
TEACHING ONLINE
Guidelines and Best Practices
Technology Innovations – UCSF School of Medicine

We look forward to working with you to translate your lectures into an online format. We want to help you to design the best version of your lecture to use all of the strengths of video as a medium for education. Following are some tips based on our research with instructors and students, and their feedback. 
	Organize content into short ‘chunks’

	One idea per chunk
	Focus on a specific aspect of your content in each ‘chunk’. If you start with the learning objectives, often each objective is the right amount of content for a chunk.

	Keep it short
	Aim for a playtime of under 15 minutes per chunk. 

	Bookend your segments
	State the Objectives for each segment and Summarize at the end of each chunk. This helps students assess their own understanding of the content.

	
Video is a visual medium – Use strong images to support your content!

	Use images
	Use photos, charts, graphs, and illustrations to convey your ideas. Consider incorporating animations or video footage.
Visual assets can be your best tool for keeping student engaged if you use them to help keep the focus on key concepts and to highlight important information.

	Use High Contrast
	Background color should strongly contrast with type color (e.g. white slides with black or dark blue text, dark slides with white text).

	Careful with font size!
	Large, clean fonts are easiest to read. 20-28 pt size will be legible the widest possible range of screen resolutions when viewing on monitors.

	
Keep the video active

	Make slides dynamic
	Animations that build content are more engaging than slides that present a lot of information at once

	Use Annotations
	You will be able to mark up your slides with a provided stylus & tablet. Drawing out your ideas, or enhancing the existing slides with your markups, will help focus on the important points. Even simply underlining key words or checking off topics can make the video more active.

	Demonstrate or model
	With video, we can capture demonstrations that aren’t possible to do in front of a lecture hall. Even modeling with gestures can be helpful to illustrate ideas – don’t be afraid to talk with your hands if that’s how you communicate!

	Engage the audience

	Use cases and examples
	Cases can create a story and motivate students to understand your topic. 

	Ask questions
	Some of the most engaging videos include questions. Even though you won’t hear answers, there are lots of ways to incorporate questions into the video
· Use a multiple choice question and ask students to pause and consider the answers
· Ask students to pause and consider a question you say out loud (identify an element of an image, recall background information, etc)
· Prompt yourself with a question that you frequently hear from students (‘I am often asked…’  ‘ You might be thinking….’)

	Show how you think
	Students can look up facts, but an expert instructor can not only deliver facts, but also the framework about how to understand the larger context. 

	Model behaviors
	You can use video to model interactions with patients or demonstrate how you approach difficult questions or situations

	
The recording process

	Prepare for Filming
	Try your practice your lecture beforehand. This will give you a more accurate sense of the timing of the chunks and help minimize errors.

	What to wear?
	Small prints should be avoided because they can cause distracting video artifacts (moire). We use a dark background so we suggest avoiding black or navy. Beyond that, wear what you would normally wear to teach.

	Second (or third) takes
	When we’re recording, you can do as many retakes as you need. We’ll go over the process when we begin the filming session, but the advantage of film is that you can get as many tries as you need to deliver a particular slide

	Referring to notes
	You can’t use the ‘Presenter View’ of powerpoint while we record, but we can pause to let you refer to notes any time you need to check something. You can bring paper notes and use them while you record if that is helpful.



When employing the techniques above, you will move towards creating an effective blended learning experience for your students! This can reap the following benefits:

· You are guiding the learning process by building connections between your lectures, the readings, the syllabus, and active group participation sessions. 
· By addressing fundamental topics and commonly asked questions on video, you’ve opened up class time to delve deeper into other topics of interest to the students.
· [bookmark: _GoBack]Students learn at different paces. Students have the opportunity to digest the content on their own terms, watching when they want, and as many times as needed. Ideally, when they get in to the classroom, they are all well versed on the subject and ready to engage on a deeper level of understanding.
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