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Introduction to the ‘Using technology tools for teaching online’ portfolio
Welcome to the ‘Using technology tools for teaching online’ portfolio. This document accompanies the course on ‘Using technology tools for teaching online’ in the Teaching Online program.


What is the portfolio?
This portfolio is intended to supplement and enhance your learning as you progress through this Teaching Online course in the following ways:

· The portfolio draws together all of the documents and supplementary materials available to download throughout the main course, so that they are easily accessible from a single location.
· Throughout the main course, you will be invited to undertake various reflective and supplementary activities (called ‘Portfolio activities’). These are accompanied by the portfolio icon, above. The portfolio provides a space for you to record your thoughts for each of these activities. You may like to return to these notes and extend or refine them as you progress through the program.
· Your portfolio should continue to prove an invaluable tool once you have completed the course, with summary sheets, templates, and your own notes and reflections providing a useful reference manual for your online teaching.

Your portfolio: How to use this document
How do I use my portfolio?
· Save a copy of this document on your computer. 

· Keep the portfolio open as you work through this Teaching Online course.

· Each time you undertake a ‘Portfolio activity’, or are asked to keep a note of the results of an in-course activity, you will find a corresponding page in this document for you to complete. (See ‘How do I navigate my portfolio?’ below for more details.)

· Refer to, or complete, each portfolio document as instructed in the corresponding section of the main course.

How do I navigate my portfolio?
· To navigate your portfolio easily, ensure that you have the ‘Document Map’ or ‘Navigation Pane’ feature in Microsoft Word enabled. To do this, go to ‘View’ and tick ‘Document Map’.

· The titles in the ‘Document Map’ (to the left of your screen) correspond with the course screen titles to enable you to easily locate the desired document. The course and unit are also displayed at the top of each portfolio document for ease of use.

· Click on a document name to jump to that section of the portfolio. 

· Where a section in the main course has more than one portfolio document associated with it, the documents are numbered in brackets in order of appearance in the corresponding section of the main course.

The role of technology tools in teaching and learning
Creating a questionnaire

Create a pre-course questionnaire to assess your students’ learning needs and preferences. Amend the example questions below and/or add new questions relevant to your online course.

You might consider using an online tool such as www.surveymonkey.com or a tool on your institution’s LMS/VLE to help with collecting data.
Example survey questions

· Have you taken an online course before?

· Do you have regular/easy access to a computer and the internet?

· What learning management system (LMS)/virtual learning environment (VLE) are you familiar with?

· Do you use social media on a regular basis?

· If so, what social media applications are your favorites?

· Do you have a smartphone or tablet?

· If so, do you access your courses on your mobile device(s)?

You may wish to record your ideas in the space below.
Estimated duration: 30 minutes

Overarching approaches to technology use
Describe one technology tool
Describe one technology tool that you have used in your teaching (or heard about) to support student learning. Relate the technology tool used to one of the six approaches listed below:


· Knowledge sharing

· Content contribution

· Broadcast communication 

· Interaction 
· Community facilitation

· Examination and assessment


You may wish to record your ideas in the space below.
Estimated duration: 20 minutes

Evaluating technology tools 
Reflective questions
Consider the following reflective questions, applying them to three to five technology tools that you are considering integrating into your online teaching: 

· What desired course learning component would you like to develop/deliver?

· How would you develop/deliver this in a face-to-face environment?

· How would you develop/deliver this in an online course?

· What constraints are you most worried about getting in the way?

You may wish to use the worked example and template below to guide/record your responses.
Estimated duration: 45 minutes

	Question
	Technology tool 1
	Technology tool 2
	Technology tool 3
	Technology tool 4
	Technology tool 5

	What desired course learning component would you like to develop/deliver?
	Chemistry laboratory experiment.
	
	
	
	

	How would you develop/deliver this in a face-to-face environment?
	Set up the chemistry lab with all materials in advance for students to come into class and complete the experiment.


	
	
	
	

	How would you develop/deliver this in an online course?
	Online lab with additional materials for purchase along with textbook.
	
	
	
	

	What constraints are you most worried about getting in the way?

	Students have to purchase an additional package from the publisher – how can I be certain that they purchase the most current version?

