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Introduction

Introduction to and Overview of the Teach
On resources
Continuing learning and teaching during a global pandemic poses unprecedented challenges
for both students and staff. Many international institutions shifted to online learning to continue
their academic programmes during this time and as a result, there is an abundance of
resources and advice available on making this shift. Although the challenges faced by South
African Higher Education staff and students have many similarities to the challenges faced
internationally, there are however unique differences. The Centre for Teaching and Learning
(CTL) has developed the Keep Calm and Teach On resources (referred to as Teach On
resources from hereon) to address the specific needs of UFS staff and students.

Overview of the Teach On resources
The Teach On resources, aim to support staff in making the transition to low-tech online/
distance teaching, an approach that is aligned with our students’ realities. These resources
are based on the following evidence-based core assumptions about our students’ reality:
•

The majority of our students rely heavily on computer labs to complete online activities
when they are on campus.

•

Many of our students do not have consistent, high-quality internet access off campus.

•

The majority of our students have access to smartphones but many do not have access
to computers off campus.

Given these assumptions, a low-tech online/ distance teaching approach should be taken.
This means that module content and assessments should be edited to be
a) Presented online.
b) Compatible with mobile devices.
c) Considerate of data cost and internet access constraints.
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The Teach On resources have been organised to align with the Module Planning Checklist,
as follows:
1. Determine module core
2. Assessment
3. Content
4. Putting it all together
5. Communication
6. Support
In the Module Planning Checklist, you will find items that you can tick off as you edit your
content, and matching resources for each of these items can be found throughout the Teach
On resources. We are not presenting these resources as an exhaustive collection but rather
as a starting point.
You can also access the Teach On portal on Blackboard here (note that you have to be logged
onto Blackboard before clicking on this link).
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Ten basic principles of low-tech online/ distance teaching
The development of the Teach On resources was guided by the following basic principles of
low-tech online/ distance teaching:

Support provided on the Teach On
Portal

Principle
1

2

3

4

5

Opt for low-tech
assessments.

options

in

delivering

content

and

Make resources downloadable. This is to ensure that students
who can only access the internet sporadically are able to
download and use the resources when they do not have
internet access.
Minimise the size of the resources you upload. A guideline is
to keep between 100 and 150MB in total for all the
downloadable resources in your Blackboard course. Keep in
mind that students will be downloading all of their modules and
will have to budget accordingly.

Use tools you and your students are familiar with. If you make
use of tools your students have not previously used in your
module, make sure that you upload relevant how-to guides.

Be explicit and clear in your instructions and communication
with students. Try to write the script for each lesson – literally
write what you would have said to students so they can
experience the materials as if you were sitting next to them,
explaining the content.
Consider listing steps for completing activities and including
the estimated time students will need to complete tasks.
Transparency in assessment instructions is particularly
important.
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The content and assessment sections of the Teach On
resources provide several examples of and considerations
for low-tech options.

In all sections of the Teach On resources, relevant how-to
documents are available for using Blackboard and other
technology tools. Student resources will be made available in
the third edition of the #LearnOn magazine (to be distributed
on 3 April) and these resources will be available to lecturers
as well.

Guidelines and resources to provide feedback in a low-tech
online/ distance environment, as well as resources for
transparent assessment instructions can be found in the
assessment section of the Teach On resources.

Provide continuous feedback to students on learning activities
and assessment.

Communicate weekly with your students on a module-level.

The communication section of the Teach On resources
provides guidelines for communication with your students on
a module- and individual level, as well as some
downloadable templates you can use and edit.
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Communicate the contact details students can reach you on if
they have questions about the module content or assessment.
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Compile a course schedule first and make sure your students
know where to find it.

Guidelines for developing a course schedule, as well as an
example and downloadable template are provided in the
‘putting it all together’ section of the Teach On resources.

Be kind to yourself and your students. This is a difficult time
for everyone and you may need to be more flexible with your
deadlines for assessment and the formats in which you accept
submitted work. You should, however, also take care of
yourself during this time. Try to find a balance between being
available for and supporting your students and taking care of
yourself and your family.

In the support section of the Teach On resources, a list of
contact persons for different types of support is provided.
Details for additional training and consultation sessions will
also be posted here.
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CTL is committed to supporting academics to make the transition to low-tech online/ distance
teaching. We will continue to provide additional support through various training opportunities,
consultation services, and the development of additional resources as needed. The Teach On
Portal on Blackboard will be used as the central communication point for these services.

Further reading
•

The University of Cape Town posted useful Low Tech Remote Teaching Principles,
some of which are aligned with the principles we are suggesting in this document.

•

The Chronicle of Higher Education’s article collection on Coping with Coronavirus: How
faculty members can support students in traumatic times

•

The EDUCAUSE Review article on The Difference Between Emergency Remote
Teaching and Online Learning
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Module planning checklist
Step 1: Determine module core
1. Identify most essential module outcomes ☐
2. Reflect on how students will be able to demonstrate that they have achieved essential
module outcomes ☐
3. Identify essential content that students will need to cover to enable them to demonstrate
that they have achieved essential module outcomes ☐

Step 2: Assessment
1. Identify types of assessments students will need to complete ☐
2. Determine assessment weighting ☐

Step 3: Content
1. Identify content already covered to achieve essential module outcomes ☐
2. Identify content that still needs to be covered to achieve essential module outcomes ☐
3. Structure content that still need to be covered into weeks ☐

Step 4: Putting it all together
1. Ensure that all planned content aligns with all planned assessment ☐
2. Identify which assessment activities need to be completed with which content ☐
3. Determine start and end dates for each assessment activity ☐
4. Compile course schedule ☐

Step 5: Communication
1. Decide on day and time for weekly communication ☐
2. Ensure contact details are on Blackboard ☐
3. Compile initial module-level communication ☐

Determining your
module core

Determining your module core

Resources included in this section:
•

What is a module core?

•

How to determine your module core?

•

What does determining your module core NOT mean?

•

Discipline-specific examples illustrating the process of determining the
module core

What is a module core?
Your module core refers to the essential outcomes your students need to achieve to be
successful in your module. In the current reality, you will need to think of different ways to
deliver your content and you will probably need to rethink your assessments as well to
successfully complete the academic year. Therefore, one of the most important steps in
preparing for delivering content in the current reality is to determine and rethink your module
core.

How to determine your module core?
Answer these questions
Answering these questions may help you to determine and rethink your module core:
•

What are the key learning outcomes of your module?

•

How will I know whether students have achieved these key outcomes?

•

What is the best assessment method based on the current situation – students may have
limited access to internet as well as limited data) I can use to assess these core learning
outcomes?

•

What content will students need in order to successfully complete this assessment? This
is your core content.

•

What content have I already covered that relates to the key learning outcomes?

•

What content do I need to still cover?

•

What content can be made supplementary (for students to read/engage with at a later
stage)?

•

How much work can I fairly ask students to do week by week?
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Watch this video
If you are still struggling to determine your module core, you can also watch this short video
to help you determine and rethink your module core.

