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INTRODUCTION 

 

This learning package has been created in the context of the “Blended VET” project supported by the 

Erasmus + programme of the European Union, and it has been developed by a partnership composed 

of five organizations: 

- Osengo (FR) 
- Euroform RFS (IT) 
- Fønix (NO) 
- Wisamar (DE) 
- EU Trade (LT) 

 

The overall aim of this package is the creation of a learning package for the creation of blended learning 

curricula, gather already existing teaching material or create some new to conduct the activities, and 

determine assessment methods. This way, the learning package will help all the trainers to use already 

existing materials and already developed curricula, to transform them accordingly to the blended 

learning methodology.  

 

The training contained in this Handbook has three learning objectives: 

- Design of blended learning curricula, from analysis to assessment 
- Design and production of learning resources 
- Management of a blended learning project 

Therefore, this package will support and improve the teachers, as it contains a design of competences 

and an adaptation of already existing contents to an innovative form.  

 

This handbook is divided in four modules: 

- How to conduct a needs assessment 
- How to design a digital learning course 
- How to create resources 
- How to launch the course 

Each module contains the description of its learning outcomes, divided in: general information about 

the topic, technical sheets about the tools introduced, guidelines for the administration of the module 

and its blended delivery, and assessment methods. The concrete examples here contained will help 

trainers feeling involved in the process from the start, and developing the soft skills needed to develop 

a blended learning course by themselves.  

 

We hope that this Handbook will provide new knowledge and raise awareness about blended learning, 

about its modalities for implementation and its impact on trainers and trainees.  
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1. How to conduct a needs assessment 

 

Learning outcomes 

 

LEARNING OUTCOMES 
 

KNOWLEDGE SKILLS COMPETENCES TRAINING 
HOURS 

Introduction to Blended 
Learning approach 

Understand the Blended 
Learning approach 

Be able to understand the 
concept of blended learning 

0.5 

Planning a Blended 
Learning approach 

Development of a Blended 
Learning approach 

Determine desired 
knowledge, skills in Blended 
Learning approach 

2 

Design a Blended 
Learning approach 

Define outcomes and 
needs for the training 

Determine desired outcomes 
and needs for the training 

Create a list of outcomes and 
needs to achieve 

2 

Components of an e-
learning course in 
blended format 

Determine the components 
of an e-learning course in 
blended format 

Apprehend and understand 
the components of the 
modality 

0.5 
 

Target audience and 
target needs in the 
training analysis 

Analyze the target audience 
and their needs in the training 

Determine the possible target 
audiences and assign them 
specific needs for the training 

2 

Themes 
and tasks provided by 
the training for the 
target group 

Analyze the themes 
and tasks the training should 
provide to the target group 

Determine themes for the 
training as well as the tasks 
needed to upskill the target 
group 

2 

Problem and risk 
identification that may 
occur during the 
training or that may 
arise by the blended 
learning style 

Identify problems or specific 
points of pain that may occur 
during the training 

Create a risk assessment and 
solution method taking into 
account the specificities of 
blended learning style 

1 

Learning objectives for 
the training enhancing 
content creation 

Define the learning objectives 
for the training to facilitate 
the content creation 

Determine for each topic and 
subject in the course the 
respective learning objective 
and suitable content 

2 

Blended content 
distribution methods 

Analyze your content 
distribution methods to 
ensure blended creation 

Taking advantage of the 
knowledge of Blended 
learning components and 
defined outcomes, themes 
and tasks assign distribution 
methods to each content 

1 

 

1.1 Introduction to Blended Learning approach 

 

KNOWLEDGE addressed: Introduction to Blended Learning approach  
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SKILL addressed: Understand the Blended Learning approach 
Content 

Brief presentation of the BlendedVet project 

 
BlendedVET, aims at creating an online, flexible training for VET trainers who are willing to combine face 

to face and online instruction modalities. Blended learning has become a widespread teaching modality, 

especially in K-12 and higher education. The project will be an answer towards helping VET teachers to 

transform existing trainings into blended learning or create blended learning trainings. More 

specifically, we aim to provide VET trainers with examples of existing blended learnings to inspire them, 

to give them methodology and guidance for developing their own blended learning based on their 

trainings they deliver. For this purpose, we will create a learning package in blended learning (so trainers 

can directly experience the methodology while creating their own content) and a training model which 

will allow to implement the teacher training in all VET centers and on any topics.  

Countries involved  

• France - AFORMAC 

• Italy - Euroform RFS 

• Germany - Wisamar 

• Norway - Fonix SA 

• Lithuania - EuTrade 
 
Project timeframe:  01/09/2020 to 31/08/2022 
 
Introduction to Blended Learning approach  

Blended Learning is a formal education strategy where learners learn partly through traditional 

classroom methods and partly through online (e- learning using digital technologies). This combination 

of blending adds value right across the Vocational and Educational Sector to both learners and teachers. 

Research suggests that there is not one single shared definition for the term blended learning (Rochester 

Institute, 2004; Smith, 2004). The Clayton Christensen Institute defines blended learning as:  

A formal education program in which a student learns at least in part through online learning, with some 

element of student control over time, place, path, and/ or pace; at least in part in a supervised brick- 

and-mortar location away from home; and the modalities along each student’s learning path within a 

course or subject are connected to provide an integrated learning experience. 

In a blended-learning course, learners attend a class taught by a teacher in a traditional classroom 

setting, while also independently completing online components of the course outside of the classroom. 

The online and in-person learning experiences would go in parallel and complement one another.  

Blended teaching occurs mostly through online Learning Management Systems (LMS) such as Moodle, 

Canvas, Blackboard or Google Classroom. Learners gain access to online pre-recorded lectures, notes 

and reading, as well as assessment worksheets and assignments. It also allows learners to interact with 

their teacher and fellow students through webinars, online group activities and discussion forums. 

Online activities may take place synchronously, with every learner logged in and cooperating in real-

time, or asynchronously with learners participating at their convenience.  

The classroom time is facilitated by a teacher and is more likely to be focused on structured 

exercises/activities that emphasize the relevance of the curriculum, to solve problems or work through 
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tasks that were uploaded on the LMS. The classroom gives time for activities that benefit the learner by 

direct interaction.  

Why develop e-learning courses?  

Many organizations and institutions use e-learning because it can be as effective as traditional training 

at a lower cost. Developing digital training costs more than preparing materials for a classroom and 

training trainers, especially if the methods used are multimedia or highly interactive. However, the costs 

of delivering an e-learning course (including the costs of web servers and technical support) are 

considerably lower than the costs of using classrooms, paying trainers, funding participants' travel and 

time lost from work to attend training sessions.  

In addition, e-learning can reach a wider audience, including learners who find it difficult to participate 

in conventional training because  

• They are geographically dispersed with little time and/or resources to travel;  

• They are busy with work or family commitments that do not allow them to attend courses on specific 
dates with a fixed schedule;  

• They are located in conflict or post-conflict areas and are limited in their mobility due to security 
concerns;  

• Due to cultural or religious beliefs, they cannot participate in all classroom sessions;  

• They face difficulties in communicating in real time (e.g., learners of a foreign language or very shy).  
 

The teaching methods used in e-learning are effective because they combine practice and feedback, 

combine collaborative activities with individualized learning, customize learning paths according to the 

needs of the learners, and offer them didactic games and simulations.  

In addition, all learners receive the same quality of teaching since it is not dependent on any particular 

trainer. E-learning is a good solution when...  

• there is a significant amount of content to be delivered to a large number of learners  

• learners are geographically dispersed; - learners have limited mobility  

• learners have limited mobility;  

• learners have limited time to spend on learning each day;  

• learners do not have sufficient communication skills;  

• learners have at least basic computer and internet skills;  

• There is a need to develop a consistent knowledge base on the subject;  

• learners are highly motivated and enjoy learning at their own pace  

• The content is to be reused for other groups of learners in the future;  

• the training aims to build cognitive skills, rather than psychomotor skills;  

• The course addresses long-term rather than short-term training needs;  

• there is a need to collect and monitor data.  
 

Digital learning is not ideal in all situations, so it is unlikely to completely replace classroom training 

within an organization. E-learning can be a more cost-effective way of complementing conventional 

training, and reaching as many learners as possible.   

 

The Benefits for Blended Learning  

There are benefits for providers, teachers, and learners.  

1) Provider  

• Lower Costs:  
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Blended learning can be relatively inexpensive. organizations can take advantage of existing IT 

equipment with access to whatever current learning management system (LMS) they already have 

in place. Teachers can integrate online resources, such as course documents, lecture notes, 

assignment sheets and other hard-copy handouts etc. at little or no extra cost. As new technologies 

develop, they can be added to the mix to make learning more focused and engaging. Long-term 

costs can be curtailed with reduced expenditure on textbooks, paper and photocopying. Blended 

learning can also facilitate a move toward paperless learning.  

• Retention and Increased Learner Numbers:  
Today’s learners need to develop the critical-thinking and creative skills demanded by modern 

employers. Blended learning helps teach these skills by encouraging learners to work, share and 

collaborate online thereby preparing them for the modern workplace. This progressive approach 

can result in greater learner success, a higher retention rate and an increase in the number of new 

learners year on year.  

• Appeal to a broader range of Learners:  
It will create opportunities to connect with distance learners as well as giving access to a potential 

market of learners who would like the support of studying at a physical organization without the 

commitment of full-time study. Despite the benefits of distance learning, many potential learners 

are still uncomfortable at the prospect of studying entirely by themselves. Providing learners with a 

combination model which blends learning in their own time with part-time attendance would 

alleviate this concern.  

• Flexible schedule/timetable:  
Blended learning allows the provider to offer teachers a more flexible schedule, which can be part 

of a strategy to maximize classroom space and/reduce the number of overcrowded classrooms.  

 

2) Teacher  

• Course Structure:  
Teachers can structure courses and deliver instruction more flexibly and creatively than in a 

traditional classroom setting.  

• Time – Management:  
Blended learning allows the teacher to engage learners in a deeper and more meaningful context in 

the classroom. Teachers can better utilize face-to-face time with learners. Teachers can spend less 

time giving whole-class lessons and more time meeting with learners individually or in small groups 

to help them with specific concepts, skills, or questions.  

• Support:  
E-learning allows more effective interaction between the learners and their teachers using emails, 

discussion boards and chat room. The teacher also can provide supplementary support to learners 

outside of class time. E-learning gives teachers the means to check how individual learners or whole 

classes are performing and better information and feedback on learners’ work increases learner 

engagement.  

 

3) Learner  

• Independence Learners often develop independence and motivation by working in their own time 
at their own pace. They become self-driven and responsible for tracking their individual 
achievements.  
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• Provides student autonomy; The use of eLearning materials increases a learner’s ability to set 
appropriate learning goals and take charge of his or her own learning, developing skills that will be 
translatable across all subjects.  

• Support Learners experience the personal engagement and support of interacting with their tutors 
and peers while also benefiting from the flexibility of online delivery.  

• Technological Literacy Learners are required to use digital and online technologies in blended-
learning situations thereby improving their technological literacy and developing greater confidence 
in using new technologies.  

• Flexibility Working online, with access to unlimited up-to-date resources, gives learners greater time, 
flexibility, freedom and convenience to manage their learning in a way that meets their individual 
needs.  

 

Learner Activity and Collaboration Active engagement with course material is vital for learning. Research 

demonstrates that learning is not only more likely to occur, but is more enriched (qualitatively better), 

when students go beyond the passive tasks of listening, reading, or viewing. Since Blended learning 

encourages both individual and collaborative activity, it facilitates exactly this type of active engagement 

giving students the opportunity to test their ideas, synthesize the ideas of others, and build a deeper 

understanding of what they are learning. Finally, experiences of discussion and debate can support the 

feeling of community and collaboration among learners.  

 

 

TECHNICAL SHEET 

 

Offline / 
Online 

Online 

Content Be able to understand the concept of blended learning  

Description 
of the tool  

Moodle platform with H5P (forum, slides, video resources, quiz ...) 
 

Link to the 
tool  

https://h5p.org/ 
https://moodle.org/ 

https://h5p.org/
https://moodle.org/
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Administration of the section (Guidelines for blended delivery) 

BEFORE  Distance 
learning-
asynchronous 

Email to trainers 
with instructions 
for following the 
online distance 
learning module 
and with technical 
instructions 

 

5 min 

DURING Distance 
learning-
asynchronous 

Introduction to 
Blended Learning 
approach  

Short video with 
voice-over and PPT 
support 

25 min 

Why develop e-
learning 
courses?  

The Benefits for 
Blended Learning  

1) Provider  
2) Teacher  
3) Learner  

Infographic 

Quiz To validate the 
understanding of the 
notional inputs seen 
previously 

Parallel glossary + 
additional 
resources (videos, 
etc.) 

 

AFTER Distance 
learning-
asynchronous 

Section Evaluation 
Questionnaire 

Entire section 5 min 

 

Assessment of the section 

No assessment this first section is an introduction to the theme and some words about the project.  

Resources 

The main external resources for the unit are the project website. Blended Learning Definition and 

introduction videos eventually in each language for example:   

EN: https://www.youtube.com/watch?v=r_kAYlAp3xU 

FR: https://www.youtube.com/watch?v=LiyBeIHZRyY 

 

  

https://www.youtube.com/watch?v=r_kAYlAp3xU
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1.2 Planning a Blended Learning approach 

 

KNOWLEDGE addressed: Planning a Blended Learning approach 

SKILL addressed: Development of a Blended Learning approach 
Content 

Blended Learning Approaches  

Blended learning can be delivered through a range of different approaches. The balance between online 

and face-to-face components will depend on the course curriculum, the organization and the needs of 

learners.  

Two general approaches to digital learning can be distinguished: self-study and facilitated/trainer-led 

training. Self-learning learners are on their own and completely independent, whereas facilitated and 

directed training courses offer different levels of support from tutors and trainers and allow 

collaboration between learners. E-learning courses often combine both approaches, but for simplicity 

we will look at each approach separately.  

Self-study e-learning courses: 

Learners are provided with a digital learning tutorial, which can be supplemented with additional 

resources and assessments. The course is usually hosted on a web server, and learners can access it 

from an e-learning platform. Learners are free to learn at their own pace and to define personal learning 

paths according to their individual interests and needs. Those providing the digital course do not need 

to plan, manage or monitor learners through a specific process. The e-learning content is developed 

according to a set of learning objectives and delivered using various multimedia components, such as 

text, illustrations, audio and video. The course should provide as much as possible solutions that will 

facilitate learning (through explanations, examples, comments, glossaries, interactivity etc.), in order to 

make learners autonomous. However, learners usually also receive support, in the form of e-mails or e-

tutoring. If the self-study e-learning course is offered via an LMS, it is possible to track learners' actions 

in a central database. 

Facilitated/instructor-led e-learning course: 

In this model, a linear program is developed, which integrates several activities and elements into a 

chronological course or syllabus. The course is planned and led by a trainer and/or facilitator through 

an e-learning platform. The e-learning course can be supplemented by lectures by trainers, individual 

assignments and collaborative activities between learners. Learners, facilitators and trainers can use 

communication tools such as email, discussion forums, chats, polls, interactive whiteboards, application 

sharing and audio and video conferencing features to communicate and collaborate. The course usually 

ends with an exercise or test to evaluate the learning outcomes.   

Online learning may be a minor component of a classroom-based course or, in contrast, learners may 

work independently online and intermittently meet with tutors to review their learning progress or 

receive support.  

Good practice in blended learning doesn’t necessarily mean adopting a wide range of technologies for a 

particular course. It can mean simply using a few tools, but in effective ways, to achieve quality in 

teaching and learning. 

Digital technology can be introduced on your chosen cloud-based platform on a sliding scale as follows: 

Examples chosen cloud-based platform: G Suite for Education, Moodle, Canas, Microsoft Office 365  
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Example One: The tutor may upload lecture notes, presentations, worksheets on their course site, 

regularly use announcements and email. In this example, digital technologies are used to facilitate 

course resources for learners.  

Example Two: The tutor can integrate different digital technologies, such as videos, screencasts, 

interactive presentations, and quizzes. Discussion forums can be utilized using tools like Padlet or 

Mentimeter between tutor and learners, or an informal ‘learners only’ forum. In this example, learners 

are communicating and collaborating effectively with each other and their tutor using various digital 

technologies.  

Example Three: Digital technology is fully integrated in the delivery of the module. The core elements 

of the course are delivered online with minimal face-to-face teaching.  

 

Planning a Blended Learning Approach 

The blended learning approach needs to be engaging so that the learner can take ownership of their 

learning rather than being a passive receiver of information. As with any curriculum, the learning and 

teaching activities need to be meaningful and integrate into the whole course experience for the learner. 

Planning is key at the initial stage of the transition from a face-to-face course to a blended approach.  

There are three areas to look at during the planning stage. Firstly, it is necessary to review the existing 

course. This involves reviewing the course aims and learning objectives, teaching activities, and 

assessments. Secondly, looking at the overall organization influence and culture, as well as the 

professional accrediting bodies involved. Thirdly, taking account of the cohort of learners likely to enroll 

and participate on the course.  

When designing a blended learning program within a course the tutor must first look at the overall 

curriculum design:  

1) Learning outcomes  
2) Curriculum content  
3) Learners’ needs 
4) Pedagogic approach  
5) Assessment methods 
 

It is necessary to be conscious that the learner learns in many different settings. Using mobile 

technology, they can access course material from anywhere using LMS. Therefore, they can access the 

material when they want. The whole idea of blended learning is to give the learners flexibility and the 

option to learn at any time or in any place that suits them. A LMS allows organizations to use lots of rich 

media such as animation, video, podcasting, as well as the written word to provide the support learners 

are looking for as they work their way through their selected courses.  

 

TECHNICAL SHEET 

Offline / 
Online 

Online 

Content Determine desired knowledge, skills in Blended Learning approach 

Description 
of the tool  

Moodle platform with H5P (text resources, videos, quizzes...) 
Zoom (synchronous) 
Kahoot 

Link to the 
tool  

https://h5p.org/ 
https://moodle.org/ 

https://h5p.org/
https://moodle.org/
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Administration of the section (Guidelines for blended delivery) 

 

BEFORE  Distance 
learning-
asynchronous  

Email to trainers 
with instructions for 
synchronous 
connection with 
other remote 
trainers and with 
technical 
instructions 

 5 min 

More resources to 
be read before 
(notional input) 
before connection 

 30 minutes 

DURING Distant-
synchronous 

Connection via 
Zoom 
a. Kahoot survey 
two approaches 
b. Introduction 
leader 

Blended Learning 
Approaches  

 

1h20 

c. Feedback from 
the 1st section and 
debriefing 

- Self-study e-learning 
courses  

d. Practical case 
study - real-life 
experimentation   
 

- Facilitated/instructor-
led e-learning course  
 

Distance 
learning-
asynchronous 

Resources to read 
and videos 

Planning a Blended 
Learning Approach 

 

Comprehension 
quiz 

Entire section 5 min 

AFTER Distance 
learning-
asynchronous 

Section Evaluation 
Questionnaire 

Entire section 5 min 

Distance 
learning-
asynchronous 

Assessment of the 
section - reflection 
on what content 
they want to turn 
into blended 
learning for the rest 
of the course 

 30 minutes 

 

https://kahoot.com/ 
https://zoom.us/ 

https://kahoot.com/
https://zoom.us/
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Assessment of the section 

Trainers are asked to apply the content, to plan, the blended learning approach on their subject/training 

they want to blend. If they don’t have an already existing training to “transform” they may reflect on a 

new theme of training. 

 

 

Resources 

No Templates and/or resources needed, questions may arise and can be asked trough the forum in the 

platform or directly to the teacher while in offline learning.  

 

 

 

 

 

 

 

 

 

1.3 Design a Blended Learning approach 

 

KNOWLEDGE addressed: Design a Blended Learning approach 
SKILL addressed: Determine desired outcomes and needs for the training 
Content 

Develop an e-learning course 

The activities 

Good design and planning of the training program is essential, whatever the type of training, but it is 

even more important when it comes to an e-learning project. Whereas in traditional training the main 

difficulty lies in facilitating the training sessions, in the case of e-learning the design and development is 

of the utmost importance, as the material must be structured in such a way that it can be used 

independently and repeatedly without having to make adjustments. 

Reusing course elements 

If e-learning courses are well designed, they can be delivered several times to different learners using 

the same material. In addition, elements of self-study courses (e.g., units, lessons, and multimedia 

components such as illustrations and animations) can be reused in different contexts. Interactive e-

lessons developed for a self-study course can be integrated into facilitated courses or integrated into 

another self-study online program. 

An instructional design model can be used to define the activities that will guide projects to create e-

learning courses. 

Instructional design - ADDIE model 

Instructional design is the systematic development of specifications based on theories of pedagogy and 

didactics to ensure the quality of training. In professional training, instructional design aims to improve 

employee performance and increase organizational efficiency. 
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There are many models of instructional design, most of which are based on the most famous ones, such 

as the ADDIE model.  

The ADDIE model consists of five steps:  

1) ANALYSIS Needs analysis Target audience analysis Topic and task analysis 

2) DESIGN Learning objectives Sequencing Pedagogical strategy Training modalities Evaluation strategy 

3) DEVELOPMENT Content development Storyboard development Courseware development 

4) IMPLEMENTATION Installation and delivery Management of learner activities 

5) EVALUATION Feedback Learning Behavior Results 

 

Note on the process 

It is better to adapt an existing model to meet specific needs than to proceed without a plan. However, 

some flexibility is needed to select and adapt the model to a given situation. E-learning projects vary 

considerably in size and complexity. The process described below is comprehensive - it covers all the 

options that can be included in a complex learning project. However, some steps can be skipped or 

simplified depending on the objectives and requirements, such as budget, skills, or organizational 

constraints of the project.  

The five steps that make up the ADDIE process are described below:  

1. Analysis Needs analysis should be conducted at the outset of the development project to 
determine whether:  

- training is needed to fill gaps in professional knowledge and skills; and  
- digital learning is the best way to deliver this training. The needs analysis helps to identify 

the main training objectives. The analysis of the target audience is another essential step. 
The design of the course and the training modalities will depend on the main 
characteristics of the learners (e.g., their pre-course knowledge and skills, geographical 
location, learning context and access to technology). 

- Analysis is also needed to determine the content of the course: 
- task analysis identifies the work tasks that learners need to learn or improve and the 

knowledge and skills that need to be developed or strengthened. This type of analysis is 
mainly used for courses designed to develop specific skills directly related to the job.  

- Topic analysis is necessary to identify and classify the content of the course. This analysis 
is typical of courses that are primarily designed to provide information.  

2. Design The design stage consists of:  
- formulating a set of learning objectives necessary to achieve the overall course objective;  
- defining the order in which the objectives should be achieved (sequencing); and  
- selecting strategies for pedagogy, multimedia components, assessment, and modalities.  

The design stage produces a detailed plan to be used as a reference during course development. 

This blueprint outlines the structure of the curriculum (e.g., its organization into courses, units, 

lessons, and activities); the learning objectives associated with each unit; and the learning 

formats and modalities (e.g., interactive materials for self-study, synchronous or asynchronous 

collaborative activities) that correspond to each unit.  

3. Development  
This is where the learning content is produced. The content can vary considerably, depending on 

the resources available. For example, the learning content may consist of simple materials (i.e., 

with little or no interactivity or multimedia, such as structured PDF documents) which can be 

combined with other materials (e.g., audio or video files), tests and assignments. The storyboard 

and multimedia components and electronic interactions then need to be developed. The 

development of interactive multimedia content consists of three main steps  
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- content development: writing or gathering all the necessary knowledge and information;  
- storyboard development: integration of pedagogical methods (all the pedagogical 

elements needed to support the learning process) and media elements, through the 
development of a storyboard, a document that describes all the components of the final 
interactive product, including images, texts, interactions, evaluation tests; and  

- courseware development: development of the multimedia and interactive components, 
production of the course in different formats for distribution via CD-ROM or the Internet, 
and integration of the content elements into a learning platform that learners can access.  

