
 

 

 

Faculty Checklist - Online or Hybrid Courses 

 

Managing an Online Class  
This document provides you with a to-do list for delivering a class online, from before the class begins to after it 

ends 

Several Weeks (or more!) Before Your Class Begins... 

1. Create a course schedule and syllabus. 

2. Assess your course using the Online Course Self-Analysis checklist and perhaps consult with an 

instructional designer or a peer experienced with online teaching. 

3. Make a new copy of your ANGEL course (if you have taught your course in ANGEL previously and want 

to reuse the same materials for the upcoming term). The Copy Course utility in ANGEL allows course 

editors to copy an entire ANGEL course or group.  You must have course editing rights in the courses or 

groups you are copying to and from. The Copy Course process occurs within ANGEL eliminates any need 

to download a course export and then upload this back into ANGEL.  

Need help? See Copy Course [1] 

4. Review your course content and fix any broken hyperlinks, images, etc. 

5. Update your syllabus and any other instructor-specific course materials 

6. Update your course calendar. Many faculty use the ANGEL "Calendar" tool to help students visually see 

important due dates. Others prefer to include that information on their syllabus or a stand-alone web 

page. Regardless of location, busy students appreciate having this information.  

Need help?  See Add a Calendar Event [2] 

7. Reactivate your Library Reserves (if applicable). If you had items on "e-Reserves" ("Library Reserves" 

through ANGEL) previously and want to reuse them this semester, you need to let the University 

Libraries know by going to https://www.libraries.psu.edu/psul/secure/forms/reservesforms/reactres.html [3] 

and completing their form. 

8. Update any content open/close dates. Some faculty like to set items under the Lessons tab in ANGEL to 

automatically be hidden or revealed on certain dates/times.   

Need help? See Set Content Dates [4] 

9. Merge your course sections, if applicable  

Need help? See Merge Multiple Course Sections or Cross-listed Courses [6] 

10. Set up ANGEL Gradebook to keep track of student grades  

http://angelkb.ais.psu.edu/article.asp?article=1467&p=2
http://kb.its.psu.edu/cms/article/50
https://www.libraries.psu.edu/psul/secure/forms/reservesforms/reactres.html
http://kb.its.psu.edu/cms/article/260
http://kb.its.psu.edu/cms/article/23
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Need help with ANGEL gradebook? See Gradebook Setup [5] 

11. Send your students a welcome note (either by e-mail, snail mail, or both!) that tells them:  

1. The URL/location of the course 

2. The URL/location of the syllabus 

3. How to login (typically using their Penn State Access Account user ID and password) 

4. What materials they need to purchase and where they can get them 

5. Who to contact if they need technical assistance (students should contact the ITS Help Desk) 

NOTE: It is suggest that you send your class welcome letter out at least once per week through the first 

week or two of class (to cover late adds) 

 

One Week Before the Class Starts (a.k.a. "Orientation Week)... 

A standard practice for online courses is to give students an "orientation week"—access to the class one week 

before it officially begins. This practice enables distance learners to try out their Penn State Access Accounts and 

to familiarize themselves with the class environment so that they will be comfortable and ready to learn on the 

first day of class. 

1. "Enable" your class 

Need help? See Learn how to "Activate a Class [7]" 

NOTE:   Students are automatically given access to your class as they register but can only view a 

course that is activated. 

2. Provide formal orientation materials to help your students get used to your class and the class 

environment. 

3. Hide select class materials from student view. (Optional) 

If there are materials that you are not ready to have students see, it is possible to "hide" materials in 

ANGEL and also in content management systems like Drupal.  

Learn how to restrict access to materials that are located ANGEL [9] 

To do this in Drupal, see our Drupal Tips page. [10] 

4. Post a "welcome" announcement for your students.  

Need help? See Add a new announcement [11] 

If you imported your course contents from a previous ANGEL section, your announcements will have 

automatically been imported as well. See how to edit/delete and reuse your old announcements [12] 

 

http://kb.its.psu.edu/cms/article/510
http://angelkb.ais.psu.edu/article.asp?article=1410&p=2
http://angelkb.ais.psu.edu/article.asp?article=1151&p=2
https://www.e-education.psu.edu/facdev/drupal6_tips#hideshow
http://angelkb.ais.psu.edu/article.asp?article=1432&p=2
http://angelkb.ais.psu.edu/article.asp?article=1434&p=2
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During the First Week of Class... 

Contact students who have not yet accessed your ANGEL site. In ANGEL, you can easily see who has, 

and has not, accessed your class. If a student hasn't accessed the class yet, there may be a problem that 

needs your attention. 

NOTE: When using ANGEL to send an e-mail to students who haven't accessed your class in ANGEL yet, 

you will want to be sure to send a copy to their Internet (non-ANGEL) e-mail address!  

