
1 Instructor Handbook 

Mission Statement  
The Shenandoah Community School District, in partnership with families and the community, will provide each student 
an educational environment that maximizes his or her potential to become responsible, successful citizens and lifelong 
learners in an ever-changing world.  

Vision Statement  
It is the vision of the Shenandoah Schools, in partnership with the community that we provide:  

● Students have the tools to become responsible, successful citizens and lifelong learners in an ever-
changing world.  

● A safe and caring environment that ensures the dignity of all.  
● Opportunities that stretch student and staff capabilities.  
● School staff that are focused and visionary, collaborative, and empowered to make knowledgeable decisions.  

Equity Statement  
It is the policy of the district not to discriminate on the basis of race, color, national origin, sex, disability, religion, creed, 
age (for employment), marital status (for programs), sexual orientation, and socioeconomic status (for programs) in its 
educational programs and its employment practices. There is a grievance procedure for processing complaints of 
discrimination. If you have questions or a grievance related to this policy, please contact the District’s Equity 
Coordinator, Aaron Burdorf, Equity Coordinator. Shenandoah CSD, 304 W. Nishna Rd., Shenandoah, IA 51601. Phone 
712-246-1581  Email burdorfa@shencsd.com.  

Program Description  
The IGNITE program will develop a learning environment that creates the context where students will be engaged in a 
continuum of service, which could include one or more of the following:  

● online learning,   
● blending learning,   
● project-based learning,   
● work-based learning, internships, and/or apprenticeships.   

IGNITE will provide services to students who attend Shenandoah CSD on campus or remotely, who are dual enrolled 
homeschool students, or are open enrolled. The program’s structure will allow students to maximize their learning 
potential using a personalized education plan that includes access to core instruction through traditional or online learning, 
career technical education programs, or other specialized teaching and learning.  

Students are expected to adhere to the Shenandoah CSD student handbook, code of conduct, all board policies and 
procedures, and applicable building-level student handbooks.     

IGNITE may not be appropriate for all families.  Enrollment in IGNITE is a team decision consisting of student, 
parent/guardian, and IGNITE administration.  An In-Take and Exit meeting will be held for each applicant.   All students 
and parents are required to submit the IGNITE agreements.  The agreements outline the expectations necessary for a 
successful IGNITE learning experience.   
 
IGNITE is a full-year program.  Students are expected to participate for the entire school year. Students may be removed 
from the IGNITE program under unique circumstances with the consent of the program administrator. 
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Activities  
Students will be encouraged to participate in extracurricular activities, clubs, and school-sponsored activities as long as 
they meet the eligibility requirements required of all students. Resident students may participate in an unlimited number 
of Shenandoah Activities. Students who are open enrolled into the IGNITE program may participate in two resident 
district activities in their resident district. Additional activities are allowed at the discretion of the resident district. 
Students wanting to participate in home district activities need to contact IGNITE Administration.  The IGNITE 
Administration will contact the K-12 Activities Director to participate in SHS district activities.  
 

Communication Procedures  
Communication about the IGNITE program will be shared via email through ParentSquare and posted on the Shenandoah 
CSD Website www.shencsd.com.  IGNITE Administration will communicate to families via email and with students via 
a school provided email address and Zoom/GoogleMeet.   

Parents/guardians and students are encouraged to communicate with their assigned IGNITE Administration or Student 
Support Person via email or phone as the first line of contact with a question or concern about the program.  

Students' first point of contact is their classroom instructor; Second point of contact is the student’s student support 
person; Third point would be the IGNITE administrator.     

When school is in full session, you can anticipate a response to your question or concern within 24 hours. It will take 
longer for staff to respond on days when school is not in session, on weekends, or on a noted holiday. You can reasonably 
expect a response the next day school is in session.  

 

Instructors, student supports, or IGNITE Administration will connect with families at least once per week through 
announcements or updates.  Additional scheduled office hours will be available for feedback and assistance.   

Parents/guardians will have access to PowerSchool for grade information.  Grades will be updated weekly.   
 
Students who desire to take District courses onsite in addition to the Edgenuity courses may do so with the consent 
of the IGNITE Administration.   

 

Grading/Assessment  
Student’s assignments, assessments, and grades will be reported using PowerSchool. The District’s standard grading and 
reporting protocols will be used to assign final grades. General feedback on assignments may come in the form of email, 
face-to-face, or virtual conferencing. IGNITE will use the grade scale attached.   

