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The last year has seen some of the most fundamental and drastic changes
to the format and structure of learning the world over, with a wholesale
and largely sudden shift from traditional classroom-based learning to a
system dominated by remote, digital and online activity. 

This has presented many challenges in shaping the way our students learn,
grappling with an environment which doesn’t always replicate what we are
used to.

INTRODUCTION

3.

As we now begin to build a future in learning which is predicated on
leveraging digital and online learning in a way which is most effective for
our students, offering efficient and impactful learning models which include
a mix of online and in-class activity. 

It is useful to review what we now know about what makes digital learning
effective and what principles should underpin this in the future.

The following is a set of principles developed at Wiltshire College &
University Centre through professional discussion with its staff, observation
of online learning and consultation with national organisations such as Jisc
and the Association of Colleges. 

This is a live document, subject to updates and development as we learn
more about best practice within online and remote learning, though the
core principles will largely remain the same.



NOTES

Wiltshire College & Unversity Centre has adopted
the Microsoft Office 365 package as its primary
office and learning software suite, with Microsoft
Teams as the primary learning and
communication tool for staff and students. 

It is assumed that all courses and programmes
will have a base in Microsoft Teams.

HOW TO USE

THIS GUIDE 

Each section in this guide will explore an aspect of
online learning planning, structure and delivery
with some evaluation and exploration of different
approaches and best practice. 

At the end of each section are a set of principles
relating to this, which form the core expectations
of online learning practices at Wiltshire College  &
University Centre. These principles are produced
in full in section 4.

4.



ORGANISATION OF LEARNING

LEARNING STRATEGIES

COMMUNICATION AND CONFIDENCE

Ensure consistency in approaches, giving students time to engage with new tools and
strategies.     
Use Microsoft Teams as your primary communication and organisational tool.
Have clear learning and assessment schedules available to students.
Avoid long stretches of teacher-led instruction.
Structure lessons in a way which allows for small group and 1:1 support where needed.
Use pre- and post-lesson activities to ensure more targeted in-class learning.
Undertake frequent and wide-ranging learning checks, especially when new information
is introduced.
Plan for personalised feedback at regular intervals.

Always consider the purpose and value in learning activities, promoting learning as
well as engagement.
Plan regular opportunities for personalised feedback as well as more frequent
knowledge and learning checks.       
Consider and use feedback mechanisms that allow you to be efficient in your feedback
but also provide value for your students.

Lessons should maintain a ‘camera on’ policy unless valid exception is given.
Where students are uncomfortable turning on their cameras, strategies should be in
place to support this development.
Ensure that all online materials and activities are accessible to all students, using
accessibility tools and directed support to ensure that all students can access learning.

PRINCIPLES

5.



To make this task easier, a consistency in
approaches is recommended. Allow extra
time for students to engage in new
activity types or with new tools and then
embed these processes into your lessons
regularly; even across programmes or
departments. As Rhea Bradley in Hair,
Hospitality and Beauty notes:

Though as a sector we have been using
the tools that drive online learning for
many years, the difference between using
these as an additional element in the safe
and secure environment of the classroom
and as a core driver of learning at a
distance is significant.

ORGANISATION

OF LEARNING

Planning for learning 

Being able to support a student who is
unable to login, for example, might be a
relative cinch when in the same room but
becomes an almost uncrossable barrier
when lecturer and learner are separated
by significant physical distance. 

It’s important to recognise that all of our
learners will have spent their entire lives
learning how to engage in lessons face to
face, so grappling with the task of learning
an entire new medium and all the tools
this entails can be daunting (never mind
for us educators!).

"Having a standardised framework
for learning which offers continuity
and allows for repetition really helps
students to know what to expect and
to engage in learning more easily.
I even send my students a message
before the lesson to let them know
what we are using, what tools they
will need and if there is anything
they will need to do to prepare." [1]

[1] Shaping the future of FE and Skills, Jisc, Sept 2020 6.

