JOHNS HOPKINS Center for Teaching

BLOOMBERG SCHOOL and Learning

of PUBLIC HEALTH

Responsibilities Decision Chart: Who Does What

A Checklist for Faculty and TAs

The roles and responsibilities of faculty and their TA(s) will vary according to a variety of factors: the tasks for any
particular course, the prior knowledge of faculty and the assigned TA(s), the class size, the course format, etc.
Assigning the responsibilities before the term starts is an important step in organizing a successful course.

Who will be responsible for the following tasks?

For each task, mark who will be responsible with an “X” or the person’s initials under TA or Faculty.

Prior to Start of Term

Dat .
ate Task TA? | Faculty? | Timeframe and/or Notes
Completed

To be completed at least 1 month prior to term:

- Review previous course and lecture evaluations for Recommended that this
data that might enhance course design, curriculum, review be done as early as
and facilitation. (See BSPH Course Evaluation possible.

System.)

- Verify TAs have access to the course using the TAs must have access in
CoursePlus (CP) Access Management Tool in the order to edit the course
“Administrative Tools” group of the site’s Faculty pages and activities.

Tools page. Remove anyone who no longer needs
access.

- Review and update the course Syllabus using the CP
Syllabus Builder. (Refer to the BSPH Syllabus
Guidance.)

- Review and revise assighments inside CP. Consider:
Quizzes, Drop Boxes, Peer Assessments, PathFinders,
Surveys, Wikis and verify settings.

Set up Signup Sheets and Groups.

- Confirm Discussion Forum setup and subscribe to
relevant categories or topics.

- Submit eReserves requests through the Welch Note the Welch library
Library. (Learn how to set up eReserves on the Welch requests eReserves be
Library site.) submitted at least 4 weeks

prior to term. Can be
modified as term

approaches.

- Online Courses: Add your LiveTalks to your CP LiveTalks should be
Schedule so they LiveTalk pages. (Learn how to Link a scheduled 4 — 6 weeks prior
LiveTalk to a Schedule Builder Event and refer to to term so students can plan
Faculty Instructions for Self-run LiveTalks.) accordingly.
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https://publichealth.jhu.edu/
https://ctltoolkit.com/
https://courseevalsystem.publichealth.jhu.edu/User
https://courseevalsystem.publichealth.jhu.edu/User
https://ctl-help.zendesk.com/hc/en-us/categories/6796785482779-Access-Management-TAs-Guest-Faculty-Guests
https://ctl-help.zendesk.com/hc/en-us/categories/6797219715227-Syllabus-Builder
https://ctltoolkit.s3.amazonaws.com/shelf/BSPHCTLSyllabus.pdf
https://ctltoolkit.s3.amazonaws.com/shelf/BSPHCTLSyllabus.pdf
https://ctl-help.zendesk.com/hc/en-us/categories/4417059373339-Quiz-Generator
https://ctl-help.zendesk.com/hc/en-us/categories/4409471364379-Drop-Box
https://ctl-help.zendesk.com/hc/en-us/categories/4417059377051-Peer-Assessments
https://ctl-help.zendesk.com/hc/en-us/categories/4417062637211-PathFinder
https://ctl-help.zendesk.com/hc/en-us/categories/4417140405403-Surveys
https://ctl-help.zendesk.com/hc/en-us/categories/6418787214619-Wikis
https://ctl-help.zendesk.com/hc/en-us/categories/4417059392539-Signup-Sheets
https://ctl-help.zendesk.com/hc/en-us/categories/4417140406427-Course-Groups
https://ctl-help.zendesk.com/hc/en-us/categories/4417140396827-Discussion-Forum
https://ctl-help.zendesk.com/hc/en-us/articles/6418163737371-Manage-Email-Subscriptions-from-the-Discussion-Forum
https://welch.jhmi.edu/requestreserves
https://welch.jhmi.edu/requestreserves
https://welch.jhmi.edu/get-help/how-do-i-set-ereserves-course-i-am-teaching
https://ctl-help.zendesk.com/hc/en-us/articles/17128828060187-Schedule-Builder-Linking-an-Event-to-a-LiveTalk
https://ctl-help.zendesk.com/hc/en-us/articles/17128828060187-Schedule-Builder-Linking-an-Event-to-a-LiveTalk
https://ctltoolkit.s3.amazonaws.com/shelf/FacultyInstructionsSelf-runLiveTalks.pdf
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Date Task TA? | Faculty? | Timeframe and/or Notes
Completed

