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Introduction The EDGE Guidelines
With schools and universities being closed across most of the

EU countries in an effort to contain the spread of corona-

virus, an unprecedented number of students were out of

class for an undefined period. This exceptional disruption

triggered a move toward different formats of digital learning.

However, it became clear that many schools and teachers did

not feel fully prepared for this sudden need of implementing

digital learning on a larger scale, and had to overcome sev-

eral key challenges, barriers and obstacles. Nonetheless, digi-

tal learning might depict an important development for edu-

cational systems and might provide chances for educators

and learners. Therefore, the guidelines at hand should serve

as an orientation for potential benefits and obstacles that

might accompany digital learning and provide a solid foun-

dation of possible approaches to digital learning.

Thereby, we aimed at developing guidelines which are intu-

itive and easy to use and to read by trying to answer com-

monly asked questions that might arise in daily practice.

Readers are therefore kindly invited to read the guidelines as

a whole but might as well simply look up the suggested an-

swers to their respective question.

The authors of these guidelines stem from different back-

grounds (universities, secondary and tertiary education,

schools). Therefore, we hope that these guidelines encour-

age as many teachers and practitioners as possible in apply-

ing digital learning in their daily teaching.

What Is Digital Learning?

The use of technologies in all areas of life increased signifi-

cantly over the last decades. Among these areas, technologi-

cal transformations influenced learning environments, learn-

ing and teaching methods as well as the relevant competen-

cies of teachers and students in schools.

Frequently, instructional practices that rely to some extent on

technology-based methods are summarised under the um-

brella term of “digital learning”. Thus, digital learning com-

prises a whole range of teaching and learning approaches

that aim to strengthen learning experiences and instruction

by the integration of technologies [1]. The following explana-

tion gives an overview of similar or related terms.
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Digital learning is any type of learning

that is facilitated by technology or by

instructional practice that makes effective

use of technology.

Distance learning is a form of education

that is characterised by a physical

separation of teachers and students during

the instruction and learning process.

E-Learning describes learning with

electronic tools (digital devices) and

media (e.g. the internet).

Online learning is defined as learning

in synchronous or asynchronous

environments using different devices with

internet access (e.g. mobile phones,

laptops, etc.). These learning environments

enable learners to learn from anywhere

and to interact with their teachers

and classmates.

Digital learning approaches consequently comprise a range

of methods, e.g.

» use of technology in the classroom (e.g. smartboards,

smartphones)

» use of virtual learning environments

» distance learning using digital platforms

Digital learning formats might thereby be applied within tra-

ditional teaching processes (classroom-based learning) as

well as within formats of distance learning. The integration of

digital learning formats in schools as well as the promotion of

relevant digital competencies has consequently been pushed

by political and administrative decision and programs, sup-

porting the implementation of digital learning (cf. the “Digi-

talPakt Schule” in Germany; the “MULAN Plan” in Comunitat

Valenciana (Spain)).

Benefits of Digital Learning

In general, digital learning processes are not necessarily lim-

ited to time and place. Therefore, digital learning might de-

pict a possibility of providing high-quality instruction to

groups of students which are difficult to reach (e.g. education

in rural areas, drop-out students). In addition, digital learning

might as well offer potential benefits in traditional teaching

contexts. The existing body of research on effects and bene-

fits of elements of digital learning highlights a range of ad-

vantages, which also depend on the structure and design of

learning environments [2–7].
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Obstacles Preventing the Implementation

of Digital Learning

Despite the urgent need of applying digital learning formats,

it became clear that not all teachers felt prepared for digital

learning. In a recent survey in Germany, conducted by one of

the contributing authors of these guidelines [8], it became

clear that only half of the teachers surveyed applied some

forms of digital learning during school closings. Therefore,

the question poses itself which variables might promote or

hinder the implementation of digital learning.In this regard,

one might differentiate between school-related, teacher-

related and student-related variables (see page 12).

How to Use Our Guidelines?

Successful digital learning is the result of a complex set of in-

terdependent conditions. Nonetheless, teachers’ knowledge,

attitudes and self-efficacy play a central role. The guidelines

at hand should be one piece of the puzzle and support

teachers by providing a solid basis of technical knowledge

and examples of good practice of digital learning. Therefore,

you are invited to read and interpret the guidelines as a

whole. At the same time, you might also use them as a refer-

ence and orientation for specific questions, which might arise

when you apply digital learning in schools. For the ease of

use and reading, the authors structured the guidelines in ac-

cordance with different aspects of daily teaching.

Questions are grouped into the following sections,

emphasizing different aspects:

1. Teaching-related questions

a. Academic learning

b. Social-emotional learning

2. School-related questions

3. Profession-related questions

4. Technical and legal questions

From time to time, we will refer to existing software. We

chose these references based on our experiences and re-

ports from practice. We did not receive any funding by one of

the companies responsible for the software mentioned.

For a lot of purposes, there is a large amount of free-to-use

open software, which is available to everybody.
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Child-related
variables

Teacher-related
variables

School-related
variables

Implementation

of digital learning→

School-related variables

Several variables on the level of schools are of high relevance

for the implementation of digital learning. Among others, the

availability of adequate equipment, internet access and tech-

nical support is crucial for digital learning. However, addi-

tional variables concerning schools might be of interest.

School principals are key figures when motivating staff mem-

bers to implement digital learning. They might also organise

adequate structures of support as well as opportunities for

exchange between colleagues.

Teacher-related variables

Based on a preliminary survey by members of the project [8],

the teachers who applied digital learning could be charac-

terised as possessing positive attitudes towards digital learn-

ing and showing high levels of self-efficacy. These findings

go along with the existing body of research in general educa-

tion. In contrast, negative attitudes as well as lower levels of

self-efficacy might depict major obstacles in digital learning.

Hence, providing adequate knowledge and examples of good

practice seems to be crucial to support teachers.

Child-related variables

Learning in general is multifaceted. A range of prerequisites

contributes to learning processes and influences learning

outcomes. Digital learning emphasises specific learning

prerequisites, as digital learning environments are often

more open and less structured. Therefore, it stresses the

importance of aspects such as parental support or self-

regulation skills. When designing adequate learning environ-

ments, teachers should feel prepared to address these

characteristics.
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We hope that the

guidelines and the online

course will support

you in implementing

digital learning.

A Short Outlook on Our EDGE Online

Course

In addition to these guidelines, we developed an online

course which focusses on the contents of the EDGE

guidelines in more detail. The course comprises activities,

inputs and additional examples related to the use of digital

learning. Participating teachers have the chance to exchange

personal experiences and to develop materials with other

teachers across Europe. The participation in the course is

free of cost. The four-week program can be accessed via the

webpage https://www.empowering-teachers.org/
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How to Motivate
Students?

A recent survey, conducted and published by the School

Education Gateway in 2020, has explored the opinions on

online and distance teaching from 4859 persons across

Europe – of whom the majority were teachers or

headmasters. The survey highlighted that the biggest

reported challenge was to keep studentsmotivated and

engaged [1], emphasising the need of addressing potential

ways of warranting students’ motivation.

One of the most successful ways to motivate them is to

make use of their natural interests and activities they would

engage in anyway, and to exploit the power of intrinsic moti-

vation.

A major and well-known theory in explaining students’ moti-

vation is the “self-determination theory” by Deci and Ryan [2].

This theory postulates that the basic needs for autonomy,

competence and relatedness are the most crucial drivers for

motivated behaviour. In that sense, students feel motivated in

situations where they perceive themselves as competent, can

make their own decisions and hence feel autonomous as

well as perceive themselves as an important part of the

group. This is valid for traditional learning contexts but is also

highly relevant for digital learning environments. However,

warranting these needs in digital contexts might be of higher

difficulty. Several authors, therefore, made up their minds

about potential ways of addressing those basic motivation

drivers in digital contexts [3]. In line with these approaches

and ideas, here you can find some ideas on how to target

these drivers.

Relatedness

An important feature of classroom-based learning are social

interactions. Students communicate in formal and informal

ways during learning processes and are part of a social

group. Students form social relations and develop a sense of

belonging. Hence, the feeling of being in the classroom and

learning together as well as the potential link of learning

achievement and social recognition all relate to the need of

relatedness of students.

Digital learning, especially from distance, might hinder these

important social interactions as students are more forced

into self-directed individual work. This might decrease the

motivation of your students. Therefore, it is important to ad-

dress this need by providing opportunities for social interac-

tion. Online tools might serve as accessible communication

channels. Most prominently, videoconferencing is a potential

way for implementing group work and different forms of so-

cial learning in your digital teaching. You can use breakout

sessions to create rooms for additional communication. Us-

ing messenger services might be an additional way of sharing

classroom-related content [4]. Results and feedback by peers

might be published as blogposts.

Guidelines
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Students’ autonomy

According to research, students who take online classes

need a sense of self-directed learning which is defined as the

willingness and ability to manage one's own education. Dis-

tance learners have long been associated with attributes like

independence, self-direction and intrinsic drive [4].

When considering students’ autonomy, an obvious approach

which comes to mind is leaving students room and time to

decide on their own. In traditional teaching, we try to do so

by using methods such as project work, station learning or

weekly schedules. Hence, in these contexts, students can de-

cide on their own which task they would like to address on

which day. They might even decide on the actual learning

contents on their own (e.g. in project work). By doing so, stu-

dents are more likely to identify themselves with the chosen

task and develop higher interests. Both might influence their

motivation positively. In digital learning, similar approaches

are possible. It might even be easier and more natural to

leave space and time for self-directed learning in digital con-

texts. Especially in distance learning, students often need to

decide when to work on which tasks. The required autonomy

might therefore even be a risk for students who are strug-

gling in self-directed learning. Nonetheless, digital learning

contexts might provide a whole range of learning sources as

well as potential formats of delivering results [3]. Such highly

autonomous learning environments do set specific demands

on teachers. It becomes crucial to provide feedback to stu-

dents as well as to monitor students learning process (e.g. by

‘interim reports’ or ‘daily results’).

Competence

Perceiving themselves as competent is crucial for students to

develop and maintain motivation. At the same time, this

might be especially hard to achieve for students who do not

fulfil the daily expectations at school (e.g. students with

learning difficulties). They might develop the feeling that their

efforts are not translating into success and might therefore

decrease or redirect them. As stated by Krüsemann [3], “long-

term motivation requires a sense of pride in making efforts

that lead to success and achievement”. Addressing the need

for competence is a challenge in both traditional and digital

learning. Again, feedback on individual progress is crucial for

students, as this supports to create a link between invested

efforts and their performance. Similarly, providing self-di-

rected learning environments might lead students to choose

materials and goals which suit their competencies [4]. With a

focus on inclusive classrooms, differentiating materials, goals

and expectations might also support students’ feeling of be-

ing competent.

In addition to addressing students’ intrinsic needs, teachers

might rely on external goals which might support the devel-

opment of motivated behaviour. These forms of motivation

are usually defined as extrinsic motivation. From this point of

view, students act motivated in order to achieve an external

goal (which might be related to rewards) or to prevent nega-

tive outcomes. In traditional classrooms, teachers commonly

make use of this by implementing schedules of reinforce-

ment or relating specific goals with reinforcements. Hence, it

is not surprising that goal setting and reinforcing teacher

feedback are also discussed within distance and digital learn-

ing [5].

Discussing class wide as well as personal goals with your stu-

dents might lead to a higher identification with such external

goals. Additionally, you can also ask your students for ideas

on potential rewards. During the learning progress, the stu-

dents might also follow up on their progress to reach specific

goals.
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How to Ensure Regular
and Active Student
Participation?

In distance learning, more than in in-person learning, teach-

ers are confronted with many challenges to ensure the in-

volvement and active participation of their students who are

possibly exposed to more opportunities to get distracted.

While recognising the noteworthy role played by digital

learning (especially during the pandemic), which enables

students to remain connected, it is also true that technology

itself can create communication barriers depending on the

different level of abilities of students in getting access to the

digital platforms and using their functionalities.

Therefore, the first challenge for teachers and schools is to

ensure that all the students and their families have proper ac-

cess to the available platforms and know the basics of how

they work. Once all of your students have comfortably ac-

customed themselves to the digital learning environment,

you can adopt several tips to get your students involved and

committed to the online lessons.

Looking into the webcam, articulating words well, using ges-

tures, involving students with questions and working in small

groups stimulates and supports the flow of the lesson. Keep-

ing a steady pace, involving students in research together,

e.g. going to a site, choosing images, having them share their

screen, are elements that create the ideal conditions for

reaching and stimulating students' attention.

Importance of visual contact and gestures

During the online lectures, you should always keep virtual

eye contact with your students. Looking into the void or sim-

ply reading a text can increase the distance between you and

your students and easily lead to the loss of their attention.

Gestures like moving your hands can also help to highlight

significant passages of the lesson.

Language

Your language should be simple and words must be articu-

lated well to be better understood because the audio does

not always come through neatly to the students. Your sen-

tences should be short and interposed with phrases such as

“now, listen well”, “this part is important”, “what I am about to

tell you is crucial” to capture students’ attention.

Videos and images

A lesson that emphasises the visual and graphic aspects of

the content is more attractive to your students, facilitates the

immediate understanding of concepts and reduces the time

spent on theoretical explanations.

Visual perception is 25 times faster than the other senses,

wherefore images and videos can be used to create a more

effective connection with your students, capture their inter-

est, stimulate them cognitively and enable them to process

information more quickly.

Robert E. Horn from the

Stanford University explained

this relationship clearly:

"When words and visual elements are

closely intertwined, we create something

new and we augment our communal

intelligence [...] visual language has the

potential for increasing ‘human bandwidth',

the capacity to take in, comprehend, and

more efficiently synthesize large amounts

of new information." (Horn, 2001; p. 124 et seq. [1])

Online class discussions

Your lessons can be made more engaging through the use of

quizzes, polls and online discussions. Most digital platforms

provide several tools for this purpose.

You could ask your students to use the chat tool to ask or

answer questions during the lecture. They can also be invited

to use emojis to show their understanding of a topic.

A more in-depth discussion may be fostered through a

“Google Forms” quiz related to the subject that you just ex-

plained. These solutions give your students more time to re-

flect and write their answers and give the more introverted

ones the opportunity to participate more than they would do

in person.
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Cooperative learning (CL) is a method

where “students work in teams on an as-

signment or project under conditions in

which certain criteria are satisfied, including

that the team members be held individually

accountable for the complete content of

the assignment or project” (Felder & Brent, 2007,
p. 34 [2])

Small working groups

In online learning, you can split your students into separate

working sessions with different assignments to achieve.

Therefore, CL becomes Computer-Supported Cooperative

Learning (CSCL) [3].

You take the role of a facilitator and organiser of activities,

structuring learning environments in which students trans-

form each learning activity into a process of group problem

solving, achieving objectives which require the personal con-

tribution of all. As students feel that their own contribution is

essential to achieve the expected results, they are more mo-

tivated to actively participate and be committed to the task.

Teachers can use “Google Docs” to monitor all the students

during the working sessions and provide timely feedback (see

also How to Give Feedback in Digital Learning?).
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https://www.researchgate.net/profile/David-Johnson-%20113/publication/220040324_Cooperative_learning_methods_A_meta-%20analysis/links/00b4952b39d258145c000000/Cooperative-learning-methods-A-meta-analysis.pdf
https://www.researchgate.net/profile/David-Johnson-%20113/publication/220040324_Cooperative_learning_methods_A_meta-%20analysis/links/00b4952b39d258145c000000/Cooperative-learning-methods-A-meta-analysis.pdf
https://www.researchgate.net/profile/David-Johnson-%20113/publication/220040324_Cooperative_learning_methods_A_meta-%20analysis/links/00b4952b39d258145c000000/Cooperative-learning-methods-A-meta-analysis.pdf
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How to Monitor
Students’ Progress in
Digital Learning?

Digital and distance learning emphasise the need of monitor-

ing the learning progress of students from distance. This

might serve as an important orientation for adequate feed-

back to students as well as for the design of upcoming learn-

ing materials and tasks. The most prominent approach to

keeping track of your students is often being described as

progress monitoring or formative assessment.

The most characteristic feature of progress monitoring is that

data on the current level of mastery is collected frequently

and repetitively over time. Huong and Au list observations,

quizzes, assignments, and feedback as potential approaches

to collect this kind of data [1]. In contrast to summative as-

sessment, short tests or ratings are carried out frequently

(e.g. once a week) and economically (e.g. duration of 2 min-

utes). While the grading in summative assessment indicates a

student's ‘final’ level of abilities or competency, formative as-

sessment focuses on the ongoing learning process. Thus, it

aims to accommodate the teaching content and methods to

the current developmental stage of the student.

The results of the frequent assessments are often visualised.

This makes the interpretation easier and more intuitive. An

exemplary visualisation can be found beside.
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The visualisations might serve as an overall overview of the

current development. They might provide insights into the

current level of mastery, indicate performance outliers (e.g.

days with low motivation) and provide an overall orientation.

Such visualisations might be enriched with ideal learning

curves, which can be derived from learning goals. For

example, a teacher and a student can jointly agree on a mid-

term goal. The visualisation of the learning progress can then

be compared to this mid-term goal. This might serve as an

orientation for students and teachers and can go in hand

with the identification of the necessity of adapting

instructional methods, goals or investing more effort. Several

digital tools might be used to create such visualisations (e.g.

“Microsoft Excel” or “R” using the SCAN package). A tool to

use with “Excel” developed by Kearns [2] can be found on the

webpage of the National Center on Intensive Intervention

(https://intensiveintervention.org/resource/student-

progress-monitoring-tool-data-collection-and-graphing-

excel).

An important prerequisite to visualise the learning progress of

students is adequate data on the students’ achievement or

behaviour. Such data can be collected explicitly (e.g. by using

self-developed questionnaires).

Another approach might be seen in using existing online

tools which aim at collection of progress data. Such tools are

available in different languages.

Available in German language:

Levumi

https://www.levumi.de/

An online tool to collect data on students’ progress in

reading, math and English. It is free of charge and provides an

overview of the current development of the participating

students.

Quop

https://www.quop.de/de/start/

An online tool to collect and visualise data on students’

progress in reading, math and English.

Available in English language:

An overview of different resources for progress monitoring in

English language is provided here by the Pennsylvania

Training and Technical Assistance Network.

In addition, Reinders [3] emphasises the practicability of

Learning Management Systems (LMS) that often already

provide important data on students’ progress. Software such

as “Moodle” offer functionalities that include quizzes and

assessments and can be used for progress monitoring.

Moreover, many programs collect data on the usage

behaviour of the students (e.g. time invested in specific tasks,

activity). Such data might also be used to gain insights into

the students’ development.

However, it is important to realise that the sole assessment of

students’ progress does not automatically lead to positive

effects. You as a teacher still have to interpret the learning

progress adequately and take action in cases where the

progress is stagnating. These actions might comprise

adapting instructional methods or adapting learning goals.

Most importantly, however, the insights gained might be used

for providing appropriate feedback to the student. This

feedback might consider an individual reference norm that

acknowledges individual progress beyond social comparison.

This might be of particular relevance for students who are

struggling with daily learning.
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How to Give Feedback
in Digital Learning?

As fully explained in the chapter “How to motivate students?”,

students need to get feedback from their teachers on how

they are progressing in relation to the time and efforts they

have invested in their learning process.

For teachers, providing feedback and reinforcements in face-

to-face classroom settings is quite natural and effortless. In

digital learning, teachers need to identify their own strategies

to ensure that proper feedback is conveyed to their students

at the right time.

Your students need to be aware that you as their teacher are

there, in person, on the other side of their screen and ready

to provide support and tell them how they are performing on

their tasks. This helps preventing the loss of humanity which

can lead to an “antiseptic and boring learning environment”

that can feel “lonely” for many students [1].

You can opt for several actions to give feedback to your stu-

dents such as asking verification questions through a discus-

sion forum or a chat or launching quizzes and multi-choice

tests that allow your students to self-assess the achievement

of their learning goals. On most platforms, these tools are al-

ready integrated among the available functions.

Here are some useful tips that you can use to make your

feedback efficient and productive:

Establish a feedback routine. Students should be aware that

you give them daily/weekly feedback on to their progress.

Ensure timely feedback. Even though your workload might

be demanding, it is important that your students receive their

feedback in time. This improves the relationship with your

students which in turn encourages and motivates them in

their process of becoming independent learners. You can

show your support and presence for example by monitoring

students’ work in a shared “Google” document which also al-

lows you to check what your students are producing.

Provide personalised and constructive feedback. Most of

the digital platforms available offer the possibility to address

individual feedback to students. Personalised feedback is

more likely to motivate students to keep working on improv-

ing their skills. You can use private messages to give direct in-

dividual feedback. You should send positive responses to stu-

dents who make effective contributions and premonitory

messages to students who are not putting enough effort into

their learning assignment.

Record audio/video feedback. An audio message or a video

can be effective tools to send personalised feedback to your

students and make them aware that you are available to sup-

port them.

Create self-check quizzes. Quizzes or multi-choice tests

created, for example, in “Google Forms”, can give students

the possibility to self-assess their learning and to learn

whether their answers are correct. This is usually very appre-

ciated by students and it motivates them to improve them-

selves.
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How to Implement
Group Work in
Digital Learning?

