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1. INTRODUCTION 
  
 
This methodological guide is the fourth part of the first work package (WP1) of this two-year project 

belonging to the programme Erasmus+ in Cooperation for Innovation and the Exchange of Good Practices. 

This guide meets the potential needs that professionals working in care services with ageing people with 

sensory impairments can find in their daily working time. Understanding these needs as training and skill 

needs. 

As starting-up and in order to collect the real information about the requirements our professionals could 

have, we designed a questionnaire that was sent to a number of them. After three months we have received 

the answers of 120 professionals from 7 different countries. These answers have been studied and analysed. 

And taking those results as base we are carrying out this methodological guide. 

This methodological guide pretends to clear out the different methods, resources, materials that the 

student/professional could require during their training. 

 1.1 OBJECTIVES 

As objectives we have decided to: 

 Set easy and clear instructions to help to build up the courses, manuals and presentations as well as 

the monitoring system of the student along the course.  

 Try to focus on their skills to develop and implement them to the top.  

 Put together all the different experiences of the partners in order to get the best tool. 

2.  THE GUIDE 
 
In this Unique-level course we should pay attention to in this guide is the student, as first step; from the 

survey hold for the last three months we can discover important and relevant information that will help us 

design our course. 

 2.1. THE STUDENT 
 
Firstly, we have found out that half of our students (49%) have no experience in learning/teaching online 

material , so that, as first approach we should think in a basic training course for those whose answer was 

‘no’.  
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Those candidates whose answer was ‘yes’ have a vast knowledge in using Office tools (.doc, .ppt)  as well as 

.PDF or video/audio systems that enhances their positive skills. Moodle is, by far, their favourite platform and 

only 35% have already used social networks (Skype, Facebook ...) in class. 
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Secondly, we focused on timing. Taking into account that most of our candidates are already health & care 

professionals, their availability for the course is not complete. From the questionnaire we can say that a 2 or 

3 month-course developed in working-day afternoons would be perfect for them.  

Most of them would accept to be assessed in order to get a certificate as they 

consider that this course would be helpful for their employability or to 

develop their professional career in the future.  

2.2 THE TOOLS 
 
 

  2.2.1 THE MANUAL  

 
Although this course has an online character, a manual is a basic tool of the deductive approach. The most 

advisable thing would be that every trainer designed their own material, so they could focus on what they 

consider are the most important topics to teach in their subject and the easiest way to 

show it.  

Manuals are the presentation of the subject, the development of ideas, reasoning, and 

examples and so on. (Appendix [1] How to write a manual and [2] Manual template)  

We are going to divide the Manual as follows: 

 

 Presentation 

 

This first part of this manual has a double function; on one hand, it must be a motivating and stimulating 

element that shows the affordable profit that the student will get at the end of the lessons. On the other 

hand, it is the first contact between the student and the subject. 

The presentation point should have a clear and concise writing. In which we are going to present content, we 

are going to link content and real world or to explain a link between content and other subjects of the course 

or their own previous knowledge. Presentation must convince the students that the content of this course will 

help them to develop their professional activity or will change their future to be easier or more effective and 

comfortable. 

It is also important to indicate if it necessary a previous knowledge or skills to be successful in this course. 

Lastly, it would be good to include a brief writing focusing on that part of the subject the teacher can 

consider more relevant. 

 

 Objectives 

 

You have to write the objectives, proposals or worthy targets that the students must 

reach. 
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Student will be more motivated if they know and understand, from the very beginning and without any blank, 

what they are going to study and all the knowledge and skills they will achieve at the end of the lessons. 

Some useful criteria to express objectives are: 

- Objectives must be drawn up by operative verbs. 

- Each objective must have only one type of result. 

- Objectives set the reference criteria for assessing the learning process, so that their achievement 

must be measurable.  

 

 Scheme 

 

Scheme helps the student to get a structured, hierarchical, and sequenced vision of the whole of the subject.  

It would be useful to use charts and tables, flow diagrams or concept maps that show the logical relation 

between concepts or the independence of different contents that they will study deeply later on. 

 

 

 

 

 Content 

 

This is the core of the manual. It is the theoretical development of all those ideas we want the students to 

learn. The material developed in this section must answer all the course objectives; it must be read and 

understood without serious problems. As it is an online course we must consider that the students will spend 

long hours studying on their own, without the quick answer of a teacher in case of a doubt. 