To be completed at least 2 weeks prior to term:

- Finalize the course schedule. Verify the available The schedule should be
(open) and due dates for Events, Activities & finalized 2 — 4 weeks prior to
Assignments on the CP Schedule Builder page. term.

- Confirm open, close, and due dates on relevant CP
Activities and Assignment tools match those on the
final course schedule. (This is for activities not linked
to Schedule Builder.)

- Review the Online Library resources in the editing Use eReserves for journal
view. Make sure to: and other items accessible
e Remove or replace items that are outdated or no through the Welch Library.
longer relevant. See earlier section for more
e Review organization of remaining items using information on this Welch
folders. Library resource.

e Check “Open” dates and CoursePlus pages linked
to folders and individual items.

e Update assignment or other date-specific
documents.

e Verify all weblinks (library items that are URLs).

e Verify all resources are digitally accessible.

- Edit faculty and TA profiles (including photos) on the

CP Faculty Page.

- Verify linked CP activities and resources (Discussion

Forum, Drop Box, Online Library, Peer Assessment,

Quiz, and Survey items) are pointing to the correct

Page Builder pages. NOTE: The relevant section(s)

must be made visible on the Page Builder page.

- Confirm CP Gradebook is setup to match with

Syllabus Methods of Assessment.

- Request (to CTLHelp@jhu.edu) elevated Zoom Elevated Zoom permissions
permissions for TAs if using Zoom for class session allow TAs to make cloud
recordings or LiveTalks. (Faculty can be copied on recording and automated
request if they are not making the request transcripts.

themselves.)
To be completed at least 1 week prior to term:

- Communicate Office Hours on syllabus and/or course
schedule. For online Office Hours, create a Schedule
Builder event that either (1) links to a CP Page
Builder page containing the Zoom link, (2) is a web
page event where the URL is the join link, or (3) links
to time slot-based signup sheets (Do not display
Zoom URL on syllabus nor schedule.)
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https://publichealth.jhu.edu/
https://ctltoolkit.com/
https://ctl-help.zendesk.com/hc/en-us/categories/6797197773979-Schedule-Builder
https://ctl-help.zendesk.com/hc/en-us/categories/6797323870235-Online-Library
https://ctltoolkit.s3.amazonaws.com/shelf/QuickCheckGuide-Accessibility.pdf
https://ctl-help.zendesk.com/hc/en-us/categories/35188831165339-Faculty-Page
https://ctl-help.zendesk.com/hc/en-us/articles/4911146196507-Page-Builder-Working-with-Sections
https://ctl-help.zendesk.com/hc/en-us/articles/4911146196507-Page-Builder-Working-with-Sections
https://ctl-help.zendesk.com/hc/en-us/categories/4417064382235-Gradebook
mailto:CTLHelp@jhu.edu
https://ctl-help.zendesk.com/hc/en-us/articles/17134021154587-Schedule-Builder-Linking-an-Event-to-a-Web-Page
https://ctl-help.zendesk.com/hc/en-us/articles/17134021154587-Schedule-Builder-Linking-an-Event-to-a-Web-Page
https://ctl-help.zendesk.com/hc/en-us/articles/4417131441179-Types-of-Signup-Sheets
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Date
Completed
- Set up course email (if using) via BSPH IT Help Desk
(see BSPH portal).

