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A guide for educators to create
attractive e-learning programs



With this comprehensive guide, a digital facilitator feels empowered and
capable to successfully teach and manage online classes using the digital
education ecosystem.

This education ecosystem is designed to enhance digital transformation in
adult education organizations by providing easy to use and customizable e-
courses to empower adults 55+ to be active technology users.

Pedagogical Knowledge
Technical Skills
Classroom Management
Interaction and Engagement
Accessibility and Inclusivity
Professional Development

In order to support and enhance the delivery and management of
educational programs, the digital facilitator will find in this guide
information, tools and digital resources as follows:

1.
2.
3.
4.
5.
6.

The digital facilitator shall know that successful e-learning requires a
balance between the convenience of technology and the effective delivery
of educational content. The ability to adapt, innovate, and engage learners
will greatly contribute to the success of the online learning experience.
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Teaching and managing classes on e-learning platforms
require a combination of pedagogical knowledge,
technical skills, and effective communication strategies. 
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Learning Objectives: Define clear learning objectives for
each lesson or module

Course objectives are explicit statements that contain an action verb and a
reference to content. Class activities and assignments might be used to
assess them. The objectives are often defined in terms of what teachers
anticipate students to learn. 

You can write learning objectives for each course module or section. Below
is an example of how they are formulated:

PEDAGOGICAL KNOWLEDGE

Action verbs must be selected with care. There is a certain order in which
students can digest all of the material in a course. Bloom's taxonomy
explains the natural order and offers a variety of verbs:
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Curriculum Development: Design a structured curriculum
that aligns with the learning goals.

Structure the course by chapters or
modules, they will appear in order on the
left side of the page.

Creating course content that is easy to follow involves several key
principles. Begin by establishing clear learning objectives to provide
direction. The content should be organized logically, with engaging
introductions for each section. Break information into manageable chunks
for readability, and use visuals to enhance understanding. 

Choose the suitable titles 
Create subchapters to make it easier to
navigate. Subchapters will appear on the
right side.
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The 5E model provides a framework for guided inquiry-based pedagogical
approach. Learners are supported to think, work, gather ideas, identify
own skills level and needs, analyze their own progress, and communicate
with others under the guidance of educator.

The 5 E ph﻿ase 

Engage
Educators uses short activities to promote curiosity. The activity must connect prior
knowledge to new learning experiences in order to capture learners attention, stimulate
thinking.

Explore
Learners explore new concept, discover, conflict ideas, address questions to identify what
they need to know before new terms or topics are introduced in the Explain phase.

Explain
This is a process led by educators, that allows learners to synthesize new knowledge and
ask questions if more clarity is needed.

Elaborate
Learners apply what they have learned. It enables them to develop a deeper
understanding while consolidating their skills.

Evaluate
Learners evaluate their achievements and demonstrate their understanding of key
concepts. Evaluation does not have to be limited to a quiz or test. It can be a product such
as a presentation, a poster. (Gerges, 2022)

Instructional Design: Apply principles of instructional design
to create engaging and effective online content.
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Acknowledging that both options are usually requiring learners to
remember what they read or what they heard in a lecture, and it is unlikely
to give a full understanding of the abilities to apply the newly acquired
knowledge, course developers are invited to evaluate at least the
understanding of the topic.

Assessment Strategies: Develop various assessment
methods, including quizzes, assignments, and projects.

If the questions are well constructed,
the MCQ test can be an effective and
efficient way to assess learning
outcomes, having several potential
advantages: versatility, reliability and
validity. 

The quiz will be displayed in the platform as shown below:

Create multiple-choice questions at the end of each chapter or at the end
of the course. Set a minimum pass mark and a number of attempts they
have to pass or pass the course.
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To give or receive feedback from students you can use the Forum Section
or create a Feedback Section.

Feedback: Provide constructive feedback to students on
their performance.

Forum Section

In the forum section you can Add a discussion topic. It can also be a self-
reflective question for learners to answer to see how they have gone
through the lesson content.

After you click on Post to forum, they will also be able to answer your
question.

Let the students communicate with each other. As a teacher, you can also
reply to their messages if there are any questions.
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Feedback Section

The Feedback section can be found at the end of the course. You will ask
them for their opinion on their experience during the course and you can
create a 1 to 10 rating system.

The Feedback section can be found at the end of the course. You will ask
them for their opinion on their experience during the course and you can
create a 1 to 10 rating system.

