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This guide aims to help you redefine induction and learning
activities through the use of technology. It is one of four
guides that accompany the Connected and Effective
category.
You will see the following features:
Module references
We include links to relevant modules that give additional help on the topic. You
can right click on the links and choose open in a new tab if you are viewing this
guide in a browser.
Teaching tip
Tips and practical suggestions for what you can do.

Practical example
Suggestions and examples of activities for your learners.

Checklist
Suggested points / actions you might consider and build on.
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Overcoming
concerns
of isolation

Making the most
of technology
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Getting off to a
good start
at induction

Knowing each
learner’s digital
capability and
capacity

The teacher/
learner learning
relationship

Understanding
the part that
learners play
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Induction is a critical time in learning. It is instrumental in making sure the
learner is in the right class, studying the right subject, at the right level. It
helps establish the class as a group, create bonds and friendships, and helps
set the initial momentum of learning from the start.
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Alliances made and confidences found help each learner get off to a good start, as
well as feel part of a learning community. If the possibility of a physical meeting in
class is impaired, then a well-planned remote approach can help address the
challenges this might cause.
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How do we create class chemistry, and help learners make the friendships
that are so necessary for a good learning experience? How do we make sure
that no learner is ‘left behind’?
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TEACHING TIP
Consider making an informal video that
walks new learners around the campus to
give learners a sense of people and places
that sit behind the course, as part of a
welcome pack following acceptance onto
the programme.

This guide provides five areas to think about and actions to take before and during
Induction that need consideration in remote learning.

Module references:
Look at Using classroom response systems or online polling for guidance on
polling in learning
EDUCATION & TRAINING FOUNDATION
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Preventing isolation
Induction is the first learning period of every new class. Its purpose is to help
learners learn to find their feet, find their bearings, find information and find new
friends amongst other learners and teachers. It should all work to get their learning
journey off to the best start.

TEACHING TIP
•

Consider ways of using technology to
inform prospective learners about
preparation for a course by using an
‘open’ course on the Virtual Learning
Environment that allows guest access.
Learners shouldn’t need to have an
account to access it. It should be an
easy-to-use link sent via email or text,
as part of welcome communications.

•

Include general support how to access
and use the ‘open’ course, and how to
get help if access proves difficult.

The guiding principle is to prevent learners failing to feel included and failing
to find a place in the class community.
Doing this remotely brings new challenges because remote learning makes these
outcomes harder to achieve, particularly the sense of belonging to a community. It
can feel worse for learners who are used to talking to teachers in more familiar,
class-based ways.
Module references:
Explore Ensuring personal wellbeing for further guidance on wellbeing and use
of technology
Review Supporting learners online for more detail on supporting learners at
distance
EDUCATION & TRAINING FOUNDATION
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Teachers need to spot struggling learners early and need to
be astute about this in an online environment.
Consequently, Induction needs to add to its outcomes helping
learners feel confident in the knowledge of:
•

What will be asked of them and their ability, to meet the
requirements of remote learning activity.

•

How, when and in what way they can contribute and share
content and resources in positive and productive ways. E.g.
setting up email, course enrolments on the virtual learning
environment and how to use them following agreed class
rules of working online. Establishing a learner messaging
group and choosing an administrator for the account who is
part of their virtual learning community of supportive and
like-minded learners and teachers who know what will be
asked of them in studying remotely.

EDUCATION & TRAINING FOUNDATION

7

HOW TO INDUCT LEARNERS GUIDE
How to prepare learners for remote working at the outset

1.

CONTENTS

2.

INTRODUCTION

3.

PREVENTING
ISOLATION

4.

MAKING THE MOST OF
TECHNOLOGY
AS AN INFORMATION
TOOL

5.

HELPING LEARNERS
UNDERSTAND THE
PART THEY CAN PLAY
IN MAKING REMOTE
LEARNING WORK

6.

THE TEACHER/
LEARNER
RELATIONSHIP

7.

CREATING A
COMMUNITY

8.

SUMMARY

9.

FURTHER
RESOURCES

PRACTICAL EXAMPLE

TEACHING TIP

Set a group challenge for learners in a group to share photos and
create a slide presentation using Sway, Padlet or PowerPoint online
or organisation suitable software as a means of creating familiarity
with sharing and using course software.
Let your learners know that during the session they will need
to log into the virtual learning environment and:
1.