Timeframe and/or Notes

- Online courses: Add your LiveTalks Zoom meeting
links with embedded passcode for “one click join” to
CP LiveTalk page.

This can be done as soon as
sessions are unmasked and
appear on LiveTalk page.

- View on-demand or attend relevant training
(CoursePlus Refresher, LiveTalk Training, and more).

OUTSIDE COURSEPLUS

To be completed in the week prior to term:

- Draft and schedule (or send) a welcome message
using CP Class Email tool.

Finalize your message a
week prior to term.

During Term: Teaching/Facilitation
Task
Specific to Timely Communication:

Faculty? | Timeframe and/or Notes

Conduct office hours (published on CP Syllabus and/or Schedule
Builder page).

Recurring Office Hours can
be shared on course syllabus.

Share periodic, meaningful term updates to motivate students as
Discussion Forum Posts, emails and/or announcements, when
warranted.

Act as primary administrative communicator. (Send reminders
about Office Hours, LiveTalks, etc.)

Monitor the Discussion Forum. (Subscribe and also consider
visiting the site daily to read, reply, and/or react to new posts.)

Respond to questions (individual or group e-mail, Discussion
Forum, etc.) regarding assignments.

Respond to questions (individual or group e-mail, Discussion
Forum, etc.) regarding learning content: lectures, Online Library
items, and resources linked on the schedule or other pages.

Monitor BSPH course e-mail account (if using) and respond to
other course emails within 24 hours.

Communication expectations
can be shared on course
syllabus.

Monitor course surveys and evaluations during the term: lecture,
LiveTalk, and custom. (Students sometimes ask for help in
comments section.)

Specific to Class Sessions (Synchronous and Asynchronous):

Send touch-point e-mails either weekly or prior to each module’s
opening date. Consider including: objectives, connections to prior
learning, required readings, and upcoming assignments.

Create and post accessible agendas for lectures and (online)
LiveTalks. Accessible documents, including slides, can be shared in
the CP Online Library.
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https://publichealth.jhu.edu/
https://ctltoolkit.com/
https://my.jhsph.edu/Resources/Help/Pages/default.aspx
https://support.zoom.us/hc/en-us/articles/360060396571-Embedding-meeting-passcode-in-invite-link
https://ctltoolkit.com/events
https://ctl-help.zendesk.com/hc/en-us/categories/4417140402715-Class-Email
https://ctl-help.zendesk.com/hc/en-us/articles/6418464016155-Creating-and-Updating-Discussion-Forum-Posts
https://ctl-help.zendesk.com/hc/en-us/categories/4417140402715-Class-Email
https://ctl-help.zendesk.com/hc/en-us/articles/4417140417051-Course-Announcements
https://ctl-help.zendesk.com/hc/en-us/articles/6418163737371-Manage-Email-Subscriptions-from-the-Discussion-Forum
https://ctl-help.zendesk.com/hc/en-us/articles/6418464016155-Creating-and-Updating-Discussion-Forum-Posts
https://ctl-help.zendesk.com/hc/en-us/articles/6418586364827-Viewing-Survey-Results
https://ctl-help.zendesk.com/hc/en-us/articles/7151404343963-Online-Library-Managing-Files
https://ctl-help.zendesk.com/hc/en-us/articles/7151404343963-Online-Library-Managing-Files
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Specific to Assignments:

Faculty?

Timeframe and/or Notes

Coordinate/supervise group work.

Monitor Drop Box and all assignments. Consider using upload
notifications for Drop Box and using filtered email messages to
students who have not submitted work.

Grade assignments. Consider using a rubric-based Gradebook
item.

Share meaningful, timely feedback on assignments using the CP
Gradebook.

Specific to Online Courses:

Host and record LiveTalks (using Zoom meeting link already
uploaded to CP LiveTalk page.)

Manage LiveTalk chat, polls, breakout rooms, and time-keeping.

Review on-demand LiveTalk
Training.

Upload LiveTalk recordings and transcripts to CP LiveTalk page.