This written content makes up for several different elements at the same time: the book, the in-site class, 

the teacher’s explanation and encouragement as well as the answer to potential questions. So that it must be 

clear, and adapted to both subject and students. 

All subjects of the course must follow the same structure to develop the manual. It also should include: 

sketches, links to interesting videos or podcasts from the Internet, graphs, Questions and Answers, Remember 

and Summing-up sections, to help the student, at home, to follow the lessons easily, in addition to 

complement the information given. 

  

 Glossary 

 

This glossary must be a collection of important concepts; those brand new and essential vocabulary of the 

subject. All vocabulary that the teacher could think is new, difficult or interesting for those students that are 

facing the subject for the first time, although they are not for the teacher or other students with more 

experience in this field.  
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It is recommended to highlight through the lessons those words develop in the glossary with a number (1), a 

different underline or something similar. 

 

 Bibliography 

 

In addition to the bibliographic references that can appear in the lessons development, 

we must include a more in detailed bibliography. With different sections as: Basic 

Bibliography, Complementary Bibliography, e-books, Reference Websites and other 

Sources. 

 

 Self-evaluation exercises  

 

Including self-evaluation tests helps the students to check, by themselves, if they are following a correct 

approach to the subject.  

The student must ensure, if their answers are correct, that their level of knowledge is the required one by the 

teacher.  

The questions of these tests must be directly connected to the objective planned at the beginning of the 

course. The questions of the tests can be: 

- Multiple choice exercises. 

- Choose the correct order. 

- True/False statements.  

- Complete with a number. 

Keep long-writing answers for the final tests or for Continuous Assessment Activities. 

 

 Appendix 

 

Appendix can be included. Those documents considered essential and helpful to succeed in the objectives, 

the content or activities given.  

Key to exercises, charts, reference documents, multimedia documents, PowerPoint, diagrams, legal texts, 

articles, and readings... can be included in this section. 

 

  2.2.2 EXTRA - MATERIAL 
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Due to the online character of this course, we can have the possibility of completing the information/manual 

given to the student in several different ways. We can encourage them by sending pictures, articles, links, 

podcasts, PowerPoints ... through the Platform if possible or by using other type of share-document 

applications (Dropbox, Google Drive ...)  

It would be very interesting to send the student from time to time tutorials or a 

kind of micro-clip (30’’) with an extra explanation of a complex concept. This 

type of recording does not require high quality or professional intervention. 

Indeed it is more appreciated by the student if we post home-made video-clips. 

But being aware of what we are showing behind us!  

 

  2.2.3 THE PLATFORM 
 

E-learning campus platform will be developed by Visio. (See Application Form p.44). 

We must ensure low-level of technological difficulties in accessing the platform and in teacher-student and/or 

student-student communication. In addition we must guarantee friendly, continuous and quick technical 

support. 

The platform should provide a simple environment that allows student autonomy, which in a practical way 

integrates content, practical activities, communication systems and evaluation systems. 

All the elements that compose it must be accessible to students with visual functional diversity, promoting 

accessibility options. 

It is important to keep in mind that the organization of the material in small units or packages of information 

will contribute to the best adaptation of the student to the course. 

The platform has to favour access to different communication tools, which allow for the greatest possible 

intercommunication, including communication between students. 

The tools chosen for evaluation must be consistent with the competencies and criteria previously established 

and known by students 

 

2.3 THE METHOD 
 

  2.3.1 TEACHING APPROACH 

 
Despite the online character of this course, the methodology is not so far apart from traditional teaching. The 

student will be exposed to different methodological approaches that, as a whole, will achieve a higher quality 

teaching process and that will involve an active participation of them. 

That is why, according to the way of thinking, Deductive Approach is the one basically applied in this course. 

A deductive approach is a more teacher-centred system. This means that the teacher introduces the students 

a new concept, explains it, through Master Classes and Webinars, and then students practice using, 

developing or learning about the concept, this means personal effort at home. We explain from the general 
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concept to the particular idea. From what the teacher explains the students must extract ideas, conclusions 

or consequences. In online teaching the explanations are held live in Master Classes, supported by visual tools 

(PowerPoint, .PDF ...) instead of being in a class-room. After the explanation, students start their own work. 

