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"LEAD WITH LOVE, NOT WITH
LESSONS"

On March 11, 2020, the world as we once knew it

changed significantly as the COVID-19 pandemic

caused global disruption to a multitude of things

including education. Mass closings to stop the

spread of the virus caused schools to turn to

online education in order to continue the learning

process. This caused many instructors to shift from

face-to-face (F2F) teaching to online teaching

without adequate training. 

In an Education Data report from April 2020, it

was noted that 22.3 million students were

impacted by the pandemic and 98% of institutions

moved the majority of in-person classes to online.

In addition, data showed college and university

presidents felt that the level of challenge at their 

Introduction
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Maintaining student engagement- 81%

Training faculty less familiar with teaching

online- 75%

Ensuring student access- 69%

Ensuring high academic standards- 50%

Availability of technology- 50%

Faculty buy-in- 22%

institutions associated with moving face-to-face

classes online included:

The intent of this guide is to proactively provide

best practices, resources, and strategies in the

transition of traditional adult education classes to

an online environment. Our goal is to minimize the

challenges faced during the beginning of the

pandemic.

(Ferlazzo, 2020)

Source: https://educationdata.org/online-education-statistics



66
Prepare your course for the
online learning environment.

01

RESEARCH-
BASED
STRATEGIES

Instill ongoing
motivation.

06

Incorporate both
asynchronous and
synchronous
teaching methods.

04

Respect diversity,
strive for inclusion,
and create a safe
environment.

05

Be present and actively
engage in your course.

02

Solicit feedback early and
often.

03



...what the online teacher
needs more than anything is
to develop a set of habits:

regular and clear
communication,

demonstrating compassion,
and developing the
discipline of prompt

feedback.

( J o h n s o n ,  2 0 1 3 )



TeacherTeacher
ToolsTools

Course learning objectives (goals or competencies).

Digitize all content such as PPTs, handouts, assignments, Web links, projects,

book publisher content, etc. used to deliver your content.

Assessments in digital format (see TABE in Resources Section).

Develop a plan for how you will provide instructions, discussions, and lectures.

Move current syllabus to an online syllabus to assure all online expectations are

included. Don't forget to include technology information, as well as netiquette

(check with your eLearning Department to determine if they can provide you

with a template).

Develop or update your course schedule.

Begin adding content to your Canvas Course Shell by adding a home page,

modules, module overview, activities, assignments, and assessments.

Use the Online Course Development Checklist to assure you are meeting the

necessary expectations for a quality course.

Once your course begins, BE HUMAN, BE UNDERSTANDING, & BE PRESENT!

Consider accessing the following for your online course
development:

Start by thinking through your traditional course and identify how you will provide
the content in the online environment. Utilize the Online Course Checklist below
to make sure you have all your course resources. In addition, you can find a  more
extensive Development Checklist, as well as, an Online Course Mapping
Template in the Resources Section. An online course map outlines your course
with a backwards design approach. There are not any right or wrong ways to
prepare your course, it only depends on your preference. 

01 Preparing your course for the online
learning environment:

Utilize Canvas tools to organize your course. Make sure your expectations and all
instructions are clearly stated.
Increase student engagement through active learning strategies such as discussion
board, projects, group activities, eportfolios, or peer review. 
Develop activities that are related to the course and meaningful to your students.
For example, simply filming yourself in front of your computer dictating the same
lecture you would have delivered in a traditional class is not an effective way to
teach online. Thoughtful integration of audio and visual imagery will convey
content more effectively, making concepts easier to understand and remember.
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Research indicates that
instructors who actively

participate in
courses, communicate

frequently and effectively with
students, and provide guidance

and support to remote
students tend to be more

motivating and engaging to
students. Motivation affects

learning, persistence,
retention, achievement, and

course satisfaction.

( L a F a v e ,  2 0 1 6 )



Clearly identify your course communication details

with your students (24/48 hour response time).

Start with a Welcome Message.

Send a Weekly Email or Announcement.

Establish Virtual Office Hours.

