[bookmark: _Toc196801099][bookmark: _Toc247698317]Minimum Employment Requirements: Cohort Model Classes
[bookmark: _Toc247698318]Announcements
1) Post a new announcement in the course weekly (at least every 7 days).  Announcements must contain information about assignments, due dates, exams and any other pertinent information.  They should also be motivational and encouraging.
2) Announcements provide instructional focus that go beyond due dates and general information and set the stage for future learning. Do not delete announcements; all announcements for a current course must remain accessible to students, online principals, and IDLA staff.
3) IdahoLive office hours must be communicated through weekly announcements and instructor profile information.  
[bookmark: _Toc247698319]Course & Curriculum
1) Update course content to reflect current dates, updated web links, instructor and principal contact information, as well as “virtual office hours,” indicating availability to meet with students.  
2) IDLA Content Team is responsible for maintaining compliance with fair use and copyright law, using citations and obtaining permission where appropriate in course development.  Instructors are responsible for maintaining the same compliance with any modifications made to the course. 
3) Report any course and/or curriculum concerns to IDLA Curriculum Specialists in a timely manner.
4) The syllabus is available in syllabus tab and contains accurate instructor contact information, course schedule, dates, objectives, etc. 
5) Course units are opened as they are scheduled and are to be left open, with the exception of discussion boards, for students to return to.
[bookmark: _Toc247698320]Asynchronous Communication & Collaboration
1) Participate and be present in all asynchronous communication activities (discussion boards, wikis, blogs, and voice boards).  Take an active role in creating a dynamic community that furthers participants’ involvement with ideas, concepts, and classmates.  The instructor uses a variety of approaches to move the discussion forward and to engage participants.
2) The instructor is present and visibly engaged in the discussion board forum a minimum of three (3) days per week. The instructor consistently monitors each discussion board forum and addresses inappropriate posts immediately.  The instructor's presence is professional, personable and pleasant.
[bookmark: _Toc247698321][bookmark: _Toc201566109]Grading & Grade Center Feedback
1) Regular class assignments must be graded within 72 hours (3 days). Longer course assignments, projects, course papers, and extended narratives must be graded within 96 hours (4 days).   
2) The instructor provides specific, detailed and individualized feedback on at least one assignment per unit. Assignments with detailed feedback will be identified by the instructor with an asterisk in the column heading.     
3) Always respond to student’s questions on assignments and provide general comments on other submitted assignments, as needed, in order to acknowledge receipt of assignments.
[bookmark: _Toc247698322]Communication
1) Make initial contact with student within first 48 hours (2 days) of class, and maintain contact with students a minimum of three (3) times per week (via email, discussion board, phone, instant message, text message, web conference, announcements, etc.) During the course of the semester, the instructor should make at least two (2) home (student and/or parent) phone contacts regarding each student, including one (1) during the first week of class.
2) Document all phone calls in the student information system (SIS).  Also document relevant communication in the SIS with students, parents, site coordinators, and designated personnel regarding any student concerns.  Information not archived in the SIS must be available for review upon request.   
3) For any student whose grade is below 70% for two (2) consecutive progress reports, initial phone contact needs to be made to either the parent or the site coordinator.   Initial phone contact should be made with the student's parent and if unresponsive, secondary phone contact should be made to the site coordinator.   Phone contact is required within three (3) days of progress reports.   Continued communication is not required by the instructor for any student who has documented parent or site coordinator communication indicating the student has no intention of completing the course.  
4) Respond to phone calls or emails from students, site coordinators, parents, online principal, IDLA staff, and other stakeholders within 24 hours (1 day).
5) Assist in resolving legitimate complaints from students, site coordinators, parents, online principal, IDLA staff, and other stakeholders in a positive manner and provide necessary documentation within 24 hours (1 day).
[bookmark: _Toc247698323]Synchronous Instruction
1) The instructor will support, advertise and communicate IdahoLive office hours, events, lectures, and guest speaker information via course announcements and emails (one hour of IdahoLive “office hours” is required per week).
[bookmark: _Toc247698324]Intervention 
1) Accept, for at least 50% of value, assignments that are submitted late. This can include alternatives to discussion boards in cases where the student has not participated in a timely manner.
[bookmark: _Toc247698326]Administrative Requirements
1) Follow procedures as outlined in the IDLA Employee Handbook.
2) Adhere to the Code of Ethics for Idaho Professional Educators. In the event of violation of professional conduct, IDLA is required by Idaho Code to report the violation to the Executive Committee of the Professional Standards Commission.
3) Ensure that instructional modifications required by a special education student’s Individual Education Plan (IEP), ELP or 504, as communicated by site coordinator, are being met.  Document modifications or accommodations in the SIS.
4) The instructor is available for office hour(s) at regular intervals throughout the week.  This can be accomplished by using IdahoLive.   
5) Enforce IDLA’s Acceptable Use Policy and Academic Honesty Policy.  In the event of a violation of acceptable online behavior, the instructor shall immediately notify the student’s site coordinator and IDLA online principal.
6) Submit timely reports and documentation including bi-weekly (every two week) progress (grade) reports and final grades per IDLA calendar.
7) [bookmark: _Toc196801100]Log in to course a minimum of five (5) days per week, and demonstrate your presence via announcements, discussion board participation, grading, answering email, etc. (including during the 35-day extension for students who qualify).
[bookmark: _Toc201566106][bookmark: _Toc247698325]Professional Development	
1) Attend the full IDLA summer instructor training conference and/or annual online conference activities as designated by IDLA.
2) Successfully complete the online professional development course annually.