It is important to say that online courses require from a bigger effort from the students and longer hours of 

study than in-site classes.  

From the Symbolic/Verbal Approach, language is almost the only way of teaching. But in this course, 

internship in companies is provided, what also means learning from working, Intuitive Approach. 

 

One of the most important approaches is Active Approach in which the student becomes a material producer; 

as an assessed activity the student can investigate on the net, lead discussions, interact with other students 

to develop a topic that, later on, will be shared and studied by the rest of the students as part of the subject.  

   

  2.3.2 THE HOW-TO 
 

Before beginning our approach to the subjects, we must bear in mind that the student has already got all the 

material required for studying in advanced, and our Master Classes are focused on 

explaining the most difficult theoretical parts, dynamic practice exercises (if possible) 

and a solving problem time from all the questions received by email, forum or the 

communication mean used in the platform. One of the main characteristics of the 

online learning process is that students’ effort is bigger than in-site students’ in 

addition to a high level of dropping out of the courses. Consequently, our target is 

explaining, clarifying, reinforcing and encouraging.  

 

For this purpose, we should develop: 

× Two tutorials: one at the very beginning (1st day) and other one at the very end (last day) 

- The first day tutorial helps the student to get a first contact to the subject. The teacher 

introduces him/herself, the Teaching Guide, the subject, the platform, the assessment activities 

and evaluation criteria, resources that the student can need as the subject is developed.  

- The last day tutorial is focused on summing-up the subject, solving doubts, taking mock exams (if 

possible), explaining about the assessment system ... Also we should take advantage to thank 

student for their attendance and so on.  

 

× Master Classes: will be core of the courses. We should pay attention to the number of Master Classes 

required for each course. Dividing the teaching material and building up a chronogram is essential in 

this sort of courses. For each Master Class, the teacher designs a physical support as a PDF document, 

or a PowerPoint document (Appendix [3]: PowerPoint Template) if your designs required animations 
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(recommended), or other. This document will help the student 

follow the teacher’s explanations and understand better all the 

content of the manual they already got.  

The Master Classes should be divided in three parts:  

- Introduction: to explain briefly about today’s class. Main 

points to develop and targets. 

- The Class: To explain the theoretical part of the subject. Adding exceptions, examples, 

stories or even anecdotes to make your class amusing 

and quick, on contrary students will not connect any 

longer. When finishing your explanation time, 

remember them about the Continuous Assessment 

Activity in progress or the one that is going to start or 

finish, or the nearest deadlines…  

- Conclusion: At the end of the class, open a time for 

questions and suggestions. And call them to the next class, by announcing the date and the 

topic to speak about.  

× Webinars: If you do not a have a great experience with webinars it would be very useful to keep on 

reading: 

Á What is a Webinar?  

‘Webinar’ comes from the combination of Web + Seminar.  A webinar is a live meeting that takes 

place over the web. The meeting can be a presentation, discussion, demonstration, or a class session. 

Participants can share documents and applications via their computers, as well as audio/video files, 

or even sharing their own screens. Have a look at this 2-minute video to get more information. 

https://www.youtube.com/watch?v=Gz2wBT9gZfo 

Á How does Webinar work? 

All you need to attend a webinar is your computer, a compatible web browser, and a way to share the 

audio.  

You will be invited by the host by e-mail to participate. It is important not to lose this information as 

a URL and your login instructions are provided; as well as the date and meeting hour. Although it is 

recommended connecting 5-10 minutes before the session was scheduled. 

Á What should I do in advance? 

A day or two before your scheduled webinar, it would be a good idea if you: 

- perform a browser test to check that your computer can access the Adobe Connect webinar. 

- check your computer for compatibility.  

- test you Internet connection. (Wi-Fi or an overloaded connection can create problems). 

https://www.youtube.com/watch?v=Gz2wBT9gZfo
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- get either speakers or headphones, or a telephone. Check your computer volume controls to 

make sure audio is not muted. We recommend a microphone so you can ask questions and 

fully participate in any discussion. Mute your micro if you are not speaking to avoid weird 

noises. 

- The quality of your audio connection can vary depending on your Internet connection. 

Therefore, there may be some instances in which you may experience intermittent audio. If 

you have trouble hearing the audio on your computer, call in to the conference call via your 

telephone if you have one close to your computer. 

