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Information and Instructions: 

The welcome letter (usually sent via e-mail) provides a brief introduction to the course, important navigation instructions, necessary prerequisite knowledge and pertinent information regarding the online environment. The welcome letter also introduces the instructor(s) to the students. 

A warm and detailed message will help students become familiar with the instructor and the course, and will help ease any anxiousness about taking an online course. Students should get the feeling that you are accessible, you care about learning and are knowledgeable, approachable, and a real person. This letter helps to set the stage for continued, positive interactions between you and your online students.

This letter (sometimes called a “welcome announcement” or “welcome message”) contains orientation and “housekeeping” information that is often presented during the first day of a traditional, face-to-face course. 
· The welcome letter is usually separate from the course syllabus, which contains more detailed information about the course expectations, learning objectives, due dates, course policies, assignments and assessments. 
· Remember you will also be able to post getting started info, tips or links to navigational help on the course home page within the course management system (Canvas, Desire2Learn or Moodle). In Desire2Learn (D2L) instructors often use the News widget to provide this additional guidance. In other course management systems (like Coursera or Canvas) this may be called Announcements. Once students have gained initial access to the course, more detailed navigational help as well as directions to the first assigned tasks may be listed (for example, read the syllabus and post an online introduction). The last pages of this document provide several examples of initial News/Announcement messages.  

We are providing a template that you can edit to personalize and add your specific course information. A welcome announcement typically includes these items: 

· Name of the Course
· Instructor Name 
· Course Description (high-level)
· Format – fully online or blended
· Organization & Structure
· Contact Information & How to Contact the Instructor 
· Dates (start and end dates) 
· Estimated Time Commitment
· Textbooks or Required Resources
· Course Technology - technical requirements 
· Tips for Success and/or Next Steps
· How to Access the Course
· Support & Troubleshooting – Technical Assistance

Edit the content to customize as needed; add your individual and course information. Headers for the content and sample paragraphs are included; feel free to modify, edit or delete those as needed. You may also choose to rearrange the order of this information based on what works best for your own course. Be clear and as comprehensive and concise as possible. A well-crafted welcome message will save time in the long run for both you and your students and will successfully launch your online course. 

Greeting:
Introduce yourself, the course, and the purpose of this letter. You may also include an attention-getter or motivating statement. You may choose to link to or include more biographical information here; otherwise be sure to provide a little more background about yourself in an initial discussion forum. 

Welcome to NAME OF COURSE!
I am Dr. Jane Doe, the instructor for this course. I’m looking forward to this semester and to sharing some of the latest research in the field with you about XYZ….  

Please read this letter carefully, as it will address common concerns and questions. At the end of the letter there is a link to the course and information about how to log in. Once you log into the course, you can download and review the complete syllabus, which has more details about the course topics, assignments and schedule. This letter is an overview to the course and highlights some important logistical concepts. 

Course Description:
Provide a brief overview of what the course is about and how it will connect to their lifelong learning.
Some of the topics the course will cover will be infectious diseases, the ability to analyze the data of a scientific experiment, a section on genetics, as well as a section on ecology. The class will be diverse in nature and cover many physiological topics that will be useful for the non-science major. 

Format:
It is important to clearly state “this is an online course.” Be sure to explain if the course is fully online or if there will be any required in-person class meetings, for example, for a group presentation or final exam.
Because this is an online course we will not meet in person; our communication and coursework will take place through the course management system (details below) and via email.  Please be sure to use your UW-Madison email address for course purposes. Although the course is entirely online, we have designed activities and assignments to be interactive and help you to build connections with each other, and with me.  We are using a variety of techniques to allow you to explore and synthesize the course content, including readings, recorded lectures, discussion topics and group activities.
OR
There is ONE required session that will be conducted as a small group activity at a specific time; there will be several sessions available so you can schedule a time that is most convenient for you.  This session will be during Week 7 of the course (July 29-August 2). I will provide three different times that you can choose from to do your presentation and observe 3-4 of your classmates’ presentations. I will post more information about this on the News section of the course home page.