4. Implementation  
It is during this stage that the course is delivered to learners. The courseware is installed on a 

server, accessible to learners. In the case of facilitated and directed courses, this stage also 

includes the management and facilitation of learner activities.  

5. Evaluation  
A digital learning project can be evaluated for different specific reasons. You can evaluate learner 

feedback, the achievement of learning objectives, the transfer of job-related knowledge and 

skills, and the impact of the project on the organization. 

E-learning and skill types 

Can e-learning be used to develop any type of skill? 

Training programs aim to develop different types of skills:  

• cognitive skills, which involve increasing knowledge and understanding (e.g., of scientific concepts), 
following instructions (i.e., procedural skills) and applying methods in new situations to solve 
problems (i.e., intellectual or thinking skills)  

• interpersonal skills, such as those needed in active listening, presentation, or negotiation activities; 
and  

• psychomotor skills, which involve the acquisition of physical perceptions and movements (e.g., 
playing sports or driving a car). How can e-learning courses be used to develop these various skills?  

Most e-learning courses are developed to enhance cognitive skills; the cognitive domain is the most 

appropriate for digital learning. Within the cognitive domain, the development of thinking skills requires 

interactive learning activities, as these skills are best acquired 'by doing'. Building interpersonal skills can 

also be considered through digital learning using specific methods. For example, interactive role-playing 

and feedback can be used to change attitudes and behaviors. 

When choosing between digital learning (e-learning), traditional training or other types of non-formal 

or work-based learning, it is necessary to ask the following questions:  

• What is the relative cost of each type of training?  

• Will the training be more effective if it is delivered as a single unit or spread out over time?  

• Does the training meet short-term or long-term learning needs?  

• Do participants have access to the necessary computer and communication tools?  

• Are participants sufficiently motivated for digital or self-directed learning modes?  

• Do the schedules and geographical locations of the targeted participants allow them to participate 
in classroom-type training or other types of synchronous learning? 

 

Quality of e-learning  

The quality of an e-learning course is enhanced by:  

1) Learner-centered content: The digital course curriculum should be specific and relevant to the needs 
of the learner and his/her job functions and responsibilities. The skills, knowledge and information 
contained in the course should be aimed at this objective.  
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2) Granularity: e-learning content should be segmented to facilitate the assimilation of new knowledge 
and to allow for modulation of the time spent learning.  

3) Stimulating content: teaching techniques and methods should be used creatively to develop a course 
that is stimulating and motivating for the learner.  

4) Interactivity: frequent interaction with the learner is necessary to maintain attention and encourage 
learning.  

5) Personalization: self-study courses should be customizable to reflect the needs and interests of the 
learners; in tutorials, the trainer, tutor and/or facilitator should be able to monitor the progress and 
performance of individual learners. 

 

 

TECHNICAL SHEET 

 

Administration of the section (Guidelines for blended delivery) 

 

BEFORE  Distant -
asynchronous 

Email to trainers 
with instructions 
for synchronous 
remote work in 
small groups with 
other remote 
trainers and with 
technical 
instructions 

 5 min 

DURING Distant -
asynchronous 

Resources to be 
read and videos and 
video PPT with 
voice-over before 
connection 
(notional input)  

Develop an e-learning 
course 

Instructional design - 
ADDIE model 

E-learning and skills 
types 

Quality of e-learning  

50 min 

Distance - 
synchronous - 

Designing their 
courses using the 

Possibility to contact 
the leader via the 

1h 

Offline / 
Online 

Online 

Content Create a list of outcomes and needs to achieve 

Description 
of the tool  

 
Moodle platform with H5P (forum, text resources, videos, quizzes...) 
Zoom (synchronous) 
Kahoot 
 
 

Link to the 
tool  

https://h5p.org/ 
https://moodle.org/ 
https://zoom.us/ 

https://h5p.org/
https://moodle.org/
https://zoom.us/


BlendedVET project N°2020-1-FR01-KA202-079830 

 

 

 

18 

in small groups 
by professional 
field? Or in 
individual 
distance-
asynchronous 

ADDIE method and 
quality analysis - 
case study 

Moodle forum for any 
questions 

AFTER Distance 
learning-
asynchronous 

Section Evaluation 
Questionnaire 

Entire section 5 min 

 

Assessment of the section 

Trainers are asked to apply the content and to design by using the ADDIE method their course on their 

subject/training they want to blend. They should also reflect on the E-Learning skills types they will 

implement and analyses the foreseen quality of the planned learning.  

If they don’t have an already existing training to “transform” they may reflect on a new theme of training. 

 

 

Resources 

Addie Wikipedia in each language: https://fr.wikipedia.org/wiki/Mod%C3%A8le_ADDIE  

Addie model explained trough videos by University of Washington: https://www.uwb.edu/it/service-

catalog/teaching-learning/hybrid-and-online-learning/instructional-design/addie  

Questions may arise and can be asked trough the forum in the platform or directly to the teacher while 

in offline learning.  

 

  

https://fr.wikipedia.org/wiki/Mod%C3%A8le_ADDIE
https://www.uwb.edu/it/service-catalog/teaching-learning/hybrid-and-online-learning/instructional-design/addie
https://www.uwb.edu/it/service-catalog/teaching-learning/hybrid-and-online-learning/instructional-design/addie
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1.4 Components of an e-learning course in blended format 

 

KNOWLEDGE addressed: Components of an e-learning course in blended format 

SKILL addressed: Determine the components of an e-learning course in blended format 

Content 

Components of an e-learning course  

As we have seen, approaches to digital learning can combine different elements, including  

1. learning content.  
2. e-tutoring, e-coaching, e-mentoring  
3. collaborative learning; and  
4. the virtual classroom.  

Let us briefly look at these elements.  

Content of e-learning Content may include:  

- simple learning resources  
- interactive e-learning lessons  
- electronic simulations;  
- work tools. 

 

Simple learning resources  
Simple learning resources are non-interactive resources such as documents, PowerPoint presentations, 

audio and video files. These resources are not interactive in the sense that learners can only read or 

watch the content. These resources can be developed quickly and, when they meet defined objectives 

and are designed in a structured way, they can be a valuable learning resource, even if they do not allow 

for interactivity. 

E-lessons 

The most common approach to self-study e-learning is a set of interactive lessons or e-lessons online. 

An e-lesson is a linear sequence of screens that can include text, images, animations, audio, video and 

interactive question and comment modules. An e-lesson can also include a reading list and links to online 

resources, as well as additional information on specific topics. 

Simulations 

Simulations are a highly interactive form of e-learning. The term "simulation" essentially means the 

creation of a learning environment that "simulates" the real world, allowing the learner to learn by 

doing. Simulations are a specific form of web-based training that immerse the learner in a real situation 

and respond dynamically to their behavior. 

Job aids 

Work tools provide relevant information at the right time. They can take many forms and be accessible 

in different media (e.g., computer, print, mobile phone). In general, they provide immediate answers to 

specific questions, helping users to complete tasks. Checklists and technical glossaries are some 

examples of simple working tools, but sophisticated expert systems can also be developed to help users 

make complex decisions.  

 

e-tutoring, e-coaching, e-mentoring  
It is possible to offer learners services that add human and social dimensions to help them during the 

learning process. E-tutoring, e-coaching, and e-mentoring provide personalized support and feedback 

to learners through online tools and facilitation techniques. 
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Collaborative learning  
Discussing, sharing knowledge, and working together on a common project are collaborative activities. 

Social software, such as chats, discussion forums and blogs, are used to enable online collaboration 

between learners. 

Online discussions  

Synchronous and asynchronous online discussions are designed to facilitate communication and 

knowledge sharing between learners. Learners can comment and exchange ideas on course activities or 

contribute to collective learning by sharing their knowledge.  

Collaboration  

Collaborative projects involve learners working together to complete a task. Collaborative activities can 

include project and scenario-based work. 

Virtual classroom  
A virtual classroom is a teaching method more similar to traditional classroom training, as it is entirely 

instructor-led. 

Virtual classroom  

A virtual classroom is an e-learning event in which an instructor teaches a group of learners remotely 

and in real time using a combination of various materials (PowerPoint slides, audio, or video material, 

etc.). This is also known as synchronous learning. This method requires the least effort to convert the 

materials (but trainers still have to prepare them). Learners and trainers need to have the appropriate 

technology at their disposal (e.g., software for the virtual classroom and a good Internet connection). 

Synchronous and asynchronous e-learning  

E-learning activities can be synchronous or asynchronous. 

Synchronous  

Synchronous events take place in real time. For a communication between two people to be 

synchronous, they must both be present at a given time. Examples of synchronous activities are chats 

and audio/video conferences. 

For example: 

- Chat and IM  
- Audio and video conferencing  
- Live webcasting  
- Application sharing  
- Interactive whiteboard  
- Polling 

 

Asynchronous  

Asynchronous events are independent of time issues. A self-study course is an example of asynchronous 

e-learning since the learning can take place at any time. Examples of asynchronous communication tools 

are discussion forums or emails. 

For example: 

- Email  
- Discussion forums  
- Wikis  
- Blogs  
- Webcasting 
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The flexibility of Internet technology creates grey areas around the concepts of synchronous and 

asynchronous. For example, audio and video sessions can be recorded and made available to learners 

who cannot attend a live event. 

TECHNICAL SHEET 

 

 

 

 

 

 

 

 

Administration of the section (Guidelines for blended delivery) 

 

Offline / 
Online 

Online 

Content Apprehend and understand the components of the modality 

Description 
of the tool  

Moodle platform with H5P (forum, slides, video resources, quiz ...) 
 

Link to the 
tool  

https://h5p.org/ 
https://moodle.org/ 

https://h5p.org/
https://moodle.org/
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BEFORE  Distance 
learning-
asynchronous 

Email to trainers 
with instructions 
for following the 
module remotely 
and with technical 
instructions 

 

5 min 

DURING Distance 
learning-
asynchronous 

Components of an 
e-learning course  

Infographic + Short 
video with voice-
over and PPT 
support 

10 min 

Synchronous 
and 
asynchronous e-
learning  

Parallel glossary + 
additional 
resources (videos, 
etc.) 

Case study - choice 
of synchronous and 
asynchronous 
learning modality 
and resources  

Synchronous small 
group or 
asynchronous 
individual  

20 min 

AFTER Distance 
learning-
asynchronous 

Section Evaluation 
Questionnaire 

Entire section 5 min 

 

Assessment of the section 

Trainers are asked to apply the content and decide for each of their content if it’s synchronous or 

asynchronous learning, as well it will be asked that they specify for each part of their learning what type 

of learning components they will use on their subject/training they want to blend.  

If they don’t have an already existing training to “transform” they may reflect on a new theme of training. 

 

 

Resources 

Grid document with space to fill in each topic and if it’s synchronous or asynchronous learning as well 

as type of learning components. 

Synchronous or asynchronous learning explained trough videos by Kennesaw state University: 

https://dli.kennesaw.edu/onestopshop/newtoteachonline/asynchronous_online_course.php 

Questions may arise and can be asked trough the forum in the platform or directly to the teacher while 

in offline learning.  
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1.5 Target audience and target needs in the training analysis 

 
KNOWLEDGE addressed: Target audience and target needs in the training analysis 

SKILL addressed: Analyze the target audience and their needs in the training 

Content 

Course Review 

It is important to undertake a content inventory of the existing course in order to identify those aspects 
of the course which require face-to-face interactions and the learning outcomes which can be met using 
digital tools and strategies.   
Are there any aspects that you would like to improve either from your own or your learners’ 
perspective? (e.g., assignment submission and handling, course communication, assessment guidelines, 
certain activities, or content). Perhaps online learning can solve current issues.  
 
Organization Review 

It is important to consider the organization resources and the teaching team involved. Both are involved 

in contributing to the design and development of the course and its resources. The following questions 

are to be considered at the start of the planning stage. These may lead to additional questions based on 

your answers and your organization.  

• Are there computer labs and efficient WIFI available for learners? 

• What time commitments are involved in development and/or teaching? 
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• What teaching experience and level of technical knowledge/ skill do they have? 

• Will blended learning ‘fit’ within this culture? 

• Is there the infrastructure or resources to support the technologies? 

• Are there industries or professional awarding bodies’ specifications which have impact on the 
course? 

Identify where your course fits within the broader program of study and check other courses to achieve 
balance and cohesion with assessment due dates and use of technologies etc. 
 
Learner Review 

It is important to ensure that Blended Learning is appropriate for the learner. The cohort of learners will 
determine the Blended Learning approach, some learners may: 
 

• Be from different socio-economic background, 

• Have disabilities, 

• Be mature learners, 

• Have a high level of work/family commitments. 
 
There are a range of factors that will influence the amount of online learning. Examples include the 
following: 
 

• The level of skills or familiarity learners have with technology 

• The number of learners in a class. 

• ESOL learners (English as a second language) who could be facilitated by the recording of 
lectures. (Learners find it useful listening at their own pace and/or several times for clearer 

understanding). 

• Learner accessibility to technology (PC, iPad, Mobile) and a broadband internet connection. 
 
Consider how easily aspects of your course can be adapted to suit learners with additional needs. 
NOTE: Remember to provide sufficient time and resources for learners to familiarize themselves with and 
acquire the skills needed to use the particular technology before they have to formally engage with it. 
 

Analyzing the target audience 

Let us assume that the learning objective has been defined and that e-learning has been identified as 

an appropriate solution to achieve this objective. For example, the course objective could be "to 

improve food security analysis and promote its use in decision-making".  

At this stage, it is necessary to analyses the target audience to identify various factors that will affect 

the design of the course. Some of these factors are presented below. 
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The first step is to analyses the needs and problems of the target audience.  This helps you to set the 

objectives of the course.  Most importantly, it helps you to make sure that they meet the identified 

need. 

Next, analyses the target audience: 

- What is their background - are they still students or are they professionals who want to improve their 

skills?  That's quite different! 

- What are their motivations?  To improve? To get a certification? 

- What is their skill level?  Is he a beginner or an expert? 

 

TECHNICAL SHEET 

Factors to consider Why is this important? 

Region or geographical area where learners 
reside. 

This information is needed to define the 
language and cultural issues, but also to choose 
between synchronous and asynchronous tools 
(learners in different time zones will have 
difficulty communicating in real time). 

Type of organization or institution in which the 
learners work and their professional function. 

This will help to identify specific learning 
objectives for each target audience group. 

Learners' prior knowledge and skills on the 
subject. 

In general, learners who already have extensive 
knowledge do not need the same kind or level 
of training support as novices. 

Learners' technical skills and competences in IT. This information will help define the complexity 
of the interactive computer-based activities. 

Time available for digital learning and learning 
context. 

This information influences the amount of 
content that will be provided and the need to 
granularize/segment the course content into 
smaller units. 

Location of the e-learning course and where 
learners can access the Internet from; can they 
study at home, at work or in e-learning centers? 

It helps to determine the connection time 
required to complete the course and whether 
learners can download plug-ins from the 
Internet. 

Network bandwidth. Bandwidth limitations can slow down the 
performance of the application and decrease 
user productivity. In some situations, it is 
preferable to use low bandwidth applications 
as they download faster. 

Software and computer capabilities available to 
the learner, e.g., screen size, number of colors 
it can display, sound playback system, RAM 
(amount of memory), type and speed of 
processor. 

Technical requirements, including multimedia 
capabilities, influence the choice of multimedia 
and plug-ins. 

Offline / 
Online 

Offline 

Content Determine the possible target audiences and assign them specific needs for the 
training 

Description 
of the tool  

Moodle platform with H5P (forum, slides, video resources, quiz ...) 
Kahoot 
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Administration of the section (Guidelines for blended delivery) 

 

BEFORE  Asynchronous 
distance 

Email to trainers 
with guidelines for 
face-to-face 
courses and course 
program  

 

5 min 

DURING Kahoot Survey (mobile 
phone)  

Introduction to the 
course 

30 minutes 

Synchronous 
face-to-face 

 
 

Course Review 

Lecture, use of 
Moodle platform, 
video projector 

Organization 
Review 

Learner Review 

Analyzing the 
target audience 

In small groups by 
sector 

1h20 

Lecture, debriefing  

AFTER Asynchronous 
distance  

Section Evaluation 
Questionnaire 

Entire section 5 min 

 

Assessment of the section 

Trainers are asked to apply the content and review the foreseen course and the organizational needs. 

Then they will analyze the needs and problems of the target audience to set the objectives of the course. 

After what they should analyses the target audience. 

If they don’t have an already existing training to “transform” they may reflect on a new theme of training. 

Resources 

No resources furnished. Questions may arise and can be asked trough the forum in the platform or 

directly to the teacher while in offline learning.  

 

  

Zoom 

Link to the 
tool  

https://h5p.org/ 
https://moodle.org/ 
https://kahoot.com/ 
https://zoom.us/ 

https://h5p.org/
https://moodle.org/
https://kahoot.com/
https://zoom.us/


BlendedVET project N°2020-1-FR01-KA202-079830 

 

 

 

27 

1.6 Themes and tasks provided by the training for the target group 

KNOWLEDGE addressed: Themes and tasks provided by the training for the target group 

SKILL addressed: Analyze the themes and tasks the training should provide to the target group 

 

Content 

Identify the course content 

The learning objective, e.g., " improve the analysis of the use of transversal competences in VET and the 

promotion of their use in the decision-making process ", provides an initial definition of the content and 

guidance for the design of the course. Now it is very important for the tutor to define the detailed 

content of the course in order to achieve this objective.  

Content analysis is probably the most critical step in the instructional design process. If the content 

defined by the designer is not precise and relevant, finding the most appropriate teaching method and 

materials to convey the information to the learners will not be of much use. The analysis should look at 

the learner-related factors (e.g., prior knowledge and skills) that emerge from the analysis of the target 

audience.  

Content analysis is a prerequisite for developing specific learning objectives and curriculum structure. 

Pedagogical coordinators and tutors can work together to carry out this analysis. This process allows 

tutors to become familiar with the content, while at the same time forcing them to review each piece 

of content and indicate the most important and difficult aspects to be considered. During this process, 

tutors look at the content from the learner's perspective.  

Content analysis and identification can be done by applying the following methods:  

1. Task analysis, in order to identify the job tasks that learners need to learn or improve and the 
knowledge and skills that need to be developed or reinforced.  
Task analysis is used mainly in courses designed to strengthen specific professional or interpersonal 

skills.  

2. Topic analysis, to identify and classify the content of the course. Depending on the circumstances, it 
is preferable to use one or other of these methods 
Topic analysis is appropriate for courses that are primarily aimed at providing information or 

achieving broader learning objectives. Task analysis Task analysis helps to define the learning 

content of work-based courses, which aim to develop or reinforce professional skills 

 

Task analysis 

What is a task analysis?  

The definition of task analysis varies in different contexts. In the context of instructional design, a task 

analysis is a detailed analysis of the actions and decisions that a person takes in order to perform a work 

task (i.e., a well-defined unit of work). This analysis includes identifying the knowledge and skills needed 

to facilitate these actions and decisions. 

Identifying learning content through task analysis allows designers to:  

1. create a work-based training course  
2. focus on skills; and  
3. create scenarios based on real-life cases that establish realistic work contexts. As a result, 

learners can better integrate the new knowledge into their daily practice. Task analysis consists 
of four main steps:  

 



BlendedVET project N°2020-1-FR01-KA202-079830 

 

 

 

28 

Step 1: Task identification Identify and describe the tasks that learners need to learn or improve to 

achieve the course objective.  

Step 2: Task classification  

Classify the tasks as:  

- procedural (i.e., tasks performed by carrying out an ordered sequence of steps, e.g., 'create a 
table in Microsoft Word');  

- or principled (i.e., tasks requiring assessments and decisions to be made according to situations 
and conditions that change each time, e.g., "organize a conference").  

 

Step 3: Division of tasks Divide tasks into:  

- steps (for procedure-type tasks); or  
- guidelines that need to be applied to perform the tasks (for principle-based tasks).  

 

For complex tasks, requiring the application of strategic or interpersonal skills (such as "coping" or 

"conflict resolution"), different perspectives may be needed to identify guidelines. These can be 

gathered through interviews with several experts, e.g., by asking them about the approach they take in 

difficult situations and then looking for commonalities between the various approaches in order to 

identify the skills that may be useful in these situations.  

Step 4: Identify the knowledge and skills needed  

Identify the knowledge and skills needed to carry out these steps or apply these guidelines in the most 

effective way. 

Example: 

Let us take the example of an e-learning course aimed at improving the analysis of the use of transversal 

competences in VET courses and the promotion of their use in the decision-making process. The 

audience of the course is educational coordinators, trainers and managers who are involved in the 

development of transversal competences.  

Step 1: Identification of tasks: Discussions with several experts in transversal competences have shown 

that the most critical aspects to be improved are: the selection of evaluation methods and indicators, 

the analysis of collected data, and, in particular, the preparation of effective reports on transversal 

competences in order to communicate the results of the research to decision-makers. Therefore, in this 

case, the following tasks should be carried out:  

1 - Select the most appropriate method for assessing transversal competences in a given context.  

2 - Select indicators for the assessment of transversal competences.  

3 - Analyze the results of the assessments using standardized methods of analysis.  

4 - Design and produce effective reports for decision-makers, providing them with recommendations 

based on the results of the analysis of the data collected. 

 

Step 2: Classification of tasks  

These tasks are quite complex; the way they are carried out depends on the context. This means that 

they fall into the category of principle-based tasks rather than procedure-based tasks. Therefore, we 

want to provide learners with guidelines that they can apply in different situations, rather than giving 

them detailed step-by-step instructions on what to do.  

Step 3: Division of tasks  

Next, it is necessary to describe each task and a set of guidelines that learners must follow to complete 

the task correctly. As an example, we will look at the fourth task: 
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Step 4: Identify the knowledge and skills needed  

What knowledge do education professionals need to apply these guidelines? 

Task: Reporting 
Results to Decision 
Makers 

Guidelines  Knowledge requirements  

Task description:  
Design effective 
reports for decision-
makers by providing 
them with 
recommendations 
based on the results of 
the analysis of the 
collected data. 

Define the purpose of 
the communication. 
Identify the information 
needs of users 

Difference between explanation and 
advocacy 

Identify the information 
needs of users. 

Potential readers of a food security report 
Difference between primary and secondary 
audience 
Methods for interacting with users 
Reporting deadlines 

Develop the message in 
a logical and convincing 
way. 

What are the relevant and feasible 
recommendations?  
Structure of a message: current situation, 
problems, questions, answers needed 
Consistency, relevance and conciseness of 
supporting data 

Choose a report format 
according to the 
context. 

Baseline or research report, Early Warning 
Bulletin, Needs Assessment, Policy Brief, 
Monitoring and Evaluation Report 

Write the report clearly 
and concisely. 

Report elements: summary, introduction, 
main body and conclusions  
How to write clear and concise sentences  
The proofreading process 

Theme analysis  

Task analysis is usually followed by a topic analysis. If the course is primarily intended to provide 

information or achieve learning objectives that go beyond improving job performance, the tutor may 

wish to skip the task analysis and proceed directly to a topic analysis, in order to identify the main topics 

and sub-topics to be covered in the course.  

The purpose of the topic analysis is to:  

- Identify the content of the course; and  
- Classify the content elements. Identifying the course content for example, in a course entitled 

"cross-curricular skills approach and employability", the tutor may first identify the main content 
categories of the course, such as  

- The cross-cutting skills approach and their assessment; and  
- The effects of the change of pedagogical approach and assessment on employability  

 

Task: developing reports for decision-makers Guidelines 

Task description: to develop effective reports 
for decision-makers by providing them with 
recommendations based on the results of the 
analysis of the collected data.  