 

× Continuous Assessment Activities: A big percentage of the final mark of the course depends on the 

continuous activities (60-70%). Design these activities in a way that they really help you know about 

the student’s development and in a way that the corrections can be totally objective. There are many 

possible activities depending on the subject you are teaching. The most common are case study, 

multiple choice activities, compositions; defend ideas, commenting articles, recording videos, 

answering questions after listening interviews.... 

Continuous Assessment Activities can be individual or in groups (the teacher/the platform sets the 

groups). Independently that the activity is developed by groups the marking can be individually or 

not.   

The activities can required sending (via email/platform) documents (.doc, .PDF, audio/video...) to be 

corrected or we can develop a kind of Moodle questionnaire to use in multiple choice options.  

 

 

× Final test: Normally this final/global test has a grade weight of (40-30%). Objective exercises, similar 

to those already practised during the course are the most recommended.  

 

× Asynchronous revision: via email 

-  After marking a Continuous Assessment Activity: If the student 

does not agree with the final mark or they have any doubts about 

the feedback they have received, they can open an asynchronous 

revision by e-mail. The correct way to support the teacher’s 

decisions is to feedback as much in detail as possible. Try to 

answer the e-mails as soon as possible, if the waiting time is too 

long the student can feel that he/she is not important or that the teacher is trying to avoid 

giving explanations.  

- After marking the final test: (see above). 
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× Synchronous revision: via platform or Skype (set a date). Just 

in case the Asynchronous revision is not enough, the student 

can call a synchronous revision. Try to be polite and give 

coherent reasons supporting your corrections. Avoid conflicts 

and keep calm although your student does not. 

 

 

2.3.3 BEST PRACTICES 

 
Here you could find some helpful information – Best Practices – to know how to develop your online classes, 

manual, communications…  

 

Best Practice #1: Be Present at the course site.  

Teachers have to use communication tools such as announcements, discussion board 

postings, and forums to communicate to the students. Students deeply appreciate if the 

teacher shows care about who they are, about their questions and concerns, and if the 

teacher is generally "present" to do the mentoring. 

When the teacher actively interacts and engages students in a face-to-face classroom, the class develops as a 

learning community, developing intellectually and personally. The same type of bonding happens in an online 

setting. 

We have learned to quantify what it means to "be present". Students consider that the more the teacher is 

present the better the course is, maybe several times a week, and at best, daily. So it would be a great idea 

to organize in advance a set of images, podcasts, Internet links to videos, and to decide the days you will 

upload each piece of content at the beginning of the course. Setting regular times when you can be available 

by email or texting, similar to office hours, can be invaluable. Get into the habit of revising the e-mail or the 

forum every morning. 

Note that students who feel abandoned or who feel alone may even post questions, such as "Is anybody there?" 

This is a very clear signal that not all is well and the possibility of giving up the course is high. 

 

Best Practice #2: Build a community.  

At the beginning of the course, we should encourage the class to introduce 

themselves by posting video or audio files. Why are they attending the 

course? Which are they expectations? Are they workers? Can they help each 

other? 

Keep a general open forum for students to post whatever students/teachers consider can be useful, funny, 

interesting for them. Take advantage of this forum to welcome them at the beginning of the course, to 

congratulate Seasonal Holidays, to encourage them when facing the final tests.... 

Whenever you post a link to an article, a video.... you are building a community, belonging to a group is 

strong and the student’s feeling of being part of a bigger entity reinforces the energy of an online course. 
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Best Practice #3: How long students should be working on the course each week? 

It is important to share at the very beginning what the teacher expects from the students. About meeting 

deadlines, answering emails, posting in forums.... the more concrete teachers are at the beginning the better 

and the more comfortable students and teachers will feel.  

Online learning is just as intensive as learning face-to-face, and time to do the work needs to be scheduled 

and planned, exactly the same as if they were attending face-to-face classes. Being clear in how much effort 

and time will be required keeps surprises to a minimum. 

  

Best Practice #4: Meet communication deadlines. 

Many teachers tell students that they can expect a response within 24 hours during the 

week, for emails and forum posting. Activity corrections and marking should also be posted 

in a coherent period of time. Taking into account that sometimes depending on the mark 

achieved their system of studying can vary. Those days before the final tests teachers 

should make the effort to cut down this response timing. In the interests of time and community, it is better 

to use a tool where responses and content can be shared by everyone and archived for flexibility in access and 

review as forums. So that teachers will open extra-forums for general doubts, each lesson questions, final test 

doubts... avoiding answering by e-mail student-by-student individually. 

