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TIMES ARE TOUGH ...

BUT YOU ARE

TOUGHER
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Hello
We’re glad you’re here. For many of you, this might 
be the first time you’ve ever had to teach remotely. 
You might feel a little uneasy or out of your element. 
Maybe even a little overwhelmed. All that is perfectly 
normal. Here’s the good news: We’re here to help.

At WGU, our faculty members have been teaching 
remotely for years. As a nationally recognized online 
university, it’s what we do. So we’ve created this 
Remote Teaching Handbook just for you. In it, you’ll 
find tips, tools, and resources to help you embrace this 
new challenge. So don’t worry. You’ve got this. 
You’re a teacher.

– The Faculty at WGU
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CHAPTER

TEACHERS
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10
Important Things
to Remember

1. Don’t judge yourself.
2. This is only temporary.
3. Not all students will have the 
 technology they need.
4. Create a schedule, and stick to it.
5. Don’t forget to stretch.
6. Students will still need one-on-one time.
7. Set deadlines, but be flexible.
8. If you’re motivated, they’ll be motivated.
9. Test your technology early.
10. You’re not alone.
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CREATE YOUR

S P A C E
Before you can start teaching remotely, 
you’ll have to prepare the most ideal space. 
So if possible, make sure it’s quiet and 
separate from your daily life.
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1.  Set up your computer 
  where you’ll get sufficient light. 

2.  Find a comfortable chair. 

3.  Keep supplies at arm’s reach.

4.  Get a plant.
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COMMUNICATE
LIKE A BOSS
Think about how you want to communicate 
with your students. Email. Chat. Phone. 
Online office hours. It’s up to you. But once 
you choose, keep it consistent.
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COMMUNICATE
LIKE A BOSS

Don’t swamp your 
students with emails.

Encourage discussions 
outside of class.

Keep a positive tone. 
Everyone is in this together.

Set expectations through 
weekly announcements.

Discourage reply-alls.

Ask students for feedback.
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Get a routine
To stay sane, it’s important to keep 
a work-life balance. Otherwise, you’ll 
feel chained to your workspace. But 
when you are going to work, have a 
plan of attack to mentally prepare 
you for the day.
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Try this routine:
MORNING

MIDDAY

EVENING

Check and answer emails. 
Grade student work.

Track student progress.
Get up and stretch.

Read, research, or review your day.
Put your feet up and relax.
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SET SOME

NET IQUETTE
Every classroom has rules. 
An online class is no different. 
Here are some that can help.
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NET IQUETTE
1.   NO YELLING. Tell your students not to use ALL CAPS.

2.   No class clowns. Humor doesn’t translate in this setting.

3.   Don’t abuse the chat box. It’s for questions, not passing notes.

4.   Try finding the answer first.

5.   Grammar still matters. Proofread before sending.

6.   Think before you type. You can’t unsend something.

7.   Be kind and professional.

8.   Respect everyone’s privacy.
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LECTURE TIME
Now that we’ve given you some ground rules 
for setting up your online class, we can’t forget 
about actually teaching it.
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LECTURE TIME

Rehearse at least once. 

Close all windows on your 
desktop that aren’t related 
to class.

Keep your normal pace, 
but check in frequently.

Show yourself. Students will 
enjoy seeing your face.
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LET YOUR STUDENTS

EXPLORE
You won’t be teaching all day, but that doesn’t 
mean your students won’t need additional 
stimulation. Luckily, there are a ton of resources 
out there for your students to engage with, 
like museum tours, reading groups, math 
games, and exercise classes.
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LET YOUR STUDENTS

EXPLORE
Here are some links you can suggest 

to get your students started.

Storyline Online: Kids’ books read out loud.

ReadWriteThink: Grade specific games and activities. 

National Geographic: Science experiments and study guides.

Bedtime Math: Makes math part of a family routine.

Scholastic: Activities to keep kids reading, thinking, and growing.

The Body Coach: Exercises for kids to do at home.

https://www.storylineonline.net/
http://www.readwritethink.org/parent-afterschool-resources/
https://www.nationalgeographic.org/education/classroom-resources/learn-at-home/
http://bedtimemath.org/
https://classroommagazines.scholastic.com/support/learnathome.html
https://www.youtube.com/playlist?list=PLyCLoPd4VxBvPHOpzoEk5onAEbq40g2-k
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TOOLS OF THE

TRADE
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It should come as no surprise that you’re 
going to need some new tools and software  
to conduct an online class. Here’s the good 
news: Many of them are available to 
download for free. The items listed are just 
suggestions. You don’t need all of them,
but they help.



20

A
D

D
IT

IO
N

A
L TOOLS 

OF THE

TRADE

Screen-Recording Software
Record your lesson for future reference. 
Zoom is free for that.