First steps in determining your module core
1. Write a module aim. A module aim is a broad statement that summarises what students
need to achieve in the module. To write a module aim, look at all of your module outcomes
and write one or two sentences that states what students should be able to do after
successfully completing the module.

2. Identify the key learning outcomes that will enable students to achieve the aim of
the module. This may be difficult. It may look like all outcomes are equally important to
achieve the module aim but often module outcomes are scaffolded to achieve broader
objectives, which means that in some cases a few outcomes can be combined as one.

3. Think of your assessment. Your module core will become much clearer if you put your
assessment at the forefront. Students are only able to demonstrate their understanding of
concepts or mastery of skills through assessment and it is the only way for you to make a
judgement about whether students have the knowledge or skills that they need to. It may
be helpful to first think of one formal assessment that you can create to assess the module
aims. Based on this, think of a few smaller (formative) assessments that you can create
that will help students to be able to do the formal assessment.

4. Identify core content. If you have a clear idea of the assessments you will do in your
module it will be easier to identify the content that needs to be covered to enable students
to do the assessment. This does not mean that all the content in your module is not
important, it just means that you some content is more important.

What does determining your module core NOT mean?
When you determine your module core, it does not mean that you are compromising quality.
It means that you are identifying most important parts of your module so that you can focus
on ensuring that these parts are covered. It does not mean that you are ‘trimming down
content’. It means that you are reorganising your module to put more emphasis on the most
important content and less emphasis on supplementary content.
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Discipline-specific examples of
determining the module core
Economics example
Note that the purpose of this example is to illustrate the process of determining the module
core. It will be up to the discipline expert (lecturer) to identify the specifics, which may not be
the same as the specifics identified in this example.

Step 1: Module aim
•

As a prerequisite to higher-level economics modules, this module aims to provide students
with basic economics knowledge, practical skills and ability to evaluate microeconomics issues using mathematical tools such as equations, graphs and tables.

•

To develop a firm economics foundation within students in understanding and
analysis of economic issues at micro-economic level.

Step 2: Key learning outcomes
•

Give a clear distinction between microeconomics and macroeconomics; positive
economics and normative economics.

•

Clearly apply economic concepts, principles and theories in the context of
current economic issues and problems. KEY OUTCOME

•

Critically discuss the workings of a market economy, and how it affects individuals
and institutions operating within such a system. KEY OUTCOME

•

Discuss decision making processes by economic agents like consumers on utility
optimization and producers on profit maximization.

•

Appraise/ evaluate the role of government in the market economy.

•

Make rational and consistent judgments in matters where economic influences are at work

•

Critically discuss the different market structures and their applicability in real life.
KEY OUTCOME

•

Apply the skills of literacy, numeracy, data handling and the ability to
communicate logically and effectively in an economic context. KEY OUTCOME
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Step 3: Think of your assessment
Formal assessment
An application essay in which students have to evaluate a South African micro-economic issue
(perhaps how the COVID-19 outbreak influences a micro-economic issue). Students can
choose from a list of topics provided.
Formative assessments
Formative activities students do not
have to submit (but that you provide

Formative assessments to submit

generic feedback on)
Worksheet on Unit 3 work

Worksheet on Unit 5 work

Reflection activity with guided questions that Worksheet on Unit 8 work
help students to link micro-economic theory
to real-world examples
Draft/ planning for summative assessment.
Students submit an outline/ skeleton for their
essays

It is important that the formative assessments prepare students for the summative assessment
and that you are able to link each assessment to at least one of the key outcomes you
identified in step 2.

Step 4: Determine your core content
Covered already

Still need to cover

Core content

Supplementary content

Unit 1

Unit 2

Unit 3

Unit 4

Unit 5

Unit 6

Section 1 of Unit 8

Unit 7
Section 2 and 3 of Unit 8
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Communication Science example
Note that the purpose of this example is to illustrate the process of determining the module
core. It will be up to the discipline expert (lecturer) to identify the specifics, which may not be
the same as the specifics identified in this example.

Step 1: Module aim
The aim of COMM 1514 is to help students understand the importance of
good communications skills in life. All of us are constantly in a state of giving and
receiving communications. Problems arise when one does not receive, or understand,
the message sent in the communication as it was intended, or when one subconsciously
sends a nonverbal message that contradicts the spoken word.

Step 2: Key learning outcomes
•

Explore the history of communication and understand the process of communication and
the contexts in which it takes place.

•

Apply perception, listening, non-verbal and verbal skills. KEY OUTCOME

•

Analyse different communication contexts.

•

Understand how communication skills are applied in the workplace. KEY OUTCOME

Step 3: Think of your assessment
Formal assessment
A case-based assignment. Provide students with a news article or other case study that
includes examples of communication skills in the workplace as well as perception, listening,
non-verbal and verbal skills. Ask open-ended questions based on the case study requiring
students to apply what they have learned in the module to the case study. Students submit
the assignment via Turnitin on Blackboard.
Formative assessments
Formative activities students do not
Formative assessments to submit

have to submit (but that you provide
generic feedback on)

Online practical quiz 3 and 5 (all open for 4 A-Step activity 5 on listening
weeks from when academic programme
resumes)
A-Step activity 4 on perception

A-Step activity 8 on multi-lingual settings
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Formative activities students do not
Formative assessments to submit

have to submit (but that you provide
generic feedback on)

A-Step

Activity

6

on

non-verbal

communication

It is important that the formative assessments prepare students for the summative assessment
and that you are able to link each assessment to at least one of the key outcomes you
identified in step 2.

Step 4: Determine your core content
Core content

Supplementary content

Covered already

Unit 1
Unit 2

Still need to cover

Unit 3

Unit 4

Introduction to Statistics example
Note that the purpose of this example is to illustrate the process of determining the module
core. It will be up to the discipline expert (lecturer) to identify the specifics, which may not be
the same as the specifics identified in this example.

Step 1: Module aim
•

The aim of STSM1614 is to have a basic understanding of statistics.

Step 2: Key learning outcomes
•

Understand and apply descriptive statistics:
o

Distinguish between qualitative and quantitative data; KEY OUTCOME

o

Organise and present data; KEY OUTCOME

o

Calculate the mean, mode, median, range, standard deviation, and quantiles
for grouped and ungrouped data. KEY OUTCOME

•

Understand and apply probability principles:
o

Formulate a sample space and apply the laws of set theory;

o

Calculate

probabilities

using

counting

methods,

including

the

multiplication principle, permutations and combinations; KEY OUTCOME
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o

Apply the laws of conditional probability, including the multiplication law, the law
of total probability and Bayes’ rule;

o
•

Apply the notion of independent events. KEY OUTCOME

Understand the theory behind random variables and make use of it:
o

Apply

general properties of a distribution function and a cumulative

distribution function; KEY OUTCOME
o

Define, identify and use the different types of random variables (Bernoulli,
Binomial, Geometric, Negative Binomial, Hypergeometric, Poisson, Uniform,
Exponential, Gamma, and Normal);

o

Derive, describe, interpret, and use simple functions of random variables.
KEY OUTCOME

Step 3: Think of your assessment
Formal assessment
A multiple-choice online test with randomised questions open for an extended period (e.g. 3
weeks) but with a time limit (e.g. 2 hours).
Formative assessments
Formative activities students do not
Formative assessments to submit

have to submit (but that you provide
generic feedback on)

Online quizzes 3, 5 and 10 (for 4 weeks Class tests 3 - 5
starting when the academic programme
resumes)
Test 1 (submitted as assignment on Bb –
photo of calculations accepted)
It is important that the formative assessments prepare students for the summative assessment
and that you are able to link each assessment to at least one of the key outcomes you
identified in step 2.

