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FOREWORD

Executive summary

This document contains the tools for training the facilitators for the Massive Open Online Course (8Ro&pa@jing Tutors
for Work Based Learning'created in the frame of the TOTVET Erasmus+ Strategic Partnership project with the financial
support of theEuropean Union.

The training methodology and tools were used to trsMOOC facilitators in Zaragoza, Sp&iom 10 to 12of December
2019.

The course was piloted dritps://blackboard.coursesitesan/ for six weeks starting ol of March 2020. More than 300
participants joined the MOOC attige facilitatorsconducted the learning on the course and graded the participants.

Facilitatoramay use the Kit for training the MOOC Facilitators to build tvin MOOC:

Please also, go to the project websitgp://totvet.eu/ and

fIDownload theTraining Model

{Download theMOOC Curriculum

fIDownload the Compendium of the MOOC learning activiti&niglishRomanianSpanishPolish and German

fDownload theMOOC Best practice guide

Authorship

All content contributionsElYUNET Organisatip@raiova, Romania

Thirdparties are welcome to use any of the materials for educational purposes as long as they clearly credit their source.

Please, visit the project websitevw.totvet.eu
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GUIDELINES FOR THECRUITMENT AND PRERAAIONOF FACILITATORS FOHRE MOOC

TRAINING

RECRUITMENT OF MORAILITATORS

- The recruitment and selection of facilitators will be based on a number of generic criteliah may be adapted
by each partner according to their own needs and available resources

- An evidence of the selection and results of the selection must to be produced in case of audit. Such evidence coul
be the publication of the information about selection, interviewing of the candidatesspleeific criteria that were
applied to make theselection, and the final results of the selection.

- Partners will send the list of their participants to the organizers (Chamber of Commerce Zaragoza) and the project
coordinator (School Inspectorate).

Generic recruitment and selection criteria

The faciliators could be teachers from the partner institution, or qualified teachers and trainers who should have
knowledge and experience in at least three of the following criteria
1. expertise and experience in training the trainers;
2. Knowledge and experience égmganizing or conducting WBL and DL learning;
3. experience in participating in a MOOC prior to this one.
4. Each facilitator should be able to devote one hour per day for their own learning on the MOOC.
Each facilitator should be able to devote one hour peekto provide a group tutorial/feedback.
We aim to allocate two facilitators per group of MOOC participants.

Implementation of the section process and other requirements
- Each partnewas represented by 2 facilitators from Edunet and 4 facilitators frt#d, CCD, CWRKDIZ, afrom
CCI (Chamber of Commerce and Industry, Zaragoza, Spain).
- Amobility Europass document prepared by sender organizatiag issued to each participant, signed both by the
sender organization and event host organization.
- In addlition, badges for learning and a certificate of participation as a facilitatmisgued to all facilitators.

PRECOURSE PREPARATION

- All facilitatorswere enrolled as learners on the MOOC prior to the workshop

- The project coordinatorsuppledthe facilitators with an indicative bibliography as well as the location of the
course content, learning tools, and other resources and learning information

- All patner organizationsprovided support to the facilitatorsn their preparation for travel and accommodation

- The MOOC coordinatocreated a Google group so that the facilitators can communicate with each other before
the training course

TRAINING GNTENT

Atraining schedule include training activities such as :
First day:

w LYAGALE S@ltdd dAazy tNBaSyidldAz2y 2F IyR RAAOdAAaAAZY 2V
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w ¢KS GSOKy2f238 Ay@2t @SR Ay | ahh/ T

w tNBaSyidlidiArAz2y | yR RAaOdz adngsystructid® amyléarnidgaivited) h / Q& a G dzR@
w 22N] aK2L) 2F SELX 2NAY3 GKS . f10102FNR LXFGF2NY yR
w ¢KS GNIAYSNDRAE NRftSY 5Aa80dzaarzy K2¢ (GKS GNI AYySNI FdzZ TA
Secondlay

w 22N] &aK2L) 2F SELX 2NAY3 GKS ahh/ Qa FyR atGdzReé (2LA0&x

w 22N] &aK2LJA SELISNASYOAY3I yR LAf2GAy3 G4KS ahh/ o ¢KS LI
experts from the project teams will be the trainers.

