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BLESSING: UNNAMABLE GOD 
Unnameable God, I feel you 
with me at every moment. 
You are my food, my drink, 
my sunlight, and the air I breathe. 
(Psalm 16; Stephen Mitchell) 
 
with each refreshing rain 
each slant of sunshine 
each beam of moonlight 
each whisper of wind 
 
in every spiraling thought 
every turning of the heart 
every spoken and written word 
every action large and small 
 
you steady, you lead 
you encourage, you guide 
you embrace, you never let go 
 
one with my soul, one with my life 
one with me in the first breath 
one with me in the last 
 
you know me now 
you will know me 
always and forever 
 
I remember 
I rejoice 
 
– Joyce Rupp, Prayer Seeds
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“Peace be with you!  
For the sake of the Lord,  
I will seek your good.” 

(Psalms 122)

A SHARED WORLDVIEW 
As teachers in Catholic schools, we share a unique worldview grounded in service and community. 
Through our professional practice, guiding students with our hearts and minds, the broader community, 
both present and future, also benefits. The learners we empower will eventually contribute to society 
through their own endeavours, continuing a pattern of flourishing and love. 

 

 

 

 

 

 

 

A SHARED COMMITMENT 
Regardless of the specific role we have in education at any given time, we are all educational leaders. 
Educating youth unites responsibility with service, a transformative element of our vocation. In fact, 
teaching is a profession that fosters all others, motivating students to apply learning meaningfully as  
life-long, engaged and contributing citizens. 

Grounded in Gospel values, Catholic education nurtures an inclusive learning culture of high expectations 
for all learners across all learning environments. Diversity is championed as a strength, so that students 
with different backgrounds and experiences are collectively inspired to achieve to their unique potential 
and promote the common good. Created in God’s image, all learners matter.

“Be who God meant you to be and you will set the world on fire.” 

— St. Catherine of Sienna
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KEY FACTORS TO CONSIDER WHEN EDITING AND REVISING DIGITAL COURSES 

While there are many digital Catholic courses to which school boards have access, there are currently 

many more digital courses that do not include any reference to the Catholic faith or social teachings. 

Therefore, the focus of this document is editing and revising available secular digital courses to reflect the 

Catholic context. 

An important underpinning of editing and revising digital courses is the dignity of all people. Catholic 

Social Teaching is rooted in the belief that all people are created in the image and likeness of God. This 

belief transfers to the educational context — face-to-face or virtual — in myriad ways, and it influences 

what is included and excluded in courses. In remembering just this one foundational Catholic Social 

Teaching, editors/reviewers will recognize why the following factors must be considered when editing and 

revising digital courses.

Key Factors to 
Consider when 

Editing/Revising 
Digital Courses

Accessibility

Accuracy, 
Appropriateness, 

and 
Completeness

Clarity

Copyright 
and Plagiarism

Catholicity

Technology

Pedagogy

Human Rights

Indigeneity

Figure 1. Key Factors  
to Consider when 
Editing/Revising  
Digital Courses
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Accessibility 

The Accessibility for Ontarians with Disability Act (AODA), available at aoda.ca, is important legislation 

with which schools and school boards comply. AODA supports the dignity of all people and sets 

standards related to customer service, design of public spaces, employment, information and 

communications, and transportation. 

Of these standards, those related to information and communications are likely to be of greatest 
relevance to those involved in digital learning. See w3.org/WAI/WCAG21/quickref for complete details 
about the standards all Ontario schools and school boards must meet. 

In their work, editors/reviewers must check to ensure digital course content can be easily accessed. 
Accessibility ensures that both those with and without disabilities can participate meaningfully in digital 
Catholic courses. Specifically, when examining course material, editors/reviewers should ensure that: 

Text can be easily read, including by those using screen readers and/or those with visual impairments. For 
example, text should be large enough to be read and able to be magnified. There should also be 
sufficient contrast between background and text colours. 

Alternative text (e.g., alt tags, long descriptions) accompanies all images and graphics. Such text ensures 
that screen readers can describe the content of each graphic for those who are blind or visually impaired. 

Closed captioning and/or transcripts are available for all video and audio files embedded in the course, 
thereby enabling those with auditory and visual impairments to access the material therein. 

Flashing text or images, such as one might see in advertisements or discount offers, must be avoided, 
since they may prompt seizures in some individuals. 

Extremely large files, which may be prohibitive for those in rural, isolated, or low-bandwidth settings to 
download, should also be avoided.

“You shall not curse a deaf man, nor place a stumbling block before 
the blind, but you shall revere your God; I am the Lord.” 
(Leviticus 19:14)

“See the ability in disability.” 
– Rick Hansen

https://www.aoda.ca/
https://www.w3.org/WAI/WCAG21/quickref
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Accuracy, Appropriateness and Completeness 
As with all educational resources, digital Catholic courses must be accurate and complete, so that 
students learn what they should and have exposure to good models of writing. Editors/reviewers play a 
significant role in ensuring this happens. In their work, editors/reviewers must read all course materials 
thoroughly and be mindful of such things as:

“All Scripture is God-breathed and is useful for teaching, rebuking, 
correcting and training in righteousness, so that the servant of  
God may be thoroughly equipped for every good work.” 
(2 Timothy 3:16-17)

“We need to strengthen the 
conviction that we are one single 

human family.” 
–  Pope Francis

Course Content: Editors/ 
reviewers have a responsibility  
to ensure all curriculum 
expectations are addressed. In  
so doing, they should verify that 
all facts and concepts in digital 
courses are correct (e.g., names, 
dates, equations, calculations) 
and up to date (e.g., current 
events, scientific discoveries, new 
theories). They should double 
check not only the material 
visible to students but also 
information in teacher guides 
and answer keys. 

Additional Resources: In many 
digital courses, students are 
invited to access additional 
resources (e.g., YouTube videos, 
news articles, podcasts, 
interactives, external websites). 
Editors/reviewers must 
thoroughly peruse all such 
additional resources to ensure 
their accuracy and 
appropriateness for Catholic 
students and teachers. 

 

 

Spelling and Grammar: One of 
the key roles of editors/reviewers 
is ensuring that all spelling and 
grammar in the digital course is 
correct and consistent. 
Editors/reviewers should 
particularly watch for proper 
sentence structure, punctuation 
and capitalization.
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Catholicity 
Everyone has a responsibility to the wider Catholic community. The digital courses editors/reviewers 
examine might ultimately be offered in multiple boards, taught to students in disparate communities, and 
shared with myriad teachers. To ensure the Catholic identity and context are represented and embedded 
in all digital courses, editors/reviewers should focus on ensuring: 

Prayer is integrated into each unit of study. Some of the most engaging courses include an invitation to 
pray, sing, and/or meditate at the beginning of each learning activity in a way that connects to the subject 
matter of the lesson. 

One or more Ontario Catholic School Graduate Expectations (OCSGEs) is explicitly referred to in each 
unit of study. The more that students understand the connection between what they learn in school, the 
world they will graduate into, and their faith, the better. 

Scriptural passages, where appropriate and relevant, are included in the course. If none immediately 
comes to mind, editors/reviewers should consider typing the following into a search engine — Catholic 
bible verses about + the topic (e.g., Catholic bible verses about earth’s beauty).  

References to Catholic authorities, where appropriate, are made. Editors/reviewers should consider 
including relevant quotations from authorities such as theologians, popes, saints, and bishops. Relatively 
recent encyclicals, such as Laudato si’ and Fratelli tutti, can be especially rich resources. Additionally, 
including quotations from Catholic practitioners or subject matter experts (e.g., Catholic writers, artists, 
actors, musicians, mathematicians, scientists, historians, business owners) can be effective.  

Inclusion of Catholic Church teachings and/or positive contributions related to specific fields or issues 
(e.g., education, classical art, freedom, morality, young people, the elderly, migrants, peace, love in the 
family, genetically modified organisms). The Catechism of the Catholic Church and Catholic Social 
Teachings, as outlined by Development and Peace, may be a particularly helpful resources for 
editors/reviewers to consult. 

