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Introductory Module  

 

1. How to pass the course 
 

Assessments and Certification 
In order to pass the course and receive a certificate, you will be required to continuously 
record two elements: 
- the table of competences, 
- reflection on the topic of the module. 
 
From module 3 on you will be asked to determine what competences you feel you have 
acquired and provide evidence from your course work activities for it. All the modules are 
designed to contain activities leading to the development of skills, acquiring and application 
of knowledge, rethinking and development of attitudes. 
In each modules those elements will be identified for you so that you will need to select the 
evidence and match it with listed competences. Later in the course you may also identify the 
competences yourself, so that your table will be more individualised. 
Additionally, after each module we will ask you to reflect on the topic of the module from the 
perspective of VET and in the context of your own classroom and the vocational subject you 
teach. 
You will record both elements in <a blog in Moodle> and build them progressively as the 
course goes on. We recommend that you create the map of competence progressively and 
regularly, preferably after each module. At the end of the course you will have completed the 
map of your competences developed or improved during the course, as well as your ideas for 
application in vocational context, thus creating an electronic portfolio to illustrate your 
progress. Also, these elements will tell the facilitators whether the course objectives are 
being met and whether you work individually, cooperate with others, and receive sufficient 
support. 
We will assess you formatively, which means that we will not award grades or points, but 
follow your progress, completion of tasks and provide you with feedback. 
 
2. Table of competence: course assessment 
From module 3 on you will be asked to record the evidence in your competence table 
according to the competence we defined for you in the course.  
 
List of competences 
We identified 8 competences that are covered in the course. Each competence from the list 
should be matched with at least one evidence. 
<based on 
https://docs.google.com/document/d/1d4TfDZDi5QAcE8bBBd80SdXMoGetLqodIVewtnM5Jx
Y/edit> 
 

1. Digital competence, using ICT tools for teaching and learning in VET context 
2. Work collaboratively online synchronously and asynchronously (sharing ideas, 

communicating...) 
3. Analyse competences in general and participant’s own competences; 
4. Critically adopting general e-learning principles and particular solutions in their 

context 
5. Design  engaging e-tivities for individual or group work in accordance with the 

learning outcomes 
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6. Create and manage (publish, select, re-use, share, and evaluate) audio-visual 
teaching /learning materials in accordance with the learning outcomes 

7. Facilitate, inspire and motivate  participants in an e-learning environment in order to 
achieve the learning outcomes 

8. Metacognition (awareness and critical reflection on own teaching and learning 
competences) 

 
Each module contains activities that support development of the skills, aquiring and applying 
knowledge as well as reflecting and gaining new attitudes. There are various elements 
proposed for you to publish in your G-docs /learning blog according to the table, but feel free 
to select others if you think they will illustrate your competence better. You may want to 
start your work relating to the competence gained or enhanced in Modules 1 and 2. 
 
3. How to fill in the competence table 
 
Moodle blog 
How to create a competence table in your blog on the platform: 
- each competence should be posted in a separate blog post, 
- each entry can be supplied with attachments, direct active links to the evidence (eg. forum 
posts), 
- use tags to arrange the blog posts, 
- you can share your posts with other users or make them private (but still available to the 
moderator). 
 
You will find example of the table on Moodle blog. 
 
Google Docs 
The Google Docs will be created and the link sent to you by the facilitator. The document will 
be empty so that you may decide how to organise the competence table.  
 
But here are a few tips: 
- each competence should be posted in a separate column 
- each module should be put in separate line 
- each competence should be matched with at least one evidence from the course 
- work on regular basis - after each module put a link to your post on discussion forum or 
blog in appropriate line to show mapping the evidence with competence 
 
You will find example of the table on G-dosc. 
 
All links to tables of competences that will be developing throughout the course by each 
participants will be gathered and available for everyone on Course wiki. It may be helpful for 
you to see how other are managing this task. 
 
4. How to find direct links to evidence 
While recording your evidence it is important to publish in the comptence table direct links 
to your posts on discussion forums and blog posts.   
It is not enough to put the link to one forum thread where you published your post because 
the thread contains also posts added by other participants. The same for the blog. 
 
 
Discussion forum 
Go to the left hand “Navigation” panel, next choose My profile > Forum posts > Posts > Find 
the post you would like to link to in the table and click on “See this post in the context” 
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below the post. Next you will be re-directed to the forum where you should copy the link 
from URL field.  
The direct link to your post should end with specific number e.g. #p4258 
 
Blog posts 
Go to the left hand “Navigation” panel, next choose My profile > Blogs > See all my posts > 
Find the blog post you would like to link to in the table and click on its title. Next you will be 
re-directed to the post where you should copy the link from URL field.  
The direct link to your post should end with specific number e.g. entryid=27 
By linking the evidence in a way described above your competence table will be clear and 
you will be sure that your right evidence are merged with right comptence.  
 
5. Course Guide 
1. Course outcomes 
After completing this course you will be able to plan an e-learning course for VET subject you 
teach together with exercises and elements of online teaching strategy, using a variety of 
tools and teaching methods selected specifically to meet your goals. 
We expect from you that you will: 

● send us a table illustrating your competences   
●  provide evidence of your competences from your course work (after each module) 
● be able to plan an e-learning course 
● be able to facilitate an e-learning course 
● complete the exercises in the consecutive modules 
● meet the deadlines 
● log in at least three times a week 

 
2. Learning environment 
The course “How to design and facilitate an online course in VET context” is delivered on the 
Moodle platform. That means that you will find all assignments, resources and organisational 
information on this platform. All discussions will also take place there on disussion forum. 
You will be asked to fill in the competence table with evidence of your competences and to 
write a reflection summarising you work on particular course subject. You will be using a 
Moodle blog for these activities. However, some of the assignments may require the use of 
other tools, such as Google Documents for collaboration or tool for video-conferencing.  
 
3. Course structure 
The course is comprised of ten modules which, combined, will require an estimated  50 hours 
of study. The course is designed to be completed within three months. It 
starts on ------------ and ends on ----------. You will need to work on each module in the time 
frames specified below. The duration given for each module is only an estimate and suggests 
the average time necessary to complete all activities. 
Every module comprises of a section “Learning in Module” containing learning outcomes for 
each module, “Introduction” containing the most important elements required for the 
exercises (group and/or individual) and supporting materials such as links to instructions or 
external resources. 
Module 2, “Developing competences”, is dedicated to the topic which will be required for all 
the remaining modules. It will be helpful to familiarise yourself with this part before starting 
on the exercises in the other modules. 
 
 
 
Module 1: Introduction and Warming up (dates, 2h 30 min) 
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The objective of this module is for the participants to master the platform in order to be able 
to participate comfortably, to get to know other participants and course facilitators, as well 
as to plan their learning for the course. 
As a result of this module you will be able to: 

- explain the importance of introduction and personal touch in online learning 
- use the course platform to a degree which allows participation in the course 

 
Module 2: Developing Competences (dates, 3h 20min) 
The objective of this module is to identify the competences you have as teachers and reflect 
on how you can make sure that your students have achieved the desired (vocational) 
competences. 
As a result of this module you will be able to: 

- explain what is competence 
- identify your own competences as teachers 
- analyse which competences can be acquired by using ICT 
-  explain the link between competences and evidence 

 
Module 3: Exploring e-learning (dates, 3h 30 min) 
The objective of this module is to observe various forms of e-learning in the context of VET. 
As a result of this module you will be able to: 

- identify different forms of e-learning 
- analyse elements of e-learning courses 
- consider the possibilities of using various e-learning forms in own vocational 

context 
 
Module 4: Designing e-tivities (dates, 6 h 10 min) 
The objective of this module is for participants to gain the skills necessary for designing e-
tivities. 
As a result of this module you will be able to: 

- explain the concept of e-tivities 
- explain the role and importance e-learning outcomes 
- design e-tivities useful for the specific vocational subject you teach 
- write learning outcomes applying SMART criteria 

 
Module 5: Motivation (dates, 5h 15 min) 
The aim of this module is to explain the complex mechanisms that motivate and demotivate 
participants of e-learning education programs with emphasis on the the VET context.  
As a result of this module you will be able to: 

- outline the factors that influence the levels of motivation among the participants 
of an e-learning course 

- use selected methods to stimulate activity among the participants 
 
Module 6: Group work (dates, 10 h) 
The objective of this Module is to achieve neccesary skills to design an e-tivity for group 
work. 
As a result of this module you will be able to: 

- develop skills to collaborate in a group work. 
- being aware of skills for facilitating group work. 
- desing an e-tivity based on group work. 
- know the characteristic of the group work. 

 
 
 
Module 7: Moderation online forum discussion (dates, 7h 5 min) 
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The objective of this Module is to gain the skills required for planning and facilitating online 
discussions and reacting to certain problems in the context of VET.  
As a result of this module you will be able to: 

- plan online discussions 
- facilitate online discussions 
- manage the discussion forum tool in an online environment 

 
Module 8: Developing e-learning resources (dates, 4h 30 min) 
The objective of this Module is to provide an overview of various ways a teacher can develop 
their own learning resources as well as to gain skills in developing basic learning resources for 
vocational subjects. 
As a result of this module you will be able to: 

- explain the options for and advantages of developing own e-learning resources 
for VET 

- create simple videos and publish them online 
- analyze and compare good and bad instructional videos 
- become aware of free tools for content development 
- plan instruction in which students create learning resources 

 
Module 9: Online resources - reusing, sharing and evaluating  (dates, 4h 10 min) 
The objective of this Module is to gain skills in searching, selecting, re-using, sharing 
and  evaluating  online resources for your vocational subject(s) required to achieve selected 
learning objectives. 
As a result of this module you will be able to: 

-  explain the difference between using copyrighted content and Open Educational 
Resources 

- understand how to select, re-use and evaluate online resources 
- select, re-use, share and evaluate online resources 
- apply conditions of Creative Commons licenses 
- select resources according to learning outcomes 

 
Module 10: The role of the facilitator (dates, 2h 20 min) 
The objective of this Module is for participants to gain skills in organising own work as a 
facilitator of an e-learning course on a vocational topic, as well as to develop skills in 
evaluating their own skills. It is also the module in which we will summarize the course. 
As a result of this module you will be able to: 

- explain the roles and competences of a facilitator in an online course 
- organise the facilitation of an e-learning course 
- evaluate own facilitating skills 
- visualise data on own progress 

End of the course  - date  
 
4. How to pass the course 
In order to pass the course and receive a certificate, you will be required to continuously 
record two elements: 
- the table of competences, 
- reflection on the topic of the module. 
 
From module 3 on you will be asked to determine what competences you feel you have 
acquired and provide evidence from your course activities for it. All the modules are 
designed to contain activities leading to the development of skills, acquiring and application 
of knowledge, rethinking and development of attitudes. 
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In each modules those elements will be identified for you so that you will need to select the 
evidence and match them with listed competences. Later in the course you may also identify 
the competences yourself, so that your table will be more individualised. 
Additionally, after each module we will ask you to reflect on the topic of the module from the 
perspective of VET and in the context of your own classroom and the vocational subject you 
teach. 
You will record both elements in <a blog in Moodle> and build them progressively as the 
course goes on. We recommend that you create the map of competence progressively and 
regularly, preferably after each module. At the end of the course you will have completed the 
map of your competences developed or improved during the course, as well as your ideas for 
application in vocational context, thus creating an electronic portfolio to illustrate your 
progress. Also, these elements will tell the facilitators whether the course objectives are 
being met and whether you work individually, cooperate with others, and receive sufficient 
support. 
We will assess you formatively, which means that we will not award grades or points, but 
follow your progress, completion of tasks and provide you with feedback. 
 
5. Methods of work 
To ensure smooth running of the course and to help all participants in completing their task 
we suggest some practical solutions. The exercises are based both on individual and group 
work. Very often individual work is an introduction to a group discussion or group work on an 
assignment. 

- Individual work: the whole course was designed to be completed within about 
50 hours of study. This amounts to approximately 4 hours a week. However, as 
individual work pace varies, the actual time required might differ from the 
estimates. 

- It is a good idea to familiarise yourself with the course schedule and 
requirements on how to pass each module. This way it is easier to plan your 
work, taking into account external factors such as vacations and holidays, or 
personal commitments, and also leave some margin of time for unpredictable 
circumstances. You may consider using the built-in Moodle calendar (or another 
online tool, such as Google Calendar) to control and plan deadlines. Although 
your study time is decided solely by you, planning your participation in the 
course will allow for better cooperation within the course and will ensure the 
completion of assignments. 

- Group work: you can benefit from the activity of other course participants, learn 
from them as well as with them. This happens through exchanging views on the 
discussion forum, commenting on each other’s posts, citing others and posting 
links. In this case the success of the assignment depends on the level of activity 
of each individual participant, so it is important to communicate frequently with 
others and to engage in group work. Intensive communication working towards 
deadlines are crucial in this form of work. 

You should reserve four hours a week for the course and log in at least three times a week to 
fully benefit from the course. Try to log in twice a day; for example, once in the morning, to 
post and add content, and once in the evening, to read and comment on the activities of 
other participants. 
 
7. Feedback 
Feedback will be provided by the course facilitators as well as by the course participants 
through comments and discussions. It will concern the activities, forum posts, and the results 
of the group work. 
The feedback will not be expressed on a scale or in the form of grades but will be provided 
through detailed comments. The objective of the feedback is to provide support and 
guidance for further learning. 
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8. Materials in English 
Almost all the content of this course is available in your native language and you can 
complete it without any knowledge of a foreign language. On the other hand, English can be 
useful to expand your knowledge of the subject. Many interesting examples and resources 
are not available in your native language. However, it is possible to translate many of the 
foreign language materials using Google Translate. Although the translation will only be 
approximate, it should be sufficient to understand the general meaning. 
 
9. Contact 

● Through messages sent from the Moodle platform (Participants>[choose 
recipient]>send message) 

● For all content-related problems: through the discussion forum in the respective 
thread 

●  For all technical problems: through the discussion forum in the respective thread 
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Module 1. Introduction and warming up 

 
 
1. Learning in Module 1 
The objective of this module is for the participants to master the platform in order to be able 
to participate comfortably, to get to know other participants and course facilitators, as well 
as to plan their learning for the course. 
 
As a result of this module you will be able to: 

●   explain the importance of introduction and personal touch in online learning 
●   use the course platform to a degree which allows participation in the course 

 
We expect that during this module you will: 

●      read module materials 
●      fill in your profile 
●      fill in your calendar 
●      publish at least two posts 
●      try different options available on Moodle which help you organise your work during 

the course 
●      introduce one participant to the rest of the group 

 
2. Introduction 
“Why should I publish my photo and write about my interests? It’s childish.” 
“The biggest disadvantage of e-learning is the lack of direct personal contact with 
participants.” 
The first statement was expressed by one of the course participants. It is not a typical 
opinion. The second one is more typical. We have heard it many times when we asked for an 
evaluation of e-learning. Those two statements, apparently unconnected, actually occupy 
two ends of the same spectrum. One expresses the longing for a living person on the other 
side of the optical fibre cable; the other objects to revealing any personal information. 
What is our stand on this? We will reply by asking you to conduct a small experiment and try 
a visualisation: please try to imagine that you are teaching a class where all the participants 
are separated from each other by screens. You know their names but you don’t know how 
they look like, and their voices are partially muted. Do you feel comfortable? 
An e-learning course is not a place where you start intimate relationships. Many topics are 
inappropriate. However, without doubt, too much caution will lead to a situation in which 
participants appear to each other only as names, as it often happens on open forums. They 
will not form any ties and they will not feel that they participate in the group. This spells the 
end for activities which are based on discussion and exchange of opinion. 
Don’t be afraid to say something about yourself that is beyond the obvious, attach your 
photo, refer to your personal experience during a discussion, give your post on the forum a 
more individual, even a bit informal touch, just as we are doing in this text. 
 
3. Activities 
 
1.1. Fill in your profile and introduce yourself 
Introduce yourself in the profile. Write about yourself and describe the specificity of 
vocational sector you are teaching. Each vocational sector is different by its nature and 
requires various pedagogical approaches. Reflect on your teaching practice and describe how 
you are meeting the demands of your vocational subjects. 
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If you have experience in using technology in your private or professional life, please write 
about it  (which technologies, how do you use them and in which context). We are also 
curious about your expectations regarding this course. What would you like to learn? 
We would like to know if you know how to use Moodle (if you have past experiences on this 
platform, for example), to help you in case you feel you need more information or tutorials 
about the virtual learning environment. 
Don’t publish a photo of your cat, the view from your window or a cartoon character. They 
are not participants in this course. 
The size of the file can’t exceed 16 MB. 
Allow others to get to know you but you don’t need to leave your comfort zone. We don’t 
expect from you to describe yourself in a way which intrudes your privacy. 
You will find the link to your profile in the left panel of the course in Navigation block- click 
on My profile - View profile. You will see the empty profile page. Click on edit my profile 
(lower right corner of the page)  and enter the necessary information. 
 
1.2. Describe your desk 
Publish on the course discussion forum a photo taken with your phone or camera of things 
which you have on your desk at this moment, according to the saying “tell me what do you 
have on your desk and I will tell you who you are”. Let’s make it visual! The file with the 
photo can be added as an attachment to the forum post. If you prefer you can also publish a 
list of things. Is there anything connected with your VET profession? The person who has the 
most unusual object on their desk will win a smile from the facilitators. 
Time for task: 15 minutes 
 
1.3. Describe a particular course participant 
You have introduced yourself and described your desk. But do you know all the other course 
participants? Your task is to select one person from the course and introduce him or her to 
the group (according to the information published by this person in their profile and on the 
forum) by using the shared board Stixy. You can also add a photo and description. This tool is 
user-friendly and doesn’t require a login. We will make the final product of your work 
available to all course participants, so we can get to know each other before we start working 
together. The table is available at …...... 
[LINK to STIXY + PASSWORD] 
Time for task: 30 minutes 
 
1.4. Play with Moodle 
Try to get to know the Moodle platform, the environment in which the course was created. 
Don’t be afraid to click on various options. You can’t delete or ruin anything in the course. 
Have a look at the places that you find interesting. You can open some resources (PDF files, 
links), go to the forum, find the profiles of the other course participants (in the left side-
panel). You can also have a look at the course calendar (right side-panel) to check upcoming 
deadlines and add your own events (for example, those imported from the Course Schedule). 
Please check if you can open all types of files. If necessary, you can upgrade your software. If 
something is not working properly or if you are not sure about a certain function, please 
describe it on the forum and we can try to solve this problem together. 
 