Third day
w {yaing support to be provided to the learners by facilitators .

w dtkshops experiencing and piloting the MOOC. The participants will play the role of facilitator in the MOOC and other
colleagues will be learners.

w CKS LI NIHAOALNIYyGA gAff O2YLXSGS LAf20Ay 3 T2 Ndridulgm, IA D
methodology and content of the MOOC.

w ' RYAYAAUNIGAZ2Y 2F | aSt¥F FraaSaayvySyid ljdSaldAazyyl ANBa |

Assessment:

At the beginning of the course, the level of knowledge, skills and caenpes will be measured thughan evaluation
guestionnaire.

5dzNAYy 3 GKS 62NJ] aK2LE GKS LINR2SOG GSIYa SELSNI&E sAff Y2
using a evaluation sheet (Formative evaluation), correcting and improving the training process.

The final evaluation of the training outputs will be made through evaluation questionnaire, comparing with the initial
level.

Edunet will conduct the evaluation.
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EXAMPLES OF A TRAIGISCHEDULES FORIEK@GTORS

Prepared by Victor Dudau, EDUNB§anization, from Craiova, Romania

DAY 1z facilitators as learners

FACILITATORS TRAINING PROGRAMME

9.30-10.00 Welcome and Registration

Elena Nasarre, CCI Spain

10.00¢ 11.00 The focus of the MOOC
PP presentation and discussion

Simona CiululSJ, Romania

11.00-11.30 Coffee break

11.30-12.30 t NBaSyidlrdAazy 2F FyR RA&aOdzaairzy 2y GKS
Victor Dudau, Edunet Romania

12.30-14.00 Lunch

14.00-15.00 The technology involved in a MOOC

Victor Dudau, Edunet Romania

platform connected to the internet

Victor Dudau, Edunet Romania

Facilitators work in pairsOne fully functioning computer loaded with the Blackboard

15.00- 16.30 t NBaSyidldAazy IyR RAaOdzaairzy
activities
Victor Duday Edunet, Romania

I NBdzy R (KS

DAY 2-facilitators as learners

09.30- 10.00 Reflection of the previous day

10.00- 10.45 Module 1: Training program organization
Hands on experience and piloting
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BEST Austria (topicl, 1.2 and 1.3)
10.45-11.30 CCD Romania (topic 1.4)

Module 2:Conduct work based learning
Hands on experience and piloting:

CWRCDIZ (topic 2.2, 2.3 and 2.4)
CCD Romania (topic 2.1)

Facilitators work in pairsOne fully functioning computer loaded with the Bkéoard
platform connected to the internet

Complete piloting sheet

11.30-12.00 Coffee break

12.00¢12.45 Module 3: Leadership
Hands on experience and piloting

CClI Spain (topic 3.1, 3.2 and 3.3)
CCD Romania (topic 3.4)
12:45¢ 13:30

Module 4:Monitoring and assessment
Hands on experience and piloting

IHK Germany(topic 4.1, 4.2 and 4.3)
CCD Romania (topic 4.4)

Facilitators work in pairsOne fully functioning computer loaded with the Blackboard
platform connected to the internet

Complete piloting sheet

13.30¢ 15.00 Lunch

15.00- 16.30 Hands on experience and piloting report
Facilitators give feedback using the piloting sheet

DAY 3-facilitators as trainers

9:30-11.00 Mopping up

¢CKS FILOAtAGFEOI2NNDa NRtSY 5Aa0dzaaizy 2y
facilitators)
Victor Dudau, Edunet Romania

11.00¢ 11:30 Coffee break

11.30¢ 12.30 Assessment strategy and grading of participants
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Victor Dudau, EduneRomania

12.30¢ 14.00

Lunch

14.00¢ 16.30

Evaluation of the MOOC, training model and curriculum
Evaluation of the training course

Ongoing support; any questions
Certificates of attendance
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HANDBOOK FOR MOOCMHAITATORRAINING

INTRODUCTION

This handbook contains descriptions and explanations of the tasks and responsibilities ot#iieddacilitators or €
moderators.

The handbook has been written in order to secure consistency and high quality in all facilitation, communication,
interaction with and feedback to participants on the course.