Contribute at least three posts to the chat

2.

Respond at least to two peers in the chat

3.

Raise hand to ask at least one question

4.

Submit responses to four teacher set questions asking for their
favourite place, person, subject and person in history as a
means for experiencing interactions, by having something to
share

5.

Post a self-photograph (or their pet if agreed) to their account
settings and as a reply to a message board.

EDUCATION & TRAINING FOUNDATION
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CHECKLIST FOR INDUCTIONS

TEACHING TIP

☐ Tour of the remote learning environment

☐ Information on managing digital wellbeing
☐ Agreeing rules for interaction (Netiquette)
☐ How to ask for help from student support
☐ Access to learning and administration support
☐ Technical self-assessment – access audit including any special needs
☐ Ice-breaking exercises
☐ How and when to reach tutors
EDUCATION & TRAINING FOUNDATION
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This table shows a list of things to look at before Induction. It explores the principle, action and reason the action helps teachers and
learners.
Principle

Action

This has helped because…

Contribute to and use local guidance
and policy to promote consistency
across the provision.

Review policy and contribute to its revision with other
teachers. Use any content that supports good induction.
An organisation wide approach adds to a sense of
certainty and reassurance for learners.

Learners are reassured and report that they are.
As a result, fewer questions are asked about
process than usual.

Assess the capability and capacity of
each learner, including the use of any
assistive technology.

Create a form or poll for learners to review and score their
capacity in terms of home working and technical ability.

Teachers are clear concerning learner’s remote
learning capacity before Induction week.
Capability and capacity are checked during
Induction. Learners say they are confident to
start working.

Create an online space or webpage
using Mahara or another webpage
template platform with details about
the course, and things to practice and
explore, as time allows, before the
course starts as a means of keeping
prospective learners interested.

Using webpages that are not dependant on learner
registration to access. Include any preparation reading
(don’t forget that accessibility needs may require assistive
technology options) that helps learners prepare. Populate
with introductory videos and provide a link to questions.
Include FAQs.

EDUCATION & TRAINING FOUNDATION

Reassure learners that they won't be asked to work in a
way that is not possible for them.

Webpages are viewed, FAQs are addressed,
learners and teachers are aware of how to plan
their home working circumstances to fit the
demands of the programme. Learners report it is
useful to see and hear their teacher talk about
the course.
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Principle

Action

Recognise the importance of
developing good professional
relationships from the outset.

Produce a welcome video explaining the programme and
introducing the teachers.

Share pre-reading on remote learning
advice using video and audio. Think
about making it available using digital
media rather than being read only.

Share content that encourages engagement in the course
content and approach to learning to keep prospective
learners engaged in starting.

EDUCATION & TRAINING FOUNDATION

Create further podcasts talking about the subject, the
programme in an informal manner as a means of keeping
prospective learners from feeling daunted by remote
learning.

This has helped because…
Learners and their teachers know each other
before Induction sessions begin. Learners are
pleased that particular attention is going to be
given to helping them learn ‘in difficult times’.

Learners are kept interested and excited about
starting the programme, based on access to
information shared about it, and do not withdraw
between accepting a place and attending
Induction.
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A task that can be started before Induction is an assessment of learner
capacity and capability.
In designing content and activities for remote learning, teachers need to know from
the outset the capacity and capability of each learner to not only cope with the
demands of remote learning but to enjoy them. Learning design needs to satisfy
what is required by course outcomes in a way that does not exceed the capacity of
every learner to complete it and yet exploits every learner’s capabilities in using
technology to help with remote learning.

TEACHING TIP
Finding out what learners have planned to
support study, and their awareness of what
might be missing, can be done through an
online survey. Not being able to complete
the survey is itself maybe an indication of
capability.

Module references:
You may also wish to review modules in the Digital Literacy category for guidance on
helping learners judge the veracity of sources found online as an Induction task
EDUCATION & TRAINING FOUNDATION
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Neither capacity nor capability are fixed positions and generally
develop as learners develop better self-management.
Capacity is an estimation of what is possible for the
learner in terms of layout of learning space, time,
privacy, and the range and limits of the devices
available to use in learning.
Capability is an evaluation of each learner’s
potential in technical know-how and digital literacy.
Whilst capacity is defined by a boundary, capability
is an estimation of personal potential.
Knowing what is available to learners to use, whilst being
realistic about the limits and potential of teachers, allows the
design and intervention of technology to be set. The best design
adjusts to accommodate the evolving abilities and confidences of
the class.
As a principle, learning design must sit inside (just) the capacity
of the class but stretch the capabilities of each learner as part of
their enrichment activity.