Subject-specific examples supporting and/or reinforcing the Catholic context are included. For example, 
editors/reviewers might ensure guidance courses reinforce the need to choose a career path that utilizes 
one’s God-given gifts and brings glory to God, not necessarily one that garners the most money. Business 
courses could emphasize the need for private enterprises to pay their fair share of taxes, since such 
monies normally help to support the common good (e.g., universal health care and education). 

For more information about infusing the Catholic context into digital courses, as well as examplars,  
see the CVO resource entitled, Exemplars. Catholic Context – Secondary Online Courses.

“Jesus answered, “It is written: ‘Man shall not live on bread alone,  
but on every word that comes from the mouth of God.’” 
(Matthew 4:4)
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Many websites can support Catholic editors/reviewers in their important work, including:

“Therefore everyone who hears these words of mine and puts them  
into practice is like a wise man who built his house on the rock.” 
(Matthew 7:24)

Institute for Catholic 
Education at iceont.ca. 
This website includes 
many relevant resources, 
including the Ontario 
Catholic School 
Graduate Expectations, 
religious education and 
family life curriculum 
documents, various 
monographs, and 
Illumined by Faith: 
Writing Online 
Curriculum for Catholic 
Schools. 

Development and 
Peace at 
www.devp.org/en. 
Filled with rich 
resources, this website’s 
explanation of Catholic 
Social Teachings may be 
particularly helpful. See 
devp.org/en/resource/c
atholic-social-teaching 
for more details. 

 

 

Bible Gateway at 
biblegateway.com 
This website provides 
many readable, auditory, 
and searchable versions 
of the Good Book. The 
Bible approved for use 
in Canada is the New 
Revised Standard 
Version Catholic Edition 
(NRSVCE). 
 

 

 

Curriculum Support for 
Catholic Schools at 
eoccc-csfcs.org/ 
themes/themes.html. 
Although an older 
resource, this website is 
a treasure trove for 
writing teams looking to 
anchor their work in one 
or more Catholic 
themes.

“The grass withers and the flowers fall, 
but the word of our  

God endures forever.” 
(Isaiah 40:8)

https://iceont.ca/
https://www.devp.org/en 
https://www.devp.org/en/resource/catholic-social-teaching
https://www.devp.org/en/resource/catholic-social-teaching
https://www.biblegateway.com
http://www.eoccc-csfcs.org/themes/themes.html
http://www.eoccc-csfcs.org/themes/themes.html
http://www.eoccc-csfcs.org/themes/themes.html
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“Therefore everyone who hears these words of mine and puts them  
into practice is like a wise man who built his house on the rock.” 
(Matthew 7:24)

Clarity 
Sometimes, even when correct, complete, differentiated, accessible, and framed within the Catholic 
context, digital course content can be presented unclearly. Although it is the ultimate responsibility of the 
classroom teacher to ensure students receive clear instruction, the work of editors/reviewers can 
dramatically minimize confusion, both for students and their teachers. Editors/reviewers can work with 
course writers to increase the clarity of digital course content by taking the following steps: 

Encourage the use of simple, precise and concise language to explain concepts, particularly those  
that are complex or difficult. Editors/reviewers should especially consider the audience for the course, 
including the average age of the students taking it, as well as the course type (e.g., open, destreamed, 
workplace). 

Rely on simple and compound sentences, rather than complex sentences that might leave some students 
puzzled. Where complex sentence structures are unavoidable, editors/reviewers should use appropriate 
punctuation to divide the text into manageable parts (e.g., use commas after introductory phrases,  
semi-colons to separate items in lengthy series). 

Add examples, exemplars, diagrams, videos and/or audio explanations, as appropriate. The same 
concept conveyed in several pages of dense text might be better explained in a two-minute video or 
audio clip. 

Reinforce critical concepts. Some experienced educators contend that students in the digital 
environment must be exposed to key concepts at least three times before they truly learn them. 
Editors/reviewers might wish to repeat, reword, reinforce, and/or emphasize critical concepts for students. 
Call-out boxes can be helpful in highlighting foundational concepts. 

Remove distractions, such as images, verbiage, or hyperlinks to resources that add little to the course 
content. Such materials can sometimes distract students from what they need to learn. 

Focus on course assessments to ensure students understand what is expected of them, where they 
should submit their materials, and how they will be assessed. For more detail about this topic, please refer 
to CV’s Assessment and Evaluation Resource.

“Your word is a lamp for my feet, 
a light on my path.” 

(Psalm 119:105)
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Copyright, Hyperlinks and Plagiarism 
Legalities must be carefully adhered to in the digital environment. Copyright is of special concern for 
editors/reviewers working provincially. While educators may legally use some external content without 
concern, it is always safest to request copyright permission. See Appendix 1 for a sample of how to 
request such permission. 

The Copyright Act, available at laws-lois.justice.gc.ca/eng/acts/C-42/index.html, applies to all Canadians. 
Within the Copyright Act is a fair dealing provision that allows some copyrighted material to be used 
without permission.

When copyright permission is denied and/or cannot easily be obtained, editors/reviewers can 
recommend hyperlinking to and/or embedding content from non-password-protected websites, such 
as YouTube or TED Talks. However, there are several risks to taking this approach: 

Volatile Content. The desired material may disappear or change without notice, potentially exposing 
students to a broken link and/or inappropriate content. 

Security Issues. Some websites may not be secure, which could put some personal or board devices  
at risk. 

Exposure to Fees or Inappropriate Materials. Students may be exposed to websites that charge 
subscription fees to access material (e.g., articles in some national newspapers). Or they may be exposed 
to advertisements for or links to inappropriate materials. 

Editors/reviewers must be particularly vigilant about digital course materials they encounter that might 
not appear, sound, or be original. If in doubt, editors/reviewers should copy and paste the material in 
question into a web browser and/or a tool such as Turnitin to determine if plagiarism has occurred. 

To prevent plagiarism, editors/reviewers must ensure that quotation marks are placed around material 
directly taken from other sources (e.g., textbooks, anthologies, scholarly articles). Sources must also be 
listed in the format appropriate to the course (e.g., APA, The Canadian Press Stylebook, MLA), so students 
see a model of proper documentation. Where material has been borrowed and reworded, sources must 
still be appropriately acknowledged (e.g., in a footnote, works cited area, acknowledgements page).

“Give to everyone what you owe them: If you owe taxes, pay taxes; if 
revenue, then revenue; if respect, then respect; if honour, then honour.” 
(Romans 13:7)

Editors/reviewers may wish to familiarize themselves with the following resources: 

Fair Dealing Poster at cmec.ca/docs/copyright/CMEC_POSTER_FDG_EN.pdf 

Fair Dealing Decision Tool at FairDealingDecisionTool.ca 

Copyright Matters at cmec.ca/140/Copyright_Matters!.html

https://laws-lois.justice.gc.ca/eng/acts/C-42/index.html
https://cmec.ca/docs/copyright/CMEC_POSTER_FDG_EN.pdf
https://fairdealingdecisiontool.ca/
http://cmec.ca/140/Copyright_Matters!.html
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Human Rights 
The Ontario Human Rights Code and the Ministry of Education’s online learning graduation requirement 
prompt all editors/reviewers to do all they can to ensure all learners are included in the courses they revise.  

The Ontario Human Rights Code (OHRC), available at ohrc.on.ca/en/ontario-human-rights-code, 
is another important piece of legislation with which schools and school boards comply. Like the AODA,  
the OHRC supports the dignity of all people. It does so by prohibiting actions that discriminate against 
people based on the following protected grounds:

Although accessibility was already touched upon earlier in this document, it bears further examination 
through the lens of human rights. The AODA sets standards with which all schools and school boards 
comply regarding services for persons with disabilities. In addition to meeting these standards, 
editors/reviewers must ensure that their digital courses incorporate the principles of universal design for 
learning (UDL). Among other things, UDL requires differentiating instruction and providing choice to the 
students taking courses regarding: 

• The content of their learning (e.g., what they will learn). 
• The process of their learning (e.g., what tasks and activities they will undertake). 
• The products of their learning (e.g., essay, video, slide deck, website). 
• The environment of their learning (e.g., learning community, tone, setting).