LEARNING PERSPECSIWE THE COURSE:

Bear in mind that the course has 3 basic learning approaches, namely collaborative learning, learning through reflection ar
learning by doing. This means that tbeurse work, in which participants engage, will revolve around:

0 Practical work that lets the participants explore online and gain-fiestd knowledge of the potentials and
challenges.
0 Group activities that allow participants to learn from each other areghte a learning environment that facilitates
both informal and formal learning.
0 Activities that encourage participants to reflect on their own learning experiences enabling them to set and pursue
personal learning goals relevant to their specific sitorati

THE FACILITATORGOLE

Your role as a facilitator will be to support the participants as they collaborate, learn through reflection and leamgpy doi
through the five steps of-4earning:

Access, monitoring and motivation
Team building

Information exhange

Knowledge construction

Review and feed forward

Respond to queries
LANGUAGE POLICY

English will be used as primary language for all teaching and learning activities in order to secure a dynamic learning
environment and facilitate collaboration and dwledge sharing across borders and institutions. This goes for teaching and
learning activities and for technical support on théearning platform, in the webinars we will use, and any open, social
media used.

However, we have translated some of the sittés and tools within the course in: German, Polish, Romanian and Spanish.

If needed individual support viareail might take place in the original language to facilitate communication on technical
matters.
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COPYRIGHT CLEARAREERANY MATERIAL ANIDUSRATIONS

It is important for facilitators to know that they are in fact allowed to share and distribute any materials that theydtave n
produced themselves to participants. However, copyrights and other intellectual property rights must be observed, and
relevant policies strictly adhered to. Note that copyright also applies to images, graphs, video etc. that you might want to
integrate into your own material.

TASKS AND RESPONSTBES OF FACILITRBO

As a facilitator at the course, your main task and cesbility is to help create a dynamic virtual learning environment
where participants feel safe and confident enough to contribute themselves and to interact with fellow participants and
facilitators by giving and receiving comments and feedback. Your geail is to facilitate interaction and collaboration
online between participants. This will motivate them to fully engage with and complete the learning activities of the
individual modules.

4,

Welcome patrticipants

No later than 1 week before your modusearts, you must formulate a welcome message to participants. You must
also publish your profile in the relevant space. This should include brief information about you as a person, your
professional qualifications and experiences as well as your profegsidarests. Emphasize those which relate to this
course.

Monitor and encourage participation throughout the course

Once the course has started, you must monitor participation. If only a few participants have responded within the first
couple of days, yomust send a reminder viaraail to encourage participation. It is of the utmost importance that

you react promptly, so that participants have time to react to your reminders and to engage with the activities (e
tivities) before the deadline. Remindersoshd always be friendly and encouraging but should also stress the need to
start participating in order to keep up with deadlines. This is particularly important for those participants who have
been specifically recruited for this course in the partnerrttoes. These participants, unlike those who safect this
course, must attend the course and undertake all the activities.

It is also a good idea to post one or more announcements acknowledging the efforts of participants and pointing to
gooddiscussipa G KIF G FNB 3F2Ay3a 2yd ¢KA& A& F aLIG 2y GKS ot
the good work.

Answer questions on learning activities, materials and assessments relating to the course within 48 hours.

For each module, there willdha Q & A forum where participants can ask any questions, they might have regarding

how to engage with and complete the learning activitieiléties, materials and assessments. Participants should be
encouraged to support each other and answereach dth@r lj dzSadA2ya AT (GKSe Olyo | 2
facilitators, monitor the Q & A forum regularly and answer questions so that no participants get stuck but are able to
progress through the course. It is suggested that you answer questidinis no more than 48 hours. Modules are

very intensive and short in duration with tight deadlines, therefore the need to respond as soon as possible.

It is suggested that facilitator days and responsibilities are divided between the two facilitatoirsgadter each
group. This will make it easier, will reduce the time commitment and will generally be more efficient.

Technical questions that appear in the course Q & A forum should be forwarded to Technical Support team if you are
unable to deal with thm.

¢NF Ol LINILHAOALNIYyGAQ LINPINBAAX aasSaa LISNF2NXIFyOS FyR
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As a facilitator/ enoderator you are responsible for tracking the progress of participants and for supporting their
completion of assessmesntReminders should be sent promptly to participants who are not engaging and contributing
4 ySSRSRd® ,2dz gAff |faz2 o6S NBalLRyaroftS F2NI NSOASGAY
badges.

