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Follow the story of 
Katie’s work to 
develop learners’ 
digital skills in these 
three related modules:



Business tutor Katie and her learners 
are all working from their homes with 
no access to the college site and 
limited warning of enforced remote 
learning.
 
All of the learners were tested for 
their digital skills during induction. 
All have been able to remotely 
access the VLE and other college 
platforms and systems during 
the year to date. 

KATIE’S STORY 
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KATIE ALWAYS:

ESTABLISHING LEARNERS’ DIGITAL SKILLS AND ACCESS TO EQUIPMENT 

starts the year by introducing all of her new learners to a standard set of tools and apps 
that they will use (Developing digital problem-solving skills)
supports learners with particular learning needs to consider and adapt the list 
(Creating inclusive content: practice) 02

https://enhance.etfoundation.co.uk/modules/1021/developing-digital-problem-solving-skills
https://enhance.etfoundation.co.uk/modules/1046/creating-inclusive-content-practice


ESTABLISHING LEARNERS’ DIGITAL SKILLS AND ACCESS TO EQUIPMENT 

works throughout the year 
to develop learners’ 
expertise. She progressively 
weans them off reliance on 
her for technology choices 
as the course progresses 
and at this point, they are 
able to make their own 
choices of software tool in 
most circumstances 
(Best tool for the job).

KATIE ALWAYS:
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https://enhance.etfoundation.co.uk/modules/2139/best-tool-for-the-job


ESTABLISHING LEARNERS’ DIGITAL SKILLS AND ACCESS TO EQUIPMENT 

She now collects data around their access to kit and connectivity at home. A couple of 
learners have limited access with siblings to a shared family laptop. She is able to 
arrange loan equipment from the college to support their learning. 04



Katie decides she will 
stick with the proposed 
topic and timeline but 
change her delivery 
plans and timetables in 
consultation with other 
course team 
members. 

Four weeks of session planning is in place for the intended programme of classroom-based 
learning around the topic of sources and uses of different types of capital for different 
business purposes.

PLANNING LEARNING 
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MON TUE WED THU FRI

TIMETABLE

THE KEY ELEMENTS OF HER PLANNING ARE:  

She timetables three synchronous classes using Microsoft Teams each week, starting 
at the same time as normal sessions, but reduced from one hour to 20 minutes. These 
will be recorded and available outside the sessions. They will combine information 
giving and discussion. She is an advocate of flipped learning and will continue this 
approach for independent learning. 06



REC

Sessions are tightly structured with 
start, middle and end routines to 
maximise learning time  
Sessions and asynchronous 
activities are all designed in line 
with Rosenshine’s principles of 
instruction: review and recall, 
sequenced short bursts of learning, 
questioning, practice
She uses familiar tools and apps 
from the set she prescribes for 
learners to set, deliver, discuss and 
feedback on activities.  

THE KEY ELEMENTS OF HER PLANNING ARE:  

07



She has no intention - or time - to create new resources, so she uses what she can and 
adapts other resources from her existing blended learning programme. 

ADAPTING EXISTING
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Break the learning into 
shorter bites
Decide what can be 
synchronous or 
asynchronous
Increase the active learning 
and collaborative elements 
Make more use of shared 
documents, including 
OneNote which is the main 
planning, research and 
organising tool used 
by the group.

X

Task Time Sync/
Async

Collaborative

THE MAIN CHANGES AND DECISIONS SHE TAKES FORWARD ARE TO: 
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CALENDAR

She publishes the revised timetable and 
a guidance document she has created 
for learners using the college VLE and 
regular communication channels. She 
also posts them on Yammer and invites 
learners to comment and ask questions. 
She has used Flipgrid throughout the 
year for quick video postings and now 
invites learners to record video 
responses and questions about the new 
arrangement. This flags up some 
concerns and issues that she deals with 
and posts on Yammer.

COMMUNICATING WITH LEARNERS  
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GOALS & TARGETS

Before the topic begins, she reviews each 
individual’s current goals and targets 

and adds some agreed performance 
targets related to the specifics of 

remote working. In particular she 
wants to identify any problems 

that may emerge from working 
conditions, other 

responsibilities or 
constraints at home and 

any support that may 
be needed.

PLANNING INDIVIDUAL PROGRESS: GOALS AND TARGET  
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PLANNING INDIVIDUAL PROGRESS: GOALS AND TARGET  

She sets a schedule of group mentoring meetings in the first instance until her college 
develops a policy on one-to-one online meetings between staff and learners. Individual 
problems can be addressed by other methods. 12



Moodle VLE

MEASURING AND ENSURING ENGAGEMENT 

Many of her resources in 
the Moodle VLE are 
SCORM compliant so she 
can access records of 
login together with 
tracking of activity. 
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Socrative

Kahoot! 

OneNote 

Classkick

Yammer  

Socrative

Kahoot! 

OneNote 

Classkick

Yammer  

She checks shared working documents and 
OneNote pages, leaving brief comment or 
stickers as well as more detailed guidance 
where necessary. She posts a weekly quiz 
around the topic using Socrative or Kahoot! 
and also uses polling during the sessions 
to gauge individual engagement. She uses 
Classkick, which the learners like, to set 
short questions for learners and post 
responses. She checks Yammer activity, 
particularly amongst collaborative groups 
to see what they are saying and 
who is contributing.

MEASURING AND ENSURING ENGAGEMENT 
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1

2 3

4

Breaking learning down 
into short bites enables 
Katie to keep close watch 
over learner progress or 
the lack of it. It allows her 
to focus assessment and 
testing on succeeding 
stages of learning and 
reassure herself that 
learners are building the 
necessary knowledge to 
proceed to the next step.

TESTING AND REVIEWING PROGRESS   
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Devising each activity around a pattern of review and recall of previous learning, sequenced 
learning, questioning and guided practice provides her with information about learner 
progress at key points and creates a familiar structure and routine. It also makes it easier for 
Katie to turn around feedback and comments very quickly – something both she and her 
learners find particularly important in the unfamiliar circumstances of remote learning. 

TESTING AND REVIEWING PROGRESS   
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TESTING AND REVIEWING PROGRESS   

During the first two weeks she 
identifies four learners who are 
struggling, and she is able to 
target intervention quickly to 
keep them on track. She uses a 
mixture of formative 
assessment including the 
quizzes, polls and tests, in both 
synchronous and asynchronous 
activity, which all provide 
detailed records of individual 
learner performance to 
which she can respond. 17



TESTING AND REVIEWING PROGRESS   

With assignments, reports and other 
evidence of learning, Katie actively 

encourages learners to be creative 
and make full use of the 

technology. Short videos, 
annotated images, infographics, 

documents with embedded 
audio files and presentation 

with soundtracks are all 
welcomed – and 

responded to 
in kind. 
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REC

Each week, Katie sets time aside to review 
individual’s progress and the performance 

of the group overall. She shares this with 
other members of the course team at a 
weekly catch up on Teams. They work to 
a strict time limit to avoid ‘video 
conference fatigue’ with feedback on 
individual learners, successes and 

challenges with the technology and 
examples of good practice as fixed 

agenda items.

WEEKLY PROGRAMME REVIEW   
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Katie and her colleagues began the period of remote working in mid-year, when they already 
knew the learners, and all were familiar with the technology. The team is now considering how 
it would work with learners recruited from scratch and perhaps working to a pattern of 
alternating periods of on-site and remote working. 
They agree that the core elements of the remote programme, built on known technology and 
sound pedagogy are robust and adaptable to a number of alternative scenarios and are 
optimistic that outcomes will be good.

END NOTE   
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