Reaching
the Summit

Blazing the
Trail

Laying the Adjusting
Foundation Course
To Do Timing Resources and Tips
Identify your course objectives 2 months prior to start of Need help? Sign up for a
and weekly topics semester consultation with a Delphi
Center staff member.
Develop/plan course content 2 months prior to start of Need help? Sign up for a
semester consultation with a Delphi
Center staff member.
Decide how you will use 2 months prior to start of Need help? Sign up for a
Blackboard semester consultation with a Delphi
Center staff member.
Create weekly assignments/ 2 months prior to start of Need help? Sign up for a
assessments/discussion semester consultation with a Delphi
guestions Center staff member.
Update/create your course 2 months prior to start of Review the syllabus guidelines
syllabus semester for your School/Unit.
Build midsemester feedback into | 2 months prior to start of See this step-by-step resource
the schedule for the 6-7th week |semester to collecting midsemester
of class feedback.
LAYING THE FOUNDATION
To Do Timing Resources and Tips
Post your syllabus in Blackboard | 2 weeks prior to start of Learn how to add a syllabus to
semester your course.
Have courses ready for students | 2 weeks prior to start of Hide the side menu until you
to view semester are ready for students to view.
This resource explains how
to hide incomplete content in
Blackboard.
Write or record a welcome 2 weeks prior to start of Share what students can expect,
message for your students in semester a little bit about you, and
Blackboard important dates. Learn how to
post a welcome announcement.
Blackboard opens to students 2 weeks prior to start of At minimum, try to post a
automatically semester welcome announcement and the
syllabus.
Post your “Instructor Bio” in 2 weeks prior to start of Check out this resource for
Blackboard semester tips on what to share. To set an
inclusive tone, consider listing
your pronouns and see this
resource for more info.
Double check website links in 2 weeks prior to start of Learn how to check course links
Blackboard and on your syllabus | semester in Blackboard.
Visit your classrooms and 1 week prior to start of View “Teaching with UofL
become familiar with technology | semester Technologies” module in the
Onboarding Program.



https://louisville.edu/delphi/resources/consultation
https://louisville.edu/delphi/resources/consultation
https://louisville.edu/delphi/resources/consultation
https://louisville.edu/delphi/resources/consultation
https://louisville.edu/delphi/resources/consultation
https://louisville.edu/delphi/resources/consultation
https://louisville.edu/delphi/resources/consultation
https://louisville.edu/delphi/resources/consultation
https://louisville.edu/delphi/resources/syllabus/schoolpolicies
https://www.ideaedu.org/Portals/0/Uploads/Documents/IDEA%20Papers/IDEA%20Papers/PaperIDEA_67.pdf
https://louisville.edu/delphi/blackboard/help/instructor-help/add-a-syllabus-to-your-course
https://louisville.edu/delphi/blackboard/help/instructor-help/add-a-syllabus-to-your-course
https://help.blackboard.com/Learn/Instructor/Ultra/Course_Content/Create_Content/Edit_and_Manage_Content
https://help.blackboard.com/Learn/Instructor/Ultra/Course_Content/Create_Content/Edit_and_Manage_Content
https://help.blackboard.com/Learn/Instructor/Original/Interact/Announcements
https://www.facultyfocus.com/articles/online-education/online-course-delivery-and-instruction/instructor-bio-humanize-course-reduce-student-anxiety/
https://help.blackboard.com/Learn/Student/Ultra/About_You/Personal_Settings#:~:text=When%20pronouns%20are%20editable%2C%20you,pronouns%2C%20select%20the%20pronoun%20field
https://help.blackboard.com/Learn/Instructor/Original/Course_Content/Reuse_Content/Check_Course_Links
https://help.blackboard.com/Learn/Instructor/Original/Course_Content/Reuse_Content/Check_Course_Links
https://louisville.edu/delphi/programs/teaching-onboarding

BLAZING THE TRAIL

To Do

Timing

Resources and Tips

Send a welcome message to
your students

1st day of class or before

See this resource (including an
example), for inspiration.

