
Welcome to Castleton 
 

 

 

 

 

 

 

 

 

 

 



 

Contents 
Welcome to Castleton ................................................................................................................................... 1 

1. Using Canvas ...................................................................................................................................... 4 

2. Castleton’s Approach to Teaching Online ......................................................................................... 5 

Course Introductions ............................................................................................................................. 5 

Participating and Communicating ......................................................................................................... 5 

Evaluating and Assessing Students ........................................................................................................ 6 

3. Elements of the Syllabus .................................................................................................................... 7 

4. Ordering Textbooks ........................................................................................................................... 8 

5. Academic Honesty ............................................................................................................................. 9 

6. Assigning Grades .............................................................................................................................. 12 

Grading Policies ................................................................................................................................... 12 

Submitting Course Grades ................................................................................................................... 12 

7. Campus Resources ........................................................................................................................... 12 

 



 

Castleton, the 18th oldest institution of higher education in the United States, 

emphasizes undergraduate liberal arts and professional education while also offering selected 

graduate programs. 

To understand the Castleton Way, which guides the university in all its endeavors, is to engage 
in respectful relationships in an inclusive, student-centered environment; to appreciate our 
learned and compassionate faculty and dedicated and caring staff; to strive to learn, use, and 
teach sustainable environmental practices; and to participate in strong community 
partnerships. 

Castleton's transformational education emphasizes undergraduate liberal arts and professional 
studies while also offering graduate programs. The university prepares its diverse students for 
relevant and meaningful careers in a global economy, advanced academic pursuits, and 
responsible citizenship. 



1. Using Canvas 

You will deliver your online course via Canvas, our Learning Management System, that 

enables you to post course documents (such as your syllabus, handouts, and assignments); 

make announcements; collect assignments and grade them using rubrics; give quizzes; post 

grades; and facilitate collaborative learning via online discussions. You can also communicate 

with students, check for plagiarism (using software called TurnItIn), as well as deploy many 

other tools to enhance your instruction. 

Castleton provides you with a generic Blueprint that includes our required course layout 

and modules for online teaching. Your program may have a specific Blueprint to work with as 

well (check with your program coordinator!) The Blueprint course includes four items titled: 

Netiquette for Spartans, Oath of Academic Honesty, and Introduce Yourself. You are required 

to use these modules when teaching any online course.  

If you have never used Canvas before, take the Canvas Training Course.  

If you are already familiar with Canvas, you can go straight to “How To Teach An Online 

Course at Castleton,” where you will find information about accessibility, design models, 

universal design considerations, and guidelines for creating effective online instruction, 

including discussion forums, assignments, and assessment tools.  Castleton is known for our 

strong relationships with our students, and our online coursework should possess the same 

relationship-based, practical application approach to meeting our students where they are and 

challenging them to continuous improvement and success. 

Your Canvas course must be available to students at least ten days before your course 

begins. Please keep in mind that before your Canvas course goes public, it must be approved by 

our Online Teaching Committee and incorporate best practices for online learning.  

After you setup your course, if you ever need assistance with Canvas, click on the “Help” 

button on the bottom left of your Canvas page. This will bring you to our online, 24-7, Canvas 

help center. (Please note that this line is specifically for Canvas questions and problems.) If the 

technicians at Canvas are unable to address your question, it will get referred to someone on 

campus who can help with your problem.  

You are also encouraged to try Canvas’s online help documentation. 

  Finally, you can connect with Sarah Chambers in our Educational Technology 

Department if you have questions about design or implementation of Canvas.   

Contact: sarah.chambers@castleton.edu 

https://community.canvaslms.com/community/answers/guides
mailto:sarah.chambers@castleton.edu


2. Castleton’s Approach to Teaching Online 

For over two hundred years, Castleton has established a rich tradition of providing a high-

quality liberal arts education in a community where individuals matter. Although Castleton 

embraces online learning, we continue to value the importance of instructor-student 

interaction, of meaningful discourse, and of student engagement. We have chosen, therefore, 

to follow an online path that endeavors to enhance the engagement levels available through 

classroom learning.  

Course Introductions 

• Ten days before your course begins, send your students a welcome message that clearly 
explains the structure of the course and how they should get started. 

• Create a Canvas site that is organized and inviting. Post your Syllabus in your course and 
include a page that includes your contact information. Make sure that the navigation 
throughout your online course is logical, consistent, and efficient.  