Here you have some information about Moodle that can help you: 
- Moodle video tutorials: http://docs.moodle.org/22/en/Moodle_video_tutorials 
- Moodle manuals: http://docs.moodle.org/22/en/Moodle_manuals  
If you feel you need specific information about a particular aspect of the course, please ask 
your facilitator. 
 
Time for the task: approx. 30 minutes. 
 

http://docs.moodle.org/22/en/Moodle_video_tutorials
http://docs.moodle.org/22/en/Moodle_manuals
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1.5. Explore this course 
1.5.1 In this short video (3’11’’)  you can see the explanation of the relations between 3 areas 
of design for learning: pedagogy, content and technology is presented.  
http://www.youtube.com/watch?v=0wGpSaTzW58   
Watch the video and as you explore the course guide [link], create a map of the course 
related to the 3 areas of the TPACK model described in the video. 
Use any graphics editor, presentations or any other simple drawing tool to place eg. the 
names of the modules, dates and other references. 
Time for this task: 30 min 
 
Transcript of the video: 
In discussion on learning technology you may have heard the acronym T-P-C-K or T-PACK. 
TPACK stands for Technological Pedagogical and Content Knowledge. So to understand what 
this is we first need to draw a few circles. Let’s start with green circle and call it technology. 
Technology represents technical knowledge so the ability to use software, the ability to use a 
computer and so forth. There are others domains of knowledge as well like for instance 
content knowledge. So put here C for content knowledge. This includes high school language 
arts teacher, language arts, this includes science, social studies and so forth. So what you as a 
teacher is trying to convey to your students. And also working on Shulman's idea here is an 
idea of pedagogical knowledge as well. So this is how to teach. So for instance you may be an 
expert in quantum physics you may not know how to teach quantum physics or you may be 
an expert in Shakespeare but you may not know how to teach Shakespeare. Similarly there is 
sub-domain of knowledge called PCK which is where pedagogical knowledge of the subject 
and content knowledge meet to allow you to effectively teach that specific content 
knowledge. Similarly the authors of TPACK propose the other subdomain as well like for 
instance technological content knowledge area in which you know the technology in how 
relates to content knowledge. So again if you teach social studies you know how to use 
technology to support your research in that field or your study in that field. Similarly there is 
technological pedagogical knowledge in which you know how to use technology to support 
teaching. 
Now the whole idea of TPACK is to get out something that we feel that is getting out in 
learning technologies from many years. That is central idea here. This is how all three of this: 
technology, pedagogy and content knowledge work together in a very complicated way to 
support good teaching. 
Now TPACK has been under some attack because it does propose to be an entire package or 
full view of technological integration. And part of the response of TPACK authors that come 
up for in defending TPACK  have been put a dotted circle around everything. This is context. 
So if you are in elementary school for instance the way TPACK looks very different then if you 
are in higher education, if you are in a corporate sector this might be very different as well. 
So automatically TPACK tries to get out understanding how these three domains of 
knowledge interact with one another in creating subdomains are essential to understand to 
support effective technological integration. 
 
1.5.2 Plan ahead during the course 
Write down on the course forum what you are planning to change in your weekly schedule to 
find time for four hours of study for the course. By this we mean workable ideas that will 
help you improve your organisation and ensure that you have enough time for the course. 
For example, I will get up one hour earlier, download the materials on the reader, and read 
them on my way to work. The purpose of this exercise is to make a contract with yourself in 
which you yourself define the rules of work. It will help if you 

- familiarise yourself with the course schedule and mark all important dates in the 
calendar. Check them against other appointments in your agenda to see if the 

http://www.youtube.com/watch?v=0wGpSaTzW58
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upcoming days, or weeks, are not going to be too busy, perhaps forcing you to 
cancel some of the planned activities. 

- plan ahead for the realisation of particular topics - use the Course Guide. 
You can use the calendar available on the platform (adding the participants’ dates), online 
calendar (for example, Google), your own paper agenda, or print the course schedule and 
add to it the additional dates and assignments. 
Time for the task: approx. 15 minutes 
 
1.6 Fill in the self-evaluation questionnaire 
The questionnaire below is based on G. Salmon’s concept of the competences for e-learning 
course facilitators. It will enable you to evaluate your skills towards facilitating online 
courses. 
Relate to each of 30 statements covering 5 key competencies necessary for the facilitation of 
the online courses. You will do it twice: at the beginning and at the end of the course. You 
will be able to compare those two questionnaires and reflect on your development by the 
end of the course in Module 10. 
Answers: 
Y – this statement describes me, 
? – I cannot answer 
N - this statement doesn’t describe me 
Time: 10 minutes 
 
UNDERSTANDING ONLINE PROCESS 
I have participated in online courses before 
I know the advantages of online teaching and learning 
I know tools and technologies related to online learning 
I can motivate and organise group work and collaboration online 
I can create and lead engaging online learning. 
I can apply various tools and methods for online learning. 
 
TECHNICAL SKILLS 
I know basic Internet tools 
I know software that can be used for online learning 
I can evaluate applications according to their relevance for online learning 
I know the applications and their functionalities that support assessment of the learner 
Technologies disturb my learning online 
I can build up a coherent learning environment with different tools 
 
ONLINE COMMUNICATION 
I know and use netiquette 
I can write a personalised and natural message online 
I feel at ease communicating online with others 
I can motivate other to be active online 
I can built upon various experiences and attitudes of the course participants 
I can differentiate between emotions and content in online discussions 
I don’t over-react to aggressive and controversial posts in the discussion boards (trolling) 
 
DOMAIN-SPECIFIC COMPETENCES 
I feel comfortable in my domain and I can share my knowledge with others 
I know interesting resources from the subject/ domain I teach 
I know the topics that can evoke interesting discussion among the learners 
I can make a fair and adequate assessment of the online activities of the learners 
I can evaluate in a particular online resource is relevant to the course I teach 
I can adjust and develop the topic during the course depending on the participants‘ input 
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Personal characteristics and attitudes 
I want to teach online 
I can present myself, also online, as a real person 
I am not afraid of experimenting with new tools and taking up new actions in Internet 
I really enjoy learning and teaching online 
I can make people learn from each other online. 
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Module 2. Developing competences 

 

1. Learning in Module 2 
The objective of this module is to identify the competences you have as teachers and reflect 
on how you can make sure that your students have achieved the desired (vocational) 
competences. 
 
As a result of this module you will be able to: 

- explain what is competence, 
- identify your own competences as teachers, 
- analyse which competences can be acquired by using ICT, 
- explain the link between competences and evidence, 

 
We expect that during this module you will: 

- read module materials, 
- share your competences as a teacher using Stixy board, 
- participate in the discussion on using ICT for developing competences, 

 
2. Introduction: Competences in VET   
 
If you browse looking for a definition of competence, you will find that it is most often 
connected to jobs or to employee performance. But what is a competence?  
According to Escudero (2008) a competent professional is someone who is able to "perform 
intelligent actions to complex problems in a particular context". This implies that such an 
action is the result of a judgement based on decisions and interpretations relating to 
previously learned skills, attitudes, procedures and ethical beliefs, that do not have to be 
explicitly related to the problem.  
So, competence indicates sufficiency of knowledge and skills that enable someone to act in a 
wide variety situations, i.e. to apply them in a context. 
 
According to Departmnet of Training and Workforce Development (2012), in VET, individuals 
are considered competent when they are able to consistently apply their knowledge and 
skills to the standard of performance required in the workplace. 
 
If you want to read further about competences have a look at the following definitions here 
[LINKS TO LOCALISED DEFINITIONS< SHORT ONES} 
 
Watch the following short video [EMBED!http://www.youtube.com/watch?v=xStdJXfpU4Y ] 
and note down your own understanding of the concept of competences. Can you relate it to 
the definitions you read above?  
 
3. Assessing competences - Digital evidence 
We need to design competence-based assessment to make sure that our learners have 
achieved the desired competences. The key to competence assessment is that it is based on 
actual skills and knowledge that a person can demonstrate in the workplace or other 
contexts.   
 
Evidence hold proof of your skills and competences. They are tangible, instead of inteangible 
declarations. In our course (and often in e-learning) they will be in a digital format.  
 

http://www.youtube.com/watch?v=xStdJXfpU4Y
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Examples can vary from digital documents (e.g. project outline in .pdf), software you worked 
on, audio and video files documenting your activities, photos of your work. They can be a 
direct result of your activities e.g. taking picture of your project or recording your lecture. 
Examples of evidence:  

- screenshots of your post on discussion forum 
- link to the videoconference recording that you participated in an active way 
- reflective commentary on evidence with description about relevance to you/reasons 

why you selected the evidence 
- photo of you giving a lecture 
- file with scenario of workshop that you designed and conducted 
- feedback from your students after the workshop with your reflection  

 
Characteristics of good evidence: 

- coherence with the goals - the evidence should correspond to your 
learning/development goal and should provide proof for competences that you want 
to demonstrate 

- re-use - evidence that with little change can be re-purposed for different audience or 
a different goal. 

- accessibility - evidence should be availiable in accessible and universal file formats, 
such as PDF, JPG, TXT, MP3 and the like. 

- access - when availiable through a secured website, login options should be provided 
for the audience. So if possible, provide open (and easy) access to the materials you 
want to share. 

 
Examples of re-use 
It is important to realize that one evidence can provide proof for different competences and 
skills as well as that a particular format of evidence can hold more information about the 
author than another.  
For instance your welding skills can be described in a short text but will be presented much 
better in a short film or photograph of the items that you have produced. Additionaly such 
evidence will prove your digital skills of recording, editing and publishing  online. 
 
 
4. How to identify competences?   
According to Lauzackas (2006) there are three main criteria for identifying competences: 

1. Competence identifies the learner’s final behaviour, i.e. what he/she should be able 
to do after learning; 

2. Competence clearly indicates the conditions under which this behavior occurs (using 
particular tools, etc.); 

3. Competence identifies criteria for assessment of the learner’s behavior (whether it 
is sufficient or not) 

 
Example 

Topic: Mastering milling machine model „N“ 

Subtopic Competence 

Analysis of the structure of milling 
machine model „N“ 

Define the structure of milling machine model „N“, 
using its operation and control schemes 

Adjustment of milling machine 
model „N“ 

Adjust milling machine model „N“ for work, using 
adjustment schema 

Processing the part with milling 
machine model „N“ 

Process the detail with milling machine model "N“ 
under a specific scheme. 
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General part of 
the sentence 

Active verb or 
phrase 

Complement Context or condition 

Learners will be 
able to... 

...define... ... the structure of milling 
machine model „N“... 

... using its operation 
and control schemes 

 ... adjust... ... milling machine model 
„N“ for work... 

... using adjustment 
schema 

 ... process... ... the detail with milling 
machine model „N“... 

... under a specific 
scheme 

 
Activities 

2.1 Identify your competencies 
Now think/reflect on your comptences as a vocational teacher. 
What knowledge, skills and experience do you bring to your classroom when designing and 
teaching for vocational subjects or in a vocational institution? 
Create a list of some of your comptences and share it with your tutors and colleagues using 
Padlet Use the basic functionalities (add a note) to list your competences. Make sure your list 
can be identified as yours (e.g. by name and/or photo). 
Have a look and relate to the competences listed by the other course participants. Can you 
elicit those specific for vocational subjects? Note your thoughts down (e.g. in a word 
document, blog  gdocs or wherever else you prefer), you will work on them further in Activity 
2.2. 
 
Padlet guidelines 
This is an online board, where you can post short messages, photos and links. You don’t need 
to register to access Padlet board. Just follow the link, write in the password and share your 
competencies with the course participants.  
LINK: 
PASSWORD: 
For safety reasons on the Padlet you can read post added by others but you can edit only 
your post. 
Time for the task: 45 minutes 
 
2.2 Using ICT for developing competences  
 
Discuss your thought and ideas about the identified competences. 
You have identified your competences as a teacher of VET subject in Activity 2.1. Which of 
those competences can be acquired by using ICT? How can technology support acquiring 
competences? Are there any competences that cannot be supported by ICT? Why not? 
Think about one tool that you are familar with and examine it against Bloom’s taxonomy of 
learning activities and outcomes (figure below).  
Reflect on how choosen tool can help your students develop the competences they need to 
acquire to become competent in the field they are training for. Share your thoughts and 
ideas with the other participants in the forum. Your faciltator will be there to start the 
discussion, facilitate, motivate and guide you 
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through.  

 
According to each level of Bloom’s taxonomy you may consider if the tool helps the user to 
remember, understand, apply, analyse, evaluate or create. The questions from the figure 
may be helpful in this task. 
For example: Microsoft Excel  

- Bloom taxonomy: Create 
o Excel as a tool that can be used for communicating infomration visually 

through charts and graphs.  
- Bloom taxonomy: Evaluating 

o Excel as a tool that can be used for evaluation of effectiveness.  
Time for this task: 45 minutes 
 
2.3. Create your competence table  
From module 3 on you will be asked to record evidence of your competences in the 
Competence Table according to the list of competences defined for this course.  
 
Read guides and advices collected in Table of competence: course assessment resources and 
think ahead how you will be approaching to this course assignment.  
 
[in case of Google Docs] Check your mail box. The link for Google Document should be 
waiting for you. Check if you have access and can edit the document. Think of how the 
competence table can be created in a way that allows you for mapping evidence and 
competences in efficient way. 
 
[in case of Moodle blog] Find your blog on course site.  Think of how you can approach to 
mapping the evidence with competences in a way to develop clear and coherent table. 
 

2.4 [OPTIONAL] Take part in webinar on competence table  
If you need additional explanation of either the competence table or the tool you may find 
supportive to take part in webinar on competence table. The webinar will be provided by 
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your facilitator in a form of short guidance on accessing the tool, filling out the table as well 
as mapping competences with evidences. During the webinar, we reserve some time for 
questions, so think beforehand what is the main concern for you. You may also publish this 
question on discussion forum to give the facilitator time for preparing for right answer.  
If you need such help, choose one date for the webinar [LINK] that suits you the most.  
 
[OPTIONAL - IF 2.4] Decide on the webinar date 
In Activity 2.4 we propose a webinar for participants about table of competence. This is an 
interesting way to get to know each other in a format other than that provided by the 
asynchronous discussion forum. This webinar will be a chance for you to ask questions about 
table of competece.  
However, simultaneous communication poses new challenges. One of them will be to set a 
date of the meeting. Select one of the dates proposed for the webinar. 
 
The webinar is planned for max. 1 hour. 
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Module 3. Exploring e-learning 

 
 
1. Learning in Module 3 
The objective of this module is to observe various forms of e-learning in the context of VET. 
As a result of this module you will be able to: 

- identify different forms of e-learning 
- analyse elements of e-learning courses 
- consider the possibilities of using various e-learning forms in own vocational 

context 
- record evidence of your own competences in the competence table 
- reflect on your learning experience 

 
We expect that during this module you will: 

●   read module materials 
●   analyse examples of different forms of e-learning and take notes before the 

videoconference 
●   engage in a discussion during the videoconference 
●   indicate elements of the structure of e-learning courses 
●   elicit and reflect on the elements that can be used in your vocational context 
●      write a short reflection about e-learning in your vocational context 
●      publish the evidence for Module 3 in the table of competences 

 
2. Introduction: Defining e-learning 
William Horton (2006) duly observes that e-learning, in its best version, can be as good as the 
best class. If it’s bad, it can be as bad as the worst class. None of the forms of learning has a 
natural advantage; only the particular design for purpose and facilitation of a course decides 
about the quality of the course. 
If we want to evaluate e-learning, we first have to define it and specify our expectations. Very 
often the definition is directly derived from the course designer’s vision of e-learning and its 
potential for implementation. The context (or environment) of learning, the characteristics of 
the target group, the educational objective, the financial and technological restrictions, etc., 
will determine the type of e-learning you are going to experience. Sometimes under the 
same or a similar name (distance learning, distance education, e-learning, TEL) you can find 
very different methods of teaching.  It might be worth noting two definitions: 

●   E-learning is the use of information and computer technologies to create learning 
experiences. (Source: E-learning by Design, William Horton, 2006) 

●   E-learning is an interactive method of teaching which, through the use of the internet 
and available communication technologies, allows for the forming of certain relations 
between a facilitator (tutor) and a student, as well as among individual students in a 
group. (Source: Introduction to e-learning, 2008) 

The choice of definition affects the selection of pedagogical approaches in relation to the 
design of e-learning courses (or, more general, to the process of learning in an online 
environment). 
Time: 10 minutes 
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3. Reflection and Learning   
 
Reflection is an essential element of learning, especially for the practitioners, people who are 
professionally engaged in education and teaching. Reflection refers mainly to the practice of 
learning through experience, and it is an intensely individual, personal process. 
  
It is important to reflect on the experience we are gaining, or we have already gained, 
instead of only “living” it. Developing skills for analysing your own behaviour will allow 
conscious and intentional learning, which is steered by your own work and life, and not just 
by books, theories, compiling documentation, certificates, and expert advice.  
  