The student also must be conscious that during bank holidays, weekends or holiday time the teacher is not 

available. In case that the teacher is sick, travelling or otherwise the platform will include a note to warn the 

students about this special circumstance and the possibility that the teacher can delay the response. 
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Best Practice #5: Early Feed-Back.  

Early in the term - about week 3, ask for informal feedback on "How is the course 

going?" and "Do you have any suggestions?" ...Why not asking, in the general forum, 

about how things are carrying on? 

Course evaluations have been called "post mortem" evaluations as they are done after 

the fact, and nothing can be changed to increase satisfaction or facilitate learning. In 

this case the only possibility is taking notes and remembering to improve things for next courses; but almost 

any student participates in the course more than once.  Early feedback surveys or just informal discussions ask 

students to provide feedback on what is working well in a course and what might help them have a better 

course experience. This early feedback is done soon in the course so corrections and modifications can be 

made. It is an easy opening for students who might have comments or suggestions or questions. 

 

Best Practice #6: Create Discussions.  

Prepare discussion posts (newspaper headlines, images, jokes ...) that invite student to questions, discussions, 

reflections and responses trying to make equivalent discussions as in an in-site class. A key difference, of 

course, is that these discussions are asynchronous, providing time for thought and reflection and requiring 

written and/or audio responses that become part of a course archive. 

These discussions might be designed for one of the following purposes: 

- Provide an open question and answer forum. 

- Encourage critical or creative thinking. 

- Investigating about a topic. 

- Validating experiences. 

- Supporting students in their own reflections and inquiries. 

 

Best Practice #7: Digital Library. 

Teacher should provide students a digital bibliography. Nowadays, for online students, what is not digital, it 

does not exit. Teachers must forget about online students buying paper manuals, or going to libraries to 

borrow self-study book. The content that students will more likely use is that content and applications that 

are available from their computers or smartphones. Most of online students are also workers and take 

advantage of their free time to study while they are doing other things, such as driving, exercising, 

commuting, etc.  

For many courses and disciplines, however, textbooks are not yet available in digital form, so this best 

practice applies mostly to supplementary resources and to library resources. 

Students enjoy seeing the way the things they are learning are linked to current news events. Thus, building 

into a course discussions and links to current events is often motivating to learners. So, this best practice 

includes a clear idea: ‘Encourage students to help make the best use of the world of Internet resources’. 
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Best Practice #8: Teachers Interaction. 

It might be a good idea to share some of your ideas with other teachers. There might be subjects in which the 

link is stronger than with others. Focus on those subjects that can complement yours and create an 

interaction. A two-point-of-view forum discussion, a report or article that can be analysed in two different 

ways... The students will appreciate this kind of interaction as they will also notice that the structure of the 

course is solid. 

 

Best Practice #9: Create a FAQ section of your subject.  

Online learning is harder than face-to-face class; one of the reasons is that while if you are in a classroom, 

every question has an immediate answer, but in online courses at least 24 

hours are necessary. But your students will be more comfortable if you 

build in your platform a FAQ section. All teachers know which the most 

difficult points are, the most repeated mistakes the students make... so 

FAQ will avoid repeated questions/answers or any kind of misunderstanding.  

 

Best Practice #10: Plan a good closing and wrap activity for the course 

As courses come to an end, it is easy to forget the value of a good closing experience. In the final weeks of a 

course, students are likely to be stressed and not take the time to do the lists and the planning that can help 

reduce stress and provide a calming atmosphere. 

Help then, posting in the forum a ‘To Do’ list or even a kind of 

countdown schedule to face the exam ready.  

Posting a scheme or summing-up the week before the final test can be 

helpful, but not much in advanced as they can substitute their own effort by yours.  

Intensify your presence in the platform during the last days as they might need stronger support. 
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3. APPENDIX 

 

 

[4] Parents/adult_consent_forms.doc (enclosed) 

 

[1] 

How-to_The Manual.doc  (enclosed) 

 

[3]  PowerPoint Template ppt(enclosed) 

 

 

[2]  

Manual Template.doc (enclosed) 
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