Step 4: Determine your core content
Core content
Covered already
Still need to cover

Supplementary content

Unit 1
Section 2 of Unit 2

Section 1, 3 and 4 of Unit 2

Section 1 and 3 of Unit 3

Section 2 and 4 of Unit 3
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A note about requirements stipulated by professional
bodies
Several programmes need to comply with requirements stipulated by professional bodies for
accreditation. This poses a challenge because module outcomes were likely all linked to these
requirements in the development of the module so step 2 may be difficult. Step 3 in the process
will be the most important step in determining the core for these modules. Let your assessment
guide you. What assessments can you reasonably administer given the current reality? After
you have compiled a detailed plan for your assessment, you can link this back to your
outcomes and see where the most emphasis must be placed.
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Resources included in this section:
•

Formal (summative) assessments in a low-tech online/ distance
environment

•

Formative assessments in a low-tech online/ distance environment

•

Feedback in a low-tech online/ distance environment

•

Tips for creating and using rubrics

•

Transparent assessment instructions

Formal (summative) assessments in a lowtech online/ distance environment
Traditional formal (summative) assessments include written sit-down examinations and
semester tests. These assessments normally take place in a controlled environment with
invigilation, which may not be realistic in the current situation. Some alternatives to
examinations and tests are essays and assignments.

Tips for designing an effective assessment
•

The purpose of the assignment and what you want to achieve with it should be clear to
you and your students.

•

You should be able to measure at least one learning outcome of the module with the
assessment.

•

Students should have had opportunities throughout the module to prepare for the formal
assessment with relevant learning activities or formative assessments on which they
should have received feedback.

•

You should write clear and transparent assessment instructions that include the purpose
(why?), procedures (how and when?) and standards (what?) for the expected output.
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How can I use an essay as a formal assessment?
•

Application essay: requires students to include real-world scenarios outside of the
classroom that are examples of course concepts discussed throughout all core content
they covered. This assesses whether students can link theory with practice and also
whether they can integrate content from different units.

•

Descriptive essay: requires students to describe the details of a subject. They need to
write a detailed overview of a topic. This type of essay is useful if understanding
foundational knowledge about a subject is one of the core outcomes of a module.

•

Compare and contrast essay: requires students to elaborate on the differences and
similarities between two things. They need to have a comprehensive understanding of
both subjects to be successful. This assesses analytical skills.

•

Argumentative essay: requires students to persuade the reader to take their viewpoint.
They should use facts and evidence to achieve this. This type of essay also requires
students to have comprehensive knowledge of a subject and to integrate content from
different units of work.

How can I use an assignment as a formal assessment?
•

Technical or scientific report: involve presenting facts and evidence of an investigation
on an issue and making recommendations. Scientific reports provide information on
research that was done by describing and analysing what was learned while a technical
report in a business or other social sciences field may be written to help someone or some
entity to make a decision.

•

Annotated bibliography: instead of writing a full research paper, students can compile
an annotated bibliography. This requires them to read the relevant sources, write a
paragraph about each and evaluate its accuracy and usefulness in addressing the
question. If you want to make use of this type of assignment, you can consider uploading
a number of articles and sources for students (keeping in mind the size guidelines
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suggested in the introduction of this document) that students who do not have frequent
access to the internet can use.
•

Case-based assignment: similar to a case study, provide students with assigned reading
about a real-world example of an issue or concept covered in the module. The case should
have all the prominent details and information required to enable students to link several
units of content to the case. You can ask a few questions about the case and require
students to write a few paragraphs to answer each.

Practical considerations for a low-tech online/ distance environment
•

Use a rubric to grade essays/ assignments on Blackboard. Refer to the resource on tips
for creating and using rubrics if you need additional guidance on developing a rubric,
and click here for how-to documents on using rubrics on Blackboard.

•

Use Turnitin to minimise the risk for plagiarism and cheating. Remember, if you use
Turnitin for submissions, use the Turnitin rubric for marking. Click here for Turnitin how-to
guides.

•

To give students who do not have frequent access to devices or the internet enough time
to submit the assessment, give them the assessment instructions and create the
assignment/ Turnitin dropbox as early as possible. Click here for Blackboard assignment
how-to guides.

•

Consider allowing students to write their essays/ assignments on paper and submit photos
instead of a Word document. If you do this, make sure that you give clear instructions to
students on how to submit a photo by referring them to the relevant student resources in
the third edition of the Keep Calm #LearnOn publication.

•

Remember that quality does not necessarily equal quantity. The essay/ assignment does
not need to be long to assess what you intend to assess. Limit the word count to a
reasonable number (e.g 1200 words) and communicate this clearly to students.

•

Communicate to students the structure of the assessment you expect them to submit. You
can use the example essay structure for essays.
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Formative assessments in a low-tech
online/ distance environment
Why formative assessments are important in learning and teaching?
Students should have opportunities to engage with learning material and content in any
learning and teaching environment but this is even more important in a distance/ online
delivery mode. Formative assessments provide opportunities for students to practice skills and
gauge their understanding of the work. It also helps students to work continuously in a module
and not only towards the end of the module when they have to prepare for a formal
assessment. Regular, shorter assessments (if set up well and with proper feedback) are much
more useful for students’ learning than fewer, longer assessments.

Tips for designing an effective formative assessment
•

Feedback is crucial: the success of a formative assessment activity largely depends on
the feedback students get on their efforts. Feedback on formative assessments is nonnegotiable. It can be challenging to provide individualised feedback for large classes or
when you do not interact with students in a face-to-face environment. Refer to the
providing effective feedback in a low-tech online/ distance environment resource for
more information on this.

•

Design scaffolded activities: formative assessments should ideally be scaffolded
activities. This is to provide students with structured opportunities to practice their skills or
test their knowledge on the content. To scaffold means to break down content into smaller
chunks and have students complete a few short activities that build on each other.

•

Design formative assessments to prepare students for the summative assessment:
one of the main purposes of formative assessments is to prepare students for the
summative assessment(s) in a module. You should think about how each of your formative
assessments a) helps students prepare for the summative assessment and b) is linked to
at least one of your learning outcomes.
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Formative assessment options in a low-tech online/ distance environment

What?
Guided
reading
activity

Worksheet

Planning for
summative
assessment

Remote lab
activities

Quiz with
feedback

How?

Why?

