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similar preparation outside of the University and submission of appropriate documentation to 
the Chief Online Learning Officer for review and approval. The program must address 
online/distance pedagogy knowledge and skills. In rare cases, evidence of extensive experience 
teaching online, and evidence that the teaching is effective, may be submitted to the Chief 
Online Learning Officer for review and approval as a substitution for a formal preparation 
course.   

5.0   Procedure 
 

The Distance Education Office notifies instructors who are scheduled to teach a distance course 
of the requirements contained in this policy. Instructors who have not yet completed a 
preparation program in online/distance pedagogy and who choose to complete the University’s 
online/distance teaching preparation course should successfully complete that course no less 
than two weeks prior to the start of their distance course.   

Submission of documentation for online/distance teaching preparation outside of the 
University or evidence of extensive online/distance teaching experience and effectiveness must 
be submitted to the Chief Online Learning Officer no less than two weeks prior to the start of 
their online course.  

In extenuating circumstances, instructors may teach a distance course once prior to completing 
formal preparation. The Distance Education Office notifies the involved dean regarding the 
extenuating circumstance and the requirement for the faculty member to complete formal 
preparation prior to teaching a distance course again.   
 

6.0   Approvals 
 

This policy was: 

1. Approved by Distance Education Advisory Committee: October 11, 2019 

2. Approved by CADD: October 16, 2019 

3. Approved by Interim Provost Chet Gillis: October 16, 2019 

4. Revisions approved by the Distance Education Committee: October 13, 2023 

5. Revisions approved by CADD: October 25, 2023 

6. Revisions approved by Provost Mike Lewis:  October 25, 2023 