EDUCATION & TRAINING FOUNDATION
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PRACTICAL EXAMPLE
Ask learners to provide a two or three sentence response
to the following questions or alternatively provide graded
optional answers to open questions:
☐
☐
☐
☐
☐
☐
☐

Where will I work?
How quiet will it be?
Can I put work away or leave it out?
How good is my internet signal?
Can I use personal storage?
Can I use a digital calendar?
Am I able to use social media?

TEACHING TIP
Do I have skills in:
☐ Video calls
☐ Audio calls
☐ Group meeting calls
☐ Accessing digital content
☐ Interacting with digital content
☐ Creating digital content
What achievements and things have I done previously in
learning and beyond where I used technology?

Do I have access to any of the following:
☐ PC
☐ Laptop
☐ Tablet
☐ Phone
☐ Personal online storage

EDUCATION & TRAINING FOUNDATION
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Making the most of technology as an
information tool
Rather than see technology only as a challenge to overcome, much of what it
has to offer can be beneficial and helpful to learners. An important use of
technology is its ability to deliver detailed information in different formats that
can be accessed as often as needed, informing learners about both the
enterprise of learning and it’s administration.
In remote learning this ability to be detailed and repetitive in different forms (written,
sound, image, video, etc.) helps learners be clear about what has to be done just as
forcefully in learning activities themselves.

TEACHING TIP
•

Information shared needs to be accurate
and detailed. Consider using FAQs so
any questions and answers are shared
with all learners.

•

Instructions can be given in a teacher
video or podcast.

Module references:
Supporting and evidencing learning using digital media provides ideas about
using technology content in different formats for best teaching impact
EDUCATION & TRAINING FOUNDATION
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Information and advice should be given early and often in
bitesize elements – better still, shared prior to Induction to
be discussed and emphasised during induction as if it was a
form of flipped learning; providing information to digest
prior to discussing its ramifications during Induction.
It is worth noting that technology is always the servant and
facilitator of learning. Poor design or use of technology is
characterised as ‘getting in the way of learning’. This means that
when technology is deployed in supporting remote learning, the
technology itself is not mentioned.

EDUCATION & TRAINING FOUNDATION
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CHECKLIST FOR INTERACTING ONLINE WITH COURSE
ADMINISTRATION
TEACHING
TIP

☐ Register and login to systems
☐ Remote login arrangements
☐ Access to kit and software

EDUCATION & TRAINING FOUNDATION
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CHECKLIST FOR FINDING OUT ABOUT WIDER LEARNING
SUPPORT
ONLINE
TEACHING
TIP

☐ Any special programme arrangements
☐ Searching policies and procedure, e.g. academic policy, student code of conduct, plagiarism, attendance (on-site/online)
☐ College support and services, e.g. pastoral, care, health and welfare
☐ IT support services
☐ Library and resource centre

EDUCATION & TRAINING FOUNDATION
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CHECKLIST FOR ESTABLISHING ONLINE TIMETABLING
AND TIP
CALENDARS
TEACHING

☐ Remote working – asynchronous learning
☐ Synchronous: classes/meetings/121s

EDUCATION & TRAINING FOUNDATION
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Helping learners understand the part they
can play in making remote learning work
Working wholly or primarily from home asks learners to strengthen two aspects
of their learning activity. Both need explaining and supporting as new study
skills during induction.

TEACHING TIP
•

Laying out a clear timetable/assessment
plan early with non-moveable and
negotiated deadlines/milestones can
help. Using an online calendar or even a
shared calendar or course calendar via
the VLE can help, with reminders/alerts
set a week in advance.

•

Negotiation on the form of any
submission gives learners options on
how best they think they can represent
their work as long as it is done within
course requirements, taking into account
their remote learning circumstances and
the ability for technology to provide
different formatting of accomplishments
for assessment.