Students answer a few questions before and
while they read that prompts them to engage
with the reading material. See this example
from a distance module delivered on the UFS
South Campus.

To motivate students to not only read learning
materials but also to increase their
comprehension of what they’re reading.

Worksheets are versatile and can be based on
a case study, assigned reading, or a particular
section of the work, for example. Ask a few (3
– 5) questions that require students to apply
what they have learned. See this example
from a distance module delivered on the UFS
South Campus.

To provide opportunities to practice skills and
engage with smaller chunks of content at a
time.

Students submit an outline/ skeleton/ for or a
draft version of the summative assessment. It
is important that they get feedback on this
before proceeding with the summative
assessment. See this example from a
distance module delivered on the UFS South
Campus.

To prepare students for a summative
assessment. It builds their confidence and
gives you an opportunity to see whether they
are on the right track in a low-stakes
environment before submitting a high-stakes
assessment.

Activities that focus on interpreting
experimental data such as providing students
with a dataset in the form they would have
collected it and asking them to interpret or
analyse the data. You can also give them an
incomplete lab report based on a dataset and
some other relevant information and ask them
to complete the rest of the report. For learning
laboratory techniques you can give them a
series of steps in the incorrect order (even
leaving out a step that students need to fill in)
and ask them to sort it in the correct order.
Refer to this website for more ideas and free
resources.

To compensate for not having access to a lab
for practical work you can create some
activities that develop the skills students need
in a lab environment.

Short quizzes (between 5 and 10 questions)
on a section of the work they’ve covered. Also
refer to the quizzes in a low-tech online/
distance environment resource for more
detailed advice.

To give students structured opportunities to
check their understanding of the work and to
also help you to get a quick overview of where
your students may need additional support.
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What?
Student
generated
questions

Reflection
activities

How?

Why?

This can be combined with a guided reading
activity where students create questions and
answers based on assigned or prescribed
reading or other learning materials. Ask
students to create 3 – 5 short open-ended or
multiple choice questions (together with a
memo).

To help students to gain a more
comprehensive understanding of the content
and make connections between the content
and the outcomes. You can also use some of
these questions for future quizzes or learning
activities.

Students complete a short journaling activity
after completing a unit of work. Ask guiding
questions such as ‘What did you find most
interesting in this unit?’, ‘What did you find
most difficult in this unit?’, ‘What did you like/
dislike about this unit?’, ‘Why is x important in
the real world?’

To make more critical connections between
the content and the real world and to help
students think about their learning and identify
possible gaps. Reflection is a powerful way to
deepen learning.

Practical considerations for a low-tech online/ distance environment
•

Choose the number of formative assessment activities you want students to complete by
considering a) what time they can reasonably be expected to spend on your module each
week, b) what you could give feedback on, and c) that some students will have infrequent
access to the internet to upload documents or complete assessments. One strategy is to
choose 2 or 3 activities that students should submit for marks and feedback and 1 or 2
additional activities that students can complete on their own on which you provide more
generic whole-class feedback.

•

Write the instructions for your assessments (summative and formative) before you start
spending time on your content so that you can communicate these instructions in advance
and set reasonable deadlines. This way students can pace themselves and plan ahead to
upload activities and assessments to Blackboard.

•

Consider using a PDF fillable form that students can download and complete for guided
reading activities/ worksheets/ reflection activities. If you need help with creating a PDF
fillable form, you can use this how-to guide. If you do this, make sure that you give
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students clear instructions on how to complete and upload a PDF fillable form. Resources
for this will be provided in the third edition of the Keep Calm #LearnOn publication.
•

Consider allowing students to complete their activities on paper and submit photos instead
of a Word document. If you do this, make sure that you give clear instructions to students
on how to submit a photo by referring them to the student resources in the third edition of
the Keep Calm #LearnOn publication.

•

If you want to give marks for formative assessments, use the Blackboard assignment
tool and set up a simple rubric on Blackboard that does not weigh much (10 – 15 marks)
and that will be quick to grade and provide feedback with.

•

For formative assessments that students do not need to upload to Blackboard, upload a
downloadable PDF document (keeping sizing guidelines that were communicated in the
introduction section of this document in mind) with generic feedback on the activity in its
entirety that you can share with the whole class.

How can I use a quiz in a low-tech online/ distance environment?
Although quizzes require students to connect to the internet, there are some measures you
can put in place to use quizzes and keep resource restraints in mind. One way to do this is to
use quizzes as a learning activity that students can do to check their understanding of content.
Keep these types of quizzes short (between 5 and 10 questions) and set up feedback for each
item.

Guidelines for creating an informal quiz for a low-tech online/ distance
environment
1. Ensure that the quiz is mobile-friendly
•

Limit question types to multiple choice, multiple response, and matching questions.

•

Ensure that mobile compatible tests are enabled on Blackboard.
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•

Questionmark quizzes are automatically mobile compatible.

2. Extend availability period
•

Open the quiz for an extended period. It is recommended that you keep the quiz open for
at least one month to allow students who only have sporadic access to the internet enough
time to access it.

3. Include feedback
•

Include feedback for each of the questions you set up so that when students submit the
quiz they can not only see which questions they got right and wrong but also get more
detailed feedback.

•

Refer to the resource creating tests in Blackboard if you do not know how to do this.
Note that there is also a myriad of resources on using Questionmark for online tests on
the Blackboard organisation called Questionmark online assessment help BFN
Support. Please contact Anneri Meintjes (meintjesa@ufs.ac.za) if you do not have
access. You can click here to access the Questionmark resources on Blackboard (note
that you have to be logged into Blackboard before clicking on this link).

4. Unlimited attempts
•

Give students unlimited attempts to do the assessment and consider giving a participation
mark for completion of the quiz. This way, students can do and redo the quiz until they get
all the questions right.
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Feedback in a low-tech online/ distance
environment
Why is feedback important?
Students need continuous feedback from lecturers to help them identify where they need to
improve and to motivate them when they are on the right track. In an online/ distance
environment feedback becomes even more important because they will not be able to ask
questions in class or easily interact with their peers. You need to take the lead in fostering this
interaction with your students by giving regular feedback.

Key principles of effective feedback
Nicol and Milligan (2006) suggest seven guidelines for effective feedback in technologysupported assessment. They suggest that good feedback practice:
•

Helps clarify what good performance is

•

Facilitates the development of reflection and self-assessment in learning

•

Delivers high quality information to students about their learning

•

Encourages instructor and peer dialogue around learning

•

Encourages positive motivational beliefs and self-esteem

•

Provides opportunities to close the gap between current and desired performance

•

Provides information to instructors that can be used to shape teaching

For some practical ideas on how to implement these practices, visit the feedback section on
the Blended Learning Resources for the South African Higher Education Context website
developed in 2019 as part of a collaborative research project between the UFS, UP, UCT, and
UJ.
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Practical considerations for a low-tech online/ distance environment
Individual feedback
•

Rubrics with markers: If students will be submitting a formal assessment on Blackboard,
create a rubric on Blackboard (or Turnitin). If you have a large class and you normally
make use of markers, they will be able to get access to the module and help you mark.