Grade-Level Advancement  
Students must meet all established requirements to advance to the next grade level or graduate with a Shenandoah 
CSD diploma.  

High School Grade Point Average (GPA)  
All semester grades will be used to calculate students’ GPA. Transcripts will be issued in the same manner as all other 



3 
students participating in the face-to-face school option.  
 
Class rank will be calculated for each grade level.   

Proctoring of Assessments   
Some testing may only be available in the school building with the student’s teacher. It is the family’s responsibility 
to ensure that students are transported to and from the testing site according to the testing schedule.  

Requirements for State Testing   
All students will be required to participate in all assessments required by the State of Iowa.  Assessments may be in 
person or virtually depending on the guidelines set by the state of Iowa or district.  

State Required Intervention and Progress Monitoring  
Students in grades K through 5 that are identified for intervention and progress monitoring through the FAST 
screening or iReady process are required by the state to participate in interventions and progress monitoring. These 
required times will be scheduled by the IGNITE Administration or K-5 instructor.  
Students in grades 6-12 will take the iReady assessments fall, winter and spring.  These assessments can be taken at 
home or in person.  

Iowa Statewide Assessment of Student Progress (ISASP) Testing  
ISASP testing is the federal accountability test under the Every Student Succeeds Act (ESSA) and must be completed by  
all students in grades 3 to 11 in a face-to-face or virtual environment proctored by an Iowa licensed teacher. 
IGNITE Administration will provide information about testing prior to the testing window during the spring 
semester.  

Other Testing  
All other mandated testing is required on an individual basis. If your student is required to participate, information will be 
provided from the IGNITE Administration.  
 

 

 

 

 

 
 

Aligned to Iowa Teaching Standards & Online Learning Best Practice  

Iowa Teaching Standards Overview  
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Th e Iowa Teach in g Stan dards establish  expecta t ion s for  e ffect ive  teach in g p r act ices th a t  im prove  stu den t  
learn in g, en gagem en t , an d ach ievem en t . In  on lin e  an d blen ded learn in g en viron m en t s su ch  as CANVAS, th ese  
stan da rds h e lp  gu ide  teach er s in  design in g organ ized, accessible , en gagin g, an d stu den t -cen ter ed cou r ses. 

Th e  stan da rds em ph asized in  th is  ch ecklist  in clu de : 

● Standard 1:  Enhances academic performance and supports implementation of the school district’s student 
achievement goals.  

● Standard 2:  Demonstrates competence in content knowledge appropriate to the teaching position.  
● Standard 3:  Demonstrates competence in planning and preparing for instruction.  
● Standard 4:  Uses strategies to deliver instruction that meets the multiple learning needs of students.  
● Standard 5:  Uses a variety of methods to monitor student learning.  
● Standard 6:  Demonstrates competence in classroom management.  
● Standard 7:  Engages in professional growth.  
● Standard 8:  Fulfills professional responsibilities established by the school district.  

Effective CANVAS courses should support all eight standards through intentional instructional design, 
communication, assessment, accessibility, and ongoing reflection.  

 Course Organization & Navigation  

Iowa Teaching Standards 1, 3, 4  

Connection to Iowa Standards  

Strong course organization supports student achievement by reducing confusion and increasing instructional 
clarity. Iowa Teaching Standard 3 emphasizes thoughtful planning and preparation, while Standard 4 focuses on 
meeting diverse learner needs. A well -organized CANVAS course allows students to independently navigate 
content, locate assignments, and manage their learning responsibilities.  

Clear structure is especially important in online and blended environments because students rely heavily on 
digital organization to stay engaged and academically successful.  

Checklist  

Course Home Page  

● Course homepage includes teacher name and contact information  
● Homepage includes course description and purpose  
● Homepage has a clear “Start Here” section  
● Homepage includes syllabus and grading policies  
● Students can access all major course components within 1 –2 clicks  
● Homepage includes announcements or weekly overview  

Module Structure  

● Modules are organized by week, unit, or topic consistently  
● Each module includes:  

○ Learning objectives  
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○ In st ru ct ion s  
○ Assign m en t s  
○ Assessm en ts  
○ Resou rces  
○ Stu dio Com pon en t  to each  m odu le  

● Modu le  n am in g con ven t ion s a r e  con sisten t  
● Older  m odu les r em ain  accessible  for  r eview 
● Du e da tes a r e  clear ly post ed in  Can vas Calen dar  

Navigation  

● Unused navigation tabs are hidden  
● Students know where to submit assignments  
● Students can easily locate grades and feedback  
● External links work correctly  
● Mobile - friendly design considerations are used  

2. Instructional Design & Learning Objectives  

Iowa Teaching Standards 1, 2, 3  

Connection to Iowa Standards  

Iowa Teaching Standards emphasize rigorous content knowledge, instructional alignment, and purposeful lesson 
planning. Effective online instruction begins with clearly identified learning targets aligned to Iowa Academic 
Standards and course outcomes.  