Various studies carried out in a range of countries indicate

that collaboration, which also implies group work, is a

positive thing in digital learning [1–3]. Findings suggest that

unless interaction and collaboration between students is

facilitated, learners may become disengaged more easily. It is

important, however, to offer a variety of ways to interact in a

digital environment. Group work should definitely be used,

but how can this be done effectively?

Photo taken from http://flickr.com/eltpics by @MarjorieRosenbe,
used under a CC Attribution-NonCommercial 2.0 Generic license,
https://creativecommons.org/licenses/by- nc/2.0/

https://creativecommons.org/licenses/by-%20nc/2.0/
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Considerations for Facilitating both Syn-

chronous and Asynchronous Group Work

» You should consider why you are using group work.

Sometimes, there is the temptation to include interaction

simply to avoid having a teacher-centred lesson. However,

there should be a clearly defined purpose or benefit for the

learners if they complete the task in groups.

» Howmany students will there be per group?

»Who will choose how the groups are formed (which stu-

dent is in which group) - the teacher or the students? If the

teacher chooses, it is perhaps easier to consider which group

members have complementary strengths and therefore the

groups will be more balanced in terms of stronger and

weaker students (in the subject to which the group work ap-

plies). On the other hand, if the students choose their group,

this will lead to increased autonomy.

» To further promote motivation, consider having the

students participate in creating the ground rules regarding

the group work in which they will be engaging.

» If the result of the group work is assessed, consider how

the assessment will be conducted fairly, so that no student

feels that their work/effort has been overlooked. A frequent

complaint regarding group work is that some students have

contributed more than others to the final result. Consider

grading each student individually depending on the effort

that this particular student has contributed, rather than giving

a grade to the whole group.

How to Facilitate Group Work in

Synchronous Digital Environments?

A very popular way of organising group work in synchronous

teaching is to use breakout rooms. This is a feature offered by

videoconferencing software such as “Zoom”, “MS Teams”,

“Google Meet” and others, whereby students participating in

a synchronous session can be divided into smaller groups.

Each group is then able to work separately (in their breakout

room) for a period of time determined by the teacher, with-

out being distracted by hearing what is going on in the other

groups. When the time is up, the groups rejoin the main

room of the synchronous session.

» Make sure to familiarise yourself with the breakout room

functionality of the software you are using and try testing it

out before a live class.

» Consider how you will group the students. Will this be ran-

dom (performed by the software) or will you assign students

to their groups manually? Will it be possible for some (or all)

students to change rooms during the group work?

» Consider assigning roles to students and being very clear

on what each member of the group will be required to do in

order to participate in the group work successfully. Make sure

you give students enough time to think about what they are

required to do in the breakout room before the group work

starts, and allow time for them to ask clarification questions.

» Howmuch time will the students have in the breakout

rooms before they are called back to the main room?

» Howmuch help/supervision will the students need in the

form of the teacher checking in on them and therefore

switching between the breakout rooms? This is an important

point as in contrast to classroom-based group work where

the teacher might unobtrusively observe how different

groups are getting on, they will actively need to enter the

breakout rooms. Additionally, in breakout rooms, students

might feel less supported.

» How will the students receive instructions on how to

complete their task(s)? Will the instructions be given to the

whole class before the students move to the breakout rooms

or does the task require each group to receive a specific (and

different) set of instructions?

» How will the students collaborate within their group?Will

they need any additional apps or online spaces, for example

a collaborative document to note down the points they have

discussed? How will the students access these and what does

the teacher need to prepare beforehand to ensure access?

» Try to combine asynchronous and synchronous modes of

work. Breakout rooms can seem a very effective way of

recreating classroom dynamics, but beware of overuse.

For instance, if students are engaged in project work, con-

sider allowing each student to work on their task asyn-

chronously, after which breakout rooms can be used to allow

students to negotiate agreement on tasks and to work on

their final reports.

https://zoom.us/
https://www.microsoft.com/en-ww/microsoft-teams/group-chat-software
https://meet.google.com/
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For more tips on how to use videoconferencing software for

synchronous teaching, also see the section “How to talk to

the whole class in real time?”

How to Facilitate Group Work in

Asynchronous Environments?

In asynchronous environments, students have greater free-

dom regarding when and how to collaborate, as they are not

restricted in terms of having to meet at a particular time in a

particular online space. On the other hand, students will

probably require greater self-regulation to participate in

group work.

» Consider how the students will collaborate with each

other. Will they use a dedicated online space such as a col-

laborative document (perhaps within the VLE you are using)

or will they be free to choose?

» Consider how the students will communicate with you, in

order to report back on how the group work is progressing

or to contact you for help or guidance. Will there be a group

leader and will this person be responsible for coordinating all

communication (including the teacher)?

»Will there be milestones for completing the task before

the final deadline?What will they be and who will decide this

– the students or the teacher?

» Will the teacher provide feedback or assessment at these

milestones or just at the final deadline/when the task is sub-

mitted?

» Consider providing a form which students will be respon-

sible to fill out with their names and contributions to the

group task, particularly if the task will be graded. This may

help students feel that the teacher will know how much of an

effort every group member has contributed.
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Advantages

Online learners are no longer just in higher education and

corporate environments but include primary and seconda-

ry school. These students may participate in group work

with relative ease (unlike, for instance, learners in corpora-

te environments who have a variety of responsibilities in

addition to online learning).

Group work is easier to ‘sell’ to learners - they don’t need

to be persuaded that it is beneficial because they are alrea-

dy familiar with how group work operates from their face-

to-face classroom setting.

Primary and secondary learners already know each other

quite well and groups will cohere easily. However, it should

be noted that this will not always be the case.

Advantages and disadvantages
of group work online

Disadvantages

Learners balance a range of obligations and experience

scheduling conflicts, which make online collaboration

challenging (the more people are involved, the more

challenging it is).

Some learners dislike (synchronous) group work (they

may be introverted, need time to think things through,

or like working on their own)

There may be a problem with unfair division of labour

(some students will end up doing all the work). Also,

some students may dominate, usually the outspoken

ones, who enjoy being the centre of attention.

+ -



25

Guidelines
for Online
and Digital
Teaching and
Learning

Teaching-
related

Questions

Useful Tools for Collaborative Tasks

One possibility to foster group work in digital learning is the

usage of tools and platforms on which students could col-

lectively contribute to the same task or topic. This can be

useful for synchronous as well as asynchronous group work.

You can find examples of such platforms in the list below:

1. Google Jamboard

https://edu.google.com/intl/ALL_us/products/jamboard/

“Google Jamboard” is an interactive, digital whiteboard. It

functions as an actual whiteboard and can be accessed via

the same-named app as well. You can start a so-called ‘jam’

via the app and work with your students on the whiteboard

collaboratively. This also works if you start it via the actual

whiteboard that “Google” offers which might be useful if you

wish to implement into regular classes at school. The white-

board is cloud-based, so that you can access it from different

devices. The “Jamboard” app is free of charge.

2. Mural

https://www.mural.co/

“Mural” is a visual tool that consists of a digital canvas on

which you can work collaboratively. There is a basic version

of “Mural”, which is free of charge. However, if you want to

create an unlimited amount of “Murals”, you need to get a

paid subscription.

3. Wakelet

https://wakelet.com/

“Wakelet” is a platform that enables users to organise digital

content and create collections, portfolios etc. It is free of

charge.

4. Padlet

https://padlet.com/

“Padlet” is a platform that offers digital pin boards. You can

either use it on your own or you can share your board and

work on it collaboratively with your students. It is possible to

upload different kinds of content (e.g. pictures or videos) and

to embed content from other websites. “Padlet” is accessible

through the browser as well as the app. Although the regis-

tration is free, there are several paid versions that you might

need if you want to use “Padlet” with your class in the long

term.
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How to Address
Heterogeneity in Digital
Learning?

Heterogeneity in learning groups can manifest in various, not

uniformly determined dimensions. It includes the students’

age, learning type, gender, cultural background, language,

religious denomination, interests and much more. Therefore,

there is no consistent operationalisation of the term hetero-

geneity. But there is a consensus that the dimensions of per-

formance (intelligence, school performance and learning

difficulties) and social origin (social class, family structure) are

important for school- and class-related heterogeneity [1].

Following that, transferred to the context of digital learning,

these two dimensions should be addressed as well.

Dealing with Performance-related

Heterogeneity

Concepts of digital learning can provide some advantages for

effectively dealing with heterogeneity at the level of perfor-

mance. In addition to conventional strategies, these advan-

tages could improve dealing with heterogeneity and help to

develop concepts that are more effective than ever before in

traditional face-to-face teaching [2].

In order to react to performance related heterogeneity, the

established approaches rely on inner differentiation and indi-

vidualisation of learning, which are provided by the following

components [1] and can easily be transferred to virtual learn-

ing environments.

The first step is a learning diagnosis which detects your stu-

dents’ strengths and deficits to match learning tasks and

goals to their individual learning prerequisites. In terms of us-

ing specific digital tools, testing the students’ competences

and levels of knowledge is easier than ever before. Different

learning platforms, like “Moodle” or “ILIAS”, introduce the

possibility of developing specific tests that are evaluated au-

tomatically. You can also be guided by scientifically based

tools like the eDia online assessment system that gives regu-

lar diagnostic information in three main domains of educa-

tion, reading, mathematics, and science, from the beginning

of schooling to the end of the sixth grade of primary educa-

tion [3]. You can view a demo version of the tool here.

The next step is about setting individualised learning goals

and providing differentiated learning content. Digital learn-

ing can increase this multimodality of lessons. The possibility

of simultaneous usage of different learning material leads to

an expansion of the learning environment and further to indi-

vidual learning paths in this environment [4]. You can support

individualisation by implementing self-adapting learning tools

and providing learning paths that consider the learners’ com-

petences and learning pace. A large repertoire of existing

learning paths and tools concerning different subjects is

available via online search. You can use the original existing

paths and tools or easily adapt them to the specific needs of

your class and students.

Further steps in successfully dealing with heterogeneity are

flexible forms of teaching and self-organised forms of

learning by the learners. Self-regulated learning is a potential

approach to online teaching [5]. There are open teaching

concepts characterised by free learning that are organised by

weekly-plans, station- or project-work, which you can trans-

fer to your digital teaching [5, 6]. Online learning platforms

simplify the organisation and enable supervision of your stu-

dents’ progress, so you can keep track of the learning of your

students and provide specific helpful feedback when needed.

To dive more into this, have a look at the chapter “How to

monitor students’ progress in digital learning?”.

Particularly important with regard to academic heterogeneity

is a performance assessment that does not contradict indi-

vidualised learning, and also an economic system of perfor-

mance documentation that allows you to record the individ-

ual learning status, support actions and diagnoses of your

students.

Concerning performance assessment, choosing an individual

reference norm goes hand in hand with individualised grad-

ing which takes into account the students’ willingness to

make an effort and acknowledges individual improvement [7].

Using learning-platforms like “Moodle” or “ILIAS” allows you

to measure the individual improvement of each student. In

addition, digital platforms allow economic documentation,

which summarises the results of the individual tasks and gives

a brief overview on the current level of each of your students.

http://edia.hu/projekt/?q=en/index
http://edia.hu/oke/


27

Guidelines
for Online
and Digital
Teaching and
Learning

Teaching-
related

Questions

Dealing with Social Origin-related

Heterogeneity

Heterogeneity that is related to the students’ social origin in-

cludes differences in access to material resources and social

resources such as caring relatives and friends. It is known that

students with supportive parents have a significantly greater

chance of reaching higher educational qualifications than

students without an educational background. We can assume

that the negative effects of social origin become even more

prominent in digital learning. Therefore, schools and teachers

face the challenge of creating compensations that counter-

act this educational injustice [5, 8].

Considering technical resources, it cannot be assumed that

all your students are equally equipped with digital devices.

Moreover, with regard to distance learning, not all students

will find suitable quiet places to learn and to follow the

lessons at home [9]. Therefore, it might be necessary to clar-

ify their needs and the individual circumstances with their

parents. Sometimes parents are also not aware of how suc-

cessful learning environments look like. For insights on how

this can be achieved, see chapter “How to involve parents?”.

As long as adequate technical equipment cannot be guaran-

teed, digital lessons must be designed in a way that disadvan-

taged students can still partake. You can reach that by open-

ing up lessons and learning time. Use asynchronous con-

cepts to enable multiple usages of technical devices and suit-

able workplaces in families with more than one learner or

user.

Reacting to the inequality in supportive social resources,

digital teaching has to ensure the right amount of support for

each student to create fair opportunities [5]. On the one

hand, this includes preventing too much support or even

constant surveillance from home by getting in contact with

the families and clarifying their children’s need for indepen-

dent learning. On the other hand, digital teaching has the

obligation to support particularly disadvantaged students by

providing them with regular offers of help. Another factor to

compensate inequality in social resources can be mutual

peer support. Focusing on the interconnectivity of your stu-

dents and ensuring that they are working together on com-

mon projects as well as accommodating the media habits of

your students can encourage mutual assistance which makes

up for individual deficits [10]. If you are interested in promot-

ing interconnectivity, you can go to the chapter “How to im-

plement group work in digital learning?”.

Furthermore, learning in digital space enables the use of a

wide variety of technical support options that address indi-

vidual learning prerequisites and needs. In the following, we

have compiled a list of useful programs and functions that

you may find helpful to deal with heterogeneity and individ-

ual needs in digital learning. The list is sorted by different

problem areas that students might have. You can also find a

list of tools in the associated EDGE online course.



28

Guidelines
for Online
and Digital
Teaching and
Learning

Teaching-
related

Questions

Useful Tools to Support Students with

Special Educational Needs

Tools for hearing impaired students

1. WebCaptioner

https://webcaptioner.com/

“WebCaptioner” enables real-time captioning in video calls. It

is browser based, but does only work in “Google chrome”.

The tool is free of charge.

2. BuzzCards: “Buzzcards” is a communication app that aims

to replace sign language. Users can edit and organise a deck

of flashcards according to specific situations or personal rel-

evance. The app is free of charge and is available for “An-

droid” phones, “iPhones” and “iPads”.

3. Rogervoice: “Rogervoice” is an app that can transcribe

phone calls in real-time. Furthermore, it is possible to reply

with a text message, which is then converted into a spoken

sentence within phone calls. Users need to register to get a

“Rogervoice” number. The app is free of charge for phone

calls between app users. A monthly subscription is needed

otherwise.

4. Subtitles Viewer!: “Subtitles Viewer!” is an app that is capa-

ble of providing subtitles (e.g. for movies) in real-time. The

subtitles are downloaded from an online database and can

be synchronised with movies or television. Users need to pay

to get unlimited access to the database. “Subtitles Viewer!” is

available on all “iOS” devices.

Tools for visually impaired students

1. Blinkist: “Blinkist” is an app that provides short audio sum-

maries of books and podcasts (~15 min) which are available

as audio files and as scripts. New titles are released every

week. An annual subscription is needed to use “Blinkist”.

2. Chirp.QR: “Chirp.QR” is an app that can be used to record

audios. The app automatically creates a QR-code, which can

be used to easily share the recording. The app is free of

charge and is available for “iPhones” (iOS 9.0 or newer) and

“iPads” (iPadOS 9.0 or newer).

3. Claro ScanPen: “ScanPen” is a reading assistant tool. Users

can take pictures of texts, and after highlighting the passage

they are interested in it is read aloud. There is no internet

connection needed. Users need to purchase the app.

4. ClaroPDF Pro: “ClaroPDF Pro” is an expansion to “Adobe

Reader”. It targets a visually impaired audience that typically

requires additional text-to-speech functions that will read

out texts loudly. The app will read out the passages you have

highlighted or will read out the document as a whole even

while working with another app (e.g. The “ClaroPDF Pro”

reads out a text to you while you are taking notes in a differ-

ent app).

5. Voice Dream Reader: The “Voice Dream Reader” is an app

that is able to read out articles, documents or books. It is also

possible to read out words that are highlighted in a script.

Other options include the manual correction of pronuncia-

tions, changing of the voice and using bookmarks and com-

mentaries. The app is available for “iPhone”, “iPad” and “iPod

touch”. Users need to purchase the app.

Tools for students with motor disabilities

1. StudySmarter: “StudySmarter” is a holistic learning app for

students of all ages and needs. However, in the free version,

you may merely create flashcards. This can be useful for stu-

dents with motor disabilities, as they are able to create flash-

cards by copy and paste (= using a mouse and clicking in-

stead of holding a pen).

Additional functions of the premium version include:

» summaries

» learning schedules

» learning success statistics

» mindmap function

» tasks and exercises on specific subjects

» content from professional publishers

» sharing study material

2. Miro: The “Miro” platform provides an online whiteboard

which can be filled collaboratively with notes, texts, dia-

grams, drawings, images etc. The platform is compatible with

“Dropbox”, “Google Suite”, “Jira”, “Slack” and “Sketch”. “Miro”

is free of charge.

3. SnapType: “SnapType” is an app which you can use to con-

vert worksheets. After taking a picture of a worksheet, texts

can be added everywhere on it by tapping on the screen and

writing with the keyboard. It is also possible to import work-

https://webcaptioner.com/
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sheets. The app is available for “iPhone”, “iPad”, “iPod touch”,

“Mac”, and “Android”.

Tools for students with language disorders

1. LanguageTool: “LanguageTool” is a writing assistant for text

processing programs. It identifies orthographic, grammatical

and stylistic mistakes and offers synonyms. “LanguageTool”

has an integrated and editable dictionary. There is a basic

version of it, but there is a paid premium subscription with

extended functions as well

2. Grammarly: “Grammarly” is a writing assistant for text pro-

cessing programs, which detects grammatical, orthographic

and stylistic mistakes. Additionally, it is able to examine the

writing style and based on that offers corresponding vocabu-

lary or helps to word better sentences. “Grammarly” is free of

charge, but there is a monthly, paid premium subscription

with extended functions.

3. Clicker Docs: “Clicker Docs” is a program that supports

students’ writing skills by offering various supportive func-

tions such as reading words and sentences aloud, sugges-

tions of alternative wording choices or the creation or usage

of word banks for specific topics. The program is free of

charge for 28 days, afterwards a subscription is needed. It is

available for “iPads” and “Chromebooks”.

4. Speech Assistent AAC: “Speech Assistant AAC” is a mobile

app that aims to support verbal communication. Words and

even sentences are placed on buttons. By clicking on the

buttons, words and sentences are said aloud. The used but-

tons can be arranged into categories and customisation (re-

garding size and colour) is also possible. A basic version of

the “Speech Assistant AAC” is free of charge, the full version

needs to be purchased.

5. Voice4u AAC: “Voice4u AAC” is an app that aims to support

picture-based communication. It is especially helpful for

people who are struggling with the usage of language (e.g.

due to autism, language barriers, traumatic brain injuries,

cerebral palsy, aphasia etc.). The app combines images with

recorded voices of words or sentences. Both the icons and

the voice are customisable. “Voice4u AAC” can be used

offline. A subscription is necessary.

6. Proloquo2Go: “Proloquo2Go” is an augmentative and al-

ternative communication tool which supports communica-

tion by using symbols. It is especially useful for people who

struggle with speaking. They can build sentences with sym-

bols or pictures which are then read aloud. The app also sup-

ports bilingual use. “Proloquo2Go” must be purchased and is

available on “iPhone” (newer than iOS 12.4) and “iPad” (newer

than iPadOS 12.4).

7. Spoken - Tap to Talk AAC: “Spoken - Tap to Talk ACC” is a

natural language assistant which is able to convert text into

spoken language. Users can build sentences quickly. The al-

gorithm analyses the language use, assimilates to the style

and tries to predict the next words or sentences. The app is

free of charge, but there is a paid premium subscription as

well.

8. Easy Spelling Aid: “Easy Spelling Aid” is an educational app

targeted at dyslexic or dysgraphic learners. It aims to improve

the spelling of words and sentences. The app has a user

friendly interface, a large array of different fonts and back-

grounds and a translation function. It must be purchased and

internet access is required. The app is available on “iPhone”,

“iPad”, “iPod touch” and “Mac”.

9. Abilipad: “Abilipad” is a customisable keyboard and

notepad app. It offers word prediction and text-to-speech

technologies. The app offers a high degree of customisation

(regarding buttons’ size, colours, position of letters on the

keyboard etc.). The “Abilipad” app must be purchased and is

only available on “iPads”.

Tools for other special educational needs

ModMath: ”ModMath” is an assistant tool that helps with

mathematical notation. It includes a custom keyboard and

digital graph paper. The app does not require the usage of a

pencil and is therefore ideal for people who struggle with

handwriting. “ModMath” is free of charge, but there is an ex-

panded version, which has to be purchased. The app is avail-

able on “iPad” and “Mac”.
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Other useful tools for digital classes

Wakelet

https://wakelet.com/

“Wakelet” is a platform that enables users to organise

digital content and create collections, portfolios etc.

It is free of charge.
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How to Communicate
with Your Students?

