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Welcome! As the newly appointed acting executive director 

for the Center for Online and Distance Education (CODE), I 

am excited and look forward to continued success in distance 

education at South Carolina State University. CODE will continue 

to provide quality workshops and training focused on Academic 

technologies, course design, Quality Matters, accessibility, 

and test proctoring services. Departmental consultations are 

available for all departments/colleges seeking to develop 

courses and programs online (see page 7). CODE’s initiative on 

accessibility will continue in Spring 2023. We encourage faculty 

and instructional staff to schedule consultations and take part 

in focused training on accessibility. We thank you for your 

continued support and dedication to CODE. 

Bettina Mozie, M.ED.
Acting Executive Director
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THERESA BUTORI, PH.D.

A TYPICAL WEEK FOR AN 
ONLINE INSTRUCTOR

Entirely online students look for information on what they 

need to do for the online week in the online course modules. 

These weekly course modules are similar to folders. If you 

have a 15-week course, an online instructor would create 15 

folders or modules. The instructions, the goals or learning 

objectives, and everything the student needs in terms of 

course materials and assignments for week 1 would be 

located in the week 1 module.  

The term “module” refers to individual folders of instructional 

content, including readings, activities, directions, and other 

resources (Hanna et. al., 2000). Building the modules in a 

logical, sequential, meaningful, and appropriate manner is 

often the most time-consuming task of online course design 

and development. A complete module typically contains four 

basic elements: introduction, objectives, resources (readings, 

video lectures, communication tasks, sample files, etc.), 

and a “to-do” list that directs students over a set amount of 

time. Each module has a given period of time during 

which the class is focused on the knowledge, skills, or 

dispositions that the module targets. For each module, 

students must complete the “to-do” list (assigned 

readings, assignments, participation opportunities) as 

required. 

As an online instructor, I open all of the weeks of the 

course. Your online students are self-directed (which I 

will discuss further), and some go back to the previous 

week, and some go forward to the next week. Self-

directed learners or online students require deadlines. 

They can learn the material on their own, however, they 

will only work on graded assignments with a deadline 

most of the time. Unfortunately, optional exercises 

and resources such as videos will more than likely 

not be completed unless it ties directly with a graded 

assignment. I have found through countless online 

teaching sections that I needed to set at least 10 points 

for practice exercises, discussions, etc. if I wanted them 

completed. 

Assignment Submissions – Submissions are a 

general area where I usually have students submit their 

assignments individually, only the student and I can 

see the work that is uploaded to dropbox. I usually add 

a rubric to projects for easier grading. I recommend 

having all assignment directions listed here along with 

deadlines and/or any special submission details. 
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Grades/grading – In general, online learning students desire immediate feedback on their progress and 

they will look at their online grades constantly. Keeping the grades up to date as much as possible will improve 

student satisfaction and let them know which assignments they have missed. Also, have grades posted online 

at least by week 2.  

As an online instructor, I usually grade work 2 days after it’s due. I do not set end dates in my courses because 

my online students tend to e-mail their work. The LMS will not allow them to submit late work or even see the 

assignment if it is after the “end date”. I recommend using only due dates. I have started entering temporary 

0s for missing work. First, this provides students with a realistic view of where they stand each week. I also 

seem flexible when I accept late work and change it to a 0. I have found that students tell me that they know 

they have a missing assignment and when it will get to me. I have had to e-mail fewer students since I started 

temporary 0s. 

All in all, if you are logged into your online course a few times every week, it will run very smoothly. Keep in 

mind the above tips I have shared. If you want more information or request assistance with teaching an online 

course, contact the Center for Online and Distance Education (CODE): code@scsu.edu. 

A TYPICAL WEEK FOR AN 
ONLINE INSTRUCTOR CONT.
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DR. HAILE M.G. SELASSIE

The featured online Faculty for this edition of the 
Center for Online and Distance Education (CODE) 
newsletter is Dr. Haile M.G. Selassie. Dr. Selassie is a 
full-time professor of Agribusiness and Economics 
in the College of Business and Information Systems 
at South Carolina State University. In the past Dr. 
Selassie has developed and taught several courses 
designed to be face-to-face. However, due to the 
fast-growing demand for online learning and 
teaching, Dr. Selassie has realized the importance of 
developing online delivery of educational tools. This 
realization was a steppingstone for training online 
delivery systems and methodology which resulted 
in certifications in teaching online courses. Very 
recently, he collaborated with CODE and Symbiosis 
Educational Consultants to review the redesigned 
MBA (Master of Business Administration) level courses 

that he previously taught face-to-face to become 
full-fledged online courses. The first is Agribusiness 
Marketing and Price Analysis Course and the second 
is Advanced Managerial Economics. The purpose 
of the collaboration was to ensure efficient course 
navigation, design, and quality compliance. Dr. 
Selassie says he is a firm believer of online delivery 
because it can add value to those who have a need 
to advance their career but could not do it due to 
distinct reasons. Therefore, the Center for Online and 
Distance Education (CODE) comes to this picture. Dr. 
Selassie looks forward to working with CODE in the 
near future to develop more online courses. 