Thus the facilitators of learning find that
they not only now need to plan the
content of the activities being undertaken
but also the mode and method of
accessing those activities.

https://www.jisc.ac.uk/reports/shaping-the-digital-future-of-fe-and-skills


To ensure this consistency college-wide all
learning programmes should use Microsoft
Teams as their primary communication and
learning tool. Though there will be a range of
other software also used to facilitate learning,
where possible these should be nested in
Teams using available apps or browser tabs. 

You will introduce new methods, tools and
processes over time, and this is a tenet of
effective learning, but consider when and why
these are being introduced with a plan for
embedding them.

It is now more important than ever to maintain
clear, up-to-date and student friendly learning
and assessment schedules. Having clarity in
this planning allows for effective sequencing
and confident engagement with materials for
students.

PLANNING FOR

LEARNING

eStudy, for example, can be accessed through
Teams with the relevant eStudy page
bookmarked in preparation. Ensuring that all
programmes and courses do this simplifies the
process for students accessing learning across
the College.
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Ensure consistency in approaches,
giving students time to engage
with new tools and strategies.

Have clear learning and
assessment schedules available
to students.

PLANNING 

FOR LEARNING

PRINCIPLES

Use Microsoft Teams as your
primary communication and
organisational tool.

8.



Effective online learning structures do not
necessarily replicate those of the
classroom and it is important to reflect on
this and consider the best way to
structure your activities. 

ORGANISATION

OF LEARNING

Lesson Structure

With this in mind, a 1 hour session
with everybody may not be the best
approach. You may want to have a 20
minute teacher-led instruction and
Q+A, followed by a 5 minute quiz to
review learning and then a 30 minute
independent activity while you have
meetings with small groups or
individual students, for example.

Remember not to have extended
‘teacher-talk‘ activities which can
stretch a student’s ability to focus.

In the classroom, for example, it makes
sense to be with the entire class for
lessons of one, two or even three hours
as you can move between teacher-led
instruction, collaborative activity or
focused assessment. You can have a
quiet chat with individual students in a
corner of the room and move around to
check learning or sense-check for
understanding.

In an online environment this is made
much harder; any 1:1 conversation will be
clearly heard by everyone, you can’t check
work unless it’s explicitly sent to you and
it can be hard to gauge how well everyone
is getting on.

9.



“As the digital support organisation Jisc
recognise in a recent report, ‘Finding
the right balance in online learning
sessions between length, timing and
intensity to avoid ‘video conference
fatigue’ and disengagement is critical.”

LESSON

STRUCTURE 

Many lecturers and assessors recognise the
increased importance of pre-lesson activity
and employing flipped learning strategies. 

Giving student knowledge-based activities
before a lesson (In the form of reading or an
online video) can allow the teacher to reduce
’static’ video conferencing time and allows them
to focus on ascertaining knowledge gaps in the
class and focusing the lesson on these.

"The best online learning is totally
interwoven with the students' in-class
experience. You really get that sense that
it's a bridge between what has happened
in previous and future in-person lessons" 

10.

 Ian Revill, Assistant Principal



LESSON

STRUCTURE

PRINCIPLES

Use pre- and post-lesson activities
to ensure more targeted in-class
learning.

Avoid long stretches of teacher-
led instruction.

Structure lessons in a way which
allows for small group and 1:1
support where needed.

11.



As recognised in the previous section,
online environments aren’t always as
conducive to implicit learning checks as
live classroom activity. It is therefore
essential to plan and undertake regular
learning checks in every lesson. 

However, useful as these tools are the
importance of personalised feedback
cannot be understated. After running
a series of research webinars it was
noted by Jisc that:

ORGANISATION

OF LEARNING

Of course there are lots of ways to do this,
tools that will help and approaches to
checking knowledge. Self-marking Forms
quizzes can be a very useful resource,
along with the assessment tool in Teams
which offer reusable rubrics along with
quick and easy feedback.

