises, and similar activities. 

● The breakout rooms enable separate small group discussions.  

● The “Raising hands” and “Reactions” functions enhances participation, discussion, 

and overall interaction.  

● Sessions can be recorded in Zoom and shared with students in Moodle using the 

integrated Panopto feature. We suggest discussing this with students before 

recording and asking for their consent. 

Synchronous class sessions can also be organized in Microsoft Teams, which has 

significantly increased the number of features offered since last academic year. Teams now 

offers a whiteboard, breakout rooms, and polls. Teams may be a good option if you plan to 

use other Microsoft apps, such as collaborative Word documents, Microsoft Whiteboard, and 

Microsoft Forms. You will also benefit from group chat and file sharing.  

In the past, students have reported issues with audio and video lag in Teams. The mobile 

app now offers a low-bandwidth option, which may help in situations of poor Internet 

connection or limited bandwidth. 

Online Office Hours and Study Sessions 

Students have indicated that they appreciate informal opportunities to connect and seek live 

support online. It may be helpful to offer a combination of open office hours, individually 

scheduled consultations, and small group Q&A sessions. It is not necessary to offer more 

than usual, but useful to plan these meetings strategically where students might need the 

most support, such as before an important course deadline.  

https://ceulearning.ceu.edu/mod/book/view.php?id=75454&chapterid=1369
https://support.zoom.us/hc/en-us/articles/201362153-How-Do-I-Share-My-Screen-
https://support.zoom.us/hc/en-us/articles/206476093-Getting-Started-with-Video-Breakout-Rooms
https://ceulearning.ceu.edu/mod/book/view.php?id=75454&chapterid=1354
https://ceulearning.ceu.edu/mod/book/view.php?id=75454&chapterid=1354
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Asynchronous Learning Activities 

In addition to live class sessions, you may wish to move some activities or content to an 

asynchronous format, in which students access the materials on their own time. 

Incorporating asynchronous options can make courses more flexible for students with limited 

Internet access or other commitments, such as if their childcare situation changes due to the 

pandemic. The Course Workload Estimator is a quick way to determine how much time 

students may spend on asynchronous activities, as to avoid increasing their workload. 

Make your teaching materials available on Moodle 

You can make your teaching materials — PPTs, readings, discussion questions — available 

on Moodle. Send concrete instructions to your students about what they are expected to do 

with those materials and what they should submit to complete the assignments. 

It is also important to consider the assignments you have already created for the course. Are 

the instructions clear and materials accessible online? Have deadlines changed? How will 

you give feedback on both the make-up and regular assignments? You might consider using 

the written and audio feedback options available on Moodle. 

Record lectures through Panopto or Moodle 

You can record your lectures for students to watch on their own time using Panopto. 

However, it is a one-way communication platform, which means it does not allow real-time, 

synchronous interaction with your students. If you opt to record your lectures, it is crucial to 

make them short and lively (max. 20 minutes). Panopto videos can then be posted in 

Moodle. 

Panopto also supports private assignment folders for students, and makes it easy to embed 

polls, quizzes, and other interactive web content directly into your videos. You can 

accompany the lecture with a ‘task’ to help students focus attention, and to be able to check 

for student understanding through this assignment.  

It is also possible to record short audio or videos directly in Moodle (2 minutes max). 

Plan for individual or collaborative writing activities in OneDrive 

You can design substitute assignments that students will complete asynchronously using 

Microsoft OneDrive. You can also assign group work, in which students collaborate using 

shared documents. Here are some examples that lend themselves well to individual and 

collaborative online writing: 

• Concept/ reading reflection assignment - Ask students to write a reflection on 2-3 

questions related to the key concepts in the reading or lecture. These reflections can 

be shared with the instructor, used for online discussion between students, and as an 

entry point to your synchronous discussion if you opt for using Zoom or Teams. 

 

• Documented problem-solving or case studies - To test student skills of applying 

concepts and problem-solving, choose a problem or create a min-scenario and ask 

https://cat.wfu.edu/resources/tools/estimator2/
https://ceulearning.ceu.edu/mod/book/view.php?id=75454&chapterid=1354
https://ceulearning.ceu.edu/mod/book/view.php?id=75454&chapterid=1354
https://ceulearning.ceu.edu/mod/book/view.php?id=75454&chapterid=1559
https://ceulearning.ceu.edu/mod/book/view.php?id=75454&chapterid=1359
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students to write down all the steps to approach and solve the problem. Alternatively, 

ask students to compare two case studies, with the goal of identifying deeper 

features that connect or distinguish the cases. 

Plan for online discussions in Moodle, Microsoft Whiteboard, or Perusall 

Moodle Forums are a good option for conducting asynchronous online discussions. We 

recommend providing instructions and guidelines for posting, as well as the norms for 

engagement. For instance, you can encourage an initial response to each discussion 

question, as well as a response to another student’s comments. You can facilitate this 

discussion with your own contributions, as well as by summarizing the main points from 

students’ contributions to invite further comments. If you teach a class over 10, you may 

want to split students into groups, or have two separate discussions to make the thread 

easier to follow. Good discussions start and move on with effective discussion questions.  

Collaborative tools outside of Moodle can also enhance synchronous and asynchronous 

discussions. For an example of how a digital whiteboard can be meaningfully integrated into 

a discussion, see the "Image Analysis" activity from the OSUN Connected and Blended 

Learning Toolkit. It is also possible to upload readings and texts to Perusall, an external tool 

that is available in Moodle. Students can read, comment, and have threaded conversations 

directly in the margins of the text. 

