[image: image1.jpg]UNIVERSITY OF HARTFORD

Faculty Center for Learning Development




…Excerpted from the Blackboard Guidelines:
1. Access to Blackboard Course sites – Access to regular term Bb course sites and affiliated software, materials, and online tools will be granted as follows:

a. Instructor Access to Official Academic Course Sites (CRN-based courses) – On Enterprise, Blackboard course sites are created automatically for all scheduled classes approximately sixty days in advance of the first day of the semester.  In order to access these courses, instructor assignments must be registered in the Banner system.  These course sites will be empty and will not contain any copied content.  Instructors have the choice of adding new content, or selectively copying forward content from their previous Blackboard courses.  Instructors (or his/her TA) will be strongly encouraged to attend an orientation workshop to become familiar with the Bb software.  This is done to reduce the number of support calls made to FCLD, to ensure that the instructor is made aware of these guidelines, as well as to provide constructive teaching ideas for using Internet resources and instructional development advice for online teaching.  
Instructors should not reuse or rename Blackboard courses used in previous semesters.  Instructors who elect to reuse actual course sites from previous semesters (i.e., do not copy the contents forward into the current term’s Blackboard course site) run the risk of the course being removed mid term and the loss of student grades, homework, etc.
b. Instructor Access to Non-Official Academic Course Sites – ​University instructors may be granted access to non-official academic course sites provided the purpose of the site is instructional and directly related to the University (e.g., special courses that may not have an official CRN).  Although FCLD and ITS will answer support calls and ‘how to’ inquiries for such courses, maintenance of non-academic Blackboard courses will be the responsibility of the person who requested the course be created.  Below are some important maintenance procedures FCLD recommends for these courses.  
2. Enrolling and dropping users.  Since these courses are not generated from Banner, the course rosters will be maintained by the instructor or owner of the course.  Please note that dropping a user means that any course data associated with him or her will also be removed, including submitted assignments, discussion posts and grades.  Once removed, this data cannot be restored.

3. Making a regular backup.  FCLD will make a backup of these courses approximately once a year.  This provides annual backup of all course content, but the instructor or owner of the course will be expected to make regular backups in-between using the Archive Course function in the Control Panel.  This backup should be either monthly or weekly, depending on how much the content changes.
4. Ensuring that the Email All Users option is disabled for student users in the course.  Prior experience has shown that student users may use this inappropriately in these courses, so this option may be disabled when the course is created.  The owner/instructor may still retain the ability to email all users, even when this option is disabled for student users.
5. Updating FCLD when ownership or stewardship of this course changes.  Once a year FCLD will contact all owners/instructors for these courses, asking if the course is still active.  If no answer is provided, FCLD will archive the course; therefore it is very important that the current owner or instructor of the course be registered with FCLD.
6. Responding to FCLD inquiries about the course.  From time to time, FCLD will check in with instructors regarding the status of these courses.  Failure to respond in a timely manner to these inquiries may result in the course being archived and removed from active status on Blackboard.