Editors/reviewers must also be mindful of the other protected grounds of human rights when they are 
working on their courses. To help ensure that students across Ontario see themselves represented 
appropriately, editors/reviewers must ensure that the content of digital Catholic courses reflects diversity. 
For example: 

• Images in courses should include people of various ages, colours, genders, cultures and abilities. 
• Texts (e.g., supporting articles, poems, narratives, essays, opinions, research, quotations) should come 

from people of different genders, ethnicities, places of origin, experiences and perspectives. 
• Texts and images should be thoroughly examined to ensure they depict diverse groups of people in  

a sensitive, aspirational and positive light (e.g., people with disabilities and/or of colour in leadership 
positions). Stereotypes, especially negative ones, must be avoided.

• Age 
• Ancestry, colour, race 
• Citizenship 
• Ethnic origin 

• Place of origin 
• Creed 
• Disability 
• Family status 

• Marital status 
• Gender identity, gender 

expression 
• Receipt of public 

assistance 
• Record of offences 
• Sex 
• Sexual orientation 

“And he made from one man every nation of mankind to live on all the 
face of the earth, having determined allotted periods and the boundaries 
of their dwelling place, that they should seek God, in the hope that they 
might feel their way toward him and find him. Yet he is actually not far 
from each one of us, for “‘In him we live and move and have our being’; 
as even some of your own poets have said, “‘For we are indeed his 
offspring.’” (Acts 17:26-28)

Produced by Ontario’s Ministry of Education, Learning for All, available at 
files.ontario.ca/edu-learning-for-all-2013-en-2022-01-28.pdf, provides much 
more detail about universal design for learning (UDL). 

https://www.ohrc.on.ca/en/ontario-human-rights-code
https://files.ontario.ca/edu-learning-for-all-2013-en-2022-01-28.pdf
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“I am here because the first step of my penitential pilgrimage among you 
is that of again asking forgiveness, of telling you once more that I am 
deeply sorry.” – Pope Francis

Indigeneity 
Pope Francis’ recent apologies to Indigenous peoples in Canada underscored the importance of the Truth 
and Reconciliation Commission of Canada’s (TRC) Calls to Action. In particular, the 62nd, 63rd and 64th 
Calls to Action, outlined in Appendix 2, focus on K to 12 education. These calls invite editors/reviewers to 
ensure their digital courses incorporate age-appropriate material related to Treaties, Indigenous peoples’ 
historical and contemporary contributions to Canada, and the history and legacy of residential schools. 
Such material is intended to build students’ capacity for intercultural understanding, empathy and mutual 
respect. Materials (e.g., maps, graphics, statistics, texts, films, audio recordings, links to works of art, 
opinions and quotations from famous Indigenous Canadians) should be respectfully integrated into all 
subject areas. 

There are hundreds of resources related to Indigenous peoples, histories and education 
that might prove helpful to editors/reviewers, including: 

The Truth and Reconciliation Commission of Canada (TRC) at nctr.ca 

First Nations Education Steering Committee at fnesc.ca/irsr 

The National Film Board’s Indigenous Voices and Reconciliation Educational Playlist 
at nfb.ca/education/educational-playlists/#indigenous-voices-and-reconciliation 

Four Directions Teachings at fourdirectionsteachings.com 

Isuma (Inuit Film and TV at isuma.tv/isuma  

Indigenous Peoples at canada.ca/en/services/indigenous-peoples.html 

Indigenous Heritage at bac-lac.gc.ca/eng/discover/aboriginal-
heritage/Pages/introduction.aspx

https://nctr.ca/
http://www.fnesc.ca/irsr/ 
https://www.nfb.ca/education/educational-playlists/#indigenous-voices-and-reconciliation
https://fourdirectionsteachings.com/ 
http://www.isuma.tv/isuma 
https://www.canada.ca/en/services/indigenous-peoples.html
https://www.bac-lac.gc.ca/eng/discover/aboriginal-heritage/Pages/introduction.aspx
https://www.bac-lac.gc.ca/eng/discover/aboriginal-heritage/Pages/introduction.aspx
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“Two are better than one, because they have a good return for their labor: 
If either of them falls down, one can help the other up. But pity anyone 
who falls and has no one to help them up. Also, if two lie down together, 
they will keep warm. But how can one keep warm alone? Though one may 
be overpowered, two can defend themselves. A cord of three strands is 
not quickly broken.” (Ecclesiastes 4:9-12)

Pedagogy 
Although editors/reviewers may or may not end up teaching the courses on which they work, they must 
be ever cognisant of the aim of providing students with a safe, wholesome, and engaging Catholic 
learning environment. As they examine course material, editors/reviewers must be attuned to structures 
and opportunities within the course that encourage four levels of interaction (Hu, 2008): 

Catholic 
Learning 

Community

Student 
to Technology

Student 
to Teacher

Student 
to Content

Student 
to Student

Figure 2: Levels of Interaction  
in Digital Courses

See Hu’s full dissertation at  
vtechworks.lib.vt.edu/handle/10919/28856. 

https://vtechworks.lib.vt.edu/handle/10919/28856
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Student to Technology 
In their work, 
editors/reviewers must 
make every effort to 
eliminate technical 
barriers for the Catholic 
students and teachers 
who will ultimately 
access their courses. 
This means ensuring 
digital course content is 
accessible to all 
learners, including those 
with disabilities and 
those accessing course 
materials from 
communities with low 
bandwidth. Equally, 
editors/reviewers should 
give due regard to 
ensuring any 
assessments or tasks 
require students to use 
only common or 
universal platforms, 
programs, and/or 
websites (i.e., not board-
specific ones, which may 
be available to some 
students but blacklisted 
or blocked by other 
school boards because 
of security concerns).  

 

 

 

Student to Content 
Editors/reviewers must 
ensure that the content 
students and teachers 
access is demonstrably 
Catholic in nature. 
Please see the earlier 
section and CVO 
resource, Catholic 
Context Secondary 
Online Courses. Editors 
reviewers must also 
ensure that digital 
content is engaging for 
adolescent audiences 
across Ontario, without 
being polarizing, 
triggering, biased, or 
overly regionalized. This 
might require them to 
refine, remove and/or 
replace some course 
material. Equally, 
editors/reviewers must 
guard against digital 
course content 
dependent on students 
accessing a particular 
textbook (e.g., complete 
questions 1 to 8 on 
page 22 of Math Is Fun 
10). The exception to 
this rule are works of 
literature easily 
obtained online or in  
a library.  

 

Student to Teacher 
The digital courses on 
which editors/reviewers 
work are ultimately 
taught by Catholic 
teachers, so the use of 
asynchronous tools, 
such as assignments or 
dropbox,   should be 
built into assessments. 
Since they facilitate 
feedback and back-and-
forth communication 
between teachers and 
students, the quiz, 
discussions, survey, and 
other tools should also 
be factored into course 
design. Educators 
assigned to teach digital 
courses may opt to use 
additional tools, such as 
announcements or 
content, for personal 
introductions and/or the 
establishment of 
Catholic community 
(e.g., code of conduct, 
office hours, help areas, 
due dates). 
Editors/reviewers should 
assume that no 
synchronous 
communication (i.e., 
Google Meet or Zoom 
sessions) will occur in 
the courses on which 
they are working. 