Students may have trouble using the lab software or web-based lab component – who will they contact when they need help?

I have never used this technology before – how will I be able to support my students if they have trouble?

Will the online lab component be as engaging a learning experience as the experiments are in person?


	
	
	
	


The LMS/VLE learning platform
Understanding your institution’s LMS/VLE
Work through the questions presented below about your institution’s LMS/VLE to enable you to make the most effective use of it.
Estimated duration: 60 minutes

	Question
	Your response

	What brand of LMS/VLE does your institution use? (e.g. Blackboard, Moodle, Sakai.) And what name does your local LMS/VLE have? (e.g. StudyWeb, HomeNet.)

	

	What are the contact details of LMS/VLE support staff?
	

	Who is responsible for setting up/archiving your course content?
	

	If you have to request a course area, how do you do this?
	

	Do you have a practice course that you can use to explore tools and features? Can you view and access all course components in students’ view, or have access to a test student account?

	

	What technical training is available for you to use the LMS/VLE? And can you see how others in your institution use the LMS/VLE?

	

	Are there any policies or strategy governing what content or components you can or can’t change/use within the LMS/VLE?
	

	What support is available for the learners who use the LMS/VLE?
	

	What method is in place for logging support requests?
	

	Is there any guidance available about what content you can and can’t use in the LMS/VLE (i.e. on copyright restrictions and intellectual property)?

	


Taking further action

· If training is available to help you use your LMS/VLE, try to organize a session as soon as possible.
· Ask two to three colleagues or peers within your own institution or another institution to share the ways in which they use their LMS/VLE in their online teaching. Make a note of any innovative ideas that you could use in your own teaching.

Make a note of your thoughts in the space below.
Informal content: Social media and user-generated content
Library of technology tools
Using a social bookmarking application such as Diigo, start to compile a library of the technology tools you use and discover as you progress through this course. 

Share your library of bookmarks with your peers and ask them to do the same. Are any of the new technology tools that you have found particularly helpful in improving your online teaching?

You may wish to make a note of your thoughts in the table below.

Estimated duration: 30 minutes to set up, plus regular updates 

	New technology tool
	How does it improve my online teaching?

	
	

	
	

	
	

	
	

	
	


Curating learning content
Exploring Open Educational Resources
Choose a course or topic within your discipline and explore related Open Educational Resources that align with your course or topic learning objectives. Using the repositories provided in the ‘Useful links’ pod above, search for content, and evaluate the value and relevance of each within the framework of your course or topic.

You may wish to use the table below to record your findings.
Estimated duration: 40 minutes

	Topic/course
	Learning objective
	Resource

	
	
	

	
	
	

	
	
	

	
	
	


Communicating in real time (1)
Tips and tricks 
Consider the following tips and tricks for using synchronous communication technology tools, and hosting real-time virtual learning events.
· Remind students of all etiquette and interaction guidelines at the start of each session.

· Load all presentation materials and handouts in advance of the session, and test to be sure that formatting and sequencing are in order.

· Build in ten minutes at the start of each session for you and your students to connect and to test all audio/video settings. 

· If you are presenting, be sure to have a good headset and microphone, and avoid using wireless connections if possible.

· If you have a guest speaker, be sure to test all audio, video, and presentation features with them at least one day in advance of the session.

· Have all the students test the hand raising and feedback icon areas at the start of the session, and encourage hand raising and feedback throughout.

· Assign a chat moderator! The chat area can get quite busy and entire conversations can pass by too quickly for you to read. 

· Leave time for students to respond to your questions in the chat area, and take the time to read through and respond to their posts.

· Remember to record the session and save the chat transcript.

· Always have a back-up plan in case you lose connectivity during the session!

Communicating in real time (2)
Applying technology tools to your own course
Consider the example tools for synchronous online learning detailed below. 

How you would use some or all of these tools in your own online course? 

What resources will you create for yourself and your students to manage the use of these tools?

Estimated duration: 30 minutes

	
	How could you apply some or all of these tools in your own online course?
	What resources will you create for yourself and your students to manage the use of these tools?