Define the purpose of the communication. 
Identify the information needs of users. 

Develop the message in a logical and convincing 
way. 

Choose a report format according to the 
context. 

Write the report clearly and concisely. 
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Then, the tutor can elaborate further on each category. This would result, for example, in a draft lesson 

plan as follows:  

- Cross-cutting skills and their assessment.  
- The benefit of using the assessment of transversal competences 
- Impact on employability  
- Effects of paradigm shifts on recruitment   
- Effects on beneficiaries 
- Specific effects for a fragile public and under different conditions  

 

Visual tools, such as mind maps, concept maps and process diagrams, can help the tutor to clarify the 

links between content elements.  

Mind maps help to visualize and organize ideas. They can represent words, ideas, tasks, or other 

elements related to a keyword or arranged around a central idea. Concept maps and mind maps are 

used to illustrate links between concepts and cause and effect relationships, while process diagrams are 

commonly used to show the general flow of processes.  

 

Classifying content items  

Classifying content items helps to reinforce the identification of links between items to help improve 

the draft lesson plan.  

Content items can be classified according to the types of content they represent. The following example 

identifies the six main types of content: facts, procedures, concepts, principles, interpersonal skills and 

behaviors. 

Types of learning content 

Facts Specific and unique information that answers the questions: 
who, when, where? Facts are shown, exposed or indicated.  
Example: data, lists, historical events 

Procedures A procedure is a series of well-defined steps to perform a task. 
Procedures answer the question: "How do I do...? "  
Example: "instructions for creating a table in Microsoft Word 

Concepts A concept is a set of objects, entities or ideas that: are defined by 
a single word or term; have common characteristics; whose 
different characteristics are insignificant; need to be defined; and 
answer the question: "What is ...? "  
Example: the concept of "climate change". 

Principles A principle (or rule) describes a relationship between two 
concepts. For example: "When prices rise, supply rises". Some 
principles can be translated into strategic guidelines that can 
guide complex decisions and tasks.  
Example: "Guidelines for dealing with price volatility". 

Interpersonal skills Verbal and non-verbal skills for interacting with others.  
For example, "negotiation" or "conflict resolution 

Behaviors Approach and attitude according to situations.  
Example: contents related to the appreciation of "the importance 
and urgency of adopting measures to limit the negative effects of 
climate change 

 

TECHNICAL SHEET 
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Administration of the section (Guidelines for blended delivery) 

 

BEFORE  Asynchronous 
distance 

Email to trainers 
with guidelines for 
face-to-face 
courses and course 
program  

 

5 min 

DURING Synchronous 
face-to-face 

 
 

Identify the course 
content 

Lecture, use of 
Moodle platform, 
video projector 

30 minutes 

Task analysis 

Theme analysis  

Classifying content 
items 

In small groups by 
sector 

1h20 

Lecture, debriefing  

AFTER Asynchronous 
distance  

Section Evaluation 
Questionnaire 

Entire section 5 min 

 

Assessment of the section 

Trainers are asked to apply the content and apply a Task by the 4 steps procedure and Themes analysis 

to their course as well to classify the content items. 

If they don’t have an already existing training to “transform” they may reflect on a new theme of training. 

 

 

Resources 

No resources furnished; participants may establish a grid themselves. Questions may arise and can be 

asked trough the forum in the platform or directly to the teacher while in offline learning.  

 

 

 

 

 

Offline / 
Online 

Offline 

Content Determine themes for the training as well as the tasks needed to upskill the target 
group 

Description 
of the tool  

Moodle platform with H5P (forum, slides, video resources, quiz ...) 
Zoom 

Link to the 
tool  

https://h5p.org/ 
https://moodle.org/ 
https://zoom.us/ 

https://h5p.org/
https://moodle.org/
https://zoom.us/
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1.7 Problem and risk identification that may occur during the training or that may arise by 

the blended learning style 

 

KNOWLEDGE addressed: Problem and risk identification that may occur during the training or that may 

arise by the blended learning style  

SKILL addressed: Identify problems or specific points of pain that may occur during the training 

Content 

Identify problems or specific points of pain 

The next step is to match your desired outcomes with the improvements in information, actions and 
abilities that support them. To do so, you have to break down duties and processes inherent to the 
outcomes so you can determine specific problems or points that need to be addressed. 

For instance, if you want to decrease the volume of calls your customer support receives, you need to 
examine what causes the volume of calls you are currently receiving. The problem may lie with the 
information customers receive about your product or services, with how calls are recorded and 
followed-up on, with the frequency and level of proactive communication between customer contacts 
and account managers or with a combination of all of those. 

There are a number of ways to identify areas that require improvement. Here are some of the most 
common and effective: 

• Observation and assessment: This requires your team leads, supervisors or managers to observe 
employees in order to determine common areas of difficulty. 

• Surveys: This method requires you to ask employees about which areas they would like more 
training, support and resources. You have to make sure, however, that they write down their 
specific needs. Team-building or communication are such broad training needs, as an example, 
that you would need to conduct another training needs assessment on each of these topics. Some 
examples of specific training needs include how to resolve a conflict, how to effectively and deeply 
listen to a co-worker or how to give feedback to colleagues. 

• Data evaluation: This requires you to analyses HR records to determine if there are common 
errors, issues or inconsistencies that the training can address. HR records can include exit 
interviews, job competencies, job descriptions, performance evaluations, accident and safety 
reports and other company records such as sales, cost and production records. For instance, if 
one of your company's departments has a dramatic increase in workplace accidents, you may 
review accident reports as part of your gap analysis before conducting training about safety 
practices and procedures. 

• Individual interviews: You may also interview your employees, supervisors and clients to identify 
problems or gaps. If your company is providing safety training, for instance, interviewing the 
employees who have experienced or witnessed an accident would be advisable. Also, 
interviewing employees who have never had an accident could be useful in developing a training 
program that includes safe practices and procedures. If the accidents involved equipment, you 
may need to interview the company that serviced or manufactured the equipment. The 
information you can gather from your interviews can help you identify gaps that your company 
needs to address. 
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Risks Students will not complete the course 

Students may not complete a blended learning course if: 
 
The workload is too great – if blended learning and face-to-face elements are not 
integrated, but simply run independently from each other, the overall workload is often 
far greater than when using only one mode of delivery. Keep learner workload at an 
appropriate level. 
 
They are provided with inadequate or no support and/or are confused about what 
is required of them. It is important to ensure learners are appropriately “oriented” at 
induction to the course design. 
 
They experience problems with technology – high-tech is often high-risk, so make sure 
you have tested the technology from a learner’s perspective and provided adequate 
information and support. 
 
Integration of Digital Tools: 
It is important to think carefully about the integration of the digital tools into the course. 
There are a wide range of digital technologies/tools available to support blended learning in 
formal and informal learning. Below are some specific examples of blended learning approaches 
to support learners’ achievement of particular learning objectives. 

Blended learning approach to support the objective 

• Recall key terms and definitions  

• Weekly or end of learning outcome provides an online quiz (either for revision or summative 
assessment purposes).  

• Explore the use of matching or ordering question types as well as multiple choice questions. 

• Skills Demonstration showing a key learning outcome 

• Provide a video (these could be online as YouTube videos or EDpuzzle). During viewing ask questions 
and request opinions.  

• Or/also After viewing get students to post their responses to trigger questions through a discussion 
forum. 

• Group presentation on a relevant topic to the class using PowerPoint. 

• Consider a group work activity to facilitate learner learning. For example, set up a padlet for each 
group to allow students to work online collaboratively discussing and sharing their ideas. 

 
Whatever blended learning elements you choose it is important that they are integrated into 
the whole course experience. As part of the design and development phase, consider creating 
a course map or plan that shows the elements of the course in relationship to one another and 
how they will be delivered across the course. 

Example: 

• Face-to-face Lecture on a topic 

• Online Quiz/video and worksheet (based on lecture topic) 

• Face-to-face Tutorial discussing the questions resolving difficulties 

• Online Discussion Forum for further discussion/answer questions on the 

• topic 
 
The above is a simple representation of how each element works together to support learner 
achievement of particular learning outcomes – the teaching and learning activities (lectures, 
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tutorials, online quizzes, discussion) are specifically designed to support learners’ achievement of 
the learning outcomes. 
 
Here is a link to the top 200 digital tools available and what they can be used for: 
http://c4lpt.co.uk/top100tools/ 

TECHNICAL SHEET 

 

 

 

 

 

 

 

 

 

 

 

 

Administration of the section (Guidelines for blended delivery) 

 

Offline / 
Online 

Online 

Content Create a risk assessment and solution method taking into account the specificities 
of blended learning style 

Description 
of the tool  

Moodle platform with H5P (forum, slides, video resources, quiz ...) 

Link to the 
tool  

https://h5p.org/ 
https://moodle.org/ 

http://c4lpt.co.uk/top100tools/
https://h5p.org/
https://moodle.org/
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BEFORE  Asynchronous 
distance 

Email to trainers 
with instructions 
for following the 
online distance 
learning module 
and with technical 
instructions 

 

5 min 

DURING Asynchronous 
distance  
 

Identify problems 
or specific points of 
pain 

 

Resources to be read 
and videos and video 
PPT with voice-over 
before connection 
(notional input) 

30 minutes 

Risks Students will 
not complete the 
course 

Asynchronous 
distance 

Case study, forum if 
questions for 
leader 

Individual work 30 minutes 

AFTER Asynchronous 
distance  

Section Evaluation 
Questionnaire 

Entire section 5 min 

 

Assessment of the section 

Trainers are asked to apply the content to their until now created course. The idea is to identify risks and 

problems that may arise until now to then modify the course accordingly. In the next step the course 

units will be designed. 

If they don’t have an already existing training to “transform” they may reflect on a new theme of training. 

 

 

Resources 

No resources furnished; participants may establish a grid themselves. Questions may arise and can be 

asked trough the forum in the platform or directly to the teacher while in offline learning.  
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1.8 Learning objectives for the training enhancing content creation 

KNOWLEDGE addressed: Learning objectives for the training enhancing content creation 

SKILL addressed: Define the learning objectives for the training to facilitate the content creation 

 

Content 

Design and Develop Units: 

Once you have reviewed the planning considerations of the course you can move to designing 
the Blended Learning components. There are a variety of digital tools used to integrate Blended 
Learning in the key areas of communication, collaboration and assessment. The face-to-face 
teaching should be clearly integrated with the content and the learning objectives of the online 
section of the course. 
The activities should be purposeful and, where appropriate, have real-world activities so that 
learners can demonstrate their competency in a more ‘true-to-life’ setting. 
The workload for a blended learning course should not exceed that of a course in traditional 
mode. Keep in proportion the time, effort and resources involved in developing Blended 
Learning in relation to achieving the learning outcomes of the course. 
The following questions might help you work through the design process and identify, in 
advance, any potential issues that need to be addressed. 
 
Specific design questions: 
 

• What sections of the program are more suited to face-to-face delivery? 

• What sections of the program are more suited to online delivery? 

• What do I want the learners to complete face-to-face/online? 

• How will Blended Learning help learners’ learning? 

• What benefit will it be for the learner to engage in the blended learning elements? 

• How will I know/measure if students have achieved the desired outcomes? 
 

Broader course issues: 

• How accessible is the technology for learners? 

• What costs, if any, are involved? 

• What time is needed for planning, design, and development? 

• What technological support has the organization in place to support the tutor and the learners? 

• Will other staff be involved, and in what ways? 

• Will they need training and support? 

• What initial preparation is required by tutors? 
 

Define the learning objectives 
By looking at the tasks and content elements identified in the task and theme analyses, it is possible to 

translate the overall course objective into more specific learning objectives. Learning objectives define 

the expected outcome of each learning unit.  

For example, will learners be able to memories the steps of a procedure or will they actually be able to 

do it?  

What is a learning objective?  

A learning objective is a statement describing a skill or ability that the learner should acquire. Objectives 

should be specified for the course as well as for each of the course activities. 

Let's take an example:  
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Task: Develop reports for decision-makers  

Design effective reports for decision-makers by providing them with recommendations based on the 

results of the analysis of the data collected. 

Guidelines  

Develop the message in a logical and convincing way.  

Knowledge requirements  

What are the relevant and feasible recommendations Structure of a message: current situation, 

problems, questions, answers needed Consistency, relevance and conciseness of supporting data? 

From this information we can develop the following learning objectives:  

- Develop a logical and convincing message.  
- Explain the concept of relevance.  
- Explain the concept of feasibility.  
- Describe the elements of a message (current situation, problems, questions, necessary answers).  
- Distinguish between coherent and incoherent data.  

 

Explain the concept of conciseness The learning objectives combine two main elements:  

- the expected level of performance (indicated by an action verb, such as "describe" or "explain"); 
and  

- the learning content (i.e., the type of knowledge or skills that should be acquired, such as "the 
main objectives of a food security information system") 

 

In line with Bloom's revised taxonomy of the cognitive domain, learning objectives can be classified into 

six different types of cognitive skills, ranging from the lowest performance level (memorizing) to the 

highest (creating). 

Levels of performance in the cognitive domain 

1. Memories: The learner is able to recognize or remember information.  
2. Understanding: The learner is able to reformulate a concept.  
3. Apply:  The learner is able to use the information in a new way.  
4. Analyze:  The learner is able to break down and define relationships between elements.  
5. Evaluate:  The learner is able to justify a decision according to a criterion or standard.  
6. Create:  The learner is able to make a new product or develop a new approach. 

 

Clear learning objectives allow the development of activities that are truly focused on the needs of the 

learners and the development of effective assessment tests. It is important to ensure that learning 

activities and assessment tests aim to reinforce and assess the same type of learning performance and 

content as expressed in the learning objectives; in other words, they should be aligned with the learning 

objectives. 

 

Once you know your audience, consider what your pedagogical approach should be: 

- rather connectivism? 
- constructivist? 
- instructive? 

 

Define the learning objectives for each learning sequence. 

- Analyze the modes of distribution of your content: synchronous or asynchronous?   
- Only online or blended learning? 
- Which Internet tools best suit your needs and those of your learners? 
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- Finally, determine your content sources according to your educational objectives. 
 

TECHNICAL SHEET 

 

 

 

Administration of the section (Guidelines for blended delivery) 

 

BEFORE  Asynchronous 
distance 

Email to trainers 
with instructions 
for following the 
online distance 
learning module 
and with technical 
instructions 

 

5 min 

DURING Asynchronous 
distance  
 

Design and 
Develop Units  

Resources to read, 
videos, PPT 
voiceover, ... 

30 minutes 

Define the 
learning 
objectives 

Asynchronous 
distance 

Case study, forum if 
questions for 
leader 

Individual work 1h30 

Synchronous 
distance 

Lectures Debrief 

AFTER Asynchronous 
distance  

Section Evaluation 
Questionnaire 

Entire section 5 min 

 

Assessment of the section 

Trainers are asked to apply the content to their until now created course. They will define the pedagogical 

approach and then the learning objectives for each learning sequence. 

If they don’t have an already existing training to “transform” they may reflect on a new theme of training. 

 

Offline / 
Online 

Online 

Content Determine for each topic and subject in the course the respective learning 
objective and suitable content 

Description 
of the tool  

Moodle platform with H5P (forum, slides, video resources, quiz ...) 
Zoom 

Link to the 
tool  

https://h5p.org/ 
https://moodle.org/ 
https://zoom.us/ 

https://h5p.org/
https://moodle.org/
https://zoom.us/
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Resources 

No resources furnished; participants may establish a grid themselves. Questions may arise and can be 

asked trough the forum in the platform or directly to the teacher while in offline learning.  
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1.9 Blended content distribution methods 

 
KNOWLEDGE addressed: Blended content distribution methods 

SKILL addressed: Analyze your content distribution methods to ensure blended creation 

 

Content 

Simple Digital Technologies 

 
The creation and delivery of e-learning courses requires technological means. Different tools can be 

used to produce the learning content, depending on the file formats that will be used and the nature of 

the desired end product.  

PowerPoint or Word software may be sufficient to create simple learning resources, such as a 

presentation or tutorial. However, more sophisticated tools are needed if you want to create interactive 

content.  

Learning content creation software is a special tool for creating interactive e-learning content. They 

allow you to insert text, illustrations and other multimedia components, while also providing a 

framework for organizing pages and lessons for easy navigation.  

While most of these tools are stand-alone systems that also incorporate quiz and assessment functions, 

some integrate these functions from other programs.  

To create multimedia components, authoring tools use ancillary software (e.g., Adobe Photoshop for 

bitmap illustrations, Adobe Illustrator for vector images or Adobe Flash for animations) and other tools 

for creating and compressing video and audio files.  

 

Learning Management Systems 

Learning platforms are increasingly being used by organizations and institutions to deliver courses to 
learners and manage their online activities.  
A learning platform is a set of interactive online services that provide learners with access to 
information, tools and resources that support the management and delivery of learning. They provide 
access and services to a wide user base via the Internet. Learning platforms are generally referred to as 
Learning Management Systems (LMS) or Learning Content Management Systems (LCMS), terms often 
used interchangeably. Although there is a wide variety of learning platforms with different levels of 
complexity, they have many features in common. 
Their main features include  

- learning content management: creation, storage, access to resources  
- Curriculum organization and planning: lesson planning, personalized learning paths, assessment;  
- learner involvement and management: learner information, progress monitoring  
- tools and services: forums, messaging system, blogs, discussion groups. 

 
For Further information on LMS see the following: 

• Learning Management Systems Comparison 
https://elearningindustry.com/learning-management-systems-comparison-checklist- of-

features 

• Canvas: 
https://www.canvaslms.eu/ 

• Google Docs: 
https://www.googleclassroom.com 
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• Blackboard: 
http://uki.blackboard.com/ 

• Moodle: 
https://moodle.com/  

 

Digital Training for Teachers 

Here are some useful links to online materials and training resources to help teachers boost IT and digital 
literacy skills. You may find it useful to look at them all briefly and then choose one that best suits your 
style of learning/teaching and your needs.  

• http://www.bbc.co.uk/webwise/0/ 

• http://www.open.ac.uk/libraryservices/beingdigital/pathways/13/14 

• https://www.microsoft.com/en-us/DigitalLiteracy 

• http://jiscdesignstudio.pbworks.com/w/page/60226781/Developing%20your%20digi 
tal%20literacies 

• https://www.webarchive.org.uk/wayback/archive/20160101151403/ 

• http://www.jisc digitalmedia.ac.uk/infokit/video-planning/video-planning-home 

• http://www.connectsafely.org/wp-content/uploads/eduguide.pdf 
 
The European Digital Competence Framework 

The European Digital Competence Framework for Citizens, also known as DigComp, offers a tool to 

improve citizen’s digital competence for work and employability, learning, leisure, consumption and 

participation in society. The DigComp framework describes digital competence and groups the 

competences into five areas. Digital competency means that people need to have competences in each 

of these five areas. Further information can be found on https://ec.europa.eu/jrc/en/digcomp/digital-

competenceframework. Please note that there may be National Frameworks in place in individual 

countries.  

 

 

TECHNICAL SHEET 

 

Administration of the section (Guidelines for blended delivery) 

 

Offline / 
Online 

Online 

Content Taking advantage of the knowledge of Blended learning components and defined 
outcomes, themes and tasks assign distribution methods to each content 

Description 
of the tool  

Moodle platform with H5P (forum, slides, video resources, quiz ...) 

Link to the 
tool  

https://h5p.org/ 
https://moodle.org/ 

https://h5p.org/
https://moodle.org/
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BEFORE  Asynchronous 
distance 

Email to trainers 
with instructions 
for following the 
online distance 
learning module 
and with technical 
instructions 

 

5 min 

DURING Asynchronous 
distance  
 

Simple Digital 
Technologies 

Resources to read, 
videos, PPT 
voiceover, ... 

30 minutes 

Learning 
Management 
Systems 

Digital Training for 
Teachers 

The European 
Digital Competence 
Framework 

Asynchronous 
distance 

Case study, forum if 
questions for 
leader 

Individual work 30 minutes 

Synchronous 
distance 

Lectures Debrief 

AFTER Asynchronous 
distance  

Section Evaluation 
Questionnaire 

Entire section 5 min 

 

Assessment of the section 

Trainers are asked to reflect on what distribution method is most suitable for their course and what tools 

are already existing in their workplace. Then depending on the subject, they may make bridges to already 

existing frameworks such as the Digit comp framework from the EU. 

If they don’t have an already existing training to “transform” they may reflect on a new theme of training. 

Resources 

No resources furnished. Questions may arise and can be asked trough the forum in the platform or 

directly to the teacher while in offline learning.  

 

 

Bibliography/Sitography 

 
Blended Learning Models and Platforms: 
http://www.teachthought.com/learning/blended-flipped-learning/6-blended-learning- models-
platforms/ 



BlendedVET project N°2020-1-FR01-KA202-079830 

 

 

 

43 

Blended learning in 2 minutes and 38 seconds (Video) 
https://www.youtube.com/watch?v=Q5txJfv2q0c 
Blended Learning Implementation Guide (Video): 
https://www.youtube.com/watch?v=pENW-RtPEIw 
Blended Learning Definitions (Christensen institute): 
http://www.christenseninstitute.org/blended-learning-definitions-and-models/ 
Blended Learning Infographic: 
http://www.gettingsmart.com/wp-content/uploads/2016/08/Blended-Learning-Blog- Infographic-
1.png 
Blend My Learning Videos: 
http://www.blendmylearning.com/videos/ 
Getting Started with Blended Learning (Griffith University): 
https://www.griffith.edu.au/__data/assets/pdf_file/0004/267178/Getting_started_with_blended_lear
ning_guide.pdf 
What Is Blended Learning? 
https://www.mindflash.com/elearning/what-is-blended-learning/ 
What Blended Learning Looks Like in the Classroom (Video): 
https://www.youtube.com/watch?v=NPvreKWaKjY&t=8s 

 

Glossary 

 

Competency: An observable behavior supported by specific knowledge, skills, and attitudes. Each 

competency has a specific result or output.  

Content Analysis: A procedure for organizing narrative and qualitative data into emerging themes and 

concepts. Usually associated with a quantitative form of analysis in which the themes are counted or 

measured.  

Feasibility Analysis: A cost-benefit analysis completed prior to conducting training. It is an estimate of 

the cost of the training weighed against the possible benefits that could be achieved if training were 

conducted  

Gap Analysis: Also called performance analysis; identifies the difference between current performance 

and the desired performance.  

Interview: The process of asking questions to experts or performers to identify training needs.  

Job Analysis: The process of identifying all the parts of a specific job; conducted before a task analysis.  

Learning Objectives: Describes a specific behavior, conditions, level of achievement and is written from 

the learner’s point of view.  

Needs Assessment: Gathering of information about a specific work need that can be resolved by 

training. The types of needs assessment include performance analysis, target population analysis, 

sorting training needs and wants, job analysis, and task analysis.  

Needs versus Wants Analysis: Discovers training needs that are related to the organization’s work. 

Training is linked to the final outcome and providing appropriate training will benefit the individual as 

well as the organization. 

Performance Analysis: Also known as gap analysis. Performance analysis looks at an official’s current 

performance and identifies whether the official is performing as desired  

Performance Deficiency: A difference with a negative connotation, implying that the official is not 

meeting a known standard for performance. Project Team GDLA Task Force members and JICA experts.  
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Target Population: The individual or group involved in a need’s assessment or training program.  

Task Analysis: Finds the best method and sequence of steps to complete a specific task.  

Trainer: A term used in a corporate setting for a teacher. Also, instructor.  

Training Needs Assessment: The method of determining if a training need exists and, if it does, what 

training is required to fill the gap. 