Student to Student 
The digital courses 
Catholic students access 
are intended to foster 
engagement, not only 
with content, 
technology, and 
teachers, but also with 
each other. Thus, as they 
work, editors/reviewers 
must deliberately design 
for interaction between 
individual students, 
small groups, and/or full 
classes. Discussions 
eliciting informed 
opinions, integration of 
personal experiences, 
wide debate, and 
multiple complex 
answers are one way of 
achieving such 
engagement. Group 
projects, jigsaws, virtual 
gallery walks, think-pair-
share work and peer 
editing opportunities 
are just some ways 
students might interact 
with one another. The 
goal is for students to 
form bonds and 
community within a 
warm, welcoming, safe, 
stimulating, and 
nurturing Catholic 
learning environment.

“For where two or three gather in my 
name, there am I with them.” 

(Matthew 18:20)
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“You must not only teach content, but the values and customs of life. 
There are three things that you must pass on. A computer can teach 
content, but to understand how to love, to understand values and customs 
which create harmony in society, it takes a good teacher.” 
– Pope Francis, Address, 2015

Technology 
Digital courses require the use various types of hardware (e.g., smartphones, laptops, desktops, 
peripherals) and software (e.g., provincial virtual learning environment [vLE], apps, websites). This is true 
not only for the end users of these courses (i.e., students, teachers) but also those working on their 
development (e.g., writers, editors/reviewers).  

In general, the digital courses on which editors/reviewers work appear — or ultimately need to appear — 
in a templated format in the provincial vLE. Many of these templates are technologically complex, making 
the content within them difficult to modify without assistance from someone familiar with html code. That 
said, a basic familiarity with the vLE’s many tools and functions, including editing content, is a requirement 
for all editors/reviewers. 

For guidance, tips, and tricks related to 
working on templated courses in the vLE, 
see the CVO resource entitled, Technology 
Tips and Tricks.
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“You must not only teach content, but the values and customs of life. 
There are three things that you must pass on. A computer can teach 
content, but to understand how to love, to understand values and 
customs which create harmony in society, it takes a good teacher.”  
– Pope Francis, Address, 2015

KEY PROCESSES WHEN EDITING AND REVISING DIGITAL COURSES 

At times, Catholic educators may wish or need edit or revise digital courses in isolation. The reality is that 
educators do not always have the luxury of knowing which courses they will be assigned far in advance, 
nor do they always have the time, opportunity, or permission to access the course materials before the 
school year or semester begins. Furthermore, only one educator in a particular school, board, or region 
may be assigned to teach a specific course at a given time. Combined, these factors may require Catholic 
educators to edit and revise digital courses rapidly and/or by themselves. 

When it comes to editing and revising digital materials, however, the phrase ‘the more eyes, the better’ 
applies. Wherever possible, it is beneficial for those editing/reviewing digital course content to 
collaborate with others to ensure diverse perspectives are considered, different gifts are accessed, and an 
outstanding course is produced. 

 

Understanding and Honouring Everyone’s Role in the Process 
In the spring/summer of 2022, educators from more than 20 Ontario Catholic district school boards were 
hired to integrate the Catholic context into existing provincial digital courses. Over thirty such teams were 
assembled. Each team included a: 

• Course writer 
• Course editor/reviewer 
• Catholic content specialist 
• Technical support specialist 
• Final reviewer from CVO 
 
See Appendix C for sample job descriptions about these distinct but complementary roles. 

Collaborating on a project of such magnitude can spark great professional dialogue, community, and 
inspiration, as evidenced in these quotations from course editors/reviewers.

The structure of the writing teams worked very well. I thought it was fantastic that there 
were four people working with each writer. This layered approach to each course really 
helped strengthen each course’s various aspects (e.g., curriculum, Catholic content, 
technology) and, ultimately, each course as a whole. If something was missed by one 
person, it would always be flagged by someone else. When someone was stuck, there 
was always someone else with an idea to share.” – 2022 Course Editor/Reviewer
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We all have different perspectives, and I found that it was important for me to 
brainstorm suggestions...I think this idea of having ‘three eyes’ on something is very 
useful for any project...Having an editor on each course also has a ‘smoothing effect’  
on the writing process, since each editor sees [several] courses at once. We can try to 
make sure that the end result is about the same for each course. For example, it quickly 
became clear to me how I could help one of my course writers who was struggling, 
because the other courses were good exemplars for me to follow. More specifically,  
I learned some beautiful prayers from the Catholic Content Specialist, some great 
connections to Catholic Social Teachings, and some really interesting perspectives  
on God from famous scientists.” – 2022 Course Editor/Reviewer

It took until about two units in to realize that [one of my writers] wasn't just behind, he 
wasn't doing anymore...I didn't know if it was my place to say, "I think we need some 
more content here." ...It was a bit of an awkward situation, and I wasn't really sure how 
to handle it in the early stages...In the end, the [team] worked together with the writer  
to get [the course] up to par, but it was challenging to say the least.” – 2022 Course 
Editor/Reviewer

Sometimes, however, working with others, particularly strangers, can lead to confusion, questions, debate, 
and disagreements. These hurdles can be, and often are, resolved through effective communication and 
dedication to a goal focused on the common good.

While working in isolation on editing/reviewing digital content may be expedient and even necessary 
sometimes, there is beauty in the team approach. People from disparate locations, with different 
perspectives, and/or with complementary gifts can collaborate to create a high-quality product that 
supports equity of access for digital learning opportunities for Catholic students across Ontario. 
Understanding and honouring the importance of everyone’s role in this undertaking is critical to the 
success of the writing process. 

 

The Importance of Professional Learning 
Another key process for editors/reviewers to consider offering and/or participating in is professional 
learning. Ideally, professional learning opportunities are offered to teams not only at the beginning of the 
writing process, but also throughout it, on an as-needed basis. 

For example, initial training sessions might include topics that all team members need to understand to 
begin their work (e.g., expectations related to integrating the Catholic context, obtaining copyright 
permission, engaging students in a digital learning environment, editing course content in the provincial 
vLE). Time might also be provided in initial training sessions for ice-breaking activities and/or small group 
discussions that allow team members to begin creating a Catholic community. Later training sessions 
might focus on discipline- and/or course-specific topics, such as tips and tricks for editing course content 
in a particular course template, Catholic role models and saints associated with a subject area, and/or 
modifying content that does not reflect the Catholic context.
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“There are different kinds of gifts, but the same Spirit distributes them.  
There are different kinds of service, but the same Lord. There are 
different kinds of working, but in all of them and in everyone it is the 
same God at work.” (1 Corinthians 12: 4 - 6)

Staying Connected Electronically 
In individual, local, or smaller writing projects where face-to-face interaction is possible and/or preferred, 
staying connected electronically might not be required. However, larger, provincial writing projects 
depend upon the effective use of technology. Several platforms may be leveraged to ensure that 
editors/reviewers stay connected with their writing teams. These platforms can largely be grouped into 
asynchronous and asynchronous systems. 

Asynchronous platforms, such as Google Chat, 
are often editors’/reviewers’ most powerful work 
horses, since they not only provide a written 
record of team members’ contributions but also 
allow team members to work at times most 
convenient to them. The provincial vLE is, in and 
of itself, an asynchronous platform that 
showcases team members’ work as they save. 
However, the provincial vLE may not provide 
writing teams with a space to brainstorm, 
exchange opinions, or communicate concerns. A 
tool such as Google Chat can prove a valuable 
adjunct to writing teams. The chat function offers 
a private, congregated workspace for teams to 
ask questions, work out minor issues, interact 
informally, and build Catholic community.

Figure 3. Sample Team Chat.