[bookmark: _Toc247698327]Bonus Criteria Cohort Model Classes
The Idaho Digital Learning Academy utilizes a “bonus rubric” as a tool for evaluating instructor performance, and as a means to reward those instructors who go beyond the minimum requirements of the job.  Online principals observe and evaluate instructors throughout a course session, and offer regular feedback on individual instructor’s instruction and interaction with students.  At the end of the session, principals use the rubric to score each instructor’s performance.  An instructor who earns 18 or more points (of the possible 29) earns a $25 per-student pay bonus, in addition to the base pay, for teaching that class. The practices promoted by the rubric represent the performances of student-centered instructors who “go the extra mile”.  The bonus rubric is designed as a reward system.
[bookmark: _Toc247698328]Announcements - 2 possible points
1) (1 pt)  Two (2) announcements per week (added on different days) are added that meet the minimum requirements. 
2) (1 pt)  Announcements meet minimum teaching requirements as specified for (one) 1 bonus point. Instructor adds a personal touch, so students are able to see the personality of the instructor through their announcements.  Instructor includes a variation of items such as voice announcements, animated graphics, video, etc. to clarify expectations.
[bookmark: _Toc247698329]Course and Curriculum – 2 possible points
1) (1 pt): Instructor has worked with the content development team to significantly revise or improve the online course. Instructor's modifications to curriculum / course are approved by the content development team or lead teacher.  
2) (1 pt): Instructor submits two (2) or more Learning Challenge interactive templates for a course that they are teaching.  Templates must be submitted at least a week prior to the end of course. These interactives must be free from licensed or copyrighted material.  
Asynchronous Communication & Collaboration - 3 possible points
1) (1 pt) The instructor has a visible presence and postings are constructive to the discussion. The instructor adds information and/or respectfully challenges student posts.
2) (1 pt) Secondary responses or extended discussion threads are present in the discussion board.  
3) (1 pt) The instructor uses questioning techniques and/or reframes the discussion to extend the topic.
[bookmark: _Toc247698330]Grading & Grade Center Feedback – 4 possible points
1) (1 pts) Two (2) assignments in each unit are identified by the instructor and given specific, detailed, and individualized feedback including areas for improvement. Individualized feedback should be professional, positive, personal, and encouraging. OR
2) (2 pts)  More than two (2) assignments in each unit are identified by the instructor and given specific, detailed, and individualized feedback including areas for improvement. Individualized feedback should be professional, positive, personal, and encouraging.  
3) (1 pt) All assignments are consistently graded within 48 hours (2 days) of submission. OR
4) (2 pts) All assignments are consistently graded within 24 hours (1 day) of submission.
Note: Automated feedback for objective assessments is not included in this rubric.
[bookmark: _Toc247698331]Communication – 2 possible points
1) (1 pt) Instructor holds mid-term parent/instructor conferences with their participating students and parents (either by phone call or Idaho Live session).
2) (1 pt) Instructor holds an open house, welcoming students and parents, within the first week of class, via Idaho Live.
Synchronous Instruction – 4 possible points
1) (1- 2 pts) Facilitate and/or present an event, lecture, guest speaker, class discussion or class review that would be available and beneficial across the respective content area.  All group events must be pre-approved and archived for future use and will be made available for all classes taught in that session (1 point per event, up to 2 points maximum bonus points).
2) (1 – 2 pts) Facilitate and/or present an event, lecture, guest speaker, class discussion, book talk, live speech, guest speaker, individual tutoring, final review or class review in your own class. (1 point per event, up to 2 points maximum bonus points).