Reflection is where a learner tries to understand (and not only remember) given material or 
an event and relate it to his or her previous experience. Depending on the approach, 
different aspects of reflection are stressed, it can focus on the process of reflection, on its 
objectives or on its results. Thanks to reflection it is possible to reformulate or discuss again 
certain ideas, and thereby achieve a more in-depth and serious approach to a given problem. 
Why do we learn better through reflection? Jenny Moon, a lecturer at the University of 
Exeter who works on reflection, distinguishes four main reasons: 

- reflection slows down our actions, makes us absorb facts more slowly and forces us 
to start connecting them, look for references, and begin to ask questions. 

- through engaging in reflection we become  owners of  “learning”. The things we do 
start to be more important for us; they become “ours” because we have personally 
achieved them. 

- on a meta-cognitive level we have increased our consciousness of learning. We 
realise the skills we are obtaining, and we are becoming aware of hidden additional 
elements. As reflection is usually applied to more complex problems, it becomes a 
certain challenge for the learner. 

 
Activities 
 
3.1 E-learning has many faces: analysis of the examples 
According to the questions below analyse two proposed examples of e-learning 
courses.  Write down your observations and submit your notes as an assignment on the 
platform (enter your text in the window which appears under the content of the activity, 
after clicking on the button “Edit my assignment”). You need to complete this activity to work 
on Activity 3.3. Take part in a videoconference. 
 
Course to analyse: 
[LOCALISED EXAMPLES OF THE COURSES TO BE ADDED BY EACH PARTNER] 
 
You can find the following questions helpful during the analysis: 

●   Where is the course available? 
●   Can you identify what the learner can learn during the course? Is it realistic taking 

into account the resources, time and activities/ assignments designed? 
●   Is there a learning process that you can observe or the materials are rather loosely 

connected? 
●   Can you identify any group processes designed? Is there any room for any human -

human interaction? 
●   Is there a role for a facilitator or the course is for the individual use? If there is no 

facilitator what implication does it have for the participant/user? 
●   Do the exercises engage participants in active or passive participation (for example, 

reading texts and taking knowledge assessment tests as opposed to critically 
analysing texts and then publishing a post on the forum)? 
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●   What is the format of the resources? Are they easy accessible for you? Are there any 
particular technical requirements to participate in the course (eg. system, software, 
equipment)? 

●   What is the form of the assignment? Is it online? 
●   Is there any feedback that participant gets during the course? If yes: what is it given 

on? What form does it have (human/ automatic, descriptive/grade-scale)? From 
whom do you get it? 

Estimated time for the task: 1 hour 
 
Decide on the videoconference date  
In activity 3.3 we propose a meeting for participants and facilitators of the course through 
the videoconference. This is an interesting way to get to know each other in a format other 
than that provided by the asynchronous discussion forum. However, simultaneous 
communication poses new challenges. One of them will be to set a date of the meeting. 
Choose one of the dates proposed for the videoconference. The meeting is planned for 1.5 
hours. 
 
3.2. Learning to use videoconferences. Instruction for the videoconferencing Tool - to be 
chosen by each partner + instruction preparation (if not FM but Elluminate or Adobe) 

Explore and play with the tool for videoconferencing. 
This activity is an excellent opportunity to try out on your own how videoconferencing 
works before the actual group discussion, which is planned in the next chapter of the 
course. If you still haven’t voted for the date of the group meeting, it is time to do so. 
Even if you have experience in this type of online collaboration, it might still be useful to 
practice before the meeting, when there is no pressure and you have time to familiarise 
yourself with the tool recommended in this course. Potential difficulties with the 
technology can result in losing time on unimportant and irrelevant issues. It is better to 
check the tool and solve any problems before the actual discussion so that you are fully 
prepared to participate. Particularly important for effective participation in a 
videoconference is to fulfil the technical requirements, such as 

·  the installation of the Flash plugin (version 8 or newer), which you can download 
from the Adobe website 

·  a microphone, which is essential (built-in or a headphone set) and, optionally, a 
webcam (lack of a webcam doesn’t prevent you from using videoconference, but 
it hinders communication when some of the participant are not visible). 

Time for the task: 30 min 
 
3.3 Participate in a videoconference: e-learning in your classroom 
Your task is to participate in a videoconference. The aim of this videoconference is to discuss 
the ideas for using various e-learning forms analysed in activity 3.1 in your classroom. Why 
would you use sth? Why not? During this videoconference we will build on your analysis of e-
learning course examples in the context of the vocational subject you teach. 
The discussion will be moderated. The meeting will be recorded; it is the programme’s 
default setting. During the videoconference you should have ready at hand your observations 
and reflections prepared in activity 3.1 as they are the basis for this discussion. 
 
Link to VIDEOCONFERENCE 
 
If the date of the videoconference interferes with your other obligations and you definitely 
cannot participate in the meeting, it is your responsibility to watch the recording of the 
videoconference, participate in the discussion that follows on the course forum and read the 
summary. However, we strongly encourage everyone to treat this exercise as a priority. It is 
not only an important part of the course but also a chance to familiarise yourself with a new 
tool and a new e-learning technique. You can’t catch up later with this particular assignment. 
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Estimated time for the task: 1 hour 30 minutes 
 
3.4 Record evidence of your competences. Publish evidence in the table of competences. 
 
Remember that from this module on we will ask you to determine what competences you 
feel you have acquired and provide evidence for those competences based on your course 
activities.  
 
Start by recording evidence of competences you acquired in Module 3 and publishing at least 
three in the table of competences. You may consider: 

- discussion forum 
- videoconference recording 
- reflection 
- links or other interesting findings you wish to record about this module 
 

Identify evidence of what you have done and include them in your table, along with useful 
ideas or resources. It is also recommended that you discuss your competences and evidence 
with your colleagues (through a forum, for example), since sharing ideas and working 
together helps to understand how the table works.You may consider including evidence of 
your learning in Modules 1 and 2 in your table, as well. 
 
For instructions on technical issues about creating your competence table, please refer to 
“How to pass the course” resource at the beginning of the course.  
 
If you need additional explanation of either the competence table or the tools, you may find 
it useful to take part in webinar on competence table. The webinar will be provided by your 
facilitator in the form of a short guidance on accessing the tool, filling out the table as well as 
mapping competences with evidence. During the webinar, we will reserve some time for 
questions, so think beforehand what is your main concern. You may also publish this 
question in the discussion forum to give the facilitator time to prepare the answer. 
If you need such help, choose the date for the webinar that suits you the most. 
 
Time 15 min 
 
3.5 Reflection in VET context 
 
Like we announced in the beginning, after each module we will ask you to reflect on the topic 
of the module from the perspective of VET and in the context of your own classroom and the 
vocational subject you teach. 
 
Reflect on your experiences in Module 3 by writing them down (in max. 200 words) and 
publishing them in your table of competences. Here are some helpful hints to get you 
started. 
What is the experience you want to reflect upon: 
e.g. videoconferencing, moderating, expressing yourself with video and audio synchronously, 
discussing on the forum 
Why is this experience important to me? 
e.g. was it the first time? can I compare it to any previous experience with online 
communication? 
What am I going to do now? 
e.g. Can you apply those tools and ways of communicating to your vocational subject? 
 
Time 20 min 
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Module 4. Designing e-tivities 

 
1. Learning in Module 4 
The objective of this module is for participants to gain the skills necessary for designing e-
tivities. 
 
As a result of this module you will be able to: 

- explain the concept of e-tivities 
- explain the role and importance e-learning outcomes 
- design e-tivities useful for the specific vocational subject you teach 
- write learning outcomes applying SMART criteria 

 
We expect that during this module you will: 

- design a learning outcome for your e-tivity in a vocational subject 
- comment on a learning outcome designed by other participants 
- design an e-tivity specific for your vocational context. 
- comment on e-tivities designed by other participants 
-  write a short reflection about e-tivities in VET context 
- publish the evidence in the table of competences. 

 
2. Introduction  
Designing exercises is essential for achieving the desired specific outcomes. Clicking on 
screens, browsing through slides or watching a video is not, as such, teaching you much. It 
can, however, prompt you to undertake more effective didactic activities, such as reflecting, 
discussing, searching for additional information, analysing, evaluating or developing your 
own implementation plan. 
 
How we learn - pedagogy 
Much has been said about preferred styles of learning; there are also attempts to tailor 
content and exercises to personal preferences of individual learners and to automate the 
learning path. In this context the educational process is individual and it is possible to design 
it precisely. 
On the other hand the concept of social learning stresses the role others play in the process. 
It seems that we can extract from this academic debate a couple of points, which are useful 
from our, that is, the practitioner’s, perspective: 

- everyone learns differently, depending on the context or specific subject, and it is 
difficult to ultimately define one unchangeable and always preferred style of 
learning for a certain person. Therefore the more diverse the transmission, the 
greater the chance that it will be memorized. 

- we learn best through actions, so design such activities that will require activity 
from the learners, which means actions that involve people and media in order 
to reach specific outcomes. 

- appreciate existing knowledge and skills of the learners and refer to them when 
you design, for example, group work. This way you will use various experiences 
and give a chance to those with different skills. 

The exercises and activities that you suggest will support (to a greater extent) particular, yet 
often diverse ways of learning. They should be consistent with the predefined general and 
specific outcomes, and it’s worht noting that this is often the trap we fall into, especially 
when designing e-learning activities: we promise to teach how to write poems, yet we only 
offer a set of poetry to read. Teaching practical skills requires using very precise instructions 
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because learner has to follow the process in order to repeat the operation. It also often 
involves using both visual clues and text or audio prompts. 
 
3. Designing e-tivities  
The term e-tivity was coined by Gilly Salmon and it means "task online"; it is a framework for 
learning something in a dynamic and interactive way. 
 
E-tivity is a simple exercise initiated by a moderator, requiring some sort of interaction 
among the participants. It should take into account the difficulties/limitations typical for a 
particular stage of a course, as well as involve learners and help them to achieve a specific 
learning outcome. They can be reused, so if you have a good idea and prepare it well, 
recycling will require only small adaptations resulting from, e.g. individual characteristics of 
learners, a specific context or obtaining new information. E-tivities are suitable for fully 
online programmes as well as for blended activities supported by e-learning. 
 
In each e-tivity there should be an element of interaction with the other participants, e.g. 
through asking for feedback on the tasks completed by other participants (assignments, 
posts etc.). It creates the feeling of participation and involvement, which is an essential 
element of exercises based on group work. 
As your experience in facilitating and designing online exercises grows, you can develop and 
diversify your e-tivities by adding multimedia, experimenting with various tools, and 
changing the form of communication. When technology becomes truly invisible for you and 
your learners, focusing on the outcomes will become engaging and motivating for everyone. 
 
There are five crucial ingredients of an e-tivity: 

1. “a spark”: a challenge, problem, inspiration or incentive 
2. online activity: learners must perform a certain activity, do “something” 
3. an element of participation: learners must start interacting with each other, for 

example by providing feedback 
4. a summary, evaluation, feedback, assessment, analysis: from the facilitator or from 

the group 
5. instruction and invitation to participate in the exercise 

Don’t expect straight away that you will manage to design an e-tivity which will engage all 
course participants. Carefully observe and draw conclusions (reflective notes will be very 
helpful), so that your subsequent attempts are increasingly better. Use the help of others, 
test your ideas on people from the outside, look for inspiration and don’t be afraid to be 
criticised. 
 
E-tivities table 
The table provided below covers all important elements for designing an online activity, so 
you can use it as aid for designing your e-tivities. In the right column there are explanations 
provided by facilitators, based on an example of the videoconference activity from Module 3. 
 

Name of e-tivity e.g. Different forms of e-learning - videoconference discussion 

Learning outcome 
(for more 
information read 
chapter “Learning 
outcomes”) 

identify various forms of e-learning in the context of VET 
getting acquainted with videoconferencing tools (Flashmeeting) 

Result /outcome Understanding different forms of e-learning 
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Spark incentive to initiate e-tivity, e.g. (1) analysis of two examples of 
e-learning courses from the angle of designing and 
facilitating  according to the guidelines prepared by the 
facilitators; (2) facilitator’s introduction 

Number of 
participants 

e.g. in videoconference maximum of ten plus two facilitators. 
Important for asynchorous e-tivities: usually the optimal size 
of a group is 12-20 people 

Structure (what will 
happen in e-tivity) 

e.g. (1) welcoming participants; (2) defining outcomes and 
principles of the meeting; (3) moderated discussion; (4) 
summary 

Duration (the time 
that passes between 
the beginning and 
the end of an e-
tivity) 

in the case of a videoconference it is the same as the time for 
the participant. In the case of some other e-tivities, this time 
is significantly longer 

Time for the 
facilitator (the 
amount of work 
hours, which they 
have to invest) 

e.g. two and a half hours on preparation and two hours on 
facilitating the videoconference 

Facilitator’s actions specific actions performed by the facilitator, e.g. (1) 
preparation of the meeting’s outline; (2) organisation: setting 
the dates, communication by e-mail, technical preparations; 
(3) facilitation of the conference (welcome, moderation, 
technical support, summary) 

Participant workload 
(the amount of work 
hours which they 
have to invest) 

e.g. two hours 

Participant’s actions 
(specific actions 
performed by a 
participant) 

e.g. (1) getting acquainted with and testing the Flashmeeting 
tool, (2) analysis of courses prepared by facilitators, (3) 
participation in videoconference 

Tool used in this 
activity 

Videoconference - Flashmeeting 

Methods and criteria 
of evaluation 

e.g. Lack of measurable assessment. Feedback in the form of a 
general summary that will take into account the following 
issues: technical (e.g. showing the technical source of 
problems), content-related (e.g. analysis of the usual 
arguments, attempts to overcome controversies) and 
interpersonal (e.g. motivational potential of simultaneous 
communication) 
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4. Learning outcomes) 
An outcome is an expression (a sentence) of the expected results, which can be presented 
(measured, verified, or evaluated) after a selected course unit (course, exercise, or lecture). 
The outcome is directed at a particular participant, describes his or her behaviour and a 
method of presentation. It is a crucial element in each learning activity, including e-tivities. 
 
Why is it essential? 
Defining outcomes helps a learner understand expectations and gives a point of reference for 
the course designer/facilitator, which will determine the choice of content, forms or activities 
and methods of evaluation. 
Therefore defining outcomes makes work easier for the learner as well as for the designer or 
course facilitator. 
 
General and specific (operational) outcomes 
The first pertain to directions and actions but they do not define them. Operational 
outcomes refer directly to desired effects or results and actions, but they also define 
methods of implementation and evaluation. 
 
How to design a learning outcome? 
An outcome should be clearly and precisely described, it should refer to actions and 
behaviour and be measurable in the categories of time, place, quantity, 
frequency etc. 
It should also follow the SMART criteria - i.e. it should be Specific, Measurable, Attainable, 
Relevant and Time-framed. “S” can be also interpreted as Student-centred (emphasizing the 
fact that outcomes should specify the actions of the learner, not the facilitator). 
 
A properly formulated outcome: 

- contains descriptions of knowledge or skills which should be obtained by the 
learner. It shouldn’t be confused with the description of performed tasks or 
description of content or materials 

- defines conditions under which it should be achieved 
- uses active verbs describing desired behaviours (as listed in the image below): 

 
FIGURE WITH OUTCOMES TAXONOMY - Revised Bloom taxonomy of learning objectives 
  
Example 1: Differences in formulating outcomes 

Lower order thinking skills Higher order thinking skills 

After this class you will understand 
traffic regulations. 

After this course you will be able to analyse 
traffic hazards 

The aim of this course is to 
introduce basic concepts of land 
survey. 

After completing this course you will be able 
to apply basic techniques in land surveying 
when measuring the terrain. 

The aim of this course is to present 
how to use a computer 
(description of content) 

After completing this course you will be able 
to use a computer with a connected mouse 
and printer to write and print a text (skills) 

After this class you will be able to 
name the rules of communication 
that are essential for managing 
your own company (general) 

After completing this course you will be able 
to create an effective communication strategy 
by selecting adequate content, media and 
organisational structure (specific focus on the 
learner’s skills) 
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6 steps to achieve your learning outcomes (example) 

- Step 1: Define an outcome: After completing the training you will be able to paint 
the garden bench. 

- Step 2: Define the result: painted garden bench 
- Step 3-4: Write down the actions and order them: acquaint yourself with the 

materials, paint the bench in one colour, use the right paint for the material, 
cover evenly all surfaces with paint, and check if there are no protective 
elements on the bench. 

- Step 5: Define the criteria of verification through the senses of sight and touch: 
the bench is painted evenly in one colour (the old colour doesn’t show through, 
there are no streaks, the surface was well prepared so the colour could be 
applied evenly), the paint is suitable for the material (it doesn’t peel off, it binds 
well, and it doesn’t stain the elements adhering to the bench), all surfaces are 
evenly covered with paint (100% coverage of all elements of the bench), and 
there are no elements stuck to the bench (brush bristles, protective tape, leaves, 
etc.) 

- Step 6: Evaluation process: I think that the outcome will be achieved when the 
bench is painted.  

 
Activities 
 
4.1 Design learning outcomes for your e-tivity 
In module 4 your overall task is to design an e-tivity. However the most important part of this 
task is to plan and design learning outcomes. Think carefully about the desired learning 
outcomes and results and then add actions and framework for the participant. 
When designing the outcome, focus on an outcome for individual activity, not requiring 
group cooperation from your participants. Group work is more challenging and we will 
dedicate in a separate module to this subject. 

- Read the “Learning outcomes” text, follow the guidelines and design a specific 
outcome. For that you will need to think about your general objective, to which 
your specific objective is directly linked. 

- Use the “6 steps” method to keep the logical continuity between your specific 
outcome, actions and results. While formulating the outcome use active verbs. 

- Don’t forget to follow the SMART criteria. 
- Don’t forget that you are designing your outcome for vocational context, make 

sure that it ensures acquiring practical knowledge, when necessary. 
- Write down your outcome in the table. Don’t forget about the content, exercises 

and methods of evaluation that you planned and that should also be adapted. 
 

