New Jersey Department of Education/NJPEP

Post Online Certificate for Instruction**: Requirements and Expectations (after online course is completed)
	1. Certificate in online learning instruction for adult learning

	2. Competencies and Skills:
	· Agrees to work independently with little direct supervision, under the guidance of NJPEP, the professional development unit of the NJDOE

· Accepts responsibility and is self-motivated

· Has effective multi-tasking and time-management skills

· Demonstrated collaboration with colleagues
· Knowledge of facilitating in an asynchronous distance – learning environment, to include, creation of groups, targeted facilitation of discussion boards, up – and down-loading of documents and other normal activities associated with a learning management system **

	3. Position Criteria


	Online instructors should:
· Demonstrate current knowledge about the subject matter for the specific course that they are assigned to teach (e.g. via current position in field)

· Demonstrate current expertise in the subject area (e.g. professional development), as appropriate

· Be willing to support student success by all means that are necessary, appropriate, and available, such as timely email, phone and discussion forum responses 

· Respond to student questions within one business day and provide feedback on assignments within two business days of receipt 

· Actively monitor and track individual student progress and provide mediation and direction as needed.

· Be available for facilitation for 2 – 3 hours for every professional development hour (or 30-45 hours per 15 PDH course)

	4. Education, Certifications, and Work Related Experience:
	· Bachelor degree or higher, or

· Valid New Jersey Teacher certification, or equivalent

· Minimum of 3 years classroom teaching content and/or pedagogy in the specific subject area

· Minimum of 2 years teaching adults

· 1 page resume relevant to qualifications

· Successful completion of an online instruction course **
· Minimum of 3 years teaching or experience of adult teaching 

	5. Knowledge Base Requirement:
	· Certification or major in relevant subject area, if appropriate

· Experience in hands-on professional development

· Operational knowledge of file management, the internet and web-related technologies.

	6. Special Conditions of Employment:

	· Instructors must provide their own hardware (PC or Mac Computer), software (including email), and Internet Service 

· NJDOE is not responsible for the purchase, upgrade, or maintenance of online instructor’s telephone, computer and internet service.

· NJDOE will not reimburse cost of phone calls / travel.
· NJDOE does not reimburse for travel related to instruction in a course

	7. Pay/Honorarium
	$900/1 credit (15 PDH ) course


** NOTE: Online instructors who have already taught successfully online for a minimum of 2 years may provide NJPEP_PDonline with proof, names of courses, lengths of courses, and syllabi, as well as references.  If these are satisfactory, the instructor will not need to take NJPEP_PDonline’s online instruction certification.