FEATURED ONLINE FACULTY



CODE QUARTERLY NEWSLETTER WINTER 2022  | VOL. 4

4

MEET THE 
CODE TEAM 

Ms. Shambreka Stroman is a staff member of The Center for Online and Distance Education (CODE). She is 

currently the test proctor of the Assessment Center where she assists Ms. Conelly with proctoring exams for 

students. Ms. Stroman attended Hunter Kinard Tyler High School in 2009 where she graduated with honors. 

She has earned her Associate Degree in Business Administration from Strayer University and is currently 

enrolled at Strayer University where she is pursuing her bachelor’s degree in Business Administration with 

a minor in Human Resources. Ms. Stroman is a mom of four beautiful kids and enjoys cooking, reading, and 

spending time with loved ones. Shambreka enjoys working at South Carolina State University. 

Alberta Simmons

Shambreka Stroman

Alberta Simmons is the program assistant for 

CODE. She is from Charleston, SC, and the youngest 

of two brothers and seven sisters. She joined the 

CODE team on January 01, 2021. Ms. Simmons 

has expressed that her time with the department 

has been a great learning experience thus far. 

She uses life experiences to deliver courteous, 

professional, and prompt attention and service 

when communicating with faculty, staff, students, 

and the public. 
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Dr. Theresa Butori

MEET THE CODE TEAM CONT.

Dr. Theresa Butori is the Instructional Designer for 

the Center for Online and Distance Education. She 

provides course design consultations and Quality 

Matters reviews for CODE. She has facilitated and 

updated the Advanced Online Teaching course 

here at SCSU. Dr. Butori is originally from Chicago 

and has earned two master’s degrees from the 

University of IL at Chicago - one in Education 

and the other in Teaching Mathematics. She 

has a Doctorate Degree in Education (online 

via Capella University) with a specialization in 

Instructional Design for Online Learning. She has 

two teen children and 3 cats..

Ms. Conelly is the Online Student Services Manager and the liaison for the Political Science Online 

Public Administration major in the Center for Online and Distance Education (CODE). She provides 

management for the day-to-day operations of the university testing center and provides information 

(written and verbally) to students, faculty, and staff regarding online courses and programs, testing 

center services, procedures, and operations. Also serves as the primary contact for students referred 

for enrollment in online programs by external partners and organizations. Ms. Conelly earned an 

Associate Degree in Human Services (Paralegal/Legal Assistant) from Orangeburg Calhoun Technical 

College. She also earned her Bachelor of Science degree in Human Services (Criminal Justice) from 

Voorhees University and Master of Science degree in Individual and Family Development from South 

Carolina State University. She is a proud mother of two adult children and two grandchildren. 

Sharon Conelly

Eric Jones
Mr. Jones is the web designer for the Center for 

Online and Distance Education. He is committed 

to producing innovative designs that represent 

the unique brand and ideas of small business and 

solopreneur brands. Mr. Jones graduated from 

Georgia State University with a degree in Studio 

Art with a Concentration in Graphics Design. 

Having been in business for over 10 years, he is an 

expert in providing creative direction and helping 

companies create a unique brand identity. Mr. 

Jones has created visuals for more than 100 small 

businesses, organizations, and solopreneurs. These 

organizations include Apple, Care USA, AT&T, , 

Official Black Wall Street, various Colleges, churches, 

and more. No matter what project I am working on, 

my solid skill set makes me capable of producing 

high-quality results time after time.
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WHAT’S NEW IN THE CENTER FOR ONLINE AND 
DISTANCE EDUCATION

Ms. Dynique Roseboro is a student 

enrolled in the online Public 

Administration program with a 

major in Political Science at SC 

State University. Ms. Roseboro is 

currently working as an IT Support 

Specialist for Petroleum Logistics. 

Roseboro earned a degree in 

paralegal from York Tech and 

completed the real estate program 

also from York Tech. Roseboro 

inspires to be a public leader in 

the community and hopes to sell 

houses in her spare time.  

- “Once a Bulldog ALWAYS a 

Bulldog!” 