Log into your course every day.
Consistently remain visible and available (Virtual
Office Hours or Check-Ins).
Soon after your class begins, reach out and ask
students how things are going.
Demonstrate that you consider your students active
partners in the learning experience by asking for
their feedback, and making changes accordingly.

LOGIN REGULARLY

02 Being present and actively engaged in
your course:

Close your eyes and envision the basic difference

between teaching face-to-face and teaching

exclusively online. Obviously, the difference is the

separation between you and your students and

between students and each other. This separation

can lead to instructors and students feeling isolated.

It is extremely important for you to create an online

community in your course. Let's look at things you can

do to accomplish this.

COMMUNICATE FREQUENTLY

ACTIVELY ENGAGING WITH STUDENTS 

Participate in discussion posts.

Provide timely and meaningful feedback.

Encourage the bottom 20% of learners.

Send check-in emails.

Invite students to contact you.
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In a face-to-face course, you typically know when students are lost or not, because
you are able to read body language or verbally ask questions. This is not the case in an
online learning environment."It’s crucial that you also gauge how well students can
access your virtual materials, according to the researchers. Most teachers and
students are newbies in virtual classrooms, and serious communication and process-
oriented issues can go undetected—and fester" (Kumar, Martin, Budhrani, & Ritzhaupt,
2019). It is important to solicit feedback from your students throughout your course. By
surveying your students, you can identify what is working and what is not. Also, it helps
your students feel more important and allows them to take an active role in the
learning experience.

Let's take a look at things you can do to encourage student feedback.

03 Soliciting feedback early and often:

CREATE SHORT SURVEYS
Use Canvas Quizzes and Google Forms, or try Kahoot! for
interactive game experience.

ALL CLASS DISCUSSION FORUM
Encourage your students to post general questions or issues to
the forum. This will help you have a central location for Q&A.

1

3

INVITE REQUESTS FOR FEEDBACK
Send an email during the first week inviting students to provide
you feedback. See Teacher Tools below for sample language.

2

TeacherTeacher
ToolsTools

Feedback requests according to Johnson (2013), "I invite you to email me
questions that come up as you work through learning content, activities, etc."

https://www.wbtsystems.com/learning-hub/blogs/get-student-feedback-
online-courses

For more resources on Student Feedback strategies, visit:

https://edservices.wiley.com/how-student-feedback-creates-better-
online-learning/

https://www.wbtsystems.com/learning-hub/blogs/get-student-feedback-online-courses
https://edservices.wiley.com/how-student-feedback-creates-better-online-learning/


Discussion Boards
Announcements
Email Messages
PowerPoint presentations
Pre-recorded lectures
Podcasts
Social Media

TeacherTeacher
ToolsTools

https://www.learningkeepsgoing.org/free-tech-for-learning
https://fcit.usf.edu/matrix/matrix/

For Free Technology for Learning and a Tech Tool Matrix Guide, visit:

*In addition, ProLiteracy provided a free guide for Adult Educators found on
pages 10-12. You can also access by going to proliteracy.org and searching
Continuing Instruction from a Distance.

04 Incorporating both asynchronous &
synchronous teaching methods:

A real-time learning event (webinar,
web conference, course) in which a
group of students and or an instructor
are engaging in learning at the same
time be it face-to-face or mediated by
technology.

Zoom
Google Hangouts
Skype
Phone

Web Conference Tools such as:

Web-based learning that happens at
different times and places for
students and the instructor(s).

AsynchronousAsynchronous SynchronousSynchronous

Provide course content in a variety of formats so that it is accessible to students with
diverse needs.

Examples Examples
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The most common forms of Distance Education: 

Fully online: Active instruction, testing, assignments, and discussion takes place
online.

Blended or Hybrid: Between 25-50% of instructions, assignments, and discussions
take place online.

Students study course material outside class and utilize classroom time to
reinforce learning, ask questions, and interact with their instructor.

Face-to-Face Web Enabled: Students “meet” virtually with their instructors (and
other class members) via video chat or teleconferencing.

Emergency remote teaching: Shifting of face-to-face, blended, or other courses
to a fully online format in the event students or faculty are unable to come to
campus.

