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HYBRID MODEL | OFFICE HOURS 

To respect social distancing, the university asks that all office hours be conducted virtually. Make sure your syllabus language reflects 
the method you select for conducting office hours. Clarify how you want to be contacted and when.   

If you chose to conduct your office hours from home, firm boundaries are important because many of us have additional duties 
during the pandemic. You may have additional child- and/or elder-care. You may have to share an office, workspace, and wifi 
connection with your partner and children. Find that balance between being available and protecting your time.  

OFFICE HOURS OPTIONS 

Rapid Response 
One way to conduct office hours, is to provide students with windows in which you’ll be available to respond to emails or Canvas 
Inbox immediately. If the student needs a deeper conversation, you may invite them to a meeting via Teams or the old-fashioned 
telephone. You do not have to provide students your personal number as you can dial into Teams to make calls (see directions here). 
You can make it clear to students that they’re also welcome to schedule a video meeting during your office hours too.  

Teams 
Teams can be used for class-wide meetings or individual meetings. You could provide a link to the whole class and be ready to chat 
during your office hours. Students then could virtually drop by, ask their questions, and leave the meeting. Like your face-to-face 
office hours, if the student is struggling or needs support you wouldn’t want someone overhearing, invite that student to a separate 
meeting that no other students can access.  

One drawback of this model is that you’re tied to your computer throughout your office hours. If you’re conducting office hours 
from home, it may be difficult to find a quiet and/or private space for hours on end.  

Collaborate Ultra 
If you want class interactions to stay withing Canvas, you can use Collaborate Ultra to conduct your office hours. You can find more 
support for how to do so here.  

Zoom, Zoom, Zoom 
Much like Microsoft Teams, Zoom meetings can be shared with the whole class. Although many people have expressed a preference 
for Zoom’s interface, it has some limitations. It is not supported by Stout’s IT department and free sessions have time limit.  

CONFERENCES 

Conferences are an important pedagogical tool in first year writing. However, having 25+ students in your office over the course of a 
few days probably isn’t a great idea during a pandemic.  

You could run virtual conferences much like you run face-to-face conferences. You could provide students with a Teams/Zoom link 
or create a session in Collaborate Ultra. Have students sign up for times. Then, they can pop into your online meeting during their 
scheduled time. This number of student meetings can be very taxing, especially in a digital environment.  

BOUNDARIES ON AVAILABILITY 

Online communication can overtake your life – especially if you use your smart phone for email, chat, and social media. Protect your 
time and set firm boudaries for responding to student inquiries. Consider adding language to your syllabus :about how and when to 
contact you: 

• Clarify which methods of communication work best for you. Consider limiting them to one or two channels (email and 
Canvas Inbox). 

• Explain how long it may take you to respond. Tell students they can expect a response within 24 hours Monday through 
Friday.  

• Encourage appointments. Make it clear that your time is valuable, and you want to be fully present for your meetings with 
students.  

  

https://kb.uwstout.edu/news.php?id=11328
https://help.blackboard.com/Collaborate/Ultra
https://zoom.us/freesignup/
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