This was my first time using Google Chat. I found it to be a phenomenal tool to foster 
collaboration and communication. Not only did it avoid the challenges of email threads, 
but it was very user efficient when it came to overall timeliness and organization. I will 
definitely incorporate this into my work moving forward.”  – 2022 Course Editor/Reviewer

“The hearts of the wise make  
their mouths prudent, and  

their lips promote instruction.” 
(Proverbs 16:23)
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What seemed to work very well for us was to have one document for themes/ideas that 
just the Catholic specialist and writer worked on prior to starting every module. We then 
decided to use the chat for important questions, communication, and timely feedback. 
As the reviewer, the group decided that I would exclusively report my feedback on the 
change logs. Problems would only arise when I started editing and recording the 
change logs when the writer was not finished with the lesson. That is when we decided 
that we would use the Google Chat to inform me when lessons were complete so that  
I could go in and start my edits.” – 2022 Course Editor/Reviewer

I liked the freedom to find what works well for each individual team instead of a very 
prescribed method in terms of tracking. Each team I worked with did things slightly 
differently, but it all worked wonderfully, and as I said, in a very short time, each team 
really got into its own rhythm...Almost all the people I worked with were excellent 
collaborators and contributors, and I feel very blessed to have had the opportunity to 
know them and to learn from and with them.” – 2022 Course Editor/Reviewer

Google Chat’s files function can house documents, such as a team contact list, copyright forms, and 
course change log. Such logs become the main way that writing teams know who is doing or suggesting 
what in each activity.

These two tools alone — Google Chat and change logs — save team members from having to keep  
track of copious email threads and text messages that include multiple parties, leaving these two 
common tools for individual exchanges of a more private or individual nature. 

Figure 4. Sample Change Log.
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Although asynchronous tools, such a Google Chat, are effective in providing team members with a written 
record of some exchanges and decisions, they have their limitations. Synchronous platforms, such as 
Zoom, Teams, and/or Google Meet, which allow for screen sharing and interactions in real time, can be 
more effective for community building, brainstorming sessions, technical support, consensus building, 
complex discussions, important reminders, and/or delicate conversations. For this reason, many 
editors/reviewers engage in and/or host weekly huddles.

Having the ‘always available’ Zoom meeting room came in really handy for times when 
spontaneous meetings were needed to resolve issues or discuss ideas...It took some 
time to understand each writer’s different style, strengths and sensibilities. The regular 
team huddles on Zoom — both as a large group and as smaller course teams — really 
helped me to connect with the writers and understand their vision. The 
videoconferencing meetings allowed for the setting of norms, the quick resolution of 
questions/concerns, and open communication.” – 2022 Course Editor/Reviewer

Just dive in there and be sure to communicate regularly. As is so often the case in 
education, you don't really know what it's going to be like until you are knee deep in it.  
I had a lot of initial anxiety not really know what was expected or how or how little 
feedback to provide. Most members of my teams were excellent and through great 
communication and their excellent work ethic, we got the hang of things rather quickly. 
Communication is key and was absolutely instrumental to this project, just as it is all of 
education.” – 2022 Course Editor/Reviewer

During the training session, I was worried that the shared Monday deadlines would  
be a challenge. I wasn’t sure how the logistics of the deadlines would work with several 
people involved in each course. Nonetheless, once the project began, I quickly learned 
that focusing on team synergy rather than relying on overly structured deadlines was 
way more effective. We found our workflow in a more natural way and, from my 
perspective, meeting deadlines never seemed to be an issue. I believe this led to 
stronger collaboration, communication, and end product for each unit/course.”  
– 2022 Course Editor/Reviewer

The change logs, Google Chat and weekly meetings were extremely helpful and helped 
our team work as a cohesive unit.” – 2022 Course Editor/Reviewer

The Importance of Timelines and Feedback 
In many writing projects, timelines for deliverables (i.e., deadlines for submission of work) are 
communicated early and often. Where timelines for deliverables are not pre-established, it is critical for 
editors/reviewers to co-develop and emphasize them. Without a clear sense of what is expected by 
whom and when, writing projects flounder and/or fail to meet their ultimate objectives. A group calendar 
and/or calendar invitations (e.g., Unit 1 Due Today) might prove helpful, particularly in complex projects 
and/or in writing teams separated by distance.
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Of equal importance to the success of writing projects is timely and detailed feedback. Editors/reviewers 
play an especially important role in this regard, providing as they do both suggestions for the content of 
courses and a sharp eye for how such content is explained.

It was much easier to work as a reviewer bit by bit as the writers completed small 
sections, and it made it much easier to give timely feedback. I would recommend that 
future writers not wait until they have completed entire units to update their tracking 
sheets, but instead do like we did and update them section by section, so that feedback 
can be provided regularly. I much preferred to review in small bits daily than try and do 
entire units in one day. I feel it is more helpful for the reviewers this way, and also for the 
writers.” – 2022 Course Editor/Reviewer

I found that there were two major editing cycles for each chapter/section. Let's call  
the first cycle the ‘conceptual’ edit: this is where I read through the course changes  
and made suggestions about the content...using the change log. During this phase,  
I also tried to help the author brainstorm by making at least one suggestion for each 
section about Catholic content that could be added...[I] made most of my text 
recommendations in the change log so that the author could decide whether to 
incorporate them or not.  

Once the author had revisited the section and incorporated the suggestions that they 
wanted, I would complete a ‘nitty gritty’ edit. For this cycle, I would look for grammar 
errors, capitalization errors, font issues, consistency in callouts, working hyperlinks, etc. 
In this edit I would assume I was the ‘last set of eyes’ before the tech review, so I would 
actually make the edits right on the D2L course. I tried not to change any of the 
conceptual ideas if possible. The key to working as a group on this project is to use the 
change log effectively.” – 2022 Course Editor/Reviewer

“But blessed is the one who trusts in the LORD, whose 
confidence is in him. They will be like a tree planted by the 
water that sends out its roots by the stream. It does not fear 

when heat comes; its leaves are always green. It has no worries 
in a year of drought and never fails to bear fruit.”  

(Jeremiah 17:7-8)
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The previous explanations allude both to the iterative and the linear nature of the course 
writing/reviewing process. On the one hand, the academic or creative component of writing/reviewing 
invites collaboration and dialogue between writers, editors/reviewers, Catholic content specialists, 
technical support specialists, and final reviewers. Through the back-and-forth communication that occurs 
via asynchronous and synchronous platforms, writing teams reach agreement about what is the best or 
most effective content for students. One unit or one learning activity within a unit might be discussed and 
altered multiple times, while another might receive less attention. 

On the other hand, the less creative and more technical component of writing/reviewing (e.g., checking 
hyperlinks, proofreading, correcting grammatical errors, adjusting code) might function more linearly in 
nature, with course documents passing from one team member to the next. The model below reflects 
the idea that each team member might read and adjust learning activities, one after another, until the 
course reaches completion and is passed on to the Ministry of Education for packaging and duplication 
to the field.

The Iterative 
Nature of the 

Course 
Writing/Reviewing 

Process

Course 
Writer

Editor/ 
Reviewer

Catholic 
Content 
Specialist

Technical 
Support 

Specialist

Technical 
Reviewer

Figure 5. The Iterative Nature of the 
Course Writing/Reviewing Process.

Figure 6. The Linear Nature of the Course Writing/Reviewing Process.
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“This is the confidence we have in approaching God: that if we ask 
anything according to his will, he hears us. And if we know that he hears 
us—whatever we ask—we know that we have what we asked of him.” 
(1 John 5:14-15)

Sharing Responsibility to Benefit the Catholic Community 
The success of projects related to producing digital Catholic courses rests with all members of the 
Catholic community. Editors/reviewers play a significant role in ensuring that the courses Catholic 
students and teachers ultimately see are accurate, complete, engaging, functional, pedagogically sound, 
theologically grounded, and reflective of Ontario’s diverse population. However, editors/reviewers do not 
work in isolation.  

In situations where editors/reviewers encounter questions, challenges, or inappropriate material, they 
have other team members to whom they can turn for guidance. They are surrounded by and interact with 
a greater number of educators who all support a common goal of ensuring Catholic students and 
teachers have access to high-quality digital courses. They should thus have trust, not only in the team 
members with whom they collaborate, but also in God, who inspires, protects, and guides all good work.

