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Please read the message below from Jeff Malanson, University COVID-19 Point of
Contact and Director of Strategic Planning and the Office of Academic Innovation:
 
 
*Please note that this message is being sent to all current regular faculty including, tenured, tenure
track, clinical, (continuing) lecturers, and visiting.  Chairs and Graduate Directors please forward to
LTLs and GTAs. 
 
 
 
Dear Colleagues:
 
I hope that you had a restful winter break.
 
As you make final preparations for the Spring semester, I wanted to share three resources with you
put together by faculty and staff across campus:
 

1. Model Classroom Seating Charts
2. Recommended Practices for Online and Hybrid Courses
3. Update on Classroom Technology

 
Model Classroom Seating Charts
This semester the university will again be requiring all instructors to create classroom seating charts
to support contact tracing efforts by the Indiana State Department of Health and the Allen County
Department of Health. Please upload a seating chart to a dedicated module labeled “Seating Chart”
in each Brightspace course where students meet in a university classroom for any part of the course.
Please make every effort to update these seating charts as course enrollments and participation
methods change.
 
Instructors may use the model seating charts (university login required) created by Special Events
for all general usage classrooms; instructors will need to create their own seating charts for all labs
and other specialized and departmental instructional spaces. Seating charts should clearly indicate
the course CRN, number, and title; the name of the instructor; the classroom; and the seating
arrangement of students in the course.
 
Please see Create Modules and Add Content in Brightspace for information on how to create a new
seating chart module and upload your chart.
 
Recommended Practices for Online and Hybrid Courses
In response to the Student Government Association’s Fall 2020 COVID-19 Impact Survey, the Fort
Wayne Senate’s Faculty Affairs Committee created a document detailing Recommended Practices

mailto:yoderj@pfw.edu
mailto:yoderj@pfw.edu
https://ind657.sharepoint.com/:u:/s/ScenarioPlanning/EYgwnDMeqNNLqCc4_7z9efEBvP9Y-DLeBUlPOYzHaBlk2Q?e=qzWONg
https://www.pfw.edu/offices/celt/brightspace/Create%20Modules%20and%20Add%20Content%20in%20Brightspace%202020_1.pdf
https://www.pfw.edu/committees/senate/documents/references/2020-21/SR20-15.pdf
https://www.pfw.edu/committees/senate/documents/references/2020-21/SR20-21.pdf


for Online and Hybrid Courses. If you are teaching an online or hybrid course, please review the
committee’s recommendations and consider adopting or adapting them for your courses.
 
Update on Classroom Technology
Throughout the Fall semester and continuing over winter break, ITS spent considerable time and
energy installing webcams and microphones in dozens of additional classrooms across campus.
Every ITS-supported classroom in ETCS, Kettler Hall, Liberal Arts, the Modular Classroom Building,
and Neff Hall now has a webcam and microphone installed that are capable of supporting the
livestreaming and recording of courses.
 
A flurry of activity in October and November meant that the ITS Classroom Technology spreadsheet
has not been fully updated, so please take a few minutes this week to check out your classrooms and
verify the current technology setup.
 
If you have questions about these recommendations, please don’t hesitate to let me know.
 
Take care, and welcome back!
Jeff
 
 
Jeffrey J. Malanson, Ph.D.
University COVID-19 Point of Contact
Director of Strategic Planning and the Office of Academic Innovation
Associate Professor of History
260-481-6026
malansoj@pfw.edu
pfw.edu/prepared
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