Learn how to "Send Class Mail" [13] 

Learn how to "Create a Whodunit Report" [14] 

 

During Weeks 3 through 6 (or 25-50% into the class for non-standard offerings) 

Undergraduate Courses - Submit your Early Progress Reports. Early Progress Reports are formal e-mail 

alerts sent by instructors early in the semester to students who are earning grades below a C 

performance in one or more courses. Instructors use a tool in eLion to initiate these reports. For more 

information, see Early Progress Reports [15]. 

 

On a Daily Basis throughout the Class... 

How often you check the class is an individual decision, but you should let your students know, up front, how 

often they can expect to hear from you. Checking in at least once each business day and once over the weekend 

is a good way to keep in touch and to keep the e-mail and discussion forums from piling too high! 

1. Check the Class Discussion Forums 

If you prefer, you can have all discussion forum posts forwarded to your email.  

See how to "Subscribe to a Discussion Forum [16]."  

2. Check the class e-mail tool for new messages  

You have the option of forwarding a COPY of your class e-mail to your personal e-mail address. If you are 

new to ANGEL, and you want your email forwarded, see how to "Forward ANGEL Mail to a Non-Penn 

State Address [18]" (those directions work for Penn State addresses, too!).  

NOTE: You cannot reply to ANGEL class mail messages from outside ANGEL. You can only reply from 

within the class. 

3. Grade all assignments.  Students appreciate timely feedback on their assignments...and will let you 

know if they feel they are waiting too long! ;-)  

If you use Drop Boxes in ANGEL, see how to "Review and Grade a Drop Box Submission [19]." 

 

http://angelkb.ais.psu.edu/article.asp?article=1248&p=2
http://angelkb.ais.psu.edu/article.asp?article=1362&p=2
https://esp.e-education.psu.edu/node/17
http://kb.its.psu.edu/cms/article/168
http://kb.its.psu.edu/cms/article/137
http://kb.its.psu.edu/cms/article/137
http://kb.its.psu.edu/cms/article/145
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On a Weekly Basis throughout the Class... 

Once a week (preferably on the same day each week) we recommend that you: 

1. Post a note to the class announcements area, telling students what you will be covering in the coming 

week and reminding them of any due dates. 

2. Update your class schedule with any new or revised due dates 

3. Summarize discussion forum conversations, since it can be hard to bring a close to the discussion 

and/or cull out the important points before moving on to other discussions. 

EXAMPLE: Instructor Kay Shattuck provided this great summary of one of her class discussions [22]. 

4. Consider holding online office hours 

Giving your students a chance to communicate with you in real-time can help build strong relationships 

and motivate students to fully engage in the class. Two popular options for conducting live office hours 

with geographically dispersed students are chat rooms (text-based discussions) and Adobe Connect 

(web conferencing) sessions. Just let your students know when and how to join your office hours!  

To add a chat room to ANGEL, see how to "Add a Chat Room [23]." 

To use Adobe Connect:  

o Ask your learning designer to create an Adobe Connect meeting room for your use 

o Review the great resources on the Adobe Connect support site to get started! [24] 

 

At Mid-Semester... 

1. Gather mid-semester feedback from your students 

Administering a mid-class evaluation is a great way to see how your class is going from a student 

perspective. There are several options for gathering this information.  

Create an ANGEL survey where you ask personalized, class specific questions. (See Create a Survey [25]) 

Use Penn State’s “Student Evaluation of Educational Quality” (SEEQ). The SEEQ is administered by the 

Schreyer Institute and can be given to your students online. For more information, see 

http://www.schreyerinstitute.psu.edu/Tools/SEEQ [26] 

 

Before the Class Ends... 

1. Encourage your students to complete the online SRTE. 

Research has shown that the biggest influence on whether a student completes an end-of-class survey is 

the instructor! So a note from you that encourages your students to complete the survey and that 

assures them that the information will be used to improve the class is important.  

Have questions about the online SRTE? See the FAQ About Online SRTEs [27]. 

https://www.e-education.psu.edu/files/sites/file/KayShattuck_DiscussionSummaryExample.pdf
http://kb.its.psu.edu/cms/article/471
http://meeting.psu.edu/
http://kb.its.psu.edu/cms/article/320
http://www.schreyerinstitute.psu.edu/Tools/SEEQ
http://www.srte.psu.edu/OnlineFAQ/
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On the Last Day of the Class... 

1. Post an end-of-class announcement to wrap-up to the class. Include a final request to complete the 

SRTE! 

2. Handle any deferred grade requests (see Senate Policy 48-40) [28] 

3. IF the class utilizes an e-portfolio, suggest that students download a copy of their e-portfolio if this is 

their last class in the program. 

4. Post final grades on e-Lion within 2 days of the end of the class. 
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