You can use the following table to structure the learning outcome and assign results and 
elements for evaluation: 
Subject Actions 

(active 
verbs) 

Criteria (i.e. level of 
performance) and content 
(results) 

Context and other 
circumstances (evaluation) 

The learners 
will be able to 

draw projects for contruction of 
office desks 

using professional  modelling 
software 

The learners 
will be able to 

apply 3 procedures for 
resuscitation 

without the use of  medical 
equipment 

The learners 
will be able to 

design an original recipe for soup achieving the required balance 
of flavours. 



eVET2EDU | Course How to design and facilitate online course in VET context | May 2014 30 

... ... ... ... 
 
Publish your properly formulated outcome on the discussion forum of Module 4. 
Time for the task: 1 hour 
  
 
4.2 Design individual  e-tivity and publish it in the forum 
Your task in this module is to design an e-tivity. As a result of activities 4.1 and 4.2 you have 
already designed a learning outcome, results and listed learner actions. 
Now it is time to design the rest of the e-tivity. Before starting, however, bear in mind that 
you are designing for vocational context and think whether there are any specificities of your 
vocational area that need to be taken into consideration when designing e-tivities?  
1) Read the comments about your work provided by the other participants and take them 
into account if you consider them useful. 
2) Remember the 5 crucial ingredients of e-tivity and the e-tivity table. Now create the same 
table and fill it in - this is for you as a designer to make sure that all the important elements 
of e-tivity are covered. 
 
You may find the following example useful in planning your own e-tivity:  
 

Name of e-tivity E-workshop creating a recipe for a face cream 

Learning outcomes After this activity, students will be able to: 
• develop a recipe for face cream 
• use Padlet for publishing and sharing materials 
• use the forum as a place of information exchange 
• use Youtube for learning. 

Results Creating a recipe for a face cream for your skin type. 

Spark 1. Isn't it fantastic when we choose the ingredients of 
cosmetic preparations and know exactly what we are 
putting on our skin? 

2. If you create your own face cream, you will not be fooled 
by advertisements or pay too much for a preparation 

Number of participants From 12 to 20 students. 

Structure (what will 
happen in e-tivity) 

1. Defining outcomes and organisational issues 
2. Repetition of knowledge about emulsions, study of plant 

oils, study of the essential oils and hydrolats 
3. Providing references to additional literature 
4. Presenting basic principles of creating a recipe. 
5. Students creating their recipes. 

Duration (the time that 
passes between the 
beginning and the end of 
an e-tivity) 

From 3 to 7 days. 

Time for the facilitator 
(the amount of work 
hours, which they have 

4 hours to prepare materials and presentations, 2 hours to see 
the results. 
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to invest) 

Facilitator's actions 1. Preparation of materials for teaching and instruction. 
2. Looking for additional resources. 
3. Technical preparation of Padlet and preparation of 

instructions for use. 
4. Making presentations and upload. 

Participant workload 
(the amount of 
workhours) 

3 hours. 

Time for the facilitator 
(the amount of work 
hours, which they have 
to invest) 

1. Review of the presentation. (30 min) 
2. Creating and filling in the table. (10 min) 
3. Introduction to Padlet. (15 min) 
4. Writing on Padlet. (15 min) 
5. Creating a recipe for face cream. (10 min) 
6. Publishing of recipe on Padlet. (10 min) 

Tools used in this e-tivity PowerPoint, YouTube, Excel, Padlet 

Methods and criteria of 
evaluation 

The process of evaluation is carried out through reviewing the 
posts with recipes published on Padlet. The task is finished when 
the recipe is properly designed. Interpersonal communication is 
encouraged through product comparisons. 

 
 
3) Write down instructions for your e-tivity (this is the text of activity like the one you are 
reading right now) 
Publish the table and the instructions for e-tivity on the discussion forum of Module 4. 
Time for the task: 2 hours  
 
4.4 Write feedback to e-tivities designed by others 
Select two e-tivities designed by other participants. Analyse them and provide feedback for 
your fellow participants. Use the e-tivity table as the basis for your analysis and comments. 
Also make sure to consider whether their e-tivities are appropriate for their vocational 
context, will they ensure that competences are acquired. 
Analyze them and write feedback by using this table. 
Publish your analysis on the forum. Don’t be afraid to be critical, but make sure that your 
criticism is constructive and aimed at the e-tivities, not the people who designed them. 
Time for the task: 45 min 
 
4.5. Reflection in VET context 
Reflect on your experiences in Module 4 by writing them down (in max. 200 words) and 
publishing them in your blog. 
What is the experience you want to reflect upon: 
e.g. designing learning outcomes, analysing learning outcomes, designing e-tivities, ensuring 
outcomes and e-tivities are in accordance with vocational context, analysing e-tivities 
Why is this experience important to me? 
e.g. will designing e-tivities change the way I teach my subject? what new opportunities do e-
tivities bring to my classroom? can I use e-tivities to teach competences? 
What am I going to do now? 
e.g. can I use e-tivities I have designed in teaching my vocational area? how can I design more 
e-tivities for use in my instruction? 

https://docs.google.com/document/d/19vz-Z0MEmiQveuLLNsMq9gonW8TfuTDjaucnFJ1-oP4/edit


eVET2EDU | Course How to design and facilitate online course in VET context | May 2014 32 

Time for the task: 20 minutes. 
 
4.6. Record evidence. Publish evidence in the table of competences. 
Record evidence of competences you acquired in Module 4 and publish at least three in the 
table of competences. You may consider: 
1) designed learning outcome 
2) designed e-tivity in vocational context 
3) screenshot of feedback to your e-tivity provided by other participant 
4) screenshot of feedback you provided to e-tivity designed by other participants 
5) links or other interesting findings you wish to record about this module 
Time for the task: 15 minutes. 
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R. R. Gajewski “O stylach uczenia się i I-edukacji”. Retrieved on June 20, 2013 from 
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Module 5. Motivation 

 
 

 
1. Learning in Module 5 
The aim of this module is to explain the complex mechanisms that motivate and demotivate 
participants of e-learning education programs with emphasis on the the VET context.  
 
As a result of this module you will be able to: 

-  outline the factors that influence the levels of motivation among the participants of 
an e-learning course 

- use selected methods to stimulate activity among the participants 
 
We expect that during this module you will: 

- fill in the demotivating factors table on Google Documents (together with other 
participants) 

- publish at least five posts on the forum 
- write a short reflection 
-  publish the evidence for Module 5 in the table of competences 

 
2. Introduction - Challenge of motivation in e-learning 
“The problem with e-learning isn’t e-learning; it’s motivation”. By definition e-learning offers 
the learner more freedom of choice in terms of when and what to learn. In comparison with 
traditional courses the facilitator has less control. For the learners it means that with greater 
freedom comes greater responsibility for organising their own learning process and not 
everyone finds it easy. 
Motivation is often the driving force that keeps students constantly working hard when 
subject matter becomes monotonous and boring. Already at the begining of the course 
different participants are motivated by different things for learning, both internally and 
externally. And the level of their motivation will be changing as the course progresses. On 
one hand it may depend on the actions of the facilitators, on the other it may depend on the 
preferences and decisions of the course participants. Loss of motivation can make it 
extremely difficult, if not impossible, to complete any education program. We constantly 
need to strive to keep the motivation high among the course participants. And it is one of the 
main tasks of the course facilitator. 
 
Demotivating factors 
Our experience shows that motivation levels during an e-learning course can be often 
visualised by a U-shaped graph. At the beginning the participants work a lot, which is most 
likely propelled by their curiosity about novelty. With time the participants’ work becomes 
less systematic; they invest less effort but it rises again before they have to submit their final 
assessments. What factors influence this pattern? Marta, a teacher from a Croatian 
vocational school, answers that “fear of new technologies (fear of the unknown), lack of ICT 
skills, too much new information, unclear or too high learning objectives, unclear purpose of 
learning, poor facilitator engagement (lack of encouragement, slow online communication, 
slow assignment feedback) and lack of regular practical work are the main demotivating 
factors in vocational training and education”.  She advises “as little theory as possible and 
more specific content related to the vocational area”. 
In this Module you will think about possible demotivating factors together with other 
participants. Take into account the following categories: 

- technology 
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- self-evaluation 
- course organisation 
- tools 
- interpersonal factors; communication 
- self-organisation 
- goal and expectations 
- priorities 
- feedback 

 
3. How to motivate someone? 
In the first part of the introduction we have presented some of the factors that can lower the 
motivation level among the participants of an online course. Now we will talk about those 
factors that boost activity and systematic learning. Please note that not all of them will work 
on the same course. 
The facilitator cannot assume that the participants will go through the course with the same 
level of motivation that they had at the beginning. Making an effort to keep and increase 
motivation is essential. On a more specific level the facilitator should 
- try to understand differences in motivation among participants. They are in the course 

for various reasons and have a different motivation for learning. Not all motivational 
methods will be universal. For one person it might be enough that their efforts are 
appreciated and someone else will work for the final certificate. 

- organise the work environment sufficiently. If a participant spends more time on 
mastering the tools and trying to understand the expectations than on the actual 
learning, then achieving the basic course objective will indeed require great 
perseverance. Particular attention should be paid to the selection of tools. It is good to 
add variety to the course but using too many applications (not to mention issues with 
their functionalities) may make some people feel lost and demotivated. 

- help with difficulties. Despite the facilitator’s efforts you can expect unforeseen 
difficulties. When they emerge they have to be solved quickly and effectively. 

- set realistic expectations. Objectives set for the participants should be challenging but 
achievable. An appropriate level of a course’s difficulty is a motivating factor. 

- give freedom. The course participants often start with various levels of knowledge. They 
also have different specific objectives.  Therefore it is impossible to match everybody's 
expectations. However, we can satisfy everyone by giving them more freedom. This can 
be achieved by designing exercises that allow creative answers or refer to participants’ 
own experiences or professional practice. 

- provide feedback on a constant basis. The facilitator should be active and co-participate 
in the course. They should continously comment on discussions, exercises, and 
questions. 

- praise. A carrot is a much better technique than a stick. Participants who have done 
something well should be rewarded and this usually increases motivation to work. 

- mobilise inactive participants. There are people who are not very active or their level of 
engagement drops during the course. They shouldn’t be left behind. It is always useful to 
find out why they are inactive and what can be done with that, so that they return to a 
more systematic way of working. 

- try to maintain a pleasant atmosphere. A team can be very effective even if the relations 
between the members are only work-related. Nevertheless, it might be helpful when the 
participants like each other, or, at least there are no long-lasting conflicts. A positive 
climate is beneficial for effective group learning. 
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Activities 
5.1 Create a list of demotivating factors 
In Moodle there is a possibility to see information about your activity in this course. In 
Administration blog choose My profile settings->Activity reports->All logs. The graph shows 
the number of viewed resources with a daily breakdown. We realise the limitations of 
drawing conclusions from such a limited data set, however most likely such a graph will not 
be flat, but there will be days or even longer periods when there were few or no logins at all. 
This means that work wasn’t fully systematic. Through this exercise we would like you to 
think about why this happened and what can be done to deal with lower motivation. Your 
task is to consult introductory texts and your own course experience to create a list of 
demotivating factors that inhibit online learning. Then describe actions which can be taken to 
deal with each of the factors. In the introduction you will find some tips to help you complete 
this task, but we expect that your propositions will be very detailed and specific. You will 
complete this task together with other participants. You will fill in the table which you can 
find under this [link to Google Docs]. Your task is to indicate one demotivating factor and 
suggest solutions for two other. Please add your initials to your contributions. We would like 
to encourage you to develop other participants’ propositions or suggest alternative solutions. 
If someone suggested a solution for one problem, it doesn’t mean the subject was reserved 
and closed. It is part of the role of the person who indicated a demotivating factor to edit and 
“polish” all suggested solutions, so that the final version is transparent. 
 
This exercise is also an opportunity to familiarise yourself with collaborative development of 
textsin Google Drive Documents Google Drive provides a package of office applications, 
which allow for many people to work on the same document. You can use  it also for 
developing content for your teaching purposes (eg. with your learners, with other teachers 
etc.). 
 
Time for the task: 2 hours 
 
5.2 Motivate the course participant 
Below you will find a list of people who participate in your hypothetical course. Sometimes, 
for different reasons, their motivation is not on the optimal level. Your task is to compose a 
short motivating message for five course members, which you select from the list. In some 
cases there are reasons for praise; in others for reproach, but it is always important that the 
participant should be better motivated to learn. Go to the Module forum [link] and post your 
messages.  Discussions are named with the names of the characters. Your post should be a 
motivating message itself (not what your message could be about). Imagine, that you are the 
tutor of the course and you are writing the answer to your student.  For example, [add local 
example of motivating message]  
After publishing your message you will be able to see messages of other course participants if 
some have already been posted. 

●   Eliza recently wrote you an e-mail. She says that the subject of the course is very 
interesting but she doesn’t like its elements. In particular, she thinks that the course 
is definitely overloaded with theory. According to her the course could do without it. 
She has signed up for the course to gain practical skills. She emphasized the 
importance of practical work in VET and would like to learn the same way. 
Additionally, some of the course elements do not correspond sufficiently to the 
general objectives of the course. You can’t redesign the course in its duration but 
maybe you can find a way to convince Eliza that she can still gain something from it? 

●   Ada has already made it clear that she doesn’t feel confident working with a 
computer. She is over 50 years old and most of her life she got by without using one. 
Now she had to start using it because those are contemporary requirements, but she 
finds it difficult. She can use an e-mail client and knows the basic functions of a 
search engine but not much more. This is the first time she participates in an e-
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learning course and she is not sure if she will cope. Convince Ada that technology will 
not be a barrier preventing her from completing the course. 

●   Bolek immediately felt very confident about the course. For the first 2-3 weeks he 
was very active; he was contributing a lot. Then he started to log in less and even 
when he does, he is not very active. Learn what the reason of his lower level of 
activity and try to stimulate him. 

●   Celina works systematically, but you don’t find the results of her work satisfying. You 
have the impression that she doesn’t put any effort in her work. Her submissions are 
feeble and suggested solutions are bland and not very creative. In the discussion on 
the forum she usually just gives a standard answer, sometimes only providing 
support to other people’s contributions. Mobilise Celina to work better without 
discrediting her previous work. 

●   Dawid wasn’t very active in the course from the beginning. He was present, but his 
actions didn’t contribute much in comparison to other participants. Recently in the 
discussion on the forum his contribution was interesting but not relevant to the 
subject. When you pointed it out to him, he replied that for him it is not clear what is 
expected in this course. He doesn’t have a direction and is not sure what to do. Try to 
help David with his doubts. 

●   Franek doesn’t lack motivation. You even think that he might be too motivated. He 
submits his assignments long before the deadline, asks many questions, wants to find 
out as much as possible. This is not a problem, but he is also similarly active on the 
forum. He is the first to post in each thread, he publishes many long posts, and 
comments on most of the others’ posts. You have the impression that he 
demotivates other group members. You don’t know if they feel intimidated by him, 
are irritated or if they think that Franek will do all the work, but the fact is that others 
are less active in discussions. Try to calm Franek down without hurting his feelings 
and without him withdrawing completely from the forum. 

●   Grazyna is the best participant in the course. She is active and competent. Recently, 
however, she is participating less than previously. When asked she replied that she 
participated in similar courses and much of the material is either easy or she is 
already familiar with it. Try to find a solution to stop her from getting bored. 

●   Eva was required to take the course as additional training in addition to full-time 
work. She is very active, shows genuine interest and contributes constructively. 
However, you notice that with time her energy is decreasing and input becoming less 
substantial. In her correspondance with you and other course participants she hints 
that it’s becoming increasingly difficult for her to keep up the tempo both at work 
and in the course. Try to find out what kind of problems Eva is having. Think about 
how you could help her organise better or lessen her workload and suggest it to her. 

●   Henryk hasn’t distinguished himself during the coursework. His output and 
assignments fulfilled the requirements but were never particularly good. This has 
changed during the last forum discussion. Henryk’s post was exceptionally insightful, 
relevant and creative. One could learn a lot from that post. You would like this post to 
be a norm for Henryk’s contributions, not an exception. Use this post to motivate him 
for the future. 

●   Ida works honestly during this course. The exception is the activities which require 
cooperation with other participants.  Ida doesn’t contribute much to the discussions 
and group work. You would like to know why Ida doesn’t cooperate well with others 
and try to change that. 

●   Jacek didn’t sign up for the course voluntarily. His supervisor required him to join. 
You are under the impression that he doesn’t like this decision. He hints at, 
sometimes quite clearly, the fact that he doesn’t like the course and that it is not 
meeting his needs. You are concerned that his attitude can demotivate other 
participants. Try to convince Jacek to produce constructive work. 

Time for the task: 2 hours 30 minutes 
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5.3 Reflection in VET context 
Reflect on your experiences in Module 5 by writing them down (in max. 200 words) and 
publishing them in your blog. 
What is the experience you want to reflect upon: 
Finding out demotivating factors that influence my e-learning, describing actions which can 
be taken to deal with demotivating factors, writing motivating messages for the learners. 
Why is this experience important to me? 
Am I trying to find out demotivating factors of my learners and to deal with them? 
In VET? 
What am I going to do now? 
Have I changed my attitude towards motivation? How important is keeping motivation high 
in my classroom? In VET? In e-learning? 
Time for the task: 15 minutes. 
 
5.4 Record evidence. Publish evidence in the table of competencs. 
Record evidence of competences you acquired in Module 7 5 and publish at least three in the 
table of competences. You may consider: 
1) Demotivating factors and solutions table (link) 
2) Motivating messages (screenshots from the forum) 
3) Reflection 
4) links or other interesting findings you wish to record about this module 
Time for the task: 15 min. 
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Module 6. Group work 

 
 
 

1. Learning in Module 6 
The objective of this Module is to achieve neccesary skills to design an e-tivity for group 
work. 
As a result of this module you will be able to: 

- develop skills to collaborate in a group work. 
- being aware of skills for facilitating group work. 
- desing an e-tivity based on group work. 
- know the characteristics of group work. 