“God is our refuge and strength, an ever-present help in 
trouble. Therefore we will not fear, though the earth give way 

and the mountains fall into the heart of the sea.” 
(Psalm 46:1-2)
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APPENDIX 1: 
REQUESTING COPYRIGHT PERMISSION FOR COURSES USED ACROSS ONTARIO 

“Trust in the Lord with all your heart and lean not on your own 

understanding; in all your ways submit to him, and he will make your 

paths straight.” (Proverbs 3:5-6)

Please contact Catholic Virtual Ontario or your Board Communications Department for permission and 
sample letters. 

This is an important step to ensure copyright permissions.
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APPENDIX 2: 
TRUTH AND RECONCILIATION CALLS TO ACTION –  
EDUCATION FOR RECONCILIATION 

“Teach young people, help young people to grow in culture and in 

encounter, to be capable of encountering different people, differences, 

and to grow with differences: this is how we grow, with comparison, with 

good comparison.” 

– Pope Francis, Dialogue With Students, Teachers and Parents, 2019

62. We call upon the federal, provincial, and territorial governments, in consultation and collaboration 
with Survivors, Aboriginal peoples, and educators, to: 

i. Make age-appropriate curriculum on residential schools, Treaties, and Aboriginal peoples’ 
historical and contemporary contributions to Canada a mandatory education requirement for 
Kindergarten to Grade Twelve students. 

ii. Provide the necessary funding to post-secondary institutions to educate teachers on how to 
integrate Indigenous knowledge and teaching methods into classrooms. 

iii. Provide the necessary funding to Aboriginal schools to utilize Indigenous knowledge and teaching 
methods in classrooms. 

iv. Establish senior-level positions in government at the assistant deputy minister level or higher 
dedicated to Aboriginal content in education. 

63. We call upon the Council of Ministers of Education, Canada to maintain an annual commitment to 
Aboriginal education issues, including: 

i. Developing and implementing Kindergarten to Grade Twelve curriculum and learning resources on 
Aboriginal peoples in Canadian history, and the history and legacy of residential schools. 

ii. Sharing information and best practices on teaching curriculum related to residential schools and 
Aboriginal history. 

iii. Building student capacity for intercultural understanding, empathy, and mutual respect. 

iv. Identifying teacher-training needs relating to the above. 

64. We call upon all levels of government that provide public funds to denominational schools to require 
such schools to provide an education on comparative religious studies, which must include a segment on 
Aboriginal spiritual beliefs and practices developed in collaboration with Aboriginal Elders. 

 

Source: Truth and Reconciliation Commission of Canada. (2015). Calls to Action. Available at 
https://www2.gov.bc.ca/assets/gov/british-columbians-our-governments/indigenous-people/aboriginal-
peoples-documents/calls_to_action_english2.pdf  

https://www2.gov.bc.ca/assets/gov/british-columbians-our-governments/indigenous-people/aboriginal-peoples-documents/calls_to_action_english2.pdf 
https://www2.gov.bc.ca/assets/gov/british-columbians-our-governments/indigenous-people/aboriginal-peoples-documents/calls_to_action_english2.pdf 


27    |   CVO   |   Reviewing and Editing Digital Catholic Courses 

APPENDIX 3: 
SAMPLE DESCRIPTIONS OF VARIOUS TEAM ROLES AND RESPONSIBILITIES

“And we know that in all things God works for the good of those who 

love him, who have been called according to his purpose.”  

(Romans 8:28)

General Information 
Educators who act as course writers, editors/reviewers, Catholic content specialists, and technical support 
specialists for provincial writing projects work on digital courses that may ultimately be offered to all 
Catholic district school boards. Thus, references in courses that may be appropriate to one portion of  
the province (e.g., big box stores, GO Transit trains) may not be relevant to students in another region 
(e.g., rural or isolated communities). 

Those engaging in the roles outlined below require and/or benefit from having qualifications and/or 
experience: 

• Integrating Catholic content and context into digital courses. 
• Teaching the course and/or in the subject area(s) in which they are working. 
• Using the provincial virtual learning environment (vLE). 
 
Course Writers 
• Using an existing course, work collaboratively to integrate Catholic context and content into the entire 

course (e.g., units, activities, assessments, evaluations, teacher’s guide). This may require adding, 
modifying, and/or removing some materials from the course. 

• Base all newly created course material on the appropriate course curriculum documents and Illumined 
by Faith — Writing Online Curriculum for Catholic Schools. 

• Create any images, videos, interactive components, and transcripts as needed for the course. 
• Ensure the content/context is correctly loaded into the provincial vLE and all links and elements  

  (e.g., dropboxes, discussion threads, quizzes) work correctly. 
• Ensure the course is ready for use (e.g., dates are removed, viewing restrictions are correct). 
• Make and submit revisions as required, based on input from editors/reviewers and other staff, by 

established due dates. 
• Log and submit all changes made to the course for the editor/reviewer on or by the established  

due dates. 
• Obtain and track copyright for the course and submit copyright documentation at the end of the 

process. 
• Ensure compliance with Accessibility for Ontarians with Disabilities Act (AODA). 
• Log all changes made to the course for the editor/reviewer. 
• Attend and participate in team meetings, as required.
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Editors/Reviewers  
• Read and review the content/context for the course(s) assigned to them. 
• Support the work of the course writer and other team members throughout the course writing process. 
• Review, in a timely manner and according to established timelines, all course materials submitted by the 

writers of their courses. 
• Ensure all content, including, but not limited to, links, videos, interactives, long descriptions, dropboxes, 

discussion threads and transcripts, are visible and working as intended for both teachers and students. 
• Provide direction, feedback, and input into the pedagogy and theology of the teaching and assessment 

strategies. 
• Receive feedback from all other members of the writing team, synthesize the feedback, and 

communicate that feedback to the writer. 
• Ensure the course writer completes revisions as required, based on feedback received. 
• Ensure the course created is cohesive, unified and grammatically correct (e.g., similar writing voice, 

similar types of images, similar language). 
• Attend and participate in team meetings, as required. 
 

Catholic Content Specialists 
• Read and review the Catholic content/context for the course(s) assigned to them. 
• Assist in training writing teams about such topics as the Catholic identity and integrating the Catholic 

context into digital courses. 
• Support the work of course writers and editors/reviewers throughout the course writing process with 

respect to the embedded Catholic context and content. 
• Suggest opportunities for the integration of Catholic social teachings, scriptural passages and Church 

teachings. 
• Collaborate regularly with the course writers and editors/reviewers with regards to Catholic content and 

Catholic context. 
• Support the work of the course writers in providing intentional consideration for equity, diversity and 

inclusion. 
• Attend and participate in team meetings, as required. 
 
Technical Support Specialists  
• Provide technological support throughout the course development process. 
• Provide virtual training sessions to support writing teams (e.g., creating interactive content, images 

  and videos). 
• Provide ongoing technical support to writers, editors/reviewers, Catholic content specialists, and final 

reviewers. 
• Assist in troubleshooting during the course creation process. 
• Prepare courses for export to the province’s Course Management Utility (CMU). 
• Manage course enrolments and user roles in the vLE. 
• Manage submissions of course material from writers and editors/reviewers. 
• Liaise and work with various Catholic partners (e.g., ICE, CCC/EOCCC) and stakeholders, as needed 

(e.g., TVO, OeLC and TeLO). 
• Attend and participate in team meetings, as required.
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APPENDIX 4: 
SUMMARY OF CONSIDERATIONS FOR EDITORS/REVIEWERS 

“For I know the plans I have for you,” declares the LORD, “plans to 

prosper you and not to harm you, plans to give you hope and a future.” 

(Jeremiah 29:11)

Digital Catholic Courses (Product) 
Is this digital Catholic course accessible to all learners, including those with disabilities and those living 
in low-bandwidth areas? 

p Can a screen reader read all text in the course? 
p Are alt tags in place for all simple or decorative images? 
p Are long descriptions in place for more complex images and graphics? 
p Is closed captioning and/or are transcripts available for all video and audio files? 
p Is the course free of material that flashes? 
p Is the course free of very large files (e.g., raw video) that might be prohibitive for users in low bandwidth 

areas to access? 