Teachers should design CANVAS courses that include meaningful learning experiences, clear directions, and 
multiple opportunities for students to engage with content in different ways. Instructional materials should 
support both academic rigor and student a ccessibility.  

Checklist  

● Learning targets are posted for each unit/module  
● Learning objectives align with Iowa Academic Standards  
● Assignments align to course objectives  
● Lessons include multiple instructional methods:  

○ Video  
○ Reading  
○ Discussion  
○ Interactive activities  

● Content is chunked into manageable sections  
● Directions are written clearly for students  
● Examples/models are provided for major assignments  
● Rubrics are attached to assignments  
● Real-world or career -connected applications are included  
● Opportunities for student choice are provided  
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3. Student Engagement & Interaction  

Iowa Teaching Standards 3, 4, 5  

Connection to Iowa Standards  

Stu den t  en gagem en t  is  essen t ia l in  on lin e  learn in g en viron m en ts. Iowa Teach in g Stan dards st r ess th e  im por t an ce  
of in st ru ct ion a l st r a tegies  th a t  m eet  diver se  learn in g n eeds wh ile  act ive ly in volvin g stu den ts in  th e  lear n in g 
process. 

In  CANVAS cou r ses, en gagem en t  in clu des teach er  pr esen ce , stu den t  collabora t ion , in te r act ive  learn in g act ivit ies, 
an d con sisten t  com m u n ica t ion . Stu den ts a r e  m ore  like ly to r em ain  m ot iva ted an d su ccessfu l wh en  th ey fee l 
con n ected to both  th e  in st ru ctor  an d th e ir  cla ssm ates. 

Checklist  

● Weekly teach er  com m u n ica t ion  is  provided 
● An n ou n cem en ts a r e  post ed r egu lar ly 
● Stu den ts r ece ive  t im ely r espon ses to qu est ion s  
● Discu ssion  boards en cou r age  m ean in gfu l in te r act ion  
● Collabor a t ive  learn in g oppor tu n it ies a r e  in clu ded 
● Stu den ts par t icipa te  in  act ive  learn in g tasks  
● Feedback is  per son alized wh en  possible  
● Video m essages or  in st ru ctor  pr esen ce  e lem en ts a r e  u sed 
● Stu den ts h ave  oppor tu n it ies for  r e flect ion  
● En gagem en t  act ivit ies su ppor t  d iffe r en t  learn in g s tyles  

4. Assessment & Feedback  

Iowa Teaching Standards 1, 2, 4, 5  

Connection to Iowa Standards  

Iowa Teach in g Stan da rd 5 em ph asizes m on itor in g s tu den t  learn in g th rou gh  m u lt ip le  assessm en t  m eth ods. 
Effect ive  CANVAS cou r ses u se  both  form at ive  an d su m m at ive  assessm en ts to m easu re  stu den t  progress an d gu ide  
in st ru ct ion . 

Feedback sh ou ld be  t im ely, specific, an d act ion able  so stu den ts u n der stan d h ow to im prove . Assessm en t  system s 
with in  CANVAS sh ou ld a lso provide  t r an sparen cy for  gr ades, expecta t ion s, an d academ ic progress. 

Checklist  

● Assessm en ts m easu re  sta ted learn in g object ives 
● Form at ive  assessm en ts a r e  in clu ded r egu la r ly 
● Mu lt iple  for m s of a ssessm en t  a r e  u sed: 

○ Qu izzes  
○ Projects 
○ Discu ssion s  
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○ Writ ten  r espon ses  
○ Presen ta t ion s  

● Assign m en t  expecta t ion s a r e  clear  
● Feedback is  provided with in  a  r eason able  t im efr am e 
● Can vas gr adebook is  u pda ted con sisten t ly 
● Missin g assign m en t s a r e  clear ly m arked  
● Oppor tu n it ies for  r evision  or  r e teach in g exist  
● Academ ic in tegr ity expecta t ion s a r e  com m u n ica ted 

5. Accessibility & Equity  

Iowa Teaching Standards 3, 4  

Connection to Iowa Standards  

Iowa Teaching Standards recognize that students have diverse learning needs, backgrounds, and abilities. 
CANVAS courses should be accessible and equitable for all students regardless of learning differences, technology 
access, or accommodations.  