Organization & Structure:
Provide an overview of the course navigation and structure, high-level description of major projects or components of the course. Refer to the syllabus for complete details about the course expectations. 
Our course is organized into eight modules. In the content section of the course, you will find links to each module of the course. Each module will be open on Monday of each week. Assignments are labeled according to the day on which they are due. Check the appropriate module folder for information on assignments and refer to the syllabus for more complete details. 
OR
There is a modular structure for this course. Generally, each module consists of required readings and recorded lectures. You will be working on a project and paper throughout the course, and each module you will be assigned to complete a specific phase of this project. There are several discussion topics and peer reviews, one presentation and a recorded podcast/video.  

Assignments – Schedule – Grades: Much more detailed information is provided in the syllabus. Be sure to review the dates and expectations carefully.

There is a modular structure for this course; each module corresponds to one week of the course and will open on Tuesday mornings at 8:00 am. Each module consists of required readings, recorded lectures, homework problems and/or discussion or group activities. (Note: more detailed information about the course is in the syllabus, which can be accessed from the course orientation.) 

Teams: You will be assigned to an online group that will be your team for the duration of the course. Your team will participate in group discussions, where you will have the opportunity to synthesize and discuss what you have learned as you reflect on topical issues.  You will also work with your team regularly to discuss the course concepts and practice problems.  

Contacting the Instructor: 
Include your preferred method to be contacted, also list office hours and expected timeframes for responses. Consider weekends and holidays and how you will manage responses.
While this is a web-based course, I am easily accessible. The best way to contact me is by email. My contact information is included in the syllabus, posted on the course website, and included below. You should expect a response within 1 business day. (Please note: Saturday, Sunday, and holidays are NOT business days.)
OR
I normally check email several times per day, and I will respond to your email as quickly as possible. I will, at a minimum, make every effort to respond to email within 24 hours.
OR
Please post general questions about the course on the “Ask the Instructor” discussion within the course. If you have questions of a personal nature, feel free to contact me directly through either email or phone.  
AND
Email: Your_email_address_wisc.edu
Phone: Your office number
Office Hours: Tuesdays from 11:00 am -12:00 pm and Thursday evenings from 5:00-6:00 pm. 
Also by appointment. (Office hours may be conducted via phone or web conference).
Note: If you offer face-to-face office hours, be sure to include your location. 

Dates and Time Commitment: 
This course occurs for the duration of the 8-week summer session, from June xx, 2018 to August x, 2018. 

While your online course experience will feel different than a traditional classroom experience, we have kept the structure, integrity and rigor of the course as we adapted the activities and the schedule to fit into the summer session. You should plan to spend 9-12 hours per week on this course.

There are FIRM deadlines scheduled throughout the summer session. Although we (students and instructor) are not tied down to specific times of day, we will adhere to a weekly schedule that includes many activities, including discussions, assignments, etc. Review the schedule included in the syllabus; pay careful attention to deadlines. 

Textbook or Required Resources: 
This information should also be included in the syllabus.  
In order to complete all of the assignments, you'll need to have the textbooks for the course.  The textbooks (citations on the syllabus) are in stock at the bookstore, or you may choose to purchase them online at the university or another bookstore.  Be sure to acquire a copy of the textbooks so that you will have them in time to complete the first reading assignments; check the syllabus for Reserve readings available via the “Library/Reserves” link in the course. Check the syllabus for reading due dates.  
OR
 In order to complete all of the assignments, you'll need to have the textbooks for the course.  Please refer to the UW Textbooks Module for this course.  Be sure to acquire a copy of the textbooks so that you will have them in time to complete the first reading assignments.