“Communication technologies are used in

education to enhance interaction between

all participants in the educational

transaction” (T. Anderson, 2004 [1])

Communication with students plays a significant role in the

teaching and learning process, especially when teaching and

learning in a digital environment are considered. In this con-

text, it is important to distinguish between synchronous and

asynchronous communication. Both of them use text, audio

and video. Perhaps the most familiar form of synchronous

communication to all of us is talking to someone else face to

face. It is evident that synchronous communication happens

simultaneously unlike asynchronous communication, which

does not involve people to exchange information in real time.

There are many different communication channels, and it is

very important to choose the appropriate one depending on

the given purpose. Clear and unambiguous communication

with clear rules and expectations motivates students. More

about giving feedback to your students you can be found in

the subsection “How to give feedback in digital learning?”.

Online presence of a teacher as a learning facilitator is the

most important factor in student success. Students need to

know that the teacher monitors and supports them in the

learning process [2].

All of these aspects scaffold students in their learning

progress. In order to make communication between

teacher and student more effective, you should:

» Critically evaluate communication tools given the purpose

and goal of communication, i.e. for short important notifica-

tions it is recommended to use a messenger, while e-mail

could be used for exchange of homework, giving feedback

and for other more complicated tasks.

» Consider students’ digital competencies, their age and pos-

sible restrictions of tools usage. It is not useful to use tools

with which students are not familiar. Given that, you should

make conscious efforts to improve students' digital compe-

tencies.

» Be aware of what type of devices are accessible to students

and the quality of the internet connection.

» Give precise instructions in assignments, give directives in

digital tool(s) and in netiquette while also considering send-

ing sensitive data. More about privacy issues can be found in

the “Privacy and Distance Education?” subsection.

» Make clear rules for communication: consider using formal

language, prioritise the type of messages and communica-

tion channels accordingly, decide which tools will be used

and instruct students how to be constructive in communica-

tion. It implies sticking to the themes, obtaining communica-

tion rules and asking for clarity where needed [3].

Both synchronous and asynchronous communication have

their advantages and limitations. When choosing, you should

be guided by the purpose of communication in order to

make the best use of the advantages of the chosen form [4].

The table below can be helpful in choosing the form of com-

munication.
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Instant
messengers

Advantages Disadvantages

E-mails
E-learning platforms

Blogs
Forums

Social Networks

Synchronous
communication

Asynchronous
communication

Depending on chosen tool one can

hear and/or see another person

It is a fast way of information

exchange

Allowing clarification of

misunderstood messages instantly

Advantages and disadvantages
of synchronous and
asynchronous communication

Allowing more time for

feedback and reflection

Interaction is documented

Mostly, quality depends on the

quality of the internet connection

Sometimes it is complicated to

share documents, presentations or

make demonstrations

It may take too long because it's

not happening in the real time

May lead to misinterpretation

of messages

+ -
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Regardless of the chosen form of online communication, you

should pay special attention to:

Scheduling

» Online communication can be very time consuming, re-

garding big classrooms (too many students), technical diffi-

culties, complexity of tasks and other factors. It is desirable to

make a schedule with one-on-one meeting appointments

and a time frame in which you are generally available. It is

also important to explain to students the difference between

urgent topics that require immediate contact and those top-

ics that can fit into a given schedule and considering that,

define how much time one should take to answer. In neces-

sary situations, please prepare yourself to reach for conven-

tional means of communication such as telephone conversa-

tions.

Listening and understanding

» Communication is not only about talking, but also listening.

You should be able to hear what the student has to say.

Effective communication considers listening, processing and

understanding, but lack of body language can complicate the

communication process. The written word does not tolerate

flexibility in expression and can take on a different tone than

in face-to-face conversation. When it is possible and appro-

priate, use the camera during communication. Thus, it is pos-

sible to see the interlocutor, their body language and make

eye contact, which means that you can see your students

and they can also see you.

Simplicity and flexibility of tools

» Chosen communication tools should be simple to use. The

simplicity of the tool facilitates communication with students.

Focus should be on the effectiveness of communication and

not on struggling with the tool. In order to achieve effective

online teaching, the possibility of entering into a discussion,

asking questions, solving problems together and giving addi-

tional explanations by teachers is important. Think of that

when choosing the communication tools.

Parents

» Younger children may communicate with teachers through

parents, and you must be aware that some parents lack com-

petence and time to involve themselves as required. Adapt

communication strategies to the specific audience and be

aware of cultural and generational diversity in digital environ-

ments.
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How to Talk to
the Whole Class
in Real Time?

Talking to the whole class in real time implies synchronous

communication. Unlike face-to-face communication, talking

to your class through a digital tool might be challenging.

Difficulties can occur for various reasons, i.e. not all students

are equally motivated to participate in online classes, techni-

cal difficulties can arise, and unfamiliarity with the tool can

also be one of the reasons. The focus of this chapter will be

on video conferencing tools.

In order to make communication with the class in a digital

learning environment effective, it is important to prepare

yourself and your students. Nowadays, students are very fa-

miliar with technology and have a tendency to consume and

to create different types of video content. Despite the fact

that students spend a lot of time in digital environments, it

can be very helpful to educate students on how to use cho-

sen digital tools. Therefore, you can use pre-existing video

tutorials, which you can find on providers’ websites and

“YouTube”, or you can make video instructions by yourself. It

is easier for students to understand video tutorials in contrast

to written or oral instructions. Some of the popular video

conferencing tools are “Zoom”, “Microsoft Teams”, “Google

Meet” and “BigBlueButton”, and all of them have features de-

scribed in the text below. Keep in mind that technology

should be used just as a medium that supports teaching and

learning processes, so that the focus should be on teaching

content and a supportive and motivating atmosphere.

Punctuality is the main premise of effective real-time com-

munication with the class. That implies that all participants,

teacher (you) as well as your students, should be logged in 15

minutes before the start of the class or the meeting. Logging

in 15 minutes before the start is often enough to identify and

resolve minor difficulties, and thus enables you to start on

time. Also, depending on the settings, some video confer-

encing tools will require the host (in this case you) to allow all

participants to enter the virtual room.

Managing students online is more challenging than managing

them physically in the classroom. If necessary, allow only

logged in users to participate in the class. This can prevent

the attendance of uninvited guests.

https://zoom.us/
https://www.microsoft.com/en-us/microsoft-teams/group-chat-software
https://meet.google.com/
https://meet.google.com/
https://bigbluebutton.org/
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Once you start interacting with your class, it is very important

to prevent multiple attendees from speaking at the same time

in order to minimise noise and misunderstandings. Make sure

that everyone mutes theirmicrophone when not talking. In

some conferencing tools you, as a host, have the opportunity

to do so for all participants but it would be good to encour-

age your students to acquire good behavioural habits in an

online environment. For example, you can also choose the

‘raise your hand’ method in order to create a queue while

discussing. That means that the students virtually ‘raise their

hands’ in the chat when they have something to say. By using

this method, you can establish a discussion without risking

the noise created by the simultaneous talking of several

people. As a host, you will see if anyone in the meeting wants

to talk and a raise a hand option also provides a simple, quick

way to take a poll if you want a quick check of something.

Image 1 - Host view of Zoom interface
with the ‘raise hand’ option
http://cteresources.bc.edu/documentation/zoom/
facilitate-participation-zoom/
downloaded 16.5.2021

http://cteresources.bc.edu/documentation/zoom/facilitate-participation-zoom/
http://cteresources.bc.edu/documentation/zoom/facilitate-participation-zoom/
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Using a web camera can be helpful and can give a sense of

togetherness. It also allows people to see each other's facial

expressions. Have in mind that it is not necessary to use a

camera all the time and that the experience is not equally en-

joyable for all students. Assess well which situations are suit-

able for using the camera and consider that your students

will need time to get used to it.

The following tips might be helpful to encourage your stu-

dents to turn on their camera:

1. Enable privacy by teaching your students how to create

virtual backgrounds and how to implement it in your used

video conference tool. You could even run a contest and give

a prize each week for the best backgrounds.

2. Explain that it is easier for you to run the lesson, to notice

students and give participation points if you can see your

students.

3. Explain that you and all members of the class may not feel

respected when someone’s camera is turned off during per-

sonal communication. It is like putting your head down when

everybody is in the physical classroom.

4. Highlight that seeing each other has social benefits for

communication and building relationships.

5. Take breaks from using the camera to counteract the feel-

ing of constant surveillance. In some times of the lesson, e.g.

during silent working phases, turning off the camera should

be allowed.

6. Focus on the fun of camera using. Implement social activi-

ties like scavenger hunts (ask to bring and show certain

things in the camera), role plays, physical activities, commu-

nication in sign language, sharing something with the group

by showing pets or other special things.

A few more practical tips can be found here.

https://edtechenergy.org/blog/2021/5/12/31-ways-to-encourage-students-to-turn-on-their-cameras-in-live-classes
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When communicating with your students about an important

topic, try to use the screen sharing option. It is useful to link

text and pictures because information that is presented both

auditory and visually can be remembered more easily. You

can also allow your students to share their screens. This can

give them a better sense of interaction and the ability to

show more creative expressions when they want to commu-

nicate something important. In addition to screen sharing,

most video conferencing tools offer the opportunity to share

a whiteboard on which, just as on a shared screen, you and

your student are allowed to annotate. Keep in mind that ev-

ery mentioned tool allows sharing documents and presenta-

tions. That is a very important feature for educational pur-

poses. Annotations, as an option, can be useful because they

allow collaboration in the real time and give students a sense

of active participation. The following links show simple tuto-

rials on how to use whiteboard and annotation options in

“Zoom”, “Microsoft Teams”, “Google Jamboard” and

“BigBlueButton”.

Image 2 - Screenshot of tutorial “How to use whiteboard in Microsoft Teams”
https://www.youtube.com/watch?v=YBnojDFXo4k (15.5.2021)

https://www.youtube.com/watch?v=jQ4-wrwHAxk
https://www.youtube.com/watch?v=YBnojDFXo4k
https://www.youtube.com/watch?v=S9m4HCjOkcA
https://www.youtube.com/watch?v=tDFnnoL3g2k
https://www.youtube.com/watch?v=YBnojDFXo4k
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Depending on the purpose, use the video conferencing tool’s

‘chat’ option. It can be very useful to write short, important

messages or as a place for asking questions without inter-

rupting a speaker. Most video conferencing tools have a ‘pri-

vate chat’ option, too. Within the ‘private ‘chat option’, you

can send a private message to an individual user, or you can

send a message to an entire group. As a host, you can disable

that option if you notice that students are distracted by hav-

ing private chat discussions.

Think about using breakout rooms when you want to talk to

small groups of students or if you want to arrange online

group work. Divide your class according to topics and ar-

range them in virtual rooms accordingly. You will be able to

tour virtual rooms, moderate discussions and save time. Fur-

thermore, your students will not be as passive as they would

be while waiting for their turn in one shared virtual room. For

a simple tutorial on how to set up breakout rooms in “Big-

BlueButton” please click here; short tutorials for other tools

are available via these links: “Zoom” breakout room, “Teams”

breakout room, “Google Meet” breakout room.

Image 3 - Screenshot of “Breakout Room Tutorial” in ”BigBlueButton”
https://www.youtube.com/watch?v=iR3v-i7R5t0

https://www.youtube.com/watch?v=iR3v-i7R5t0
https://www.youtube.com/watch?v=jbPpdyn16sY
https://www.youtube.com/watch?v=Nq2pbPtMZGk
https://www.youtube.com/watch?v=Nq2pbPtMZGk
https://www.youtube.com/watch?v=Mmju-SNpPhw
https://www.youtube.com/watch?v=iR3v-i7R5t0
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Record the video conference when talking about a very im-

portant topic and if you want that meeting/lesson to be avail-

able to your students later on. Keep in mind that privacy is-

sues need to be considered if you want to record a meeting/

lesson. You can find more about that in the “Privacy and Dis-

tance Education?” subsection.

Furthermore, there are polling, emoticons, options of chang-

ing virtual backgrounds and other features provided by video

conferencing tools, but for more details, please check on the

providers’ websites: Support on “Zoom” Help Center, “Micro-

soft Teams” help & learning, “Google Meet” Help Center and

“BigBlueButton”.

Generally, don't forget to regularly update your software to

keep all options running smoothly. If you are accessing video

conferencing tools via applications on mobile devices, it

would be good to check whether all the features are available

as well as on web or desktop versions.
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ways-to-encourage-students-to-turn-on-their-cameras-in-live-classes

„YouTube“ video sources:
1. How to use Whiteboard in Zoom: https://www.youtube.com/watch?v=jQ4-
wrwHAxk

2. How to use Whiteboard in Microsoft Teams: https://www.youtube.com/watch
?v=YBnojDFXo4k

3. How to use Google Jamboard for Remote Teaching: https://www.youtube
.com/watch?v=S9m4HCjOkcA

4. Discover BigBlueButton #4 - Use the whiteboard: https://www.youtube.com/
watch?v=tDFnnoL3g2k

5. Breakout Room Tutorial: https://www.youtube.com/watch?v=iR3v-i7R5t0

6. How to use Breakout Rooms in Zoom: https://www.youtube.com/watch
?v=jbPpdyn16sY

7. How to use Breakout Room in Microsoft Teams: https://www.youtube.com/
watch?v=Nq2pbPtMZGk

8. How to use Google Meet Breakout Rooms: https://www.youtube.com/wat-
ch?v=Mmju-SNpPhw

Photo - Adrian Rodriguez / photocase.de
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How to Consider
‘ClassroomManagement’
in Digital Learning?

What do We Mean by

ClassroomManagement?

According to the Glossary of Education Reform, a resource

created by the Great Schools Partnership, classroom

management may be defined as deploying strategies that

“minimize the behaviors that impede learn-

ing for both individual students and groups

of students, while maximizing the behaviors

that facilitate or enhance learning” [1].

This is admittedly easier in a face-to-face environment, not

only because teachers are used to managing their class-

rooms effectively, but also because in online environments

teachers do not have as much opportunity to exercise direct

classroom management. For instance, if all the students are

in the same physical space as the teacher, it is relatively

straightforward to establish that certain rules are necessary,

involve students in defining/ negotiating what these rules

should be and what the implications for not abiding by the

rules will be.

Photo taken from http://flickr.com/eltpics by @senicko, used under a
CC Attribution-NonCommercial 2.0 Generic license,
https://creativecommons.org/licenses/by-nc/2.0/

https://creativecommons.org/licenses/by-nc/2.0/
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It is, however, possible to exercise effective classroom man-

agement in both synchronous and asynchronous online en-

vironments if you take into consideration the following

points.

Effective ClassroomManagement

Techniques/Strategies

Tips to consider before you transition into an online envi-

ronment

» Set aside enough time to consider what you believe to be

effective classroom management techniques in a familiar

(face-to-face) environment and to plan how these can be

adapted to both synchronous sessions and asynchronous

environments.

» Make sure you are familiar with the technology you and

your students will be using before you start using it in order

to minimise mishaps that will lead to ‘wasting’ time. One

thing you certainly want to avoid is creating or adding to

confusion, which will make your class more difficult to man-

age. Teaching in a digital environment does not mean you

need to use many different tools; instead, you should focus

on finding out which tools best meet your and your students’

needs. To test out various tools, you can create a student test

account and log in simultaneously as teacher and student,

using an incognito tab or a different browser in your student

role. Regardless of how smoothly you expect everything to

go, consider factoring in a little more time than you might in

a face-to-face environment, in case unexpected tech issues

arise.

Tips to consider as you are teaching in an online environ-

ment

» Because it is harder for students to stay motivated and fo-

cused online, particularly in asynchronous environments,

make sure to dedicate enough time to build an online com-

munity that your students will feel they belong to. In moving

to an online setting, prioritise community building activities

and make sure the students know that even if they feel lonely

online, they will be able to rely on their classmates and on

you, their teacher. Consider sharing a collaborative docu-

ment (as part of a community building activity) that students

have created together with you in the online space in which

you will be working, so that the students can refer to it when

they wish to.

» Set clear rules. Make sure your students know where they

can access these rules at any time. Keep in mind that in an

online environment it is more difficult for students to ask

clarification questions because they need to be very specific

and clear about not having understood a point and will often

need to admit this in writing, which may make them feel ex-

posed in front of their peers. It is a good idea to occasionally

go through the rules again, particularly with younger stu-

dents.

» Consider allowing or even encouraging learners to be-

come involved in defining the rules that the whole class will

follow online, as this will encourage ownership and increase

the students’ intrinsic motivation. This can be done in the

form of a classroom contract – a document in which the en-

tire class will collaborate, and which will subsequently be

available for all the students to refer to whenever necessary.

To see some examples, run an image search for the term

“classroom contract template”. The classroom contract can

include rules (for instance, regarding communication, sub-

mitting work on time or any other aspect that would be sub-

ject to regulation in a face-to-face classroom) and the con-

sequences for not following these rules. Be ready to amend

the contract if, as time goes by, it becomes clear that some

rules require updating. For more tips on how to encourage

learner autonomy, see the section on “How to motivate stu-

dents?”.

» Set expectations for how you wish your students to com-

municate by setting clear examples. Define your preferred

communication channels. For instance, if you are using a

learning management system (LMS) and would prefer all

of your correspondence with a particular class to be in the

dedicated space for that class within the LMS, make sure the

students know why this is important (for example, you might

want to avoid using email because student messages could

end up being overlooked in your spam folder). In a synchro-

nous environment, you might want students to use the chat

to ask clarification questions instead of switching on their

mics.

» Also, define the expected frequency and tone of commu-

nication. Students might not respond to your messages if

these do not specifically require a response/confirmation that

the students have read what you have said. If you want the
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students to respond, make it clear in which time frame they

should do so, as well as how detailed/formal they are ex-

pected to be – for instance, if responses such as “Got it,

thanks!” are acceptable or too brief.

» During synchronous sessions you will probably feel more in

control if you are fully aware of what is going on in the stu-

dents’ immediate environment as the session unfolds. How-

ever, consider whether it is really necessary for the students

to have their mics and cameras turned on all the time, par-

ticularly if they are taking part in the lesson in a place where

perhaps other family members are going about their own

daily tasks at the same time. For more tips on “How to talk to

the whole class in real time?”, see the same-named section

of the guidelines.

» To keep students engaged, particularly in synchronous ses-

sions, it is crucial to include activities that will genuinely

motivate and interest students. This is more likely to prevent

them from doing things unrelated to classwork (for instance,

visiting unrelated websites) while the session is in progress,

than exercising direct control by, for instance, insisting they

have their cameras on all the time. Younger students should

have regular short breaks to be able to concentrate more

easily.

» Make sure that your feedback to students is timely. Some

sources suggest that it is good practice to respond to any

student queries within 48 hours [2, 3]. It is useful to let stu-

dents know how soon they can expect a response if they ask

you a question. On the other hand, it is important to avoid

burnout by being available 24/7, as it is not likely that you

would be available to your students around the clock if you

were teaching face-to-face. For more tips on how to provide

students with feedback, see the section on “How to give

feedback in digital learning?”.

» Be as patient and as supportive as you can. You may need

to reach out to individual students more often than in a face-

to-face classroom, simply to make sure they are coping and

are clear on what is expected of them in your class, or to

check if they need help or additional clarification. The

younger your students are, the more likely it is that you will

need to check in with parents or carers as well.

Finally, let your students know when they have done a good

job, regardless of whether this is a case of observing class

rules or submitting quality content. If you are using an LMS,

you might consider awarding badges for this purpose. Writ-

ten praise or an audio comment can also be very effective

and motivating.

Unfortunately, the problem of cyberbullying can sometimes

arise in class. If you notice that a student (or students) are

having problems or if cyberbullying incidents are impacting

your ability to manage your class effectively, see the “How to

prevent cyberbullying?“ chapter of the guidelines.

https://www.edglossary.org/classroom-management/
https://www.facultyfocus.com/articles/online-education/online-student-engagement/keeping-students-engaged-in-the-online-classroom/
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How to Provide
Assessment?

Modern learning environments make it easy to implement

both formative and summative assessments. Most of these

systems now have suite of tools that will allow you to create

different types of assessment, provide feedback and manage

your students’ assessments via an online gradebook.

Quiz Creation Tools

All of the major learning environments provide tools that

allow you to create different types of questions including:

» Multiple Choice

» True/False

» Fill in the blanks

» Multiple answer

» Multiple dropdown

» Matching

» Numerical answer

» Formula question

» Essay question

» File upload question

In addition to the quiz tools that come as part of the learning

environment, there are huge numbers of other tools that are

available for creating online assessments. These tools range

in price and quality.

Towards the more expensive end of the market is

“Respondus”. The two key features of this system are:

» Assessments can be authored for the main learning envi-

ronments including “Moodle” & “Canvas” (see list at the end

of the chapter)

» Questions can be generated from “Word” documents

Image 1- “Respondus” allows assessments to be
authored then exported into a number of different
learning environments

https://web.respondus.com/
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Creating Assignments

All of the major learning environments also make it possible

to create assignments where the student creates and uploads

content. By far the most common type of assignment is a file

that the student creates on a word processor and then up-

loads into the learning environment. The file upload type of

assignment could be used for students writing reports, es-

says, dissertations and a whole set of other types of activities.

