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Internship Reflection 
 

CNM FACULTY GUIDE FOR COURSE DESIGN 
INTERNSHIP PROJECT PROPOSAL TO REWRITE CNM’S DISTANCE LEARNING 

GUIDEBOOK FOR FACULTY 

Executive Summary  
My internship project at Central New Mexico Community College is the project of rewriting the Distance 
Learning Guidebook for Faculty.  This document is outdated for a few reasons: 

1. CNM is switching learning management systems 
2. It contains a lot of outdated information 
3. It needs to be more comprehensive and include more learning theory, Quality Matters, and 

instructional details 

This project is urgent, so it is being developed and delivered piecemeal. The final destination of each 
deliverable is undetermined; some content is already incorporated into the interactive Articulate Rise 
document this is available within the new LMS. Some of the delivery content will be available as a PDF, 
which will also reside within the LMS. The PDF portion will contain most of the policy and practice 
information and the Rise document is called an Instructor Resource. The Rise document emphasizes 
technical skills, but there is a lot of overlap between the two, without being repetitious, because they are 
interwoven. The how and why of creating courses in the LMS is part of the larger picture of what the new 
guidebook will contain including some policy and procedures regarding teaching online at CNM. My project 
is enmeshed within a larger collaborative effort with a few other CNM staff and faculty. Although most of 
my contribution consists of discrete parts, there are some sections that are highly collaborative, mostly, so 
far with one of my CNM mentors, Dr. Anne Key. Between the sudden migration to online-only, as the COVID 
pandemic required, and CNM already in the process of upgrading its learning management system, the need 
for a single hub of information for faculty containing everything related to course building became apparent. 

Project Description 
The first of my deliverables is a document that ended up being named “A Complete Guide to Preparing Your 
Brightspace Homepage” (formerly known as “A Complete Guide to Preparing Your Brightspace Course”). 
The contents of this document are a collaboration between me and Dr. Anne Key, my coworker and 
workplace mentor. This nine-page PDF document is currently available from the Articulate Rise document 
Online Instructor Resources available from within CNM’s new LMS. This document will also be available 
online as the PDF, CNM Faculty Guide for Course Design. Meanwhile an updated version is actively being 
revised in response to feedback, which is integral to the evaluation process.  
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 “A Complete Guide to Preparing Your Brightspace Homepage” is a combination of technical information 
and best practices from a learning sciences and design standpoint. It explains how to do things with step-by-
step explicit instructions all framed within the context of how to create and present content that facilitates 
learner engagement and success. For example, the document walks the learner through the process of 
customizing each section of their course homepage with the goal of providing their students with all the 
information they need to make the course easy to navigate. See Appendix A. 

Instructors typically have a clear idea about what they want their students to get out of their course—that is 
they have clear learning objectives—but less often do they understand how to use the LMS to keep the 
student focus on the learning material and the learning objectives without being distracted by the difficulty 
of navigating the course material due to a poorly designed delivery setup. The goal of the “A Complete 
Guide to Preparing Your Brightspace Course” is make help instructors create courses that are easily 
navigable for students, so that learning the LMS does not interfere with the course learning objectives. 
Putting this into an easy-to-follow guide while avoiding a pedantic tone is the goal. One of the feedback 
items I have received is that I should remove all of the imperative statements and work to make the 
language more like suggestions rather than directives.  

In addition to “A Complete Guide to Preparing Your Brightspace Course” I have created seven Articulate Rise 
tutorials and numerous other smaller documents, primarily in response to faculty questions, which are being 
compiled to create a central resource available within the new learning management system by the end of 
this Fall 2020 term. Neither the CNM Faculty Guide for Course Design, nor the Online Instructor Resource will 
be complete by the end of the term—or ever. Both are conceived as living documents that will be updated 
each term. 

Development of Professional Knowledge, Skills, and 
Goals 
Most of the work I have done so far is creating detailed tutorials instructing faculty in accomplishing specific 
as well as general things in the LMS. “A Complete Guide to Preparing Your Brightspace Course” presents the 
technical directions of how to do things within the larger context of a document focused overall on course 
design principles, especially Quality Matters. With ease of learner navigation primary, faculty course 
designers are guided through the how and why of processes like customizing banner images, using 
Document Templates, fixing the appearance of imported quizzes, exporting and importing content, creating 
descriptive links, etc. Essential to quality course design is primary consideration of the learner and 
leveraging the tools of a learning management system to maximize learner engagement is not necessarily 
intuitive—particularly for faculty without many years of experience delivering courses online. 

