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	Communication Task List


	Your Name:

	

	
	

	I.  Initial Thoughts
	What do you think will be the difficulties or challenges you, personally will face in teaching students in an online setting?. 


	
	

	II. Preparation Tasks
	List any specific steps or tasks that you need to complete in preparation to teach an online class:



	III.  Facilitation Tasks
	Create a detailed list of the tasks that you will need to perform, and when you will want to perform them,  in order to stay in contact with your students, to encourage them to  stay on track to complete the course work on time.  Be sure to include what you will need to do at the beginning, middle and end of the course:


	IV. Communication Tools
	What tools that we looked at, or discussed, will you use to stay in communication with students, and how will you use them?  If you found any tools that we did not discuss in class, but that would also be useful, please include them here.


	V. Individualized Learning

	What will you do to follow up with students who are struggling?

What will you do to follow up with students who are absent? 

What will you do to follow up with students who are over achieving?


	
	

	VI. Alignment
	Explain/demonstrate how the plan you have created, aligns with the MN Online Instructor Competencies. 


	
	

	VII. Reflection
	Share your reflections on being an online student.  How will your experience in this class help you to work with students in your own online class?


	VIII.  Final Questions
	

	List any questions you still have about teaching an online class:


	