Accessible course design improves learning for every student by providing multiple ways to access content and 
demonstrate understanding. Equity - focused instruction also helps reduce barriers that may prevent students 
from fully participating in online lear ning.  

Checklist  

● Videos include captions  
● Images include alt text when appropriate  
● Fonts and colors are readable  
● Documents are accessible to screen readers  
● Course materials are available in multiple formats  
● Students can access materials outside school hours  
● Instructions are easy to understand  
● Accommodations/modifications are provided when needed  
● Technology requirements are clearly communicated  
● Links and files open correctly on student devices  

6. Communication & Classroom Management  

Iowa Teaching Standards 5, 6  

Connection to Iowa Standards  

Online classroom management includes creating predictable routines, establishing communication expectations, 
and fostering respectful digital interactions. Iowa Teaching Standard 6 emphasizes creating a safe and productive 
learning environment that support s student success.  
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Teach er s sh ou ld clear ly com m u n ica te  procedu res, deadlin es, expecta t ion s, an d su ppor t  system s with in  CANVAS 
so stu den ts can  r em ain  or gan ized an d accou n table . 

Checklist  

● Com m u n ica t ion  expecta t ion s a r e  clear ly sta ted  
● Net iqu e t te /digita l cit izen sh ip expecta t ion s a r e  posted 
● Respon se  t im e expecta t ion s a r e  com m u n ica ted  
● Stu den ts kn ow h ow to ask for  h e lp  
● Paren t s/gu a rdian s can  access im por tan t  cou r se  in form at ion  
● Late  work policies a r e  posted 
● Tech n ology t r ou blesh oot in g r esou rces a r e  ava ilable  
● Teach er  m ain ta in s con sis ten t  r ou t in es  
● Stu den ts r ece ive  r em in der s for  u pcom in g deadlin es 
● Cou r se  prom otes a  posit ive  digita l learn in g en viron m en t  

7. Continuous Improvement & Professional Practice  

Iowa Teaching Standards 7, 8  

Connection to Iowa Standards  

Iowa Teach in g Stan da rds en cou rage  edu ca tor s to en gage  in  r e flect ion , profession a l learn in g, an d collabora t ion  to 
im prove  in st r u ct ion a l e ffect iven ess. On lin e  teach in g r equ ir es on goin g cou r se  r evision  based on  stu den t  da ta , 
feedback, an d em ergin g best  pr act ices. 

Effect ive  CANVAS in st ru ctor s con t in u ou sly eva lu a te  th e ir  cou r se  design  an d in st ru ct ion a l st r a tegies to im prove  
stu den t  ou tcom es an d en gagem en t . 

Checklist  

● Teach er  r eviews cou r se  an a lyt ics/da ta  
● Stu den t  feedback is  collected per iodica lly 
● Cou r se  con ten t  is  u pdated r egu lar ly 
● Broken  lin ks an d ou tda ted m ater ia ls  a r e  r em oved 
● Teach er  par t icipa tes in  Can vas/on lin e  learn in g profession a l deve lopm en t  
● Teach er  r e flects  on  cou r se  e ffect iven ess 
● Cou r se  r evision s a r e  based on  stu den t  per for m an ce  da ta  
● Collabor a t ion  with  colleagu es occu r s for  cou r se  im provem en t  
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Profession a l Developm en t  Calen dar  20 26-20 27 
 
Th e  pu rpose  of profession a l deve lopm en t  is  to give  st r u ctu r e , t im e, an d gu idan ce  for  IGNITE in st ru ctor s.  Best  
pr act ices will be  en cou raged an d in st ru cted based on  th e  followin g cr ite r ia . 
 
 
An n u al Profession a l Developm en t : 
Th e  followin g gu ide lin es will be  given  for  profession a l deve lopm en t  an n u ally to in st ru ctor s an d sta ff. 