 
To achieve this, we expect that during this module you will:      

- read module materials 
- work in a group 
- participate in the discussion during the videoconference 
- develop instructions for the facilitators about online group work 
- review e-tivities from other groups and make your comments to them 
- write a short reflection 

 
2. Introduction 
Collaboration is important in the learning process. It raises the level of motivation among 
students and encourages critical thinking, as it requires students to find common ways to 
deal with a specific task or a problem, to approach the process of solving a problem through 
individual and collaborative work, to present and critically discuss the results and to 
synthesize and generalize the results. 
Almost always when there is a group of people they exchange opinions, create new ideas and 
gain new skills. It is assumed that group work supports learning (e.g. solving problems, better 
memorising and retaining knowledge, more productivity, creating complex concepts and 
reasoning, transferring knowledge, creating definitions together, listening and analysis of 
arguments, expressing own opinions, explaining one’s own point of view, negotiating 
meanings). But group work also shapes emotions through improving interpersonal relations, 
stronger support for individuals, ascribing success or failure to the tasks, more curiosity, 
increased motivation, more engagement in learning. “Operational” skills are also developed 
through group work (role division in a group, setting deadlines, meeting deadlines, ensuring 
that the tasks are completed, etc.). Typical group exercises include, for example, creating a 
financial plan, preparing a recommendation or report, and setting rules, etc. 
Because group work skills are increasingly important (e.g. in professional careers), methods 
that are based on cooperation (also online) will allow for developing key “group” skills that 
are also connected to extended learning. As the Internet is also a social network, it might be 
worth using the opportunities it provides for developing additional competences. 
To ensure the success of group-work-based exercises it is important to equip the members of 
the group with knowledge about group processes and mechanisms, and to thoroughly design 
the activities, materials and technologies in the e-learning environment. 
When designing group exercises it is important to take into account group dynamics: 
 

Stage 1 – group formation: members of the group are positively disposed towards the new 
form of work, although there may still be some uneasy feelings about the “newness”. Many 
new questions appear about the manner of work, tasks, expectations, and evaluation, etc. 
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The group dedicates most of its energy to working out the rules of cooperation, and a 
contract will later appear (more about that below). There is no focus on the content of the 
task or exercise. 
 
Stage 2 – difficulties and pressure: at this stage the group starts working towards achieving 
the objectives and can possibly verify them (e.g. whether they are too or insufficiently 
ambitious). There is a risk of frustration and conflict, as well as a need to reformulate and 
critically evaluate the first assumptions. This may lead to establishing and/or verifying the 
rules and norms. 
 
Stage 3 – stabilisation: group work is beginning to take shape, group members are engaged 
in work, they discuss and exchange opinions, and they feel that they are getting closer to 
achieving the objectives. At this stage the group has mastered the mechanism of cooperation 
and thanks to that productivity is much higher. 
 
Stage 4 – continuous progress:  satisfaction is the dominant feeling. Group members are 
aware of the strong and weak points of their work but at the same time they feel that 
achieved results are more than the sum of individual efforts. The roles in a group are more 
fluent and differences among participants are perceived as a factor stimulating productivity. 
 
Stage 5 – finish and presentation of the outcomes: during this stage the group members are 
making the final review of their achievements. It may be accompanied by the feeling of 
satisfaction or failure, so the level of engagement in the final stages of work can be various. 
At this stage each group member should be aware of what they have learned. 
As a moderator, designing exercises and, above all, planning reasonable responses at each 
stage of the group work, are essential actions for achieving the desired didactic objective. 
One of the methods of organising group work is to create a group contract (rules of work in a 
group decided by its members). During the design of an e-tivity we stressed the element of 
interaction among the participants, which is meant to generate a sense of participation in a 
group. The moderator’s task is always to create a friendly work environment; sometimes this 
means planning deadlines or dividing roles if the group can’t cope with it. Group e-tivities can 
involve: 

- case studies, analysis of the situation, product design 
- identification of roles in a group 
- conducting joint research, evaluation 
- making a joint decision, working out a solution 
- creating a list of tasks, activities, procedures 
- presenting the outcomes together 
- etc. 

 
3. E-learning tools for group work 
 
In the educational technology universe there are numerous tools that can promote 
collaboration and group work. From the technical point of view, some tools have been 
developed specifically for that purpose (e.g. BSCW, Project Pier). The most common option in 
all of them is the posibility to share folders, collaboratively redesign documents (saving 
previous versions) and promote the communication with other members of the group. These 
tools allow sharing of documents safely across the Web, organizing team work and 
cooperating efficiently. 
On the other hand, Web 2.0 tools are based on collaboration as a crucial part of the 
interchange between the users, and the majority of Web 2.0 tools allow collaboration 
through comments, tagging, sharing documents etc. So, even when there are tools designed 
for other purposes (create a document, a mind map, publishing a video), they can be used for 
collaborative learning and group work, taking advange of the social characteristics they have. 



eVET2EDU | Course How to design and facilitate online course in VET context | May 2014 40 

Some, for example videoconferences, blogs or social networking sites, enable online 
communication and can be used for exchange of opinions, comments and ideas with others. 

• Specific collaboration tools: They are tools specificly created for collaboration in 
groups, so the technical specifications are based on the need of a group working 
together 

• BSCW (https://public.bscw.de/pub) is a collaborative platfore in which you can store, 
share and manage files (documents, pictures etc.). You will be able to grant 
password-protected access to friends and colleagues; create arbitrary numbers of 
teams; invite new members simply by email; manage appointments, contacts, tasks 
and notes; use versioning and change reports to monitor distributed processes; stay 
aware of your teammates´ activities; create and publish blogs; use polls to sample 
your teammates' opinions; send automatic reminders of events to remember and 
things to do. 

• TWIDDLA (http://www.twiddla.com) is a free, web-based meeting playground 
• Padlet (http://padlet.com) tool for a virtual collaboration wall 
• Google groups (https://groups.google.com/forum/#!overview) 
• Collaborative creation of documents 

o Google Drive is a file storage and synchronization service provided by Google 
consisting of collaborative text-editing, spreadsheet and presentation tools. 
(http://www.google.com/intl/es/drive/about.html) 

o Wikis are collaborative websites which allow users to add, modify or delete 
the content via a web browser. The most common example of the a wiki is 
Wikipedia, also an unmatched example of collaboration. Some examples of 
wiki tools are: 

 Pbworks (http://pbworks.com) 
 Mediawiki (http://www.mediawiki.org/wiki/MediaWiki) 

• Collaborative mind maps are also a good way to share ideas, brainstorm or develop 
an idea collaboratively. Some examples of collaborative ming mapping tools are: 

o Mind42: Collaborative web-based tool, with unlimited simultaneous users, to 
create mind maps. (http://mind42.com) 

o Mindmeister (http://www.mindmeister.com) 
o Cmaptools (http://ftp.ihmc.us) 
o Bubbl.us (www.bubbl.us)   

• Videconferences can be used for online meetings at a distance at a certain time for a 
selected group of people. Some of the videoconferencing tools you may find useful in 
your classroom are:   

o Flashmeeting (http://fm.ea-tel.eu/fm) 
o OpenMeetings (http://code.google.com/p/openmeetings) 
o BigBlueButton (http://bigbluebutton.org) 
o Skype (http://www.skype.com/intl/pl/home) 
o WiZiQ (http://www.wiziq.com) 
o Google Hangouts (http://www.google.com/+/learnmore/hangouts) 
o AdobeConnect (http://www.adobe.com/products/adobeconnect.html) 

• Blogs are often sites for individual online publishing, but they have potentital for 
collaboration and group work thanks to the possibility to have more than one author 
and to comment on what was published. Popular blogging tools you may consider 
using with your students are: 

o Blogger (www.blogger.com) 
o Wordpress (http://wordpress.com) 

• Social networking sites: Nowadays social networks are one of the most used online 
tools in everyday life as well as work. They allow users to stay in touch with the 
others, share information easily and make contacts with people - these 
characteristics can be used for online collaboration of a group of classmates on a 
task, sharing of the results of their practical work with the community asking for 

https://public.bscw.de/pub/
https://public.bscw.de/pub/
https://public.bscw.de/pub/
https://public.bscw.de/pub/
http://padlet.com/
https://groups.google.com/forum/#!overview
http://www.google.com/intl/es/drive/about.html
http://en.wikipedia.org/wiki/Website
http://en.wikipedia.org/wiki/Web_browser
http://www.mediawiki.org/wiki/MediaWiki
http://mind42.com/
http://www.mindmeister.com/es
http://ftp.ihmc.us/
http://www.bubbl.us/
http://fm.ea-tel.eu/fm/
http://code.google.com/p/openmeetings/
http://bigbluebutton.org/
http://www.skype.com/intl/pl/home/
http://www.wiziq.com/
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feedback or ideas for solutions, as well as contacting remote students and teachers 
studying the same vocational subject, with a different perspective and from a 
different context. All this provides opportunity for collaborative learning and group 
work and can enrich the learning process. It is possible to join a social network that 
already exists (e.g. Facebook, in which you can create your work group) or create 
your own network (with Social go, Elgg etc.). 

o Facebook (www.facebook.com) 
o Social GO (http://www.socialgo.com) 
o Elgg (http://elgg.org) 

• Other tools, such as virtual desks (e.g. www.dropbox.com) or social media sites, are 
designed for resource sharing, which can be very useful when working on a learning 
activity in a group. Social media sites are used to share media objects (video, images, 
audio, slides etc.), but as the name implies, they include intensive social interaction 
between the users. Once a resource is published online it can be collaboratively 
analysed, commented on and ideas further developed. Examples of tools belonging 
to that group and bearing potential for classroom use are: 

o   Video: YouTube (www.youtube.com) 
o   Slides: Slideshare (www.slideshare.com) 
o   Pictures: Flickr (http://www.flickr.com) 
o   Webpages: Diigo (https://www.diigo.com) 

 

In Module 6 we suggest that you meet again in a videoconference where you will think about 
another specific form of learning in an Internet environment - group work. This time also, to 
make this meeting possible, we ask you to select one of the proposed dates [DATES TO BE 
PROPOSED BY FACILITATOR] for the videoconference using the poll provided for you. The 
meeting is planned for 1 hour 30 minutes - 2 hours. 
 

4. Activities 
 
6.1. Group work: create a list of tips for the facilitator and prepare for a videoconference 
 
In this task you’re working together. In the beginning you will work in groups of five (into 
which you will be divided by the facilitator) and, after finishing the activity, every small group 
will share its results with the big group (all the participants) using a collaborative tool like 
gdocs, etherpad, wiki, microsoft one drive. 
Based on the experience, expectations, and knowledge of their members, each group has to 
prepare a list of “guidelines” or “key-points” that a facilitator had to take into account in a 
group work activity. For creating the list you can use the tool that you consider the most 
appropriate for your needs (e.g. google drive, mind maps as mindmeister or mind42 etc.) - 
decide as a group on one tool, but since time for the entire activity is limited, make sure you 
don’t spend too much time on just selecting the tool. 
Don’t forget your own experiences even from this course, the observations from other 
facilitators you know, your expectations, desires, even needs from your experience as a 
student as well as a teacher. Think about what a facilitator or designer should know if they 
want to introduce elements of group work to the course. What elements of group work will 
the facilitator be absolutely responsible for and what elements can be delegated to the 
participants? 
After having created this list of “guidelines” we will have a videconference (the whole group)  
in order to discuss some of your doubts, thoughts and reflections. 
 
The discussion will be moderated. The meeting will be recorded (Link to VIDEOCONFERENCE) 
 

http://elgg.org/
http://www.dropbox.com/
https://www.diigo.com/
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If the date of the videoconference interferes with your other obligations and you definitely 
cannot participate in the meeting, it is your responsibility to watch the recording of the 
videoconference, participate in the discussion that follows on the course forum and read the 
summary. However, we strongly encourage everyone to treat this exercise as a priority. It is 
not only an important part of the course but also a chance to familiarise yourself with a new 
tool and a new e-learning technique. You can’t catch up later with this particular assignment. 
 
Time for the task 2 hour 30 minutes the work in a small group (in order to create the list of 
“guidelines” or “key-points” that a facilitator had to take into account in a group work 
activity), 30 minutes the work in a big group (all the participants) using a tool like gdocs, 
etherpad, wiki, microsoft one drive. 
 
6.2. Participate in a videoconference about group work 
As we have announced earlier, in this module you will participate in another 
videoconference. If you still haven’t voted on the videoconference date, it is time to do so. 
 
The objective of this activity is to identify differences and similarities between on- and offline 
group work. In activity 6.1 together you have produced rules and guidelines for creating 
activities which support group work on the Internet in consecutive stages in a selected 
context (e.g. professional training, class, seminar with students, project, etc.). 
 
After the videoconference, and once the list created by your group is ready, please have a 
representative of your group share it with the other groups in the common collaborative 
space you agreed on, combining all your inputs in just one list. You will likely need to 
negotiate and agree with the other groups which elements should be on the list in the first 
place, as well as which is the priority order. The process takes time and people skills, but this 
is a common situation in group work and should be taken into consideration both in 
classroom and online environments. 
 
Before the videoconference think when was the last time that you worked on an assignment 
that required cooperation of at least a couple of people (at work, during a self-improvement 
course, in your studies or your personal life; e.g. organising a family trip or a party)? What 
was your role?  Think about the aspects of group work which 

•    you were responsible for and you can consider successful 
•    you were responsible for and that could have been done better 
•    other people were responsible for and were beneficial for the group 
•    other people were responsible for and had a negative effect on the group work 
•    no one was responsible for, and which were a mistake 

You can mention here the functions which you had had during the cooperation, actual tasks 
which you took up during the work or general reflections about the manner of 
communication and tools used by the group members etc. 
 
Think about: 

•    whether you know methods to deal with identified problems 
•    how the group work process would run in an online environment 
•    whether a new context could influence the elements of success and failure which you 

have mentioned and, if so, how. 
Refer to your own experience, e.g. from this course. Which elements of group work (at the 
planning and designing stage) are easier and which are more difficult to execute online? For 
which elements of the group work should the moderator be responsible, and which should 
be delegated to the participants? 
Write down your reflections in the window below (available after clicking on “Edit my 
assignment”). These will be the basis for discussion with other participants during the 
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videoconference. The videoconference will be organised in TOOL (to be localised depending 
on tool used by partners) which you are already familiar with.  
 
You have already participated in a videoconference in this course, but if you need a reminder 
on how to use the videoconferencing tool and prepare for a videoconference, you can consult 
the instructions in (LINK to Module 3, activity 3.2) 
The meeting is planned for: 1hour 30 minutes - 2 hours 
Link to the videoconference [to be addded in local versions of the course] 
 

Time for the task: 2 hours 
 

6.3. Design group work 
Design an e-tivity for a vocational course you choose, as a group. Use the guidelines that you 
have created with your group in activity 6.1, and the principal ideas reached in the activity 
6.2. One more time you will work in the small groups your facilitator divided you into 
previously.   
When designing, take into account the particular work environment of the course you are 
designing for and specific tools you could use. Think about what types of tools you know that 
could facilitate group work. Also take into account your experience with the course so far. To 
which task do those tools fit best? What are you going to need (what functions) to achieve 
your goals and use the guidelines prepared in activity 6.1.? Can you see any potential risks? 
Use as a model, the table of e-tivity elements we have included in Module 4 in order to take 
into account all the important aspects. 
Have a look at the list of e-learning tools for group work and read their descriptions. If you 
need more detailed descriptions of functions, go to the tool homepages to find more 
information. Write down which tools you are planning to use in your e-tivity and explain your 
choice. 
Publish your designed group e-tivity on the Module discussion forum (only one member of 
the group but writing the names of all), then View the e-tivities designed by other groups. 
Analyse them and provide feedback .  
Comment on at least two that you find particularly interesting or that carry a lot of risk of 
failure. 
Use the e-tivity assessment template you have already used in activity 4.4. as the basis for 
your analysis and comments. Publish your analysis in the forum. 
Your e-tivity project will also receive comments from the course facilitator. 
 
Don’t be afraid to be critical, but make sure your criticism is constructive and aimed at the e-
tivities, not the group who designed them. 
 
Time for the task: 3 hours. 
 
6.4 Reflection in VET context 
Reflect on your experiences in Module 6 by writing them down (in max. 200 words) and 
publishing them in your competence table. 
 
What is the experience you want to reflect upon: 
Experience of group work. Using one or more tools for collaboration. Creating the list of tips 
on group work for facilitators collaboratively.   
Why is this experience important to me? 
Did you find group work in this course beneficial as a learner? Was it beneficial for you as a 
vocational teacher? In what sense? What did you learn about yourself and others in terms of 
collaboration, and in particular online collaboration? 
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What am I going to do now? 
Can you include group work in your (offline, blended or online) classroom to teach vocational 
subjects? What will it require from you as a facilitator? Could it bring additional benefits for 
your particular vocational field, which cannot be achieved through individual exercises? 
 
Time for the task: 20 minutes.   
 

6.5 Record evidence. Publish evidence in the table of competences 
Record evidence of competences you acquired in Module 6 and publish at least three in the 
table of competences. You may consider: 
 

1. Individual reflection about group work 
2. List of tips and requirements of effective group work 
3. E-activity of group work 
4. Links or other interesting findings you wish to record about this module 

 
Time for the task: 15 minutes. 
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Module 7. Moderating online forum discussions  

 
 

1. Learning in Module 7 
The objective of this Module is to gain the skills required for planning and facilitating online 
discussions and reacting to certain problems in the context of VET.  
 