•

Rubrics for formative assessments – short rubrics that are basically used for
participation marks: If students submit formative assessments on Blackboard, you can
still use the rubric tool on Blackboard to create a short and simple rubric (that counts
between 10 – 15 marks for instance). This way you will be able to give feedback to students
individually and they will get marks for their formative assessments that can contribute to
their final mark. After grading a few formative assessments, you may start to see a pattern
of the type of feedback that you are giving several students. You can type some phrases
that you repetitively use in a separate Word document and copy and paste from it into the
rubrics as you continue. This way you are still giving students individual feedback but you
are also saving time in not having to write the same feedback multiple times.

Generic feedback to the whole class
Not all feedback needs to be individual feedback. Here are some ideas for giving generic
feedback to the whole class:
•

Example answers: you can upload a PDF document to Blackboard with some model
answers to an activity. It can be helpful for students to see an example of a good answer
and reflect on where their own answer could improve.

•

Memo as a document: you can upload the memo of an activity as a PDF document to
Blackboard. Consider elaborating on some of the answers in the memo to provide short
additional explanations for why an answer is correct or why certain aspects should have
been included to obtain marks. You can also refer to the relevant learning material in the
memo so that students can revisit the content of the questions they struggled with.
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•

Summarised feedback in your weekly communication: you will not see your students
in a face-to-face environment and therefore you will not be able to gauge what content
students are struggling with based on class interaction and facial expressions. It is
important to monitor your students’ progress and identify where they may need additional
support. You can do this by a) monitoring what type of questions you frequently get from
students via email, b) enabling statistics tracking on the content that you upload to
Blackboard to monitor how many students have downloaded and accessed it, c) make
notes of questions in formative assessments that many students get wrong. You can use
this information to give summarised feedback to students in your weekly module-level
communication to them.

Bibliography and Additional Resources
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Tips for creating and using rubrics
Types of rubrics
The two most commonly used rubric types are holistic and analytic rubrics.
•

Holistic rubrics do not separate parts to be evaluated. A global description is made
without specifying the components of the process. It allows an instructor to give an overall
score but it does not provide detailed feedback to a student. This is an example of a
holistic rubric.

•

Analytical rubrics breaks criteria down to distinguish between levels of performance for
each criterion. This type of rubric allows an instructor to give a score for each criterion and
it provides feedback to students on their performance on different sections of the work they
submitted. This document focuses on tips for creating and using analytical rubrics.

Parts of a rubric
1. Task description: The purpose of the assignment.
2. Characteristics to be scored (rows): The skills/ knowledge/ or behaviour to be
demonstrated.
3. Levels of mastery (columns): Labels to describe the levels of mastery.
4. Description of characteristic at each level of mastery (cells).
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Developing an effective rubric
Step 1: Identify what you want to assess
This is the purpose of the assessment and forms part of the description of the task. It should
also be included in the instructions to students.
Step 2: Identify the characteristics to be scored (rows)
Specify the skills, knowledge, or behaviours you want to assess. Limit the characteristics to
those that are most important to achieve the purpose of the assessment. Choose between 3
and 7 characteristics, more than 7 can be overwhelming to students and markers. Make sure
that each characteristic is measurable and that students are able to provide evidence of
achieving it. “Understanding” for instance is not easily measured but “clearly explaining” is.
Step 3: Identify the levels of mastery (columns)
These are the different levels of performance. Try to identify an even number (4 is ideal)
because with an uneven number it is easy to overuse the middle category. With too many
levels, it becomes difficult to write distinguishable descriptions for performance for each level
in step 4. You should also indicate a score or range of scores for each level of mastery.
Step 4: Describe each level of mastery for each characteristic (cells)
This is the most important step. First, describe the highest level of mastery for each
characteristic. What would be exemplary performance in each characteristic? Next, describe
the lowest level of mastery for each characteristic. What performance would be unacceptable
for each characteristic? After you have determined the best and worst levels of performance,
you can describe the levels in the middle. In effective rubrics, there are clear differences
between the descriptions for each level of mastery. If you have a range of scores for each
level of mastery you should try and indicate which score should be allocated within the cell
description. For instance, if the score range for exemplary performance is 8 to 10 marks, you
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should indicate in the cell description what would be required for 8 marks, 9 marks and 10
marks. This is especially relevant if you are making use of markers.
Step 5: Evaluate your rubric
Read the rubric, making sure that there are neither overlap between cells nor gaps. If there
are gaps, there is a risk of inconsistency between two markers. If there is overlap, there is a
risk of penalising students more than once for the same mistakes. You can use this checklist
for evaluating your rubric. It would be even more helpful if you can get a colleague to also
evaluate the rubric.

Tips for using rubrics in a low-tech online/ distance environment
•

If your students are submitting an assessment in an assignment dropbox on Blackboard,
create the rubric on Blackboard and link it to the assignment. This way the marks and
feedback you give on the rubric is automatically available to students in the Grade Centre.

•

If your students are submitting an assessment through Turnitin, use the Turnitin rubric to
score the assessment and provide feedback to students.

•

If you have a large class, using rubrics on Blackboard allows you to make use of markers
to help you mark assessment submissions. To do this, download your class list from
Blackboard’s Grade Centre. Next, indicate on the Excel-sheet which markers will be
responsible for which group of students. Share this sheet with all markers. They can then
use the Excel sheet to capture the marks for each student and indicate which students did
not submit and submit the Excel sheet to the lecturer when they are done with their section
of the marking. Lecturers can use these Excel sheets to cross-reference that all students’
work was marked and to do calculations (e.g. class average, number of students who did
not submit etc.). All markers can mark assessment submissions on Blackboard
simultaneously given that they are not marking the same student’s work at the same time.

•

It is recommended that you ask your students to submit formative assessments through
an assignment dropbox on Blackboard. The rubrics for these types of assessments can

28

Assessment

be shorter. For instance, you can have two mastery levels (e.g. yes and no) and three
characteristics (e.g. reflection is relevant to the topic; reflection shows link to real world
example; reflection is within the word count limits).

Bibliography and Additional Resources
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Transparent Assessment Instructions
Why is transparency in assessment instructions important?
Students need to understand what is expected of them to successfully complete an
assessment. Transparent assessment instructions provide clarity to students on why they are
doing the assessment, what they need to do, how they need to do it, and what exemplary
performance needs to look like. By writing transparent assessment instructions lecturers also
benefit by reflecting on how the assessment is linked to learning outcomes. Another benefit
for lecturers is that it minimises student queries.

How can you make your assessment instructions more transparent?
You can make your assessment instructions more transparent by stating the assignment
purpose, task, and criteria:

Purpose

•

Skills practiced by completing the assessment.

•

Knowledge gained by completing the assessment.

•

The assessment’s connection to learning outcomes.

•

Relevance of the assessment to students’ real lives/ future
employment.

Task

•

What students need to do.

•

How they need to do it (steps to follow, things to avoid).

