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Reason for Policy 
 
Providing guidance on the expectations for remote instruction. 
 
Scope of the Policy: Entities or Individuals affected by this policy 
 
All faculty. 
 
The Official Policy: 
 

Remote Instruction: Expectations and Best Practices 
 

● Explicitly Clear Course Structure 
○ Use Canvas as the platform for course materials and student engagement; email 

alone is not sufficient 
○ Post (and make sure students can easily find) syllabus and all major assignment 

due dates 
○ Provide guidelines and expectations for all online activities and assignments 
○ Provide a schedule for all synchronous activities (if any); NB: synchronous 

sessions should ONLY be held at scheduled class times 
○ Be clear regarding expectations for how much time students should be spending 

on the course each week  
● Online Presence 

○ Post announcements and updates regularly -- reminders, clarifications, FAQs, 
deviations from syllabus, etc. (choose one main vehicle you will use to 
communicate with students: e.g. Canvas announcements or email) 

○ Have online office hours at regularly scheduled times as well as by appointment, 
and encourage students to use them 

○ Check in with students regularly regarding their grasp of course content 
○ Follow up with students who are not engaged with the course; use the SKIPS 

report to refer students to campus support services: 
https://docs.google.com/forms/d/1b8Ak1ZixLTSMDlXrEH_uD2ROSKIi9rBkMBwR
x2od1LQ/viewform?ts=5b31491e&edit_requested=true 

● Content Aligned with Learning Objectives 
○ All required course content, activities and assignments should directly support 

one or more course learning outcomes 
● Prompt Feedback 

○ Respond to email and Canvas inquiries from students promptly, at maximum 
within three days 

○ Provide feedback on assignments, preferably via Canvas, before the next 
assignment of a similar kind is due 

○ Use Canvas Gradebook whenever possible; if students are not submitting 
assignments on Canvas, tell students how they will receive feedback 

● Course Accessibility 

https://docs.google.com/forms/d/1b8Ak1ZixLTSMDlXrEH_uD2ROSKIi9rBkMBwRx2od1LQ/viewform?ts=5b31491e&edit_requested=true
https://docs.google.com/forms/d/1b8Ak1ZixLTSMDlXrEH_uD2ROSKIi9rBkMBwRx2od1LQ/viewform?ts=5b31491e&edit_requested=true
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○ Use captioning where available on livestreams or recorded video  
○ Provide options for synchronous participation in case of technology failure or 

access issues 
○ Keep differences in time zone in mind for students who are attending remotely 
○ Provide backup versions of synchronous course materials -- transcripts, chat 

logs, file downloads, links to video, etc. -- that students can access offline 
○ Use content resources that are available in a digital format whenever possible 

● Provide Technical Support Information 
○ Make sure students know whom to contact if they are having technical difficulties 

 
 
In addition to our own resources provided by ITS and COTFD, these may be helpful for additional 
guidance: 

● Delivering High Quality Instruction Online in Response to COVID-19 (Online Learning 
Consortium): https://uploads-
ssl.webflow.com/5bf34c1b74724a4428623689/5ec438c1dbd4863bc08bbf04_Faculty%20
Playbook_Final.pdf 

● 10 Best Practices for Teaching Online (Tomorrow’s Professor Newsletter/Stanford): 
https://tomprof.stanford.edu/posting/1091 

● Best Practices: Online Pedagogy (Harvard) -- includes suggestions for a wide variety of 
pedagogical practices: https://teachremotely.harvard.edu/best-practices 

● 10 Essential Principles and Practices (Chronicle of Higher Ed): 
https://www.chronicle.com/interactives/advice-online-teaching#1 

● Best Practices for Teaching Online (Arizona State University): 
https://teachonline.asu.edu/wp-content/uploads/2018/09/Best-Practices-for-Teaching-
Online_083118.pdf 

● Online Course Delivery: Best Practices (Governors State University [PowerPoint]): 
https://www.govst.edu/uploadedFiles/Academics/Colleges_and_Programs/COE/Special_
Programs_and_Services/COTL/COTL_Inside_Pages/OnlineBestPracticesFall2018.pdf 

● 5 Ways to Connect with Online Students (Chronicle of Higher Ed): 
https://www.chronicle.com/article/5-Ways-to-Connect-With-Online/249077 
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