As a result of this module you will be able to: 

- plan online discussions 
- facilitate online discussions 
- manage the discussion forum tool in an online environment 

 
We expect from during this module you will: 

- start and facilitate your own discussion 
- estimate the time you need for moderating a discussion 
- participate in at least six discussions opened by other participants 
- identify a problem and prepare an adequate reaction to it by publishing your 

response in the forum (eight cases) 
- publish the evidence for Moudle 7 in a table of competences 
- write a short reflection 

 
2. Introduction 
Discussions are an excellent element of each VET course. They support interaction, create a 
sense of community and involvement, allow sharing the information and knowledge. Online 
discussions contribute to development of cognitive, critical thinking, allow time for 
thoughtful, in-depth reflection on course topics, facilitate exploratory learning, empower 
students,  especially those who are shy or afraid of public speaking, to express themselves. 
On the other hand, they can cause a lot of problems for the participants and create 
frustration. Dealing with an overload of information, skimming through unimportant posts 
and writing posts effectively: these are the skills, which can be learned with time. How to 
support a participant so that the discussion would be the most useful? 
 
1) Designing stage 
Estimate the time 
Online discussions take much more time than those that are face-to-face. According to 
Horton, a 10-minute conversation equals a 20-minute conversation through the internet call 
(e.g. through Skype), 30 minutes of chat and 2 days of discussion in a forum. Designing an 
exercise that includes a discussion you need to estimate the required time. It might be that 
to achieve your objective a chat or classroom discussion (if possible) will be more effective. 
Organise of the forums 
Depending on your  e-learning platform there can be various options and different types of 
forums. Take into consideration various options: 

- one forum for the whole course (take into account the problem of searching for 
relevant information) or many forums for many topics (take into account that 
participants could get lost with too many separate forums). 

- a technical forum to solve problems related to software or equipment (will you 
manage to moderate this forum or will you need support?) 

- a noticeboard-type of forum 
- a social forum for entertainment (are you planning to visit this forum or is it a 

facilitator-free zone?) 
Set the rules 
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At the beginning of the course it is good to inform the students how to reply and quote 
messages, how to create new threads, how to share links, add attachments, what is the 
maximum size of attachment. You could also establish and include to an introductory post 
some rules, such as the form of addressing each other (e.g. by first name), are students 
expected to adhere to general netiquette (provide a link or create your own),  etc. 
The topic of the discussion 
Interesting discussion begins with an encouraging, attractive topic. Discussion on an obvious 
topic will never be engaging and may lead to repetitive comments and, as a result, to 
boredom. Try to construct an e-tivity in such a way that the discussed problem is 
multidimensional and there are diverse ways in which it can be addressed. Make sure that 
the topic is clear, understandable, allows others to locate relevant discussions, and that it 
points to the key problem of the discussion. Think about what is most important for learners 
to know and understand about the topic and shape your questions with that goal in mind. 
Here are some question types that simulate different kind of thinking: 
 

Convergent Thinking Divergent Thinking Evaluative Thinking 

Usually begin with: 
● Why 
● How 
● In what ways... 

Usually begin with: 
● Imagine 
● Suppose 
● Predict... 
● If..., then... 
● How might... 
● Can you create... 
● What are some possible 

consequences... 

Usually begin with: 
● Defend 
● Judge 
● Justify... 
● What do you think 

about... 
● What is your opinion 

about... 

Examples: 
● How does gravity differ 

from electrostatic 
attraction? 

● How was the invasion of 
Grenada a modern day 
example of the Monroe 
Doctrine in action? 

● Why was Richard III 
considered an evil king? 

Examples: 
● Suppose that Caesar never 

returned to Rome from 
Gaul. Would the Empire 
have existed? 

● What predictions can you 
make regarding the voting 
process in Florida? 

● How might life in the year 
2100 differ from today? 

Examples: 
● What do you think are 

the advantages of 
solar power over coal-
fired electric plants? 

● Is it fair that Title IX 
requires colleges to 
fund sports for women 
as well as for men? 

● How do you feel 
about raising the 
driving age to 18? 
Why? 

Determine and communicate how you will evaluate student participation 
Students must know how their contributions will be assessed in order to make effective 
responses (What are criteria for acceptable response? Do they need to post a certain number 
of posts? Are there any deadlines? Any specific length? Is there information they should 
include or reference?).  Otherwise, they may misunderstand your directions or become 
unsure of what is expected of them and this would lead to a frustrating and ineffective 
learning experience. 
 
2) Discussion and moderation stage 
Welcome 
Every discussion should have a beginning. Moderator should welcome and encourage 
participants, explain the objectives of the discussion, and show links related to a topic or a 
discussion. 
Be active but don’t dominate 
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The more often you discuss, comment, encourage to participate, stress creativity, soothe the 
mood or play devil’s advocate, the greater the probability that the participants will be active. 
But pointing out small mistakes and errors, especially at the beginning of the course, can be 
intimidating. Summarize the topic (or ask one of the participants to do so), answer the 
posted question if nobody else has done it in the allocated time. 
Expressing your position 
Naturally, you have a right to do this, but rather in the summary of a discussion. Remember 
that your role is to moderate i.e. to support participants in a discussion, and not to convince 
them. If you state your opinion too early, especially if it is controversial, this may lead to the 
negative effect of a dominating moderator, which was described above. 
Problem “I agree with the previous speaker” 
You have to learn to deal with shallow contributions. Encourage participants to give 
examples and present evidence in support of their statements. If everybody is of the same 
mind, then play devil’s advocate, provide challenges, such as “and what if…”, “prove that I 
am wrong…” 
Dr Jekyll and Mr Hyde 
Discussion forums in courses where people have to sign up with their first and last name 
don’t guarantee that they will be free from frustrated litigants. Sometimes an innocent 
comment can cause an avalanche of blame, grievance and aggression. The role of a 
moderator is always to calm the situation down, and help solving the problem taking into 
account all sides. Deleting a post that breeches the netiquette or is against the law is an 
extreme solution which works only in extreme situations (and then requires an explanation 
of the reasons). You can also use e-mail or send an individual message to the author.  
Weaving versus summarising 
These are quite typical activities of a moderator or tutor. What is the difference? A summary 
is a shortened version of a contribution, which highlights the main points and arguments. 
Weaving is more creative; the moderator chooses selected fragments and reassembles them 
intp a new story, creating connections that are not always obvious to the participants. 
How to weave? 

·   collect all contributions, e.g. copy and paste them into a new document 
·   read them and highlight key elements 
·   identify connecting elements and contradictions 
·   sum up key elements indicating compliance and contradictions, give examples and 

refer to the original contribution 
·   add a positive comment 
·   add a critical comment 
·   congratulate 
·   publish it on the forum and encourage further discussion 

 
3. Activities 
 
7.1. Open and moderate an online discussion 
Your task is to create a new thread and start a discussion on the discussion forum in this 
Module. Open the discussion at the latest on the second day of the work on Module 7 (----
actual date-----) to give other participants time to participate. The topic of the discussion 
cannot be related to a topic already started by someone else and it can’t be too specialised 
(unless it’s quantum physics for beginners). This discussion will involve course participants 
and facilitators.  Read the introduction to this module and follow the guidelines. Prepare the 
elements that you will expect from the discussion participants (e.g. in points) and write them 
down (for instance, in a text file). Think about possible arguments, examples, etc. and write 
them down so you can use them when moderating.  Take care of your discussion: you are the 
moderator. Make sure that the objective you have set is achieved in the end and all the 
important elements that you have written down are part of the discussion.  Motivate others 
to take part in the discussion; react to posts. Use the weaving technique or write down a 
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summary using the guidelines from the introductory text. Remember to quote others’ 
contributions and, using their elements, create new, inspiring posts. Keep a moderator’s 
diary in which you will write down specific actions and the time spent on them during 
moderation. 
Time for the task: 3 hours 
 
7.2. Participate in a discussion moderated by another participant 
Participate in at least six discussions opened by other participants (in the exercise 
7.1). Diversify your posts: you can play a role (e.g. Ms Whiner or Mr Big Shot) or remain 
yourself. 
Time for the task: 2 hours 15 minutes 
Forum for Activity 7.1 and 7.2 
 
This forum is for: 
-starting a discussion. To start a disscussion create a new thread 
-participating in at least six discussions opened by other participants. To post a message 
click "Reply" in appropriate message 
 
7.3. Identify and reply to a problem 
Familiarise yourself with fragments of authentic discussions* posted on the Module’s 
discussion forum. Identify a problem and prepare an adequate reaction to each of the posts 
(click on “reply”). Make sure that this will be an actual reply from a moderator (whom you 
are impersonating) to a specific problem you have identified. When you publish your reply 
you will get access to the reactions of other course participants. You can write down the 
most accurate ones that may be useful for future discussions you will moderate. 
Time for the task: 1 hour. 
*Discussions were extracted from previous course editions of “Introduction to E-learning” by 
the Centre for E-learning at AGH. We kept the original texts, except for information that 
would allow authors to be identified. 
 
Forum for Activity 7.3 
 
This forum is for: 
-identifying and replying to a problem. To post your message click on the discussion thread 
and "Reply” in the first tutors’ message. After publishing your message you will be able to see 
messages of other course participants if some have already been posted. 
Note to the translator: 
- the discussion should be written in a natural, commonly used language. Sometimes there 
are mistakes, colloquialisms or various words that would never appear in a formal writing, 
and they are all intentional. As English is not my mother tongue and I do make mistakes I 
additionally marked those that need to remain as mistakes in your translation or that 
especially need to be colloquial or localised but were hard to me to translate.  Those 
comments are in [.....] 
 
Discussion 1 
(Moderator) Welcome everybody, the discussion is dedicated to Exercise 4. Select 2-3 
examples of the courses (...) which are interesting to you - in both negative and positive 
sense. Would you take part in such a course?  Why? What do you think would be the most 
difficult to you? Try to compare the selected courses with the resources available in this 
course. 
Publish your response as a reply to this post in the discussion board. 
(Participant 1) National Tourism Association. I haven’t browse that yet but perhaps it would 
deal with the bicycle roads. I am very much interested in the route along the river from 
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Gdansk to Krakow [two cities in PL, you can put here any touristic route popular in your 
country]. Greetings 
(MODERATOR) ......................... 
 
Discussion 2 
(Moderator) Welcome everybody, the discussion is dedicated to Exercise 4. Select 2-3 
examples of the courses (...) which are interesting to you - in both negative and positive 
sense. Would you take part in such a course?  Why? What do you think would be the most 
difficult to you? Try to compare the selected courses with the resources available in this 
course. 
Publish your response as a reply to this post in the discussion board. 
(Participant 2) Starting very generally... I am convinced that e-learning is a great opportunity 
to reach the knowledge. It is not about the courses only. If you are interested in a particular 
topic, with little patience and willingness to get the knowledge is enough. I learnt a lot that 
way. Recently I got injured. I dig in the net [any colloquial for browsing the Internet] until I 
got enough information. When I saw the doctor - I told him, using medical jargon, what was 
wrong with me. And you know what? I figured it out! No, not figured out, I learnt. 
(MODERATOR) ......................... 
 
Discussion 3 
(Participant 1) Hi, and I wanna know if it’s only me or anybody else got the problem with 
opening the audio file from the meeting, and the presentation?  Or maybe somebody can 
give a clue what is the problem????? Thanks a lot, bye! [any semi-colloquial „bye bye” and 
thanks] 
(Participant 2) I didn’t want to admit it my computer even broke down trying sooo hard to 
open this file. Maybe some girls had blocked it as her dress was not suitable for being 
recorded officially? Bye 
(Participant 3) Is there anybody rout there responsible to tell me why the hell the video 
doesn’t work?????!!!!! I am trying to run this and big nothing!!!! Maybe it’s my comp is 
wrong [very colloquial but polite that the gear doesn’t work] Greets! 
(MODERATOR) ......................... 
 
Discussion 4 
(Moderator) Identify one characteristics of e-learning that is positive in your opinion, and 
discuss it briefly with reference to your context. 
(Participant 1) I think that e-learning is very useful, it saves time and above all dough and I 
don’t have to commute, buy books. 
[here make some minor spelling, typos, with no national letters for instance, sth. slightly 
wrong, some minor grammar and style that is very colloquial, more like one story told 
somebody on a phone then a piece of writing] (Participant 2) This must be time. I can sit 
when I want, I print longer articles and I read them in the bus, sometimes when I wake up I 
lurk on the forum, I do my exercises in the evening when it is quiet all around me. I really can 
work whenever I want to, but it is good to have some deadlines, it makes me more diciplined, 
if it wasn’t for the deadlines I wouldn’t sit and make those exercises. I like to read what the 
others wrote and it’s cool to meet so many interesting people there, from different cities. We 
work in different schools and we have different opinions but often we agree - I am happy 
with this! that we can find an agreement. And whoooah! The others know sooo much! John 
[any local name] knows Moodle so well [any colloquial for knowing sth really in-depth] and 
he writes about it so interestingly, it is good he is here in this course. And this is the positive 
side of e-learning!!! In fact there are also some negatives, for instance that there is so much 
to read, and I was expecting more multimedia images, animations, films - just to have some 
fun! On the other hand I don’t have to worry about my equipment, that something doesn’t 
open or works on my old gear, well.... eeeh, you know the teachers’ salaries.I absolutely love 
the links, although it takes so much time but so many inspirations, texts and photos can be 
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found that I later use during my classes. It’s a pity it’s mostly in English, I am getting better 
with this but still... That’s it from me! 
Disc 5 [This is very informal, on the verge of rude, full of anger and disapointment and finally 
plead for help] 
(Participant 1) I log in and then - what the f...k!??? so what??? who needs that stuff anyway? 
???? %$# I recon we’d chat and then MISTAKE!!! Man, different date of the videoconference 
:(((((( And me don’t get what to doing now &^%@#!_=== please help i don’t know how to 
pass this i don’t wanna loose the grade! help please! 
(MODERATOR) ......................... 
 
Discussion 6 [this is sarcastic and angry, but polite and without any mistakes, not very formal 
but serious] 
(Participant 1) I don’t understand so perhaps somebody can enlighten me, please - what is 
the connection between this subject and writing the reflection? Isn’t it important to learn 
how to use tools here rather then peruse the „personal” writing (excuse me, „reflections”), 
that nobody reads as with this amount of work it’s hard to find time to ready ANYTHING. 
(MODERATOR) ......................... 
 
Discussion 7 
(Moderator) Welcome everybody, the discussion is dedicated to Exercise 4. Select 2-3 
examples of the courses (...) which are interesting to you - in both negative and positive 
sense. Would you take part in such a course?  Why? What do you think would be the most 
difficult to you? Try to compare the selected courses with the resources available in this 
course. 
Publish your response as a reply to this post in the discussion board. 
[these include famous sayings, perhaps you already have equivalents in your language, you 
can place any from your context that are connected with learning, time, practice and 
experience in life] (Participant 4) After the e-course „National Bank of Poland” I have the 
following impressions: Johann Wolfgang von Goethe the world goes ahead only than’s to 
those who object. John Updike The success can be also punished: you need to be acquainted 
with people whom you could have ignored before. Joseph Conrad From any great enemies 
time is the greatest. Ceasar Practice is a teacher of everything. Karel Capek Many has been 
invented so that one doesn’t have to think. Karl Farkas A man prefers to look thorough the 
keyhole rather then through the telescope. 
(MODERATOR) ......................... 
 
Discussion 8 
(Moderator) Welcome everybody, the discussion is dedicated to Exercise 4. Select 2-3 
examples of the courses (...) which are interesting to you - in both negative and positive 
sense. Would you take part in such a course?  Why? What do you think would be the most 
difficult to you? Try to compare the selected courses with the resources available in this 
course. 
Publish your response as a reply to this post in the discussion board. 
[rather formal style, too formal for the content and purpose, as if the person doesn’t know 
how to use such formal language at ease but wants to be very polite and knowledgable] 
(Participant 3) I would like to share my thoughts about e-learning courses. I have analysed 2 
examples: 1. National Tourism Association. and 2. Senior Learning. It reassured me that my 
decision about commencing e-learning course was just appropriate. I focused on two 
completely different areas included in the courses. The first area is dedicated to young 
people, who are just about to enter their life , who want to explore their opportunites and 
challenges. Those are the people who can lead a fruitful life in the tourism sector. They are 
energetic, and eager to move, mobile. The form of the course is suitable for them. If I were 
only younger I could benefit from such a form of the course. With kind regards 
(MODERATOR) ......................... 
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7.4 Reflection in VET context 
Reflect on your experiences in Module 7 by writing them down (in max. 200 words) and 
publishing them in your blog. 
What is the experience you want to reflect upon: 
participating in online discussions, moderating, replying to posts, handling with content and 
emotions; 
Why is this experience important to me? 
do I use discussions in my classroom? In VET? 
What am I going to do now? 
have I changed my attitude towards discussions? are discussions important for the VET 
subject I teach? 
Time for the task: 20 minutes. 
 
7.5 Record evidence. Publish evidence in the table of competences. 
Record evidence of competences you acquired in Module X and publish at least three in the 
table of competences. You may consider: 

1) starting and facilitating the discussion (screenshots from the discussion or links to the 
post) 
2) participating in the discussions (screenshots from the discussion or links to the post) 
3) reflection 
4) links or other interesting findings you wish to record about this module 

Time for the task: 15 minutes. 
 
References Module 7.   
W. Horton “e-Learning by Design” Pfeifer 2006 
Shank P. (2007), The Online Learning idea book: 95 Proven Ways to Enhance Technology-
Based and Blended Learning, Pfeiffer, San Francisco 
Generating and Facilitating Engaging and Effective Online Discussions (University of Oregon) 
at http://tep.uoregon.edu/technology/blackboard/docs/discussionboard.pdf (accessed on 
29/05/2013) 
 

 
  

http://tep.uoregon.edu/technology/blackboard/docs/discussionboard.pdf
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Module 8. Designing e-learning resources  

 
1. Learning in Module 8 
 
The objective of this Module is to gain skills in developing basic learning resources for 
vocational subjects.  
 