The first is to better self-manage their learning. That includes what, when and how
to study, and being clear of personal objectives become more important in the
absence of a physical tutor presence.
Self-managing learning is a life and work skill and is an important feature of
digital literacy.

Module references:
Building effective staff and learner partnerships explores how to draw learners into
the ideas of partnership learning
EDUCATION & TRAINING FOUNDATION
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Secondly, learners must feel confident to negotiate with
teachers and with other learners around what they want from
their learning and how they provide the work and outcome
evidence for assessment to successfully complete the course.
Negotiation needs to be evident both in tutorials and in
discussions about target setting.
Being able to do both things are good signs of learners
coping with remote learning and are study skills to be
encouraged by teachers, both being introduced at Induction.

Module references:
Digital literacy – the third essential skill reviews the merging new behaviour of learns
learning in a digital world
EDUCATION & TRAINING FOUNDATION
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Action
Introduce playful and engaging technologies with
exercises aimed at introducing learners to each other.
Examples of activity:
1.

Kahoot quizzes using game-based formats

2.

Set online quizzes for all to reply but within a short
time cut off period (set responses to 15 seconds)

3.

Ask learners to take a selfie and use software to alter
their faces for comic effect.

This has helped because…
There is clear evidence of friendships and
alliances formed. Conversation between
learners occurs independently of the teacher.
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Principle
Build in zones of proximal
development for high expectation
(Ofsted).

Action
Always design the technical requirements within the
capacity of learners but give opportunities for personal
development in stretching learner capabilities. It is the
same as any other aspect of learning.

This has helped because…
Learners choose to use work in ways that
accommodates their personal needs and
preferences within the scope of the course.

Assuming learners all have access to Microsoft
PowerPoint:
1.

Instead of asking learners to introduce themselves at
a first class meeting, challenge them to find 5
pictures that they think does the same thing that they
then create as 5 slides. They send it in for a show
and tell in a first class meeting.

2.

Where the teacher has given each learner a copy of
slides showing how to prepare for the programme,
ask each learner to provide a narration to each slide.
They can say how they plan to comply with or
accommodate each aspect of course preparation.
They then return it to the teacher attached to an
email.

In both cases, the task is based within previously checked
and known learner capacity, but tests and challenges
capability.

EDUCATION & TRAINING FOUNDATION
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Principle
Discuss and agree on Netiquette with
learners.

Action
Introduce and negotiate rules of interaction and share
content on safeguarding as it applies to home working.
Consider making this a video. Powtoon for comic effect or
Tellegami for the use of an avatar. It should include
circumstances and times when learners can expect online
responses from teachers.

1.

Avoid the Ad hominem attack. Be respectful and
question a view but never the person

2.

Don’t expect quick replies to posts after 6pm. or
before 9.am and over the weekend.

THE TEACHER/
LEARNER
RELATIONSHIP

3.

Never share content or contact details with anyone
else.

7.

CREATING A
COMMUNITY

4.

Use online groups for course-related reasons only.
No adverts, nor sharing of learner details with others.

SUMMARY

9.

FURTHER
RESOURCES

Learners and teachers can identify and
acknowledge any breaches in netiquette and
correct it in their own and each other’s practice
without causing harm to class dynamics.

Examples of online rules:

6.

8.

This has helped because…

EDUCATION & TRAINING FOUNDATION
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Principle
Introduce new study skills specific to
remote learning.

Action
Identify the study skills discussed in pre-induction work if
time allows. Create finished examples or share the
approaches of previous learners of previous classes.

This has helped because…
Learners have used common and/or specific
study skills to help them plan for the programme
that were drawn from course documentation.

Examples of specific online study skills:

Hold an online tutorial session with
each learner to discuss ILP initial
targets and aspirations.

1.

Publish a guide to plagiarism, what it is and why it is
problematic

2.

Publish a guide on validity and reliability and how to
use them to judge the veracity of content found
online prior to using or sharing.

Individual online contact is arranged with each learner to
set the relationship of support. Discuss and understand
the wider personal aspirations of learners.
Examples of key areas to discuss:
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1.

What are your future aspirations beyond this course?

2.

What are your concerns in starting studying?

3.

How do you think I (your teacher) can help you in in
being successful and coping in particular with remote
learning?