•

Checklist or rubric students can use to self-evaluate whether they
have covered all necessary aspects after they have completed the

Criteria

assessment, before they submit it.
•

If possible, provide annotated examples where the criteria were
applied well and possibly also where they were not applied well.
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Examples of transparent assessment instructions
Have a look at the following examples showing more and less transparent versions of the
same assignments (TILT Higher Ed Examples and Resources):
•

Example of a Sociology assignment

•

Example of a Science assignment

•

Example of a Biology assignment

•

Example of writing clearly in mathematics

Bibliography and Additional Resources
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Evaluation in Higher Education. 39(7): 840 – 852.
Winkelmes, M.A. 2013. Transparency in Teaching: Faculty Share Data and Improve
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Introduction to Transparency in Learning and Teaching. TILT Higher Ed Examples and
Resources. Retrieved on 28 March 2020 from:
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Resources included in this section:
•

Recordings in a low-tech online/ distance environment

•

Transforming your existing PowerPoint slides to standalone resources

•

Interim copyright clearance procedure

How can I create a recording for a low-tech
online/ distance environment?
Blackboard Collaborate is a useful and easy-to-use tool to create recordings of your lectures.
The recordings can be saved as an MP4 video file or MP3 audio file. You can also use
PowerPoint to create record a screencast (narrated PowerPoint). However, you should
keep in mind that most of your students might not have access to large amounts of data.
Therefore, before creating a video recording ask yourself the following questions:
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Guidelines for creating a video recording for a low-tech online/ distance
environment
•

Use video recordings only when it is necessary to illustrate concepts that are hard to
explain in writing or with audio only.

•

Keep the video short – below 5 minutes – to minimise the file but also to ensure that you
highlight the core concepts that students need to understand. Chunk your content so that
you have a few short videos instead of one long video.

•

The size of your video should preferably not exceed 10MB. It is possible to stay below this
limit with a 5-minute video. If you are unsure of how to reduce the file size of your videos
refer to the ‘How to reduce file sizes with VLC Compressor’ document. Note that you
need VLC media player installed on your computer to use this. If you don’t have VLC media
player, you can download it here (you do not need administrative rights to download this).

•

Save videos as MP4 files and audio recordings as MP3 files. This is to ensure that students
are able to download the files on multiple devices.

•

Write a script before you start your recording. This will help you to organise your thoughts
and help to ensure that you only include necessary information in the video. You can also
upload the video script as a PDF file together with your video to Blackboard. This provides
an additional resource for students and also makes the video more accessible to students
with visual or hearing impairments. You can view the how-to resources for uploading
content in different formats to Blackboard if you are not sure how to do this.
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Transforming your PowerPoint slides to
standalone resources
Can I use my existing PowerPoint class slides as standalone resources?
A standalone resource is a resource that students can use independently. Traditionally,
PowerPoint presentations are not developed to be standalone resources, they are aids that
presenters use when delivering a presentation (or teaching a face-to-face class). The
guidelines for creating an effective PowerPoint presentation to serve as an aid for a presenter
are quite different from those for creating an effective PowerPoint as a standalone resource.
This does not mean that you cannot use existing PowerPoint class slides that you have
prepared for the units that you still need to cover this semester. It only means that you may
need to edit these slides somewhat to transform it into standalone resources.

How can I transform my existing PowerPoint class slides to standalone
resources?
The table on the next page compares some of the guidelines for traditional PowerPoint slides
(that you may have followed when creating your class slides) to the guidelines for creating
PowerPoint slides as standalone resources.

You can also view this short video explaining how to transform your class slides to
standalone resources. The video includes how to compress images in PowerPoint and how
to add speaker notes.
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Traditional PowerPoint
guideline

Only add keywords to each slide
(limit paragraphs). A PowerPoint
presentation is only an aid to your
presentation, not the presentation
itself.

Font size should be large enough to
allow students at the back of the
class to comfortably see the text –
preferably not smaller than 24pt.

Use animations (e.g. text/ objects/
images flying in) sparingly.

Use images to supplement your
presentation but make sure not to
use too many images on one slide.

PowerPoint as a
standalone resource
guideline

Include full sentences on each
slide. You can write short
paragraphs (still keep it as short as
possible). For a standalone
resource, you need to be as
explicit as possible.

How do I transform my
existing PowerPoint slides?
1. You can use the keywords on your
slides as a guideline of the key
concepts of the work that you wanted
to highlight and just write them out as
full sentences.
2. You can add speaker notes to the
slide to elaborate on the key concepts
you’re discussing in the slide.

Save your PowerPoint as a PDF
that students can open on any
smartphone. PDFs also reduce the
file size.

Since students will use the slides as a
standalone resource and would not
have to view it from the back of a
class, you can use smaller font sizes.
You will also need to add a little more
detail to your slides, so it will be
helpful to decrease the font size of
your body text to between 14 and
18pt.

You cannot use any animations
when a PowerPoint is used as a
standalone resource as the
document will be saved as a static
PDF file.

If you used animations to illustrate
different steps of a process, for
instance, consider whether these
steps can be included on one slide
(perhaps with speaker notes to clarify
some aspects) or whether it would be
helpful to split it up into different
slides, using each slide to explain the
relevant step in a little more detail.

Limit images and if images are
used include a description or
explanation.

Delete all images that only served a
decorative purpose in your
presentation. If you included images to
illustrate/ strengthen an explanation of
a concept or that showed an example
of the theory, follow these guidelines:
1. Compress the image to minimise
the size of the presentation.
2. Include a brief description/ add a
title for each image.

Use colours that provide a high
contrast (black on white/ dark blue
on white).

The same principle applies.

No transformation necessary.

Use a simple background (white is
preferred) for your slides.

The same principle applies.

No transformation necessary.
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Interim Copyright Clearance Procedure
Should academics still get copyright clearance during the COVID19
outbreak?
Yes, the licensing agreement that the UFS has with DALRO (Dramatic, Artistic and Literary
Rights Organisation) stipulates that copyright clearance is required when copyrighted work is
reproduced in printed or electronic format. Failure to comply may lead to fines issued to the
UFS. The UFS Library has, however, put in place a procedure to provide more streamlined
assistance to academics during the COVID19 outbreak.

What information does academics need to supply when they apply for
copyright clearance?
The Library will apply for copyright clearance on lecturers’ behalf as an interim arrangement.
Lecturers can complete the fillable PDF Library copyright application form with the following
information:
•

Full reference (bibliographic information) of the textbook.

•

Specify page numbers students will need access to.

•

Specify the period for which students will need access to which sections (e.g. if it is a year
module, specify which page numbers students will need access to until the end of June
and which page numbers students will need access to until the end of November).

•

Number of students registered for the module who will need access to the textbook.