Virtual Whiteboard
For subjects like science and math, 
it helps students see how you arrived 
at the answer. Groupboard offers it 
for free.

Document Collaboration
If students need to work together,
Google Docs works best. It’s free too.

Headset
It’s better than internal speakers for 
clear communication. Here are 
some reviews.

https://zoom.us/ent?zcid=2582
https://www.groupboard.com/products/
https://www.google.com/docs/about/
https://teachandgo.com/blog/headsets-online-classes/
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CHAPTER

PARENTS
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Parent Corner
First things first. There will be technology hiccups. 
Communication failures. Hurt feelings. It won’t run 
smoothly at first. The faster you accept this, the easier 
it will be when dealing with them. Most importantly, 
give yourself a break. You’re doing the best you can.



23

Need 
a place 
to start?
As a parent, balancing your 
work responsibilities with home 
schooling is challenging, but 
it helps to establish a schedule 
that allows children structured, 
independent learning time. 
Here’s a schedule that might 
help you organize your child’s 
day. Use some or all of it, and 
see what works for you.

Homeschooling Schedule

Wake upBefore 9:00 AM

Lunch12:00 PM

Dinner

Phys ed9:00 – 10:00

Academic time10:00 – 11:00

Academic time2:30 – 4:00

Afternoon fresh air4:00 – 5:00

5:00 – 6:00

Free time6:00 – 8:00

Quiet time1:00 – 2:30

Creative time11:00 – 12:00

Chore time12:30 – 1:00

Bedtime8:00

Eat breakfast, make your bed, get dressed, 
put PJs in laundry

Family walk, online exercise class, or yoga

Lesson from teacher, flash cards, or journal

Draw, craft, play music, bake, or Legos

Read, puzzles, nap

iPad games, educational shows

Reward good behavior with later bedtime

Movie night, story time, dance party

Wipe kitchen counters, water plants, 
load dishwasher, empty trash
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Managing Work-Life Balance 
While Stuck at Home

Tips for Working From Home With Kids

5 Tips From a Psychologist to Tolerate 
Coronavirus Anxiety

Meditation and Mindfulness Tips

HERE ARE A FEW RESOURCES:

Congratulations, you’ve been promoted to 
parent, teacher, and working professional. 
During this time it can be incredibly challenging 
to preserve a sense of normalcy and calm, 
even when it feels physically impossible. 
The good news is that there are strategies 
and resources available to help. Remember, 
we’re in this together.

https://www.wgu.edu/blog/managing-work-life-balance-while-stuck-at-home2004.html
https://www.wgu.edu/blog/managing-work-life-balance-while-stuck-at-home2004.html
https://www.vox.com/identities/2020/3/25/21193142/coronavirus-covid-19-kids-work-from-home-child-care-school-cancellations
https://www.psychologytoday.com/us/blog/the-race-good-health/202003/coping-strategies-parents-and-families
https://www.psychologytoday.com/us/blog/the-race-good-health/202003/coping-strategies-parents-and-families
https://www.latimes.com/lifestyle/story/2020-03-24/meditation-tips-coronavirus-crisis
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ADVICE FROM TEACHERS

“Let your kids get bored. It’ll keep 
them motivated to learn.”

“Give your children some freedom. 
You’ll be impressed with their own
organizational skills.”

“Don’t overdo it. Two hours of 
learning a day is all kids need.”

“Encourage reading every day. 
It will keep them on track and 
give parents a break.”

“Emphasize language and math. 
The fundamentals are the 
most important.”
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HOW TO TALK TO YOUR KIDS

ABOUT THE VIRUS
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With all the change 
and uncertainty, your kids 
are going to have questions.

Ask them how they feel. 
Let them talk and get it all out.

Make them feel safe, but be truthful.

Teach them everyday actions 
to reduce the spread of germs.

For more insight, check out this 
Just for Kids Comic from NPR.

https://www.npr.org/sections/goatsandsoda/2020/02/28/809580453/just-for-kids-a-comic-exploring-the-new-coronavirus?fbclid=IwAR3tKRg6Du3xU17qQL5n4i8fnEcgZ-WPOlBYaRuFld8Ktx5ERklt0U8-irU.
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WGU “HEY, TEACH!” BLOG

While this handbook is a good start, we have so much more to 
share on our blog. It was created for K–12 educators, but parents 
will also find helpful tips and articles. Sign up for the newsletter, 
and we’ll keep you up to date on the latest news, resources, and 
advice on how to adjust to today’s new normal. 

One final thought: 
You can’t do it all, but together we can do our best.

https://www.wgu.edu/heyteach.html
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