Marking Assignments

Once again, all of the major learning environments provide

tools that allow the teacher to give feedback on assignments.

These range from ‘quick marker’ type tools that allow the

teacher to annotate the student paper to video and audio

feedback where the teacher can record their feedback for

the student to view. This can be an especially effective way

for feedback, as the student can view the feedback multiple

times.

Image 2 - In this example, the teacher has added comments to the
student work using the speed grader tool in the “Canvas” LMS
Image credit https://vimeo.com/72662612

https://vimeo.com/72662612
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Using Rubrics

Rubrics are scoring guides which can help teachers to evalu-

ate the quality of student responses – all modern learning

environments allow the construction of some type of rubric

checklist to aid with scoring and feedback.

Image 3 - A rubric developed in the “Desire2Learn” LMS. Image credit
https://www.unbtls.ca/teachingtips/optimalusesofd2l.html

https://www.unbtls.ca/teachingtips/optimalusesofd2l.html
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Other Assignment Considerations

There are a multitude of tools available to help teachers cre-

ate, mark and manage assessments. Many of these tools are

offered as plugins or integrations to the learning environ-

ment. Perhaps the most commonly used tool of this type is

“TurnitIn”. This is an anti-plagiarism tool which issues a ‘simi-

larity score’ on student work. Teachers can use the tool to

quickly and easily determine if the student work is plagiarised.

Image 4- “TurnitIn” matches the text within an assignment by comparing a student's submission
against an archive of internet documents and data. Image credit
https://www.turnitin.com/blog/10-quick-tips-for-getting-the-best-out-of-feedback-studio

https://www.turnitin.com
https://www.turnitin.com/blog/10-quick-tips-for-getting-the-best-out-of-feedback-studio
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Other Types of Assignment

Students can submit almost any type of file for assessment

purposes. So, for example the submission of “PowerPoint”

presentations, png and jpeg image files, sound and video files

or website URLs can all be extremely effective ways of as-

sessing students.

Image 5 - The “Canvas” LMS allows a variety of online assessment types
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Collaboration and Communication

It is worthwhile exploring some other tools that are included

within modern learning environments for assessment pur-

poses. Discussion boards can be an effective way of building

in formative assessments into the body of the course.

They are easy to create and let both the student and teacher

quickly see any knowledge gaps. The less formal nature of on

online ‘discussion’ can help reduce student anxiety that can

develop due to assessments.

Polls and surveys are also useful for teachers to check

whether students have understood key concepts as well as

to identify areas which may need further work. Here, the

anonymity provided may encourage students to be more

honest about what they do not understand.

The Challenge of Assessing Online

The most difficult part of assessing students online and at a

distance is authenticity. How can you authenticate the stu-

dent's identity and ensure that they are complying with the

conditions of the assessment, e.g. not using the internet? For

large scale online assessments your institution may need to

consider purchasing an automated online proctoring system.

If you do not have access to such a system, then you should

consider building in additional checks when assessing stu-

dents online. An example of this could be that the students

taking the test online also need to have a video chat with you

to discuss their answers. This simple technique can help

identify students who plagiarised work or had help from oth-

ers when completing tests online.

Choosing the Correct Assignment Type

One of the other challenges when designing online assign-

ments is choosing the correct type. The list below provides

some guidance that may be useful when you are making de-

cisions about assessing online:

1. Multiple choice questions – best for checking facts, un-

derstanding of concepts, application of principles

2. Projects – best for demonstrating depth of knowledge,

creativity, organisation of information, writing ability, and

documentation of skills

3. Portfolio – can help with multiple levels of assessment

from knowledge of facts up to analysis, evaluation of infor-

mation, and self-reflection

4. Essays – are good for demonstrating the understanding of

ideas, the ability to think, the ability to formulate an argument

and support it with evidence, formulate conclusions based

on arguments and evidence

Useful Platforms to Organise Assignments

and Other Learning Tasks

There are several platforms that combine different functions

such as communication tools, grading options, organisation

of learning activities, provision of learning materials and col-

laboration on tasks. You can find some examples of such

platforms in the list below:

1. Edmodo

https://new.edmodo.com/

“Edmodo” is an educational platform which is similar to a so-

cial network. It enables communication, collaboration and

assessments. “Edmodo” is free of charge. It is possible to use

it as an app as well as as a website.

2. Moodle

https://moodle.com/

“Moodle” is a learning management system which can be

used for different pedagogical scenarios such as e-learning,

distance education and flipped classrooms. It offers virtual

classrooms in which you can organise learning activities (e.g.

discussions or polls) and materials (e.g. texts, videos or pre-

sentations). “Moodle” is open source and thus free of charge.

3. Schoology

https://www.schoology.com/

“Schoology” is a learning management system. It combines

different functions that help you to organise your teaching

(e.g. a grading tool, a calendar, a quiz tool). In addition, it

offers the possibility to connect with other teachers to share

https://new.edmodo.com/
https://moodle.com/
https://www.schoology.com/
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experiences and resources. As a teacher, you can create a

“Schoology” account for free.

4. Google Classroom

https://edu.google.com/intl/de/products/classroom/

“Google Classroom” is a platform which offers different

functions to organise your digital teaching. It includes

different tools for grading, communication, assignments

and collaboration and integrates several “Google” features

such as “Google Docs”, “Google Slides” and “Google Forms”.

“Google Classroom” is free of charge, but you need a

“Google” account to log in.

Further Reading

How to monitor students’ progress in digital learning?

How to give feedback in digital learning?

https://web.respondus.com/

https://www.turnitin.com/blog

https://www.instructure.com/canvas/community

Photo - b-fruchten / photocase.de

https://edu.google.com/intl/de/products/classroom/
https://edu.google.com/intl/de/products/classroom/
https://web.respondus.com/
https://www.turnitin.com/blog
https://www.instructure.com/canvas/communitY
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How to Provide
Individual Support?

A great number of classrooms could nowadays be described

as being inclusive. Therefore, these classrooms can be char-

acterised by different levels of heterogeneity. The sources of

heterogeneity vary (e.g. cultural diversity, gender, special

needs), however, they all share a joint consequence. Modern

teaching should consider heterogeneity by providing access

to all students, considering their individual profiles, strengths

and needs. Such an individualised support might serve as a

catalyst for learning processes and might prevent the devel-

opment of learning and/or behavioral difficulties.

The goals and ideas behind individual support are probably

shared by the majority of teachers. However, you might ask

yourself how to provide individual support (especially in times

of high workload). This question might be of even more rele-

vance with regard to digital learning.

Digital Learning and Individual Support

Digital learning might depict a promising and successful ap-

proach to providing individual support to students, as tech-

nology could support you in creating a link between the cur-

rent level of achievement of your student and your instruc-

tion. The easiest way to do so is using pre-developed learn-

ing apps.

In the field of digital learning, a variety of preexisting ap-

proaches that try to do so exists. For instance, in the last

years, the availability of learning game apps increased signifi-

cantly. Specific apps exist in different languages and coun-

tries. Often, these apps aim to provide personalised learning

that increases learners’ motivation and learning outcomes.

Therefore, the difficulty and content of tasks is adapted to

frequent and repetitive measurements of the current level of

achievement to maximise the fit to the individual needs. Pre-

developed apps exist for different domains, for example math

and reading. The majority of these apps are, however, not

free of charge. You might use and apply these existing apps

as an extension to your regular lessons by including learning

apps in phases of your lessons where students have to work

individually.

The more complex way to link the current level of achieve-

ment and instruction is to use multiple online tools. As high-

lighted before, insights into the current levels of achievement

are central for individual support. A range of online tools

promise to provide tools and measures for formative mea-

surement (e.g. in Germany “Levumi”; also see subsection

”How to monitor students’ progress in digital learning?”).

These platforms might support you in keeping track of your

students’ development. In a second step, you might use

these insights to select appropriate and relevant content and

instructional methods, which might then be provided using

specific online platforms. Again, a range of online platforms is

available for that purpose. Eg., a common software, which is

applied frequently in Germany is the “Anton”-app. On most of

these platforms, teachers can choose learning contents and

select levels of achievement. Based on these decisions, the

students are presented with suitable tasks. In some cases,

teachers are consequently able to track the students’

progress and to adapt their instructional decisions. The com-

bination of different digital tools might therefore be another

possible approach in providing individual support.

In addition to the use of existing platforms as tools for dis-

tributing individualised materials, you might use digital plat-

forms for disseminating self-developed materials and tasks.

Several learning platforms enable file sharing as well as direct

messaging (e.g. “Moodle”). You might thus be able to assign

customised tasks and materials to individual students.

https://www.levumi.de/
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Digital learning as an approach to cater to

everyday life and interests

Individual support is not only about linking the current level

of achievement and instruction. It also implies to address stu-

dents’ profiles and interests in a holistic manner. Personal in-

terests and relevance to everyday life are drivers for success-

ful learning.

Project work in digital learning: Project work is a common

approach in traditional teaching. It enables students to work

on a specific topic independently, however, project work

considers elements of support and evaluation. As students

can choose contents, tasks and materials individually, positive

effects can be observed with regard to motivation.

Project work seems to be particularly transferable to digital

learning, as several elements can be conducted virtually:

» (online) research on a self-chosen subject, access to a

range of media

» communication in project group using digital platforms

» joint virtual collaboration on documents

» online presentation of results (e.g. video platforms)

Providing opportunities for exchange and

feedback

Individual support is also about being able to react to stu-

dents’ current needs. It is crucial to talk to your students face

to face on a regular basis. Especially when digital learning is

applied within distance learning, this seems to be of particu-

lar relevance. Integrating information provided by the stu-

dents on how they perceive the current learning progress

and information on the current level of achievement might

enable you to give feedback and to adapt instructional styles.

Possibilities for face-to-face exchange are numerous (see

subsection “How to communicate with your students?”).
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How to Address
Physical Education
in Digital Learning?

This chapter focuses on physical education (PE) in digital

learning. While most subjects do not require physical activity

and can also be taught digitally sitting in front of the com-

puter, PE depends on the exercise of its participants. An im-

plementation of PE into digital teaching concepts seems

challenging at first [1]. A one-to-one transfer of PE classes in

person into digital lessons will not be possible because nec-

essary material or physical partners are missing. The general

content of PE addresses perceptual skills, movement experi-

ence, creative movement design, bravery, cooperation, com-

petition, performance and health awareness [2]. Almost all of

these sub-areas can be addressed in digital learning.

The Internet offers numerous possibilities to support sporting

activity, movement learning and motivation to move via the

use of videos and apps.

A good overview of existing offerings can be found here:

https://www.thepespecialist.com/peathome

https://openphysed.org/activeschools/activehome

PE in digital formats is associated with a limited material

availability.

Therefore, make sure that not too much material is needed

or that it can be substituted by everyday objects. Ideas for

this can be found here:

https://www.verywellfamily.com/homemade-fitness-equip-

ment-and-toys-1257170

https://www.pecentral.org/preschool/prekhomemadeequip-

mentmenu.html

https://www.actionforhealthykids.org/activity/common-ob-

jects-fun-and-games-with-household-items/

Both synchronous and asynchronous formats are possible for

PE teaching concepts and have different advantages and dis-

advantages.

Synchronous formats in front of the camera foster important

social exchange and enable direct addressing and motivation.

You or even your students can initiate and demonstrate

movements that the whole class should imitate. The instruc-

tor role can be outsourced to online videos in which experts

demonstrate movements professionally – sometimes even

better than the PE teacher could do this. In this way, you

have time to focus on individual students and to provide indi-

vidual corrective assistance.

Partner or group work is also possible. These promote social

exchange and cohesion. The students can help, motivate and

measure each other. At-home challenges (click for a

YouTube-Playlist) can be done in pairs or in groups with or

against each other. It is also possible to create group chal-

lenges that can only be solved with participation of all group

members (e.g. only 3 knees, 2 feet, 3 hands are allowed to

touch the floor per group). Other tasks that stimulate creativ-

ity are group performances that consist of individual ele-

ments which are coordinated with each other, for example a

virtual dance performance (click for an example).

Asynchronous formats enable a differentiation according to

performance and personal interests. This could increase the

motivation for PE, where the spread of performance and in-

dividual interests is usually even greater than in other school

subjects. PE in the asynchronous digital context offers the

possibility to choose different content, at different levels, at

different times. Students can access a variety of online offer-

ings (from here). It is also possible to use various sports and

fitness apps that document performed exercises and per-

sonal progress and also can provide users with motivational

feedback. A list of free apps can be found here. Your students

can also keep a fitness or exercise log worksheet to docu-

ment their own performance. There are a lot of templates

online for that (click for an example).
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How to Provide
Emotional Support?

“There is no separation of mind and

emotions; emotions, thinking, and learning

are all linked.”

Eric Jensen [1]

An increasing amount of research shows that successful

learning and emotions are inseparably connected [2]. Emo-

tions do not only have an impact on learning results but also

influence other learning relevant variables such as motivation

and self-regulated learning [3]. As a result of the possible lack

of face-to-face communication in digital learning, there is an

increased risk that you might have difficulties to detect and

recognise your students’ emotions and hence don’t react ac-

cording to them [4]. This might promote the chance that

your students remain in unfavourable emotional states which

can have a negative impact on their learning experience. In-

cluding emotional support in digital learning can thus have a

positive effect on the well-being as well as the learning re-

sults of your students.

Which Emotions are Most Relevant?

The emotions that occur during digital learning do not differ

significantly from emotions that students experience in a tra-

ditional classroom setting. This can be emotions that are re-

lated to the achievements of students (e.g. pride or disap-

pointment), emotions that are linked to the cognitive de-

mands of learning (e.g. confusion or curiosity), emotions that

are associated with the social relationships in the classroom

or emotions that are related to the learning topic. In digital

learning settings, emotions that refer to the used technology

(e.g. excitement of using new technology or frustration due

to technical issues) could be added to the list [5].

How to Deal with these Emotions?

In order to offer emotional support to your students, it is cru-

cial that you think about possibilities to detect their emotions

before you try to implement support options.

Guidelines
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How to Detect Students’ Emotions?

The most convenient way to detect your students’ emotions

is to offer (multiple) self-report options. Easy ways of offering

such self-reports for your class include questionnaires about

the well-being of students and pictorial scales such as emojis

or other visual representations of distinct feelings. To ensure

the usage of such self-report options, it is important that the

tool you use provides an easy and usable way to report one's

own emotions [6]. Some communication tools such as

“Skype” or “BigBlueButton” offer the option to create polls

directly within online meetings. In addition, most of the com-

mon communication tools enable participants to post differ-

ent emoji in the chat which you could use as a possibility to

let your students express their emotions while being in an

online meeting. Depending on the learning system, there

might be options to create separate chatrooms or message

boards that are dedicated to talk about feelings. Another

option is to create an online survey that your students could

either fill in at a certain point in time (e.g. every week, at the

beginning of a lesson etc.) or anytime. Most learning man-

agement systems offer the option to create surveys directly

within the learning management system. More options to

create online surveys include the use of platforms like

“Google Forms”. If you don’t have access to any of the de-

scribed options, an easy way to learn more about your stu-

dents’ feelings is to create a template for students (e.g. a

“Word” document or an “Excel” sheet) and ask them to fill it

out on a regular basis.

How to React to the Detected Emotion?

After gathering information on your students’ emotions, it is

crucial to give them a suitable response as soon as possible

[6]. An option to support favourable emotions in students is

to use feedback that enhances the development of the self-

concept and the motivation of your students [5]. You can

reach this by ascribing success in a learning task to the

personal skills or the efforts of a student while failure should

be ascribed to external and flexible factors such as the

difficulty of the task or the singularity of the failure. Other

options for feedback are to refer to the individual learning

progress and achievement in contrast to the achievement of

the class [7]. An option that is popular in scientific research is

the usage of a virtual learning agent that is able to detect the

emotions of students and reacts to them. These agents are

typical represented by a visually animated character that uses

gestures, language and body movement to communicate

with students [4]. The use of artificial intelligence enables

these agents to recognise emotions and to provide a reaction

to support students emotionally (e.g. by encouraging them to

keep working on a task) [4, 6].

Read the chapter about mental health (“How to keep track of

your students’ mental health?”) if you're concerned that some

of your students might have severe emotional problems or if

you want to have more information about that topic.
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How to Keep Track
of Your Students’
Mental Health?

According to the World Health Organisation (WHO), a good

mental health constitutes a necessary requirement for the

functioning of humans. It enables human beings to learn, to

think and to deal with emotions and stress [1, 2]. Mental

health problems can have a crucial impact on not only the

well-being of persons but also on their academic success.

Research shows that students with a poor mental health are

more likely to achieve lower grade averages, to repeat a

grade or to drop out of school [3, 4]. It is thus crucial that

teachers and schools offer options to help students to main-

tain a good mental health.

As mental health problems are still socially stigmatised [5],

the first step to keep track of your students’ mental health

should be to actively encourage them to talk about their feel-

ings. This might be especially important during distance

learning because of the reduced possibilities of personal

contact, which limit the options to spot behaviour that can

serve as a sign of mental health struggles (e.g. during school

breaks, in communication with other pupils etc.). An easy first

step to encourage your students to talk about emotions

could be the use of books or stories with a following discus-

sion about the characters’ emotions. You could also use psy-

choeducational materials about mental health.

Another option to detect mental health problems is the use

of polls, questionnaires or journals that your students are

asked to fill in on a regular basis. You could come up with

your own questions that are tailored to your students, or

you could use already existing questionnaires to detect

problematic behaviours. It can be useful to incorporate your

students’ parents to detect additional problem behaviours

that your students do not report (e.g. due to shame or social

desirability).

Most mental health problems lead to a change in students’

behaviour. It is thus important to recognise such behavioural

changes. Signs for mental health problems could be a lack of

concentration, anger or other highly emotional behaviours

during lessons and withdrawal from peers [6]. Asking your

students to turn on their cameras during online lessons might

be helpful to get a better insight into their behaviour. Addi-

tionally, staying in contact with their parents is essential to

detect behavioural changes outside of online lessons.

The SESAME project might be another source for helpful

tools for you. It tries to provide methods for assessment as

well as strategies to deal with mental health problems. It also

aims to strengthen the communication between teachers,

parents and students. You can find further information on the

project at the end of this chapter.

Due to the stigma of mental health problems, your students

might hesitate to talk about their problems in public [7]. An

option to encourage them to contact you when such prob-

lems occur could be consultation-hours for students during

which you are available to talk about problems, worries etc.

These might be helpful for concerned parents as well.

Although research has shown that teachers are able to detect

problematic behaviours in general [8], you might struggle to

decide whether a certain behaviour is problematic during on-

line teaching. Building a network with professionals such as

school psychologists or school counsellors can help you to

not only detect mental health problems but to offer adequate

help as well. In addition, it can be useful for you to prepare a

contact list for students and parents that are in need of addi-

tional help so that they know whom they could contact.
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Tier 3

intervention

function-based-

behavior interventions

assessment

functional behavior analysis

Direct Behavior Ratings (DBR)

System level 1

» Building a Leadership Team

» Assessment of School Climate

» Developing strategies for sustainable

Home-school-collaboration

Read the full model

System level 2

» Building an Intervention Team with Coordinator

» Collecting Fidelity Data

System level 3

» Building a Multi-Disciplinary Team

» Collecting Fidelity Data

The project Schoolwide Positive Behavior Support for

Mental Health (SESAME) focuses on school-based

prevention of internalising behavioural disorders in

adolescents. The goal is to adapt the Schoolwide Positive

Behavior Support [9] approach for mental health in

secondary schools in four different European contexts

(France, Germany, Italy & Portugal).

SW-PBS is a conceptual framework that includes systemic

and individual strategies for assessment and intervention of

emotional, social and academic skills. Therefore, it creates

a safe teaching and learning environment for students,

pedagogical staff and other stakeholders.

The SESAME model has three tiers and is characterised

in particular by linking evidence-based methods for

diagnostics and support at different levels of

support. The intensity of diagnostics and

support is based on the individual needs

of each student.

Tier 2

intervention

individualized training of behavior expectations

using Daily Behavior Report Cards intervention

assessment

assessing students behavioral progress using Direct Behavior Ratings (DBR)

Tier 1

intervention

teaching clear behavior expectations on the classroom level using the Good Behavior Game

assessment

assessing internalizing behavior problems using a universal screening tool (ITRF)
Image 1 –The SESAME model; developed by the
SESAME-Project team, based on Sugai & Horner, 2006
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How to Deal with
Students’ Stress?

How to Prevent Stress?

There are several ways to prevent development of stress in

the first place. One of them is creating a (daily) routine with

your students which might help to hinder the development

of stress by decreasing the amount of time and cognitive

effort that is needed to organise and plan the day [1, 2]. You

could support this by offering opportunities that help to or-

ganise your students’ learning process such as a shared cal-

endar which you could use to register daily learning tasks and

online meetings as well as deadlines. Furthermore, a lot of

stress and frustration in digital learning arises from unclear

material and incomprehensible instructions. It is thus impor-

tant to ensure that your students understand what you ex-

pect from them, what they are supposed to do and where

they are going to find all relevant information. This also in-

cludes making sure that your students are able to navigate

through the learning management system before they have

to work on a learning task [3]. To ensure that, you could pro-

vide a virtual tour through the platform you used. Options for

such a tour include the usage of short videos, screenshots or

a written manual to explain students how the learning man-

agement system works and where they can find all necessary

information.