•

One scanned copy of the pages students will need access to in PDF format (in the event
that an e-book for the requested text is not available) to upload to Blackboard.
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To whom should I send the Library copyright application?
You should send the completed Library copyright application form to your faculty librarian:

Faculty

Librarian

Email address

Economic & Management
Sciences

Mr Molatoli Sephoko

Molatoli@ufs.ac.za

Education

Mrs Ronet Vrey

Ronet@ufs.ac.za

Mrs Annah Mophosho

MophoshoAM@ufs.ac.za

Mrs Elma van der Merwe

Elma@ufs.ac.za

Mrs Annamarie du Preez

annamari@ufs.ac.za

Mr Lee Goliath

GoliathLK@ufs.ac.za

Mr Sihle Blose

BloseSD@ufs.ac.za

Law

Mr Zinakile Sotu

SotuW@ufs.ac.za

Natural & Agricultural
Sciences

Mrs Gadibolae Moshotloa

MoshotloaGL@ufs.ac.za

Ms Kegomodicwe Phuthi

PhuthiKE@ufs.ac.za

Theology and Religion

Ms Senovia Welman

Senovia@ufs.ac.za

Health Sciences

The Humanities
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Interim procedure for copyright clearance applications

Alternative options
Alternative options lecturers can consider in addition to (or instead of) the above procedure
include:
•

Some publishers have made concessions for universities to have access to their e-books
during the COVID19 outbreak. Click here to view a list.

•

Explore the use of Open Educational Resources to supplement or replace the textbook
resources in your module.

•

Summarise key takeaways and concepts from the textbook to upload as additional
material for students.
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Putting it all together

Resources included in this section:
•

What is a course schedule?

•

Why should I have a course schedule?

•

What information should I include in my course schedule?

•

How should I structure my course schedule?

Putting it all together in a course schedule
What is a course schedule?
It is a document that describes the content and assessments that need to be completed in a
module. It provides an outline of what will be expected of students on a weekly basis.

Why should I have a course schedule?
A course schedule is beneficial for both lecturers and students. It helps lecturers to plan their
module and it helps students to know what will be expected of them in the module.

What information should I include in my course schedule?
Key pieces of information that needs to be included in a course schedule:
•

Objectives students need to meet each week;

•

Unit(s)/chapter(s) that will be covered each week;

•

How students will learn the content; and

•

Assessments that students need to complete each week (remember to include deadlines).
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How should I structure my course schedule?
You can use the course schedule template on the next page as an example and edit/ add to
it to suit your needs. Here is an example of a populated course schedule for week 1:

Week 1
Date

20 - 24 April 2020
By the end of this week, students should be able to:

Objectives

•

Distinguish between sample and population.

•

Understand various quantitative sampling methods.

•

Select the best quantitative sampling method in different scenarios.

Unit 3: Sampling

Unit/
chapter

Privitera & Ahlgrim-Delzell (2019): Chapter 6: Sampling from populations (p.230
– 265).
In Week 1 on Blackboard:

Learning
activities
Assessment •
activities

•

Summarise the information on the PowerPoint slides.

•

Read the Key Concepts PDF.

Do Worksheet 1 on Blackboard (you will be able to upload Worksheet 1 from
20 April – 10 May at 20:00).

You can also download this editable course schedule template to use for creating a
course schedule for your own module.
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Resources included in this section:
•

Initial module-level communication

•

Weekly module-level communication

•

Individual communication with students

Initial module-level communication
What is an ‘initial module-level communication’?
Module-level communication is one-way communication between a lecturer and his/her
students where the lecturer provides information to all the students registered for a module
(e.g. announcement on Blackboard). Initial module-level communication refers to the first
announcement you make to your class to explain to them how your module will be completed
and what will happen in your module for the remainder of the semester.

Why is initial module-level communication important?
With an initial module-level communication, you manage expectations and ensure that
students know not only what will be expected of them to successfully complete the module but
also what they can expect from you. It will help to eliminate uncertainty and reduce students’
anxiety.

What initial information should I communicate?
•

Refer students to your course schedule;

•

Explain what students will need to do/ have access to, to be successful in the module;

•

Explain what students can expect from you (set parameters for communication and
feedback);
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•

Refer students to an outline of the assessments they will need to complete in the module
together with its weighting and deadlines;

•

Explain what students need to do first; and

•

Communicate the date for the next announcement.

Some guidelines to consider in your initial communication
•

The tone of your communication is important. With written communication, students cannot
rely on your non-verbal cues. Try and demonstrate that you care about your students and
their success in your module through the tone of your writing.

•

Keep it as short and to the point as possible.

•

Ensure that the most important points you want to make are clear and stand out.

•

Be as specific as possible by, for example, including details about the types of assessment
and activities students will complete in the module.
You can download and edit this template for your initial module-level communication.
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Weekly module-level communication
What is a ‘weekly module-level communication’?
Module-level communication is one-way communication between a lecturer and their students
where the lecturer provides information to all the students registered for a module (e.g.
announcement on Blackboard). It is suggested that lecturers make one module-level
announcement per week to guide students on how they should approach the content and/
assessments scheduled for the week.

What is the rationale for a weekly module-level communication?
The rationale for a weekly communication is to ensure continuity and create a sense of support
for students. It is suggested that lecturers keep to one module-level communication per week
(such as a Blackboard announcement) so as to not overwhelm students with information and
bearing in mind that students are registered for several modules, each with its own
expectations and workload.

What information should I include in a weekly communication?
•

Start off stating where you are at in the module now;

•

Briefly explain what students will need to do in the week;

•

Consider including a brief response to a few frequently asked questions that you received
from individual students;

•

Provide some feedback on the previous week’s work; and

•

Reiterate how students can reach you.
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Some guidelines to consider in your weekly communication
•

The tone of your communication is important. With written communication, students cannot
rely on your non-verbal cues. Try and demonstrate that you care about your students and
their success in your module through the tone of your writing

•

Keep it as short and to the point as possible

•

If several students ask the same type of question in an email, assume that many more
students are wondering about this as well and repeat your response to these questions in
your weekly communication
You can download and use this editable example for your weekly module-level
communication.
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Individual communication with students
What does individual communication refer to?
In addition to module-level communication, students will need to interact with their lecturers
and should be able to ask questions about the module expectations, content, assessment,
etc. Individual communication is two-way communication between a lecturer and a student.

What are the minimum expectations from lecturers for individual
communication with students?
•

At a minimum, lecturers should be available to communicate with individual students via
email;

•

Lecturers should make their email address available to all students in their class; and

•

Lecturers should access and respond to emails within two workdays.

Some guidelines to consider in your individual communication with
students
•

To manage expectations, consider communicating to students the timeframe within which
they can reasonably expect a response from you via email.

•

If you get many similar questions from students, you can assume that there are other
students who are uncertain about the same things. Consider adding a brief ‘frequently
asked question’ section in your weekly module-level communication to clarify these issues.
Additionally, see if you can clarify the content or assessment instructions about which
students seem to be unclear or to upload additional resources that you can refer students
to in your weekly communication. This will limit individual emails from students.
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Resources included in this section:
•

Learning and Teaching Support

•

Technical support

•

Where to find information on training opportunities and consultation sessions?