Monitor LiveTalk attendance using both Zoom and CP reports.

During Term: Administrative

Task
Post Announcements (important updates) in CP. (Also consider
using the email tool.)

TA?

Faculty?

Timeframe and/or Notes
Make sure to review campus
closure recommendations.

Grant drop/add/withdrawal permission

Monitor student attendance or course site, lecture, or other access

reports. Send filtered email messages to students when there is a
concern.

Respond to requests for and set special permissions/access to
learning content (lecture pages, quizzes, etc.).

Manage grades, including grade changes.

Online Courses: Coordinate course schedule revisions with CTL ID.

After Term

Task
Calculate Final Grades; share grades with students through CP
Gradebook.

TA?

Faculty?

Timeframe and/or Notes

Upload final grades to SIS/registrar by required due date.

This must be completed by
faculty.

Schedule meeting with CTL to review and reflect on course.
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https://publichealth.jhu.edu/
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https://ctl-help.zendesk.com/hc/en-us/articles/4417054185115-Drop-Box-Options
https://ctl-help.zendesk.com/hc/en-us/articles/4417054185115-Drop-Box-Options
https://ctl-help.zendesk.com/hc/en-us/articles/6418507937691-Filter-Recipients-Based-on-Activity-in-the-Class
https://ctl-help.zendesk.com/hc/en-us/articles/4417140011419-Gradebook-Enter-Student-Grades
https://ctl-help.zendesk.com/hc/en-us/articles/18227037221787-Gradebook-Rubric-Based-Grading
https://ctl-help.zendesk.com/hc/en-us/articles/18227037221787-Gradebook-Rubric-Based-Grading
https://ctl-help.zendesk.com/hc/en-us/articles/4417140079259-Gradebook-File-vs-Text-Based-Feedback
https://ctltoolkit.s3.amazonaws.com/shelf/FacultyInstructionsSelf-runLiveTalks.pdf
https://www.ctltoolkit.com/livetalks#training
https://www.ctltoolkit.com/livetalks#training
https://ctl-help.zendesk.com/hc/en-us/articles/7121731640347-LiveTalk-See-Attendance-and-Recording-Downloads
https://ctl-help.zendesk.com/hc/en-us/articles/4417140417051-Course-Announcements
https://ctl-help.zendesk.com/hc/en-us/articles/6418502094235-Display-a-Class-Email-as-an-Announcement-on-the-Course-Home-Page
https://ctltoolkit.s3.amazonaws.com/shelf/CampusClosureF2FContingency_CTL.pdf
https://ctltoolkit.s3.amazonaws.com/shelf/CampusClosureF2FContingency_CTL.pdf
https://ctl-help.zendesk.com/hc/en-us/categories/6796708995867-Attendance-Tracker
https://ctl-help.zendesk.com/hc/en-us/sections/29322636161307-Report-Center
https://ctl-help.zendesk.com/hc/en-us/sections/29322636161307-Report-Center
https://ctl-help.zendesk.com/hc/en-us/articles/6418507937691-Filter-Recipients-Based-on-Activity-in-the-Class
https://ctl-help.zendesk.com/hc/en-us/articles/7182502960795-Page-Builder-Allow-Students-to-Access-a-Page-Before-It-s-Normally-Available
https://ctl-help.zendesk.com/hc/en-us/articles/7301473978907-Quiz-Generator-Special-Permissions-Overview
https://ctl-help.zendesk.com/hc/en-us/sections/7010447839899-Final-Grades-in-the-Gradebook
https://ctl-help.zendesk.com/hc/en-us/articles/19711002336155-Gradebook-Make-Graded-Items-Visible-to-Students
https://ctl-help.zendesk.com/hc/en-us/articles/19711002336155-Gradebook-Make-Graded-Items-Visible-to-Students
https://ctl-help.zendesk.com/hc/en-us/articles/7014975416987-Gradebook-Export-Final-Grades-for-SIS

