
   

  

    
 

  

 

   

     
 

  

   

  

 
 

   

  

  

    

   

   

  
   

  

   

     

 
   

   

   

   
    

  

    
    

  

   

  

  

   
    

  

   

   
   

   

Digital Literacy Specialist Professional Practices Framework 

Area Baseline Practices Target Practices 

Technology Fundamentals Familiarity with at least one application in each of the 
following: 

☐ Learning management system (e.g., Google 

Classroom, Canvas) 

☐ Webinar platform (e.g., Zoom, Teams) 
☐ Office productivity (e.g., Word, Excel) 

☐ File sharing (e.g., Google Drive, OneDrive) 

☐ Supports staff use of a learning management system, 
webinar platform, office productivity software, and 

file sharing applications 

☐ Transfers skills between new/different applications 

(e.g., switching from Zoom to Teams) 

Supporting Staff and ☐ Supports staff in identifying their digital literacy ☐ Supports staff with identifying student digital literacy 
Students’ Digital needs needs 
L iteracy Needs ☐ Identifies students’ digital literacy needs 

☐ Enhances instruction and program operations using 
technology 

☐ Teaches digital literacy skills needed for employment 

and/or other student goals 

☐ Ensures that staff and tutors have the necessary 

technology and digital literacy skills to enhance 
instruction and help students gain the digital literacy 
skills needed for employment and other goals 

☐ Supports staff with identifying and teaching digital 

skills needed for an IET or a particular career path 

Accessibility Principles ☐ Demonstrates awareness of accessibility laws and ☐ Makes staff aware of accessibility laws and principles 
and Features principles (e.g., Americans with Disabilities Act (ADA) 

and Section 508 of the Rehabilitation Act) and the 

importance of equitable access to technology used in 
class and for distance learning opportunities 

☐ Identifies common accessibility features and tools 

(e.g., screen‑reader compatibility and multilingual 

support) available in digital platforms and 
instructional materials and can make appropriate 
recommendations to students who need them 

(e.g., Americans with Disabilities Act (ADA) and 

Section 508 of the Rehabilitation Act) and the 

importance of equitable access to technology used in 
class and for distance learning opportunities 

☐ Assists staff with identifying common accessibility 

features and tools (e.g., screen‑reader compatibility 

and multilingual support) available in digital 
platforms and instructional materials so they can 
make appropriate recommendations to students who 

need them 
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Area Baseline Practices Target Practices 

Digital Citizenship ☐ Recognizes and works to mitigate barriers that 
students may face when attempting to access remote 
classes or digital learning materials 

☐ Uses technology to access, create, and manage 

information in an ethical and sustainable way 
☐ Recognizes the importance of individual and agency 

digital footprints 

☐ Supports staff with recognizing and working to 
mitigate barriers that students may face when 
attempting to access and use digital learning 

materials 

☐ Supports staff with using technology to access, 
create, and manage information in an ethical and 
sustainable way 

☐ Supports staff in maintaining an appropriate digital 
footprint 

☐ Supports instructors with helping students 

understand the importance of maintaining an 

appropriate digital footprint 

Distance Education ☐ Understands the distance education delivery 

methods the program provides (e.g., fully remote, 

HyFlex, hybrid, and blended) 

☐ Understands the requirements of Distance Learning 
Policy D.130 and communicates them to staff 

☐ Can provide engaging remote classes and utilize 

supplemental distance learning resources 

☐ Provides technology support students need to 

participate successfully in distance learning 

☐ Shares information with staff about distance 

education delivery methods (e.g., fully remote, 

HyFlex, hybrid, and blended) and helps to make 

decisions about the options the program provides 
☐ Supports staff with maximizing the use of 

supplemental distance learning resources 

☐ Supports staff with providing engaging remote, 

HyFlex, hybrid, and/or blended classes 

☐ Supports staff to ensure students receive the 
technology support they need to participate 

successfully in distance learning 
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Area Baseline Practices Target Practices 

Professional Development ☐ Keep current with trends in digital literacy ☐ Supports staff with keeping current with trends in 
and Program Improvement ☐ Participates in the Digital Literacy Specialist 

Community of Practice (CoP) 

☐ Participates with the program administrator and the 

in-house professional development specialist as part 
of the program PD team to create and maintain the 
program improvement/professional development 

(PI-PD) worksheet 
☐ Participates in the program improvement team (PIT) 

☐ Communicates with the Digital Literacy and Distance 

Education (DLDE) project to determine PD and TA 

available for building staff and students’ digital skills 

digital literacy 
☐ Supports staff to address individual professional 

development goals related to their digital literacy and 

distance education needs 
☐ Works with the program administrator and the in-

house professional development specialist to guide 

and document staff professional development 
related to digital literacy or distance education in 

support of the program improvement/professional 

development (PI-PD) worksheet 

☐ Collaborates with the Digital Literacy and Distance 

Education (DLDE) project to support program and 

staff initiatives 
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