You can edit the questions and the evaluation mode at any time and save
the model as a template.
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Access and Motivation: In this stage, the focus is on getting learners interested and
motivated to participate in the online learning environment. This might involve
welcoming learners, explaining the purpose of the course, and helping them become
comfortable with the technology used for the course.
Online Socialisation: This stage emphasizes building a sense of community and social
presence among learners. It's about creating opportunities for learners to interact
with each other and establish connections, which can enhance engagement and
collaboration.
Information Exchange: During this stage, the primary goal is to share information and
knowledge. This often involves the delivery of content, such as lectures, readings,
videos, or other resources. Learners may also engage in discussions and activities
related to the content.
Knowledge Construction: In this stage, learners are encouraged to actively engage
with the content, reflect on it, and apply it to solve problems or complete
assignments. This is where deeper learning and critical thinking typically occur.
Development: The final stage focuses on evaluating and reflecting on the learning
experience. Learners assess their own progress, receive feedback from instructors or
peers, and consider how the newly acquired knowledge or skills can be applied in real-
world contexts.

The "Five Stage Model" is a framework for designing and facilitating online
learning experiences. It is also known as the "e-tivities model" and is often
used in the context of online or e-learning environments. The model
consists of five stages, each with a specific focus:

1.

2.

3.

4.

5.

Adaptation: Adapt traditional teaching methods to the
online environment.
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Platform Familiarity: Be proficient in using the chosen e-
learning platform's features and tools. 

Once you log in, on the main page you will have the Course Category. To
access a course click on its title. 

TECHNICAL SKILLS

To access more settings, use the buttons in the top blue bar.

From here you will be able to set editing modes, manage participants and
course content banks and much more.
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Multimedia Integration: Incorporate various media types,
such as videos, images, and interactive simulations.

Add videos and images to your lessons to make the lesson more visual and
user-friendly.

When editing a course, you can directly copy and paste YouTube links or
images from other sources on the Internet or from other documents, or use
the edit bar to incorporate media.
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The easiest way is to copy and paste an image from a Word document.
Click on Insert/edit image and see can add images with ULRs.

You can also add tables from other documents and write the source
material to make it easier to find references.
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Content Creation: Create well-structured and engaging
content that caters to different learning styles.

Also, structure your content in an easy-to-read way, using bullet points.

After adding a title to your chapter or subchapter in the top box, use the
edit bar to edit the text.
From here you can format it any way you like. You can include headlines
and you can highlight or bold certain parts of the text. 

After that, ensure user-friendly navigation and collect feedback to make
improvements. Use plain language, consider accessibility, and proo﻿fread
meticulously. 

You can summarize key points at the end of each module to reinforce
learning, and assess comprehension through quizzes. 
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Recording and Editing: Record and edit video lectures or
presentations. 

The second way is to click on the icon shown below to add the desired
content.

If you want to add a pre-recorded lesson there are two ways. 
First, you can upload the material to YouTube and then embed the
YouTube link in the course by copy-pasting the ULR.

If it is content that has not been uploaded to the Content bank, choose to
upload it from your computer. At the end click on the Insert button.
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Communication: Clearly communicate expectations,
guidelines, and schedules to students.

Use the platform your course is hosted on to facilitate communication.
Most platforms offer discussion forums, announcement boards, and
messaging tools. Make sure students are familiar with how to use these
features.

CLASSROOM MANAGEMENT

Discussion Forums: Encourage students to participate in online discussion
forums or message boards. These platforms allow for asynchronous
communication and facilitate class discussions. Be active in these forums
to answer questions and guide the discussion.

Announcements: Regularly post announcements on your course platform
to keep students informed about updates, assignments, and deadlines.
This is a centralized way to convey essential information.

Accessibility Considerations: Ensure that all communication methods and
materials are accessible to all students, including those with disabilities.
Provide transcripts for videos, use alt text for images, and adhere to
accessibility standards.

Clear Communication Guidelines: Establish clear expectations for
communication within your course syllabus. Let students know how they
should reach out to you, what the response time might be, and any
netiquette rules.

Use Visual Aids: Visual aids like tables, charts, or color-coding can make
your schedule more visually appealing and easier to understand. Consider
using a calendar format or Gantt chart for a project-like course.
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Time Management: Organize and schedule lessons,
assignments, and assessments to maintain a smooth pace.

Additionally, they should make use of digital tools and platforms to
streamline communication, grading, and content delivery. Flexibility is
essential to accommodate diverse time zones and student needs, and
regular reflection and adjustment of time management strategies can help
ensure the success of online teaching.

In the context of online teaching and learning, effective time management
is crucial for maintaining a smooth and productive pace. It involves
organizing and scheduling online lessons, assignments, and assessments in
a way that optimizes student engagement and learning outcomes. 
Online educators must also allocate time for synchronous and
asynchronous interactions, online discussions, and providing timely
feedback. 

In the top bar, in the Settings section, you can select the course start date
and the deadline for students to complete the course. You can also give
them deadlines when it comes to completing assessment and graduation.
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Attendance Tracking: Monitor student participation and
engagement.

The Logs, Live logs and Activity completion categories give you more
details about how your learners complete the course in real time.