● 40  h ou r s a t  th e  begin n in g of each  sch ool year  wh ich  in clu de  bu t  a r e  n ot  lim ited to: 
○ Dist r ict  Em ployee  Tra in in g r equ ir ed for  exam ple  (Righ t  to kn ow, Man datory Repor t in g, e tc.) 
○ Syllabu s Developm en t  an d Review 
○ In dividu a l Growth  Plan s per  each  in st ru ctor  focu sin g on  a  Iowa Stan da rd  
○ Review an d edit in g of pr eviou s cou r ses an d im provin g de livery pr act ices of con ten t  

● Mon th ly IGNITE Staff Meet in gs: (If you  can  n ot  a t ten d th e  m eet in g on  zoom  or  in  per son .  Tim e will be  m ade  
u p by th e  in st ru ctor  th rou gh  adm in ist r a t ion .)  

● Su m m er  profession a l deve lopm en t  will be  based on  th e  n eeds of th e  sch ool dist r ict . 
● All n ew em ployees will com ple te  th e  on -boardin g p rocess with  IGNITE adm in ist r a t ion  an d Sh en an doah  

sta ff.  All n ew em ployees will n eed to com ple te  th e  r equ ir ed t r a in in g an d adm in ist r a t ive  tasks n ecessary for  
em ploym en t  by th e  2 fir st  pay per iod. 

 
Requ ir ed Facu lty an d In st ru ct ion a l Even t  At ten dan ce  

● Gradu at ion  Cerem on y (Win ter /Spr in g) facu lty an d sta ff will a t ten d e ith er  in  per son  or  vir tu a l 
● Paren t -Teach er  Con fer en ces will be  h e ld  on ce  a  sem ester .  In st ru ctor s will be  asked to be  ava ilable  fr om  8-

8PM on  design a ted days for  vir tu a l m eet in gs. 
● All facu lty will h e lp  with  th e  adm in ist r a t ion  of sta te  stan dardized test in g 

Com m u n ica t ion  Requ ir em en ts  
● In st ru ctor s will post  weekly an n ou n cem en t s for  each  of th e  cou r ses. 
● In st ru ctor s will u pdate  th e  Data  Dash board weekly to com m u n ica te  with  adm in ist r a t ion , on lin e  su ppor t  

specia list s , an d su ppor t  st a ff 
● Com m u n ica t ion  will n eed to be t r acked an d r ecorded for  best  pr act ices 
● Paren t -Squ a re  will be  u sed for  text  m essages to an d  from  IGNITE sta ff an d stu den ts 

Gradin g for  In st ru ctor s an d Adm in ist r a tor s  
● In st ru ctor s will post  gr ades bi-weekly in  PowerSch ool  
● In st ru ctor s will n eed to sen d a  follow u p em ail to a ll s tu den ts wh o ar e  on  da ta  dash boa rds. 
● On lin e  Su ppor t  Specia list s  will com ple te  follow-u p com m u n ica t ion s with  stu den ts. 
● Cou r se  com ple t ion  an d fin a l gr ades will n eed to be  com ple ted 1 week post  te rm  da tes. 

 

High -qu ality CANVAS cou r ses sh ou ld: 

● Prom ote  clear  or gan iza t ion  an d con sisten cy 
● Align  lea rn in g act ivit ies to stan dards an d object ives 
● In clu de  en gagin g an d in te r act ive  in st ru ct ion a l st r a t egies 
● Provide  t im ely assessm en t  an d feedback 
● Su ppor t  accessibility an d equ ity for  a ll lear n er s  
● Main ta in  st r on g teach er  pr esen ce  an d com m u n ica t ion  
● En cou rage  stu den t  in depen den ce  an d r espon sibilit y 
● Reflect  on goin g in st ru ct ion a l im provem en t  pr act ices 
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Th ese  pr act ices su ppor t  both  Iowa Teach in g Stan da rds an d effect ive  on lin e  learn in g en viron m en t s for  h igh  sch ool 
stu den ts. 

Expecta t ion s an d Gu ide lin es for  In st r u ctor s: 

1. CANVAS cou r se  deve lopm en t  will be  lim ited to 60  h ou r s per  cou r se  per  sem ester  for  each  in st ru ctor  du r in g 
in it ia l deve lopm en t . Cou r ses sh ou ld h ave  th e  followin g: 

a . Syllabu s  
b. 40  h ou r s of cou r sework for  stu den ts  
c. Class Office  Hou r s  
d . Cou r se  Evalu a t ion  
e . In st ru ctor  Con tact  In for m at ion  

2. Cu r r icu lu m  to be  pu rch ased or  lin ked to CANVAS n eeds to be  su bm it ted for  cu r r icu lu m  r eview by Ju n e  1st  
of th e  pr ior  sch ool yea r  or  on e  sem ester  pr ior  to cou r se  en rollm en t s. 

