
GOING ONLINE WITH YOUR TEACHING 

 
 

DECISION #1. Rethinking Your Course Content, Activities, and Assignments ............. 1 
 

DECISION #2. What Is The Most Appropriate Teaching Format For My Course? ....... 2 
 

Synchronous options ................................................................................................ 2 
Interactive online lectures and online discussion-based sessions with larger 
classes through Zoom .............................................................................................. 2 
Interactive online lectures and online discussion-based sessions for small 
classes using Skype or Skype Business .................................................................... 3 

 

Asynchronous options .............................................................................................. 3 
Record lectures through Panopto ................................................................................ 3 
Make your teaching materials available on Moodle (CEU e-learning) ......................... 3 

Assignments to “compensate for” the lack of real-time (synchronous) online 
interaction ................................................................................................................. 4 

Share documents in OneDrive - plan for collaborative writing activities ..................... 4 
Plan for online forum discussions (posts, comments) on Moodle (CEU e-learning) ..... 4 

 

DECISION #3. Assessing Student Learning Online ....................................................... 5 

 

  



 

 

1 
 

Decision #1. Rethinking your course content, activities, and assignments 

As a first step, look through your course materials and assignments. What are the crucial 

assignments your students still need to work on and what are the essential content parts that 

you still need to deliver?  Do you need to modify or change activities or assignments for the 

students given that now they will work fully online? If you make changes, what are the new 

instructions, timeframes, and deadlines? For example, if you use student presentations in your 

class you might ask students to record a voice-over for their presentation slides and then 

upload the presentation on the course on Moodle. The follow-up discussion about the 

presentation can be turned into an online forum discussion on Moodle (CEU e-learning) (see 

more suggestions under step 2.) 

 

Based on the decisions you make regarding your course content, you would need to consider 

how you will communicate them to your students. Importantly, your students will need to have 

access to the activity guides, assignment materials, and should  be able to communicate with 

you in the process of preparing their assignments and receive feedback upon submission.   

 

These communications can be done through the main course forums on Moodle (CEU e-

learning).  

• Set up a relevant course forum for communicated course expectations and updates, as 

well as create a section where students can send their questions. Having it all in one 

place will save your time responding to individual requests. 

• Consider creating an online chat on Moodle where you can set up time to communicate 

with the students in real time and respond to their questions. 

• It is helpful to create 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 set weekly course updates or reviews, so that students know they stay on 

track.  
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Decision #2. What is the most appropriate teaching format for my course? 

Based on the decisions you take about your course content, you can consider what can be 

the most appropriate and relevant format of teaching.  

 

There are two options to facilitate online teaching:  

1.  (S) Synchronous, where the instructor and students interact in real time. 

2.  (A)  Asynchronous, where the instructor prepares course materials for students, who 

then access the materials at the time of their choosing. 

SYNCHRONOUS OPTIONS 

Interactive online lectures and online discussion-based sessions with larger classes 

through Zoom 

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

you may want to use Zoom.  

Zoom 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 gives the options that 

are needed for the seminar-style interactive teaching and collaborative student work with the 

features of breakout rooms, raising hands, sharing multimedia (sound), screen sharing and 

collaborative annotation. 

Relevant features:  

● Both instructors and participants can share screens, and audio/video (i.e. sound). 

Screen sharing (Look for “Share Screen” at the bottom of your Zoom call) 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 can be 

particularly useful for the analysis of any visual materials, close reading exercises, and 

similar. 

Two features are particularly relevant when discussion and participation are planned.  

● The breakout rooms enable separate small group discussions.  

● The “Raising hands” function enhances participation, discussion, and overall interaction 

(if each student joins individually with their own headset). Even if the instructor is 

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
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showing something different on the screen, the raising hand option will pop-up as a 

notification.  

Interactive online lectures and online discussion-based sessions for small classes using 

Skype or Skype Business 

If you teach small class (up to 6 people) you might consider using Skype or Skype Business for 

holding your classes, just as you would normally do on campus.   

It is a good option, if you teach heavily interactive classes, and do not rely strongly on 

supportive materials and tools, such as PPTs, or board notes. However, you will still be able to 

benefit from group chat, sharing files, and links.  

Skype is not a perfect option if you teach larger groups, as it will be significantly harder to 

moderate and facilitate the discussions. In this case you might consider using Zoom, which has 

special features (breakout rooms) that help you break your class into smaller groups to achieve 

better quality of student-to-student interaction. 