Videos and Powerpoint presentations from the instructor- 58% of students felt these
were very helpful, compared to 3% who did not use them.
Textbook/written materials- 52% of students felt these were very helpful, compared to
3% who did not use them.
Written assignments- 51% of students felt they were very helpful, compared to 3% who
did not use them.
Quizzes- 49% of students felt they were very helpful and 4% did not use them.
Interactive media- 46% of students felt they were very helpful, compared to 9% who did
not use them.
Discussion boards- 43% of students felt they were very helpful, compared to  3% who
did not use them.
Third-party videos- 37% of students felt they were very helpful, compared to 6% who did
not use them.
Synchronous sessions-33% of students felt they were very helpful, compared to 17%
who did not use them.

According to a 2018 report by Education Data, the most important class activities for
most students in distance learning were:

Online Instructional Styles & Formats
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Online Course Components Data

Much of modern life takes place on mobile devices and the importance of mobile-friendly online
learning only grows. At least 79% of students completed some coursework on their mobile devices.

Source>> https://educationdata.org/online-education-statistics
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05 Respecting diversity, striving for inclusion,
and creating a safe environment:

TeacherTeacher
ToolsTools

Establish clear student-to-student communication guidelines. The online
environment can allow for misconstrued meaning and aggressive communication. It is
important to establish clear guidelines so all students feel welcomed and included. 
Do not assume students’ identity. Use students’ names where possible or use
gender-neutral language such as the singular “they” when referring to a student; opt
for generic greetings instead of gender-specific greetings such as, “Hi guys!”. 
Proactively talk about resources available to students. Some students will not
approach you for help. Frequently discussing information and resources will help
students know what is available and show students you are here to help.  
Be aware of the words, phrases, and examples you use. Look for ways to use
diverse phrases and examples that help all feel included and increase learning. Avoid
words and phrases that may be ostracizing or unknown to students.
Be prepared to respond to racism and xenophobia. As Coronavirus spreads, so
does racism and xenophobia, including on college campuses. Explore strategies on
how to address these challenging classroom situations. 
Recognize and acknowledge your own bias. We all have biases – bias just refers to
how you see and relate to the world around you, and it’s a product of your
experiences, culture, and values. Our biases affect how we interact with and what we
assume about others. Spend some time reflecting on how to be more inclusive before
writing content, announcements, emails, assignments, etc. 
Communicate your commitment to access. Student access needs may change
week-to-week. Regularly remind students how they can request accommodations. 
Caption videos. Check that the automatic transcripts are recorded correctly and edit
them if needed. Remind students how to turn on closed captioning in video recordings.
See accessibility in Zoom and editing YouTube captions for more information. 
Provide accessible documents. Accessible materials include Word documents, PDFs,
PowerPoint, and Canvas Pages. Use the Microsoft Accessibility Checker. Look for Tools
for Promoting Disability Access and Inclusion to include more accessibility tools.

http://biostat.ufl.edu/resources/student-resources/e-learning-resources/e-
learning-basics/etiquette-online/
https://exploreaccess.org/accessible-online-course/

More resources>> 
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06
Instilling ongoing motivation:

Autonomy: having a degree of control over what needs to happen and how it can be
done.

Give your students the opportunity to choose assignments, activities, discussion
questions, or how they complete an assignment (PowerPoint, Prezi, video).

Competence: feeling that one has the ability to be successful in doing it.
Praise and focus on effort; give them opportunities to see their growth.

Relatedness: doing the activity helps them feel more connected to others and feel
cared about by people whom they respect.

Help your students build positive relationships with YOU and their peers (discussion
board posts, group activities, peer teaching opportunities, partner projects, etc.).

Relevance: the work must be seen by students as interesting and valuable to them and
useful to their present lives and/or hopes and dreams for the future.

Throughout the semester, ask your students to provide a few topics they would like to
learn. Topics such as dream job, Coronavirus, immigration laws, overcoming learning
disabilities, how to get a job, etc.

Motivating your students to remain engaged is a primary and ongoing task. In an Education
Week article, authors Ferlazzo and Sypnieski (2019) discuss the four key pieces essential to
the development of student motivation:

1.

a.