Possibilities to Reduce Stress

Possibilities to reduce your students’ stress include several

different domains. You could offer social support to your stu-

dents by enabling one-to-one communication in digital

learning. This might be helpful to build a positive student-

teacher relationship which has positive effects on the devel-

opment of stress regulation skills [4]. The one-to-one com-

munication could be ensured by offering short briefings with

every student throughout the week.

Personal contact with your students might also be useful to

figure out whether they experience any additional stressors at

home. If this is the case, you should try to contact the stu-

dent’s parents to find out whether additional support is

needed.

Another option to help your students to deal with stress

might be the inclusion of some sort of relaxation during the

daily routine. Research has shown that relaxation training

reduces the reported stress experiences of children and en-

hances psychophysiological signs of relaxation [5, 6]. Options

that you can easily implement in digital learning contexts

could be guided meditation, guided imagery or other pre-

dominantly cognitive relaxation techniques.

Social-psychological research has found evidence that a

shared social identity (that is the feeling of belonging to a

group) can buffer the neurophysiological stress response [7,

8]. These results could offer another option for you to reduce

stress in online learning settings by creating a feeling of

group affiliation. The introduction of social activities, like

playing a game together, can be helpful to achieve this goal.

In this context, it is important to keep in mind that the activity

should emphasise the group in contrast to the individual per-

son. That means that games should be played in groups, so

that the feeling of group affiliation is increased. Other options

to support the social identity include activities like searching

a group name or writing down similarities of the group mem-

bers.
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How to Prevent
Cyberbullying?

What is Cyberbullying?

Cyberbullying is an aggressive behaviour using information

and communication technologies with the intention to harm

a victim who is unable to defend itself. Using the cyberspace

enables anonymity of the perpetrator, which can increase the

victim’s vulnerability. The harmful behaviour can take place

once or repeatedly, via public or via private communication

channels [1, 2].

Examples of Cyberbullying

» sending insulting, threatening, disparaging, or intimidating

messages

» manipulating and distributing photographs to ridicule or

create a false image of persons

» excluding and isolating persons from social networks

» stealing persons’ online identity to attack and blame them

» creating a false profile of a person

Development of Cyberbullying in Contexts

of Digital Learning

In current research, there is no consensus about the impact

of learning in virtual environments on the emergence of cy-

berbullying. There is the hypothesis that an increased use of

the internet and social media platforms has served to inten-

sify the problems of cyberbullying. Relying on different re-

sults of the current research, it is not clear if this hypothesis

can be confirmed [3] or if the reduction of contacts and con-

flicts in presence decreases cyberbullying [4]. These develop-

ments must be closely monitored.

Practical Advices for the Prevention

of Cyberbullying

To prevent cyberbullying in online classes, it can be useful to

consider the following steps:

1. Make sure that the students know what cyberbullying is

and what kind of acts it includes

Raising the students’ awareness on this topic leads to a criti-

cal self-reflection of their online communication habits. You

should clarify that harmful online behaviour that might be

considered an innocent joke or a minor argument, could ac-

tually be an example of cyberbullying with serious conse-

quences for all persons involved.

That leads to the following advice:

2. Lead students to become aware of the harm caused by

bullying and of the consequences for all persons involved

Students will reflect their actions, knowing that cyberbullying

has consequences for both victims and perpetrators, like so-

cial phobia, anxiety disorders and health problems, or de-

pression, which can lead to self-harming behaviour. Added to

this, you can expose the legal consequences of cyberbullying

behaviour. Depending on the type and severity of the

offense, it can be punished with a fine or even imprisonment.

Make sure all students are aware that cyberbullying will not

be tolerated under no circumstances and that every case will

be stringently pursued.

3. Provide help and encourage the students to go against

cyberbullying

This point is about knowing what to do when a person be-

comes a victim of cyberbullying or observes that someone

else is being attacked. Communicate that cyberbullying is not

a normal behaviour and that the victim is never responsible

for the bully’s actions. You should emphasise that students

can expect help and support of their confidants, like their

parents and teachers, at any time and form of cyberbullying.

Make clear that the victim does not stand alone and encour-

age them and all witnesses to go against the bullying. This

enables consequent reactions at the early stages of cyberbul-

lying.
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4. Foster the development of social and emotional factors

that inhibit violent behaviour

To effectively prevent harmful behaviour before it manifests

in cyberbullying, you should increase the students’ social co-

hesion by improving factors like peer-communication, ethi-

cal-moral values, empathy and cooperation. Classes with a

high social cohesion are characterised by a respectful and

appreciative class climate that opposes the development of

(cyber-)bullying [1].

Practical Advice for Intervention in Cases

of Cyberbullying

If cyberbullying already has occurred in your class, the fol-

lowing points can help you to respond appropriately and find

acceptable solutions. These actions aim to stop the bullying,

to offer first and long-term help for the victim and to investi-

gate the incident.

1. Support those who are affected, convey professional help

and provide emotional care.

2. Assess the severity of the bullying. If necessary, request

support like school psychologists or even legal advice.

3. Support the victim in securing technical evidence, like pic-

tures, videos, chat history, messages and emails.

4. Try to identify the perpetrators of cyberbullying and collect

personal evidence.

5. Give assistance in removing and blocking content by pro-

viding technical support, contacting operators, changing

passwords, phone numbers and profile names.

6. Focus on informal solutions. Involve the victim’s and per-

petrator’s parents and peers. Offer a mediation process,

which includes multiple perspectives. Try to identify and

eliminate the motivational backgrounds of the harmful be-

haviour [5].

Especially the last point can be seen as a particularly impor-

tant factor for a successful intervention. A “supportive-coop-

erating” intervention strategy is more successful than both

“authoritarian-punitive” strategies which only focus on the

perpetrator and “supportive-individual” strategies which only

have the victim in mind [6].

References

1. Garaigordobil, M., & Martínez-Valderrey, V. (2018). Technological Resources to
Prevent Cyberbullying During Adolescence: The Cyberprogram 2.0 Program and
the Cooperative Cybereduca 2.0 Videogame. Frontiers in Psychology, 9, 745.
https://doi.org/10.3389/fpsyg.2018.00745

2. Scheithauer, H., Petras, I.-K., & Petermann†, F. (2020). Cybermobbing/
Cyberbullying. Kindheit und Entwicklung, 29(2), 63–66.
https://doi.org/10.1026/0942-5403/a000303

3. Tas’adi, R., Mudjiran, Gistituati, N., & Ananda, A. (2020). Cyberbullying in the
Digital Age: A Common Social Phenomenon In Proceedings of the 2nd
International Conference Innovation in Education (ICoIE 2020). Presented at the
2nd International Conference Innovation in Education (ICoIE 2020).
Atlantis Press. https://doi.org/10.2991/assehr.k.201209.218

4. Baier, D., & Kamenowski, M. (2020). Wie erlebten Jugendliche den Corona-
Lockdown? Ergebnisse einer Befragung im Kanton Zürich

5. Schultze-Krumbholz, A., & Pfetsch, J. (2019). Cybermobbing: Eine
Herausforderung für Schulen. BPJMAKTUELL, (2), 15–17.

6. Bilz, L., & Fischer, S. M. (2020). Interventionsstrategien und Interventionserfolg
von Lehrkräften bei Cybermobbing und traditionellem Mobbing aus Schülersicht.
Kindheit und Entwicklung, 29(2), 84–91.
https://doi.org/10.1026/0942-5403/a000306

Photo - Özlem23 / photocase.de

https://doi.org/10.3389/fpsyg.2018.00745
https://doi.org/10.1026/0942-5403/a000303
https://doi.org/10.2991/assehr.k.201209.218
https://doi.org/10.1026/0942-5403/a000306


62

Guidelines
for Online
and Digital
Teaching and
Learning

Social-
emotional
Learning

How to Develop
Teacher-Student
Relationships?

This part focuses on the question how you can develop a

positive teacher-student relationship in virtual learning

environments.

Gains of a Positive Teacher-Student

Relationship

The importance of a positive teacher-student relationship for

effective learning was discussed and confirmed many times:

a positive, strong and supportive relationship improves the

students’ feelings of safety and competence. It leads to a

better peer-connection, psycho-social competences and

greater academic gains. Relationships that are marked by

conflict and anger could be responsible for school failure and

poor connections to academic and social resources [1–3].

A positive teacher-student relationship goes hand in hand

with low potential for conflicts and high closeness between

students and teachers while avoiding overdependency [4].

The key for the development of a positive teacher-student

relationship in digital learning contexts is sufficient needs-

based communication. In contrast to classroom teaching,

online teaching is often conducted by distance, which can be

transferred to the social component of teaching as well. You

can bridge this distance by implementing appropriate forms

of teaching. The challenge is to bring communication to a

level where everyone feels understood by each other. In

cases of online learning, students express the need for

exchange with their teachers where they mainly prefer

personal forms. Personal exchange is formulated as a

success condition for a positive teacher-student relationship

in contexts of digital learning [5].

Regular and supportive communication to provide

closeness

Communication and personal exchange that is appreciative,

respectful and honest generates trust and signals reliability.

Being fair and emphatic, offering help and consultation as

well as addressing your students as persons with individual

needs and concerns is important for your teaching behaviour

[6, 7].

In contrast to classroom teaching, online teaching can

complicate the perception of your students’ feelings and

needs. Because of the lack of nonverbal communication

features and body language in online conversations, moods

often can’t be noticed, or, even worse, misinterpreted. In

contexts of online teaching, it is all the more important to

communicate regularly and to ask about sensitivities from

time to time [8]. This way you can show your interest in your

students’ wellbeing. They feel valued and acknowledged

which improves the teacher-student relationship. To learn

more about the communication between you and your

students you can go to the chapter “How to communicate

with your students?”.

Make sure the communication is clear and consider the

emotional component of feedback to avoid conflicts

Clear communication can help you to prevent conflicts that

arise from misunderstandings and false expectations.

Because of decreased possibilities of exchange in online

teaching, in contrast to face-to-face teaching, there is the

risk that misunderstandings are noticed much later, which

implies a large potential for conflicts with your students.

Therefore, formulate tasks and expectations as precisely as

possible and make sure that all the tasks have been

understood and that the students know what to do if they are

struggling with the tasks.

The emotional component of feedback

At this point, it can be useful to consider the emotional

component of feedback and criticism. They contain an

emotional component which deals with the students feelings

of success and failure [9]. Pure written formats of detailed

feedback could be misinterpreted. In face-to-face

interactions, you can control the emotional effect of

feedback through emphasis and facial expressions. You are

able to respond directly and appropriately to your students’

reactions. As a solution for giving detailed feedback in

contexts of online learning, you should preferably use audio

or even video formats. Giving feedback in that way and being

open for students’ responses can help you to avoid conflicts

and to improve your relationship with your students. Detailed

advices for giving feedback in virtual learning environments
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can also be found in the chapter “How to give feedback in

digital learning?”.

Communicate trust in your students’ competences and

encourage them to initiate creative, individual learning

processes in order to avoid overdependency

Overdependency manifests through the students’

overreliance on the teacher in addition to excessively

frequent and unnecessary requests for help. It is connected

with a teacher-student relationship that is marked by

conflicts [10]. In contexts of digital learning, a teacher-

student relationship that is characterised by overdependency

leads to more serious problems because students have to be

more independent and self-responsible than in traditional

learning settings. For this reason, it is particularly important

that you create a digital teaching climate that prevents

overdependency and enables your students to deal with the

new requirements. It is about giving your students

confidence in their own abilities and the independence to

control their own learning processes. Communicated trust in

their competencies can improve your relationship in the long

term [11]. Regarding the planning level of lessons, your

created learning content and applied methods should enable

an independent, individual and creative processing. This

opening of tasks added to a communicated appreciation of

creative, individual task-solving can build up mutual trust

between you and your students as a basic component of a

positive teacher-student relationship.

Advices for a positive teacher-student relationship in

contexts of virtual learning environments:

1. Initiate supportive, appreciative and respectful

communication

2. Ask for the feelings and needs of your students

3. Make sure the communication is clear

4. Give detailed feedback face-to-face per video by

considering the emotional component

5. Communicate trust in your students’ abilities

6. Open the lessons and tasks for individual and creative

processing and solutions

7. Appreciate creative, individual task-solving
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How to Consider the
Risks of Internet Use?

In the last years, several researchers and clinicians described

phenomena which might be subsumed under the umbrella

term of “internet addiction” [1] or “compulsive internet use”

[2]. These categories refer to situations, in which the extent

of an individual’s internet use reaches levels similar to

addictive behaviour. Consequently, because of their

excessive internet use, negative outcomes arise, e.g. conflicts

(in school and family life) or social withdrawal [3]. But apart

from such (to a certain degree) clinical behaviour, the daily

use of internet goes hand in hand with a range of minor and

major, as well as explicit and implicit risks (e.g. loss of

personal data, cyberbullying).

At first glance, this observation seems counterintuitive to the

idea of implementing digital tools in more and more areas of

life (especially in schools), as students might become even

more confronted with these risks by fully immersing

themselves in digital environments. On a different note,

however, this argumentation proves to be invalid from a

range of perspectives. Firstly, students need a space where

they can learn how to handle the risks of digital media

appropriately. Secondly, when it comes to the explanation

and development of internet addiction, it becomes clear that

these are not correlated with the kind of online activities

applied in school-based learning. In current research, gaming

and social networking sites are listed as particularly relevant

for developing extensive internet usage [3]. Schools might

therefore even play a central role in the prevention of

developmental risks (e.g. internet addiction) as well as in the

development of adequate digital skills. In a recent systematic

review of the current literature on school-based prevention

of internet addiction in adolescents, the authors, among

others approaches, describe media literacy training as a

potential approach which might also lead to less addictive

behaviour [3].

Therefore, media literacy training constitutes a major

element in developing adequate digital skills. The term

“media literacy” has thereby been used interchangeably with

similar constructs such as “digital literacy” or “ICT literacy” [4],

which encompass the need for addressing specific skills that

arise from emerging technologies and mass media. Media or

digital literacy is being discussed as a key competence by

policy-makers as well as researchers [5] (also compare for

the Digital Education Action Plan by the European

Commission). A more precise description of relevant digital

skills can be found in the DigComp Framework by the

European Commission [6]. Here, a major competence area is

depicted by the safety dimension (which includes the

protection of personal data and privacy as well as of physical

and psychological health). Consequently, it is a major task of

schools and teachers to promote media literacy of students

and to prepare them for the risks that arise from technologies

and mass media. School-based preventive programs allow

students to reflect on their media use and to identify

potential risks of internet use, gaming or social media.

Across Europe, several programs have been developed to

support students’ media literacy. Among others, some

examples of best practice across Europe had been previously

identified by the European Commission and were awarded

the European Media Literacy Awards [7].

Teachers across Europe already have access to pre-existing

programs and activities, however, you might not be aware of

them by now. Some examples of these programs are listed

below. In addition to the application of such programs, you,

as a teacher, should know that students are not necessarily

aware of risks related to digital technologies and at the same

time do not necessarily possess the required skills to

counteract them. You should therefore try to consider

implementing teaching contents that focus on digital

technologies and media, explaining potential risks and

developing appropriate usage behaviour. Existing materials

can support you in doing so. However, before plunging

yourself into designing preventive programs, it is crucial to

assess your students’ level of digital skills.
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Examples of prevention programs and activities to address

digital/media literacy across Europe:

HTML Heroes

https://heroes.webwise.ie/

This is a program in English language designed for 1st and

2nd graders as well as for 3rd and 4th graders focusing on

safe internet use. It is accessible via the webpage and is free

of charge.

Vernetzte Welten

http://www.vernetztewelten.ift-nord.de/

This is a prevention program for 5th and 6th graders in

German language. It comprises teaching materials,

presentations and a teacher manual that allows teachers to

implement the program in their classroom. It is free and

accessible via the webpage.

Safer Internet Day

https://www.saferinternetday.org/

The safer internet day is a Europe wide initiative that takes

place every February. It comprises several activities

concerning online safety. Activities and materials in your

country can be found on the webpage in the assigned “In

your country” section.

European Media Literacy Awards

https://digital-strategy.ec.europa.eu/en/news/winners-

european-media-literacy-awards

This is an overview of the activities awarded the European

Media Literacy Award by the European Commission. The

activities target different age groups in different countries.
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How to Provide
Adequate Technical
Equipment?
Adequate technical equipment is a crucial factor for the im-

plementation of digital learning in schools. Learning should

be simplified by technical equipment. The technology should

be easy to use and enable fluent teaching without long load-

ing times or media discontinuity [1]. This chapter provides in-

formation about the important components of a digital

equipment concept and deals with the question of financing.

Components of a Digital Equipment

Concept

When focusing on the development of a technical equipment

concept, the following components are relevant [2]:

Network: In order to take into account the high number of

users and the peaks in load caused by the peculiarities of

everyday school life, it is important to ensure that

connections are as high-performance as possible. Practice

has shown that internet connections with 50 Mbit/s for

elementary schools are suitable while secondary schools

need a faster connection. Depending on the size of the

school data, transfer rates of 100–200 Mbit/s are needed. If

mobile devices are used in class, higher transmission rates

are necessary.

Guidelines
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The internal school network must meet the requirements of

modern computer networks. It must enable different users

with different access rights on different devices. Installation,

operation and support of such a network are very extensive

and require professional know-how. Teachers can take tasks

in the area of network administration and maintenance but

not in installing and operating.

Particular attention must be paid to the server

accommodation in the school. Not every room is suitable. In

addition to adequate ventilation, protection from water and

unauthorised access, a redundant network line and an

uninterruptible power supply provide additional security.

When setting up server rooms in school, the support of

experts is recommended.

Hardware:When purchasing hardware, investing in higher-

priced business components has many advantages over

money savings when purchasing consumer devices. The

warranty periods are usually longer and there are benefits

when the device pool is expanded at a later date. The seller

can deliver identical hardware and spare parts for these

devices even after a longer period of time. Overall, business

hardware has a longer service life and less frequent

replacement cycles. Experience also shows that the higher

quality of the devices leads to a more careful use by students.

Purchased hardware can be added by or partially replaced

with private devices. Studies have shown that there is almost

100% device coverage among learners from secondary

school onwards [3]. In general, one can distinguish between

two different equipment variants for schools: in the

heterogeneous concept of ‘Bring your own device (BYOD)’,

the schools involved use their private devices. In the

homogeneous equipment concept, the use of certain

devices is dictated and devices are often purchased together.

BYOD decreases the purchase and maintenance costs, but it

entails higher expenses in the area of technical integration,

educational conception and IT security. Homogeneous

equipment can facilitate didactic and technical integration

into school operations, but acquisition and maintenance

costs must be considered.

Software: Regarding the integration of software, it is

important to reduce its variety. Using the same software can

develop shared knowledge bases and mutual support

resources. Central procurement, provision and administration

help to keep track of licensing issues and lead to the

decrease of acquisition costs.

By using open source and freeware software, the questions

of support and maintenance must be considered in

particular. Technical support might not be as professional as

it is with paid products but desirable and necessary updates

are immediately available and do not cause any follow-up

costs. However, especially when using free software, it

should be checked how it handles private data and data

protection. For the use of some software, especially apps, the

users often pay with their data.

The software on all components that are used and deployed

in the school (workstation computers, mobile devices,

servers, switches, other network components, etc.) should be

up-to-date. Outdated software is one of the most common

causes of security incidents. In addition to providing security,

the use of actual and common software can help to prepare

the students for their professional life by using the software

that they may need in their future job.

Financing

When purchasing technical equipment for schools, the

central question revolves around financing. Initially, the

school budget can be used for financing. Some costs can

also be borne by the parents. But in most cases, it will not be

possible to fully equip the school with the intern budget.

Particularly when financed by parents, they should not be

overburdened. The question arises how financings can be

covered beyond the school’s and parents' budget.

The first step is to check what state subsidies are available

and how the specific school can benefit from them.

Oftentimes, there are various options that match the school’s

individual digitisation plans. The countries have each

published their own guidelines which can be accessed on the

respective country websites.

Another simple and common solution to reduce high one-off

costs is leasing. It should be checked whether this possibility

exists with regard to the acquisition of technical equipment.

Furthermore, another possibility is the central organisation of

procurement and the formation of a purchasing community.

By merging several schools or even setting up larger regional

associations, the order margins increase and the costs for the

individual equipment can be reduced. This way, savings in the

area of purchase prices, license fees, training and support can

be realised [2].
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Another option is financing through external donations and

sponsoring. For this purpose, local companies, foundations

and parents' associations can be contacted. This type of

financing usually requires good planning, persuasion and

someone who actively takes care of it [4].
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How to Implement
Digital Learning
in Schools?