 

 

 

 

 

 

 

 

 

 

2. How to design a digital learning course  

 

Learning outcomes  

 

LEARNING OUTCOMES 

KNOWLEDGE SKILLS COMPETENCES TRAINING 

HOURS 

Identify the technical 

requirements and 

hardware that you need 

for a successful 

implementation of a 

blended learning course  

Be able to ensure the 

technical basis for a 

successful course 

implementation taking 

into account the 

different life realities of 

the learners 

Ensure that all learners 

have the same starting 

point for digital learning 

from the technical side.  

 

 

2 

 

Assess your digital skills 

as a teacher/trainer  

 

 

Be able to identify, 

where you have a lack of 

digital knowledge and 

skills and learn how to 

improve your skills 

Make sure that your 

blended learning 

lessons work well and 

that you know how to 

support your learners in 

case they need help.  

 

 

3-4 

Assess the digital skills 

of your learners  

Be able to analyze the 

level of digital skills of 

your learners and know 

Ensure that all learners 

have the digital skills to 

3 
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how to handle 

differences 

cope with the lessons 

and fulfil all tasks given 

 

 

 

 

Get used to different 

tools and applications 

you need for a blended 

course 

Be able to select possible 

tools for your course and 

know how to work with 

them 

Make sure that all tools 

you use are suitable for 

the contents you want 

to impart and that they 

are suitable for the 

learners and their 

devices.  

 

3 

Plan your course and 

the content adequately 

for online and presence 

delivery  

Be able to split your 

course properly for 

online and presence 

parts depending on the 

contents and technical 

opportunities 

Make sure that there is 

an even distribution 

between online and 

offline course parts and 

that the contents fit 

with the technical tools 

and methods you 

selected  

3 

 

Take into account 

Copyright and Data 

protection issues  

Be able to understand 

and use the correct 

copyright labels and 

ensure the privacy of 

your learners.  

Make sure that all 

learners are aware of 

copyright and data 

protection issues and 

know how to 

implement them. Check 

your content for 

copyright violations and 

work with OER licenses.  

 

Research 1,5 

hours 

 

Work on GDPR 

and OER 2-3 

hours 

How to use different 
tools and Apps for E-
learning sequences.  

Knowledge about 

relevant tools and Apps 

you can use in your 

teaching.  

 

Ensure that you have 

the full overview of all 

available tools 

necessary for your E-

learning sequences. 

 

 

3 

 

How to be familiar with 

the use of different 

Knowledge about 

installing software and 

Ensure that you have 

the necessary technical 

2 
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digital platforms, both 

technical and ethical. 

 

 

logging into different 

digital platforms. 

 

Ethical guidelines for 

how to behave in the 

digital classroom. 

 

knowledge about 

installing digital 

platforms, and a 

conscious relationship 

about ethical behavior.   

 

 

 

 

 

1 

How to plan your course 
for new learning 
contents that fit with 
the blended learning 
style.  

Be able to plan your 
course and adapt it to 
blended learning. 

Knowledge on how to 

adapt / change and mix 

traditional classroom 

teaching to / with 

blended learning.   

 

3 

How to check out the 

formal system of 

certification and / or 

graduation relevant for 

your students. 

 

Be able to establish 

relevant control 

mechanisms to ensure 

that students have had a 

valid learning outcome 

in relation to the formal 

system of qualification. 

 

Knowledge of the 

formal training system 

and what learning 

objectives are 

necessary to complete a 

formal exam. 

 

2 

How to plan the 
complete framework of 
the course.  

Be able to organize a 

course in accordance 

with your available 

timeframe, the target 

group, and their 

individual learning 

objectives. 

 

 

 

Ensure that you have 

the necessary 

knowledge on how to 

plan a course before 

you start. 

 

2 

 

How to plan different 
mechanisms for 
reviewing and evaluate 
your course as it is 
running.  

Be able to use functional 

mechanisms for 

checking if all learners 

reach their 

predeterminate learning 

outcomes. 

  

Knowledge on how to 

continuous review and 

plan your course. 

Knowledge about 

evaluation and 

customization along the 

way.  

 

2 

How to assess the 

learner discipline. 

 

Knowledge about the 

relation between face-

to-face teaching and 

group work, and how to 

Be able to incorporate 
traditional face-to-face 
teaching with group 
work. 

2 
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 mix them in the 

classroom. 

 

 
 

2.1 Identify the technical requirements and hardware you need for a successful implementation of a 

blended learning course 

 

KNOWLEDGE addressed: Identify the technical requirements and hardware that you need for a 
successful implementation of a blended learning course 
SKILL addressed: Be able to ensure the technical basis for a successful course implementation taking 
into account the different life realities of the learners 

 

Content 
1. Identify the technical requirements and hardware that you need for a successful implementation 

of a blended learning course 

For the successful implementation of a blended learning course, you need to make sure first that your 

class has the technical requirements and hardware that is necessary for e-learning elements. A well-

functioning technology is a key to a good learning experience and a successful blended learning course. 

If some of your students do not have devices that are sufficient for your lessons then they will not be 

able to keep pace with the others. Therefore, they will have huge disadvantages and will probably not 

achieve your intended learning outcomes. Equal preconditions are essential.  

Therefore, the first step you should undertake is an analysis of the tools that you will need during the 

whole blended course and make a list of them. This facilitates your next steps. Every learner should have 

access to a hardware device with internet access. This is nowadays relatively easy. Almost all people 

have a smartphone available today. However, smartphones are not necessarily the best choice for 

different tools.  An Example: many tasks in school require writing. A smartphone is only partially 

beneficial when it comes to typing whole essays. We can assume that students will not be happy with 

typing 10 A4 pages with their smartphones. Additionally, the screen size is limited. It can be exhausting 

for the eyes when the learners shall work with this screen longer. A tablet computer could be an 

alternative. Also here writing longer texts might be difficult depending on the type of tablet and if an 

external keyboard is available. A desktop computer or notebook/laptop for example is the perfect all-

rounder. You can join online sessions (you just need a headset and webcam), you can write texts, watch 

videos and much more. You see – different devices have different pros and cons.  

Speak with your learners about the upcoming course and ask them for the devices they have available 

and additionally the available times. This might be necessary as you don´t know if a learner needs to 

share the computer with siblings. Some tasks might be time-independent and can be fulfilled by each 

person alone when it fits with their timetable. Other tasks are more suitable for group work and with 

some tools the learners can work together online at the same time.  

 

How to address the topic 

1. Meet your students in person at the beginning of your course (or even before the beginning). Hand 

out a list where they all shall tick the devices they have available and where they shall mention every 

limitation they (might) have. This helps you to design your course concept. Make sure that it is necessary 
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for a successful learning experience that they are all honest. Explain that you will design the course in a 

way that fits all.  

2. Check with your school, if a computer lab is available and if yes, which limitations you have (opening 

times, number of computers, schedule of classes…). Make sure that all students in need get access to 

the room and the computer. Check the functions of the computers and find out if they fit the needs of 

your concept. 

3. Check with your school if you can have devices for loaning in case that a student needs a device at 

short notice. Like above, check for the preconditions.  

4. If possible, find out if your students have an adequate learning environment at home (a room where 

they can learn calmly). Be careful, this can be a delicate topic for young people (disadvantaged families 

…). Don´t put the students in a bad light.  

 

How to handle difficulties 

• One of your students lives in difficult circumstances, which means that he has 

several siblings and neither a computer nor a single room for himself where he can 

join the online classes without interruptions. What can you do? 

  

➔ Does your school have a computer lab that can be used or devices that can be borrowed by 

students? If not, can you organize some computers for the students with the school budget and 

get a free room in case it is needed? You should clarify these details.  

 

• The only device of the student breaks down shortly before an important lesson. 

 

➔ See above. You could offer loan units if there is a possibility. As an alternative, you can plan your 

course with certain flexibility so that you can switch contents at short notice to answer severe 

interruptions. Another option would be to have all contents in a form that you can pass on to 

the students for self-studies if needed. This requires more work for the teacher and might not 

be practicable for all contents.  

 

• You have a live lesson and the internet connection of one or more students breaks down 

 

➔ Tipp: you should record all live sessions (chose a conference tool that has a recording function). 

In case that a student has problems, you can send the recording. The student has the chance to 

listen to the lesson again and does not miss important details.  

 

• You give the class the task of writing a longer text. Some students only have smartphones or 

tablets with which you cannot type very well. This is a disadvantage for the students.  

 

➔ Those with smartphones can use voice dictation but this means that they have less practice in 

orthography. However, this could be an option if it does not happen too often. You should 

consider this when planning your course in detail. The best option nevertheless is a laptop as it 

fits best with the majority of online tasks and tools you might use.  

Questions you might ask: 

- What technical devices do you have available: 

☐ Smartphone 

☐ Tablet PC 
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☐ Laptop/Notebook 

☐ Tower Desk  

 

- Do you have a stable internet connection with which you could join online meetings? 

☐ Yes, I have 3G or 4G/LTE or Wifi available  

☐ No 

☐ I don´t know  (if this is answered, please ask the students to check at home) 

 

- Which of the following devices can you use for online learning at home (e.g. as part of your 

computer or as an external device)? 

☐ Headphones 

☐ HD webcam 

☐ Microphone  

 

- At which times do you have access to your technical devices? Are there limitations? 

☐ All the day without limitations 

☐ Only sometimes – Please specify the times: _________________________ 

 

- Do you have a good place for online learning (e.g. a room for your own where you are not 

interrupted)? 

☐ Yes 

☐ No    

 

Little Quiz – what device is sufficient for the task? (Drag and drop) Please comment on your choice.  

Task Device  

Watch a Youtube video Tablet PC 

Write an essay  Smartphone 

Read a longer article on a certain topic  Computer  

 

Answer: Youtube: Smartphone is enough – just watching and listening // Essay – Computer: typing a 

text is easier on a computer than on a smartphone or a tablet PC // reading a longer article: Tablet PC 

would be good. A smartphone is very small but typing is not necessary.  

Additional information: Try to keep yourself up to date concerning technical developments. Normally, 

you do not need high-end technological devices for e-learning or blended learning. But when you intend 

to buy a new laptop or similar for yourself, take your time to read up on this topic with a focus on your 

preferred device(s) and to ask shop staff for their expertise. Your device(s) should be solid and functional 

and should have an adequate value-for-money ratio.  

You as a teacher could also recommend the learners to think about buying good used laptops or 

notebooks instead of cheap new ones with a lower performance in case they need a new device as VET 

students often do not have big amounts of money. Many computer sellers have used devices in their 

portfolio; there are websites where refurbished computers/laptops can be bought. In some cities might 

also be initiatives like “Hardware for Future” in Leipzig, Germany, where people repair donated devices 
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and give them to people in need (with low income, from vulnerable target groups) and also offer people 

to come there to repair their own devices. This idea of sustainability is growing – students could just 

check for local or regional offers and might be lucky. Another useful tip is to exchange Windows with 

Linux/Ubuntu operating system in case that an existing laptop/notebook does not work properly 

anymore with Windows. For all students who are open to repairing older devices, you can recommend 

the website https://www.repaircafe.org/en/visit/.  When they want to check in general, which 

notebooks/laptops are well repairable and which are not, they can go to the website Ifixit 

(https://www.ifixit.com/laptop-repairability). The website gives useful information about repairing and 

thus using devices as long as possible.  

 

Administration of the section (Guidelines for blended delivery) 

Action 1: Initial question: what kind of technical equipment do you know that could be useful for blended 

learning? For what parts of a course do you think it might be suitable? 15 Minutes Brainstorm with the 

group 

Then: Show different online tools/apps in short videos (e.g. Zoom) and let the teachers decide which 

technical requirements they see (e.g. Zoom: Computer or Tablet? Microphone and Camera, stable 

internet connection – Explanation video on Youtube about a certain topic: only a smartphone with an 

internet connection would be enough to get the content …) 25 Minutes. 

Action 2: The participating teachers shall discuss with each other how the situation is in their schools. Do 

the schools have technical equipment available, does the majority of students have access to technical 

devices and so on. Maybe one of the teachers has an interesting solution e.g. a computer pool that can 

help the others.  30 Minutes  

Then content part: giving all information 30 Minutes 

A possible homework task could be: teachers shall write down a list of questions they would ask their 

learners to find out if they meet all technical requirements and the appropriate learning environment 

 

Assessment of the section 

Imagine the following situation: 

Mr Miller is a young VET teacher for car mechatronics giving his first course. He has a new class with 18 

learners who just started with their VET education. Due to the pandemic in 2020, the VET school follows 

the rule to implement the majority of courses in a blended format. On the first day, Mr Miller welcomes 

the class in person in the classroom. He presents to them the contents for the upcoming school year. 

Then he collects the email addresses and informs the students that they will have the next lessons online 

live via Zoom where he will teach them the different car components and further details. He tells them 

that they will get an email with the Zoom link for the next day, Tuesday, 8 am. Then the lesson ends and 

the students leave the room. The next day, at 8 am, only 12 students are online, another two follow by 

08:30.  

Question 1: What could be the reason for this situation? Please name two reasons for a student not to 

attend on time.  

Examples: 

- The email address was misspelt – the student did not get the email and had no contact to reach the 

teacher. As the class is new, the students are not as connected as they could be in the 2. or 3. Grade.  

- No notebook/laptop available – the student could not go online 

- Unstable WiFi connection was not sufficient for a stable Zoom connection.  

https://www.repaircafe.org/en/visit/
https://www.ifixit.com/laptop-repairability
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- Teacher was not clear enough in his expression of the proceedings 

 

Question 2: What could the teacher have done in advance to avoid trouble? Please name as many details 

as possible.  

 

2.2 Assess your digital skills as a techer/trainer 
KNOWLEDGE addressed: Assess your digital skills as a teacher/trainer 
SKILL addressed: Be able to identify where you have a lack of digital knowledge and skills and learn how 
to improve your skills 

 

Content 
 

2. Assess your digital skills as a teacher/trainer 

Blended learning requires not only the right hardware for all parties involved but also the digital skills of 

the users (teachers and learners). This means that primarily you as a teacher need to be safe in handling 

software and hardware and you should be up to date with regards to digital skills (writing emails, 

postings on social media, installing software, being aware of online safety risks, data protection …).  

Ask yourself some basic questions:  

• A student has trouble with a certain tool. Do you know how to support him/her?  

• Do you know how to handle smaller technical problems? For example: do you know where to 

check in case that a micro does not work? 

• Can you name some things that could interrupt your lesson/block your lesson from running 

smoothly?  

• When you get the command to initiate an online conference (e.g. Zoom or Teams) for a digital 

lesson with your students – do you know what to do step by step from the starting point towards 

an evaluation of the online live lesson at the end?  

• You want to assess your learners´ progress and evaluate their knowledge digitally. Do you have 

any clue how to manage this?   

If you can answer the majority of these questions with “yes”, you are on a good track. If not, you should 

open-mindedly assess your skills and identify the gaps you have.  

We have some practical tips for you:                                                                          

1. Take enough time to read up on a certain topic where you know that you lack 

knowledge.  

2. Sometimes practical input is the best option – ask your colleagues if one of them is technically 

adept in the field you need. They can show you directly how things work.  

3. When you notice that you have a big lack of knowledge in a certain field, we recommend you 

to participate in a further education measure that deals with this special topic(s). You will learn 

from professionals and get first-hand advice.  

4. Create your problem-solution-list. Every time you have to deal with a difficulty that was new 

for you, write it down and add how you solved it (or search for ideas on how to solve it).  

5. Not only theory but practise: carry out 1 or more test sessions with colleagues (instead of your 

students) where you imitate a real class session. Use the tools, methods and techniques as the 

class was real; try out everything you will need during the blended course like screen sharing, 

chat functions, microphones with muting and unmuting, activation and deactivation of 

cameras, recording, online presentations and so on. Your fellow teachers can assume the roles 
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of students and incorporate difficulties that you have to solve. This is the best way of getting 

used to troubleshooting.  

Make sure that your blended learning lessons work well and that you know how to support your learners 

in case they need help. 

Every one of us nowadays has at least basic digital skills. We know how to use computers, notebooks 

and smartphones; we know how to write emails and text messages. This is nothing new. However, this 

does not necessarily mean that we have enough digital knowledge to be able to direct an online course. 

When you wish to create a partly digital course you should be honest towards yourself – where do I 

have lacks, where do I have really good competences in? Identify the areas where you need to go more 

into detail as preparation. This is the first and most important step.  

Digital skills are not only about knowing some tools and being capable of handling a notebook. In 2017 

the European Commission´s Joint Research Center published the “European Framework for the Digital 

Competence of Educators: DigCompEdu. They developed a self-evaluation tool in different languages 

that we recommend you to try out. https://ec.europa.eu/jrc/en/digcompedu/self-assessment  

This competence framework covers six different areas where 22 competences are described12 

concerning the digital skills of an educator. These six fields are Professional Engagement, Digital 

Resources, Teaching and Learning, Assessment, Empowering Learners and Facilitating Learners´ Digital 

Competence. With these six areas and the subcomponents, you get to know all relevant fields to be a 

digitally competent teacher.  

Fig. https://ec.europa.eu/jrc/en/digcompedu/framework  

The tool is designed for a self-assessment, having 6 different competence levels as reference (A1, A2, 

B1, B2, C1 and C2). 

To assess the own digital skills is the first important step. The next would be to honestly identify the 

areas where you noticed that you should work on. Decide for yourself if immediate action is necessary 

or if you can improve your skills slowly step by step.  For you, as an educator, areas 1-5 are the most 

important at the moment. Therefore, we will go a little bit more into detail and explain them roughly.  

 

 
1 https://ec.europa.eu/jrc/sites/jrcsh/files/digcompedu_leaflet_de-2018-09-21pdf.pdf 
 
2 https://ec.europa.eu/jrc/en/digcompedu/framework  

https://ec.europa.eu/jrc/en/digcompedu/self-assessment
https://ec.europa.eu/jrc/en/digcompedu/framework
https://ec.europa.eu/jrc/sites/jrcsh/files/digcompedu_leaflet_de-2018-09-21pdf.pdf
https://ec.europa.eu/jrc/en/digcompedu/framework
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The first big part of the Dig Comp Edu framework is the professional competences of the educator. It 

covers the area of Professional Engagement with the sub-areas Organizational communication, 

Professional collaboration, Reflective practice and Digital CPD.  This part focuses on the professional 

digital skills of the educator with regards to using digital tools and media for and in the class. Issues like 

internet security and finding resources are part of the second block of the educators´ pedagogic 

competences. To this block belong as well the didactically meaningful use of digital media, assessment 

strategies in the digital environment and learning opportunities through digital media. When you have 

finished the assessment, you will have gained insights into many different fields that belong to digital 

teaching and learning and might have gotten some things to think about.  

All these digital skills might be overwhelming in their mere number. But don´t put yourself under 

pressure. If you feel your digital skills are not sufficient, don’t worry. Blended learning – especially the 

online part - can be rather simply designed. You don´t need to have the perfect digital skills nor do you 

include right from the beginning 15 or 20 different tools in your course. When you feel insecure in your 

digital competences or have the feeling there is much more that you need to learn, just work with one 

or two different e-learning elements. Take your time to get used to them. Then introduce them to your 

class. The longer you work with digital elements the safer you will feel and the more tools can be 

included. There is no right or wrong when we speak about the number of online elements. The most 

important aspect is that you have a positive feeling when introducing online elements. The experience 

comes step by step – you will see. The same holds for guiding your students, online assessments and 

the other relevant fields. Start at the level where you feel safe.  

 

 

Administration of the section (Guidelines for blended delivery) 

Discussion Round: What do you think belongs to the digital competences as a teacher and why? 30 

Minutes (Online or offline possible) 

Homework: Carry out a self-assessment with a tool that is already available e.g. the EU Digital 

competence tool as homework after the lesson. https://ec.europa.eu/jrc/en/digcompedu/self-

assessment Speak during the next session about the contents and results and what the teachers find 

useful. (1-2 hours)  

After the assessment: Go through the fields where your teachers need to enhance their skills. Search 

together with the group for solutions (e.g. courses, tips …) so that every teacher knows how to do the 

next steps. (in presence class) (1-2 h) 

 

Assessment of the section 

Feedback round at the end of the lesson. // Teachers shall critically think about their skills and afterwards 

name the fields where they wish to improve their skills.  

Resources 

https://ec.europa.eu/education/resources-and-tools/coronavirus-online-learning-resources_en   

 
 

2.3 Assess the digital skills of your learners 

 

KNOWLEDGE addressed: Assess the digital skills of your learners  

https://ec.europa.eu/jrc/en/digcompedu/self-assessment
https://ec.europa.eu/jrc/en/digcompedu/self-assessment
https://ec.europa.eu/education/resources-and-tools/coronavirus-online-learning-resources_en
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SKILL addressed: Be able to analyze the level of digital skills of your learners and know how to handle 
differences 

 

Content 
Your students have to be on an equal level regarding their digital skills when you start with your blended 

course. Of course, not everyone has the same knowledge and skills in this field – some are very 

experienced and safe in handling different digital tools and apps, others know how to use only the basic 

functions of their smartphones because up to now they did not need more in their daily lives.  

The first step to creating equal opportunities for your course is to evaluate the current level of 

knowledge and skills. A good option is to survey before the course starts where the student shall rate 

their skills with regards to the different hardware and software/tools they will have to use during the 

course. It could be valuable to make the survey in written form and to give the students the option to 

write you as a teacher an email when they want to express a certain need for training. For some 

students, it could be difficult to express weaknesses or lack of knowledge in front of others. This way 

allows them to be open about their needs. In case you notice that certain tools or devices require pre-

training, include this in your lesson planning. It is counter-productive when a student cannot keep track 

of the lesson because he/she does not know how to handle tools properly.  

Develop a questionnaire at the beginning of each blended learning course where you ask the students 

directly where they have needs or a lack of knowledge and skills. Before you hand out the questionnaire, 

briefly explain what you intend to use for your blended course (different tools and apps, the timeline 

between online and offline lessons and so on – just briefly as background information). This is the 

quickest and easiest way of finding out where your learners need support.  

Questions you might ask: 

• Please mark the tools and apps you do not know well (list of the ones you intend to use) 

• Please name any online field where you do not feel comfortable with the use (and why) 

• What security measures can be undertaken for a safe use of the internet? 

• How shall a secure password look like and what shall it contain of?  

• Do you think you know how to distinguish between true and false information you find online? 

Name three steps of how you proceed.  

 

Only request knowledge from your learners. Do not ask solely “Do you know” questions. This leads to a 

superficial self-assessment and does not necessarily reflect the truth. People tend to quickly answer but 

not to reflect thoroughly. When you ask for detailed knowledge, they have to think about the topic. And 

you will get answers that help you.  

In case that you intend to use only a small number of tools or apps in your course at the beginning, you 

can also leave the questions out and test the skills of your group and the tools you want to use during 

the class at the beginning of the course. This requires access to hardware though. When these 

preconditions are given (e.g. a computer pool you can use) the test at the beginning might be very useful. 

The group can try out the different functions together and you can clarify upcoming questions directly. 

You can choose what fits better for you and your class.  

When you decide to use a questionnaire, don´t have scruples with asking very basic questions. It might 

sound strange for the majority of your learners but this is the best way to avoid a mismatch of skills. 

When one of your learners falls behind because of basic technical problems or a lack of digital skills, you 

might have difficulties noticing soon enough.  



BlendedVET project N°2020-1-FR01-KA202-079830 

 

 

 

55 

Having determined the tools you will use during a course, you can sort them into groups depending on 

their use and functions (e.g. pad tools, conference tools…). Chose one per group and give the name to 

your students. Then you can let them try out in the class how the tools work. Afterwards, you can make 

a short (anonymous) evaluation if the learners were able to handle the tools/where they had difficulties 

and so on.  