One of the challenges of this project is that there is no way to realistically set parameters around the project 
and then approach it in a linear Plan > Create > Deliver > Evaluate workflow. One of the things I have learned 
in the OILS program is that creating learning materials or developing programs is often messy and requires 
multiple iterations. This is especially the case if the training materials are being implemented while the 
planning and creation phases are still in action. Sometimes time does not permit a neat linear flow.  
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Repeatedly, the theme I have encountered in my courses in the OILS program, is that design is an iterative 
process. Learning is also an iterative process. Instructional Design & Technology compounds the process 
because technology is ever evolving. Evolving technology is the whole reason CNM needs their Distance 
Learning Guidebook re-written. Plenty of faculty, staff, and students at CNM would have preferred not to 
change learning management systems because new and unfamiliar technology takes time to learn and can 
be scary and intimidating.  

Plenty of teachers and learners worldwide would have preferred not to be thrust so suddenly into remote 
learning, but for those of us who are studying the art, science, and technology of remote learning, the 
COVID pandemic presents an incredible opportunity to apply what we have learned to help make remote 
learning a rich, dynamic, positive, and rewarding experience. I think many people hope that some of the 
tools we are being “forced” to use will be incorporated into our post-pandemic lives, and I share the hope 
that elements of remote learning will become integrated into our education system, particularly the use of 
learning management systems as information, communication, and activity hubs. Learning the ins and outs 
of an LMS, not just the technical how-tos, but leveraging tools to facilitate learner engagement and success 
is the first step. The second step is communicating this to the learners (faculty), who will be creating their 
courses in the new LMS, in a manner that is understandable, applicable, meaningful, relevant, and 
respectful. This is an exciting challenge for me. This project engages all I have learned about assessing what 
learners know and don’t know, what they need to know and how to best deliver that learning. It also is 
engaging all that I have been learning about how to work with others; both collaborators and with a client to 
design a learning deliverable that meets the demands of the client while also meeting the needs of the 
learner. 

One of the most challenging yet exciting aspects of this project has been the pace due to the circumstances 
of need. This was not a situation where I could go in and gather data, evaluate learner needs and gaps, and 
design a curriculum; instead it is a swiftly moving, highly collaborative, dynamic process where there is a 
need for old information to be integrated with new information, all of which is in the process of being both 
created and collected. Even though I am the main person working on the Faculty Guide, there are many 
individuals creating Brightspace tutorials for faculty in multiple formats and there is no one clear image of 
what information will end up where and in which final form. The learner needs and gaps are being identified 
on a daily basis as the faculty begin to engage with the new LMS.  

It is a project without a clearly definable end because many of the learners have not yet begun to work with 
the new LMS and therefore we have an enormous gap in our ability to evaluate the learning gaps! Working 
with so many unknowns is part of what makes the evaluation process of this project so difficult to plan. 
Throughout the process I have drawn on the skills and resources I have developed in the OILS MA program 
at UNM. The sheer scope of the project itself has challenged me to implement and continue developing the 
organizational skills I continue to learn as a graduate student.  Planning for the project, including Identifying 
learners, learning gaps, needs, and the scope have presented unique obstacles, as has creating a plan for 
how to evaluate my final deliverable.  

In some ways it might have been easier to have chosen a project that was my own idea so that I could have 
more control over the planning, the scope, the audience, and the evaluation. I was considering doing a 
capstone project involving gamified learning, because that is an area of strong interest to me that I would 
like to study and explore, but when I was approached with this proposal, I accepted it because it seemed like 
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an interesting challenge directly related to my education in the OILS program, and an excellent way for me 
to immerse myself into the skills and knowledge I need to excel at my job as an Instructional Consultant at 
CNM.  
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Appendix 
Appendix A: Section from “A Complete Guide to Preparing your Brightspace Course” 
Appendix A Image A.1 
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Appendix A Image A.2 
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Appendix B: Section from “Brightspace Tutorials: Banner Images” Tutorial made in Rise 
Appendix B Image B.1 
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Appendix B Image B.2 
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Appendix C: Section from “Brightspace Tutorials: Blackboard to Brightspace - Fixing Your 
Quizzes Banner Images” Tutorial made in Rise  
Appendix C Image C.1 
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Appendix C Image C.2 
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Appendix C Image C.3 
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Appendix C Image C.4 
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