[bookmark: _Toc247698332]Intervention - 3 possible points
1) ( 1 pts) Instructor allows students to redo assignments or turn in additional related work in order to improve understanding. 
2) (1 pts) Instructor creates alternate assignments to accommodate both struggling and gifted students, and documents the accommodations in the student system.
3) (1 pt) Instructor creates and documents alternate work submission schedules for students who fall behind in the course and helps students catch up. 
[bookmark: _Toc247698333]Professional Development - 3 possible points
1) (1- 3pts) The instructor engages in activities that are preapproved by the IDLA office, are verifiable, and serve to enhance the quality, availability, and understanding of programs supported by the Idaho Digital Learning Academy. Examples include: joining NACOL and participating in NACOL activities; participating in blended learning face-to-face with students; taking an additional IDLA professional development course beyond the required one; enrolling in approved college courses; teaching other online courses; taking AP training; attending webinars about online learning; developing online courses; or attending a conference or symposium related to online learning.  

	Minimal Expectations
	1 point
	2 points
	3 points

	Attends the full IDLA Summer Instructor 
Training Conference annually.
	Meets minimal criteria and attends 3-4 hours of professional development, training or courses specific to online learning or Advanced Placement content that serves to enhance the quality, availability and understanding of programs supported by IDLA programs supported by IDLA, OR
	Meets minimal criteria and attends 5-6 hours of professional development, training, or courses specific to online learning or Advanced Placement content that serves to enhance the quality, availability and understanding of programs supported by IDLA, OR
	Meets minimal criteria and attends more than 6 hours of professional development, training, or courses specific to online learning or Advanced Placement content that serves to enhance the quality, availability and understanding of programs supported by IDLA, OR 

	Successfully completes the online professional development course annually.
	Meets minimal criteria and teaches online for an organization other than IDLA.
	Meets minimal criteria and participates in blended learning with one or more face-to-face classes.
	Meets minimal criteria and attends a full conference (excluding IDLA Summer Conference) or symposium specific to online learning and/or the instructors curriculum area OR

	
	Meets minimal criteria and joins a professional organization that serves to enhance the quality, availability, and understanding of programs supported by IDLA (i.e. NACOL).
	 
	Assuming a Lead Teacher role

	 
	
	 
	


Professional development opportunities will be recognized on a twelve (12) month cycle starting on the date of completion for each professional development opportunity.    While multiple professional development opportunities are encouraged, only a maximum of four (4) points can be accumulated and counted towards bonus criteria.nstruction Communicatiossible 5
[bookmark: _Toc247698334]Student Evaluation (“Course Instruction” Questions) - 3 possible points
1) (1 pt ) Scores averaged between 3.5 and 4.4 OR
2) (2 pts) Scores averaged between 4.5 and 5.4 OR
3) (3 pts) Scores averaged 5.5 or above
Note: Principals can adjust upward based upon sample size, and responses received, and completion rate.

Student Achievement - 3 possible points
1) (1pt)  Successful completion rates meet historical rates for the specific course OR
2) (2pts) Successful completion rates exceed historical rates for the specific course  by 1-10 percentage points OR
3) (3pts) Successful completion rates exceed historical rates for the specific course by more than ten (10) percentage points.
Note:  Historical rates are considered valid if the course has been taught three (3) or more terms.  If no historical rates exist, pass rates will be compared to IDLA's overall average completion rate.  A final grade of 60% or higher would be considered a successful course completion.

