
THE SPOTLIGHT   1  

 

The mission of the CETL is  

 to promote excellence in teaching, 

 to assist in the pedagogical and  
professional development of SFU 
faculty, and 

 to encourage the integration of  
appropriate technology to enhance 
teaching and learning.  

Why Faculty and Staff Should Use 

Google Calendar  

     A typical weekday for many 
working individuals consists of 

waking up early (or late depending 
on how many times you hit snooze), 

rushing to get a shower, and driving 
to work. You might also have to get 

the kids ready for school, and if 
there is time, grab some breakfast 
or coffee on the go. Once you arrive 
at work, you dive into replying to 

email, preparing for meetings or 
class, and texting your family that 
you forgot to defrost the meat for 

dinner. You probably have good 

intentions to work on long-term 

projects, but will get interrupted 

with more urgent issues. Once you 
leave work you will have to figure 

out alternative dinner plans, take 
the kids to sports or clubs, stop by 
the pharmacy, and return the phone 

call to the person who left you a 

voicemail last week.  

     Are you feeling stressed from 
reading this and thinking about your 
daily or weekly routine? When life 

seems too busy, you need a way to 
stay organized and manage your 

time. Google Calendar helps me 
track upcoming events and manage 

work and home life. Maybe it can 
help you. Here are some reasons 
why I encourage everyone to use 

Google Calendar: 
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1. View Multiple Calendars at Once 
     I can view my work calendar, 

personal calendar, and department 
calendar all at the same time in 

Google. I created a separate home 
calendar to track personal events 

such as doctor appointments, sports 
games, band practice, birthdays, 
trips, and visits with family and 
friends. With Google Calendar I can 

view my personal calendar 
simultaneously with my work 
calendar and make the two calendars 

different colors to distinguish events. 

I can also view shared calendars such 

as department calendars and 

coworkers’ calendars.  

2. Plan Ahead 

     Many people are familiar with day 
view, week view, and month view in 
Google Calendar. My favorite format 

is 2-week view. I can look ahead to 
plan the current week and next week. 

This is especially helpful if I have a 
large project coming up and when  

planning my upcoming week on 
Friday. Add the 2-week view from 

Do you ever feel overwhelmed with the amount of events and tasks 

you have for work and home?  By Briana Keith 
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Settings > View Options > Set Custom 
View.  

3. Find a Time to Meet 
     Google lets me see when 

coworkers are free and busy. Instead 

of sending a Doodle poll asking when 

people are available, click “Find a 

Time” when creating an event. This is 

why it is helpful for everyone at the 
University to add meetings, class 
times, and appointments to their 

work calendar. Google Calendar also 

helps streamline work my by 

allowing me to reserve a conference 
room within the calendar. 

 

4. Manage Projects and Tasks 
     When I need to send an email by 

a certain day, print a document 
before a meeting, or post materials 
in Canvas I add it to my task list on 
Google Calendar. Adding tasks to 

my calendar assigns the task a due 
date and creates a visual reminder 
to myself. I have found using the 
tasks on my Calendar to be more 

efficient than writing reminders on 

post-it notes. Since I am in the habit 

of looking at my calendar multiple 

times per day, I know I will see 

reminders and tasks posted there. 
Tasks also help me break large 
projects into smaller parts. If an 

event is happening next month, I 

add multiple smaller tasks to my 

calendar each week to prepare. 
 

5. Sync to My Phone 
     Google makes it easy to access my 

calendar while on the go with the 
Google Calendar mobile app and the 
ability to sync my Gmail account with 
the native calendar app on my 

phone. I use the mobile app to add 
events to your personal calendar 
from home, check the location of a 
meeting while walking between 

buildings, add tasks while I am at a 

meeting, or check my calendar for 

the upcoming day. If I plan to be out 

of the office for a day or two, I can 

use Google Calendar’s new Out of 
Office feature. When I schedule an 
Out of 

Office 

event on 

my calendar, new and existing 
meetings during that time will be 

automatically declined. This is 

different than the out of office email 

reply, but helpful if I receive a lot of 

appointment requests.  

     I hope you find the Google 

Calendar as helpful as I have in 

organizing my work and home life. 
The calendar can be a beneficial tool 

for managing time and projects. As 

more employees keep their work 
calendars updated it will be easier to 

communicate and find a time to 
meet. 