You need to get the group atmosphere right. You know your learners very well. Make use of this 

knowledge. You can use synergies in the classroom and the whole class can profit from it. When you 

have some students who are very proficient in IT and have excellent digital skills, you can use their 

knowledge and competences to help their classmates. The peer-to-peer approach can strengthen class 

solidarity. Technically strong students and high-performance students can help and support each other 

and the rest of the class. An additional pro is that it can strengthen the self-esteem of the students when 

they can use their skills for the good of the group. Nevertheless, this will only work when the group 

dynamics allow it. You as the group teacher will know best if your learners will accept this approach.  

In case that you have more students with good digital skills, you could give them the task to present one 

of the tools you will use to the others. This means they get some time to get used to the tools and to 

find out how they work and then they show their fellow students the different functions. Please only 

make use of this option when you are convinced that your students will manage.  

Regularly assess the development of your students to make sure that no one falls behind.  

And do not see a lack of digital skills as a hurdle or problem. The level of pre-knowledge only determines 

the level where you have to start but is no exclusion criteria. In the same way, you develop your skills, 

your students also do. You can go the way together on a higher starting level or a lower…. When the 

course is well-designed, the results will be very good.  

We recommend you to use presence classes for topics that are very difficult and/or where you have the 

feeling that your students might easily lose track of the topic or fall behind the others; especially when 

it is the beginning of your course when you cannot estimate how well the students are doing online.  

 

 

Administration of the section (Guidelines for blended delivery) 

Discuss with the teachers how they think they can evaluate the digital skills of their learners; collect the 

ideas 30 Minutes 

The task for the teachers: create a questionnaire with 10-15 questions for your learners (during the lesson 

or as homework). In the next session (or afterwards – depending on the type of task): presentation of 

the questions and discussion. Creating one final questionnaire with the best questions for the 

participants – 1 hour for the creation, 1,5 hours for the presentations and the final questionnaire 

 

Assessment of the section 

Not necessary as the product will be the final questionnaire where all teachers work together 
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2.4 Get used to different tools and applications you need for a blended course 

 

KNOWLEDGE addressed: Get used to different tools and applications you need for a blended course 
SKILL addressed: Be able to select possible tools for your course and know how to work with them 
 
Content 
When you plan to deliver a course in a blended format you should know very well the different tools 
and apps you intend to use, as they are the basis of your success. In section 5, you will learn how to 
separate those parts of your lessons that are suitable for online delivery and in this section you will get 
the foundation for this step. The tools and apps are very diverse. The following list gives you a short 
overview of different tools regarding their main functions (although some of them have more than one):  

- E-learning platforms (e.g. Moodle): the course management can take place here. Give the 
learners information about schedules, tools and insert documents.   

- Online Meeting tools/ video conference tools (e.g. Zoom, Google Meet, Microsoft Teams, jitsi 
meet): perfect for giving live lessons and presentations to your audience. 

- Online socializing and discussions (e.g. Wonder, Kialo Edu): with these tools/platforms you can 
perform group discussions and group meetings. Both are different from each other.  

- Tools for group work (e.g. Miro, Padlet, Cryptpad, Twinducate): the students can work together 
on certain documents, presentations and so on.  

- Games and Quizzes (Kahoot, Quizlet, EdPuzzle): playful learning can ease your lesson. You can 
check the knowledge funnily.  

- Tools for presentations, reports or similar (e.g. Piktochart, Mentimeter): ease presentations 
with questions and infographics 
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- Audio and video tools (e.g. Youtube, Screencast – o – Matic): use audios and videos for 
transferring knowledge 

 
Be aware of the different types of tools that can be used for blended learning approaches.  We 
recommend you different steps for selecting appropriate tools for you.  

1. Search for a certain group of tools at the beginning on the internet. When you want to have an 
online meeting tool, just check for the ones available. Usually, you find ratings easily (e.g. in 
YouTube you just need to check the number of visitors, of thumbs up and down and the 
comments). Just read some opinions of others regarding the use of this special tool. You might 
get valuable insights from these experiences. Choose one or more that seem to fit your needs.  
 

2. When you decided to use an interactive tool, it is highly recommended to test it in advance in 
detail with another person (a colleague for example) as we mentioned already before. You, for 
example, can prepare a quiz, and your colleague plays it until the end. This way you can also 
check if you get the responses in the way you need to get them. Any malfunction can be 
identified. When you intend to use a meeting tool like Zoom or Teams you can try out all 
functions you will need like sharing your screen. This system check gives you self-assurance. 
You can test the different functions and learn how to handle them. Your colleague can occupy 
the position of a learner and you can simulate an in-lesson situation.   
 

 
3. When you have selected a special tool, just go on the website first and check for possible prices 

(if you did not find out before already). Many tools have a free version, but it is often only a 
basic version. This can be sufficient for your purposes, but you need to find out. You should 
also check for educational discounts. Many tools and apps are price-reduced when they are 
used by an educational organization or for education purposes. You can even get them for free 
in this case. It is worth checking.  
 

4. Check with your school director if there are no restrictions regarding this special app or tool. If 
there are restrictions (e.g. no US tools or apps are allowed due to data protection issues), 
search for an alternative. There are numerous good tools and apps available for your purposes. 
In Germany for example, every federal state has its own rules and regulations on how to ensure 
data protection of teachers and students. We recommend you check carefully which rules apply 
in your country and region.   

 
5. You obtained the permission. Just download/install the tool/app and take your time to become 

familiar with it. Get used to the different functions and try to detect where difficulties could 
arise. This is the phase where you should not hurry but be patient. Explanation videos about 
the tools might be available on YouTube. They can be very helpful for you to get the full 
potential out of the tools.  

 

In the BlendedVET handbook you have a very good overview of several tools and apps that can be used 
for different purposes. However, these are just some of the numerous offers you find on the internet. 
When you are unsure about the right selection, just try out more tools of a kind and check with which 
you get along better. The handling is very important. A tool that is self-explanatory and easy to use is 
highly recommended, especially at the beginning when you start working in a blended teaching style. 
Sometimes it is also a question of preference when a tool is a little bit more complicated, but you intend 
to use different functions. Then it might be worth putting more effort into the handling.  
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Administration of the section (Guidelines for blended delivery) 

Task: Give the teachers in the blended course a tool (not one from module 3 or two tools for choosing) 

and then they have to get used to this specific tool and to pick out some content of their lessons that fits 

with the tool and insert part of it. Then they shall demonstrate to the others (in case of blended Online 

live) how they used this specific tool and explain where they got help/how they started the process of 

getting used to the tool.  (total time with presenting depends on the number of participants). Open 

discussion afterwards with the whole group about the tool decisions and opinions about this topic.) 

Online task: choose different tools (games, quizzes, pads, presentation tools…) and ask the group of 

teachers for whom the different tools could be useful. Form different groups of the teachers according 

to their tool preferences (for example three teachers are interested in working with Kahoot, two are 

interested in testing Mentimeter …). They now have to work in workgroups. They shall get used to the 

tool they chose, exchange with the other teachers in their group and work out together how to effectively 

use this tool.  

It would be useful to separate this lesson. During the first lesson, you form groups. The groups then have 

homework to get used to the tool they choose but they have to do it as a group. This means they have 

to establish somehow a group contact. Give them the task to meet online at least once between the 

lessons to work together. In the next lesson, all groups have to present their tools and their strategy, the 

best way is with an online presentation tool you can introduce in the first session. This makes them 

experience first-hand how group work can be carried out and where possible difficulties can occur. The 

teacher of this blended course can be available as backup contact to support the workgroups in case 

they need help or advice.  

 

 

Assessment of the section 

The assessment can be carried out at the end of the second lesson in form of a discussion about the 

lessons they have learned and their personal experiences and feelings about this type of group work.  
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2.5 Plan your course and the content adequately for online ant presence delivery 

 

KNOWLEDGE addressed: Plan your course and the content adequately for online and presence delivery 
SKILL addressed: Be able to split your course properly for online and presence parts depending on the 
contents and technical opportunities 
 
Content 

Section 4 goes hand in hand with module 3 of this course “How to create resources”. You know how to 
get used to tools and apps you can use for blended learning. The next step now is to plan the course you 
intend to transfer into a blended learning style adequately. You need to check carefully in advance, 
which sections you can present online, and which parts are more suitable or even need to be presented 
in a presence class and why. We have developed some steps for you that shall facilitate your decisions 
and will help you on your way towards a blended learning course.  

 

• Step 1: List the whole content you intend to teach during the whole course. Write down the 
different blocks and subdivide them further until you have the monthly contents. Then be 
more precise and make another smaller scale to the weeks and days. This gives you a rough 
overview. Of course, your course might not be planned in day-to-day detail from the first day 
until the last but the overview will support your blended learning starting point and can be 
adapted later.  
 

• Step 2: Now you have an ample list of different contents per teaching day. Reflect on the 
contents and decide if you think they are suitable for online delivery or not. When both are 
possible in your opinion, note this down as well. Make notes on why you took this decision. 
When you are not sure, leave the part for the moment. You can decide later. Your decision 
should be based on the most important rule: is your lesson somehow dependent on a live 
contact of the students? (to give you a very explicit example: a bakery student can learn 
hygiene rules online; the student needs to prove his/her baking abilities and shall prepare 3 
different buns – this must be done in presence. Discussions about the pros and cons of 
different doughs though can be presented in both ways. It can be done with online live 
discussions or also in presence. This example can be transferred to many different VET fields).  

 

• Step 3: Decide for each online part, if they are active (participation of the students) or passive. 

Active parts require live lessons where the whole group needs to be online, passive parts are 

more time-flexible. Imagine you recorded a video where you explain some theory – you can 

send the video (or the link to the video) to your students and they can watch it whenever they 

have time for it. This would be a passive lesson. Group works often require that some students 

are online at the same time (the groups). This can depend on the tools you select. Therefore, 

they are an example of something in between.  

 

• Step 4: Check for a certain balance of online and offline content. Keep the different possibilities 

you found out under Step 2 for later. You may have to switch lessons due to several reasons 
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(e.g. a lack of learner motivation requires face-to-face learning). This will facilitate your 

reaction to unforeseen circumstances.  

 

Select useful tools for each lesson. You will get input in Module 3 of this course for adequate tools and 

how to use them. Please keep in mind to maintain certain flexibility in your course planning. You never 

know how your group or single students react. You may notice a lack of motivation among some of 

them. What can you do in this case? 

When you notice a negative attitude or behaviour with regards to motivation and participation during 

online sessions within the frame of online work, it can be useful to switch from an online lesson to a 

presence class. This gives you the chance to check, if your feeling is correct, and to speak with the 

respective learners face-to-face. To be able to do so, your flexibility is of high importance. Always have 

a plan B for your lesson delivery. To switch from online to presence mode indeed should not be a big 

challenge as you are an experienced teacher. Vis versa will become easier, the longer you work with 

blended learning styles and the more you get familiar with the different tools and their handling.  

A Plan B can also be necessary in case of technical trouble for one or more students. The contents of the 

lesson should determine your reaction. Important contents that cannot be acquired solely by the 

students should lead to a change to the presence class. Alternatively, if the circumstances allow it, you 

can record your lesson (in case this is technically feasible) and provide the lesson recording to those with 

technical malfunction. Please make sure that all students have the chance to learn the lessons and to 

ask questions, either in presence, online live or via email or similar.  

Tip: always plan enough time for Q&A sections in every lesson. It allows your students to get all 

information they need.  

 
 

Administration of the section (Guidelines for blended delivery) 

The teachers shall make a list with three tables. They shall write in the left column all contents that come 

to their mind (not in detail) that they would teach in their presence. In the second column, they shall list 

all topics they would teach online and in the right column all contents where they are not sure (or where 

they think that they fit in both sections) following the steps above. Only the contents should be limited 

(not a whole course, just a part of it should be analyzed. Otherwise, it takes too long). They shall decide 

if they would teach the online parts passively or actively and what kind of tools they would use for it. 

Afterwards, they shall present to the others their lists and explain why they have made their decisions. 

The group discusses the different options and alternatives that could be possible or even better and also 

those contents of the right column. (2 hours for preparation; 2 hours for discussions).  

 

Assessment of the section 

Create a checklist of the tools they can use for the lessons and indicate for which activity each of them is 

more suitable.  
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2.6 Take into account Copyright and data protection issue 

 

KNOWLEDGE addressed: Take into account Copyright and Data protection issues 
SKILL addressed: Be able to understand and use the correct copyright labels and to ensure the privacy 
of your learners 
 

Content 

When you use new tools and apps for the online parts of your lesson it can be persuasive to go the easy 

way and download and use already existing pictures, videos, or similar resources for your purposes. Be 

very careful with this. You should always check in advance if the materials you have in mind are allowed 

to be re-used in classes. The parts of your lesson that you create as e-learning can be valid proof of 

copyright violations – be smart and check first. When you use different contents with OER licenses (Open 

Educational Resources), be sure to label your materials correctly. Don´t forget: copyright violations can 

be extremely expensive! 

To avoid unpleasant situations, follow these recommendations:  

● When you search for material for your lessons, just search for OER licensed material only from 

the very beginning. Search engines have a function for this. The probably most well-known search 

engine Google for example offers the advanced search under Settings. There you can select the usage 

rights you want to have (e.g. free to use and share). The following page helps you with the right search: 

https://www.cccoer.org/learn/find-oer/.  

● To know and understand the different licenses under OER, we recommend you the following 

web page https://www.cccoer.org/learn/open-licensing/#. There you find the different license types 

and related explanations. You will learn where you are allowed to make changes, where not, and how 

you need to mention the creator of the content. Additionally, the page gives you useful links about OER 

(e.g. a video) where you are informed about this important issue. You can also search for corresponding 

websites about OER in your mother tongue for a better understanding. You can also search for 

information sites in your mother tongue.  

● Make sure that you label the OER licensed materials you use correctly and don´t forget to explain 

this topic to your class as well in case of learner presentations or similar. They might need this knowledge 

as well and it is no waste of time to deal with OER licenses.   

In line with the copyright, there is a second important pillar of adequate e-teaching. It´s data protection. 

You can violate data protection regulations in many ways when you produce or use e-learning material. 

We want to raise your awareness of this topic. Beware in the following situations:  

● You produce a video of your current class for future use in similar classes. Did you ask every 

participant for their agreement to be filmed? Do you have their permission in a written form? 

● You want to use a picture of some of your participants with their certificates of completion of 

your course for a website as dissemination. Do you have permission from everyone visible?  

● Before a course starts: collect permissions of all participants to use their data (name, address, 

phone number…) and undertake all necessary steps to ensure that the data is secure. 

● You can use many different tools like apps or programs for your digital lessons. Some of them 

are subject to the General Data Protection Regulation in the European Union. Some others are of US 

origin or are based in other countries all over the world where the EU GDPR is not valid. Be careful what 

you use and make sure in advance if your organization allows the use or not.  

Finally, yet importantly, we want to mention a point that is often forgotten or not taken seriously. You 

as a teacher know that the most important issue is to spark the attention of your learners. You can do 

https://www.cccoer.org/learn/find-oer/
https://www.cccoer.org/learn/open-licensing/
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so with the use of multimedia in your lesson. Before you play videos or audio recordings to your class 

(e.g. songs), make sure that it is allowed in your country. There are performing rights organizations that 

take care of the rights of their members (musicians, songwriters…). If you use sounds without their 

permission, you can be fined. Take the time and read the regulations in your specific country.  

 

 

Administration of the section (Guidelines for blended delivery) 

The teachers get a list of OER licenses and a list of texts. They have to match the texts to the OER pictures 

and explain their decision afterwards. (30 minutes).  

Task 2: all participants shall find out if there are organizations in their home countries that take care of 

performing rights for musicians and singers/songwriters and present them to others.  

Task 3: Teachers shall prepare a signature list for their courses according to data protection standards.  

 

 

Assessment of the section 

Can be similar to the first task above. The participants need to match OERs to texts (e.g. with a drop-

down menu) and thus shall prove their knowledge.  

 

 

Resources 

For some help with this issue, you can go to: https://www.cccoer.org/learn/select-oer/  

 

 

 
 
 
 
 
 
 
 

2.7 How to use different Apps for elearning sequences 

 

KNOWLEDGE addressed: How to use different tools and Apps for E-learning sequences 
SKILL addressed: Knowledge about relevant tools and Apps you can use in your teaching.  

 
Content 
In order to use digital tools, there must be a basis for good digital and professional knowledge from the 

teacher. The right tools make it easier for teachers to create learning materials from scratch and improve existing 

content, such as a regular PowerPoint presentation. First of all, it is ideal to have a learning management system (LMS) 

as the basis for hosting the e-learning. This will help you keep track of what the student assignments are and will 

facilitate the follow-up and assessment of the learning. When using digital tools, a teacher also has more order and 

documentation of the communication/assessments of his students. 

https://www.cccoer.org/learn/select-oer/
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Documentation is an important topic that can give an indication to, for example, a student who fails the exam and 

lodges a complaint. There may be poorly completed courses on the part of the teacher, but often one sees that the 

student has not submitted his/her assignments, has received poor grades/feedback or has a high absence rate. 

Documentation of completed teaching, topics/subject matter and the assignments of the pupils help to quality 

assure the teaching, as after the course it is easier to evaluate what worked and why, what worked poorly and 

why. This depends on everything happening via the platform being saved automatically. 

Through the use of digital tools and apps, a teacher can simplify communication and assignment writing with his 

students mainly: 

• Students can work on assignments online/offline 

• assignments can be delivered to the deadline no matter where the student is located  

• students can use their Smartphone, PC, or Mac, for example.  

• communication between students/teachers is on a common platform (avoiding confusion with multiple 

platforms) 

• group assignments digitally 

• quizzes and videos 

• record lectures 

• online library 

• games based puzzles 

• have fixed meeting points online 

   The teacher must possess certain skills and skills in order to acquire new and up-to-date knowledge in 

the field in which one is to teach.  The teacher must also have a certain structure and plan for the activity, 

but one should not forget about the importance of also being able to move outside the set-up frames. 

A lot of good teaching and different discussions can be up to spontaneously. 

 

 

Administration of the section (Guidelines for blended delivery) 

Before: 

• Research the knowledge of the topic on different media/books 

• A plan for what will be included in the teaching 

On the way: 

• Digital teaching with video  

• Conference in real time  

• Up gifts are worked on independently for the pupils 

• Group discussions digitally 

• Relevant links/subject matter are shared with the pupils  

After: 

• Reflection In plenary 

o What have I learned and why 

o Have I learned anything new? 

o Have I learned anything interesting? 
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Assessment of the section 

Evaluation: Teacher gives critical feedback on submitted assignments 

 

 

Resources 

Ndla.no / Google.classroom.no /Zoom.no 

 

 

 

 

 

 

 

 

 

 

 

 

 

2.8 How to be familiar with the use of different platforms, both technical and ethical 

 
KNOWLEDGE addressed: How to be familiar with the use of different digital platforms, both technical 
and ethical. 
SKILL addressed: Knowledge about installing software and logging into different digital platforms. 

 
Content 
How to be familiar with the use of different digital platforms, technical and ethical 

To be prepared to use and create online courses the teachers  have got to know properly how the e-

learning apps are working. This should be done by giving the teachers  TIME to do research, attend 

courses, and the possibility of trial and error which is a  well-known  and fundamental method of 

problem-solving. 

The training of the teachers ought to be prior to use as well as an ongoing process throughout the 

course.  

Most apps require  installation and registration of the students. The most effective way of teaching 

students to register and access digital platforms is by making short step-by-step instructional videos. 

The benefits from this are the fact that the students can watch the instructions as many times as 

necessary. YT is a great place to publish videos and you could add features like subtitles in many 

languages on the videos. The videos  must be spot-on, and not have disturbing elements as irrelevant 

information nor branding/promotion of  one's  channel. A short video that is on-target is better than a 

long one.   

When teaching digitalt there are several ethical factors to take into account. The same rules of the game 

as physical teaching apply to confidentiality, what happens in the classroom stays there, we wait for a 

walk and listen, etc. Most studies on e-learning indicate "psychological distance" as a main problem of 
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studying online. When we use information technology, we tend to break the ethical rules because the 

action feels less personal as we cannot see or hear the other person. 

Students may tend to find easy ways to get their degree and feel not guilty by violating the ethical rules. 

Therefore, it is important to constantly focus on what is ethically acceptable in the study work. 

• Use of your own words 

• Use of own reflections 

• Citations/copied text should always have citations 

It is also important to think about their private surroundings when studying with image and sound. The 

fact that one can sit sheltered from the rest of the household so as not to be disturbed yourself or the 

class as a whole. 

 

Knowledge of software 

In order to have good teaching on apps and digital platforms, it is essential that the teacher has broad 

and good knowledge of the topic. The teacher should have a good overview and insight into all the 

opportunities and challenges one may face in the digital everyday life. That  is, the teacher has  different  

courses  within different platforms,  preferably knowledge of programming and can find solutions to 

technical problems. It is important to be able to help students with login, create email accounts or 

technical problems that arise along the way. 

 

Question sheet for LMS and Apps Yes No 

1. Does your school/company goot  a running Learning Management System?   

2. Have you received adequate training for use of the LMS?    

3. Are you confident with working with and giving support to your students on different devices 
when using the LMS?  
 

☐Windows PC  ☐Apple MAC  ☐iPad/pad  ☐Mobile phone ☐ Other 
 
If other please specify: ____________________________________ 
 

4. Which software/  apps are you currently using to develop your blended learning course? 
 
 
 
 
 
 
 
 
 
 
 

 

 

TECHNICAL SHEET 

Offline / 
Online 

Online 
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Administration of the section (Guidelines for blended delivery) 

Teachers should receive courses in the different platforms, have plenty of time to explore, try and fail, 

and work on the platforms before they are used against students. Then the teacher/school will be 

perceived as more serious and knowledgeable when they can help the students directly. 

 

Assessment of the section 

Evaluation 

 

Resources 

Zoom.no/google.classroom/  youtube/ div  other  sites 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Content Instructions on how to use digital media 

Description 
of the tool  

Video DigitalT  Meeting Point 
 
 
 
 
 

Link to the 
tool  

Zoom.no/ youtube.com / google.classroom.no 
https://www.youtube.com/watch?v=n5PEF5XFDSY 
 

https://www.youtube.com/watch?v=n5PEF5XFDSY
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2.9 How to plan your courses for new learning contents that fit with a blended learning style 

 
KNOWLEDGE addressed:  How to plan your course for new learning contents that fit with the blended 
learning style. 
SKILL addressed: Be able to plan your course and adapt it to blended learning 
 

Content 
When creating new teaching content in order to use both digital and physical teaching, you may want 

to start with what you already have. Let's say we have a good teaching program for regular physical 

teaching that will now also be used digitally. There are parts of the teaching you can keep, but something 

needs to be undon to maintain knowledge and motivation in the subject. Many students quickly become 

passive of too long teaching sessions in front of the screen, so shorter sessions (about  30-45 min) can 

be good. Entering questions/reflection assignments during a business session helps to break up the 

aforementioned inaction. The students are challenged to bid and hopefully it becomes more interesting. 

One can also divide the topics into smaller lessons, use more self-study or group work digitally. Anyway, 

remember breaks! 

Much of the direct and concrete communication disappears when a user is screened, therefore it is nice 

to vary the arrangements with elements of video, film, drawing boards, lectures, various tasks, 

preferably quizzes or other forms of competition toys. The challenge may be to keep the intensity and 

motivation at the top of the students through the teaching, therefore more self-study and shorter 

sessions can be a good solution. It depends, of course, entirely on the group one teaches in terms of 

age, maturity, topic, time perspective, etc. 