	Instant messaging (IM):

· Text chat

· Private messaging

· Application/screen sharing

· Group breakout rooms
	
	

	SMS and email:

· Text chat

· Private messaging
	
	

	Virtual meeting spaces:

· Color presentations
· Live lectures

· Whiteboards

· Audio/video

· Live polling

· Guided web browsing

· Simple feedback

· Application/screen sharing

· Group breakout rooms 

· Group presentations
	
	

	Collaborative writing tools:

· Peer review and editing
· Content creation
	
	


Building tests and quizzes
Which tool is most effective in assessing performance?
Using the questions outlined in the table below, compare and contrast the available features within your LMS/VLE and at least one other testing tool you have come across. Which tool provides the most effective features for assessing your students’ performance?

Estimated duration: 40 minutes
	
	Your LMS/VLE
	Alternative testing tool 1
	Alternative testing tool 2

	What question types are available?
	
	
	

	
Can you randomize questions and/or answers?


	
	
	

	
Can you limit advancement based on correct answers?


	
	
	

	
Can you prohibit backtracking (returning to previous questions and changing the answer)?


	
	
	

	
Can you allow students to save their work and return at a later time to complete the exam?

	
	
	

	Can you enter feedback for correct and incorrect answers?
	
	
	

	Can you set date and time availability options and limits?
	
	
	

	
Can you limit access to other applications while students are taking the exam?

	
	
	

	Can you change the number of times a student can take the exam?
	
	
	


Assessing written and project work
Written, audio or video feedback?
Reflect on your desired approaches to providing feedback on written and project-based student work:

· What benefits do you see in providing written feedback on student work?

· What benefits do you see in providing audio feedback on student work?

· What benefits do you see in providing video feedback on student work?

Use the space below to record your responses.
Estimated duration: 30 minutes

Appreciating alternative approaches
Integrating technology
Work through the questions on technology integration provided in the table below, applying them to your own online course.


Estimated duration: 30 minutes 

	Question
	Your thoughts

	What do you want your students to do?
	

	How will you measure their progress/success?
	

	What technology tools are available within your LMS/VLE?
	

	What technology tools are available outside of the LMS/VLE?


	

	Where is training available for new technology tools?
	

	How will you test out the use of any new technology tools?
	

	What back-up plan do you have in place?
	


An eye on the horizon
How do you feel about new technology tools?
Download ‘Envisioning the future of education technology’, a visualization that attempts to organize a series of emerging technology tools and approaches likely to influence education in the coming decades. Then reflect on the questions listed below.

You may wish to share your responses with your peers and comment on their own responses.
Estimated duration: 45 minutes

· What new technology tool or approach piques your interest the most?




· What will it enable your students to do?




· How do you envision integrating it into your online teaching?





· How do you envision measuring the success of this implementation?




· What new technology tool or use of technology worries you?




· What downsides or challenges do you associate with it?





· How might you address these concerns? Can you find help and support within your institution?
Course summary (1)
Checklist
Here is a brief summary of some of the key points from this course, to stick on your wall or keep to hand for easy reference.

· Know the bottom line: The primary focus of any technology initiative should be on what you want your students to do, and how you will measure their success.
· Think back: When reviewing and assessing technology tools and approaches for online learning, think about how you would have provided content, developed interaction, or performed assessment in a traditional classroom.
· Foster engagement: Provide opportunities for your students to become involved in the technology tool selection, evaluation and adoption process.
· Be an explorer: Take time to explore technology tools that will enable you to bring vibrant content into your online classes, hold discussion and debate, and build a learning community.
· Be prepared: Provide documentation and training resources so that your students can learn how to use new technology tools in advance of your classes.
· Know the industry: Keep an eye on evolving trends by subscribing to online teaching technology lists, joining user communities, attending conferences, and working with your colleagues.
· Master the LMS/VLE: Get to know the ‘ins and outs’ of your institution’s LMS/VLE, including grade book and reporting features.

· Play by the rules: Check with your institution for guidelines on appropriate use and other policies related to integrating technology into your online teaching.

Course summary (2)
Mini personal statement
Write a short personal statement outlining three or more key points you have learned from this course and three immediate changes or plans you intend to implement as a result.
You might wish to use the space below to make a note of your thoughts.
Estimated duration: 30 minutes
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