
 
 

Welcome to the SMCCCD Quality Online Teaching & Learning with Canvas 
offered through Skyline College 

 
Facilitators: Christopher Collins & Bianca Rowden-Quince 
Chris’s email: collinsc@smccd.edu Telephone: 650.738.7901 
Bianca’s email: rowdenquinceb@smccd.edu Telephone: 650.738.4296 

 

The online teaching and Canvas training is divided into six units. Each unit is structured 
such that faculty will complete one unit per week. The estimated time to complete each unit 
will vary per person, but they are designed to be completed in approximately 4-hours per 
week. There will be a group of faculty working through the training together in a cohort and 
some activities require collaboration, so keeping the group in sync with weekly units is the 
direction that we have decided to take. 
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Course Description 
This course introduces you to how to teach using the Canvas learning management system 
(LMS) by Instructure as well as exploring pedagogy and best practices for teaching online. You 
will learn how the Canvas LMS works through a series of curated readings, and videos to apply 
what you have learned to the development of your online/hybrid course. Additionally, you will 
practice what you have learned through a series of hands-on exercises focused on the subject 
you teach. Finally, you will reflect on the tools in Canvas and online teaching pedagogy through 
shared discussions with other participants sharing this part of our professional journey. 

 
Learning Outcomes 
By the end of the course, you will be able to use Canvas to apply the OEI Rubric and Chickering 
and Gamson’s, Seven Principles of Effective Teaching in the following ways: 

• Facilitate contact between students and faculty by creating a bio and settingcommunication 
expectations. 

• Develop reciprocity and cooperation among students by creating a community of discourse 
on discussions. 

• Encourage active learning by choosing a course home page that will help students succeed. 
• Give prompt feedback through the use of immediately scored exams. 
• Emphasize time-on-task by adding events to the course calendar. 
• Communicate high expectations by sharing the syllabus online. 
• Respect diverse talents and ways of learning by presenting content in a variety of formats. 

 
Instructor Communication Policy 
We will respond to your inquiries within one working day. However, messages and 
communication received over the weekend will be addressed the following Monday. 

Q&A Forum 
Please post general questions in the Q&A forums that are available at the end of each unit. Q&A 
forums can be accessed from the Modules area, or from the discussions page. Please keep in mind 
that posts & replies in this forum are visible to the entire class. 

Conversations (Inbox) 
If you have a personal question, please contact us using the Conversations tool within Canvas. 
You can access conversations via the Inbox link. 

Emails: Chris: collinsc@smccd.edu or Bianca: rowdenquinceb@smccd.edu 

Email is the fastest way to get a response. We prefer that you use the Conversations tool in 
Canvas versus emailing directly as sometimes student emails are filtered out as spam. This also 
allows you to see how your students will be emailing you from within Canvas! 

Telephones: Chris 650.738.7901 or Bianca 650.738.4296 
You may also call, but the preferred method for communication, as mentioned previously, is the 
Conversations (Inbox) tool in Canvas. 

Accommodations: If you require any special accommodations for this class, please contact us 
as soon as possible. 



3 | Pa g e  

Time Commitment & Recommended Skills 
Depending on your level of expertise, this class will take approximately 25 hours to complete. Your 
time commitment will vary based upon your own level of experience with web technologies. 

Although this class is designed for novice/intermediate Canvas users you should have the following: 

• Basic computer skills (word processing, e-mail, file management) 
• Basic internet skills (use of browser, searches, uploading/downloading files) 
• Familiarity with discussion boards 
• An open mind and willingness to try new things 

 
Technical Requirements 

• Fairly recent Mac or PC (not more than three years old) with a current operating system. 
• Current browser (Firefox or Chrome are preferable) 
• Internet connection, preferably broadband -- for viewing online videos 

 
Textbook Info 
There is no required textbook to purchase for this class. All readings will be available in Canvas. 

 
Weekly Outline 
The course is divided into five modular units. Each unit will appear in the Modules section of the 
course. To get started each week, closely review the Overview page, which lists the learning 
objectives and required assignments for the unit. The course includes a one week make-up to 
ensure that all work can be completed at the close of the course, end of Week 6. 