Is this digital course accurate, complete, and appropriate for Catholic students and teachers? 

p Are all curriculum expectations addressed? 
p Have all names, dates, and facts been double checked to ensure accuracy and currency? 
p Have all equations, calculations, and answer keys been verified for accuracy? 
p Have all additional resources (e.g., YouTube videos, news articles, interactives, external websites)  

been viewed from start to finish to ensure appropriateness and alignment with the Catholic faith? 
p Is the course free of spelling and grammatical errors? 
p Have extraneous capital letters been removed? 
p Has punctuation been double checked for clarity and accuracy? 

Is this digital course demonstrably Catholic in nature? 

p Are prayer, sacred song, and/or meditation embedded into all units? 
p Are relevant Ontario Catholic School Graduate Expectations (OCSGEs) part of all units? 
p Are passages from the Bible integrated authentically into the course? 
p Are relevant references to Catholic authorities (e.g., popes, saints, theologians) included in the course? 
p Are relevant teachings of the Catholic Church, especially Catholic Social Teachings, infused into  

the course? 
p Are the contributions of the Catholic Church included and highlighted, where relevant to the course’s 

subject matter? 
p Does the course approach topics in a way that emphasizes Catholic values (e.g., the common good, 

stewardship of creation) and/or Catholic themes (e.g., mystery, wonder, and awe), as opposed to  
a secular view?
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Does this digital Catholic course present the subject matter clearly? 

p Does the text throughout the course present content in the clearest possible manner? 
p Are the sentences in the course clear to all students, including those who might have disabilities and/or 

difficulties accessing an elevated level of language? 
p Have diagrams, videos, examples, and exemplars been added, where appropriate, to make complex 

concepts clearer to students? 
p Have complex foundational concepts been reinforced or highlighted throughout the course? 
p Have unnecessary distractions (e.g., hyperlinks of minimal value) been eliminated from the course? 
p Are all course assessments clearly identified, explained, and laid out for students and teachers? 
 
Is this digital Catholic course free of copyright concerns and plagiarism? 

p Does this course conform to the fair dealing provision in the Copyright Act? 
p Has copyright permission been obtained for all privately-owned additional files in the course (e.g., 

scholarly articles, clips from TV shows, short stories) not in the public domain? 
p Has proof of all copyright permissions been submitted to CVO for its archives? 
p Have hyperlinks to external resources (e.g., news articles, blogs) and/or content embedded into the 

course (e.g., YouTube videos, TED Talk videos, interactive labs) been scanned for security risks and 
exposure to extraneous inappropriate content (e.g., problematic advertisements, requests for 
donations or fees)? 

p Has all relevant material been scanned for plagiarism? 
p Have all external sources been listed (e.g., in the Acknowledgements or Works Cited) and documented 

in accordance with subject matter standards (e.g., APA, The Canadian Press Stylebook, MLA)? 
 
Does this digital Catholic course appropriately represent diverse perspectives? 

p Does this course incorporate the principles of universal design for learning (UDL) by providing students 
with choice about the content, process, product, and/or environment of their learning? 

p Do the images in this course, particularly those decorative in nature, reflect a diversity of ages, colours, 
genders, cultures, and abilities? 

p Are the quotations, texts, and research integrated in this course written by people of a diversity of 
genders, ethnicities, places of origin, experiences, and perspectives? 

p Do the images and texts in this course present diverse groups of people (e.g., those with disabilities, 
people of colour) in a positive, sensitive and inspiration light? 

p Does anything in the course reinforce potentially harmful stereotypes about and/or biases against any 
group of people?
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Have Indigenous perspectives, histories, contributions, and knowledge been integrated into this  
digital Catholic course? 

p Where and in what ways does this digital course incorporate Indigenous perspectives, histories, 
contributions and knowledge? 

p Have First Nation, Metis, and Inuit perspectives, histories, contributions, and knowledge all been 
considered in this course? 

p Does the material in the course avoid limiting, harmful, and/or negative stereotypes about Indigenous 
people? 

p Have treaties and/or residential schools been mentioned in this course, and if so, has due regard been 
given to their history, impact, and legacy on Indigenous people? 

 
Does this digital Catholic course encourage four levels of interaction: student to technology, student  
to content, student to teacher, and student to student? 

p Have technical barriers for all students, especially those with disabilities and those living in low-
bandwidth communities, been eliminated? 

p Have all references to board-specific platforms or fee-based software been removed? 
p Has all polarizing, triggering, and biased course material been eliminated? 
p Have all references to specific textbooks — excluding works of literature that might be easily obtained 

online or in a library — been removed and replaced with alternative content? 
p Have the tools of the province’s virtual learning environment (vLE) been leveraged to encourage 

communication between students and teachers? 
p Have the tools of the province’s vLE been leveraged to encourage communication between individual 

students, groups of students, and an entire class of students? 
p Do the course activities and assessments foster a warm, safe, stimulating, welcoming and nurturing 

Catholic learning environment? 
 
Is this digital Catholic course free of technical errors and concerns? 

p Does all text in the course, including charts, graphics, and equations, display properly on various 
devices (e.g., smartphones, tablets, Chromebooks, personal computers, desktops)? 

p Does the course function as it should in the provincial vLE (e.g., content pages appear in the correct 
order and open when selected)? 

p Do all hyperlinks to internal tools (e.g., discussions, portfolio, surveys) open properly, and does the  
text within those links align with the text in the content area? 

p Does all embedded content (e.g., YouTube videos, interactive elements) display and function properly? 
p Do all supplementary texts in the course open in a format accessible to all (e.g., html, pdf)? 
p Do all hyperlinks to external resources (e.g., websites, supplementary materials) link to a functioning 

site and open in a new window? 

“If we have no peace, it is because we have forgotten 
that we belong to each other.” 

– Saint Blessed Mother Teresa of Calcutta
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Catholic Digital Courses (Process) 
Before course writing begins 

p Have all members of the writing team been screened, selected, and contacted? 
p Have all members of the writing team received and signed a contract? 
p Are all members of the writing team aware of their responsibilities, timelines, and deliverables?  
p If any concerns have been raised about the responsibilities, timelines, and/or deliverables, how will 

these be addressed? 
p Do all members of the writing team know who to contact if they have questions or concerns, and how 

those individuals may be reached? 
p Have all members of the writing team been offered the opportunity to participate in professional 

learning related to the writing project? 
 
During the course writing process 

p How are responsibilities, timelines, and deliverables being reinforced in the writing team? 
p Are all members contributing to the Catholic community by staying in regular contact via the 

asynchronous platform of choice (e.g., Google Chat, course change log)? If not, how is the lack of 
contact being addressed and by whom? 

p Are all members fulfilling their obligations by the established deadlines? If not, how is this being 
addressed and by whom? 

p Who is establishing the time, date, and location of synchronous team meetings, and sending the 
calendar invitations to them? 

p Are all members contributing to the Catholic community by staying in regular contact via the 
synchronous platform of choice (e.g., Zoom, Teams, Google Meet)? If not, how is the lack of contact 
being addressed and by whom? 

p How is feedback on the course content being communicated to the members of the writing team? 
Have norms been established in the synchronous platforms to assist with this?