The implementation of digital learning is a school-wide

challenge involving players on different levels of schools (e.g.

school principals, teachers, students, parents). Therefore, to

some extent, it needs to be coordinated, directed and

supervised. Usually, the role of coordination and supervision

is being fulfilled by school principals (especially in smaller

schools), however, it might also be possible to assign a

specific responsibility to a (group of) person(s), who is

particularly interested in the topic of digital learning. They

might provide orientation and structure with regard to the

implementation of digital learning.

The success of the implementation of digital learning in

schools might additionally depend on the design of a School

Digital Plan (SDP) which will adopt a holistic approach to the

integration of technologies in the school. This plan might be

developed by the group of assigned persons in exchange

with additional members of the school. The SDP should

depict a key instrument that will summarise the school’s

digitalisation concepts and comprise important benchmarks

of the digitalisation process.

It should provide information with regard to a range of

questions:

1. Who will be in charge of the School Digital Plan?

2. For which purpose do we want to use digital tools and

services?

3. Which devices will we use? Who will manage these

devices? Who will finance these devices?

4. Which tools (software) will we use? Does this also depend

on the purpose agreed on?

5. Which platforms and applications will we use? Who

maintains and supervise these platforms?

6. Which infrastructure do we need? Who warrants an

appropriate internet connection?

7. Which training do we need to act out the digital plan? Who

will be responsible for this training? Who needs to participate

in this training?

8. How will we manage digital security?

9. How will wemonitor the progress of the digitalisation

process?

10. Do all students have access to the tools and services

required? Which type of support can the school provide?

11. What services will we need? Should we outsource them?

(Tip: realistic and well-planned budget). Some examples:

cybersecurity, storage systems (own servers or cloud storage,

backup services, etc.)

12. What kind of collaboration and exchange will we have?

The school digital plan could be based on existing

frameworks, e.g. the European Framework for Digitally

Competent Educational Organizations (DigCompOrg),

which has been developed by the Joint Research Center

(JRC) of the European Commission. The DigCompOrg

framework has seven key elements and 15 sub-elements

that are common to all educational sectors. There is also

scope for the addition of sector-specific elements and sub-

elements.

Irrespective of the nature and the references of the school

digital plan, an overarching and important feature of such

school digital plans is that they should be shared by all

members of the school community. To achieve such

identification by all members of the school, the school digital

plan might be developed during a specific school-wide

event. Such events might be enriched by presentations and

inputs by external experts on this topic who could also guide

the discussion on the school digital plans with their insights

and knowledge. The result of such an event might be a first

structure and concept of the school digital plan which is

shared by the majority of teachers.
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After initiating the process of the development of digital

structures in a school, it is important to provide sufficient

opportunities for exchange among the colleagues of a

school with regard to the digitalisation process. Members of

the teaching staff should have chances to report on daily

challenges but also on elements of success and to receive

feedback by fellow colleagues. Not all of these meetings

need to be guided by school principals or the responsible

persons necessarily, but they might also be conducted in a

rather informal and low-key approach. Such opportunities for

exchange might then be accompanied by more formalised

opportunities for exchange, e.g. within school conferences.

The school digital plan should be monitored by

systematically collecting information on the success of digital

learning on different levels (e.g. interviews with students,

teachers, school principals).

Lastly, the initial school digital plan was the first step on the

way to developing a digital learning identity in schools.

Nonetheless, the initial plan agreed on can be adapted over

time. Additional perspectives might arise and initial ideas

might turn out to be unrealistic or inefficient. Keep in mind

that the implementation of digital learning is a process which

might be also accompanied by setbacks. It is easier to cope

with these setbacks if the process is a shared one by the

whole school.
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Subject

Development

Personal

Development

Technology

Development

Cooperation

Development

Organisational

Development
Promotion

of Digital and

Professional

Competencies

Promotion of Digital and Professional Competencies
(Eickelmann et al., 2017b – translated)

How to Involve School
Leadership?

This part focuses on the question on how school leaderships

are involved in the implementation of digital learning in

schools.

Importance of the School Leadership

Involvement

School leaderships play a key role in school organisation and

school development processes [1] and are important

authorities for the implementation of new technologies and

digital learning [2]. This central decision-making position

leads to the responsibility to initiate changes on several

levels. This results in new tasks and challenges, but also

includes new development opportunities [3].

Development Levels

To aim at the sustainable anchoring of new technologies

and the promotion of digital competencies and skills,

developments must take place on the following levels [4]:

Organisational level: Developments that are initiated by

school leaderships should include a holistic concept for the

implementation of new technologies in the specific school.

The first step is stocktaking and the definition of school-

specific target perspectives. Regarding that, the formulated

targets should fit the educational objectives and challenges

of the school. Afterwards, it is important to clarify the benefit

and necessity of learning with digital media to get support

from the students and teachers involved. In this context,

taking the skills and attitudes of the teachers into account is

necessary. For the successful implementation of digital

learning, it is crucial to convince and involve (almost) all

teachers.

So, the school leadership can be supported by establishing

project groups which can work towards different sub-goals.

School subject level: On this level, school leaderships have

to initiate a development that concerns the integration of

digital learning into each school subject. New technologies

should not be additionally added, but preferably

implemented to modernise and rethink teaching. In order to

present an added value and not an additional burden for the

teachers, school leadership can initiate the debate on how

the use of digital media can improve the teaching and

learning in each subject (cf. chapter “How to implement

digital learning in schools?”).

Staff level: School leaderships largely determine processes of

staff development. Regarding the implementation of digital

learning and new technologies in their school, they must

enable their teachers to deal with the new requirements.

Therefore, it is important to provide suitable technical and

educational conditions and opportunities for further training

and professionalisation.
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Technology level: The school leadership is responsible for

the appropriate technical equipment of the school. The

selection of technology should be educationally sensible.

Pedagogy should be given preference over technology. That

means that the IT-equipment-concepts should fit the

educational goals and be suitable for flexible and student-

oriented learning and teaching. To achieve this, the school

leadership should take the teachers’ and students’

suggestions and wishes into account.

Cooperation level: Cooperation is essential for school

development processes (regardless whether it is linked to

digital learning). The school leadership creates framework

conditions for in-school and out-of-school cooperation. In-

school cooperation supports the use of existing knowledge

resources of in-school experts. Moreover, teacher

cooperation increases the motivation and self-efficacy of

teachers. Out-of-school cooperation aims at the networking

between different schools and the collaboration with external

professional organisations (e.g. educational institutes or

universities). Schools might profit from each other’s school

digital plans and give advice to each other in order to find

individual best fitting solutions. Through cooperation with

extracurricular partners, the schools might additionally

benefit from expert knowledge and scientific support.

An additional perspective on how school leaderships are

involved in the implementation of digital learning in schools

is the use of digital media to arrange organisations. In this

case, school leaderships manage the school by means of

digital technologies. It has been shown that the successful

use and integration of digital media at schools depend on the

skills and the usage behaviour of the school leadership.

Active technology use can result in an overall digital concept

for the school that also extends to the lesson level [5].
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How to
Involve Parents?

Distance education requires the cooperation of teachers,

students and parents. In this chapter, we will provide advice

on how to cooperate effectively and efficiently.

The pandemic that has paralysed our daily lives is also hav-

ing a major impact on schools (e.g. by closing them). This

necessitates distance learning, as a result of which children

spent, a great deal of time at their desks at home, partici-

pating in online lessons, completing tasks specified by

teachers and preparing for lessons and tests. The time

previously spent at school and studying at home has been

accumulated and fully transferred to the students’ home

study area. In these precarious times, cooperation between

school and parents was extremely important – parents,

pupils and teachers must support each other, work for the

children’s benefit and ensure the smooth learning of school

material. After all, it was a time of stress, challenges and

completely new demands for pupils both young and old. It

is worth remembering those shared burdens when estab-

lishing cooperation.

E-learning can take many forms, but it must take into ac-

count the capabilities (psycho-physical and technical) of all

participants in the system, including the school (teachers),

the students and their parents. The principles of equal access

and equal treatment must be respected.

Forms of Cooperation Between the School

and the Parents

Parental support at home results in several positive aspects

for the child such as increased motivation, greater self-

esteem and better learning results [1]. According to Goodall

and Montgomery [1], there are different forms of cooperation

between schools and the parents. They propose a continuum

between “parental involvement with schools” and “parental

engagement with children’s learning”. The different stages on

this continuum are mainly characterised by the direction of the

information flow as well as the responsibility to take action.

Parental Involvement with the School

The first step when working together with parents is to

establish “parental involvement with the school”. At this

stage, the school is responsible for sharing information with

parents. The information flow runs thus from the school to

the parents (e.g. by sending out letters, offering meetings)

and mainly contains information that is crucial to parents,

such as important dates, curricular information or grades [1].

Tips on how to establish parental involvement in digital

learning

Establish different possibilities to share information with

parents such as:

» Sending out mails on a regular basis (e.g. create a weekly

newsletter that contains the current activities in your class)

» Setting up a shared calendar where you post the most

important dates and classes in the upcoming week

» Starting a blog for your class

» Creating an information page for parents within the

Learning Management System or platform that you use with

your students

» Offering regular meetings during which you inform parents

about the progress of their child

» Writing a “Answers to Frequently Asked Questions”

document that you can send out to parents
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Parental Involvement with Schooling

Although parental involvement with the school is

undoubtedly an important starting point, it should just build

the foundation of a more balanced collaboration. Goodall

and Montgomery [1] use the term “parental involvement

with schooling” to describe a collaboration that is

characterised by an exchange of information between

the school and the parents. This helps to build a solid

partnership: the school and the parents are working together

to support the children. This involves giving parents time to

deliver or ask for information as well [1].

Tips on how to establish parental involvement with

schooling in digital learning

» Establish possibilities for parents to get in contact with you,

e.g. by

› Sending parents your contact details as well as time slots

during which you are available

› Designating a part of the information meetings for

parents’ questions

» Try to build a positive relationship with the parents and

families, e.g. by

› Organising social events with the families online (such as

a quiz night, karaoke, watching videos or cooking

together)

› Working together with the families to create a digital

memory book for every student

› Creating short videos about your students’ families and

yourself that you can watch together

Parental Engagement with

Children’s Learning

The most parent-led version that Goodall and Montgomery

[1] describe is “parental engagement with children’s

learning”. This is mainly characterised by the wish of parents

to take part in their child’s education and learning. Parents

take action and start to plan their own learning activities with

their child. These may be inspired or based on information

that the school provides, but this is not necessarily required

[1]. Parental engagement might be especially important

during distance learning periods when children are spending

the majority of their time at home and don’t have as much

contact to their teachers as they used to.

Tips on how to support parental engagement in digital

learning

» Provide links to resources that families can use online (e.g.

tools, videos, websites)

» Prepare a list of learning activities that parents can do with

their children at home (e.g. science experiments, cooking

and baking activities, learning games)

» Provide a list with places that parents and children can visit

together to continue learning in their free time (e.g. the

library, museums)

Remember that these things are not mandatory and that it is

the choice of the parents if they want to try out your

suggestions or not.

Development of a Parent Involvement

and Engagement Strategy

Instead of fighting on your own and trying to establish

parental involvement or even engagement, it can be helpful

to create and adopt a school-wide parent involvement and

engagement strategy. This can be strategically important

because it prevents parents’ confusion by different

approaches especially if they have multiple children in

different classes. It can also be helpful to reduce barriers for

taking part in their child’s education because parents will

know what the school delivers, as well as which possibilities

they have and what is expected from them.
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Online resources with tips for engaging

or involving parents

A lot of teachers and organisations started to share their

own experiences and tips on how to start collaborations

with parents:

» Engaging parents and families: A toolkit for practitioners:

This toolkit aims to support teachers and other practitioners

in building a good relationship with parents and families.

» Two boys and a dad: Distance Learning Best Practices for

Engaging Parents: In this blogpost, a teacher shares his own

tips on how to engage parents during distance learning.

» Teachers pay teachers: Distance Learning: 9 Tips for

Supporting Parents and Families: This blogpost contains a

collection of tips from several practitioners.

» Educationworld: Tips For Getting Parents Engaged in

Distance Learning: This article contains six different topics

that you can consider to foster parental support at home.

» Coreinspiration: Tips for Communicating with Parents

during Distance Learning: This blogpost contains an interview

with a teacher who explains what she did to stay connected

with parents during distance learning.
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How to Ensure Proper
Time Management
(Work-Life Balance)?

Time management is extremely important in digital learning,

especially in asynchronous settings. It differs from time man-

agement in traditional face-to-face learning, with its well-

established routines.

Some studies conducted in 2020 during the COVID-19

pandemic indicate that improper time management may

cause negative health effects on students, increase tiredness,

general discomfort, problems with sleeping, lack of physical

activities, as well as overload and stress of both students and

teachers [1–3]. Students participating in digital learning un-

derlined problems with time management, self-discipline,

regularity and independent learning. Additionally, during the

lockdown, when entire families stayed at home, re-organisa-

tion of daily routines of all family members was required.

Home became a centre of all activities including schooling

and working which was a threat to losing one’s work-life

balance.

Guidelines
for Online
and Digital
Teaching and
Learning
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Practical tips for teachers for a healthy

work-life balance

Maintain social contacts and access social resources even in

times of limited physical presence:

» Meet digitally with colleagues to create a culture of

feedback and support as well as to maintain important

interpersonal relationships

» Initiate digital coffee or lunch breaks

» Do not spend your meeting time purely on work-related

topics, but talk about private matters and your current moods

Take responsibility for yourself and perceive your own

needs and limit of resilience:

» Create distance between your private life and the problems

at work by setting boundaries for yourself

» Feel good about what you have already achieved instead of

being upset about what didn't succeed

» Make sure you take your time to sleep enough, eat healthy,

do some physical activity and spend time with your family

and friends

For more tips for self-care, click here.
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Time Management for Digital Teachers

How Should Teachers Plan and Deliver

Digital Teaching to Make Better Use of Their

Time?

Here are some pieces of advice for you on how to manage

your time to prepare for and deliver efficient digital

teaching:

» Investigate the opportunities available to find out as much

as you can about digital learning. Familiarise yourself with

aspects that you don’t have too much experience with. See if

your school offers training on relevant topics or, if it doesn’t,

have a look at options available online. The EDGE online

course on digital teaching is a good way to start.

» Have an initial face-to-face introductory class if possible.

The lower the level of the students' digital literacy, the more

important this initial introductory class is. It will put a face to

the teacher and students if you haven’t met before. Set up

clear rules and expectations at the beginning.

» Have an initial face-to-face introduction for parents as well

if possible. Clearly communicate your expectations to

parents. Support of parents is necessary, especially for

younger students.

» Adjust lessons and assessment to an online environment:

› Adjust curricula, e.g. prioritise teaching goals, re-think

assessment criteria etc.

› Don’t set up unrealistic expectations, don’t give students

too many tasks, don’t make sudden changes.

› Select adequate teaching and learning methods. Merely

moving classroom teaching to delivery by “Zoom” or other

video-conferencing tools is not enough, you need to re-

think your teaching. However, keep in mind that such

radical restructuring of teaching takes time.

› Shift focus and time from presenting information to

supporting and encouraging student work.

› Encourage student engagement, organise activities

through which evidence of student activity can be

gathered, continuously monitor student work and give

them prompt feedback.

› Balance synchronous and asynchronous activities.

› Limit screen time for students, especially for younger

children, by giving them tasks they can do offline (such as

reading) and limit the time of lesson delivery via

videoconferencing. It keeps students motivated to learn.

» Keep in mind that planning, efficient organisation and

communication is crucial.

» By providing detailed instruction on assignments,

expectations, standards, and assessment criteria, you save

your own time and your students’ time by keeping them

focused and motivated. For example, when you choose a

video for students, don’t tell them to just watch it, expecting

them to learn something. Tell them exactly what you expect

them to learn and if possible, give them examples to illustrate

what you mean.

» Use advantages of digital technologies, such as existing

learning materials etc.

“Identify key concepts and how those will

be taught. Given the amount of time, decide

what realistically can be covered.” [4]

“Give up the illusion of doing it all as you

might in a regular classroom.” [4]
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Time Management for Digital Learners

How Should Teachers Structure Time for

Learners at Home?

Students in school have a rigid schedule with time slots

allocated for different subjects. Students studying on their

own also need a firm and clear structure, but it should be

different. Here are some recommendations from experts and

practitioners on how to structure time for learners in distance

and digital learning [5]:

» Avoid the ‘one hour per class’ model (or the usual unit of

class time in a school). Consider the following ways to

organise your teaching instead.

» Give students a lot of engaging activities, but allow some

flexibility when they do these activities, particularly for older

students who might appreciate the opportunity to sleep

longer and study late.

» Establish a more defined structure for younger students –

they need to study at set times on a regular basis.

» Divide online activities into chunks from around 15 minutes

for younger children to up to an hour for older students.

» Set deadlines for completed work.

» Provide at least weekly assessment and feedback (not

necessarily graded) for your students.

» Fit all activities within the estimated average weekly study

time for a particular subject, including teacher presentations,

student activities and assessment.

“A teacher has many tasks that require

attention and often focuses on the needs of

students and their parents… it is also

important to set aside personal time to

keep the priorities in proper perspective.”[6]
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Dos

» Determine your priorities and organise your working

day focusing on the most important tasks.

» Be realistic about what you can achieve in the amount of

time available.

» Take breaks when necessary.

» Establish clear rules and plan your time for communication

with students.

» Help students navigate the online environment through

clearly written instructions.

» Use tools available in your school.

» Use the simplest tool for the assignment.

» Use ready-made learning materials. For ideas and guidance

see the section on Open Access Issues of the guidelines.

» Give students clear assignment instructions and assessment

criteria. Provide brief but meaningful feedback.

Don’ts

» Don’t treat each task as equally important, minimise

time spent on distractions, don’t put off important tasks,

don’t use multitasking.

» Don’t take on too much, it may lead to poor performance

and stress.

» Don’t work for long hours straight without breaks to ensure

that you can focus and produce high-quality work.

» Don’t answer each email or message at the moment they

arrive, but within the established time slots or deadlines.

» Don’t answer individual student questions on how to

navigate the online environment.

» Don’t use tools that are not supported by your school.

» Don’t ask your students to learn how to use new tools if

they can use simpler tools.

» Don’t create your own learning materials if there are ready-

made learning materials available.

» Don’t give students vague assignment instructions and

assessment criteria. Don't give students too detailed

feedback.
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How to Recycle Existing
Traditional Teaching
Materials?

You probably started creating learning resources during your

teacher training and have never stopped. As some teaching

has moved online, you may find that certain resources, which

are fine in a traditional classroom setting, are not suitable for

online use. This guide will give you practical tips for recycling

and optimising traditional classroom-based teaching

materials for online delivery.

Paper-based Materials

If you have printed materials, then you will need to convert

them to an electronic format for online use. The easiest and

least expensive way to do this is with a mobile scanning and

the OCR (optical character recognition) app on your phone.

There is a huge number of these apps ranging from no fees

at all up to around 50 Euros. The best of these apps have a

default automatic scanning function that puts text in focus

and accurately detects the edges of documents. So, to

convert a passage of text, you scan the piece of paper with

your smartphone camera and the software converts the

image into a text file. Once you have the text file, you can use

it online.

Another option is to take a photo of your document and use

the very advanced OCR that is built into “Microsoft OneNote”.

You simply insert the photograph of the text into “OneNote”

and then right click on the image. This then offers the option

to “Copy Text from Picture”.

Also, in case that your school is equipped with printer/copier

combinations, you might also use these to digitalise large

amounts of documents at once.

Image 1 – “Microsoft's OneNote” allows you to extract text from images using built in OCR. In this example, a photograph has been taken and pasted into “OneNote”.
Right clicking on the image (called ‘a picture’ in “OneNote”) allows the text to be copied and then pasted where required.
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PowerPoint Presentations

MS “PowerPoint” is one of the most widely used teacher-led

presenting tools, but with a few small adaptations it is

possible to use it more efficiently for online and distance

delivery.

Convert your “PowerPoints” to pdf files by choosing “File >

Export > Create a PDF”. Pdf files are much smaller than

“PowerPoint” files, which means that they are more

manageable online. In practice, this would mean that they

are easier to send by email and use within a VLE (primarily

because the user does not need additional software to view

them). They also have great zoom, search and linking to

other resources functions, making them ideal for an online

environment.

If you don’t have access to a virtual learning environment,

consider setting up a free “Google Drive” account and

uploading and converting your “PowerPoints” to “Google

Slides” files. Doing this will allow you to keep the full

presentation functionality but make it easier to share and

collaborate on your presentations with your students online.

If you are not going to deliver your PowerPoint presentation

live to students, consider adding a voice narration. Simply go

to “Slide Show > Record slide show” to record your voice

over each slide. This can be done easily and allows you to

deliver the presentation online as if you were in class. If you

are narrating your presentation, it is better to save it as a

video.

Choose “File > Export > Create a Video”. To find out more

about sharing videos, please see the section below entitled

“Using and Sharing Videos”.

“PowerPoint” can be used to create fully interactive e-

learning objects. It will take time to learn how to do this,

however, it means that you could adopt a strategy where you

develop fully interactive learning objects just around the

Image 2 – Importing “PowerPoint” Presentations into “Google Drive” and converting
them to Slides means that you can easily share them using the yellow share button at
the top right hand side of the screen

course elements that are most important (or the things that

you know your students find the most difficult). The

advantage of this is that students could practice a skill

multiple times in order to improve their performance.