Course Technology: 
List any and all technical requirements for the course in one place. (For example, do students need a special calculator or software?)  Modify the list below to meet your needs. 
· Be sure you have access to a reliable computer and Internet access. Make a backup plan for how to access the course if you have equipment or connection challenges or failures.  (For example, if you are on campus you may be able to borrow laptops from multiple campus locations; free WIFI is available in most campus buildings.) Some online activities or assignments may not work on mobile devices like a cell phone or tablet. Be sure you have access to either a desktop or laptop computer. 
· All students in this course must have frequent, almost daily access to the Internet. High-speed access is not a requirement but is highly recommended.
· A word of caution: if you are using a dial-up modem, you may find Internet-based courses particularly challenging/frustrating due to the slowness of the technology. If you are using dial-up, I suggest you try out all the features of the site to see if the Internet class format will work for you.
· You must use your UW email account for communicating with me and with other students in the course. There are many technical reasons for this email policy. Please manage your campus mailbox to ensure it does not become full.
· The (Desire2Learn/Moodle) course management system is a REQUIRED component in conducting the course. All students are expected to regularly use and monitor the (Desire2Learn/Moodle) site in order to participate in class activities. Unless otherwise noted, all materials submitted to me will be submitted via (Canvas/Desire2Learn/Moodle). You must use (Canvas/Desire2Learn/Moodle) regularly to keep up with the announcements and to complete the assigned activities. 
· Instructions for how to access the course are at the end of this letter. 

Next Steps or Tips for Success: 
Explain how to be successful in the course and the online environment. Several examples from three different online courses are provided, below. Feel free to mix and match and adapt whatever works best for your course. 

Example 1: Next Steps: Following are a few things you can do right away: 

· I recommend you start by reading the Course Information and Course Schedule Policies posted in the Content Area under "Course Orientation” in the content. These documents cover most aspects of the course and will give you a good start to success. If you have never taken an online course before be sure to review the course orientation.
· If you have any questions about the course that are not fully explained in these documents, please post your questions to the "Raise Your Hand" topic in the Discussion Area. If another student has the same question, or knows the answer to your question, please share that information. I will monitor the Q&A discussion forum for new messages, but don't be surprised if another student replies before I do. I encourage it.
· Most importantly, print out and read the Syllabus for a summary of important activities and deadlines.  You are expected to refer to this document throughout the course to ensure you complete all the activities in the time allotted. You are expected to complete the weekly discussions and the variety of activities I've provided each has assigned point values that will contribute significantly to your grade.

Example 2: It is important to remember that: 

· That there is no time spent in class does NOT mean less work. You may find that the time spent in online activities will be considerable, but it is expected that your active participation will enhance your learning. 
· Learning is not a spectator sport. You are expected to take the responsibility to actively use the online learning material and to manage your time so that you complete assigned reading and online activities within the timeframes assigned. It is essential that you respect the time constraints of your classmates and post your responses by the deadlines so that you and your classmates can respond to one another. 
· The online environment will allow you to delve into topics to a greater degree than you would in a classroom. And this environment will provide you with more flexibility by allowing you to do more of your work from home and to complete online learning activities at times that best suit your schedule and learning preferences. The expertise you develop in online learning will surely carry over into other areas of your personal and professional life. 

Example 3: NEXT STEPS: 

· Test your access to the course; see the next page for complete instructions on how to locate and login to the course. 
· Review the course syllabus. The syllabus is available from the course content page.
· Obtain the required calculator and textbooks.
· [bookmark: h.gjdgxs]Make sure you have a basic understanding of how to use Canvas/Desire2Learn/Moodle. If you have not previously used Canvas/Desire2Learn/Moodle, use the links provided on the next page to review tutorials and get familiar with the technology. (We will provide more detailed information and instructions about how to use other tools in the course, for example how to participate in online discussions or complete an online quiz.)
· The course schedule is included in the syllabus. Review and print the course schedule. You may want to post the schedule on your refrigerator or some other location that you will see frequently.  Keep in mind, the schedule may be modified slightly as the course progresses. It is your responsibility to stay abreast of the course requirements and scheduled assignments, by spending time in the online course space. 
· Read this brief article: What Makes a Successful Online Student?  (from the University of Illinois).
· Finally, you may wish to take an Online Course Readiness Assessment, to help you decide whether an online course will suit your skills and personal learning style. 