Learning and Teaching Support
Faculty Teaching and Learning Offices
Teaching and Learning Managers
You can contact your faculty Teaching and Learning Manager for faculty-specific learning and
teaching enquiries:
FACULTY
Economic and Management Sciences

NAME AND EMAIL
• Ms Annari Muller
MullerA1@ufs.ac.za
• Mr Sivuyile Nzimeni
NzimeniS@ufs.ac.za

Education

Dr Bawinile Mthanti
MthantiBJ@ufs.ac.za
Ms Cheryl Jaftha
JafthaCBA@ufs.ac.za
Dr Jacques Matthee
MattheeJL@ufs.ac.za
Ms Elzmarie Oosthuizen
OosthuizenEM@ufs.ac.za
Ms Jackie Storer
StorerJA@ufs.ac.za
Ms Siphokazi Dlwati
DlwatiS@ufs.ac.za

Health Sciences
Law
Natural and Agricultural Sciences
The Humanities
Theology and Religion

Academic staff on the QwaQwa campus can contact the Assistant Deans in the respective
faculties for general QwaQwa-specific faculty guidelines on teaching, learning and
assessment.
Teaching and Learning Coordinators
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The Teaching and Learning Coordinators (TLCs) will continue to provide support to academic
staff on how to incorporate tutorials in their learning and teaching. This includes
communication with tutors, tutor training on how to use online e-tutorials and general queries
regarding A_STEP.
FACULTY
Economic and Management Sciences
Education
Health Sciences
Law
Natural and Agricultural Sciences
The Humanities
Theology and Religion
Qwaqwa: The Humanities & Education
Qwaqwa: EMS & NAS

NAME AND EMAIL
Sivuyile Nzimeni
NzimeniS@ufs.ac.za
Zaynab Mobara
MobaraZ@ufs.ac.za
Rolien van der Merwe
VandermerweCF@ufs.ac.za
Dineo Khoase
KhoaseDA@ufs.ac.za
Lubabalo Saba
SabaL@ufs.ac.za
Cebelihle Sokhela
SokhelaCH@ufs.ac.za
Rolien van der Merwe
VandermerweCF@ufs.ac.za
Letsela Motaung
MotaungLP@ufs.ac.za
Dinkeng Motaung
MotaungDN@ufs.ac.za
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Faculty learning designers
Learning designers support academic staff to use technology in their teaching and learning.
This includes support with any of the how-to documents referred to in the Teach On resources,
as well as support with using Blackboard and Questionmark.
FACULTY
Economic and Management Sciences

NAME AND EMAIL
Ms Nanette Mulder
muldern@ufs.ac.za
Ms Yoliswa Khumalo
KhumaloYDK@ufs.ac.za
Ms Mojaesi Phejane
PhejaneMMV@ufs.ac.za
Ms Linda Oduro
OduroL@ufs.ac.za
Ms Jani van der Merwe
VandermerweJ3@ufs.ac.za
Mr Heinrich Prinsloo
PrinslooH1@ufs.ac.za
Mr Refemetswe Setenane
SetenaneRV@ufs.ac.za
Ms Matlali Mthembu
MthembuMLC@ufs.ac.za
Mr Refemetswe Setenane
SetenaneRV@ufs.ac.za

Education
Health Sciences
Law
Natural and Agricultural Sciences
The Humanities
Theology and Religion
QwaQwa campus
Support Services

General Learning and Teaching Support provided by CTL
You can send an email to teachon@ufs.ac.za for all general learning and teaching support,
as well as with comments or questions about any of the resources in this guide. You can also
refer

students

to

the

#UFSLearnOn

campaign

for

student

resources

at

www.ufs.ac.za/learnon.

Training and consultation sessions
Information about all upcoming training and consultation sessions will be posted on the Teach
On Portal on Blackboard (you have to be logged into Blackboard before clicking on the link).
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Technical support
Blackboard Student Helpdesk
Password queries (including Blackboard passwords)
•

During office hours

•

Monday to Friday: 07:45 - 16:30

•

Contact details (office hours): 051 401 2442

•

Email: studentdesk@ufs.ac.za

After hours password queries (Including Blackboard passwords)
•

Monday to Friday: 16:30 - 24:00

•

Saturday/Sunday/University Holidays: 09:00 - 24:00

•

Public Holidays: 09:00 - 24:00

•

Contact details (after hours): 051 401 3994

•

Email: studentdesk@ufs.ac.za

Blackboard queries (access to modules/ Blackboard activities and materials)
•

Monday to Friday: 07:45 - 21:00

•

Saturday/Sunday/University and Public Holidays: 09:00 - 18:00

•

Contact details: 051 401 9452

•

Email: ehelpdesk@ufs.ac.za

Questionmark student helpdesk
During office hours
Monday to Friday: 07:45 – 16:30
Email: eassessments@ufs.ac.za
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ICT general information
General information page: https://www.ufs.ac.za/ict/ict-services-home/express-at-ict
How to get support via SolveIT
You can make use of the following:
•

Portal – SolveIT

•

Email – ufs@service-now.com

•

Call – +27 51 401 2000

SolveIT is accessible from desktop computers, tablets, smartphones, and other mobile
devices. Follow these steps:
1. Navigate to https://ufs.service-now.com/.
2. Log in using your UFS email address (username) and campus password.
3. Select Service Catalog to view all categories.
4. Select the relevant option.
5. If there are sub-options, select the relevant sub-options.
6. Complete each section of the page, then click Submit.
7. On the Incident page, if you have any additional comments or details you would like to
add, enter them in the additional comments text box.
8. If you would like your ICT Liaison or another colleague to keep an eye on your call, add
them to the Watch list and click Update.
9. Your request will be logged with ICT Servicedesk.
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Support and Response
Incoming calls: The agents will try to help you, while logging the incident on SolveIT.
Note – High call volumes create a waiting period, especially when your device is accessed
remotely.
Callbacks: If you logged an incident via email or through the SolveIT portal, an agent will call
you and try to help you over the telephone or via remote access.
Our call centre hours:
Monday to Friday from 07:45 until 16:30
Email
Servicedesk

no

longer

manually

answers

or

handles

emails

sent

to Servicedesk@ufs.ac.za address. Instead the call management system, SolveIT, will
receive the emails and automatically process the request based on the sender’s email
address. This means that if you log a call via email on behalf of someone else, the incident
will be logged on your name as it originates from your email address. When an email is sent
to ufs@service-now.com, ICT will categorise the task as either an incident or a request.
Call Us
You can call the ICT Servicedesk if you have an urgent incident that needs be dealt with
without delay or if logging an online call is not possible.
1. Call +27 51 401 2000 (extension 2000 from the campus office line)
2. You can select relevant options
o

For Servicedesk press 1

o

For Student desk press 2

o

For ICT Procurement press 3

Please also take note: ICT ServiceDesk will continue to make use of remote desktop support
to support you even if you are not on campus. ICT ServiceDesk staff are not allowed to install
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corporate software on personal computers, as this will result in a breach of contract that could
result in legal action against the UFS.
ICT staff must abide to the lockdown rules as set aside by the South African government and
will therefore not be allowed to travel to staff members homes to assist with hardware
problems.

________________________
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