This article provides a brief overview of how to make your

“PowerPoints” fully interactive. You should be aware that

when thinking about this, there are two output methods to

consider for your interactive “PowerPoint” learning object.

https://elearningindustry.com/powerpoint-into-an-interactive-elearning-module-convert
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Firstly, you could save it as a “PowerPoint” show and

distribute it via email or within a virtual learning environment.

The main disadvantage of this is that the file sizes will be

large and therefore difficult to manage in terms of

downloading. The other issue is that once you have sent the

file, you have no way of tracking student performance.

Secondly, you could convert your “PowerPoint” to a file type

that would allow it to be used in a VLE. This method reduces

the file size, but more importantly, allows you to track

student progress. You will need another tool (such as

“iSpring” as mentioned in the link above) to do this.

Text-Based Documents

Many teachers produce printed handouts that are used to

support a variety of learning activities during face-to-face

lessons. If you have files like this but want to use them online,

there are several things that you need to consider.

Firstly, you need to decide if your students need to type

directly onto your document. If they do, you will need to set

it up in such a way that the students can download the

original document, save it to their own device, type directly

onto it and then send it back to you. Every virtual learning

environment will allow you to easily distribute such files.

You need to provide your students with clear instructions

about how to download the file. You also need to be aware

that they will often need additional software on their own

device to open and edit files. The simplest way to provide

text-based documents that your students can edit is to

create an editable pdf file. This allows students to easily

download and open files, add text where required and then

save the file and upload it or email it to you. To do this, you

will need a pdf creator. The industry standard is “Adobe

Acrobat”, which costs around 150 Euros per year. There are

other cheaper options available including Soda PDF creator,

which is cloud based so you won’t need to install any

software.

https://online.sodapdf.com/
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Other ways to Reuse Traditional Content

Explanatory Videos

Use existing “PowerPoints”, text files and other resources, e.g.

images as assets within explanatory videos. Tools like “Explain

Everything” allow you to integrate existing resources, provide

a voice over and animation and then save the output as a

video. This can be a very effective and powerful way to use

resources you already have in an online setting.

Image 3 - In this example the teacher is combining a video feed of her speaking
along with some existing images that she already has and is also annotating on
the screen. Image credit https://explaineverything.com/

https://explaineverything.com/
https://explaineverything.com/
https://explaineverything.com/
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Using & Sharing Videos

There are a number of things to consider if you intend to use

videos. Video files tend to be very large and consequently are

not easy to send to learners. The alternative is to share the

video on a streaming (sometimes called sharing) service. The

primary advantage of this is that the video is optimised for

fast delivery, which means that your students won’t need any

special software to view the video. The other significant

advantage is that many of these streaming services include

the use of closed captioning technology. This is where any

dialogue in the video appears as text at the bottom of the

screen – making the video much more accessible.

Most modern VLE’s allow the teacher to upload the video

and then to embed it onto a webpage. All of the optimisation

work is done automatically.

There are a number of video hosting platforms that cater

specifically to education. One of the most prominent of

these is “ClickView”. This platform allows users to upload

their own videos and then make them interactive by adding

questions and annotations. Student interactions with the

videos are tracked and used to provide analytics to their

teacher.

Another prominent video sharing tool useful in education is

“Screencast”. They offer a free hosting service when used in

conjunction with their screen capture tools including

“Snagit”. This type of tool allows you to create a video that

captures what appears on your computer screen in real time

which has almost limitless applications in an educational

context.

The world’s largest video sharing platform is “YouTube”.

Perhaps the main advantage of using “YouTube” to share your

videos is that most of your learners will already be familiar

with the service. It is also worth noting that “YouTube”

automatically generates closed captioning for your videos.

The disadvantage of using this product is that your learners

could be shown advertisements before, during and after the

video. There will also be advertisements placed around the

video. This can be very distracting, especially for less mature

learners.

Click here for a detailed list of video hosting services

Convert to Discussions

Consider converting traditional text-based handouts into

online discussions. The text can be easily copied and pasted

into a discussion in the virtual learning environment. Doing

this changes your resources from a passive document into an

active online classroom resource. Please see the subsection

“How to implement group work in digital learning?” for

further guidelines on implementing asynchronous

communication.

Text to Quizzes

Traditional, passive text files can be turned into self-marking

questions. To do this, break down the text into sections and

ask your students a question about each section. All modern

learning environments have quiz creation tools that would

allow you to do that; however, if you don’t have access to

such an environment you can do it for free using “Google

Forms”. This site shows you how to do that.

Student Teaches the Topic

One effective technique for helping students learn something

is to ask them to teach it to somebody else. You could take

an existing “Word” file about a topic or concept and ask your

students to use that as the basis for creating a “PowerPoint”

which they would then use to teach their classmates about

that topic. Again, modern learning environments will let you

do that; however, “Google Drive” and the tools that it offers

are a free and easy alternative.

Website Alternative to Traditional Reports

Using tools like “Weebly” would allow you to ask students to

create websites for assignments rather than submit

traditional “Word” files or paper-based reports. This

technique allows students to embed videos, images, or links

to external websites and other interactive resources e.g.

maps and timelines within their work. There is an added

https://www.clickview.co.uk/about/
https://www.techsmith.com/screencastcom.html
https://www.techsmith.com/screen-capture.html
https://www.youtube.com
https://filestage.io/blog/share-video-online/
https://juliannakunstler.com/googleforms_quiz.html
https://education.weebly.com/
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advantage in that it can improve student efficacy around ICT.

Using the https://education.weebly.com/ site rather than

https://www.weebly.com/ allows you, as the teacher, to set

up student accounts. This can prevent the administrative

problems that often arise when asking students to create

their own accounts. If you do intend to ask your students to

build a website instead of writing a report, then it is important

that you are able to provide an initial introduction as well as

ongoing technical support.

Image 4 – Tools like “Weebly Education” allow your students to develop blogs
and websites in a safe online environment

https://education.weebly.com/
https://www.weebly.com/
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Useful Tools for Creating Digital Learning

Materials

Apart from the possibilities that are described above you

might also want to create (interactive) digital learning

materials for your students (e.g. worksheets, polls, quizzes or

videos) directly. You can find some examples of platforms

and tools that support you in the creation of different

learning materials in the list below:

1. Wordwall

https://wordwall.net/

“Wordwall” is a platform which helps teachers to create

learning materials. It offers different templates (e.g. maze

chases, flip tiles or group sorts) that you can use to create

learning materials for any topic. The created materials can

either be printed out (just in a paid version) or used on

screen. There is a basic version of “Wordwall” which is free.

However, you need to pay for it if you want to use all

functions.

2. Mentimeter

https://www.mentimeter.com/

“Mentimeter” is a platform which enables you to create

interactive presentations by embedding polls, Q & As,

surveys, word clouds and quizzes in your presentation. Your

students can answer those in real-time while you give the

presentation and the results appear almost immediately on

screen. There is a free version of “Mentimeter”, but if you

want to use all of the platform’s options, you need to

purchase a subscription.

3. Canva

https://www.canva.com/

“Canva” is a design platform which enables you to create

graphics that you can use for presentations, posters etc.

There is a video editing tool as well. The basic version of

“Canva” is free but there are paid subscriptions that offer

additional functions.

4. Wizer

https://app.wizer.me/

“Wizer” is an app that helps you to create interactive

worksheets. It offers different templates as well as an

automatic grading option. The basic version of “Wizer” is free

of charge, however, there is a paid subscription with

extended functions as well.

5. Nearpod

https://nearpod.com/

“Nearpod” is a platform that enables teachers to create

interactive learning materials (such as slides, videos or

games). In addition, it offers a formative assessment tool

which helps you to see your students’ progress. There is a

basic version of “Nearpod” which is free of charge, but to use

all possible functions you need to purchase a subscription.

6. Genially

https://genial.ly/

“Genially” is a tool that enables you to create interactive

learning materials such as interactive images, learning games,

presentations or infographics. There is a free version of

“Genially”, however, there are several paid plans which offer

additional functions.

7. Thinglink

https://www.thinglink.com/

“Thinglink” allows users to create interactive videos, pictures

and 360-degree photos. The basic version is free of charge.

Further Reading:

https://explaineverything.com/

https://education.weebly.com/

https://wordwall.net/
https://www.mentimeter.com/
https://www.canva.com/
https://app.wizer.me/
https://nearpod.com/
https://genial.ly/
https://www.thinglink.com/
https://explaineverything.com/
https://education.weebly.com/
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How to Evaluate Your
Digital Learning
Materials?
When it comes to your self-developed digital learning

environments or materials, you might ask yourself how

effective they will be in regard to your students’ learning

success. Proofs of effectiveness are therefore potentially of

high value. Such evidence might be gained through using

different approaches which are not solely confined to digital

learning. Relevant approaches can be differentiated into

formal and informal ones.

The informal approach: The easiest approach is simply

asking your students about their perception of your digital

learning environments/materials. You might make up your

mind in advance on potential categories that are of high

relevance for you or instead ask for ‘open’ feedback. Such

forms of feedback are subjective in nature, and it is not easy

to generalise from one perception to the entire class, but it is

valid information nonetheless. You might also choose to use

pre-developed checklists of relevant criteria for students’

feedback. However, a disadvantage of such an approach is

that the students’ perceptions of your lessons might differ

from their actual progress or learning curve. That means that

despite students perceiving your lesson as interesting, they

might at the same time not profit from it as expected. Such

insights require additional approaches.

The formal approach: In this context, potential inspiration

lies in methods that are commonly applied in research, more

precisely in single case experimental designs. Such designs

examine the effectiveness of interventions focusing on single

cases. Thus, one collects data of the development of the

student during the intervention (digital learning) and

compares it to the development before the intervention.

As numerous interventions are compared with each other,

the measure of learning progress has to be collected on

several occasions. Therefore, a similar approach is described

in the subsection on “How to monitor students’ progress in

digital learning?”. The main difference is that here you will

have to repeat the same method for a time period with and

without digital learning.

Baseline

Intervention

Digital Learning

Time

Motivation

Comparison of development between Baseline and Intervention

→
→
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The procedure of such an approach can be divided into the

following steps:

1. Decide on the relevant outcome of your intervention

(e.g. student’s motivation).

2. Choose a specific measure for the relevant outcome

(e.g. a daily rating of the student).

3. Decide on the length of your baseline period

(e.g. one or two weeks).

4. Start collecting baseline data until the predefined start of

your intervention (e.g. use of new digital learning

environment).

5. Continue collecting data until the end of your intervention

period.

6. Visualise your data.

7. Compare the progress during baseline and intervention.

This procedure can provide you with more systematic

insights into the effects of your developed materials on

specific learning outcomes.

An additional approach in evaluating your developed

materials can be a criteria-oriented evaluation. This means

that you try to evaluate to what extent your materials fulfil

predefined criteria. Such criteria might be derived from

administrative, theoretical, or empirical assumptions. Several

institutions and authors propose different evaluation criteria

and instruments [1-3]. Among others, the Norvegian Centre

for ICT in Education [4] lists a row of questions that might

support teachers in evaluating their digital learning resources.

These questions are grouped into the categories of “user

orientation”, “the distinctiveness of the digital resource”, and

“subject and education dimension”.

References

1. Al-Alwani, A. (2014). Evaluation Criterion for Quality Assessment of E-Learning
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Technical Variables How to Design Digital
Learning Environments?
What to Consider?

The term digital learning environment can be used to de-

scribe any digital system where learning takes place. The

most common type of digital learning environments used in

education is called a Virtual Learning Environment or VLE.

The VLE consists of a set of tools that can be used by teach-

ers to deliver learning online. They tend to use a constructive

approach that promotes student interaction and collabora-

tion and it could be argued that this focus on the ‘group’ is

why VLE’s are preferred in schools, colleges and universities.

Learning Management Systems or LMS’s tend to focus more

on the delivery of skills training and consequently are used

more in the corporate world. You should be aware that the

terms VLE and LMS are often used interchangeably and that

there is now very little difference between the features they

offer.

Regardless of the digital environment you are using (be it a

VLE or a LMS), there are a number of design principles that

can be easily implemented, yet can have a very positive im-

pact on your learners.

Guidelines
for Online
and Digital
Teaching and
Learning
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Using Images to Create a Strong Theme

and to Improve Readability

Using a striking and/or contextualised image as a header title

at the top of your course adds individuality to the course

page. The use of individual header images on components

throughout the course ‘breaks-up’ the page and improves

readability. “Pexels” offers a huge variety of free high quality

images that can be downloaded in various sizes. Tools such

as “Canva” provide an easy to use environment for beginners

to develop images and graphic design.

Using Text Labels to Add Narrative/

Context

Lists of resources (PDFs, Docs, PPTs, etc.) can be confusing,

uninteresting and lack context. By adding a label, you are

able to provide some narrative to your resources which can

guide the learner.

It is also important to name your resources effectively –

making it clear what the content is, and where it fits within

the course.

Remove Unnecessary Distractions from

the Page

Many digital learning environments offer customisations in

terms of the way that the interface presents to the user.

There is one rule that should always be applied in terms of

customisations – if you are not using it, hide it. This removes

clutter from the page and simplifies the user interface.

Image 1 – This is an example of a course header image which is
used to generate interest, break up text and provide balance on
the page

Image 2 - Using text labels ensures that the learner is
not presented with a list of unrelated resources

Image 3 - If you are not going to use the block or plugin,
remove it from the page

https://www.pexels.com/
https://www.canva.com/
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Think about Colours

Colours evoke feelings and many websites use this to

purposely influence user behaviour. For example, “Amazon”

uses an orange colour palette, which is vibrant and has

energy, to encourage people to take action without pushing

them. “Facebook” uses a blue palette, which we generally

associate with security, safety and reliability. The blue palette

is often used on corporate websites for the aforementioned

reasons and it may something to consider in an educational

context. Most digital learning environments will have their

core colour palette set at an administrator level.

However, many offer the teacher customisation of colours

at course level and there are three main rules that you

should follow:

1. Make sure that the colour you select does not clash with

the core system colour palette. You can use a colour wheel

like this, one which can generate complementary colours.

2. Be consistent. If you are applying a core colour to your

headings, make sure it is applied consistently throughout the

course.

3. Use the aforementioned colour wheel to generate at least

two complementary colours to your primary colour. Take a

note of the hexadecimal code for each colour because this

will save you time in the future.

Image 4 – Generating (and noting the hexadecimal code)
for two complementary colours will give you some
flexibility and variety throughout your course design

https://color.adobe.com/de/create/color-wheel
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Use White Space Effectively

Too much on-screen content can cause confusion and

create cognitive overload. Websites that use white space

effectively are often referred to as ‘clean’ in terms of design

and this should be what you are aiming for.
Image 5 – An example of clean design. The main menu is on the far left hand
side of the page with the course navigation menu in the next verticle column.
This leaves a sufficient amount of white screen around the course content.
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Contrast

One of the hallmarks of good design is well-executed

contrast. Contrast adjustments can be used to separate

dissimilar sections, aid navigation, and focus the user's eye on

the most important information. Without contrast, it’s hard to

know where to look, and that’s both disorienting and

unpleasant to users. Contrast can be created by changing the

font type, size and colour as well as the spacing on the page.

Repetition

It is important to repeat design elements throughout your

course. The act of repeating provides a sense of order and

unity. A course with recurrent features appears more cohe-

sive while constantly adding new and changing elements on

each slide leads to confusion.

Balance

Your course will be much more visually engaging if you

include a lot of asymmetrically balanced graphics.

Asymmetrical balance is much more visually interesting for

the students and gives you, as the teacher, much more

creative freedom.

Image 6 – The use of different font sizes and the different spacing between the
content creates a feeling of organisation and consistency.
Image credit: picrush.com

Image 7 – Chaotic design creates a barrier to learning. Key components of the
page design (e.g. navigation) should remain consistent throughout the content.

Image 8 – Asymmetrical balance. The large bar graph on the left is balanced by
the two smaller pie charts on the right.
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Using Icons

Icons work because they communicate complex instructions

in a simple visual way. Some learning environments have

built-in icons and they tend to be fixed at on an administra-

tive level. However, you can always use your own icons if you

feel it would benefit the course design. So, a pencil icon

before a written activity might be a good way to convey that

information. Again, if you choose to do this, you must apply it

consistently throughout the course. The “Noun Project” gives

free access to over 3 million icons with a Creative Commons

License.

So, for example, if the text says “Click Here” then it doesn’t

really provide much context.

Some general rules to follow when thinking about design-

ing accessible materials:

» All audio or video files should be accompanied by appropri-

ate text

» Use PDFs that are saved as text because they can be

scanned for key words with the search function

» Add descriptive text or alternative text (alt text) for images

and tables and embed it in the document

The “World Wide Web Consortium” (W3C) is an international

community that develops open standards to ensure the long-

term growth of the Web. They have developed accessibility

guidelines commonly referred to as “WCAG 2.0” (Web

Content Accessibility Guideline) as well as guidance about

developing accessible content (https://www.w3.org/stan-

dards/webdesign/accessibility). When learning environments

or authoring tools meet the guidelines, they are referred to as

“WCAG 2.0 compliant”.

Offer Easily Accessible and Meaningful Help

All learning environments offer some sort of in-built help

and, again, this tends to be set up by the system administra-

tor. Help should be only one or two clicks away and if you

find that you are being asked the same question repeatedly,

then it would make sense to add that question to a FAQ in

Design for Accessibility

All learning environments come with accessibility features;

however, some are better than others. The first thing you

should do is familiarise yourself with the accessibility features

that your learning environment is equipped with. Screen

readers allow users with visual impairments to have text read

out to them. These can be incredibly helpful, however, the

user experience can be compromised where incorrect labels

are used.

your help area. Tools like “Quriobot” allow non-programmers

to develop chat-bots that can be deployed to offer contextu-

alised help for learners.

Learn from Your Users

Simple course evaluation questionnaires can help you

pinpoint areas of the course or learning environment that

your users find problematic or awkward. Both “Google” and

“Microsoft Forms” offer a simple way to collect feedback

from students. You could create a short questionnaire using

either one of these products and then embed a link to it

within the course. Most learning environments have

evaluation tools built-in or available as plugins. These allow

you to collect relevant feedback quickly and efficiently.

Further Reading

https://blog.cathy-moore.com/

https://theelearningcoach.com/

https://barbaraoakley.com/

https://usablelearning.com/

Image 9 – Well-designed icons that are used consistently can help users scan
content quickly and prevent cognitive overload

Image 10 – The Course Rating Moodle
plugin allows users to give an ‘Amazon
style’ star rating to courses

https://thenounproject.com/
https://www.w3.org/standards/webdesign/accessibility
https://www.w3.org/standards/webdesign/accessibility
https://quriobot.com/
https://blog.cathy-moore.com/
https://theelearningcoach.com/
https://barbaraoakley.com/
https://usablelearning.com/
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How to Deal with
Mobiles/Smartphones?

The widespread use of smartphones within the student

population represents an opportunity to deliver learning.

There are a number of compelling reasons why you should

consider this:

» Your students will be familiar and comfortable with their

device and won’t need any additional training on how to use it.

» The cost of data is generally inexpensive across Europe.

This allows students with limited financial resources to

access learning.

» Students may not have access to laptop computers or Wi-

Fi, so the smartphone represents the only viable option to

access online learning.

Technical Challenges and Design

Considerations

The biggest issue that you need to consider concerning

design is the limited space available on the screen. Many

teachers will design their online resources on a desktop or

laptop computer where there is much more screen space.

However, what works well on a 50cm desktop screen may

not look quite so good on a 10cm smartphone screen.

Up until very recently, online resources were designed sepa-

rately for desktop and smartphone. Regarding this, learning

with the aid of a smartphone was a nice addition but was not

as common as learning using the desktop.

Students often used their smartphone outside formal educa-

tional settings e.g. on the bus to college or to discuss home-

work with a friend.

Image 1 - Elucidate's
2018 study of their users
found them to be highly
reliant on their phones.
Image credit Elucidat.
https://
www.elucidat.com/blog/
mobile-learning-design-
strategies/

Image 2 – Increased phone screen sizes and improved quality means that
videos, gamification, images and other assets can be delivered within a course
directly onto a phone. Image credit – "Khan Academy"

https://www.elucidat.com/blog/mobile-learning-design-strategies/
https://www.elucidat.com/blog/mobile-learning-design-strategies/
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Thankfully, things are much easier now because smart-

phones have greatly increased in their screen size and

improved in terms of resolution. Almost all creation tools and

learning systems generate responsive output, which means

that it will resize ‘automatically’ depending on the screen that

it is being used. Because of the wide range of availability and

the ease of use, the biggest change is the fact that smart-

phone learning has moved from the realm of a desirable add-

on to being the main way that some students will now

consume their educational content. You as the teacher need

to bear that in mind and should always consider the fact that

the primary way your content is consumed may well be on a

smartphone.