Competence goals are the same whether you teach physically or digitally. Therefore, it is important to 

have a good plan from the start that says something about: 

• Theme 

• Specific content 

o Video? 

o Teamwork? 

o Self-work? 

o Submission of assignment? 

o Kahoot? 

o Assessment of the days/session 

• Time spent (length of the teaching session) 

 

 

Administration of the section (Guidelines for blended delivery) 

Checklist 

 

 

Assessment of the section 

Use the Evaluation sheet explained in this section to evaluate the understanding of the session by the learners. 
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2.10 How to check out the formal system of certification and/or graduation relevant for your students 

 

KNOWLEDGE addressed:  How to check out the formal system of certification and / or graduation 

relevant to your students. 

SKILL addressed: Be able to establish relevant control mechanisms to ensure that students have had a 

valid learning outcome in relation to the formal system of qualification. 

 

Content:  
In order to ensure the right progression and learning outcomes for the pupils, assignments with 
assessments/grades are facilitated on a regular basis. This can be advantageously entered into the plan 
for the course, with a date/assignment/assessment form. Then the teacher has a broader basis for 
assessment at the end of the course, regardless of length. We have several solutions and concepts for 
exams and certificates, but it is the county municipality that facilitates the exam and gives a grade. We 
as society have control over registration for the exam and assist the students with this job. Certificates 
of competence give the company in relation to topics that have been reviewed, practice in business, 
attendance, and the student's involvement. All this is enshrined in plans with date and time in the start-
up of the courses. 
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Administration of the section (Guidelines for blended delivery) 

Checklist 

 

 

Assessment of the section 

Group discussion 

 

 

 

 

 

 

 

 

 

 

 

2.11 How to plan the complete framework for the course 

 

KNOWLEDGE addressed: How to plan the complete framework of the course. 
SKILL addressed: Be able to organize a course in accordance with your available timeframe, the target 

group, and their individual learning objectives. 

 

Content: 
The point of Blended learning is to harness the strengths of both digital and non-digital teaching 
methods, in a way that improves overall learning. 
COURSE START 

 
1. WELCOME GREETING - VIDEO 

• To increase the students' understanding of the aims and teaching of the course so that learning 

outcomes and the learning experience are strengthened 

• Lecturer Presentation 

• Tell about the curriculum and why it's planned like this 

• Expectation clarification teacher/student – success criteria in the course 

• Learning objectives for the course as a whole - why is this a useful and important course 

• Communication channel selection information (Facebook, itslearning Adobe Connect) 

 

ACTIVITY PLAN – RECOMMENDED PROGRESSION 

• Students need help with structure and planning 

• Overview of learning activities, what happens when through the semester 

• Reading schedule week by week 
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• Overview of important dates 

• Linked to study guide where it is part of the course 

 

3. CREATE FORUM FOR DISCUSSION - FOLLOW UP REGULARLY 

• Two support students where they are in the learning process 

• Create discussion forums on the learning platform, own group on Facebook or other suitable 

forum where everyone has access to see everyone's questions and answers 

• Follow up on Q&A as quickly as possible – quality assure what students answer each other, 

answering for themselves if necessary. 

 

4. MAINTENANCE/REVISION OF LEARNING RESOURCES 

• To ensure an up-to-date course 

• Review of previously used learning resources to check update and change needs 

DURING THE SEMESTER 

1. PREPARATION FOR COLLECTION 

• To help students be prepared and get the full benefit of the gathering. 

• A video or text spread where you say something about what students should be preparing for, 

both what they should have read from the curriculum and questions they should have 

reflected on 

 

2. ACADEMIC ACTIVITY BY COLLECTIONS 

• Summary to reinforce learning outcomes 

• Video, webinar, mobile learning, or more 

• Summary of key-learnings, from teacher or participants 

 

3. THEME VIDEOS 

• To create variation and support the students' learning process 

• Simple short videos for the most important and/or most difficult topics with a link to learning 

activity 

• Videos are related to learning objectives 

 

4. STUDENT ACTIVITY BETWEEN AND AT THE COLLECTIONS 

• To create activity and interaction, which in turn will increase learning outcomes 

• Link all learning activities to learning objectives and relate to the exam (form and content) 

• Possible activities that create interaction: 

• Pre-seminar survey to clarify students' prior knowledge and victim students targeted 

•  pre-collection preparations 

• Submission assignments 

• Peer-to-peer work 

• Opportunities to upload student presentations, e.g.  video 

• Discussions in the course communication channels 

 

5. SHORT ASSIGNMENT AFTER EACH TOPIC – STUDENTS TEST THEMSELVES 

 

• To give students the opportunity for regular feedback on their own learning 
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• Self-check for students after each topic – do you know what you're going to do? Multiple-

choice questions, target sheets, reflection questions or other 

 

 
Administration of the section (Guidelines for blended delivery) 

Checklist  

 

 

Assessment of the section 

Multiple-choice questions, target sheets, reflection questions or other 

 
 

2.12 How to plan different mechanisms for reviewing and evaluate your course as its running 

 
KNOWLEDGE addressed:  How to plan different mechanisms for reviewing and evaluate your course as 
it is running. 
SKILL addressed: Be able to use functional mechanisms for checking if all learners reach their 

predeterminate learning outcomes. 

 

Content: 
Assessing Needs 

It is advisable to conduct a Needs Assessment before planning a course. Ideally this should be done in 4 

weeks before the training so that the participants have time to respond, and you have time to prepare 

the materials. Depending on their needs you may want to add or drop sessions or decide to allocate 

time differently than what is presented here. 

 

Getting Ready 

Involve your co-trainer in all the decision-making regarding the course. Review materials and share 

needs assessment feedback with him/her. Inform participants of start and end dates and times and send 

them a reading list early. 

To prepare for conducting the training... 

Select the materials for the session you plan to deliver. This will depend on the time available to you 

and the needs expressed by your participants. If you are going to create your own session, select 

exercises, quiz cards and slides. Review the materials and the reference documents. 

The timing used here is approximate and works best with a group of about 25. You need to give yourself 

additional time to open and close sessions and introduce participants. No break times are included, so 

allow additional time than what is given here. 

Review and duplicate the Instructions to Participants' sheets and prepare copies of presentation slides 

as handouts. Check each day's agenda to see what materials you will need. 
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Administration of the section (Guidelines for blended delivery) 

1.Brain storming: 

• Teachers create two-column tables.  

• The first column is written all literature (author and title of book or web pages/links)  

• The second column is entered different tasks (video, images, text....) as concretely as possible 

2. Sharing culture: 

Teachers ingroups, sharing knowledge, discussing, sharing literature and assignments. 

Finally, choose methods and frameworks within the competence objectives of the subject. 

 

 

Assessment of the section 

Evaluation sheet 

 

Resources 

Yrkesnorsk.no/ndla.no/ google/ bookkilden.no/ 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2.13 How to assess the learner discipline 

 

KNOWLEDGE addressed: How to assess the learner discipline. 
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SKILL addressed:  Knowledge about the relation between face-to-face teaching and group work, and 

how to mix them in the classroom. 

 

Content: 
Student-centered discipline involves engaging students as decision-makers and problem-solvers. This 

process: Cultivates and maintains trusting relationships, and is respectful of students. Helps students 

understand their impact on others, build empathy, and repair harm they may have caused. 

The goal of discipline is to teach children the skills they need to make good choices. Focus your discipline 

on teaching your child and your child will benefit. The ultimate goal of discipline is to teach self-

discipline. 

An academic discipline or field of study is a branch of knowledge, taught and researched as part of higher 

education. ... A discipline may have branches, and these are often called sub-disciplines. 

• Factors affecting School Discipline 

• Lack of Leadership in Teacher. 

• The Current Education System. 

• Lack of Sustaining Ideal in the Students. 

• Economic Difficulties. 

• Lack of Communication. 

• Disruptive behavior of the teacher. 

 

Whenever a student is deprived of his right to education through disciplinary actions such as suspension 

or expulsion, the student is entitled to pigeon process. This right to pigeon process includes the right to 

notice and a fair hearing prior to the administration of long-term suspension or expulsion 

A growing body of research provides evidence of a link between school discipline practices—especially 

the use of suspensions—with lower academic achievement. The level of disciplinary involvement also 

has a strong negative relationship with the ability of students to achieve at grade level or graduate from 

high school. 

Discipline brings stability and structure into a person's life. It teaches a person to be responsible and 

respectful. The observance of well-defined rules is the basis of society. ... It promotes good human 

behavior to better society and make it a more enjoyable place for everyone to live 

What are the benefits of discipline? 

• Discipline allows you to achieve goals by weeding out the distractions in your life.  

• Discipline makes you feel good 

• Discipline creates good students — and lifelong learners.  

• Discipline allows kids to be able to set, and achieve, goals better. ... 

• Discipline gives you a more positive outlook. 

 

Administration of the section (Guidelines for blended delivery) 

Teach teachers how to make plans, find good routines and rules in the classroom. Discussion groups with 

discipline as academic content, preferably with a speaker in advance. 
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Assessment of the section 

Multiple-choice questions, target sheets, reflection questions or other 

The assessment can be a form with questions that describe the learning process for students. 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

3. How to create resources  

 

Learning outcomes 

 

LEARNING OUTCOMES 
 

KNOWLEDGE SKILLS COMPETENCES TRAINING 
HOURS 

List the variety of 
resources and material 
types to be applied in 
blended learning, their 
features, strengths and 
weaknesses 

Be able to recognise, 
select and assess 
different material types  

Select an appropriate 
set of resources that 
better suits the topic 
and the learning 
objectives for 
developing of the 
course content 

1 

Recognise features of 
different tools for 
developing text content  

Differentiate resources 
for representation of 
text content  

Enhance learners’ 
comprehension by 
developing text content 
with help of 

0.5 
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differentiated 
resources 

List tools/instruments 
for creation of visually 
present concepts, 
describe strengths of 
each instrument  

Create and organise 
visual materials to 
express some concepts 
of the course                                                     

Enrich blended course 
with creation of 
infographic present 
concepts in order to 
ensure more immediate 
and effective learning 

1.5 

Determine types of 
multimedia content and 
recognise tools for their 
creation   

Generate /produce 
multimedia content 
using digital tools 

Deliver study material 
for their blended 
learning courses 
through different types 
of multimedia content 
developed by digital 
tools 

3,5 

Present forum as a 
Blended learning 
assessment tool to 
enhance students’ 
learning 

Implement learning 
forums and coordinate 
discussions 

 

Evaluate the learners’ 
comprehension and 
engagement by mean of 
on-line forums 

1 

Select tool for 
organisation of virtual 
classroom, electronic 
blackboards and shared 
docs as a resource of 
learning 

Integrate virtual 
classroom and shared 
docs for group work in 
the blended learning 
process 

Arose/encourage group 
work in blended 
learning process by 
organising activities 
required usage of 
virtual classroom and 
docs 

1.5 

Determine types of 
interactive quiz formats 
and identify digital 
instruments for their 
creation 

Prepare quizzes and test 
for blended learning 
with appliance of 
different digital 
resources 

Evaluate learners’ 
progress by developed 
digital quizzes and tests 

2 

Define digital resources 
for designing simple 
learning games 

Be able to design simple 
learning games with a 
help of digital platforms 

Stimulate learners’ 
engagement through 
implementation of 
learning games in the 
Blended classes  

2 

Identify Webinar as a 
part of long-term 
blended learning 

Integrate webinars 
into blended programs 
introducing discussion or 
clarification 

Recreate even from a 
distance the situation 
of involvement and 
the relationships typical 
of the classroom 
through learning 
webinars 

1 

Recognise challenges 
and benefits of virtual 
lab tools 

Project virtual simulation 
labs for conducting 
practical and 
experimental activities 

Increase learners’ skills, 
enrich learning 
experience and 
interactivity by 
implementation 
activities in virtual labs 

1 
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3.1: List the variety of the resources and material types to be aplied in blended learning, 
their features, strengths and weaknesses 
KNOWLEDGE addressed: List the variety of resources and material types to be applied in blended 
learning, their features, strengths and weaknesses 
SKILL addressed: Be able to recognise, select and assess different material types 

 
Content 
 

You've been tasked with developing your first blended training course, and the time frame is tight. What 

next? That’s a very abrupt first sentence for an article - but that’s how it can feel when a Blended 

Learning content development project is dumped on you for the first time. 

Where to start? What type of product is required? What is even feasible in the project’s time frame and 

budget? There are so many questions that need answering but one of the main ones is ‘what type of 

eLearning content will you be developing’? 

You may wonder if there is a perfect roadmap for relevant and engaging eLearning content, but given 

the unique variables of each project, it’s difficult to cover everything in a single plan. 

 

 

 

Varying factors include: 

 
 

Let’s look at the different types of eLearning content so you can make an informed decision about which 

ones might be a good fit for your project. 

Quick and Easy eLearning Content Types 

We classified the first set of content types that we’ll look at as ‘quick and easy.’ This means we consider 

them to be fast and simple to develop – with no technical authoring skills required.  

YOUR CLASS 
SIZE

AMOUNT OF 
CONTENT

AUDIENCE'S 
KNOWLEDGE

YOUR GOALS
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1. TEXT  

Text and more often e-texts are a very powerful tool for blending learning; they are fundamental 

to support successful learning.  

E-texts aren’t simply print-based textbook content that has been converted or created for online 

use and made available for a variety of digital devices; the medium is evolving, and it comprises 

more innovative functions, including speech, outlining tools, quizzes, video libraries and sharing 

via social media platforms. E-texts can also be texts shared among students, a single document 

where they can all write comments so that the rest of the classroom reads it and uses it as basis 

for their own comment.  

It's important that you as a teacher make sure that the needed technology is available for all of 

the students, and in case it isn’t, find the most suitable way to make it available for everyone. 

 

 

2. QUIZ 

Quizzes, tests, assessments, or knowledge checks – whatever you choose to call them – are an 

essential component of most eLearning courses. Why? Quizzes allow you to track your learner’s 

knowledge and ensure the learning objectives of your training are being met. They are also a fun 

and interactive way to break up the content in your training modules and provide a natural 

breakpoint between main topics that will give learners a sense of progression within your course. 

How and when you use quizzes will depend on the type of courses you are building and whether 

they are formal or informal, accredited or not, and a number of other factors. Generally, when 

you are planning your course, consider: 

For short, informal courses, knowledge checks at the end of topics or modules may be more 

appropriate than a long final quiz. 

For longer courses, consider a more formal final assessment with feedback and info slides. 

 

 

3. INFOGRAPHICS 

TEXTquiz

inphog
rafics

forum

multi
media

virtual 
classroo

m

learning 
games
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Infographics are an eye-catching way to convey the message of your lesson and your data, in a 

prettier version of what you would do on a blackboard in the classroom.  

Infographics are a useful tool to visualize data, models and more. Since eyesight is the preferred 

way through which we perceive the world, also information is easier to understand when 

presented visually. Therefore, adding an image to information not only makes it more interesting 

and easier to remember later. Illustrating information can also be useful to highlight specific key 

points 

Infographics are widely shared already on the internet, so an easy way to use infographics is simply 

to use some made by others. You’re probably not the first teacher to try to explain the same 

complex issue, so this might help you saving some time, and give you ideas to develop new ones 

on the models you find. 

You don't need to be a graphic designer or use complicated IT tools to develop them; online you 

can find many user-friendly tools!  

 

4. FORUM 

Blended learning often means that the students are separated in different rooms and can’t have 

an active discussion like they would have had in a classroom.  

 

Online discussion forums offer the possibility to still discuss and share the learning with the rest of 

the group, using discussion forums and chat rooms. What makes this tool alive and useful are the 

contributions from participants; as the teacher/facilitator, it will be your role to build group rapport 

and select the appropriate topic to be discussed. If done rightly, discussion forums can enhance 

the learning experience.  

 

Similarly, to other forms of digital communication, it’s important that you as a teacher establish 

rules of good manners and proper, essential to create a good and productive atmosphere.  

 

 

5. VIRTUAL CLASSROOM 

The virtual classroom is a virtual system to create a non-physical classroom. It is like being in the 

same classroom but connected from different places in space; it allows interaction, confront and 

exchange of ideas and information among the students. 

It is important to take into consideration that this isn’t an online tutorial, where students only 

follow a lesson without interacting with the lesson provider; instead, the teacher has to explain 

that the virtual classroom is a space for confrontation and cooperative learning, exactly like it 

would be in a normal classroom.  

There are several providers of online space for classrooms (e.g. Google Meet, Zoom, Skype). 
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6. MULTIMEDIA 

The addition of multimedia activities to e-learning is beneficial to its effects, and it can assist in 

making more and more varied material available to a wider range of learning types; the use of the 

right multimedia tool can have a beneficial effect also on a better inclusion of students with 

learning disabilities. 

     There are several media that can be used in blended learning!  

Videos are obviously the first example of multimedia that you can use in your lessons, but there are 

many more. Have you ever thought of proposing a virtual field trip activity? The students can see a 

new place without spending any additional money or ever leaving the school building.  

Interactive websites are also a useful multimedia channel that can be used during lessons. Their use 

might also have a beneficial impact on students with learning disabilities. 

Before organizing activities with multimedia channel, though, you should take into consideration 

some obstacles; multimedia tools might require a certain kind of technology that not all students 

have at home, or a strong internet connection. Therefore, it might be needed to organize such 

activities in places where every student can have all that they need (e.g. the school lab) 

 

 

7. LEARNING GAMES 

Everyone likes to play games! But games can also be implemented as activity in blended learning, and 

act as bridges between the physical, face-to-face environment and an online classroom. 

The appeal of games for learning is founded on the idea that game-based activities are highly 

engaging for children, and they can be educational, too. Games stimulate learners to interact with 

problems in ways that take relationships into account, encouraging students to understand subject 

matters in context, in contrast with traditional teaching techniques that tend to focus on single topics 

without creating relationships between them.  

Educational games are often referred to as “serious games” and are acquiring more and more 

importance in a blended learning setting, where they can be used to augment and improve the 

teacher’s toolbox and range of possible activities. 

 

Administration of the module (Guidelines for blended delivery) 

This first introductory part will be conducted with a synchronous online session or in person where a 
short brainstorming will be organized among the trainers. The brainstorming will be aimed at 
understanding which (according to the teachers) are the useful tools to be used in the creation of a 
course in blended learning mode. it will also be a useful time to share strengths and weaknesses of 
each trainer. For example, someone may not feel comfortable with the graphics or with the creation 
of multimedia content. in these cases, it is important to remind trainers that there are very simple 
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programs to use that they can easily learn to use, or to remind them that there are many resources 
available online and ready to use. 

 

Assessment methods 

At the end of this first introductory session a very short group test will be carried out where very 
specific examples are posed and the participants are asked one by one to indicate which typology they 
deem most appropriate to express a certain content in a specific context. 

 

 

 

 

3.2: Recognize features of different tools for developing text content 
KNOWLEDGE addressed: Recognise features of different tools for developing text content 
SKILL addressed: Differentiate resources for representation of text content 

Content 
 

In a blended learning setting, you can also think about incorporating e-texts in your lessons. an array of 

online readings and text-based resources that students may use together with, or instead of printed 

media. 

 

The medium of e-texts is evolving and includes now innovative functions such as speech, outlining tools, 

quizzes, video libraries and sharing via social media platforms. E-texts aren’t simply print-based textbook 

content that has been converted or created for online use and made available for use on different digital 

equipment.   

Students can take notes, highlight text, create their own flashcards, listen on the go with the audiobook 

feature, and watch embedded videos and animations, creating therefore a different kind of learning 

that involves and stimulates the students in different ways. 

The reasons behind the use of e-texts aren’t only educational: they can give a much improved 

accessibility to the material, and to a lower cost of the book. E-texts also solve the issue of materials 

that are no longer in print or that are difficult to access because of the location of the students. 

E-texts have also the positive side of creating more accessibility for students with learning disabilities, a 

central topic in today’s teaching environment. Once text is in an electronic format the text can be 

adapted to the student by methods such as enlarging the font, using text-to-speech software, changing 

the contrast between the text and background, and using summary analysis programs. 

While creating e-texts can be complicated, online it is possible to easily find resources already prepared 

for teachers to use in their lessons. 

As it is an IT based tool, it is important that you as the teacher are sure that everyone of your students 

is equipped with the necessary technology to support it. In case, you can organize the lesson so that the 

use of e-texts happens in the classroom or in an environment that can support it.   
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Administration of the module (Guidelines for blended delivery) 

This lesson will be conducted with a synchronous online session or in person where teachers will be 
showed an e-text and asked to comment about it: what are the plus points of using them, what are 
the weaknesses of the instrument. 

In the second part of the lesson, teachers will do a brainstorming session in small groups about the 

websites where they can find already prepared e-texts, ready to use or from which to take inspiration; 

at the end, the groups will reunite and compile together a list of the resources found.  

 

Assessment methods 

At the end of this first introductory session a very short group test will be carried out where very 
specific examples are posed and the participants are asked one by one to indicate which typology of 
e-texts they deem most appropriate for different lesson situations. 

 

 

Resources 

https://www.vteducation.org/en/articles/etextbook/creating-your-own-e-textbook  

https://unimelb.libguides.com/c.php?g=402863&p=2741323  

https://elearningindustry.com/subjects/free-elearning-resources/free-elearning-books  

https://www.unf.edu/~tcavanau/presentations/SITE/ElectronicTextsasCourseTextbook.htm  

 

 

 

 

 

 

 

 

 

 

 

 

3.3: List tools/instruments for creation of visually present concepts, describe strengths 
of each instrument 
KNOWLEDGE addressed: List tools/instruments for creation of visually present concepts, describe 
strengths of each instrument 
SKILL addressed: Create and organise visual materials to express some concepts of the course 
 

Content 
 

Visuality is a distinctive trait of blended learning, and one of its main important aspects, considering that 

our way of experiencing the world today is highly visual, and it therefore is only natural that all new 

learning models should have high visual integration. Incorporating visual elements gives blended 

learning an edge as it makes learning more engaging and appealing for the students. 

https://www.vteducation.org/en/articles/etextbook/creating-your-own-e-textbook
https://unimelb.libguides.com/c.php?g=402863&p=2741323
https://elearningindustry.com/subjects/free-elearning-resources/free-elearning-books
https://www.unf.edu/~tcavanau/presentations/SITE/ElectronicTextsasCourseTextbook.htm
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The visual contents used should never be pointless: its role must be that of fostering deep, critical and 

reflective thinking.  

 

 

TECHNICAL SHEET 

 

Administration of the module (Guidelines for blended delivery) 

This lesson will be conducted with a synchronous online session or in person where teachers will be 
first showed several tools to create visual content online.  

In the second part of the lesson, the facilitator will run a mock-project where he will show how to 
create an infographic with Canva, where the teachers will have the possibility to see how such image 
is created and ask all the needed questions about it. 

 

 

Assessment methods 

At the end of this first introductory session an assessment test will be carried out where the teachers 
will be asked to create an infographic through Canva, following the instructions that they have just 
learnt. 

 

Resources 

https://www.canva.com/ 

https://picsart.com/ 

https://piktochart.com/ 

https://www.magisto.com/ 

https://www.fotor.com/  

https://pixabay.com/ 

 

 

 

 

Offline / 
Online 

Online 

Content Create online visual elements for the lessons 

Description 
of the tool  

Canva is a free graphic design platform that allows you to easily create invitations, 
infographics, presentations, flyers, lesson plans, with the help of several already 
designed templates.  
Its best asset is that it doesn't require extensive photo editing knowledge to use: 
thanks to their drag and drop interface, images can be customized with just a few 
clicks. 
 
 

Link to the 
tool  

https://www.canva.com/  

https://www.canva.com/
https://picsart.com/
https://piktochart.com/
https://www.magisto.com/
https://www.fotor.com/
https://pixabay.com/
https://www.canva.com/
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3.4: Determine types of multimedia content and recognise tools for their creation 
KNOWLEDGE addressed: Determine types of multimedia content and recognise tools for their creation   
SKILL addressed: Generate /produce multimedia content using digital tools 

Content 
 

In using multimedia in blended learning, it is important to focus on the pedagogical reason to do it. 

