New Jersey Department of Education/NJPEP

Pre-qualifications for Online Facilitation  
(NJPEP is pleased to have you as a participant in the rigorous Online Facilitator Training Course. Everyone who enrolls in the training course must review and accept the following expectations. Because the course is expensive to staff and support and space is limited, please do not begin the training unless you are certain that you can invest the time and effort necessary to complete it.  See Note 2 below. )
	1. Position Criteria

[NOTE: instructors must have expertise in the field in which they are to instruct.]


	Check
	Online instructors should:

· Demonstrate current knowledge about the subject matter for the specific course that they are assigned or projected 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 class participant success by all means that are necessary, appropriate, and available, such as timely email, phone and discussion forum responses.

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

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

	2. 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

	3. 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.

	4. Competencies and Skills:
	
	· Works independently with little direct supervision, under the guidance of NJPEP, the professional development unit of NJDOE

· Accepts responsibility and is self-motivated.

· Submits assignments for each part according to the course schedule. 

· Be able to check a junk or bulk e-mail folder in case the e-mail program interprets messages from the facilitator as “spam”.  This is especially important with e-mail programs/addresses within school systems and with Hotmail. 

· Participate in meaningful discussion board responses (a course requirement): log in and participate in discussions at least three times per week

· Displays effective multi-tasking and time-management skills

· Demonstrated collaboration with colleagues where appropriate

· All assignments must be completed satisfactorily in order to receive professional development hours for the course

	5. Special Conditions of Employment:

	
	· Teachers 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.


NOTE 1: If you plan to be away from my computer for more than a few days, you must notify the facilitator in advance. If you plan to be away on vacation for more than seven days during the course, you cannot participate.

NOTE 2: 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 instruction certification. 
I have checked each item required before I take the online facilitation course.
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