 
Announcements 
This class will be featuring online video announcements, as an effort to encourage you to reflect on 
how the use of video increases an instructor's social presence. There will be one video 
announcement at the start of each of the four weekly units. When we need to communicate with 
the class between these weekly announcements, we will post a text announcement. We 
recommend including Announcements in your notifications preferences to ensure you receive all of 
the important course information each week. 

 
Discussions & Collaborations 
Each of the four units will provide you with opportunities to interact with your peers online, in 
addition to create content for your own online class. Each discussion includes clear criteria for your 
required post and replies, including due dates and a grading rubric. 

 
Assessment & Grading 
This course has been designed as an active learning environment to ensure you leave the course 
feeling confident about your new skills and abilities. Throughout the course, you will be introduced, 
unit-by-unit, to the ways that you can teach with Canvas. Each assessment will be evaluated 
based on the provided rubric. We don’t want you to worry about grades, but we want you to 
experience the LMS from the student side, so we are using a simple Complete/Incomplete 
scheme for all assignments. 

You will receive points for Complete, and no points for Incomplete. 
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you must complete and submit at least 80% of one hybrid or online course for the 

Ground Rules & Tips for Success 
• Each of our modules officially lasts one week. You will regularly have assignments toturn 

in throughout the week. 
• Pay close attention to your due dates at the start of each content week and mark them 

somewhere on your own calendar so you don’t lose track of them. 
• If this is your first online learning experience, expect to invest extra time to orient yourself to the 

course design and tools. 
• Block out time in your schedule to do the work. 
• Consider yourself a member of a community. 
• Treat contributions made by other members of the class with respect. 
• Contribute regularly to group dialogue, including discussion posts. The contributions of each 

individual play a role in the collective strength and diversity of our community. 
• Check in on class discussions regularly, if not daily. 
• Have patience and a sense of humor with technology. 
• Keep an open mind. 
• Ask for help when you need it, and assist others when possible. 
• Read this guide, and any other course material, carefully and ask for clarification when needed 
• The course will be archived 30 days from the last day of class. Please make sure you 

download and save any information or assignments you want to maintain prior to thearchive 
date. 

If you have any questions or concerns, don't hesitate to contact us along the way. We are here to 
be your guides as we work together to explore the ways Canvas can be used to support the 
success of our students. 

 
Deliverable for Completing the Training:  
In order to receive a certificate of completion and compensation of $1500  

CTTL Consultative Review. Completion means that you are implementing the OEI Rubric and the 
Peralta Equity Rubric to design and deliver your online or hybrid course in Canvas. 

 
What constitutes 80%? 

For Course Consultation Review by CTTL with OEI rubric & Peralta Equity Rubric 

A guide that we use is that 12-13 weeks of modules, of a 16 week course of modules, or if 
your course is organized along say Topics, then 80 percent of those topic modules must be 
complete with the following things: 

 
• Content (which includes lectures, video /audio, etc.) 
• Activities (which might include projects such as a wiki or Web search, or collaboration on a google 

document, etc.) 
• Discussions-(which are not writing assignments and within which the instructor interacts and is 

visible with the students during the time it’s occurring, ensuring one of the ways Regular 
Effective Contact is occurring) 
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• Assessments (which might include: essays, tests, reflections, chapter summary etc. and how the 
instructor will give feedback beyond just a score or grade), 

• Some sort of alternative interaction besides just e-mail (which could include, Chat, 
Conferences tool, where you could do a lecture, or study session, or other real-time 
communication tools or even the use of a collaborative document in google, etc.) 

If you use Publisher Materials such as: Connect, Mind-tap, etc. but not limited to: 
 
We will also need to be able to see how your course is integrated with publisher’s 
material. This means we need to see/have access to those components. 

 
Important reminder: all grade information must stay within Canvas. Using publisher’s server/ 
website/ etc., to capture and or store, grades is a violation of FERPA. You will need to transfer all 
grades into the Canvas grade book and remove anything in which student data is kept, from the 
publisher site. 

 
As part of the CTTL Consultative Review is complete, you will receive feedback on your course 
based on the rubrics and any necessary additional suggestions. You will be expected to incorporate 
the feedback as appropriate before teaching making your course available for students. 

 
Have fun and enjoy the journey! 
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