Using Native Apps

The other development that has really improved the quality

of the smartphone learning experience is the development of

native apps. These are software which are downloaded from

the “Apple”, “Google” or “Windows” store directly onto the

students’ smartphones for free. They are optimised to fully

exploit all of the hardware and operating system features of

the device for which they are intended.

Many learning environments now use native apps because it

allows for a much tighter control over the user experience. In

real terms, this means you as the creator of the learning

content do not need to worry about which version of the

operating system, which browser, what screen size or what

other software is running on the smartphone. Everything you

design will work well within the app from a technical

perspective.

Image 3 – An example of the “TalentLMS” native app. This is available for both
“iOS” & “Android” and provides a robust user experience that supports many
techniques that could be deployed to deliver e-learning. Image credit
“TalentLMS”
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If you know that your students are going to use their phones,

then you should insist that they install the app. One effective

way of ensuring this is to make it a course requirement at the

start of the course. Insisting that students access materials

using the app gives you tighter control over the user experi-

ence and is likely to greatly reduce technical problems or

issues.

Image 4 – One of the biggest advantages of modern native apps (in this case
“Moodle”) is that they allow users to download content for viewing offline. Image
credit “Moodle”
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Specific Design Considerations

Given that we have nowmoved away from a twin approach

design philosophy (one set of resources for desktop and the

other for smartphone), there are a number of rules you can

follow to ensure that your students have a good smart-

phone experience:

1. Ensure that “Word” and “PowerPoint” files are converted

to PDFs. If they are not and the student is asked to download

them, then they often need additional software on their

phone. PDF files work well on mobile devices for a number of

reasons, including the fact that there is good zoom and

search functionality.

2. Always minimise the data size of any resources you are

developing – this is especially important where students do

not have unlimited data contracts. “Microsoft Word” and

“PowerPoint” can be exported as PDFs, which are specifically

designed for online distribution (they are lower resolution

and consequently greatly reduced in size). Images can be

greatly reduced in size by using free compression sites like

https://tinypng.com/. Video files should not be distributed for

smartphone learning. Instead, they should be uploaded to

video streaming services such as “Vimeo” or “YouTube” and

then shared within the learning materials.

3. Assume your learners will be interrupted. This applies to

both smartphone and desktop delivery modes because

students may not have an ideal environment at home in

which to study. Individual lessons should be short, and

students should be able to leave the lesson and come back in

quickly where required.

4. Build in a really short introductory tutorial that highlights

the navigation and any interactions you expect.

5. Minimise text on any slides that you are using. This is

where you may need to create two sets of slides, one for

desktop and one for smartphone delivery. The two rules to

follow for “PowerPoint” on smartphone delivery are 40 char-

acters per line of text and one idea per slide.

6. Consider exploiting the functionality that is unique to a

phone for educational purposes. Obviously, phones are

great for communication, so activities where students need

to collaborate can be especially effective. Most of the learn-

ing environment apps do include collaboration and commu-

nication tools, but if they don’t, consider using other tools for

communication and/or collaboration e.g. “WhatsApp”.

7. The high-quality camera and microphone that are built

into smartphones represent incredible educational oppor-

tunities. Students can videotape themselves, each other and

the external environment as well as use other apps to

produce valuable content. An example of this could be to ask

the student to use the phone’s camera to capture an image

of a drawing they had made and then annotate that using

another tool e.g. “ThingLink”.

Further Reading:

https://www.elucidat.com/blog/mobile-learning-design-

strategies/

https://www.td.org/topics/learning-sciences

https://www.talentlms.com/blog/8-ways-to-enhance-your-

mobile-learning-design/

Image 5 - Research suggests that handwriting and ‘doodling’ is better for later
memory than typing. In this example, the pupils have hand written their notes,
photographed them on their phone and then used the “ThingLink” app to record
the pronunciation. Image credit “ThingLink” https://journals.sagepub.com/doi/
abs/10.1177/154193120905302218?journalCode=proe&

https://tinypng.com/
https://www.thinglink.com/
https://www.elucidat.com/blog/mobile-learning-design-strategies/
https://www.elucidat.com/blog/mobile-learning-design-strategies/
https://www.td.org/topics/learning-sciences
https://www.talentlms.com/blog/8-ways-to-enhance-your-mobile-learning-design/
https://journals.sagepub.com/doi/abs/10.1177/154193120905302218?journalCode=proe&
https://journals.sagepub.com/doi/abs/10.1177/154193120905302218?journalCode=proe&
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Privacy and Distance
Education?

E-learning can take many forms, but it must take into

account the privacy issues of all participants in the process,

i.e. the school (teachers) and the students (and their parents).

The principle of equal access and equal treatment must be

respected. We must consider the risks of using these new

processes and how parents and teachers can minimise those

privacy risks. In this chapter, we will provide advice and infor-

mation on privacy.

Many questions arise during the development and delivery

of online learning tools:

» Which privacy settings should be set?

» What privacy controls are available?

» How do I access these privacy controls?

This chapter sets out to assist parents, teachers and learners

to understand the resources available and the reasons why

they should be incorporated into the digital delivery process.

Questions and topics that should be answered include:

» What is shared online between learners and teachers?

» What parental controls are available and can be adopted?

» Understanding what is monitored

» Learning about the schools’ delivery platform

» Why it is important to protect the learners’ privacy?

Tips for Ensuring Privacy during Distance

Learning

As learners embrace more online teaching and use more

digital learning tools, it is important to consider the tech-

nology in your home and certain rules that should be

observed. Below, please find tips for engaging family

members safely during distance learning.

1. Basic Online Privacy

» Set up privacy settings on media devices, tablets, laptops,

PC’s, etc.

» Use privacy friendly web browsers

» Reduce ad tracking software

» Install ad blocker/tracker plugins

2. What is shared online

Parents and teachers have a responsibility to protect children

and learners as well as classmates.

» Be careful of what is shared and by whom

» The more you post online, the bigger your footprint; keep

sharing at a minimum

» Avoid sharing personal data

» Don’t share other class members' details/information online

» Think about what you are sharing and with whom

» Once shared, it is difficult to redeem

3. Parental Controls

Parental controls can support teachers and parents and

minimise data collection; they also support keeping the

learners’ internet experience safe and enjoyable.

» Set parental controls up openly and honestly with the

learner

» They should not be seen as a spying activity

» Explain why the control is being put into place

» Check with the school’s technology department for

parental control guidance and advice

» Check what filters are currently in place

» Check whether additional controls are available

4. Monitoring and recording

It is necessary to understand the schools’ policy regarding

monitoring and recording the learners’ activities.

» What does the teacher see on the teaching platform, is it

the same as for the learner?

» Consider what is in the background of both audio and

visual content

» Use appropriate virtual background images

» Schools should consider certain policies (recordings being

available to support lessons, avoiding one-to-one interaction

with learners, ensuring parents are available, recording for

parents to observe, providing clear written guidance on

recording practices)

» Consult with a technology team regarding current privacy

and security protection

5. Delivery Platform

Schools have an important job in safeguarding student

privacy, and they should inform parents about the platforms

and apps they shall be using during online delivery [1].
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» Schools should have a delivery plan in place with regards to

platform

» Schools should decide on the platform, educational soft-

ware and apps available; websites need to be pre-approved

» Schools should review the privacy policies of software or

devices that require the learner to log in with a name and

password

» Schools must have a legitimate educational reason for

gathering personal information

» Schools should ask for consent before disclosing learners’

information onto a platform

» If any platform, software, or application will gather informa-

tion about pupils, schools should contact parents for permis-

sion

» Schools should have a written process about platform

device searches

6. Protect the learners’ privacy

» Communication between parents and schools is very

important; ask if clarification is necessary

» Parents have access to learners’ education and information

collected through online delivery

References

1. Common Sense Media. (n. d.). Privacy and Distance Learning: Tips for Parents
from Common Sense. Retrieved from:
https://www.commonsensemedia.org/components/src/csm_components/
kids_action/kids_action_main_recent/files/student-privacy-for-parents.pdf

https://www.commonsensemedia.org/components/src/csm_components/kids_action/kids_action_main_recent/files/student-privacy-for-parents.pdf
https://www.commonsensemedia.org/components/src/csm_components/kids_action/kids_action_main_recent/files/student-privacy-for-parents.pdf
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Open Access Issues

When considering who has access to your educational

resources, there are a number of issues that you will need to

consider. If your institution does not already have the techni-

cal infrastructure and policies, then this guide will help you to

arrive at some key decisions. Additionally, if you do have a

system for sharing resources, this guide could be used to

check whether your sharing and protection of resources is

done correctly.

Storage of Educational Resources

As resources are developed, there can be a tendency for

teachers to store them on their own computers. This process

sometimes creates resource silos, which can discourage the

sharing and reuse of resources because others within the

organisation won’t know that they exist. In larger organisa-

tions, this can also happen at a departmental level where

resources are developed and stored within one department

while not being available or shared with other departments.

Sharing Educational Resources with

Limited Technical Infrastructure

If your institution does not have a virtual learning environ-

ment, one simple way to share resources would be to

purchase a cloud-based storage system.

Products like “Dropbox” or “Google Drive” are inexpensive

and would allow you to:

» Easily share resources throughout the organisation

» Control access rights

» Organise the content in folders

» Search for content by name

Sharing Educational Resources if You Have

a Virtual Learning Environment

Modern learning environments provide tools that allow

resources to be indexed, stored, retrieved and reused. If you

use “Moodle”, there are a number of standard repositories

(storage systems for resources) that come with the product.

There are also a wide variety of additional plugins and tools

that offer version control and document management.

The “Canvas” VLE has a built-in repository called “Commons”.

This allows you to upload resources from “Canvas”, to apply a

license, to add metadata (keywords which allow others to

easily find the material) and to share them within your own

institution or with the wider “Canvas” community.

The “Brightspace Desire2Learn” VLE has a built-in repository

which they refer to as the ‘LOR’ (Learning Objects Reposi-

tory). Again, this allows creators to publish their content in an

area where users can search, download and reuse the

content.

Open Licensing

If you intend to share your resources externally, you will need

to decide how and where others can use these resources.

Making your materials available for others would mean they

could be classed as an Open Educational Resource (OER).

The OER movement is loosely based on an underlying

philosophy that everyone deserves the right to a high-quality

education. By using a licensing system like the non-profit

Creative Commons (CC), you can protect your resources

while sharing them with others.
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Applying a License

Learning repositories like “Canvas Commons” provide a

simple tool that allows users to choose a license when they

upload materials. However, even if you don’t have access

to a learning repository, you can easily license and share

your learning materials via https://creativecommons.org/

share-your-work/.

Using Other People’s Educational

Resources (Outside Your Institution)

Fortunately, there are many Open Educational Resources

available. You may freely use and reuse OERs at no cost and

without asking permission. OERs are clearly marked with

either Creative Commons (CC) or other open license that

grants others permission to access, use, adapt and redis-

tribute a resource with no or limited restrictions. Millions of

people around the world have offered their images, photos,

videos, music, textbooks and other content as OERs which

are available to the public. However, finding OERs that fit

precisely your needs is not always an easy task.

Types of CC License

Image Credit - Learning Design & Learning Technology blog

https://creativecommons.org/share-your-work/
https://creativecommons.org/share-your-work/
https://www.dontwasteyourtime.co.uk/elearning/creative-commons-infographic-licenses-explained/
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“OpenLearn” is a free learning platform, delivered by The

Open University.

“Pixabay” is a community sharing copyright free images,

videos and music. All contents are published under the

“Pixabay” license, allowing their use without asking for

permission or even giving credit to the artist. However,

attribution is always appreciated.

Attributing a Creative Commons-Licensed

Work

Although you can freely use CC-licensed work, you still need

to follow the license conditions. One condition common to

all CC licenses is attribution. How can you properly attribute

CC-licensed work that you use? Your attribution should

include:

Title – What is the name of the work?

Author – Who owns the work?

Source – Where can I find it?

License – What specific license does the work have?

This is an example of an ideal attribution:

"Creative Commons 10th Birthday Celebration San Francisco"

by tvol is licensed under CC BY 2.0

If you need more help, visit the CCWiki:

https://wiki.creativecommons.org/wiki/

Best_practices_for_attribution

The Creative Commons webpage offers different searching

possibilities. Using the links

https://search.creativecommons.org/

https://oldsearch.creativecommons.org/

you can browse over 600 million images and other content

available for reuse.

OER Repositories

There are many repositories and curated collections of

OERs. Here are some of them:

“MERLOT” provides access to curated online learning,

support materials and content creation tools, led by an

international community of educators, learners and

researchers.

“MIT OpenCourseWare” (OCW) is a web-based publication

of virtually all MIT course content. OCW is open and available

to the world and is a permanent MIT activity.

“OER Commons” is a public digital library of open

educational resources. Explore, create and collaborate with

educators around the world to improve curricula.

“Open Course Library” is a collection of high-quality, free-

to-use courses that you can download and use for teaching.

All content is stored in “Google Docs” making it easy to

access, browse and download.

Finding a Creative Commons Licensed

Work

There are many ways to find OERs. Here is one of them:

Through “Google Advanced Search”, available at

https://www.google.com/advanced_search, you can choose

different possibilities under usage rights (see picture).

Image Credit - https://www.google.com/advanced_search

https://www.flickr.com/photos/sixteenmilesofstring/8256206923/in/set-72157632200936657
https://www.flickr.com/photos/sixteenmilesofstring/
https://creativecommons.org/licenses/by/2.0/
https://wiki.creativecommons.org/wiki/Best_practices_for_attribution
https://wiki.creativecommons.org/wiki/Best_practices_for_attribution
https://search.creativecommons.org/
https://oldsearch.creativecommons.org/
https://www.google.com/advanced_search
https://www.google.com/advanced_search
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Breakout room

A breakout room is a section of an online meeting where a

small part of the group can discuss a specific topic before

returning to the main meeting.

Bully

A bully is the perpetrator in contexts of (cyber-)bullying.

They use aggressive behaviour to harm a victim.

Bullying

The term describes an aggressive behaviour that is carried

out by an individual or a group of persons to intentionally

harm another person. This behaviour occurs repeatedly over

a period of time. The relationship between bully and victim is

typically characterised by an imbalance of power.

Classroommanagement

Classroom management includes the actions that teachers

implement in their classroom to establish an environment

that supports students’ academic achievement and their

social and emotional wellbeing.

Closed captioning technology

Technology that can produce subtitles for videos or

television. Most often, the subtitles contain the spoken lines

of a video but they might describe noises that are in the video

as well. This technology is helpful to make videos accessible

for people with hearing impairment.

Cloud-based storage systems

Instead of saving data on a single device, cloud storage

enables you to save your data in an internet-based cloud.

The data is then usually stored on the server of the storage

provider.

Cyberbullying

Cyberbullying is an aggressive behaviour, which is

characterised by the usage of information and

communication technologies by a person with the intention

to harm a victim who is unable to defend itself. Using the

cyberspace enables anonymity of the perpetrator which can

increase the victim’s vulnerability. The harmful behaviour can

take place once or repeatedly, via public or via private

communication channels.

Digital learning

Digital learning is any type of learning that is enabled by

technology or by instructional practices that use technology

effectively.

Digital Learning Environment

The term is used to describe any digital system where

learning takes place.

Digital teaching

Refers to the usage of digital resources or technologies

during teaching.

Distance education

In distance education the learning group is separated and

interactive telecommunications systems are used to connect

learners, resources and instructors.

Distance learning

Distance learning is a form of education that is characterised

by a physical separation of teachers and students during the

instruction and learning process.

Distance teaching

Distance teaching is a form of education whereby the

teacher is spatially separated from the students during the

instruction and learning process.

E-Learning

The term describes learning with electronic tools (digital

devices) and media (e.g. the internet).

Extrinsic motivation

The term refers to behaviour which is driven by the will to

reach an external goal or reward (e.g. getting a good mark) or

to avoid punishment/negative outcomes.

Formative assessment

Formative assessment refers to a variety of formal and

informal assessment procedures used by teachers to adjust

teaching and learning activities in order to improve student

achievement (see Summative assessment as the opposite).
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Individual reference norm

In the context of performance evaluation, the individual

reference norm uses the previous performance of the

learners themselves as a reference. The change in

performance of the learners is taken into account. Improved

performance results in positive evaluations, unsatisfactory

performance in negative evaluations and stagnation of

performance in neutral evaluations.

Intrinsic motivation

Intrinsically motivated behaviours result from the action itself

and not from separable consequences. When intrinsically

motivated, a person is willing to act for the fun or challenge

entailed rather than because of external products, pressures

or rewards.

Learning Management System

A Learning Management System is a web-based system

designed to support the learning process in educational

institutions by properly planning, implementing, and

evaluating the learning progress of students.

Mediation

Mediation is a form of conflict management which involves a

mediator who tries to mediate between the arguing parties.

The role of the mediators does, however, not involve to

suggest a solution. During the mediation process, they form a

neutral third party that helps the conflict parties to find a

solution of their own.

Online learning

Online learning is defined as learning in synchronous or

asynchronous environments using different devices with

internet access (e.g. mobile phones, laptops, etc.). These

learning environments enable learners to learn from

anywhere and to interact with their teachers and classmates.

Online teaching

Refers to a type of teaching situation in which the teacher

and the class use different devices with internet access (e.g.

mobile phones, laptops, etc.) to bridge a spatial distance and

get in contact with each other. This way, the teacher

interacts with the learners to provide learning materials and

support.

Open educational resource

Open Educational Resources (OERs) are all types of

educational materials that are in the public domain or

introduced with an open license. The nature of these open

materials means that anyone can legally and freely copy, use,

adapt and re-share them.

Operationalisation

Describes the process of making a theoretical construct

observable and measurable which enables to investigate it.

Optical character recognition apps

Apps or programs, which are able to convert images into text.

Overdependency

Refers to the students’ overreliance on the teacher in addition

to excessively frequent and unnecessary requests for help.

Parental controls

Tools or settings that allow parents to control their children's

internet or computer use. They include functions like

managing the screen time, blocking content or websites.

Plugin

Plugins are software additions that add new features or

functions to a computer program.

Proctoring system

Proctoring systems or proctoring software help to ensure the

proper implementation of online assessments. This includes

functions like turning on the students’ cameras and recording

them, limiting their ability to use other programs on their

computer or recording every activity on the computer during

an exam.

Screen reader

A screen reader is a software that reads content on the

screen aloud. This is especially helpful to make texts

accessible for people with visual impairments.

Self-directed learning

Self-directed learning is a process during which the learners

take the initiative to diagnose their learning needs, formulate

learning goals, identify human and material resources,Guidelines
for Online
and Digital
Teaching and
Learning
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choose and implement appropriate learning strategies and

evaluate their learning outcomes.

Self-efficacy

Self-efficacy reflects the learners’ beliefs in their ability to

influence events that affect their lives.

Self-regulated learning

Self-regulated learning is an active, constructive process

whereby learners monitor, regulate and control their

cognition, motivation, and behaviour to achieve self-set

learning goals.

Social cohesion

Refers to the extent of connectedness and solidarity within

groups. It includes the sense of belonging to a community

and the relationships between members within the

community.

Social identity

An individual’s social identity indicates who they are in terms

of the groups to which they belong. Social identity groups

are usually defined by physical, social, and mental

characteristics of individuals. Examples of social identities are

ethnicity, gender, social class/socioeconomic status, sexual

orientation, (dis)abilities, and religion.

Summative assessment

Summative assessment is an evaluation of student learning

progress at the end of an instructional unit, usually compared

against some standard or benchmark (see Formative

assessment as opposite).

Synchronous/asynchronous communication

Synchronous communication is characterised by the fact that

learners and teachers are in different places but communi-

cate at the same time (almost) without any temporal delay.

This enables the learners to ask questions or to contribute to

the discussion immediately. The term of asynchronous com-

munication summarises learning processes during which the

communication and interaction between teachers and learn-

ers takes place at different times (and places).

Virtual learning agent

A virtual learning agent is a graphical animated character that

uses gestures, language and body movement to

communicate with students. The use of artificial intelligence

enables the agent to recognise emotional expressions and

react to them.

Virtual learning environment

A virtual learning environment is a set of teaching and

learning tools designed to enhance a student's learning

experience by including digital devices and the internet.
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Abbreviations APA = American Psychiatric Association

BYOD = Bring Your Own Device

CC = Creative Commons

CL = Cooperative Learning

CSCL = Computer-Supported Cooperative Learning

DigComp = European Digital Competence Framework

DigCompOrg = European Framework for Digitally

Competent Educational Organizations

ICT = Information and Communication Technologies

JRC = Joint Research Center

LMS = Learning Management System

LOR = Learning Objects Repository

MIT = Massachusetts Institute of Technology

MS= Microsoft

OCR = Optical Character Recognition

OCW = Open Course Ware

OECD = Organisation for Economic Co-operation and
Development

OER = Open Educational Resource

PE = Physical Education

SDP = School Digital Plan

SESAME project = Schoolwide Positive Behavior Support for
Mental Health

SW-PBS = Schoolwide Positive Behavior Support

VLE = Virtual Learning Environment

W3C = World Wide Web Consortium

WCAG 2.0 = Web Content Accessibility Guidelines

WHO = World Health Organisation
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