5. Assessing Strategy

Participantawho fail to complete the assessments within the stated deadline should be offered alternatives. As the
facilitator/e-moderator you suggest and plan such alternatives together with the individual participant. However,

where it is possible, you shouldcoR$E NJ G KS &idF SR RSIRfAYyS +a GKS aaz27fide
LI NGAOALI yiGa G2 O02YLX SGS GKSANI g2NJ) oS Hatieslhfamor®ft 23 Ay 3
individual nature, where participants depend less on eatieofor feedback and comments.

You will be part of a facilitator/-enoderator team sharing the tasks listed above. It is recommended that you distribute the
tasks between you to spread out the workload.

TASKS AND RESPONSTBES OF TECHNIGAIPPORTERS

Each participating institution should appoint a technical support person who can help participants from this institution and
answer questions relating to technical matters: computers, installation of programs, web browsers, web cams, headsets ett

Participants can ask questions in the Technical Support forum on the platform. The Technical Support forum should be
monitored daily to make sure that participants do not get stuck but can participate fully in the course. As mentioned above,
you can subscribe to fams or threads and thus get notified about new posts viaal.

TASKS AND RESPONSTBES OF TOTVET ADCROJECT COORDIDRI

The local project coordinators will be responsible for sending out practical information to participants before the course
starts, if needed during the course and when the course has ended. A further task is to keep an overview of who is enrollec
and announce any changes to facilitatorah@derators. However, it is advisable that the local coordinators are also
facilitators andparticipants at the same time. This way, they will gain the experience both the participants and the
participant /facilitators are getting which will enhance their understanding of challenges and their ability to deal with the
during this MOOC and in tHature.
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GUIDE FOR MOOC FACATORS

Prepared by Victor DUDAUWoM Edunet Organization, Romania
This guide for MOOC Facilitafmesent many features of using the Blackboard Lefmmteaching

The handbook has been writtdn enablefacilitatorsto manage thecourse content conna with students in discussions
and interact with then in groupsmonitor their progress and grade assignments.

GETTING STARTED

STEP 1: LOG IN TOABKBOARD LEARN

Go to the web address https://blackboard.coursesites.com/
Create an accourdr Sign in

Register for CourseSites

Blackboard
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STEP 3: NAVIGATE IN&ITHE COURSE

All of your course content appears in thain part of the page. When you open a piece of content, it slides out in a layer on
top of theCourse Contenpage. Close layers to go back to a previous spot in your course.

Details & Actions

EQ)Q’ Roster

View everyone in your course

B-0 Course Groups
8" 1 Set | 9 Groups

r? Course is open
Students can access this course

Course Room

Join session -

Attendance

Mark attendance

Announcements
Create announcement

K Books & Tools
View course & institution tools

Navigation bar Details & Actions
Roster View your clasBst. You can access basic profile cards and matct
faces to names. You can also send messages to anyone involved with
course.
Course availability
Open:Open a course when you're ready for students to
participate.
Private Make a course private whilgou add or experiment with
content, and then open it to students when you're ready.
Course RoomUse the open Blackboard Collaborate sessi®ia convenient
launch point for scheduled and impromptu meetings. The icon appears
purple to show you and othiecourse members when people are active in
the Collaborate room.
Attendance Mark attendance grades and access detailed records.
AnnouncementsCreate or schedule course announcemefotsall course
members to view.

STEP 4: PERSONALTHG: EDIT YOURFO AND PREFERENCES

To access the page, click on your name inTthelspanel on the left.

8 vt

Email Address

“““““““

............

In System setting menu

1  Select who can view your profile

Victor Dudau

information:
s 0 Administrators and anyone in
= E— my courses
o 0 Administrators and other
““““““““““““ - instructors

0 Anyone in my course

1 Select thdanguageyou want to use
for the platform
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1 Select the appropriate check boxes to make your personal
information visible to other Blackboard users

Save the changes.

= =4

can change later your profile.