3. Cu r r icu lu m  will be  on  a  3 year  r eview cycle  fr om  th e  IGNITE adm in ist r a t ion  sta ff for  fu n din g or  u pdat in g 
based on  sta te  r equ ir em en ts, tech n ology u pdates, or  cou r se  tech n ology su ppor t  n eeds. 

4 . At th e  con clu sion  of each  cou r se , a  stu den t  an d in st ru ctor  eva lu a t ion  will be  com ple ted.  Th e  eva lu a t ion  will 
be  stan dardized an d cr ea t ed by th e  leader sh ip  team  an d dist r ibu ted to cou r se  in st ru ctor s to dist r ibu te  an d 
collect  feedback from  stu den ts. 

5. Con t in u ou s im provem en t  an d developm en t  will be  given  to in st ru ctor s to equ al an  addit ion a l 5 h ou r s per  
sem ester  per  cou r se  an n u ally. 

6. In st ru ctor s will t r ack an d su bm it  im provem en t  r epor ts  based on  cou r se  feedback, cu r r icu lu m  
im provem en t s, an d stan dards a lign m en t s. 

 

Defining of Roles and Instructor Classification  

Online Support Specialist  

Reports To  

Online Learning Coordinator, Principal, Director of Student Services, or Building Administrator  

Position Summary  

The Online Support Specialist provides academic, communication, and technology support for students enrolled in 
online or blended learning courses. This position serves as a liaison between students, families, instructors, 
counselors, and school staff to e nsure students remain engaged, supported, and successful in the online learning 
environment.  

The Online Support Specialist monitors student attendance, course progress, and academic performance while 
assisting families with communication, educational advocacy, and technology - related needs. The position promotes 
student accountability, organization , engagement, and access to instructional support.  

Essential Duties and Responsibilities  
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Student Support & Advocacy  

● Mon itor  studen t par ticipa tion , a tten dan ce, an d course en gagem en t in  on lin e courses  
● Advocate for  stu den t education al n eeds an d suppor t  services 
● Assist s tuden ts in  develop in g organ ization , tim e m an agem en t, an d study skills  
● Iden tify studen ts wh o m ay be at r isk academ ically or  beh aviorally 
● Coordin ate  in terven tion s an d suppor t p lan s with  teach ers, coun selors, an d adm in istrators 
● En courage studen t self- advocacy an d com m un ication  with  in structors 
● Suppor t studen ts in  m eetin g assign m en t deadlin es an d academ ic expectation s 
● Assist with  studen t on boardin g an d or ien tation  to on lin e learn in g system s 

Parent/Guardian Communication  

● Main tain  regu lar  com m u n ication  with  paren ts/gu ardian s regardin g stu den t progress 
● Provide weekly course progress an d a tten dan ce repor ts  to fam ilies 
● Notify paren ts/guardian s of m issin g assign m en ts, a tten dan ce con cern s, or  academ ic r isks 
● Serve as a  poin t of con tact for  fam ily question s regardin g on lin e learn in g 
● Facilita te  com m un ication  between  fam ilies an d on lin e in structors 
● Suppor t paren t un derstan din g of CANVAS an d on lin e course expectation s  
● Main tain  profession al an d con fiden tial com m un icat ion  practices 

Technology Assistance  

● Assist s tuden ts an d fam ilies with  accessin g CANVAS an d oth er  education al tech n ology tools 
● Troublesh oot basic tech n ology issues rela ted to devices, passwords, in tern et access, an d course n avigation  
● Suppor t studen ts in  subm ittin g assign m en ts an d par ticipatin g in  vir tual learn in g activities  
● Provide gu idan ce on  digital learn in g tools an d on lin e classroom  procedures  
● Coordin ate  with  distr ict tech n ology staff for  advan ced tech n ical suppor t n eeds  
● Prom ote respon sible  digital citizen sh ip an d tech n ology use  