OFFICE HOURS: 
Monday: Closed

Tuesday - Thursday: 10am - 12noon & 3pm - 4pm

Friday: Closed

BELCHER HALL ROOM 405

• Receive assistance on navigating Blackboard

• Learn how to upload your assignments

• Bring your laptop

THE BLACKBOARD STUDENT LAB IS NOT 
A TUTORING SERVICE
The Blackboard Student Lab is open for students seeking 
assistance on basic Blackboard questions.

BLACKBOARD STUDENT
LAB NOW OPEN!

Need an appointment? email  code@scsu.edu

ONLINE STUDENT 
OF THE QUARTER

MS. DYNIQUE ROSEBORO
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PROCEDURE FOR DEVELOPING NEW FULLY ONLINE 
COURSES AND PROGRAMS

The following procedure is consistent with this policy as it pertains to proposals for development of new curriculum content delivered 50% or 

more online. The procedure always begins with the Department, College Curriculum Committee and subsequently, the Educational Policies 

Council. Approval by other governing bodies may be required as described in the Faculty Handbook.

Departments shall follow the same 

procedure to develop an online 

version of an existing course 

as previously described for the 

development of new online courses 

and programs, with the exception that 

approval by the College Curriculum 

Committee and the Education Policies 

Council is not required.

1. The proposal submitted to the Educational Policies Studies Council shall include the following information in reference to courses and programs 
that will be delivered 50% or more online:

2. The Department Chair, with the Dean’s approval, shall submit the Blackboard Course Shell Request 
form to the Center for Teaching, Learning, and Extended Studies (code@scsu.edu). The online course 
will be developed on the Blackboard test server until such time that it is ready for instruction.

3. Faculty will work with CODE instructional designers in developing online courses. Content shall be 
submitted to CODE for review using the Content Organizer tool. Departments may use the services 
of a consultant course developer or license courses developed by third party vendors; however, such 
parties must comply with these procedures.

4. Prior to scheduling courses for instruction in Banner, The Department Chair shall confirm the courses 
have been reviewed by CODE and achieved a Quality Matters® “Met” rating. The “Met” rating is 
achieved based on an overall score of 85% or higher of the possible points.

5. Upon scheduling the course in Banner, the Department Chair shall notify CODE to copy the 
course content from the Blackboard test server into the course shell that has been created in the 
Blackboard production server. Students will access the course on the Blackboard production server.

In certain extenuating circumstances, it may be necessary for the department to offer a course online in response to an emergency instructional 
need. Examples of these situations include the death or sudden resignation/dismissal of an instructor, natural disasters and the replacement 
instructor is only available to teach the course online. Quite often these cases occur after the start of the term or even in the middle of the 
semester, when time constraints do not allow for the department to follow the normal course development procedures. In such cases, the 
following procedure shall apply:

1. Departments should estimate that it will require at least 6-8 months to develop a fully online 15-week, quality academic credit course, if the faculty member does not receive release time for course development. 
2. Programs in which 50% or more of the courses are available online must be approved by the SC Commission on Higher Education 
3. The module covers various resources to support faculty teaching online at the University in addition to distance education policies and procedures. The Blackboard Quick Start Guide can also be downloaded from the module. The Guide provides step-by-step 

instructions on many of the common tasks faculty perform in Blackboard. The online teaching module is available in Blackboard and can be completed in 30 minutes.

TEMPORARY WAIVER

PROCEDURE FOR 
DEVELOPMENT
OF EXISTING 
COURSES FOR FULLY 
ONLINE DELIVERY
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1. The Department Chair, with the approval of the Dean, shall complete the Online Instructor Temporary Waiver form with submission to the Provost 
and Vice-President of Academic Affairs. Approval of this request shall waive the normal online course development process. A copy of the waiver 
shall be provided to the Executive Director, CODE.

2. If a replacement instructor is hired to teach the course online, the instructor shall be required to complete the Online Teaching at SC State 
module.3 CODE will enroll the instructor in the module and provide access.

3. The waiver may be renewed for a maximum of one semester for the same course.

4. Waivers should only be used in extenuating circumstances and are not considered routine in nature.

a. The projected start date (semester/year) in which the first courses will be offered.1

b. Names of faculty who will teach the online course(s) and evidence that said faculty 
have completed the following:

• Instructor Training for Blackboard Learn

• eFellows Online Teaching Certificate Course or Equivalent

• Training in Designing Quality Online Courses

c. Programs-List of courses in the program currently developed for online delivery.

d. Programs -List of courses in the program that must be developed for online delivery.

e. Programs -Preferred sequence for development of new online courses.

f. Indicate whether the proposed course(s) will result in 45% or more of any degree or 
certificate program offered at SC State being available online.2