Your profile is the place to edit information attached to your
persona. Your profile appears with some information, and yo

Watch thevideo: Introduction to Blackboard Learn with the Ultra Experiehties://youtu.be/3QyhcimTVfs

INTERACTING WITHUWENTS

System Defauit (Engiish (United S

System Default (English (United
Bahasa Melayu (Malaysia)
Bokmal (Norge)
Ceitina (Ceska republika)
Cymraeg (Cymru)
Dansk (Danmark)
Deutsch (Deutschland)
English (United Kingdom)
English (United States)
English for K-12 (United States)
Frangais (France)
Italiano (italia)
Nederlands (Nederland)
Polski (Polska)
Portugués (Brasil)
Svenska (Sverige)
Tarkge (Turkiye)
Pycckui (Pocens)
na (ng)

Announcements Blogs Blackboard Collaborate Contacts
Discussions Email Groups Journals
Messages Organizations People Tool Record Audio and Video
Roster ULTRA: Conversations Wikis Pronto
CREATE AN ANNOUNCHENE
Add announcements for these types of course activiti ** !
(<R 0@ enursesites com @ dmmoae =
Anscuncamures = @D @
1 Changes to your syllabus
9 Corrections/clarifications of materials
1 Exam schedules
When you add an announcement, you can also send . .
as an email to students in your amse. Students will w004 o
- . - QeEEL o
receive the announcement even if they don't log into
your course.
Click Submit f sk, Click Caneed o . ot -
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CONTACT STUDENTSSHMEGES ANDMAIL

You can provide information about office hours,
phone numbers, and other links to help students fir
the people who havénportant roles in your course.

You may send messageALL or some students
type the name of choose from the list of course
members

B @ B ® O
Messages
25 » | items per page 'E:'

Click on the icon Message on the top menu to see
the messages

Click + to add a new message.

CREATE AND MANAGETEROUPS

To send a copy of your message through email,
selectSend an email copy to recipientden you
compose and send your message. All recipients recei
an email copy of the message tte email address in
their Blackboard Learn profile. Encourage your studer
to complete their profiles so email copies can be
delivered successfully.

You may alsattach filesto your message.

ACCESG6OURSE GROUPS

You séart the course groups creation process on heurse Conternpage. In theDetails & Actionssection undeiCourse
Groups selectCreate and manage group# you've already set up course groups, the menu shows the number of sets and

groups.

You can alsoreate a single, custom group or as man

y groups as you want, with any number of students in each group.

CREATE NEBET GROUPS

Select selecNew Group Sedn the Course Grouppage.

Create and manage groups

Course Groups

2 Sets | 6 Groups

Group Set = Members

£ £ Brainstorming Groups

2121
3 Groups (Show)

Study Groups
udy Group 2121

3 Groups (show)
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MANAGE INDIVIDUAL GBPS

After you create a groupr a group set, you can add or delete individual groups and manage student membership. You can
also edit group names and send messages to your groups to kick off collaboration!

Add and delete groups

Introduction ta Social

Brainstorming Groups Select the plus sign (+) wherever you want to add a
e scan group.

No Unassigned Students

If you no longer need a group, access the group's me
and selecDelete group The students in that group are

Chapter7 % <

@ oo | @ wcncarn -+ | B psngpoon | B wowpcomer ||| O unassigned automatically and appear at the top of th
@ ctertie || @ o ]| @ ereeire - page. You can manually assign these students to ne\
S groups. Or, you can random!y apsall students not
Chapters only the students you unassigmedo the number of
. B P groups you choose.

Manage student membership

Access the menu next to a student's name to access
these options:

Start a new group with the student as a member.

SelectUnassigrto removethe student from the group.
Unassigned students appear at the top of the page.

Assign the studento a different group that already
exists. Select the group's name in the menu. Groups
with no members don't appear.

You can alsmove multiple students to aifferent
group in one action, create a new group for them, or
unassign them all from the group.

To remove all students from all groups, seldaiassign
All at the top of the page.
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SEND A MESSAGE TGR

L. Go taCourse groups  —
E900 (B bmtaean @ 98 LMO8:
2. Choosedit groups —— s

Send Enal

3. Select the optioMessage groupo send a message for a
group members. -

Message group

2, Unassign members

W Delete group

< - L LN

CONDUCTING THE LEARB

[CREATE CONTENT

Step 1: Click oBooks& Course Toolsutton.
Step 2: Click oBrowse all course tools

Step 3: Seleddlackboard Open Content

Books & Course Tools

Available tools
.,  Respondus
LockDown Browser Dashboard

Can't find what you need?
Browse all course tools

Select your content provider

-‘C-g‘rcurriculum @ OpenEd

Pathways

Blackboard
Open Content
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Welcome to the Blackboard Open Content Dashboard!
The Blackboard Open Content Dashboard is your command center for content, channels and student submissions. The

Dashboard provides quick links to finding content as well as content you have created and content you have used in
your courses. It can be reached at any time by clicking the Blackboard Open Content logo. Tell me more...