Technology should add something to the traditional teaching method, its addition shouldn’t be 

pointless, shouldn’t be added to a task that can be successfully delivered without it.  

Before adding a new multimedia content the teacher has to know whether students are able to engage 

with it – students might be digitally aware, often more than their teachers, but it doesn’t mean that they 

are used to the media the teacher is proposing to them, or even accustomed to this way of learning.  

Multimedia content also require that digital skills from the staff that is going to use it, and the necessary 

equipment to make it function. You should know beforehand whether your school has an IT department 

with all the equipment needed, and if there is something that you can buy, and whether it’s an 

affordable expense for the school.  

 

Examples of multimedia that you can use are: 

- Short multiple quiz and polls; 

- Blog posts to write; 

- Create a presentation; 

- YouTube playlists; 

- Podcasts; 

- The jigsaw method, to partially withhold information from the students that they have to fill in. 

 

Administration of the module (Guidelines for blended delivery) 

In the first part of the lesson, teachers will be showed different types of multimedia elements and 
discuss their positive and negative aspects.  

In the second part of the lesson, the teachers will be divided in groups and each group will carry out a 

brainstorming activity on one different type of multimedia. At the end, the groups will reunite and 

compile together a list of multimedia tools. 
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Assessment methods 

At the end of this first introductory session a very short group test will be carried out where very 
specific examples are posed and the participants are asked one by one to indicate which typology of 
multimedia they deem most appropriate for different lesson situations. 

 

Resources 

https://www.jisc.ac.uk/full-guide/using-digital-media-in-new-learning-models  

https://blogs.sussex.ac.uk/tel/2016/11/22/5-tips-for-multimedia-enhanced-teaching-and-learning/  

https://www.easel.ly/ 

https://podcasters.spotify.com/  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

3.5: Present forum as a blended learning assesment tool to enchance students learning 
KNOWLEDGE addressed: Present forum as a Blended learning assessment tool to enhance students’ 
learning 
SKILL addressed: Implement learning forums and coordinate discussions 

Content 
 

Forums aren’t a novelty on the web, and they are becoming increasingly popular in education too, to 

organize and foster collaboration among students.  

Forums can be used to organize class discussions. You as the teacher and facilitator can ask an open-

ended question, to which students can start answering and follow the debate that starts under their 

comments. In this position it will be your task to make sure that the environment follows general 

etiquette rules and stays a place for open discussion for every student.  

https://www.jisc.ac.uk/full-guide/using-digital-media-in-new-learning-models
https://blogs.sussex.ac.uk/tel/2016/11/22/5-tips-for-multimedia-enhanced-teaching-and-learning/
https://www.easel.ly/
https://podcasters.spotify.com/
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A forum can also host a section where students can dump their questions whenever they need help, 

and get it from the teachers in replies. It can also be an idea to allow other students to answer the 

questions to foster cooperation among the class. 

Forums can be a useful tool also for group management in group project works; the students can use a 

topic on the forum to share updates and organize their thoughts. This would also allow the teacher to 

follow their work and be able to comment it, suggest ideas and corrections. 

 

How can you set up an engaging discussion forum? 

- Participate in first person to the debates. As students might become hyper-aware of their 

answers since they are written and everyone can read them, in time also, it is your task to break 

the ice and engage with their answers, to show that it is a safe space; 

- Forums are an online tool that permits the use of links and images – exploit it! The use of 

different media can better illustrate a point, or just add fun and make the content more 

interesting; 

- Read as much comments as you can, try to always know what your students have written; 

- Your role here is to guide the discussion: help the students think critically by posing them 

challenging questions; 

- Ask for feedback from your students about what is working and what could be improved. 

 

 

TECHNICAL SHEET 

 

Administration of the module (Guidelines for blended delivery) 

This lesson will be conducted with a synchronous online session or in person where teachers will be 
first showed several tools to create forums online and discuss together the positive and negative sides 
of such tools.  

In the second part of the lesson, the facilitator will run a mock-project where he will show how to 
create a discussion through Kialo, where the teachers will have the possibility to see how such 
discussion is created and take part in one, gaining first-hand experience on the tool. 

 

 

Offline / 
Online 

Online 

Content Promote online discussion and create a logical structure 

Description 
of the tool  

Kialo Edu is an argument mapping site, specifically designed for classroom use. 
This  tool  allows to  create  discussions  on one  or  more  topics,  encouraging 
students  to  explore arguments and develop their own ideas on classroom 
content. Kialo  Edu has  an  argument-tree  structure: through  the visual  
representation  of  topics,  students can follow the logical scheme of the argument 
and better organize their ideas. 
 
 

Link to the 
tool  

https://www.kialo-edu.com/ 
 

https://www.kialo-edu.com/
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Assessment methods 

At the end of this first introductory session an assessment test will be carried out where the teachers 
will be asked to create a discussion through Kialo. 

 

Resources 

https://blogs.tees.ac.uk/lteonline/2020/08/04/how-to-create-engaging-discussion-forums/  

https://blogs.sussex.ac.uk/tel/2018/07/17/5-ways-to-make-online-discussions-work-in-your-teaching/  

https://www.kialo-edu.com/my 

https://padlet.com/ 

https://www.socrative.com/  

 

 

 

 

3.6: Select tool for organisation of virtual classroom, electronic blackboards and shared 
docs as a resource of learning 
KNOWLEDGE addressed: Select tool for organisation of virtual classroom, electronic blackboards and 
shared docs as a resource of learning 
SKILL addressed: Integrate virtual classroom and shared docs for group work in the blended learning 
process 
 

Content 
 

The "virtual classroom" was born between the end of the nineties and the beginning of the 2000s, 

becoming today an established teaching method in the training and educational area. The virtual 

classroom can be defined as the digital transformation of the traditional classroom. This change was 

due to several factors, including the absence of proximity, the advent of new technologies and the birth 

of some web applications, such as Facebook Workplace, Google Meet, Microsoft Teams, Zoom and 

many others. In the last year and a half, for sad reasons linked to the worldwide spread of the pandemic 

emergency, the provision of training in "virtual classrooms" has taken hold in the daily professional life 

of trainers and learners.  

When the first "virtual classroom" was born, the training and interaction between the subjects who used 

this methodology took place exclusively through some simple tools, such as forums and chats. The 

training was provided using multimedia materials available on demand, such as power point 

presentations, files, images, etc. 

 

These tools allowed a low level of interaction and sharing. 

To date, the virtual "classroom" has evolved into a real digital classroom, allowing the provision of 

lessons, interaction, comparison, exchange of ideas and information between participants, in a training 

space implemented in synchronous mode. 

How does it work? 

To access the virtual classroom, you need: 

https://blogs.tees.ac.uk/lteonline/2020/08/04/how-to-create-engaging-discussion-forums/
https://blogs.sussex.ac.uk/tel/2018/07/17/5-ways-to-make-online-discussions-work-in-your-teaching/
https://www.kialo-edu.com/my
https://padlet.com/
https://www.socrative.com/
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- a link connected to a platform that allows video streaming and screen / document sharing, such as 

Zoom, Skype or Google Meet 

- a stable internet connection 

- a group of connected learners 

 

There are two main figures / roles: 

Trainer / teacher: create the course and invite students through a link. This figure is responsible for 

sharing multimedia and didactic contents, manages the times linked to the lesson, moderates the 

discussion in the class group, proposes the topics for discussion, inserts notices, tests or assignments 

and much more. 

Learner: It is important that they are active members of the virtual training. The online platform has the 

same functionality and methods as the physical classroom: you can get in touch with your classmates, 

ask for information, collaborate, exchange inputs, intervene with questions and so on. 

TIP !: It is highly recommended that the trainer work on fostering interactivity within the class group, 

encouraging the active role of the learners 

 

 

Administration of the module (Guidelines for blended delivery) 

This lesson will be conducted with a synchronous online session or in person where teachers will be 
first showed several tools through which they can set up a virtual classroom.   

In the second part of the lesson, the teacher will show them how to use Google Classroom, in a guided 
lesson where the teachers can learn about its functionalities and ask all the needed questions about 
it. 

 

 

Assessment methods 

At the end of this first introductory session a very short test will be carried out where teachers will be 
asked to organize a lesson on Google Classroom. 

 

Resources 

https://edu.google.com/intl/it/products/classroom/ 

 

 

 

 

 

 

 

 

 

 

https://edu.google.com/intl/it/products/classroom/
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3.7: Determine types of interactive quiz formats and identify digital instruments for 
their creation 
KNOWLEDGE addressed: Determine types of interactive quiz formats and identify digital instruments 
for their creation 
SKILL addressed: Prepare quizzes and test for blended learning with appliance of different digital 
resources 
 

Content 
 

A fun and interactive quiz to the classroom can be a very useful way to get students excited about 

learning a new topic, and to wake them up when the attention level is low.  

Introducing quizzes is a way to check how students are understanding the lessons and gain an insight 

on which topics need to be revised together after the end of the quiz. Having the student do a quiz on 

what has just been explained is also a method to improve knowledge retention, helping them 

assimilating the concepts just explained in a fast, easy and playful way. This is a nice tool to engage 

students, get them focused quickly and gain their attention on the topic you are going to explain. And 

the students are going to enjoy a mundane topic more, if it is explained through a fun method.   

 A quiz can also be a reward activity – you can create a little competition and friendly rivalry in your 

class. 

Quizzes don’t necessarily have to be done only to give a grade to the students or to verify their 

knowledge though! A quiz can also work as an icebreaker, a way to introduce a new person – either 

student or teacher – in a fun and enjoyable way, and it also can be a method to relax the class after a 

tiring lesson. 

 

To be engaging, your quiz should be informative and fun at the same time. But how can you do it? 

- The quiz should be short and simple; overcomplicating it would make the students annoyed with 

it and obtain the opposite result of what you want to achieve; 

- Remember that students are very good at seeing patterns – randomize the positions of the 

correct answer, or they will understand it and won’t pay attention to the questions; 

- Questions shouldn’t be too easy – it is a fun way to learn, but it still must be a way of learning! 

And for the same reason, don’t make the answers too tricky; 

- Give students enough time to answer, and if you decide to make the quiz a group one, allow 

them enough time to discuss the answer among them; 

- Take time after each question to explain the correct answer to the students who give the wrong 

one. 

 

 

 

TECHNICAL SHEET 

Offline / 
Online 

Online 

Content Create quizzes to test the students’ knowledge 

Description 
of the tool  

Kahoot!  is a game-based learning platform that allows to easily create, share and 
play learning games and quizzes. This method is widely used by schoolteachers. 
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Administration of the module (Guidelines for blended delivery) 

Discuss with the teachers how they think an online quiz should be organized (e.g. should it follow the 

same structure of the usual tests? Do they think a multiple question quiz can be done for every topic? If 

no, can they find one of their subjects that can be tested this way?) 

Show them how to use Kahoot!, if they have never used it before. 

 

 

Assessment methods 

Give the teachers the task of creating an online questionnaire, with 10-15 questions about a topic of 

their own subject. Afterwards, each teacher presents his/her questionnaire and the class discuss it. In 

alternative, the class can also try to play the quiz and test it in first person. 

 

 

Resources 

https://www.utwente.nl/en/ces/celt/toolboxes/blended-learning/tt-bl-develop-createquiz.pdf 

http://www.learnit2teach.ca/wpnew/moodle3_1_Stage_3/Adding_a_Quiz.pdf 

 

 

3.8: Define digital resources for designing simple learning games 
KNOWLEDGE addressed: Define digital resources for designing simple learning games 
SKILL addressed: Be able to design simple learning games with a help of digital platforms 
 

Content 
 

Learning games are an extremely powerful motivation tool for education: they are designed experiences 

that provide opportunities for learning and viewing models and systems from new perspectives, in an 

enjoyable way for the students. 

Games can be used as an introduction for later learning activities; through games the student can gain 

some experience on a topic that will be better and more widely explained by the teacher in the 

classroom, or it can be a start for a class discussion that will lead to the teacher explanation.  

The main objective of Kahoot! method is to combine learning and play, to make 
learning easier and funnier for everybody, regardless their age. Through the 
creation of educational quizzes, teachers can facilitate students in their learning 
process.  Learners will participate in an active and interactive way, motivated by 
an engaging experience. 
 
 
 
 
 

Link to the 
tool  

https://kahoot.com/  

https://www.utwente.nl/en/ces/celt/toolboxes/blended-learning/tt-bl-develop-createquiz.pdf
http://www.learnit2teach.ca/wpnew/moodle3_1_Stage_3/Adding_a_Quiz.pdf
https://kahoot.com/
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At the same time, games can be used instead to consolidate a topic just explained. They can give the 

space for the student to experiment what he/she has just learnt and develop a better knowledge and 

skills about it. The games can also be used to practice basic cognitive skills to automate them. 

Games can also be used to teach a completely new skill and introduce new knowledge. In particular, 

they can be useful to develop soft skills such as teamwork, collaboration, problem solving, creativity and 

communication, in an easier way than it would be in a normal classroom.  

 

How can you create an engaging game for your students? 

- Pose a challenge from the start, a problem to solve; then the course can explain how they are 

supposed to solve it, and this way you have kept them engaged throughout the entire course; 

- To avoid frustration, point out any rules and navigational elements that learners should be aware 

of, and explain where they can find resources in case they need help; 

- Set the right challenge at the right point in the course, and keeping in mind the audience that 

will use this game; 

- Show the users at which point they are in the game, so that they can know how far they have 

arrived and how much they have to work to finish it. 

 

 

Administration of the module (Guidelines for blended delivery) 

This lesson will be conducted with a synchronous online session or in person where teachers will be 
first showed several tools where online games are stored and be explained about what the useful 
impact of using learning games during lessons to teach.   

 

 

Assessment methods 

At the end of this first introductory session a very short group test will be carried out where very 
specific examples are posed and the participants are asked one by one to indicate which typology of 
game they deem most appropriate for different lesson situations. 

 

 

Resources 

https://educationalgamedesign.com/ 

https://elearningindustry.com/game-design-lessons-for-learning-designers 

https://flippity.net/  

 

 

 

 

 

 

 

 

https://educationalgamedesign.com/
https://elearningindustry.com/game-design-lessons-for-learning-designers
https://flippity.net/
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3.9: Identify Webinar as a part of long-term blended learning 
KNOWLEDGE addressed: Identify Webinar as a part of long-term blended learning 
SKILL addressed: Be able to recognise, select and assess different material types 
 

Content 
 

Webinars have become really popular and used and, considering how similar they are to normal in-class 

lessons, it shouldn’t be a surprising fact. They allow to recreate from a distance the situation of 

involvement and relationships typical of a classroom in presence, overcoming therefore the risk of social 

loneliness that other forms of digital training bring.  

In blended learning in particular, webinars can be integrated to substitute confrontation and discussion, 

and can give the chance to organize practice exercises with the teacher’s guidance.  

Be careful though not to use webinars to introduce new information: students have different learning 

methods and timing, and a webinar might put pressure on them or not leave them enough time to 

assimilate the lesson. It can be useful, instead, to allow some time after a webinar for questions and 

explanations of doubts arisen through it.  

 

 

Administration of the module (Guidelines for blended delivery) 

This lesson will be conducted with a synchronous online session or in person where teachers will be 
first showed several tools where Webinars are stored and be explained about what a Webinar is and 
which are the differences with a normal lesson.   

 

 

Assessment methods 

At the end of this first introductory session a very short group test will be carried out where very 
specific examples are posed and the participants are asked one by one to indicate which typology of 
Webinar tool they deem most appropriate for different lesson situations. 

 

 

Resources 

https://www.demio.com/?fp_ref=marcus42 

https://www.ted.com/ 

https://www.demio.com/?fp_ref=marcus42
https://www.ted.com/
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3.10: Recognize challenges and benefits of virtual lab tools 
KNOWLEDGE addressed: Recognise challenges and benefits of virtual lab tools 
SKILL addressed: Project virtual simulation labs for conducting practical and experimental activities 

Content 
 

A virtual laboratory is an interactive environment for creating and conducting simulated experiments, 

through simulation programs.  

These remote laboratories offer teachers and students learning experiences in which users can design, 

develop and achieve pre-determined experiments that simulate experiences and processes in real-world 

contexts. All students can be involved and participate, unlike the physical systems where only a few 

students can do the same and learn. 

Incorporating a virtual lab in your lesson means incorporating a part of the experience of a virtual 

learning environment into your planned blended learning. A virtual lab is particularly necessary as a tool 

for teaching courses in certain subjects such as life sciences and similar, but there can be applications 

also in other fields.  

A virtual lab is a safe way where students can run experiments and risk to blow it up safely, learning 

something out of it that will prevent them from accidentally doing the same in the future, when they 

will be doing it in a physical lab. 

Virtual labs have the positive effect of not only improving the quality of science education, but also of 

eliminating the geographical distance problem, allowing students to participate in lab experiments from 

anywhere in the world. This is an advantage in blended learning, as it means that the class can 

experiment in a lab even when not physically at school. 

 

 

Administration of the module (Guidelines for blended delivery) 

This lesson will be conducted with a synchronous online session or in person where teachers will be 
first showed several tools where Webinars are stored and be explained about what a Webinar is and 
which are the differences with a normal lesson.   

 

 

Assessment methods 

At the end of this first introductory session a very short group test will be carried out where very 
specific examples are posed and the participants are asked one by one to indicate which typology of 
Webinar tool they deem most appropriate for different lesson situations. 

 

Resources 

https://www.labster.com/  

https://virtuallabs.merlot.org/  

https://www.techlearning.com/news/best-free-virtual-labs 

 

https://www.labster.com/
https://virtuallabs.merlot.org/
https://www.techlearning.com/news/best-free-virtual-labs
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CU 4 

How to launch the course  

 

Learning outcomes  

LEARNING OUTCOMES 
KNOWLEDGE SKILLS COMPETENCES TRAINING 

HOURS 

Evaluate the content 
created, and choose a 
model/models to be 
used for the 
material/course 
developed 

 

 

Be able to evaluate and 
choose the most proper 
model for course 
implementation taking 
into account the 
material created and 
models available 

Ensure that the model 
chosen is the most 
appropriate one/ones 

 

 

4 
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Knowledge about 
learning management 
systems (LMS) 

 

Be able to choose the 
most appropriate LMS 
for the e-learning part of 
the course. 

Ensure that the LMS 
chosen fits the content 
created as well as the 
needs of the students 
and the aims of the 
course 

 

 

4 

Knowledge of various 
additional tools to be 
used with LMS or beside 
it, as well as the use of 
social networks in the 
learning 

Be able to analyze the 
necessity and if needed 
use other online tools 
that could supplement 
LMS and ability to 
incorporate social 
networks in the process 
of learning 

 

To make sure that all 
the features needed are 
incorporated in the 
course esp. if they 
cannot be finding in the 
chosen LMS or are 
needed in order to 
support the students 
and make the process 
of studying more 
appealing/various  

3 

Knowledge of Moodle, 
its features, course 
upload on it, assessment 
creation, etc  

Be able to create course 
on Moodle, enroll the 
participants, upload 
various material, create 
assessment, etc. 

To make sure that 
teacher is able to 
navigate and use 
Moodle easily as well as 
explain the students on 
how to use Moodle.  

4 

 

4.1: Evaluate the content created, and choose a model/models to be used for the material/course 

developed 

KNOWLEDGE addressed: How to use different models for launching the blended VET course  

SKILL addressed: Knowledge about relevant blended models you can use in your teaching.  

 

Content 

Once all the material is created it is rather important to choose the most appropriate model or models 
to be used for launching the course. Knowledge training is best understood in an online, self-paced 
format. Skills development, on the other hand, is more impactful in person. To avoid the confusion the 
teacher has to be well aware of different types of models which could be used for the presentation of 
the material. So, here is the short introduction to the blended learning models and how they work in 
classrooms. 
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Four Models of Blended Learning Defined 

 

Source: Christensen Institute 

 

Rotation model - students within a single class rotate between several different learning activities. In a 
blended learning Rotation model, though, at least one of these modalities is online learning. Other 
examples of rotation activities might include: 

• one-on-one time with the teacher,  
• peer group interactions,  
• teacher-led lessons,  
• independent study time. 

Using digital learning tools at rotating stations, teachers are able to focus the face-to-face time based 
on specific student needs. In the Rotation model, students learn primarily at school in a classroom 
with their teacher. Within the Rotation model, there are four sub-models defined:  

1. Station Rotation 
2. Lab Rotation 
3. Flipped Classroom 
4. Individual Rotation. 

➢ Using Station Rotation, within a single classroom students rotate through all learning activities 
on the same schedule, when prompted by either their teacher or the clock. Usually, students in 
this model rotate to different ‘stations’ during a fixed period of time. One of these stations must 

http://www.christenseninstitute.org/blended-learning-definitions-and-models/
https://www.raiseyourhandtexas.org/wp-content/uploads/2017/07/blended-learning-edu-process.png
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allow for an activity that allows for online learning. For example, one year I was given 55-minute 
math blocks. As part of my station-rotation set-up, after my short direct instruction kick-off of 
the day, students then rotated through three different stations – one of which was leveraging 
online learning. (Please see this video example to see the Rotation model in action: here). 

➢ Lab Rotation is another common model that schools with computer labs are familiar with and is 
similar to station-rotation. In this model, students rotate on a fixed schedule to a computer lab. 
We see this model in districts of all sizes. the teacher can use “lab time” for students to initiate 
research and/or use various software (like Microsoft Office Suite, Google Suite, or Adobe Suite 
products) to complete assignments and projects. Watch a video of the Lab Rotation model here. 

➢ Flipped Classroom is the most widely defined blended learning model, as many schools and 
classrooms adopt various forms of this strategy. In this model, students are introduced to 
content or concepts (typically through audio recordings or videos) outside the core classroom, 
including at home, then work through the practice and individual learning with the teacher and 
peers back in the core classroom. And this is where the name comes from because the learning 
structure is “flipped” in a traditional instructional model. Students are introduced to the new 
concept outside the classroom (what would typically be direct instruction), which allows for far 
more of the next day’s classroom time to be dedicated to practicing and applying the new 
concept with the teacher’s support and working with peers towards a deeper understanding. 
Embedded videos and highly popular unit audio podcasts are a great way to leverage e-learning 
courses and lessons in a flipped classroom model. These all-inclusive audio summaries 
additionally support English language proficiency. Watch a video about the Flipped Classroom 
model here. 

➢ For Individual Rotation a teacher or algorithm sets each student’s daily schedule which allows 
students to rotate to some, not all, of the rotation activities based on their unique needs. This is 
common in classrooms with a high focus on differentiation and personalization, including, but 
not limited to, Gifted and Talented programs and classes focusing on mastery. In this model, 
students work independently through assigned lessons or units of instruction, working towards 
mastery of understanding before ‘rotating’ to their next task on their own individual schedule. 
This is a strong form of personalized learning in a blended learning model as it gives the student 
a high level of pace, place, voice, and choice. Watch a video of the Individual Rotation model in 
action here. 

Flex model is mainly online, students still learn primarily at their school campus. Students in the Flex 
model benefit from both learning at their own pace online, as well as from direct teacher guidance in 
their classroom. This model truly gives students substantial flexibility and ownership over their learning. 
Because students spend more time learning basic content online, this allows teachers to spend more of 
their time helping students in challenge areas or going deeper in content areas a student has mastered. 
Teachers might facilitate this learning time with small group activities, project-based learning, or one-
on-one tutoring support. Watch a video of the Flex model in action here. 

In Self-Blend Model (À La Carte model) students are given the opportunity to take classes beyond the 
general course catalog with online classes. Students who want to take additional Advanced Placement 
classes or show a particular interest in a subject are good candidates for self-blended learning. This 
should be determined and discussed based on individual student goals and skills. In this model a student 
could take this course entirely online, either in a study hall period or outside of school time. This model 
is different from full-time virtual schools because it does not make up the entire school experience for 
students. While some courses are online, others are taken in school so students still benefit from 
interaction with teachers and peers. Watch a video of the À La Carte model in action here. 