ASYNCHRONOUS OPTIONS 

Record lectures through Panopto 

You can record your lectures that students can watch at home. Panopto is a tool to help you 

with that. It can be used to record a wide variety of video (and audio) formats. 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. Short meaning max. 20 minutes.  

Panopto can be used for live-streaming, but has a delay in audio (i.e. you can stream content 

live  with a 40 second delay). 

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.  

Make your teaching materials available on Moodle (CEU e-learning) 

You can make your teaching materials (PPTs, readings, discussion questions, in-class 

assignments etc.) available in your course on Moodle. Send concrete instructions to your 



 

 

4 
 

students about what they are expected to do with those materials and what they should submit 

to complete the assignments (e.g. submit a one-page report with their ideas or a forum post).  

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

the instructions clear and materials accessible online and available for your students? Have 

deadlines changed? Consider also how will you give feedback to both the make-up and regular 

assignments? You might consider using the feedback options available on Moodle (both 

written and audio feedback). 

Assignments to “compensate for” the lack of real-time (synchronous) online interaction 

Share documents in OneDrive - plan for collaborative writing activities 

You can opt for designing a substitute assignment for students that they will do asynchronously 

(not in real time) or you can assign collaborative assignments and group work using shared 

documents through OneDrive, or Wikis on Moodle (CEU e-learning).  

Plan for online forum discussions (posts, comments) on Moodle (CEU e-learning) 

Since there will be less ‘real-time interaction’ you might want to conduct online discussions - 

in which case, you may want to consider Moodle Forums. You need to provide instructions and 

guidelines for posting, as well as the ‘rules’ of engagement. For instance, you can require an 

initial response to each discussion question, as well as a response to a student’s comment. You 

can facilitate this discussion by your own contributions, as well as by summarizing the main 

points from students’ contributions to invite further comments. If you teach a larger class (over 

10), you may want to consider to split students in groups, or have two separate discussions to 

make the discussion thread easier to follow. Good discussions start and move on with effective 

discussion questions. Check out this resource on good online discussion questions. 

 

  

https://teachingcommons.stanford.edu/resources/teaching/student-teacher-communication/designing-effective-discussion-questions
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Decision #3. Assessing student learning online 

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

participation. For example, if you opt for creating ‘make-up assignments’ online 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 as well as ease 

the grading process is to use rubrics. You can create the rubric with your own criteria or you 

might use the already existing ones, like the samples here.  

Other ideas for assignments you can use to check for student understanding during the course: 

• concept/reading reflection assignment - ask students to write a reflection on 2-3 

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

can be shared on Moodle forum for your evaluations but may also be used for online 

discussion between students, or as an entry point to your synchronous discussion if you 

opt for using Zoom/Skype/Or any other tool. 

• Documented problem-solving - to test student skills of applying concepts and of 

problems-solving - chose a problem (create a min-scenario) and ask students to write 

down all the steps to approach and solve this problem. This can be an individual task or 

you can ask them to work in pairs or small groups to work on possible solutions and 

share their ideas via forum. 

Online alternatives to traditional written assignments. 

• Learning journals or e-portfolios - Unlike traditional written academic essay 

assignments, online journals or portfolios not only allow students to showcase their 

research thinking and writing but also allow to engage them in reflection and self-

evaluation of their own learning. See an example of using journals here. 

 

  

https://www.utica.edu/academic/Assessment/new/rubrics%20for%20discussion.pdf
https://www.insidehighered.com/advice/2019/06/25/how-teach-more-effectively-through-course-journals-opinion


 

 

6 
 

NOTE: These are only selected short-term solutions to moving your classes online. In order to 

create a successful learning experience for students, it would be necessary to further redesign 

your course activities and assignments for an online learning environment. We, at the CTL, are 

ready to help you design and deliver good online teaching and learning. Contact us at: 

ctl@ceu.edu or write to us individually 

 

Helga Dorner dornerh@ceu.edu  

Gorana Misic misicg@ceu.edu  

Margaryta Rymarenko rymarenkom@ceu.edu 

Moodle (CEU e-learning) contact Gabor Acs: acsg@ceu.edu 

 

FURTHER RESOURCES TO LOOK AT: 

Michelle D. Miller (2020) Going Online in a Hurry: What to Do and Where to Start? 

Jill Phillips (2016) 7 Tips on How to Prepare for Teaching Online 

Patricia Pelletier (2013) What Online Teachers Need to Know (about student engagement) 

Nathan Greeno (2020) Prepare to Move Online (in a Hurry) 
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