CHALLENGE  
YOUR  
MIND 
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    Instructional video is becoming 
more necessary in today’s college 

course. It reinforces the instructor’s 
presence, especially in an online 
setting, while also matching the 

needs and expectations of today’s 

Gen Z student.  With free tools such 
as Canvas’ recording tool, Screencast
-O-Matic, and BigBlueButton, 

instructional videos are easier than 

ever to create. But how do we 

ensure they are effective and 
compete with the endless videos our 

Gen Z students have at the 

fingertips? Here are 5 tips to help 

make your instructional video more 
effective and attractive to your 

students.  

1. Keep it Short 
     Simply put, the longer your video, 

the less likely a student is to watch 
the entire thing. So how long is too 

long? A study in 2014 by Philip Guo 

and his colleagues at MIT found that 
the median engagement for videos 
less than 6 minutes was close to 

100%. As the videos lengthen 
beyond 6 minutes that median 

number began to drop rapidly, 
reaching approximately 50% near 

the 9-minute mark. 
Chunk your 

content into 
manageable 

sections allowing 
enough time to 
cover the key 
concepts and 

details, but not 
extending the 
video to a point where students will 
lose interest. Two or three short 

videos are more engaging for 
students than one long video 
(Brame). 

2. Outline but Don’t Script 
     It’s not uncommon for an 

instructor to write out an entire 
script before shooting their video. 
While having a plan is necessary, 

reading word for word from a script 

can seem very artificial. Plan an 
outline instead. Map out your key 
concepts, transitions, and even 

specific questions you want to ask in 

the video, but don’t plan every 

word. Using a conversational tone 
feels more personal, and has been 

shown to lead to higher 

engagement with students. This 

style, known as the personalization 
principle, develops a sense of 

partnership and connection from 

student to instructor, which leads to 
more engagement and effort 

(Brame). 
3. Use Guiding Questions 

     Just as it would in a traditional 

classroom conversation, a leading 
question can help guide students in 
finding the right answers on their 

own. Pose a question early in your 
video that will have students 

listening for key concepts down the 
road. Possibly include it with any 

lesson goals or 
objectives you 

have. When 
students know 

what to look for, 
they are far more 
likely to find it 
(Brame). 

4. Make it Look 
Good 

     Michael Smedshammer, an 
instructional designer at Modesto 

Junior College, writes about the 
importance of making your video, in 
particular videos of yourself, look 
appealing. If you’ll be appearing in 

the video make sure you lose the 
headset. It distracts from your 

appearance, and with most 
webcams, it’s not needed for audio 
quality. Then, make sure the webcam 
is positioned slightly above eye level. 

Next, find the right location. Choose 
a professional setting such as your 
home or work office and be sure to 
clean it up. Place your back to a 

neutral wall while avoiding windows 

and lighting from behind as they’ll 
cause a glare. Be sure to look right 

into the lens of the web camera. 

Avoiding the webcam can give off a 
sense of avoidance. Finally, be sure 
to smile. Smiling makes you look and 

sound better to the audience. 

5. Use Visual Cues 

     Visual cues may sound redundant 
when creating an instructional video, 

but they are important in directing 

audience attention. If the video is of 

yourself, be sure to add models and 
examples when appropriate, 

presenting them clearly to the 

camera. If the video is of your screen, 

make sure your audience can follow 
along. Highlight important areas of 
text or showcase graphs and models 

as you speak about them.  A contrast 
in color, a highlight, or movement on 
the screen will help direct the 

attention on the student allowing 

them to focus more clearly on the 
concept at hand. 

     Incorporating some or all of these 
tips into your next instructional video 

will help increase engagement and 
interest from your students. If you 

would like help in creating an 
instructional video, please stop by 

the CETL at any time for assistance. 
 
References: 

Brame, C.J. (2018, May 07). Effective educational videos. Retrieved 

October 16, 2018, from http://cft.vanderbilt.edu/guides-sub-pages/

effective-educational-videos/ 

 

Smedshammer, M. (2017, March 20). 10 Tips for Creating Effective 
Instructional Videos. Retrieved October 16, 2018, from https://

www.facultyfocus.com/articles/teaching-with-technology-

articles/10-tips-creating-effective-instructional-videos/ 

5 Tips for Effective Instructional Videos 
By Ryan Knee 
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     At the beginning of October, I 
hopped into my red Rav4 and took a 
trip down Route 70 to Rockville, MD 

and the UPCEA Regional Conference.  