Conclusion:
Provide a positive ending and reiterate your preferred method of contact for questions.
On the next page you will find a link to the course and instructions for how to login. I look forward to collaborating online and hope you will find this course and format to allow for both personal reflection and group knowledge creation. If you have any questions, please email me at jane.doe@wisc.edu. 
Sincerely, 
Jane Doe, Ph.D. 

How to Access the Course: 
Provide an overview of how to enter the course and how to get started. Include simple instructions to help students locate and access your course. Remember to refer or link to existing Knowledge Base documents whenever possible. Some of your students may not have taken an online course before, and some may not have experience with a course management system like Canvas, D2L, or Moodle.  

Following is a Canvas Example:

We invite you to take these five steps to begin the journey so you can collaborate with your course colleagues: 

1. Login to our online course space

We are using the Canvas course management system. Log in with these simple steps:
· Accept the invitation to join the Canvas course. Here are the directions: https://kb.wisc.edu/helpdesk/page.php?id=62629
· Click on the course name to launch the course: PROVIDE NAME OF COURSE AND LINK TO IT.

2. Read the message in the course Announcements.
One announcements is posted that provide important information and includes a video overview: PROVIDE LINK TO ANNOUNCEMENT 

3. Consider this Canvas training.
If you are brand new to Canvas, we suggest taking this brief Canvas Student Training Course.

4. Participate in the Course Orientation
PROVIDE A LINK


Example  (using some of the template ideas):

Welcome to Kinesiology 361: Motor Learning and Performance!

I am Dr. Andrea Mason, the instructor for this course. I want to take this opportunity to welcome you all to Motor Learning and Performance.  I hope you will find this topic as interesting and stimulating as I do!  I'm very much looking forward to teaching you this semester, but more importantly to learning through your everyday experiences and examples

Please read this letter carefully, as it will address common concerns and questions. At the end of the letter there is a link to the course and information about how to log in. Once you log into the course, you can download and review the complete syllabus, which has more details about the course topics, assignments and schedule. This letter is an overview to the course and highlights some important logistical concepts.
 
Course Description:
This course is designed to introduce you to major concepts within the fields of motor performance and learning.  The first section provides an introduction to methods used in the study of motor control and learning and focuses on theories of information processing and attention.  The second section provides an overview of central and sensory contributions to the control of movement and the control principles underlying simple movements such as aiming, grasping, and bimanual coordination.  The final section uses a behavioral approach to study the roles of practice and feedback in learning and the learning process.  The labs are designed to illustrate and reinforce concepts introduced in lectures.
 
Format:
Because this is an online course we will not meet in person; our communication and coursework will take place through the course management system (details below) and via email.  Please be sure to use your UW-Madison email address for course purposes. Although the course is entirely online, we have designed activities and assignments to be interactive and help you to build connections with each other, and with me.  We are using a variety of techniques to allow you to explore and synthesize the course content, including readings, recorded lectures, discussion topics and lab activities.
 
Organization & Structure:
Our course is organized into eight modules.  In the content section of the course, you will find links to each module of the course.  Each module will be open on Monday of each week. Assignments are labeled according to the day on which they are due.  Check the appropriate module folder for information on assignments and refer to the syllabus for more complete details.
 
Contacting the Instructor:
While this is a web-based course, I am easily accessible. The best way to contact me is by email. My contact information is included in the syllabus, posted on the course website, and included below.
I normally check email several times per day, and I will respond to your email as quickly as possible. I will, at a minimum, make every effort to respond to email within 24 hours.
 