• Instruct your students to complete the Oath of Academic Honestly and introduce 
themselves in the Introduce Yourself forum. This helps build a friendly and supportive 
virtual community. 

• Set your online “week” to begin on Monday at 8:00 am and end Sunday at 12:00 pm 
(EST). (Many instructors often set Sunday night at midnight as the due date of their 
assignments.) 

Participating and Communicating 

• Model and foster professional standards of communication when you participate in 
forums and other venues. 

• Log into your course regularly and post in the discussion forum at least three times a 
week. 

• Interact on an individual basis with each student at least once a week (by sending a 
message or responding to a post.) 

• Respond substantively to direct student questions within 24 hours. (Exceptions: 
Students cannot expect you to respond during weekends or holidays.) 

• Organize your course so: 

o Students participate in instructor-led asynchronous or synchronous online 
learning activities equivalent to a minimum of 15 hours for each credit hour, or 
45 hours total during the length of the course. 

o Students need to perform 30 out-of-class hours of work for each credit hour in 
the course, or 90 hours total for the length of the course. 



• For graduate courses, the formulas described above remain the same. The greater rigor 
required at the graduate level should be established through the depth of expectation 
and assignments, and not merely through additional “time on the clock.” 

Evaluating and Assessing Students 

• Provide your students with prompt evaluation and feedback to facilitate their learning 
and to convey the message that their academic work is important. 

• Clearly state your grading (and late-work) policy. 

• Ideally, enter exam and assignment grades within 48 hours after they are submitted. All 
grades must be entered no later than 7 days after the due date. 



3. Elements of the Syllabus 

Use the Syllabus section in Canvas to post your Syllabus information for your students.  

While the format and content of the syllabus are up to you, you should talk to you Department 
Chair about department norms and policies before constructing your syllabus. At a minimum, 
your syllabus: 

• Course title and description 

• Course objectives and learning outcomes 

• Your name and contact information 

• Required books and other materials 

• Grading policy 

• Participation policy 

• Late work and missed exams policy 

• Plagiarism policy (e.g. “Using the words or ideas of someone else without proper 
acknowledgement is immoral and illegal and will result in a grade of F for the 
assignment and/or the course.”) 

• Accommodations policy (e.g. “Students who have documentation regarding a disability 
should alert the instructor early in the semester so that proper accommodations can be 
made.”)  

In general, your syllabus should set the tone that students in your course will encounter a 
welcoming atmosphere, intriguing content, high standards, and explicit consequences.  

 

 

CANVAS NOTE 

The course syllabus area should be used to post a brief introduction to your course, 

not the full syllabus. Instead, use a page within Canvas to post all of the text of your 

syllabus, or upload your syllabus as a file and link it to the course syllabus section.  

The course summary will auto-populate from the activities you create in Canvas.  

For more information: How Do I Use the Syllabus as an Instructor 

https://community.canvaslms.com/docs/DOC-12831-415255577


4. Ordering Textbooks 

To order textbooks, simply email Monique.Densmore@castleton.edu (or call the College Store 
(802) 468-1379) with the following information:  

COURSE INFORMATION: 

Term: 

Faculty Name: 

Course Name: 

Course & Course Number: 

Course Section: 

  

BOOK INFORMATION: 

Title: 

Author: 

ISBN: 

Book Type: Paperback/Hardcover/Spiral 

Edition: 

Substitution if desired edition is not available: Yes/No 

Publisher: 

Required/Recommended: 

Required Access Card: Yes/No 

Is this book being used in consecutive semesters? Yes/No 

Students can purchase their books at the College Store. Students who are off campus can call 
the College Store (802) 468-1379  

 

mailto:Monique.Densmore@castleton.edu


5. Academic Honesty 

To prevent plagiarism: 

• Instruct students regarding the citation method required in your course. 

• Draw your students’ attention to your syllabus’ statement about plagiarism. 

• Consider having your students upload assignments into TurnItIn, a marvelous feature 
that is integrated into our Canvas platform. TurnItIn reviews student submissions for 
plagiarism from our library databases, external websites, and student papers saved in 
the TurnItIn databases. 

• The most effective way to prevent plagiarism is to devise unique assignments that could 
not be written by anyone but a particular student.  

If you suspect cheating or plagiarism, follow these steps: 

1. Go to our Catalog to review the Academic Honesty Policy, which defines plagiarism and 
outlines procedures you should follow when you suspect cheating. Not that our policy 
makes no distinction between intentional and unintentional plagiarism.  