UPCEA, the University Professional 

and Continuing Education 
Association, supports institutions 

that provide many forms of 

continuing education, including 

graduate, workforce development, 
credentialing, adult education, and 

online programs. I wanted to know 

more about the challenges facing 

higher ed and how institutions are 
responding to them.  Here are my 

four take-aways from the 

conference.  I don’t think any of 

these will surprise you, but the 
background information might. 

1. The needs of the workforce are 

changing.   

2. The demand for Alternative 

Credentialing is steadily 
growing. 

3. Our pedagogy must be 

advancing and adapting. 

4. It’s all about relationships. 

     Jim Fong, Founding Director of the 

UPCEA Center for Research and 
Strategy, shared a lot of compelling 
information, but two points really 
stood out for me.  One is a 

prediction that the average Gen Z 
worker will have 17 different 
employers and 5 careers throughout 

their working lives.  The other is the 

fact that many well-respected and 

successful companies including 

Google, IBM, Apple, Penguin 
Random House, Hilton, Bank of 

America, Lowe’s and Home Depot 

are dropping degree requirements 
for many of their positions.  Some 
are even creating their own 

certificates.  

     Whether an individual begins 
with an undergraduate degree or 
not, clearly this new environment 

will compel workers to expand their 

knowledge and skills on an ongoing 
basis, and most will be working 

fulltime while doing so.  Learners 

will not have time to dedicate to 

learning in large chunks as is 
currently required for a degree.  
Instead, learning will be in smaller 

segments and will focus on specific 
outcomes.  Credentials will be 
accumulated over time and will be 
acquired from all kinds of providers.  

Already companies such as Credly 
are positioning themselves to 

provide a centralized system to 
store, manage, and verify 

credentials for this mobile 
workforce of diverse experiences 

and education. 

     If higher ed wants to be a player 

in this arena, we must adapt in 
many ways, including our pedagogy.  

Gen Z is the first generation of 
“phigitals” – individuals for whom 

there is no distinction between the 
physical and digital world.  The use 
of technology is not an 

enhancement for them, it is a 

foregone conclusion.  And, their 
approach to learning is different 
because they have grown up in a 
world where knowledge is freely 

available via the Internet.  I saw an 

example of this one evening while 

watching Shark Tank, when a young 
entrepreneur stated that she taught 

herself how to bake at the “School of 

Google and YouTube.”  This type of 
self-determined learning, or 
heutagogy, will influence how and 

when individuals will be looking for 
and earning degrees and/or 

credentials, and our teaching must 
evolve to accommodate that reality.     

     After three days of sessions and 
many ad hoc discussions, I came 
away from the conference absolutely 

certain that we will not be able to 

meet the needs of Gen Z and the 

workplace without building strong 
relationships.  According to one 
conference presenter, when higher 

ed administrators were asked if 
higher ed is effectively preparing 
graduates for the workforce, 87% 
responded yes, while only 10% of 

employers agree that we are.  This 
represents a huge disconnect 

between those who are making 
decisions about what higher ed 

offers compared to those who are 
employing our graduates.  This tells 

me that we need to engage business 
and industry in collaborating with us 

to develop curricula that is relevant 
to their needs.  And we need to draw 

upon the expertise and resources of 
organizations like UPCEA who can 

assist us with strategic planning, 
research, benchmarking, and 
networking.  We also need to engage 

across units within the university, to 

identify, share, and implement best 
practices and to develop standards 
and efficiencies.  It’s all about 
relationships.  