As a result of this module you will be able to: 

- create simple videos and publish them online 
- analyze and compare good and bad instructional videos 
- become aware of various tools for content development 
- plan instruction in which students use or create video/audio as learning 

resources 
 
We expect that during this module you will: 

- Read the module materials 
- Create, edit and publish simple video or audio material 
- Write a short reflection about development of resources in VET context 
- Publish the evidence for Module 5 in the table of competences 

 
2. Introduction   
 
In Module 1, activity 1.5 [LINK] you identified some of the content of this course. The 
resources are all the materials which support a learner in achieving a defined goal. They play 
the role of a learning spark in e-tivities, provide essential information, introduce the subject, 
explain, inspire, and motivate. Resources come in various forms, for example, as texts, links, 
films, presentations, audio recordings, simulations or external discussion forums. They can be 
prepared with the help of additional tools or with those that are already part of an online 
platform. 
 
One of the issues many vocational teachers often come across is lack of up-to-date resources 
for the subject they teach. In the recent years numerous freely available (online) tools have 
appeared that enable even non-proficient users to develop anything from text, images, 
presentations, web pages, digital posters, cartoons, audio and video materials to use in their 
classroom. Teachers of vocational subjects can now overcome the obstacles by developing 
their own teaching resources and making them available for their students, particularly in an 
e-learning environment.   
 
Media and tools 
Here are some of the tools or groups of tools that can be used to develop e-learning 
resources for VET: 

- specific tools and functions available within an LMS (learning management system) - 
forums, in-built wikis, blogs, web pages etc. 

- stand-alone wikis (e.g. PBworks or Wikispaces, both online tools) 
- stand-alone blogs (e.g. Wordpress, also an online tool) 
- presentation tools (e.g. offline tools: Powerpoint, online tools: Prezi or Google 

presentations) 
- online tools for making digital posters (e.g. Glogster), cartoons (e.g. Pixton 

or Toondoo), comics (e.g. Bubblr) or maps (e.g. Google maps) 
- mindmapping online tools (e.g. Mindomo or Bubbl.us) 
- podcasting tools (e.g. offline Audacity or online Voki)  

http://pbworks.com/
http://www.wikispaces.com/
http://wordpress.com/
http://office.microsoft.com/en-us/powerpoint/
http://prezi.com/
https://drive.google.com/
https://drive.google.com/
http://www.glogster.com/
http://www.pixton.com/
http://www.toondoo.com/
http://www.pimpampum.net/bubblr/
https://maps.google.com/
http://www.mindomo.com/
https://bubbl.us/
http://audacity.sourceforge.net/
http://www.voki.com/
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- screencasting tools (e.g. offline Jing or online Screencast-o-Matic) 
- video-recording tools (hardware - e.g. webcameras or mobile phone cameras, 

software: e.g. offline Windows movie maker)  
 
If you need more examples of tools for resource development you can find a more 
comprehensive list here: http://www.go2web20.net/#tag:create.  
 
When developing your own materials, it is improtant to have the learning outcomes and 
desired competences of the students in mind. The use of technology should be organically 
connected to the achievement of the course learning outcomes.  
Additionally, try to develop various types of content for your courses in order to include 
diverse channels of communication (text, audio, visuals, video) and different types of 
activities, to ensure a better reception by the learners.  
 
3. Good practice in video making 

1. When the film depicts your face maintain eye-contact with your audience. 
2. Focus of communicating the main content - what is your goal? Perhaps a little 

interactive elements, such as a short quiz, questions or a simple task can better 
engage the viewers? 

3. Speak simply, in your natural manner. „Well... mmm, you know...” if not overused 
makes your message more natural. 

4. The film should be 2-3 min. long. It is better to prepare a series of short videos rather 
then one long product. 

5. Start recording 10 seconds before the action, stop recording 10 seconds after you 
have finished. The equipment needs time to react. 

6. Avoid using digital zoom when using mobile devices. It significantly decreases the 
quality of the recording. It’s better to step forward to the object you want to film.  

7. When you record peoples’ behaviour and actions make sure they don’t look directly 
at the camera. At the meeting or during discussion it may look very unnatural. 

8. When you make a mistake press the pause rather then stop button. It will save your 
time and during the editing cutting unwanted parts will be much simpler. 

9. Your learners may use different devices to watch the videos, also smartphones with a 
relatively small screens. Small objects used in the films may be thus invisible. 

10. Remember you need to obtain a consent of the people you are filming. Explain them 
the purpose of your work and when and where the result will be available. If you 
want to include minors you have to ask their legal representatives or parents for the 
permission.  

 
4. Film planning 
Video or audio recording it is the educational material. In order to prepare it and make it 
valuable for a learner a plan can come in handy. Planning would also make your work much 
easier in terms of applying changes, editing or filming. 

1. Define the goal of the recording. It will help to achieve coherency and select 
appropriate measures. Video can serve various purposes, it can present a behaviour, 
describe the context, inspire, give direct guidelines. 

2. You know the timeframe for this activity. What can be achieved and broadcasted in 
such a short time? Define your main message. 

3. Think about the process of the video making. You have no professional background, 
actors or studio. However, you have something valuable to give out. What are your 
resources?  

4. Describe briefly what is going to happen in your film. The plan should be helpful for 
you, support you in preparing a coherent message and therefore can be as detailed 
as you prefer.  

http://www.techsmith.com/jing.html
http://www.screencast-o-matic.com/
http://windows.microsoft.com/en-us/windows-live/movie-maker#t1=overview
http://www.go2web20.net/#tag:create
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5. A video should have a beginning - that is a moment where a problem is indicated, 
learners’ interest is attracted or the main questions are posed. The second part can 
develop the main ideas, give most important information/ problems or changes you 
wold like to provoke. The end van give some conclusions or on the contrary - open up 
discussion.  

6. Plan some attention-catching elements. Listening to s static recording makes 
learners’ brain switch off to something more engaging. Refer to the examples, some 
tricks can be easy but very effective and attractive. 

7. Before actually starting the film making prepare a list of requisites. Remember about 
adjusting the camera, a tripod, microphone and extra power supplies, batteries, 
dictaphone (it is better to record audio also with the additional equipment), 
headphones (to listen to the recording), appropriate lightning, spare tape or memory 
card and external memory disc. 

8. Gather all the equipment and your plan. Take a deep breath and press "RECORD". 
 
Activities 
 
8.1 Watch and analyse video lectures 
 
“Do’s” and “Don’t’s” when making video presentations 
 
Example of a bad video lecture 
Watch the clip below, and make notes in your blog about the mistakes you identified. 
Remember to open you blog in separate window browser which allows you making notes 
while watching. You can pause the video in every moment. 
 
Example of a good video lecture 
Watch the clip, which shows a lecturer who delivers a well-prepared video lecture.  
 
Make notes in you blog on these elements of the video lecture you identified as executed 
better than in the above example (e.g. fixed or removed mistakes). In result of this activity 
you are going to create a list of bad and good practice which will be useful in activity 8.2.2.  
 
Time for this task: 25 minutes 
 
8.2 Design e-tivity based on recorded video 
You task is to design e-tivity based on video prepared in activity 8.2.2 and published in 
activity 8.2.3. 
 
If you need an examples of such e-tivities go back to activity 1.5. Create map of the course or 
8.1 Watch and analyse video lectures ++ LINKS 
 
Create a table and write down the instruction for students as you did in module 4 (Activity 
4.3). Publish your work on forum of module 5 as replay to the thread created for you by the 
facilitator. 
 
Time for this task: 4 hours 10 min (it covers: 8.2.1, 8.2.2, 8.2.3). 
 
8.2.1 Create short plan of your video   
Read a list of tips in video planning and write down a short plan for your video that your are 
going to develop in activity 8.2.2. The video length should not exceed 3 minutes.  
Time for this task: 1 hour 
 
8.2.2. Record a video 
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Read a list of tips in video making. While recording take into account your notes from activity 
8.1. 
You can use your mobile devices such as smartfon, mobile phone, laptop with built-in camera 
and microphone).  
 
You can also try out YouTube online recording feature as it supports publication on YouTube - 
https://support.google.com/youtube/answer/57409?hl=en-GB  (you are going to be ask 
about this in activity 8.2.3). 
Time for this task: 1 hour 30 min.  
 
This task is planned only for 1h 30 minutes. It means that you are not required to record high 
quality video. Take this time and focus on designing engaging e-tivity in which the video 
recording would be used as a spark for students’ activity (resource that motivate student to 
take some action). 
 
8.2.3 Publish video 
There are variety of services where your video can be published. The most popular one is 
YouTube. You task is to share your recording developed in activity 8.2.2 on YouTube.   
 
Below short instruction explaining how to publish video in several steps: 

1. Create free account (http://youtube.com). If you have Gmail account you can log into 
using it as YouTube belongs to Google services.  

2. Log into YouTube (http://youtube.com). 
3. Click on „Upload” button at the top of the page.  
4. Select your file on the computer. YouTube accepts the following formats: MOV, 

MPEG4, AVI, WMV, MPEGPS, FLV, 3GPP,  WebM. 
5. If you are going to upload a file format that's not listed above, use a troubleshooter 

(https://support.google.com/youtube/troubleshooter/2888402?hl=en-
GB&ref_topic=2888648) to convert your file. 

6. Upload video, add description and set the status. For the course, please choose 
status as „public”. All video will be added to evet2edu YouTube playlist.  

7. Add to uploaded video tag: evet2edu 
8. Publish the link to the video in your e-tivity [LINK] 

 
Time for this task: 30 minut 
 

8.3 Write short reflection  

Reflect on your experiences in Module 8 by writing them down (in max. 200 words) and publishing 
them in your blog. 
What is the experience you want to reflect upon: 
Creating a simple instructional video. Planning for my students to develop online learning resources.  
Why is this experience important to me? 
How could creating my own resources help me improve my instruction? What would that change in my 
practice? Can I engage my students and/or colleagues in this process? Are there any specificities 
relevant for vocational instruction? 
What am I going to do now? 
What advantages do I see to creating my own teaching resources for vocational subjects? Are there any 
disadvantages and could they stop me? Could I collaborate with my coleagues on creating teaching and 
learning resources? 
 
 
8.4 Record evidence. Publish evidence in the table of competence 
 

https://support.google.com/youtube/answer/57409?hl=en-GB
https://support.google.com/youtube/answer/57409?hl=en-GB
http://youtube.com/
http://youtube.com/
https://support.google.com/youtube/troubleshooter/2888402?hl=en-GB&ref_topic=2888648
https://support.google.com/youtube/troubleshooter/2888402?hl=en-GB&ref_topic=2888648


eVET2EDU | Course How to design and facilitate online course in VET context | May 2014 56 

Record evidence of competences you acquired in Module 58 and publish at least three in the 
table of competences. 
You may consider: 
1. link to the short video, 
2. plan for a short educational video, 
3. notes about good and bad elements in the video, 
4. e-tivity, 
5. reflection on the production process. 
 
Time for this task: 15min 
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Module 9. Online resources: re-using, sharing, 
evaluating  

 
 

 
1. Learning in Module 9 
The objective of this Module is to gain skills in searching, selecting, re-using, sharing 
and  evaluating  online resources for your vocational subject(s) required to achieve selected 
learning objectives. 
 
As a result of this module you will be able to: 

- explain the difference between using copyrighted content and Open Educational 
Resources 

- understand how to select, re-use and evaluate online resources 
- apply conditions of Creative Commons licenses 
- select resources according to learning outcomes 

 
We expect that during this module you will: 

- work in a group 
- explain in group your selection of materials 
- search for Open Educational Resources 
- write a short reflection about resources in VET context 
- publish the evidence for Module 9 in the table of competences 
 

2. Introduction 
In the previous module we talked about the resources for teaching you can develop 
yourselves. However, there are also other ways. 
On the internet you can find a lof of educational material which is published under open 
licences. They are called Open Educational Resources (OER) 
http://en.wikipedia.org/wiki/Open_educational_resources [link to article on OER in 
Wikipedia in national language versions]. Depending on the licence chosen by the author, 
everyone can freely use, copy, edit and distribute them for their own purposes. This relieves 
a course designer of the individual and time-consuming development of resources, thus 
freeing up time for developing a sound didactic project and eliminates costs of buying 
content creation tools. 
Evaluating resources online 
Given the vast amount of information on the internet on any given subject, some degree of 
quality control should be applied to any material before using it. Before using any existing 
material, you should check: 

- its reliability (If you can identify who is the author, what is his/her affiliation) 
- permissions for using and reusing (whether you are allowed to copy, adapt, 

change, distribute the content developed by others) 
- its availability (If you can access resources without creating additional 

account/login or special software). 
Judiciously selecting resources will: 

- help maintain a good balance between content and activities of learners.  
- avoid  overloading learners with content, by only making use of articles and book 

chapters that are necessary to complete an exercise or plan a project. 
Try to maintain a balance between static content (text and pictures) and multimedia - this 
will make the material more accessible and engaging for learners. 
 
Re-using resources 

http://en.wikipedia.org/wiki/Open_educational_resources
http://en.wikipedia.org/wiki/Open_educational_resources
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When re-using OER, it’s often desirable to apply the procedure of localization, which refers to 
the process of taking educational resources developed for one context and adapting them for 
other contexts. These contexts can, for example, be geographical, pedagogical, political, or 
technical. The practice of localization encompasses more than the translation of materials 
into a local language or swapping a photo to reflect cultural differences. Localization is at the 
heart of the OER process—it exemplifies diversity, openness, and reusability. 
No matter where you live or what you teach, when you modify open and freely shared 
materials for your own use, you are localizing the materials. There are many reasons why 
educators and learners would want to  localize materials - e.g. to accomodate a particular 
teaching style or learning style, to take into account cultural differences, to support a specific 
pedagogical need etc. 
 
What all these examples have in common is the ability to customize materials to meet 
unique teaching and learning needs. The OER process of localizing materials is an 
empowering activity: those using the materials can customize them the way they want. 
Materials found in an OER repository such as OER Commons are different from materials 
received from a publisher, since OER materials most often have licenses which allowes the 
material to be customized to meet local teaching and learning needs. Most publisher 
materials cannot be modified. 
 
When you use materials found in an OER repository, modify them, and share back the 
modifications you made, you are practicing the OER process. You are both localizing the 
materials for your own needs as well as making them freely available to other educators and 
learners around the world. Sharing back the modifications you made furthers understanding 
of how the material was adapted [from Connexions: http://cnx.org/content/m15222/latest ] 
Sharing your resources online 
The materials you create and share are a valuable resource for others to use or build upon. 
These materials help extend OER into becoming both a scalable and sustainable practice. 
While creating materials for your own educational use, it may be difficult to imagine how 
someone under different circumstances in another part of the world may want to use your 
material. However, if you keep the following tips in mind while you are creating these 
materials for sharing, it can assist in making the modification process easier for the next 
person who wants to customize them for their own use. 
 
3.  List of repositories with Open Education Resources useful in VET context 

- Curriki http://www.curriki.org/welcome/resources-curricula/ - online curricula, 
syllabus, lessons scenario mainly for secondary school. For VET content search 
in: Career and Technical Education and Health 

- Open Course Library: http://opencourselibrary.org/ 
- College Open Textbooks: 

http://www.collegeopentextbooks.org/opentextbookcontent/open-textbooks-
by-subject 

- Wikieducator - Technical and Vocational Education: 
http://wikieducator.org/Content#Technical_and_vocational_education 

-  Professional Education, Testing and Certification Organization International 
(PEOI) - http://www.peoi.org/Courses/Coursesen/coursesframe.html - 
educational materials for VET subjects 

- OpenScout  (http://learn.openscout.net/)- skill-based search of open content for 
training management specialists 

- Wikipedia - free online encyclopedia http://en.wikipedia.org (available in most 
languages) 

-  Jamendo (http://www.jamendo.com/ ) – music (selected materials under the 
Creative Commons licence) 

Search engines for Open Educational Resources 

http://www.oercommons.org/
http://cnx.org/content/m15222/latest/
http://www.curriki.org/welcome/resources-curricula/
http://opencourselibrary.org/
http://www.collegeopentextbooks.org/opentextbookcontent/open-textbooks-by-subject
http://www.collegeopentextbooks.org/opentextbookcontent/open-textbooks-by-subject
http://www.collegeopentextbooks.org/opentextbookcontent/open-textbooks-by-subject
http://wikieducator.org/Content#Technical_and_vocational_education
http://wikieducator.org/Content#Technical_and_vocational_education
http://www.peoi.org/athens_bottom2en.html
http://www.peoi.org/Courses/Coursesen/coursesframe.html
http://learn.openscout.net/
http://en.wikipedia.org/
http://www.moodle.org/0.3821017007067957
http://www.jamendo.com/
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-  Creative Commons Search - multisearch 
engine  (http://search.creativecommons.org/ ). It allows for searching resources 
from Google, Google Graphics, Flickr, Europena,  Jamendo, Wikimedia Commons 
and a few others. After picking up services you would like to search in, you have 
an option to  ‘use for commercial purposes’ and ’modify, adapt, or build upon’. 

-  Google – advanced search (field: user’s rights) 
https://www.google.pl/advanced_search?q=ss&biw=1299&bih=827&hl=pl 

- Flickr http://www.flickr.com/  - repository of photos uploaded by user. Over 200 
mln photos on Creative Commons.  In advanced search you can decide to search 
only for photos published on different Creative Commons licenses (“Find content 
to use commercially” or  “Find content to modify, adapt, or build upon") 

- YouTube http://youtube.com -- video repository. Here you can find tutorials, 
recordings of lessons, labs, etc. Most content is available on standard YouTube 
licence (copyrighted), however in advanced search YouTube offers a possibility to 
search for content under Creative Commons Attribution licence. 

- Vimeo -https://vimeo.com/   video repository. Allows for adding video content 
on every Creative Commons licence 

Services for sharing online resources 
Sharing content in these services requires creating account and being logged in. 