From the top blue bar, click on Reports. 
Here you will be able to see the actual progress of your participants.

Log in to Logs if you want to see the students' progress in turn or if you
want to specifically select a student to review.
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Respond to students if they ask about the platform use and check when
there are errors and mistakes in the course. 

If you wish, you can make a rules of conduct section in the platform to
guide students in interacting in the Forum section. 

You can also create a student guide and attach it as a PDF in a section. The
student guide can include information about how to use the platform and
how to successfully complete the course.

Student Support: Provide guidance and support to students
through online channels

Creating a welcoming and supportive environment, fostering peer
interaction, and providing additional resources and accommodations when
needed are also important aspects of effective student support in the
online teaching context.

Online teachers should prioritize clear and accessible communication,
offer regular feedback on assignments, and schedule virtual office hours
for one-on-one or small group meetings with students. 
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From the very beginning, outline expectations for student behavior,
participation, and communication. 
Create a code of conduct or a set of ground rules that all students must
follow. 
Model positive and respectful behavior in your interactions with
students.
Emphasize the importance of privacy and data security
Encourage a sense of belonging and community among students.
Provide prompt and constructive feedback on student work. 
Be responsive to student inquiries and concerns.
Establish a process for conflict resolution.
Promote the use of inclusive language that respects all students'
backgrounds and identities.
Periodically remind students of the code of conduct and expectations. 
Provide clear instructions for reporting incidents of misconduct or
inappropriate behavior.
Be flexible and adapt to the evolving needs of your class. 
Continue your own professional development in online teaching and
classroom management. 

Maintaining a positive and respectful online classroom environment
requires careful planning, proactive strategies, and consistent
enforcement. 

Behavior Management: Implement strategies to maintain a
positive and respectful online classroom environment.
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Privacy and Security: Understand and implement measures
to protect student data and privacy

Understand the data privacy laws and regulations that apply to your institution.
Use a secure, reliable, and well-vetted course management system or learning
management system (CMS/LMS). Ensure the platform you use employs robust
security measures, including data encryption and regular security updates.
Implement strong access controls. Ensure that only authorized users have
access to student data. Use username and password requirements, multi-factor
authentication, and role-based access for administrators, faculty, and students.
Train your students on the importance of protecting their personal information.
Encourage them to use strong, unique passwords, avoid sharing login
credentials, and be cautious about sharing personal information in discussion
forums or emails.
Ensure that data transmission and storage are encrypted. This includes data
transfers, file uploads, and communication within the learning platform.
Keep your course platform and any associated software up to date. Security
vulnerabilities are often patched in software updates, so ensure your system is
current.
Collect only the data that is necessary for the educational process. Minimize
the collection of sensitive or unnecessary information.

Protecting student data and privacy is of paramount importance in online
education. Here are steps you can take to ensure the privacy and security
of your students' information:

Don't forget that you have access to personal information, for example
student IP. Do not share this data and protect their identity.
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Grades 

In the top bar there is the Grades section. If you want to see the grades
students get in the platform, click on Grades.

From here you can see what marks they got for each assessment test and
you will be given an overall average of the marks.
When creating the assessment module for students, make sure you have
edited the section so that students get a grade based on their answers.
The grading system can be edited by you, you can also edit a minimum
passing grade for the assessment test.
If you have not edited the scoring system, this section will be empty.
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Enroll students

The first thing is to visit the Participants section in the top bar.

Here you will see the students already enrolled. To enrol new students,
click on the Enrol users button on the right.

It is important that those users already have an account on the platform.
After logging in with their email address, select users by username. 
If you want to enrol the same students from a previous course, enrol the
cohort of students in the second section and choose that course.
It is important that they have the role of Student in the platform, check the
settings and then click Enrol selected users and cohorts.
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Students report

From the top blue bar, click on Reports. 
Here you will be able to see the actual progress of your students. The
Activity Report and Activity completion categories give you more details
about how your learners actually complete the course.

You can also access the stages they are in and whether they have
encountered certain difficulties, whether they have interacted better with
certain parts of the course and whether they have passed the assessment
test.
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Engagement Techniques: Use techniques like polls, quizzes,
and breakout rooms to keep students engaged

Create a new section at the end of the course or course module and choose
the assessment method to create interactive content.

The platform gives you the opportunity to create assessment methods
using gamification techniques.

INTERACTION AND ENGAGEMENT

After that, choose the desired evaluation mode. For example, you can
create a quiz.

Start editing your questions and answers. The quiz can be in the form of a
grid test.
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Choose a title, a description and the time allocated to this test, including
the maximum time to complete it.

Then set the grading system and the minimum pass mark. From Question
behaviour you can set the shuffle option, which limits students from
copying to the grid test.
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After saving the settings, go back to edit the questions and answers. You
can edit them at any time if you click Preview test.