Trust is fostered between teachers and learners
concerning how learning will ‘work’ and when,
how and what to do about it when there are
problems. It is evident in evaluations of the
programme.
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The teacher/learner relationship
Learners value knowing who their teachers will be and feeling confident in their
ability to work with them. For many learners this relationship is key to finding their
confidence. The teacher is the trusted and friendly face of learning. It is more
challenging in remote learning if teachers are not sensitive to this. Learners need to
know how, in what form, at what times and in what circumstances, they can contact
teachers for help.
It is worth remembering that the option for a quiet word after class or over
coffee needs rethinking in remote learning. Offering a remote drop in or
surgery time can let students check things, just as if they had stopped to
catch you at the end of a face-to-face lesson.

Module references:

TEACHING TIP
•

Review the two Essential Digital Skills
modules on working with digital media
for tips and tricks if you are uncertain
how to work with digital media in
teaching and learning. The module
provides a simple ‘walkthrough’.

•

Create a video introducing yourself as
their teacher. It gives opportunity for
learners to see their teachers and hear
them rather than just read their content.
It will help formulate the trust that needs
to be established with learner and
teacher.

Accommodating different levels of digital skills provides guidance on how activity can
be adjusted to accommodate learner digital profiles
There are a range of relevant modules in the Engaging Learners category that can be
explored for useful advice on encouraging learner engagement
EDUCATION & TRAINING FOUNDATION
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TEACHING TIP
Online tutorials and virtual classes all help with this. Virtual
meetings in the Induction period is even more important to ensure
these bonds are created from the outset before the first module
starts.
Tips for using social conversations:
☐ In any class-based social media groups, always have a
minimum of two teachers present to support each other.
☐ Never use personal details beyond a phone number.
☐ Be wary about accepting invitations to join LinkedIn groups
during a course and be very wary about ever accepting social
media invitations even after the programme finishes.
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TEACHING TIP
☐ Consider altering social media ‘handles’ so friends and family
can find you but not learners or others. Use a professional
name for learner interaction at work.
☐ Agree with learners times when they will not get a reply and
what kind of queries and subject matter are acceptable in order
to avoid trivia and messages being sent at night.
☐ Where learners are unlikely to follow these rules, delay making
connections until you are happy. There is no obligation to use
personal technology for work purposes.
☐ Remember that in doing all this it should also help you in your
dealings with learners as well and must benefit both parties.
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Creating a community
Every class is a unique community and how well it forms is an important part in
getting the best utility from collaborative learning. Ongoing wellbeing for the whole
community with mutual support amongst learners is so important.

TEACHING TIP
•

Consider with other teachers the role of
social media and how it can supplement
the social side of learning support. A
class group run by a learner to which
teachers are invited introduces new
learning opportunities around online
communication. See this case study on
the use of WhatsApp in a PGCE class
at:
https://www.slideshare.net/geoffrebbeck/
case-study-whats-app

•

Note: A minimum of two teachers should
join any group, using work details only.
It is a good idea to check local policy as
well in order to follow employer
guidance.

Induction is the first opportunity to foster the class community so attempting
to do this online requires mindful effort by teachers. There is an element of
‘start as you mean to go on’.

Module references:
Teaching and learning for being online is a digital skills module that takes a broader
look at the issues and strategies that teachers need to use in ongoing design in teaching
Ensuring personal wellbeing reviews how teachers can reflect on their own wellbeing
as well as devise ways of maintaining the wellbeing of learners working remotely
Managing personal workload reviews how changes in teaching and learning activity
alters but not necessarily increases the workload
EDUCATION & TRAINING FOUNDATION
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CHECKLIST FOR GETTING TO GRIPS WITH INTERACTING
ONLINE
TEACHING
TIP

☐ Participating in meetings
☐ Learning to work asynchronously
☐ Finding and sharing resources
☐ Understanding validity and reliability
☐ Developing digital literacy
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This table shows a list of ongoing actions following Induction. It explores the principle, action and reason the action helps teachers and
learners.
Principle

Action

This has helped because…

Support study skills around
collaboration and reflection.

Publish notes on study skills to back up what has been
discussed in Induction, as they relate to remote learning in
particular. Include them by reference in virtual class
meetings.

Learners are demonstrating the skills in their
submissions and interactions.