Incorporate offline activities to reduce ‘screen fatigue’ 

While studying online, students may be sitting in front of a screen for a large part of the day. 

This can negatively impact physical health and wellbeing. Wherever possible, consider 

incorporating materials and activities available in multiple formats, especially those possible 

to complete ‘offline’— for example, audiobooks, podcasts, journaling, concept maps.  

Step #3. Assessing student learning online 

The online environment poses a unique set of benefits and challenges to assessing student 

learning. Some of your planned assessments may only require minor changes, while others 

may need more significant adjustments to achieve the course goals and assess the 

outcomes from your syllabus. 

An online learning setting might also require you to reconsider how you assess student 

participation. For example, if you opt for creating asynchronous assignments or move your 

discussions into forums or collaborative documents, you need to come up with good ways to 

assess student learning as well as give grades.  

Assigning grades for online discussion may be a motivator for student engagement and 

quality of contributions. Yet, it is important to provide clear assessment criteria in terms of 

quantity (# of posts, their length) as well as quality (engagement with the concepts, readings, 

quality of argumentation, evidence). One good way to communicate your expectations and 

ease the grading process is to use a rubric. You can create the rubric with your own criteria, 

or you might draw on already existing rubric samples.  

https://teachingcommons.stanford.edu/resources/teaching/student-teacher-communication/designing-effective-discussion-questions
https://rise.articulate.com/share/GlNPJxQaMc-c27TybTKUbmYsvm22NSs_#/lessons/8lLeajALCaRsh3WvUiB_xLPikJwaCt7f
https://ceulearning.ceu.edu/mod/book/view.php?id=75454&chapterid=1370
https://www.utica.edu/academic/Assessment/new/rubrics%20for%20discussion.pdf
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Suggestions for giving online exams 

• Incorporating flexibility into exam design can support students who experience 

barriers related to the online environment, such as time zone differences and limited 

Internet access. Allowing more flexible timing, or the option to take an oral exam, can 

reduce format-related barriers that hinder students from demonstrating mastery of 

course concepts and skills. 

• It might be useful to think of your exam as 'take-home' or 'open-book' and re-design it 

in this sense. Open book exams should require students to answer in more critical 

and analytical ways: we test the ability of students to find and use information for 

problem-solving and to apply knowledge. Take-home exams allow time for reflection 

and thus can promote higher order thinking skills. To this end, the exam questions 

should not be generic but rather ask students to apply, analyze, synthesize, 

compare/contrast or evaluate information. 

• Being clear about the rules for the exam can ensure that students take the exam 

correctly. Let students know when the exam should be submitted, if collaboration is 

allowed, what sources may be used, and how you would like students to reference 

answers. A word-limit for answers can clarify the expected level of depth. If using the 

Assignment feature in Moodle, TurnItIn can be enabled to screen student 

submissions for Internet sources or similarity to another student's answers. 

Alternative formats to traditional assignments. 

• Videos or posters - If you assign student presentations, you might instead ask 

students to record a voice-over for their presentation slides and then upload the 

presentation to Moodle or Panopto. The follow-up discussion about the presentation 

can be turned into an online forum discussion on Moodle. Alternatively, students can 

design a poster or infographic and record an accompanying audio track. 

• Learning journals or e-portfolios – If you will be re-designing your course before the 

semester begins, you might consider how to incorporate learning journals or e-

portfolios, which are both well-suited to the online environment. Unlike traditional 

written academic essays, these not only allow students to showcase their research 

thinking and writing, but also allow them to engage in reflection and self-evaluation of 

their own learning. See an example of using journals. 

Step # 4. Communicating changes to students 

The last step is to consider how you will communicate any changes to your students. These 

communications can be done via email or through the main course forums on Moodle. 

Depending on how much has changed and how long you anticipate being online, any 

combination of the following strategies may be useful: 

• Set up a forum for course expectations and updates and create a thread where 

students can post their questions. Having it all in one place will save you time 

responding to individual requests via multiple platforms. 

• Consider creating a Zoom or Teams call where you can set up time to communicate 

with the students and respond to their questions. 

https://ceulearning.ceu.edu/mod/book/view.php?id=75454&chapterid=871
https://www.insidehighered.com/advice/2019/06/25/how-teach-more-effectively-through-course-journals-opinion
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• Share a communication plan: setting expectations on when you are available and 

how fast students can expect your responses via forums or feedback to their 

assignments.  

• You may also send weekly course updates, so that students know that they are 

staying on track.  

Further Resources 

• Elkana Center Online and Hybrid Resources 

Extensive resources for online and hybrid teaching 

• IT SharePoint Site 

Technical guides and practical suggestions for online teaching (CEU login required) 

• Moodle Course Editing Guide 

Technical guides for Moodle 

Credits 

Thanks go to Helga Dorner, Gorana Mišić, Margaryta Rymarenko, and Gábor Ács, who 

authored the original version of this guide in Spring 2020. It has been updated by Kaitlin 

Lucas, Gábor Ács, and Michael Kozakowski in Summer 2022. 

https://elkana.ceu.edu/online-and-hybrid-teaching
https://elkana.ceu.edu/online-and-hybrid-teaching
https://ceuedu.sharepoint.com/sites/itservices
https://ceulearning.ceu.edu/mod/book/view.php?id=75454HYPERLINK%20%22https://ceulearning.ceu.edu/mod/book/view.php?id=75454%22
https://ceulearning.ceu.edu/mod/book/view.php?id=75454HYPERLINK%20%22https://ceulearning.ceu.edu/mod/book/view.php?id=75454%22
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