Email: amason@education.wisc.edu
Phone: 608-262-9904
Office Hours: Tuesdays from 11:00 am -12:00 pm and Thursday evenings from 5:00-6:00 pm office hours will be conducted via <tool>.
I am also available via phone or web conference by appointment.  Please e-mail me to arrange a time that is mutually convenient.
 
Dates and Time Commitment:
This course occurs for the duration of the 8-week summer session, from June 15, 2015 to August 9, 2015.
While your online course experience will feel different than a traditional classroom experience, we have kept the structure, integrity and rigor of the course as we adapted the activities and the schedule to fit into the summer session. You should plan to spend 9-12 hours per week on this course.
 There are FIRM deadlines scheduled throughout the summer session. Although we (students and instructor) are not tied down to specific times of day, we will adhere to a weekly schedule that includes many activities, including discussions, assignments, etc. Review the schedule included in the syllabus; pay careful attention to deadlines.
 
Textbook or Required Resources:
A textbook is not required for the course, however we recommend purchasing the following book as a resource:

Magill, R. (2014) Motor Learning and Control: Concepts and Applications (10th edition). McGraw-Hill
 
It is available for purchase at the University Bookstore
 
Required Lab Material: Labs will be available for printing on Canvas.  Please ensure that you have read each lab before you plan to complete the lab activities. Certain labs require you to collect items from around the house and will require some preparation.  Knowing what you need will allow you to efficiently complete the lab.
 
Course Technology:
·  Be sure you have access to a reliable computer and Internet access. Make a backup plan for how to access the course if you have equipment or connection challenges or failures.  (For example, if you are on campus you may be able to borrow laptops from multiple campus locations; free WIFI is available in most campus buildings.) Some online activities or assignments may not work on mobile devices like a cell phone or tablet. Be sure you have access to either a desktop or laptop computer.
· All students in this course must have frequent, almost daily access to the Internet. High-speed access is not a requirement but is highly recommended.
· A word of caution: if you are using a dial-up modem, you may find Internet-based courses particularly challenging/frustrating due to the slowness of the technology. If you are using dial-up, I suggest you try out all the features of the site to see if the Internet class format will work for you.
· You must use your UW email account for communicating with me and with other students in the course. There are many technical reasons for this email policy. Please manage your campus mailbox to ensure it does not become full.
· The Desire2Learn course management system is a REQUIRED component in conducting the course. All students are expected to regularly use and monitor the Desire2Learn site in order to participate in class activities. Unless otherwise noted, all materials submitted to me will be submitted via Desire2Learn. You must use Desire2Learn regularly to keep up with the announcements and to complete the assigned activities.
·  Instructions for how to access the course are at the end of this letter.
 
Next Steps:
· Test your access to the course; see the next page for complete instructions on how to locate and login to the course.
· Review the course syllabus. The syllabus is available from the Canvas course content page.
· Make sure you have a basic understanding of how to use Canvas. If you have not previously used Canvas, use the links provided on the next page to review tutorials and get familiar with the technology. (We will provide more detailed information and instructions about how to use other tools in the course, for example how to participate in online discussions, complete an online quiz, or access the software required for the labs.)
· The course schedule is included in the syllabus. Review and print the course schedule. You may want to post the schedule on your refrigerator or some other location that you will see frequently.  Keep in mind, the schedule may be modified slightly as the course progresses. It is your responsibility to stay abreast of the course requirements and scheduled assignments, by spending time in the online course space.
· Read this brief article: What Makes a Successful Online Student? (from the University of Illinois).

On the next page you will find a link to the course and instructions for how to login. I look forward to collaborating online and hope you will find this course and format to allow for both personal reflection and group knowledge creation. If you have any questions, please email me at amason@education.wisc.edu.

Sincerely,
Andrea Mason, Ph.D.


[image: Creative Commons License] 

Welcome Letter Template by University of Wisconsin - Madison is licensed under a Creative Commons Attribution-NonCommercial 4.0 International License.

image1.png