“Catholic schools, which always strive  
to join their work of education with the 

explicit proclamation of the Gospel,  
are a most valuable resource for the 

evangelization of culture.” 
 (Evangelii Gaudium, 134)
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APPENDIX 5: 
CVO COURSE DEVELOPMENT EDITOR/REVIEWER CHECKLIST 

“Education is not about knowing things or taking lessons but about 

being able to use three lingos: those of the head, the heart, and the 

hands... learning so that you can think about what you feel and do, can 

feel what you think and do, and can do what you feel and think. Unity 

within a person.” — Pope Francis

Content 

p All curriculum expectations are addressed. 
p All Overall Expectations (OE) added to content page in edit mode.  
p Units/Activities are correctly named and are in the correct order. 
p Content clearly presented, i.e., Paragraph, H1, H2, H3 styles used only; no changes to font types, 

colours, or sizes, keep Arial 19 px font size for paragraph text; attribute changes (bold, italic) kept to a 
minimum.  

p Added content, e.g., documents/spreadsheets, open in a format accessible to all, e.g., not GSuite, and 
are added to the course files area not shared or linked to a personal or organization’s cloud drive. 

p Avoid use of embedded, attached or linked slide presentations. Put content on the page or in an 
interactive element. 

p Possible addition of .pdf versions of files (better suited for printing and access on mobile devices). 
p Language is appropriate for all students, including those with disabilities and/or difficulties accessing 

elevated language/style. 
p No polarizing, triggering, or biased material, i.e., suitable for all students, trustees, parents and 

administrators. 
p No board-purchased resources are included, e.g., worksheets. 
p No board-specific platforms or fee-based software is mentioned. Use generic words such as document, 

spreadsheet, slide presentation—a note could be added about the use of board-approved software. 
p References to specific textbooks, excluding works of literature that might be easily obtained online or 

in a library, are removed and replaced with alternative content. 
p Diagrams, videos, examples, and exemplars are added, where appropriate, to clarify complex 

concepts. 
p Reinforcement of foundational concepts is included where appropriate. 
p Multi-modal (text, graphics, audio and video) presentation of content versus heavy text-based 

materials. 
p Inclusion of engaging interactive/multimedia Creator+ or Lumi components. 
p Hyperlinks to external resources (e.g., news articles, blogs) and/or content embedded into the course 

(e.g., YouTube videos, TED-Ed Talk videos) have been scanned for security risks and exposure to 
extraneous inappropriate content (e.g., problematic advertisements, requests for donations, or fees). 

p Sufficient content is present on the content page so that any linked/embedded resources that become 
unavailable will not impact student learning. 
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p Hyperlinks work and are https (secure sites), not http links. 
p All hyperlinks (external, assignments, discussions, portfolio) work and open on a new tab, not in the 

same frame/page. 
p Unnecessary distractions (e.g., hyperlinks of minimal value) eliminated from the course. 
p Course assessments are clearly identified, explained, and logically sequenced. 
p Accuracy and currency of names, dates, articles, videos, and facts. 
p Verified accuracy of equations, calculations, and answer keys. 
p All additional resources (e.g., YouTube videos, articles, interactives, external websites) viewed from start 

to finish to ensure appropriateness and alignment with the Catholic faith. 
p All additional resources checked for authority and credibility, e.g., creator credentials and other creator 

content. 
p Appropriate length of article/video with content suitable for students, not adults. 
p No spelling, grammatical, or punctuation errors. 
p Extraneous capital letters removed. 
p No flashing materials or links to sites that contain flashing elements. 
p Technical barriers eliminated for students with disabilities and those living in low-bandwidth 

communities, e.g., no large files. 
 
Videos/Audio 

p No offensive language or images present. 
p Videos started and/or stopped before subscribe/comment messages, or advertisements. 
p Videos have closed captioning (cc) and/or transcripts. 
p Video captioning, or text on-screen, is truly available for screen readers and not embedded in the  

video itself. 
p On-screen text or pictures essential to student understanding are sufficiently described by the narrator. 
p Audio transcripts available for all audio files, e.g., podcasts. 
p CC/Transcripts are available in English. 
 
Graphics 

p iStock graphics used wherever possible, no watermarks present. 
p Alt tags for all images, including simple and decorative images. 
p Long descriptions for complex images and graphics, e.g., text boxes, flow charts. 
p Any Creative Commons graphic sources, e.g., Wikimedia Commons, have been checked for ownership 

and are properly attributed as per instructions provided to writing teams. 
 
Discussions/Assignments 

p Links on the content pages open to the correct discussion/assignment. 
p Links to rubrics on content pages available so students see them before starting work.  
p Correct rubric, with name matching discussion/assignment, is attached to the assignment folder or 

discussion topic. 
p Callout title and text prompt match on the content page and inside the tool. 
p Discussions are more than ‘posting’ areas. Topics should stimulate deep thought and require peer 

responses. 
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p Discussions encourage communication between students and teachers, individual students, groups of 
students, and the entire class of students. 

p All Discussions/Assignments are sequenced by activity and placement on the page (top to bottom). 
 
Assessment/Evaluation 

p A variety of assessments are included (for, of, and as learning, self-assessment/peer-assessment). 
p Assessments with real-world connections and real-world audiences are included, e.g., assume a role 

such as a journalist, reporter, lab technician, or environmentalist. 
p Rubric descriptors associated with each level are used consistently, e.g., L1 – limited, L2 – some, L3 – 

considerable, L4 – thorough or high degree.  
p Rubrics accurately evaluate an Overall Expectation through a Specific Expectation, e.g., ‘use’ involves 

students using or applying knowledge, not just restating knowledge points. 
p Consideration is given to all four Achievement Chart categories, i.e., not a predominance of K/U 

assessments. 
 
Catholic Content/Context 

p Prayer, sacred song, and/or meditation included in all units in different formats, e.g., text, music, audio, 
video. 

p Prayer attributions only require the writer’s name or site name (no hyperlink), unless expressly stated on 
the webpage, e.g., ~ St. Oscar Romero, ~ Thomas Merton, ~ Source: jesuitresources.org 

p Scripture quotations generally do not need Bible Gateway hyperlinks. 
p Ontario Catholic School Graduate Expectations (OCSGEs) included in all units. 
p All seven overall OCSGEs used at least once in the course. Added to Content page Expectations 

section. 
p Authentic integration of Bible passages. 
p Infusion of relevant teachings of the Catholic Church, Catholic Social Teachings, and Catholic 

authorities (e.g., popes, saints, theologians). 
p Concepts suitable for students without requiring extensive explanation. 
p Contributions of the Catholic Church included if relevant to course. 
p Catholic values (e.g., the common good, stewardship of creation) and/or Catholic themes (e.g., 

mystery, wonder, and awe) emphasized, not a secular view. 
p Course activities and assessments foster a welcoming, safe, stimulating, and nurturing Catholic learning 

environment. 
p Catholic connections are included in areas outside of the callout boxes where possible and authentic.  
 
Diversity and Inclusion 

p Principles of universal design for learning (UDL) followed, e.g., student choice of content, process, 
product and/or environment included. 

p Images reflect diverse ages, genders, cultures, and abilities. 
p Images and text present diverse groups of people (e.g., those with disabilities, people from different 

cultural communities) in a positive, sensitive and inspirational light. 
p Materials free from stereotypes and/or biases against any individual or group of people. 
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p Quotations, texts, and research integrated into the course were written by people of diverse genders, 
ethnicities, places of origin, experiences, and perspectives, including people from non-dominant 
cultures. 

p Integration of Indigenous (First Nation, Métis and Inuit) perspectives, histories, contributions, and 
knowledge where appropriate. Whenever possible, specify the specific Nation. 

p If treaties and/or residential schools are mentioned in the course, due regard has been given to their 
history, impact, and legacy on Indigenous Peoples. 

 
Copyright/Plagiarism/Use of AI 

p Source materials and quotes attributed on content pages as needed, possibly including a hyperlink, 
and on the Acknowledgements page. 

p External sources listed on the Acknowledgements page in accordance with subject matter standards 
(e.g., APA, MLA, The Canadian Press Stylebook, Chicago Style). 

p Fair dealing provisions of Copyright Act followed, see Copyright Matters. 
p Copyright permission obtained for all privately-owned, i.e., not in the public domain, additional files in 

the course (e.g., scholarly articles, articles from websites, short stories). 
p Proof of all copyright permissions submitted to CVO for its archives. 
p Material scanned for plagiarism. 
p AI-generated content, e.g., pictures and text, is not present in the course. 
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