Key Take-Aways from the UPCEA Conference 
By Theresa Wilson 

https://upcea.edu/
https://upcea.edu/pedagogy-andragogy-and-now-heutagogy/
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Professional Development  
Opportunities from the CETL 

NOVEMBER 2018 

Mon Tue Wed Thu Fri 

12 

10-10:50am 

Managing  

Feedback in Canvas  

13 

2-2:50pm  

Recording with 

Screencast-o-matic 

in Canvas 

14 

3-3:50pm 

Recording with 

Screencast-o-matic 

in Canvas 

15 

3-3:50pm  

How to Increase 

Your Department’s 

Social Media  

Presence 

16 

19 

10-10:50am  

Managing Gmail  

Efficiently 

20 

2-2:50pm 

Taking Meeting 

Minutes 

21 

 

 

22 

Happy  

Thanksgiving 

23 

26 

9-9:50am 

Taking Meeting 

Minutes 

 

27 

3-3:50pm  

Managing  

Feedback in Canvas  

28 

10-10:50am  

The Happiness  

Project 

29 

11-11:50am 

Storing and  

Sharing Files in 

Google Drive 

 

All workshops are being offered on campus in the CETL classroom (Library Room 111) and online via video conferencing. Please 

register via email to bkeith@francis.edu at least one day prior to the event and indicate if you plan to attend on campus or online. 

30 

9-9:50am 

Creating Surveys, 

Polls, and More with 

Google Forms  



THE SPOTLIGHT   6  

 

WORKSHOP DESCRIPTIONS 

Canvas Workshops 

Managing Feedback in Canvas 

Canvas contains a host of capabilities for providing feed-

back to students using text, attachments, video, and au-

dio. During this session, we will use a mixture of hands-on 

and demonstration to review these capabilities while also 

discussing tips using them.    

Recording with Screencast-o-matic in Canvas 

Screencast-o-matic is a free online video maker that cap-

tures your screen, microphone, and/or web camera. Now 

you can quickly make video tutorials and record docu-

ments directly in Canvas. Come see how easy it is to use 

and how your students can use it too.  

Google Tools Workshops 

Creating Surveys, Polls, and More with Google Forms  

Google Forms are powerful data collection tools that you 

can use to help plan an event, create a survey, and collect 

data in a quick and streamlined manner. In this workshop 

you will create a survey with Google Forms using various 

question types, send your form, and learn where to find 

and analyze responses.  

Managing Gmail Efficiently  

Although getting your inbox to zero might not be realistic 

for everyone, keeping your email organized can lead to a 

more productive day. Take an hour to learn tips for con-

quering your inbox, creating rules and filters, prioritizing 

messages, and finding what you need quickly through ad-

vanced searching. You will also explore add-on tools for 

Gmail including a tool for delayed delivery. 

Storing and Sharing Files in Google Drive 

Whether you’re at the office, at home, or on a trip, Google 

Drive allows you to access your files and folders from any-

where, even your mobile device! Learn how to upload files 

and use Google apps to create documents, spreadsheets, 

and slides. Google Drive makes sharing and collaborating 

on files a breeze. In this workshop you will learn how and 

when to convert files to a Google format, how to email 

files stored in Drive, and how to use Team Drive and Drive 

File Stream.  

Other Workshops 

How to Increase Your Department’s  

Social Media Presence 

The CETL is collaborating with the Marketing Department 

to offer a new social media workshop. Learn how your de-

partment can develop a strategy for a stronger and more 

effective social media presence to communicate with 

alumni and potential incoming students. In this workshop, 

we’ll explore the pros and cons of the various social media 

platforms available to you, help you optimize your Face-

book page, and practice techniques for making better 

quality posts.  

Taking Meeting Minutes 

Taking meeting minutes is an important task, but it’s not 

one that most individuals have received any training for.  A 

little know-how and some advance planning can help 

greatly.  This session will share tips and ideas to help you 

write and prepare effective meeting minutes.   

The Happiness Project 

Author Gretchen Rubin had 

an epiphany one rainy afternoon while riding a city bus. 

"The days are long, but the years are short," she realized. 

"Time is passing, and I'm not focusing enough on the 

things that really matter." In that moment, she decided to 

dedicate a year to a happiness project.  Come join us for a 

fun discussion of some of the experiments and results that 

Gretchen writes about in her book “The Happiness Pro-

ject” which chronicles that year. You don’t need to have 

read the book to enjoy and benefit from the discus-

sion.  All are welcome!  

All workshops are being offered on campus in the CETL classroom (Library Room 111) and online via video conferencing. Please 

register via email to bkeith@francis.edu at least one day prior to the event and indicate if you plan to attend on campus or online. 

Featured Event 