Introduce group work and
collaboration.

Practice what has been preached. Introduce work that
requires learners to search, share, collaborate and learn
from each other that tests working together in Induction
week.

Short and informal activities using individual and
group work become features of the programme.

Hold regular virtual class meetings to
discuss wellbeing.

Publish and stick to a cyclical pattern of work and action
that includes regular published dates for class meetings
that are recorded. Use technology to support momentum
in pace and progression.

Learners work according to a published
timetable that is based on a circular rhythm of
learning each week, fortnight or month. Learners
report that a cyclical approach helps bolster
remote learning discipline.
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Principle

Action

This has helped because…

Use sound, vision and image and not
just the written word.

Offer to record all instances of virtual meetings to allow
learners to reflect on them afterwards. Replicate what is
written as sound or video files.

The use of video and sound files makes up a
significant proportion of course reference work
and activity.

Check indicators for engagement and
review how well Induction, as a
process, worked for learners.

Teachers are open with learners concerning the particular
difficulties of remote learning and are alert always for the
signs of learners isolating, disengaging, failing to
contribute and missing virtual meetings. Any concerns are
followed up on.

There is a good pattern of logging in to the VLE
and other software used with strong and
consistent evidence of contributions to
discussions and work.

Examples of indicators of engagement to review:
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1.

Good attendance at, and frequency of contributions
made to online classes

2.

Interactions made with other learners and meeting
pace and progression targets agreed in tutorial.

Every online tutorial always features a wellbeing
section. Learners respond well to questions
about Induction activity in surveys.
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Induction is a time-critical activity when learner issues in using or having access to
technology needs to be addressed.

2.

Induction needs to include sharing with learners how feeling isolated can happen
and how technology will be used to help tackle it.

3.

Having a comprehensive, well-indexed and easily navigable source of course
information and other more general study help should be demonstrated in
Induction.

5.

HELPING LEARNERS
UNDERSTAND THE
PART THEY CAN PLAY
IN MAKING REMOTE
LEARNING WORK

6.

THE TEACHER/
LEARNER
RELATIONSHIP

4.

Using video and audio files in communicating with learners is an excellent way of
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5.

Answers to general questions that affect everyone that occurs during Induction
should be published as an ever-updating FAQ sheet, to make sure all learners are
getting the same and immediate access to information.
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Further Resources
Name

TEACHING TIP
Description

Link

Department of Education

Guidance for schools supporting remote learning and it
can apply to a wide range of providers.

https://www.futurelearn.com/courses/teachonline/1

Education Endowment Foundation

Distance learning rapid evidence assessment

https://educationendowmentfoundation.org.uk/ev
idence-summaries/evidence-reviews/distancelearning-rapid-evidence-assessment/

Future Learn

How to teach online

https://www.futurelearn.com/courses/teachonline/1

Jisc

Jisc have provided detailed guidance on how to design
Induction to help learners make a good start on their
programmes.

https://www.jisc.ac.uk/guides/planning-inductionfor-autumn-2020

Jisc

A blog from Dr. Esther Barrat published by Jisc on building
bonds with new learners.

https://inspiringlearning.jiscinvolve.org/wp/2020/
08/building-bonds-with-new-learners/

Microsoft

Guidance from Microsoft on adding a narration.

https://support.microsoft.com/en-us/office/addor-delete-audio-in-your-powerpoint-presentationc3b2a9fd-2547-41d9-9182-3dfaa58f1316
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Further Resources
Name

TEACHING TIP
Description

Link

Nine icebreakers blog

A blog by Colin Duff from Owllabs of nine icebreakers to
use during Induction.

https://www.owllabs.com/blog/ice-breakers

The importance of digital
induction blog

A blog and thoughts from respected Edtech leader James
Kieft on his choice of top apps for learners to download in
readiness for Induction, based on his 4 C’s of digital skills,
Communication, Creation, Collaboration and Curation.

http://james-thinks-its-worth-alook.blogspot.com/2019/09/set-your-studentsoff-on-right-foot.html

UCL

UCL’s Learning Designer

https://www.ucl.ac.uk/learning-designer/

WhatsApp case study

A case study on the use of WhatsApp in a PGCE class.

https://www.slideshare.net/geoffrebbeck/casestudy-whats-app
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