2.
a.

3.

a.

4.

a.

PAGE 14



INSTRUCTOR THINK TANK...

Which strategies do you plan on incorporating into your course?

Identify two asynchronous tools, activities, or tips that you plan to add to your course. Next,
identify one that you would like to research to use in a future course.

Identify two synchronous tools, activities, or tips that you plan to add to your course. Next,
identify one that you would like to research to use in a future course.

Below, outline your Communication Details and your plan for Virtual Office Hours:



...[ADDITIONAL NOTES]
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Course learning objectives (goals or competencies).

Digitize all content such as PPTs, handouts, assignments, Web links, projects, book publisher

content, etc. used to deliver your content.

Assessments in digital format (see TABE).

Develop a plan for how you will provide instructions, discussions, and lectures.

Move current syllabus to an online syllabus to assure all online expectations are included. Don't

forget to include technology information, as well as netiquette (check with your eLearning

Department to determine if they can provide you with a template).

Develop or update your course schedule.

Begin adding content to your Canvas Course Shell by adding a home page, modules, module

overview, activities, assignments, and assessments.

 Use the Online Course Development Checklist to assure you are meeting the necessary

expectations for a quality course.

Once your course begins, BE HUMAN, BE UNDERSTANDING, & BE PRESENT!

Online Course Checklist:

Online Course Development Checklists

Online Course Development Checklist:
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 ADD COURSE GOAL 1 (CG1)

 ADD COURSE GOAL 2 (CG2)

ADD COURSE GOAL 3 (CG3)

AND SO ON 

COURSE NAME:

COURSE INSTRUCTOR:

COURSE GOALS:

1.

2.

3.

4.

Online Course Map
PAGE 21

Instructions: Use the guide on the previous page to assist in completing your online course map.
You can use Microsoft or Google to create the information below and continue adding table
rows for each of your course modules. In addition, the next page includes Bloom's Taxonomy
Verbs and matching assessments.

Sources: https://www.qualitymatters.org/, https://dli.nmsu.edu/, and
https://journals.sagepub.com/doi/pdf/10.1177/1524839915588295

Comparison of F2F & Online Course Activities



Bloom’s Taxonomy Verbs and Matching Assessments

LOTS = Lower Order Thinking Skills, HOTS = Higher Order Thinking Skills



Learn

Know

Understand

Remember

Memorize

Comprehend

Cover

Study

Gain knowledge

Demonstrate knowledge

Demonstrate an understanding of

Become familiar with

Appreciate

Increase awareness of

Believe

Enjoy

Experience

Grasp the significance of

Value

Imagine

Change attitudes

Expand horizons

Grow

Practice

Try

Hear/Listen

See

Think

Feel

Perceive

Become acquainted with

VERBS TO AVOID WHEN WRITING LEARNING OBJECTIVES

This is a list of some verbs that may be considered difficult to measure.



TABE Remote Proctoring Options
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Student Resources: http://biostat.ufl.edu/resources/student-resources/e-

learning-resources/

Canvas Guides and Community for Training:

https://community.canvaslms.com/

https://community.canvaslms.com/t5/Instructor-Guide/How-do-I-use-the-

Course-Home-Page-as-an-instructor/ta-p/1250

https://www.qualitymatters.org/

https://www.edutopia.org/article/7-high-impact-evidence-based-tips-online-

teaching

Extensive Course Development Checklist:

https://www.witcc.edu/Conference2016/docs/ONL211624-

niaccchecklistforcoursedevelopment20.pdf

QM Emergency Remote Course Development Checklist:

https://docs.google.com/document/d/e/2PACX-

1vRzSgvQZDAbu9iG3Cxnq3D2hlxiUZrzwVRj94MGPVDvY9exqxiSgOkuhKxkexPSx

b12cb3QNqDTWSIc/pub

Online Education Data: https://educationdata.org/online-education-statistics

OAE Professional Development- 601.576.1561

eLearning Department at your college

https://skillupmississippi.com/

Contacts & Additional Resources





https://skillupmississippi.com/