Attendance & Progress Monitoring  

● Track weekly at ten dan ce an d par ticipation  in  on lin e courses  
● Gen erate  an d distr ibu te weekly progress repor ts  for  studen ts an d fam ilies  
● Mon itor  grades, assign m en t com pletion , an d studen t en gagem en t data  
● Main tain  accurate  docum en tation  of com m un ication  an d in terven tion  effor ts  
● Repor t con cern s regardin g tru an cy, academ ic per form an ce, or  disen gagem en t to adm in istration  
● Suppor t im plem en tation  of distr ict a tten dan ce an d academ ic policies 

Collaboration & Instructional Support  

● Collaborate  with  in structors, coun selors, special edu cation  staff, an d adm in istrators to suppor t studen t 
success 

● Assist in  coordin atin g accom m odation s an d m odification s for  studen ts 
● Help studen ts access in struction al resources an d su ppor t services 
● Rein force in struction al expectation s an d learn in g goals establish ed by teach ers 
● Par ticipate  in  studen t suppor t m eetin gs, in terven tion  team s, an d par en t con feren ces 
● Suppor t im plem en tation  of distr ict on lin e learn in g procedures an d in itia tives  



12 
Qualifications  

Required Qualifications  

● Associate’s degree, paraprofession al cer tification , or  equ ivalen t exper ien ce in  education , studen t services, 
or  tech n ology suppor t 

● Stron g com m un ication  an d organ ization al skills  
● Exper ien ce workin g with  studen ts, fam ilies, or  education al program s 
● Basic kn owledge of educa tion al tech n ology system s 
● Ability to m ain tain  con fiden tiality an d profession alism  

Preferred Qualifications  

● Exper ien ce with  CANVAS Learn in g Man agem en t System  
● Exper ien ce suppor tin g on lin e or  blen ded learn in g en viron m en ts 
● Kn owledge of studen t suppor t services an d in terven tion  practices 
● Exper ien ce in  atten dan ce m on itor in g or  studen t en gagem en t suppor t 
● Fam iliar ity with  Iowa edu cation al system s an d studen t suppor t program s 

Knowledge, Skills, and Abilities  

● Stron g in terperson al an d relation sh ip-bu ildin g skills  
● Ability to com m un icate  effectively with  stu den ts, paren ts, an d staff 
● Ability to m on itor  an d in terpret studen t progress data  
● Problem -solvin g an d con flict- resolu tion  skills  
● Ability to work in depen den tly an d collaboratively 
● Tech n ology troublesh ootin g an d suppor t skills  
● Ability to suppor t diverse studen t learn in g n eeds  
● Stron g atten tion  to detail an d docu m en tation  practices 

Working Conditions  

● Sch ool-based or  rem ote tech n ology- suppor ted work en viron m en t 
● Frequ en t use of com puter s, education al software, an d com m un ication  platform s 
● May requ ire  flexible  sch edulin g for  paren t com m un ication  an d studen t suppor t 
● Regular  in ter action  with  studen ts, fam ilies, an d staff m em bers  

Evaluation  

Performance will be evaluated based on:  

● Effectiven ess of studen t suppor t an d com m un ication  
● Accuracy an d con sisten cy of atten dan ce an d progress m on itor in g 
● Respon siven ess to studen t an d fam ily n eeds  
● Collaboration  with  in struction al staff an d adm in istration  
● Profession alism  an d con fiden tiality 
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● Con tr ibu tion  to studen t en gagem en t an d academ ic success 

Example Responsibilities by Week  

Weekly Responsibilities May Include:  

● Reviewing student attendance and login activity  
● Sending progress reports to parents/guardians  
● Contacting students regarding missing assignments  
● Assisting students with technology or course access issues  
● Coordinating support meetings with teachers or counselors  
● Monitoring student engagement within CANVAS  
● Documenting communication and intervention efforts  

Alignment to Educational Support Goals  

The Online Support Specialist helps:  

● Increase student engagement and attendance  
● Improve communication between school and home  
● Support student success in online learning environments  
● Reduce barriers to technology and instructional access  
● Promote student accountability and academic achievement  
● Strengthen intervention and support systems for at - risk learners  

 

Online Instructor Job Description  

Position Title  

Online Instructor  

Reports To  

Director of Curriculum, Principal, Department Chair, or Online Learning Coordinator  

Position Summary  

The Online Instructor is responsible for designing, facilitating, and managing high -quality online learning 
experiences for high school students through the CANVAS Learning Management System (LMS). The instructor 
delivers standards -aligned instruction, mon itors student progress, communicates effectively with students and 
families, and supports student success in a virtual or blended learning environment.  
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The Online Instructor promotes student engagement, academic achievement, digital citizenship, and equitable 
access to learning while aligning instruction with Iowa Teaching Standards and district expectations.  