- Flickr http://www.flickr.com/  repository of photos uploaded by user. You can 
publish photos on every CC licence 

- YouTube http://youtube.com - video repository. Allows for sharing on CC BY or 
standard YouTube licence. 

- Vimeo https://vimeo.com/- for adding video content on every Creative 
Commons licence 

- Slideshare http://www.slideshare.net/  - for sharing presentations on Creative 
Commons licence 

- Scribd http://scribd.com/  - for sharing documents in PDF, DOC and Open Office 
on Creative Commons licence 

- Soundcloud https://soundcloud.com/ - for sharing audio resources  on Creative 
Commons licence 

  
Activities 
9.1. Check terms of use for online resources 
Watch the following short video developed by Creative Commons 
http://www.amara.org/pl/videos/qkVyfvyulT1B/info/creative-commons-kiwi/. 
You will learn about the rules of using materials available on the internet under Creative 
Commons licenses. Ask yourself if and how you have previously used the work of other 
people which is available in the internet. If yes, did you check the conditions for using them? 
Next, go to the service that you use most often to prepare for your work and find at least two 
resources, which you could use in your vocational course. Check the copyright regulations 
and try to adhere to them. Think about what you need to remember when using the work of 
other people. How should you apply it in your e-learning course or in your classroom? 
Time for the task:  30 minutes 
 
9.2.Choose resources according to learning outcomes 
In Module 4 you have learned how to design didactic outcomes and e-tivities. The aim of this 
exercise is to make an appropriate selection of course materials, so that they help you in 
achieving the specific learning outcomes of activity, and, as a result, also the general 
objectives of the course. 
In this exercise you will work in a group. A facilitator will divide you into groups at the 
beginning of the Module. The group assignment is to find and suggest two resources for a 
selected subject or objective (from the list below) and to publish them (or links) on the 
course forum in a separate thread. After that, each group will justify their proposition in 

http://search.creativecommons.org/
http://search.creativecommons.org/
http://www.google.com/
https://www.google.pl/advanced_search?q=ss&biw=1299&bih=827&hl=pl
https://www.google.pl/advanced_search?q=ss&biw=1299&bih=827&hl=pl
http://www.flickr.com/
http://youtube.com/
https://vimeo.com/
http://www.flickr.com/
http://youtube.com/
https://vimeo.com/
http://www.slideshare.net/
http://pl.scribd.com/
https://soundcloud.com/
http://www.amara.org/pl/videos/qkVyfvyulT1B/info/creative-commons-kiwi/
http://www.amara.org/pl/videos/qkVyfvyulT1B/info/creative-commons-kiwi/
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regards to the goal, licence, quality and their usefulness. Suggested resources must represent 
diverse formats. Each group’s work will be summarised by the facilitator. 
You may use OER search engines and OER repositories, or standard search engines (e.g. 
Google). Here are topics that will be assigned by facilitators to groups (each group will have 
one topic): 

- After completing this class a student will be able to create article in Wiki about 
typical cuisine in their country.  

- After completing this class a participant will be able to explain the concept of 
WEB 2.0 

- After completing this Module a participant will be able to list benefits of 
including webquest in learning 

- After completing this class the student will be able to prepare a list of good 
practices in creating engaging presentation 

 
Time for the task: 1 hour 30 minutes 
 
9.3. Search for and re-use open resources for your e-tivity 
In module 4 you have designed an e-tivity. As you already know, one element in designing e-
tivities is choosing a spark  (=incentive to initiate an e-tivity). Resources can definitely play a 
role of the spark in e-tivities. Activity 9.2 stressed the importance of choosing the right 
resources to support learning objectives. 
You task in this activity is to: 
1) find one resource published with rights for modification (please check which of Creative 
Commons licences allows for that) which may be valuable for the e-tivity you designed in 
module 4, using the OER repositories and search engines listed in this module . 
2) adapt chosen OER in order to use it in your e-tivity.  It’s up to you to decide how much 
customization is required - you could delete a part of the content and write a new section or 
just change a few words and include new audiovisual resources. 
3) Publish a link to the chosen OER and attach the modified version of the original on Module 
forum. Participate in a discussion about how open education content is localized and how 
the creation of OER facilitates or prevents  from creating content which is context-specific. 
Here are a few questions to consider in your post: 
 

1.     What modifications did you make in the materials you used from an OER site?  
2.     How is content localized at the individual and school  level, and what are the 

benefits? 
3.     Is localization only a process of adapting existing materials for local conditions? Or 

is it also a methodology for creating new materials? 
If you find any additional interesting repositories with OER,  please share also this 
information in the Module discussion forum. 
If you have any doubts about the copyright regulations of the materials you found, share 
them on the forum. 
 
Time for the task: 45 minutes 
 
9.4. Share your resources online as OER 
In module  8 you have created and published a video on YouTube.  If you published your 
video under a standard YouTube license (which is the default), as opposed to a Creative 
Commons license, you will now share  your content with others in a more open way. 
Decide whether to share your video from Module 8 or material from activity 9.3 and publish 
the material in the Creative Commons repository suitable to your choice of material. In doing 
this this infographic will be helpful for you:  
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Write down in the forum for  Module 9 a short post about considerations, constraints, and 
enablers that exist in sharing  OER content in local teaching and learning situations. Please 
explain also why did you choose a particular licence for your content? 
Time for the activity: 30 min. 
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9.5 Reflection in VET context 
Reflect on your experiences in Module 9 by writing them down (in max. 200 words) and 
publishing them in your blog. 
What is the experience you want to reflect upon: 
How did you find the experience of repurposing and sharing you resources online? 
Why is this experience important to me? 
Do you find them useful in your VET practice? Would you be able to share your own 
resources on the Internet? 
What am I going to do now? 
Do you see any opportunities to use in your VET course resources prepared by other people, 
which are available in the internet? 
Time for the task: 20 minutes.  
 
9.6 Record evidence. Publish evidence in the table of competences. 
Record evidence of competences you acquired in Module 9 and publish at least three in the 
table of competences. You may consider: 
1) screenshots/links to forum with group discussion, 
2) links to  interesting tools or OER repositories useful in VET context 
3) links to the resources you have shared online 
4) reflection on OER in VET context 
5) links or other interesting findings you wish to record about this module 
Time for the task: 15 minutes. 
 
References-  Module 9. 
Rosenberg M. (2006), Beyond E-Learning: Approaches and Technologies to Enhance 
Organizational Knowledge, Learning, and Performance. Pfeiffer, San Francisco. 
ISKME (2008) What is Localization? http://cnx.org/content/m15222/latest/ 
 
   

http://cnx.org/content/m15222/latest/
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Module 10. The role of the facilitator 

 
 

 
 
1. Learning in Module 10 
The objective of this Module is for participants to gain skills in organising own work as a 
facilitator of an e-learning course on a vocational topic, as well as to develop skills in 
evaluating their own skills. It is also the module in which we will summarize the course. 
 
As a result of this module you will be able to: 

- explain the roles and competences of a facilitator in an online course 
- organise the facilitation of an e-learning course 
- evaluate own facilitating skills 
- visualise data on own progress 

 
We expect that during this module you will: 

- read module materials 
- assess and compare your skills as an e-learning course facilitator 
- publish on module charts with comments 
- evaluate your progress 
- select the evidende and fill in the competence table for Module 10 
- write a short reflection 

 
2. Introduction. The role of the facilitator 
Learning on your own is difficult, without anyone to support you, answer your questions or 
share ideas with you. Some support can come from your peer learners, however the 
presence of a facilitator is crucial for online learning. Their role differs from the one a teacher 
has in the traditional classroom. The role of an expert resulting from a better knowledge of 
the topic is only one of many roles an online facilitator has. A facilitator is not only supposed 
to transfer his or her knowledge but rather create space with activities and resources which 
will help participants to develop competences. Adoption of competences is especially 
important in teaching vocational subjects in which participants have to obtain practical skills, 
operational knowledge and become competent in a field of work. 
Gilly Salmon, a practitioner of e-learning (more about her work on the website All Things in 
Moderation), identifies five main areas of competence of  an e-moderator. They were all 
covered in the questionnaire for the moderator’s self-evaluation in Module 1 [LINK]. 

- Understanding online process. An awareness that learning through the internet 
requires a slightly different approach than the one used in the traditional classroom. 
The ability to adapt the traditional form of teaching to another context. Knowledge 
of how to use the specific advantages of an online environment and deal with its 
constraints. 

- Technical skills, understood as familiarity with the tools and, in particular, the ability 
to locate those functionalities that can be useful for e-learning. In e-learning you can 
use many applications and services which were not created for educational purposes. 
However, you need to discover their potential. 

- Online communication. An awareness about time-delayed communication and its 
differenece from face-to-face. The ability to communicate naturally and effectively. 

- Domain-specific competences. Knowledge where to find the best materials for the 
learning objective defined on the course and activity level. 

- Personal competences. A positive attitude and motivation to work and develop as an 
e-moderator. There is no point in getting involved in a task to which we are not 
committed. 

http://www.atimod.com/
http://www.atimod.com/
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Alternatively, four main roles can be identified: 

- The pedagogical role: supporting the learning process and not on “transferring” 
knowledge into the participants’ heads.  Specific tasks are: 

o providing guidelines 
o providing feedback 
o providing advice 
o assessing 
o motivating 
o facilitating interactions among the learners and course materials 
o monitoring discussions, initiating or moderating them 

- The technical role: To be able to effectively participate in e-learning courses the 
facilitator should have basic skills in using a computer, internet and in working in a 
virtual learning environment. Especially during initial stages of a course, facilitator 
provides technical support, helps with logging in and guiding around the learning 
environment. 

- The organisational role. E-learning stresses independent work and a learner’s 
initiative, but it doesn’t mean that they should be left on their own.  The facilitator 
should help the partocipants develop the skills necessary for independent 
organisation of work and conducting their work process, as well as support the 
development of a learning environment, such as group formation, getting to know 
each other, etc. The instructor’s tasks consist of: 

o monitoring activities of the participants 
o personally contacting those who were inactive for too long 
o helping those who need to catch up with the material 
o setting deadlines and enforcing them 
o organising work on the platform (bringing order to the discussion forums, solving 

logistical problems, etc.) 
• The social function. Learning is usually a social activity, as during our course. It is 

based on communication. This is why one of the most important functions of the 
course instructor is socialisation, making actual strangers communicate efficiently 
online and form a dynamic group of individuals who are peer learning. A safe and 
friendly learning environment will make participants share their reflections, 
experiences and knowledge with others. 

In vocational training, facilitative methods also include learning through conversation, 
through real-world problem-solving, through enquiry, expert demonstration and lecturing. 
Process of adopting a certain skill and becoming competent requires the kind of trial and 
error common in real-world problem solving. 
 
Facilitative vocational teaching, among other things, includes: 

- Placing a strong emphasis on the workplace to provide a meaningful context for 
learning where problems are framed by the context of the workplace. 

- Encouraging “hands on” and interactive approaches to learning activities to allow 
learners to apply and interact equally with the thinking and performing aspects of 
learning. 

- Giving learners the opportunity to collaborate and negotiate in determining their 
learning and assessment processes. 

- Understanding learners as “co-producers” of new knowledge and skills. 
- Recognising that the prior and life experiences of learners are valuable foundations 

for constructing new knowledge and skill sets (although they can also impose 
limitations). (Smith, P., Blake, D., 2005) 

In addition to the course designer, it is the task of a facilitator of a vocational e-learning 
course to make sure these conditions are ensured in the online environment as well. 
 
3. Time management 
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Time managment is very important for oline course facilitator. E-moderator faces specific 
challenges: having to combine face-to-face life with online responsibilities. The text below 
focuses on strategies to plan your online activities as a facilitator. 
Although e-learning is described as 24/7 activity it doesn’t mean you are availaible all the 
time. It is your task is to decide how much time you need to dedicate to reach the objectives 
of the course. 
 
DESIGN STAGE 

- Decide how much time (daily and weekly) you require from the participants, and 
from yourself, to spend on the course. Take into account not only your motivation 
but also external factors, such as combining online work with offline responsibilities, 
or holiday breaks. Underestimating the time is one of the most common mistakes 
that lead to frustration and more work. Plan the tools that can support you, use the 
calendar and think ahead. 

- Invest in preparing support: some problems will appear but they can be anticipated. 
Spend some time to prepare support for the participants (e.g. a Course Guide, an 
FAQ, and a well-planned course structure and elements). This can reduce the amount 
of questions and remarks and save you time. If you run more editions of the course, 
this investment will bring multiple returns. 

- Create reusable content. Archive your comments, e.g. summaries of forum 
discussions. You can never use them in their entirety but some fragments can be 
reused. A good example of reusable content is mentioned in the above Course Guide. 

 
FACILITATION STAGE 

- Work systematically.  Regularly reply to messages (2 days maximum). When you wait 
for everyone to contribute this time can be prolongued obviously but your regularity 
is essential. Divide your work into chunks easier to complete for you and your 
learners. 

- Motivate participants to work systematically for everyone’s benefit. If everyone 
submits their assignments on time or contributes to the discussion, it will be a one-
time effort for you to prepare the evaluation. It will not be necessary to go back to 
what others have already written just to provide feedback for someone who is late. 

- Be online regularly. You can use free timeslots during your daily schedule. 
- Learn the tools. Use software that you know well. Use applications that speed up 

yourwork (e.g. search engine tabs, e-mail filters, forum notifications). 
- Practice writing, it is major part of a facilitator’s work. Prepare standard posts if you 

frequently facilitate courses. 
- Build a group. it increases your and your participants’ efficiency. If the group is 

active, organising their work will cost you less effort. It may happen that they solve 
their problems on their own before you have to intervene. 

 
Activities 
 
10.1. Estimate the time required for your work 
On designing this course we estimated on average of four hours of work per week for the 
learner. Time was allocated for specific activities and modules, and with that in mind, we 
selected resources and designed activities. 
Discuss if our estimations were correct. If we were wrong, which activities were estimated 
wrongly? How much time did you spend on the course? What was the reason why you had to 
work more or less than we had estimated? What are your conclusions for your future 
practice? 
Publish your observations on the forum. 
Time for the task: 45 minutes 
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10.2. Fill in the self-evaluation questionnaire 
The questionnaire below is based on Gilly Salmon’s concept of competences for an e-learning 
course facilitator. It will enable you to evaluate your skills for facilitating online courses. 
Relate to the same 30 statements covering 5 key competencies necessary for the facilitation 
of online courses as you did in Module 1. Your task now will be  to compare those two 
questionnaires and reflect on your development from the beginning to the end by of the 
course in Module 10. 
Answers: 
Y – this statement describes me, 
? – I cannot answer 
N - this statement doesn’t describe me 
Time: 10 minutes 
 
UNDERSTANDING ONLINE PROCESS 
I have participated in online courses before 
I know the advantages of online teaching and learning 
I know tools and technologies related to online learning 
I can motivate and organise group work and collaboration online 
I can create and lead engaging online learning. 
I can apply various tools and methods for online learning. 
 
TECHNICAL SKILLS 
I know basic Internet tools 
I know software that can be used for online learning 
I can evaluate applications according to their relevance for online learning 
I know the applications and their functionalities that support assessment of the learner 
Technologies do not disturb my learning online  
I can build up a coherent learning environment with different tools 
 
ONLINE COMMUNICATION 
I know and use netiquette 
I can write a personalised and natural message online 
I feel at ease communicating online with others 
I can motivate other to be active online 
I can built upon various experiences and attitudes of the course participants 
I can differentiate between emotions and content in online discussions 
I don’t over-react to aggressive and controversial posts in the discussion boards (trolling) 
 
DOMAIN-SPECIFIC COMPETENCES 
I feel comfortable in my domain and I can share my knowledge with others 
I know interesting resources from the subject/ domain I teach 
I know the topics that can evoke interesting discussion among the learners 
I can make a fair and adequate assessment of the online activities of the learners 
I can evaluate in a particular online resource is relevant to the course I teach 
I can adjust and develop the topic during the course depending on the participants‘ input 
Personal characteristics and attitudes 
I want to teach online 
I can present myself, also online, as a real person 
I am not afraid of experimenting with new tools and taking up new actions in Internet 
I really enjoy learning and teaching online 
I can make people learn from each other online. 
 
10.3. Create a chart 
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Taking as a starting point the self-evaluation questionnaire you filled in Module 1 {LINK} and 
in activity 10.2,  prepare two charts that visualise and compare your progress in the course. 
Publish the charts on the Module forum together with a reflective commentary. How do you 
assess your progress? Which of the facilitating abilities have you developed best, which have 
you improved and which still need to be improved?  Which activities in the course worked 
best in supporting your development? Which of the facilitating skills do you foresee as the 
most useful in teaching your vocational subject online? 
 
Example of the charts: 

 
Before the course    After the course  
 
 
 
The charts illustrate the percentage of replies of the course participant: “Yes” (T), “No” (N) 
and “I don’t know” (?) from the self-evaluation questionnaire which was done before and 
after the course. 
Time for the task: 30 min 
 
10.4 Reflection in VET context 
Reflect on your experiences in Module 10 by writing them down (in max. 200 words) and 
publishing them in your blog. 
What is the experience you want to reflect upon: 
the results of self-evaluation questionnaire of the key facilitator competences. 
Why is this experience important to me? 
How can the awareness of key facilitator skills make my instruction more effective? Is there 
any skill which is especially important in teaching vocational subjects? 
What am I going to do now? 
In what way you will use key facilitator skills and principles of time management to improve 
your vocatioanl teaching practice? 
Time for the task: 20 minutes. 
 
10.5 Record evidence. Publish evidence in the table of competences. 
Record evidence of competences you acquired in Module 10 and publish at least three in the 
table of competences. You may consider: 
1) charts ilustrating your development through the course 
2) post from discussion forum about time estimation and workload 
3) reflection 
4) links or other interesting findings you wish to record about this module 
Time for the task: 15 minutes. 
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