Welcome students and generate
excitement for your class

1st day of class

See the “Getting to Know Your
Students” module in the On-
boarding Program for tips. Also,
see this resource for advice on a
great first day of class.

Respond to all student emails
within the timeframe established
in your course policies

First weeks of class and beyond

Get advice on how to manage
student emails. Consider a FAQ
on Blackboard to reduce student
guestions (see example FAQS).

Send encouraging messages
and resources to disengaged
students

First weeks of class and beyond

View sample messages from
Oregon State’s Academic
Success Center.

Use CardSmart or the Dean of
Students’ report form to share
concerns about students with
UofL support staff

First weeks of class and beyond

View how to use CardSmart and
how to access the DoS concern
form.

Grade and return assignments
according to the timeline you es-
tablished in your course policies

First weeks of class and beyond

Consider reviewing advice on
how to grade efficiently.

Send weekly announcements
that “review and preview” in-
struction/key ideas

First weeks of class and beyond

Learn how to make an
announcement in Blackboard.

ADJUSTING COURSE

To Do

Timing

Resources and Tips

Submit student early interven-
tion report to CardSmart

5th week of class

View how to submit a prog-
ress report for a campaign in
CardSmart.

Collect mid-semester feedback
from your students

6-7th week of class

See this step-by-step resource
authored by Delphi Center staff.

Remind students of last day to
withdraw

8-9th week of class

Check the academic calendar
for relevant dates.

To Do

Timing

Resources and Tips

Encourage students to complete
end-of-semester student
evaluations in Blackboard

Last weeks of class

Check out Online Course
Evaluations.

Post a closing announcement
with your reflections about the
semester

Last week of class

Reiterate what students learned
and your hopes for their
continued learning.

Post grades in ULink within 48
hours of final exam

End of semester

See how to post grades in ULink.



https://www.miamioh.edu/regionals/eccoe/news/2019/05/welcome-to-class-email.html
https://louisville.edu/delphi/programs/teaching-onboarding
https://louisville.edu/delphi/programs/teaching-onboarding
https://www.chronicle.com/article/how-to-teach-a-good-first-day-of-class/
https://www.codlearningtech.org/2015/10/05/tame-your-inbox-10-tips-for-managing-student-emails/
https://www.codlearningtech.org/2015/10/05/tame-your-inbox-10-tips-for-managing-student-emails/
https://docs.google.com/document/d/1XdS3zinh7zFRh-X5KTs05NqzMo4MWi85DGaOiG7mhWo/edit#heading=h.tbj0qeio0vh
https://success.oregonstate.edu/sites/success.oregonstate.edu/files/fac_staff_pages/sample_emails_for_outreach.pdf
https://louisville.edu/studentsuccess/cardsmart/documents/how-to-file-a-progress-report-professors
https://louisville.edu/dos/help/studentconcern
https://louisville.edu/dos/help/studentconcern
https://cft.vanderbilt.edu/guides-sub-pages/grading-student-work/#efficient
https://help.blackboard.com/Learn/Instructor/Original/Interact/Announcements
https://help.blackboard.com/Learn/Instructor/Original/Interact/Announcements
https://louisville.edu/studentsuccess/cardsmart/documents/how-to-send-a-progress-report-campaign
https://louisville.edu/studentsuccess/cardsmart/documents/how-to-send-a-progress-report-campaign
https://www.ideaedu.org/Portals/0/Uploads/Documents/IDEA%20Papers/IDEA%20Papers/PaperIDEA_67.pdf
https://louisville.edu/calendars/academic/undergrad-grad
https://louisville.edu/oapa/institutional-research-and-planning/course-evaluations/online-course-evaluations
https://louisville.edu/oapa/institutional-research-and-planning/course-evaluations/online-course-evaluations
https://louisville.edu/delphi/resources/-/files/resources/pages/Posting-Grades-Instructions.pdf
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