Click on the button highlighted to edit
the questionstions.

Choose 100% accuracy so that the platform can identify the correct
answer and grade students accordingly.

After clicking, look for the Questions and Answers sections. 
Add more or edit existing ones after they have been created. After adding
the answers, mark the correct one next to the Grade section. 
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Don't forget to check the quiz. Submit your answers to see if everything is
correct. 

At the end, publish the quiz. On the main course page, in the quiz section
you can access the visibility settings. Click on the show button or go to
the detailed quiz settings and click on enable for students.

Don't forget that one of the benefits of online courses is that you can
more easily create an assessment test that is self-correcting and at the
same time involves students more in the course.
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Active Learning: Encourage collaborative and interactive
activities among students.

To facilitate group activities or to encourage interactivity between
participants, when structuring your course, include small activities to do in
class or as projects between students.

On the left you have an example of
the course structure which includes
practical activities after each sub-
chapter of each module.

Even if you want to create an online course, that doesn't mean students
can't practice their new skills face to face or individually through practical
tasks.

Encourages students to use
technology and creativity based on
newly learned information!
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Multiple Means of Representation: Provide content in various formats, such as text,
audio, video, and images, to cater to different learning styles and abilities. This allows
students to access information in the way that works best for them.
Multiple Means of Engagement: Offer multiple options for engaging students and
sustaining their motivation. This can include providing choices in assignments,
incorporating real-world relevance, and fostering collaboration.
Multiple Means of Expression: Allow students to demonstrate their understanding and
knowledge in different ways. This might involve offering alternatives to traditional
assessments, such as written essays, by allowing students to create videos, give
presentations, or participate in discussions.
Flexibility and Accessibility: Ensure that materials and technology used in the learning
environment are accessible to all students. This includes making content available in
alternative formats (e.g., screen readers for visually impaired students), using
captioning for videos, and providing assistive technology and resources as needed.
Clear and Consistent Navigation: Organize course content and materials in a clear and
consistent manner, making it easy for all students to locate and access information.
Consistency helps reduce cognitive load and makes the learning experience more
straightforward.

Here are some key principles and strategies of Universal Design for
Learning:

1.

2.

3.

4.

5.

Universal Design: Design content that is accessible to
students with diverse learning needs

ACCESSIBILITY AND INCLUSIVITY

You can request an accessibility assessment of the course from the
Accessibility Toolkit section in the top bar.
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Each account has an option to select Accessibility settings. From the top
bar where the user icon appears you can find these settings which will
impact the way the content of the platform is displayed.

Inform students about these settings. Dyslexic learners have a hard time
getting through a lot of written content in a limited amount of time, and
these font settings can help.
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Continuous learning is essential for teachers because it allows them to
stay updated in a dynamic field. It helps improve their instructional
methods, adapt to changing student needs, integrate technology
effectively, and create inclusive classrooms. 
Continuous learning also fosters personal growth and job satisfaction,
keeps teachers current and relevant, and enhances their problem-
solving skills. 
Collaboration with peers, professional development requirements, and
opportunities for career advancement are additional benefits.
Moreover, teachers serve as role models for students by embracing
lifelong learning, encouraging their students to do the same.

Continuous Learning: Stay updated on e-learning trends,
tools, and pedagogical approaches

 PROFESSIONAL DEVELOPMENT

Effective online methods for professional development among online
teachers include participating in webinars and online courses related to
teaching and e-learning, engaging in discussions and knowledge-
sharing within online communities and forums, attending virtual
conferences and seminars, and seeking out certifications relevant to
online education. 
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Technology evolves rapidly, and staying updated helps educators and
instructional designers keep pace with the latest e-learning tools and
platforms.

Within the DIFA55 project we designed a Digital facilitator skills self-
assessment to test digital skills. Each participant receives a skills map to
see what they can apply and improve in the future. Take the test yourself
on https://courses.trainingclub.eu/course/view.php?id=100

Visit our website to access more information and online facilitation
techniques https://trainingclub.eu/difa/

Page 32E-course Facilitator Guide



Acknowledgement. This learning material has received funding from the European Commission under Grant Agreement number
2021-1-RO01-KA220-ADU-000035297, ERASMUS+ Strategic Partnership project “Digital Facilitator for Adults 55+”.
Disclaimer. The European Commission support for the production of this publication does not constitute an endorsement of the
content which reflects the views only of the authors, and the Commission cannot be held responsible for any use which may be
made of the information contained therein.

https://www.facebook.com/TrainingClubT4E

https://www.instagram.com/trainingclub.eu/

https://trainingclub.eu/difa/

+40 723 194 474

office@team4excellence.ro

https://www.facebook.com/TrainingClubT4E
https://www.instagram.com/trainingclub.eu/
https://trainingclub.eu/difa/