ACTIVITY MANAGER

Discover @

By grade level By standards alignment Submissions @
All ungraded

Create @

Page, Link, Quiz, more

Discussion Posts @
Course Content @

GULTURAL COMPETENGCE TRAINING FOR CAREGIVERS OF OLDER PEOPLE
Channels @
Create

Step 4: Add content by uploading something you already have, or add content from external sources or from another
course.(Click orCourse Conterfbutton).

Step 5:Create contentAdd learning modules, documents, links, folders, discussions, assignmehteses. A panel opens
and you can choose the content type you want to &itick orCreatebutton)

CREATE

l Page Quiz
create a new page from scratch v add a test or practice exercise
N Assignment
how do I create a file? L1 | add a dropbox for a homework assignment
Link Discussion
l 0 a website ’ add a topic for a threaded discussion

Watch theVideo: Add content to the course content pagetps://youtu.be/QkasfXm jHlwhich explains howo add
content to your course by creating new content, copying content from other courses, uploading content, or adding content
from your Content Collection.
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EDIT CONTENT VISIBW

Select the checkbox next to the items you want to _
update and choosé&dit visibilityin the Optionsmenu. :

Choose to show or hide the content from students an
selectSave Visibility.

Conditional Availability

You can limit availability for this content. Choose the
conditions that must be satisfied before this content i
available to students..

r

Date/Time

Performance

MONTORING AND GRABGINHE LEARNERS

| ACCESS ATTENDANCE

On theCourse Contenpage, selecMark attendancen the Details & Actionpanel.

Details & Actions Course Content
O, Roster o
% Case Study 1
EF visw EVBryONE in Your course ‘n © Vbl w0 students Roll call!
@ Sourseiescription Attend the virtual pre| You can track attendance for class

View the course description thoughts to the discus
) & 1 meetings and scheduled events.
‘Q,‘ Course is open

0
— Students can access this course

o —— Getting Started 8

= Add Attendance

(] f‘fi"?‘a?ie‘ s { | @ visible to students - «
Mark attendance

When you access the attendance feature for the first time, you decide if you want to add attendance to your gradebook. Or
the Attendancepage, selecAdd Attendanceand theSettingspanel opens.
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Attendance

Settings

Grade Schema

Present 100 %

{ Late 50 % ]

Absent 0 %

Grade using

Points

Letter
Percentage

Cancel

You can change the default settings for the grade disptayfar Latein the grade schema. You can't change the
percentages foPresentand Absentat this time. Save your settings or close the panel if you don't want to make changes.

An attendance column appears in the gradebook.

DELETE ATTENDANCE

You can deletattendance if no attendance records exist. In grid view, selecAttendancecolumn heading to access the
menu and selecDelete In list view, access the attendance row's menu to sédetéte

=B v N &

@

i
v
x

Students

21 Students

 Edit

W Delete

Item

Attendance

Be: (D&

Due Date

Ongoing

Status

Mark attendance

Mark attendance

W Delete

n (@)

VIEW ATTENDANCE INETGRADEBOOK

You can access attendasfrom the item list or grid view in the gradebook. The attendance column is added automatically

to the Attendancecategory.

You can use attendance in calculations and as pdrtebverall grade
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https://help.blackboard.com/Learn/Instructor/Grade/Grade_Columns#ultra_overall

In list view, selecAttendanceto open the most receneetingview to mark attendance. In grid view, select
the Attendancecolumn header t@access the menu and seldédlit

In the grid view, you can't edit attendance cells. Select a student's attendance cell and/éefestudent recordo view a
summary of the student's overall attendance record. You can see how many class meetirtgdehésas missed. The
student'sOverall Scorappears with the schema you chose in ®ettingspanel. This view is reaahly.

GRADE THE STUDENTS

ACCES THE COURSELDEHBOOK

Inside your course, you can access the course gradebook on the navigati@eleat.theGradebookicon to access all the
coursework that's specific to the course you're in.
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