2. Discuss your concern with the student. 

3. Notify the student in writing of the violation and the penalty, which can range from an F 
on the assignment to an F in the course. 

4. Submit to the Dean of Students an Academic Misconduct Referral Form so the Dean can 
ascertain if there is a pattern of misconduct.  



6. Course Evaluations 

Students will receive an email towards the end of the course instructing them on how to do a 
course evaluation. Instructors should strongly encourage students to fill out the online 
evaluation. Evaluations are confidential; while you see the overall results from student 
response, you won’t know how any particular student responded.  

You may find it helpful to know that the Evaluation Form asks students to rank you on the 
following items: 

Questions for Student Evaluations  

 

1. Course objectives and expectations were stated clearly in the course syllabus. 

 

2. The instructor followed the syllabus or explained important modifications. 

 

3. Criteria used for grading student work were clearly explained by the instructor. 

 

4. Grading criteria were consistently followed by the instructor. 

 

5. Subject matter for this course was presented in a well-organized manner. 

 

6. Course assignments contributed to my learning. 

 

7. Sufficient time was allotted to complete assigned work by the due date. 

 

8. This was a challenging course. 

 

9. The instructor treated me with respect and fairness. 

 

10. The instructor provided clear and constructive feedback. 

 

11. Work I submitted (exams, assignments, papers, etc.) was returned to me within a 

reasonable amount of time. 

 

12. The instructor encouraged student questions and class participation. 

 

13. The instructor was willing to help students outside of class (office hours, one-on-one 

scheduled meetings, email, etc.). 

 

14.  It is clear that this instructor enjoys teaching.   

                                                                                            



15.  If the opportunity presented itself, I would be interested in taking another course from 

this instructor. 

 

You should take steps to ensure that your pedagogical techniques, work ethic, and course 
organization lead your students to give you high marks on the items above.  



7. Assigning Grades 

Grading Policies 

Determining norms and assigning course grades are often gut-wrenching process for 
even veteran professors. Your Department Chair or Program Coordinator and the 
Academic Deans are here to assist you with the issues and dilemmas you may 
encounter related to grading. Review the details of the University’s official grading 
policies by going to the “Grading Policies” section of the Catalog.  

Submitting Course Grades 

Submit grades to the Registrar no later than seven days after the final class meeting. 
The most efficient way to submit grades is to go link that says “Submit Grades to 
Colleague.”  Please keep in mind, if you need to grant an Incomplete, this must be 
completed through the Portal by choosing Faculty Tools and choosing Grading.  

8. Campus Resources 

• If you have any questions about teaching and working at Castleton, please don’t 
hesitate to consult your Chair and/or your Program Coordinator.  

• The Castleton Catalog contains valuable information about our Majors, Minors, Gen Ed 
Requirements, Course Descriptions, Academic Policies, Admissions Policies, Academic 
Calendar, Personnel Directories, College Handbook, etc.. 

• The Portal is where faculty go to access a number of valuable resources, including links 
to their Canvas courses, class rosters, paystubs, W2 statements, etc.   
(Students go to the Portal to register for courses, see final grades, pay tuition, view 
Financial Aid documents, download transcripts, check their academic progress, etc..) 

• If you need help with your email account, contact IT Services.  
Website: Office of Information Technology 
Helpdesk: https://helpdesk.vsc.edu 
Call: (802) 468-1221 

• If you need help with Canvas, Zoom, or other Educational Technology resources, contact 
ED Tech Services.  
Phone (main): (802) 468-1361 
Email: sarah.chambers@castleton.edu 

• If you have questions about online pedagogy and teaching techniques, contact Dean 
Kozlik (our Online Teaching Facilitator) at cathy.kozlik@castleton.edu 

• The Reference and Instruction Librarians are always happy to help you. You can contact 
them at the following email addresses. 
Charlotte Gerstein: (802) 468-6400, charlotte.gerstein@castleton.edu 
Lauren Olewnik: (802) 468-6419, lauren.olewnik@castleton.edu  

http://catalog.castleton.edu/content.php?catoid=7&navoid=203#Grading_Policies
https://www.castleton.edu/directory/offices-services-directory/office-of-information-technology/
https://helpdesk.vsc.edu/
mailto:sarah.chambers@castleton.edu
mailto:cathy.kozlik@castleton.edu
mailto:charlotte.gerstein@castleton.edu
mailto:lauren.olewnik@castleton.edu


 

Thank you and Have a Great Semester! 
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