The Enriched Virtual model allows students to spend most of their time completing coursework online 
remotely, supplemented by required in-person learning sessions with their teacher. In this model, 

https://www.youtube.com/watch?v=6MbQTrInOio
https://www.youtube.com/watch?v=AcYTz19HduU
https://www.youtube.com/watch?v=BfsLbGgUMDU&feature=youtu.be
https://www.youtube.com/watch?v=sVEIKdWnzYQ
https://www.youtube.com/watch?v=gtJNWbdSDF4
https://www.youtube.com/watch?v=adqwaFlEDQ4
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students are not enrolled in a virtual school, but rather work on coursework remotely but still show up 
to their brick-and-mortar school for some face-to-face learning sessions. This typically places the student 
on a unique, ‘non-traditional’ schedule. While online learning is fundamental to the Enriched Virtual 
model, it differs from full-time virtual schools because face-to-face learning is a required component of 
the coursework, not optional as it is in full-time virtual schools. In fact, many full-time virtual schools 
have transitioned their programs to an Enriched Virtual model to provide students with the important 
experiences of a school campus. Watch a video of the Enriched Virtual in action here. 

 

Administration of the section (Guidelines for blended delivery) 

Think and talk about what type of work models do you use in your class?  Brainstorm with the group, 
then discuss what can be usable both in traditional face-to-face learning and e-learning.  

Then content: the main blended vet models are presented. One by one, and after each presentation, the 
teachers discuss shortly with each other if any of these models are used in their schools if they are familiar 
with them. Think what the minuses of each of the models could be and what would be their strength, 
what would be the most proper/relevant model for the subject they teach and the students they teach.  

A possible homework task could be: Teachers shall find some material on e-learning platform and some 
information about a certain class and they should explain/ show how they would use it in a certain model.  

 

Assessment of the section 

Some videos of different models in action to be shown, and the teachers must tell which model it is and 
explain why.  

 

 

 

 

 

 

 

 

 

 

 

https://www.youtube.com/watch?v=7Ijffb_mtAs
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4.2 Knowledge about learning management systems (LMS) 

KNOWLEDGE addressed: How to launch online content and choose learning management system (LMS) 

SKILL addressed: knowledge about relevant learning management systems (LMS) 

 

Content 

What Is an LMS, and How Does It Work? 

An LMS is a platform for digital/online learning. Its key features can be found in the abbreviation: 

L — Learning. With a learning management system, you can create a single source of online courses and 
training materials.  

M — Management. You can manage courses and learners, and even improve your own efficiency. 
Unlike file sharing services, an LMS is not just a heap of files; on the contrary, it’s a well-organized system 
through which you manage the learning/training process.  

S — System. Computer system, to be precise. An LMS automates the most boring and tedious work, 
such as grading, processing statistics, analytics, and preparing reports. 

So, the system allows you to store and create e-learning courses, provides learners access to the 
content, and helps you evaluate the results. A learning management system may also provide students 
with the ability to use interactive features such as threaded discussions, video conferencing and 
discussion forums. 

Some common features found in a successful LMS include: 

✓ Responsive design - users should be able to access the LMS from whatever type of device they 
choose, whether it's a desktop, laptop, tablet or smartphone. The LMS should automatically 
display the version best suited for the user's chosen device. Additionally, the LMS should also 
allow users to download content so it is accessible while offline. 

✓ User-friendly interface - The user interface (UI) should enable learners to easily navigate the 
LMS platform. The UI should also align with the abilities and goals of both the user and the 
organization. An unintuitive UI risks confusing or distracting users and will make the LMS 
ineffective. 

✓ Reports and analytics - This includes eLearning assessment tools. Instructors and administrators 
must be able to view and track their online training initiatives to determine if they are effective 
or need adjusting. This can be applied to groups of learners and individuals. 

✓ Course and catalog management - The LMS holds all the eLearning courses and the related 
course content. Admins and instructors should be able to create and manage these catalogs and 
courses in order to deliver a more targeted learning experience. 

✓ Content interoperability and integration - Content created and stored in an LMS must be 
packaged in accordance with interoperable standards, including SCORM and xAPI. 

✓ Support services - Different LMS vendors offer varying levels of support. Many provide 
online discussion boards where users can connect and help each other. Additional support 
services, such as a dedicated toll-free service number, are available for an extra cost. 

https://www.ispringsolutions.com/ispring-learn
https://www.ispringsolutions.com/blog/how-to-create-online-course
https://searchunifiedcommunications.techtarget.com/definition/video-conference
https://searchapparchitecture.techtarget.com/definition/user-interface-UI
https://searchhrsoftware.techtarget.com/definition/xAPI-experience-API
https://whatis.techtarget.com/definition/discussion-board-discussion-group-message-board-online-forum
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✓ Certification and compliance support - This feature is essential to systems used for 
online compliance training and certifications. Instructors and admins should be able to assess an 
individual's skill set and identify any gaps in their performance. This feature will also make it 
possible to use LMS records during an audit. 

✓ Social learning capabilities - Many LMSes have started including social media tools within their 
platform. This allows users to interact with their peers, collaborate and share their learning 
experiences. 

✓ Gamification - Some LMSes include game mechanics or built-in gamification features that allow 
instructors and admins to create courses with extra motivation and engagement. This can help 
students who need additional incentive to complete the course, possibly in the form of 
leaderboards, points and badges. 

✓ Automation - Learning management systems should enable administrators 
to automate repeated and tedious tasks. Examples include user grouping, new user population, 
user deactivation and group enrollments. 

✓ Localization - It is important for LMSes to include multilingual support features so the learning 
and training content can remain unaffected by language barriers. Some LMSes 
integrate geolocation features that allow them to automatically present the appropriate version 
of the course immediately upon access. 

✓ Artificial intelligence (AI) - Finally, artificial intelligence can help an LMS create personalized 
learning experiences for users by providing course formats suited to their needs, and by 
suggesting topics the user may find interesting based on the courses they have already 
completed. 

Types of learning management systems 

The different types of LMS deployment options are: 

• Cloud-based 
• Self-hosted 
• Desktop application 
• Mobile application 

Cloud-based LMSes are hosted on the cloud and often follow a software as a service (SaaS) business 
model. Cloud-based LMS vendors take care of maintaining the system and performing any technical 
updates or upgrades. Online users can access the system from anywhere, at any time, using a username 
and password. 

Self-hosted LMSes require software to be downloaded by the user. The self-hosted platform provides 
greater creative control and customization, but users must maintain the system themselves and often 
must pay for updates. 

Desktop application LMSes are installed on the user's desktop. However, the application may still be 
accessible on multiple devices. 

Mobile application LMSes support mobile learning and are accessible wherever and whenever through 
mobile devices. This platform deployment type allows users to engage with and track their online 
learning initiatives on the go. 

The various pricing models used for learning management systems include: 

https://searchdatamanagement.techtarget.com/definition/compliance
https://searchcustomerexperience.techtarget.com/definition/gamification
https://searchcio.techtarget.com/definition/labor-automation
https://searchmobilecomputing.techtarget.com/definition/geolocation
https://searchenterpriseai.techtarget.com/definition/AI-Artificial-Intelligence
https://searchcloudcomputing.techtarget.com/definition/Software-as-a-Service
https://searchenterprisedesktop.techtarget.com/definition/desktop
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• Freemium - This pricing model allows users to access the basic features of some LMS 
platforms. Once users start engaging with the more advanced functionalities of the system, 
then a fee is added. 

• Subscription - Users pay a recurring fee at regular intervals in order to access the LMS. The 
subscription may grant an organization total access to all LMS features, or it may require the 
organization to pay for each system user. 

• Licensing - This is either an annual fee that companies must renew or an upfront fee that 
provides users with unlimited lifetime access. 

Benefits of a learning management system 

Learning management systems provide users with a variety of benefits. For example, an LMS can save 
teacher’s time. Instead of making learners take time out of their day to travel and sit through lessons or 
training, LMSes allow users to complete the coursework at a time that is best for them. 

Other benefits of learning management systems include: 

• the ability to monitor user progress and performance; 
• increased eLearning accessibility without geographic limitations; 
• the ability to personalize the online training and learning experience; 
• the ability to easily and efficiently update eLearning modules and activities; 
• the ability to easily ensure online training and learning materials are being distributed 

effectively; and 
• the use of automation that allows users to forget about tedious, repetitive tasks -- such as 

user enrollment and certification distribution -- and focus on more important activities. 

 

Examples of learning management systems 

Some popular LMSes used by educational institutions include  

❖ Moodle 
❖ Blackboard Learn  
❖ Schoology.  

Other popular LMS 

Cloud-Based Learning Management Systems: 

1. Adobe Captivate Prime  

2. TalentLMS 

3. Docebo  

4. 360Learning 

5. SAP Litmos 

6. Absorb LMS  

https://www.adobe.com/products/captivateprime/prime-rfi.html?sdid=81G55Z3C
https://www.talentlms.com/ppc-register-el/aff:eltl?utm_source=eli&utm_medium=eli-top-lists&utm_campaign=the-best-learning-management-systems-top-list
https://www.docebo.com/eli-docebo-lms/?utm_campaign=2020Q2JUNELIListing&utm_source=ELI&utm_medium=listing
https://elearningindustry.com/directory/elearning-software/360learning-lms
https://elearningindustry.com/directory/elearning-software/litmos-lms
https://elearningindustry.com/directory/elearning-software/absorb-lms
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7. Cornerstone Learning 

 8. Stream LXP from Learning Pool 

9. iSpring Learn 

10. Fuse 

11. Rockstar Learning Platfrom 

12. Curricula 

13. Code of Talent 

14. Mindflash LMS 

15. Brightspace 

 

Top Open Source Learning Management Systems 

1. Moodle LMS  

2. Chamilo  

3. Open edX  

4. Totara Learn 

5. Canvas  

 

If at least some of these benefits align with your training goals, a learning management system is 
exactly what you need. 

How to Choose an LMS 

If you perform an online search for “LMS,” you’ll get millions of results, many of which will be different 
vendors promoting their products. It’s not that easy to choose the best one for your needs when the 
options are so numerous. So, here are some tips on how to choose an LMS that might help you. 

1. Identify your training needs 

Determine your eLearning goals and objectives by answering the question “What do I want to achieve 
from training?” Then get to know the profile of your learners: the number of people, their ages, 
professional levels, how well they use technology, etc. After that, you’ll know exactly what you need 
to create effective eLearning. 

2. Define your LMS requirements 

https://elearningindustry.com/directory/elearning-software/cornerstone-lms
https://elearningindustry.com/directory/elearning-software/stream-lxp
https://elearningindustry.com/directory/elearning-software/ispring-learn
https://elearningindustry.com/directory/elearning-software/fuse
https://elearningindustry.com/directory/elearning-software/rockstar-learning-platform
https://elearningindustry.com/directory/elearning-software/curricula
https://elearningindustry.com/directory/elearning-software/code-of-talent
https://elearningindustry.com/directory/elearning-software/mindflash
https://elearningindustry.com/directory/elearning-software/brightspace-for-enterprise
https://elearningindustry.com/directory/elearning-software/moodle
https://elearningindustry.com/directory/elearning-software/chamilo
https://elearningindustry.com/directory/elearning-software/open-edx
https://elearningindustry.com/directory/elearning-software/totara-learn
https://elearningindustry.com/directory/elearning-software/canvas
https://www.ispringsolutions.com/blog/lms-requirements/
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First, you need to understand what options you want your learning management system to have. How 
do you want your learners to get registered in the system: on their own, or via an administrator? Do 
you need gamification in your eLearning? Would you like your training programs to be purely online, 
or would you prefer, say, blended learning? 

Answer this and other questions, and then determine the technical requirements of your future LMS. 
Are you looking for a cloud-based or hosted solution? Would you like your LMS to integrate with other 
systems? And so forth. 

Finally, set the cost range. Remember that the more complete your list of requirements is, the easier 
it will be for you to find the best match. 

3. Explore the market 

Instead of hundreds of choices, you’ve now narrowed your list of vendors down to a few dozen. Ask 
your friends and colleagues whether they’ve used some of them, how they liked them, etc. Read 
reviews on these products on websites such as G2Crowd, or Capterra. Try to narrow your list up to 10-
15 options. 

4. Evaluate vendors 

To get down to a list of the 3-5 best LMSs for your course, dig a little deeper. Browse the vendors’ 
websites, test their LMSs, and ask for a use case demonstration. 

5. Choose an LMS 

At this point, you have only a few options to choose from. But that doesn’t mean the final choice will 
be a simple one. Sometimes, you’ll need to provide vendors with information on your eLearning 
requirements and compare their suggested solutions in order to select the best LMS. 

 

Administration of the section (Guidelines for blended delivery) 

Brainstorming: what LMS do you know, how one can choose the most appropriate LMS for the course? 
What LMS teachers have already used and are familiar with? What are the features they like/dislike 
about them? 

Presentation of the content followed by certain exercises and discussions. 

 

Assessment of the section 

At the end of this section a very short group test will be carried out where very specific questions are 
posed and the participants are asked one by one to indicate the correct answers. 
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4.3 Knowledge of various additional tools to be used with LMS or beside it, as well as the use of social 

networks in the learning 

KNOWLEDGE addressed: how to complement the chosen LMS  

SKILL addressed: Be able to analyze the necessity and if needed use other online tools that could 
supplement LMS 

 

Content 

Other tools to be used together with the chosen LMS? 

As we discussed one approach to e-learning is the use of LMS. All LMS are not alike, and they can be 
used in different ways. However, a common idea behind LMS is that e-learning is organized and 
managed within an integrated system. Different tools are integrated in a single system which offers all 
necessary tools to run and manage an e-learning course. All learning activities and materials in a course 
are organized and managed by and within the system. LMS typically offer discussion forums, file sharing, 
management of assignments, lesson plans, syllabus, chat, etc. However, sometimes certain features, 
tools may be implemented either directly into LMS or used additionally to make the e-learning more 
efficient.  

Personal tools and social networks 

The approach to e-learning presented below uses social software technologies to empower students in 
their self-governed activities. Students are directed at solving a problem, and the purpose is to provide 
students with tools which they can use to solve problems on their own and in collaboration with other 
students. Self-governed, problem-based and collaborative activities call for tools which support 
construction, presentation, reflection, collaboration, and tools for finding people and other resources 
of relevance to their problem.  

This means that a management system aims primarily at teachers and administrators whereas it does 
not support the self-governed, problem-based and collaborative work of students. 
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Personal tools are defined as tools owned and controlled by students. They are used by students for 
various kinds of construction and reflection; for instance, writing, presenting, drawing or programming. 
There are at least two kinds of personal tools: 

1. individual tools, and 
2. collaborative tools. 

Individual personal tools are owned and controlled by individual students. Such tools could be weblogs 
or wikis. The potential of these kinds of personal tools is to support a student's independent work 
process. For instance, a student involved in a project, working on solving a problem, can use a weblog 
to communicate and present ideas and thoughts. Further, the student can use wikis or other kinds of 
web pages to develop the project. An e-portfolio can be used to arrange resources of relevance to the 
work. Individual personal tools support self-governed and constructive processes. 

Collaborative personal tools are owned and controlled by students working together in groups. 
Collaborative tools could be wikis, discussion forums, file sharing, and, to a certain extent, weblogs. 
The potential of such tools is to support a closer relationship between students working together on a 
shared problem. For example, students could use a wiki for collaborative development of a project. 
Collaborative, personal tools can help create a shared frame of reference within a group. 

Social networks are defined as connections or relations between people engaged in different kinds of 
communication. Communication can be one-way as well as two-way and synchronous as well as 
asynchronous. Networks also include connections to resources, for instance in the form of references 
to web pages. Within this approach to e-learning it is relevant to distinguish between at least three 
different kinds of networks: 

1. networks between people working collaboratively, 
2. networks between people sharing a context, and 
3. networks between people sharing a field of interest. 

Networks between people working collaboratively could be students working together in groups. Such 
networks are primarily supported by personal tools. They are networks of closely related participants, 
meaning that participants will not only have access to each other's personal pages, but will share 
personal pages. 

Networks between people sharing a context could be students and teachers within the same course. 
These are also networks of closely related participants, but individuals within these networks are not 
working together. Students within a course have a shared context and background in the sense that 
they have read the same texts and are working on similar problems within the same field. This means 
that students understand each other to a large extent. Thus, it is important to facilitate and strengthen 
the relations between students within the same course. Social software tools such as weblogs and wikis 
can help strengthen these relations by making the work of students visible to other students. Students 
will be able to follow each other's work and will have access to each other's networks of people and 
references. Social networks also allow teachers to follow and potentially participate in the work of 
students. 

Seeing each other's work, network and references can provide a basis for discussions between students 
and teachers. Such discussions are different from discussions in a discussion forum. The difference is 
that discussions based on weblogs arise from the individual entries of students. Further, a weblog is a 
personal page whereas a discussion forum is shared; writing individual entries on your personal weblog 
is different from participating in a discussion. Since students can subscribe to different weblogs, they 
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can create their individual network, which means that their participation in discussions is not limited to 
specific discussion forums within an LMS. The potential of social software tools such as wikis, weblogs 
combined with RSS feeds and social bookmarking is to facilitate closer relationships and more frequent 
interaction between students and teachers. This is facilitated by their sharing of work and references 
and their engagement in discussions. 

In a learning process, a student's problem-solving work constitutes the context. Since the different 
networks have different relevance to the student's context, they should be organized differently. 
Collaborative networks should be independently organized by the participants. Networks of people 
sharing contexts can be formally organized, for instance by an educational institution. Finally, networks 
of people sharing a field of interest can be facilitated and encouraged, but should ultimately be 
organized informally by each individual. 

Choice of a variety of tools will better support the required flexibility of open-ended activities than any 
one integrated system. 

• Classtime is not only a great online tool to create, share and analyze your lessons, but you 
can also use interactive Collaborative Challenges to gamify your classroom in real-time.  

 

Administration of the section (Guidelines for blended delivery) 

Discussion on how/if social networks could be used for learning (one group for/ another against). 

Making a list of other relevant tools to be used additionally to LMS to enhance the quality of learning.  

 

Assessment of the section 

Not necessary as the product will be the final list of additional tools where all teachers work together 

 

 

 

 

 

 

 

 

 

 

 

https://www.classtime.com/
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4.4: Knowledge of Moodle, its features, course upload on it, assessment creation, etc 

KNOWLEDGE addressed: how to use a certain LMS  

SKILL addressed: Be able to use a certain LMS and to present it to your students 

 

Content 

Moodle is one of the most popular LMS due to various reasons. It is free, easy to use, and offers quite 
many possibilities and some interactivity. We found the Moodle system to be much more feature rich 
than other LMS systems we have used and about the same learning curve for creating a first course with 
minimal professional technical or instructional design support. 

Thus in this part we will present this LMS in detail, so after this presentation, the teacher would be ready 
to use Moodle without any trouble.  

Manual to Moodle 

 

Minimum requirements 

For the right work of the platform, some minimum requirements should be met. If not, 

it will not work properly in the device where you want to use it. 

a) Have an active internet connexion. 

b) Use an updated browser (Microsoft Edge, Google Chrome, Mozilla Firefox). 

c) Have a username and password to access the virtual platform. 

 

Navigating through the platform 

1.2.1. Navigation bar (left part) 

Available at any time, it allows visualizing the itinerary covered from the homepage and 

the sections visited. It also allows going back to the different sections previously visited. 

2.2. User (upper part) 

There are some different options in this label: 

● Dashboard: It sends you to the main page of your courses. 

● Profile: Allows viewing and editing your personal information and access the following contents: 
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○ See and edit my profile. 

○ Forum. Posts you have created along the course in different forums where you take part. 

○ Blogs 

○ Messages. Access to the messages you have sent and received. Allows sending private messages to 
other users and to the teachers. 

○ My private files. Allows uploading files, downloading files and creating directories. 

○ Badges. Milestones achieved along the course. 

Grades: This page shows you each course you are enrolled in with its grade. 

● Messages: This is where your private messages with other users are shown. 

● Preferences: In this place you can make changes on your personal data, including the information that 
you want to be seen by other users. 

Log out: It allows disconnecting and leaving the course and the platform. By clicking on your profile 
name, it appears different options, the last one is for you to log out.  

1.2.3. Other tools (right part of the screen) 

On the right part of the screen, there are the following tools:  

● Search Forums. Searching for conversations at forums related to the course. 

● Latest news. It allows you to: 

o Have access to the latest news. 

o Incorporate new pieces of news. 

● Upcoming events: it allows you to: 

o Have access to the course calendar. 

o Incorporate new items. 

● Recent activity. It allows you to review the last activities done along the course and ask for an activity 
report. 
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2. Creating and managing training resources 

First of all, we need to enter editing mode. For that, inside the course we’re managing, we click on the 
Turn editing on button. 

Now we can modify the content of the course. We can move around the existing resources, edit or 
remove them and add new ones. For adding a new one we click on Add an activity or resource under 
the section we want to modify. A new window with a list of available resources to add will appear. 

Some of the most common ones are: 

a. Assignment 

It allows the teacher to communicate tasks, collect work and provide grades and feedback. It’s usually 
the main tool for grading the students. It can ask the students to upload files like PDF or Word 
documents and to add a text commentary to it. It’s usually limited on time by a deadline. 

b. Forum 

A common place for the students and teachers to communicate. It is usually common to have a forum 
for all the subjects, but if the content is very diverse a forum for each section can prove to be more 
useful. 

c. Glossary 

A list of definitions. It can have images and files attached and can accept comments from the students 
or other teachers. 

d. Quiz 

Enables the teacher to create quizzes and exams with various types of questions, including multiple-
choice, matching, short-answer and numerical. 

e. File 

Serving a file for the student to download. Usually for content that can’t be seen directly through the 
platform, like PDF or ZIP files. 

f. URL 

Similar to file, it allows the teacher to add a link to another website. 

 

 

 

3. Grading the students: the Gradebook 
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We can set up the gradebook function to automate the evaluation of the students. After creating the 
tasks the student should complete, we go to the Gradebook setup. Inside we can check the default 
setup. Here we can change the weights of each task. We can also change the evaluation system by 
finding the course name in this page (the first line of the table) and clicking Edit. Inside we can change 
the aggregation of the grades (mean, median, lowest or highest grade, etc) as well as the grade type 
and the maximum and minimum grade. 

 

Administration of the section (Guidelines for blended delivery) 

For preparation of this lesson teachers bring some prepared lessons (may be in different format: texts, 
videos, audios, powerpoint, etc). and each of them shortly present their lesson. After that, the content is 
presented. Later the teachers are divided into groups and given a test Moodle to create the course on 
Moodle using the lessons they brought and other resources/tools they may need, also including 
assessment part. Afterwards each group presents the course created.  

 

Assessment of the section 

The assessment can be carried out at the end of the presentation in form of a discussion about the lessons 
they have learned and their personal experiences and feelings about this type of group work. And their 
ability to create/launch the course in Moodle platform.  

 

 

 

 

 

 

 

 

 

 

 

CONCLUSIONS 

 

This handbook has presented a learning package for the creation of blended learning curricula. 
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The four modules have provided the necessary learning content about how to conduct a needs 

assessment, how to design a digital learning course, how to create resources for the digital course, and 

how to launch such course.  

For each of these steps, the handbook has also outlined technical sheets to help in the understanding 

of tools and methods, guidelines for the administration of each section of the modules and its blended 

delivery, and assessment methods to use. 

 

Now it’s your turn to transform your lessons with the blended learning methodology: good luck with 

your work! 

 

 