Essential Duties and Responsibilities  

Instruction & Course Delivery  

● Deliver  en gagin g on lin e in struction  align ed to sta te  an d distr ict s tan dards 
● Facilita te  syn ch ron ous an d asyn ch ron ous learn in g activities  
● Main tain  an  organ ized an d accessible  CANVAS course structu r e  
● Post weekly learn in g objectives, assign m en ts, an d in struction al m ater ials  
● Utilize a  var iety of in struction al strategies to suppor t diverse learn ers 
● In corporate  tech n ology tools to en h an ce studen t learn in g an d en gagem en t 
● Provide clear  direction s an d expecta tion s for  assign m en ts an d assessm en ts 
● Differen tiate  in struction  to m eet studen t academ ic an d learn in g n eeds  

Student Engagement & Communication  

● Main tain  regu lar  com m u n ication  with  studen ts an d fam ilies  
● Respon d to studen t question s an d con cern s in  a  tim ely m an n er  
● Foster  a  positive an d in clusive on lin e classroom  cu ltu re  
● Mon itor  studen t par ticipa tion  an d en gagem en t 
● En courage studen t collaboration  an d discussion  
● Prom ote digital citizen sh ip an d appropr iate  on lin e beh avior  
● Suppor t studen t m otivation , accoun tability, an d tim e m an agem en t skills  

Assessment & Feedback  

● Assess studen t learn in g u sin g form ative an d sum m ative assessm en ts  
● Provide tim ely, con structive feedback on  assign m en ts an d assessm en ts 
● Main tain  accurate  studen t grades an d records in  CANVAS 
● Mon itor  studen t progress an d in terven e wh en  academ ic con cern s ar ise 
● Utilize data  to adjust in struction  an d suppor t studen t ach ievem en t 
● Main tain  academ ic in tegr ity with in  th e on lin e learn in g en viron m en t. 
●  

Course Management & Technology  

● Develop an d m ain tain  organ ized CANVAS m odules an d course m ater ials  
● En sure accessibility stan dards are  m et for  digital con ten t 
● Utilize m ultim edia tools an d on lin e resources effect ively 
● Troublesh oot basic tech n ology issues rela ted to course par ticipation  
● Main tain  updated course con ten t an d in struction al resources  
● Follow distr ict policies regardin g on lin e learn in g an d studen t pr ivacy 

Professional Responsibilities  
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● Par ticipate  in  profession al developm en t rela ted to on lin e teach in g an d learn in g 
● Collaborate  with  colleagu es, coun selors, adm in istra tors, an d suppor t staff 
● Main tain  com plian ce with  distr ict policies an d Iowa Teach in g Stan dards  
● En gage in  con tin uous im provem en t of on lin e in struction al practices 
● Par ticipate  in  requ ired m eetin gs, train in gs, an d profession al learn in g com m u n ities 

Qualifications  

Required Qualifications  

● Valid Iowa teaching license appropriate to assignment  
● Bachelor’s degree in education or related field  
● Experience with educational technology and learning management systems  
● Strong written and verbal communication skills  
● Ability to work independently and manage time effectively  

Preferred Qualifications  

● Experience teaching online or blended courses  
● Experience using CANVAS LMS  
● Knowledge of Iowa Academic Standards and Iowa Teaching Standards  
● Experience with differentiated instruction and student engagement strategies  
● Training in online course design or virtual instruction  

Knowledge, Skills, and Abilities  

● Strong organizational and time management skills  
● Ability to build positive relationships in a virtual environment  
● Knowledge of best practices in online instruction  
● Ability to analyze student data and monitor progress  
● Strong technology integration skills  
● Ability to support diverse student learning needs  
● Effective problem -solving and communication skills  

Working Conditions  

● Primarily remote or technology -based instructional environment  
● Extended periods of computer and screen use  
● Flexible scheduling may be required for virtual meetings or student support  
● Frequent use of online communication platforms and educational technology  

Evaluation  

Performance will be evaluated in accordance with:  
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● Iowa Teach in g Stan dards  
● Distr ict evaluation  procedures  
● On lin e teach in g best pract ices 
● Studen t en gagem en t an d ach ievem en t data  
● Profession al respon sibilities an d com m un ication  expectation s 
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