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Course First Aid Kit: Preparing for 
Disruptions to Digital Learning 

 
While we all hope technology will function perfectly for us from day-to-day – that is not 

thinking in realistic terms. We all know our Internet connections, technology learning 

platforms (like BlueJeans and Blackboard Learn), and home/local technology access will be 

put to the highest use it likely has ever encountered. This handout provides some 

suggestions for preparing a “course first aid kit” to have on hand should you need to adjust 

your delivery and communication methods. Just good practices for digital teaching! 
    

CONSIDER 

1. Simple Course Design 

Clear, simple course design with the same features and patterns from week to week (or topic to 

topic is similar in design and layout) 

a. Creates student familiarity and reduced cognitive load: focus on learning not tech tools 

b. Easier maintenance 

 

2. Disruption to Service Could Happen 

We encourage the use of various technologies (the right tool for the right job), but what will you 

do in the event of short- or long-term interruption of one or more critical systems: Blackboard 

Learn, Kaltura, BlueJeans, and/or WordPress or student bandwidth or tech problems? 

a. Visualize what steps you would need to take to run your courses using only the telephone and 

email for an unknown period. 

i. This is an extreme worst-case situation and likely will not happen, but it will help you 

focus on what to prepare and how to shape the items under Actions to Take. 

b. A more likely scenario involves you or some students being unable to access a feature or 

features of your course owing to: 

i. Internet policies of their country of residence (throttling, firewalls, limited access) 

ii. Bandwidth issues  

iii. Inadequate technology or inability to use technology 

 

3. Communicating Contingency Plans 

How will you communicate contingency plans to your students? 

How easily can you get that communication out to your classes?  
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ACTIONS TO TAKE 

1. Develop a Communications Strategy  

• Create Course Protocols that say what students should do in the event of system-related issues  

• Create a downloadable one-page course schedule  

 

2. Build your course content on your computer and/or cloud storage (P – Personal 

Network Drive) in file folders that match your Blackboard Learn courses  

• Update your local documents first - as you update the course 

• Update Blackboard Learn (Content Collection) via replace with same file name for updating 

• Ensure that these documents follow accessibility guidelines  

• Make content downloadable for offline use where possible 

• Export Blackboard Learn Course (do after each time you upload substantial content) 

• Export = content and NOT student work to your computer regularly  

• See # 1 under Blackboard Learn: Instructor DIY actions as it is far easier to import the file 

to rebuild a course than wait for finding it in backed up NIC files 

• Back up your Grade Center (if using) every time assignments/assessments are due See # 
9 under Blackboard Learn: Instructor DIY actions 

 

3. Archive your whole course  

• Archive = all content + student data and grades 

• Save to your P drive and your computer regularly  

• Do after students have submitted an assignment or done substantial contributions 

• See # 1 under Blackboard Learn: Instructor DIY actions 

 

 

4. Create a separate phone list for each course section 

• A safe place to put it is as an ungraded column in Grade Center  

• Find out time zones, good contact times (perhaps via introductory email)  

• Come into office to use office phone for contacting students 

 

 

5. Plan to Use Email in Outlook for Communication 

• Create distribution/group email lists (northislandcollege.ca) for each of your classes  

• Pull emails from Self-Service > Class Roster > Download  

https://teachanywhere.opened.ca/blackboard-do-it-yourself-actions/
https://teachanywhere.opened.ca/blackboard-do-it-yourself-actions/
https://teachanywhere.opened.ca/blackboard-do-it-yourself-actions/
https://teachanywhere.opened.ca/blackboard-do-it-yourself-actions/


Page 3 of 3 | Course First Aid Kit | Centre for Teaching and Learning Innovation | October 2020 
 

   

 

6. Locate all locally saved copies of Kaltura Capture videos and download any copies 

you do not have  

• Check for Local Copies: Open Kaltura Capture and go to “Manage” screen and Library to see all 

videos you have created  

• PC - C:\Users\<username>\AppData\Local\Kaltura\Capture\Recordings 

• Mac – /Users/<username>/Library/Preferences/Kaltura/Capture/ 

• From NIC MediaSpace https://video.nic.bc.ca/ or Blackboard Learn > Login > My Media > Select 

‘Pencil/Edit’ > Navigate to ‘Downloads’ Menu Item > Check Source File > Click ‘Save’ > Click ‘Go 

to Media’ > Details > Download > Actions > Download  

• If Kaltura was not accessible via Blackboard Learn or MediaSpace, upload videos to YouTube and 

provide a link to students 

 

 

7. Keep copies of notes or scripts for videos and slides or other visuals  

• Any scripts, notes, or written information you have about PowerPoint slide decks or videos, 
save, and use for sending to students if your videos or content is not accessible 

 
 
And breathe… 
 
These are just suggestions for consideration so that you are prepared for a possible disruption to your course. 
 
 
 

 

https://video.nic.bc.ca/