Assessment organisation

Keileigh Thomas in Hair, Hospitality and
Beauty reported after undertaking online
learning for several months that:

12.

"One of the key issues raised by
learners, was the limited
personalised feedback provided
during lockdown learning. They
stated that learning was too one-
way and didactic, leading to some
anxieties around the gap in
expectations about extent and
speed of feedback"

“The frequency of short, sharp
learning checks in my lesson has
increased a lot. I make sure I ask lots
of hinge questions every time I
deliver any new information"



ASSESSMENT

ORGANISATION

PRINCIPLES

Undertake frequent and wide-
ranging learning checks,
especially when new information
is introduced.

Plan for personalised feedback 
at regular intervals.

13.



It’s worth recognising the importance
of, and difference between engagement
and learning in online lessons. Though
this is no different to traditional brick
and mortar activity, it is still important to
review these and determine what your
activities are offering learners.

Engagement in learning has been
somewhat maligned over the last few
years as something superficial and
unimportant, though this is an unfair
assessment. Engagement is crucial as a
starting point for learning and progress,
as well as being a fair assessment of
student’s buy-in to learning activity. 

This is a common mistake that
inexperienced teachers make to include
‘fun’ activities to promote involvement
and ‘buzz’ (especially for elements such
as starters or link activities) but there is
rarely an activity that can’t be made
purposeful within the context of the skills
or content being taught in any given
session.

LEARNING

STRATEGIES

Engagement vs learning

However, engagement alone is not
enough to make learning happen and it is
crucial that we consider this in planning. A
group of learners might have a great time
undertaking an online competitive quiz, for
example, but if the topic is too easy or
irrelevant then it lacks value in the context
of the lesson.

Indeed, in online learning the
opportunity to put learning ahead of
engagement might be made easier by
the submission (or evidencing) of
learning. This might be the very thing
that allows you to measure the
engagement in the first place.

14.



As educators, we know that the
importance of collaborative learning can
never be understated and in traditional,
class based activity collaborative activities
will permeate every stage of learning;
from informal paired discussions to think-
pair-share activities and group projects.

LEARNING

STRATEGIES

When everyone is physically independent
in remote learning activity, however, the
more natural elements of collaborative
learning are not possible to engineer ad-
hoc – you can’t simply ask students  to
have some quick group chats when
everybody is in the same virtual space! 

"A successful collaborative group
activity allows learners to feel a sense
of community and provides learners
with an active role and responsibility,
which is shared among his or her
established groups. 

Online learners in well-designed
learning environments experience
meaningful learning, develop higher
order thinking, and begin to develop
an eLearning community where
collaborative group activities are
encouraged." [2]

There are some useful tools in the
Microsoft Office 365 package to support
collaborative learning, the core of these
being the Class Notebook embedded in
all Teams sites. The collaboration space
gives students a place where they can
work on projects together, aided by a
breakout video room if needed.

Importance of collaboration

[2] Reasons Why Collaborative Online Learning Activities Are Effective -
eLearning Industry 15.

Effective collaboration requires a bit more
thinking online then but it is essential to
regularly plan for these. Michael Higley
Director of Assessment  & Data observes:

https://elearningindustry.com/collaborative-online-learning-activities-reasons-effective


IMPORTANCE OF

COLLABORATION

There are also many useful third party
tools out there which can support
collaborative learning but ultimately the
important thing is to consider what you
would like to achieve from a learning
perspective before choosing a tool to
make this happen.

Considering how to deploy strategies such
as peer-assessment, team problem solving
and project based activities in the
framework of online learning is essential to
the wider progress of students and a core
employability skill – for further
support with this see the Support
and Resources section of this document or
contact the Learning Technology team.

16.

https://wiltshireac.sharepoint.com/sites/int-staff-lr


LEARNING

STRATEGIES

This can be written, audio-recorded
(Class Notebook has a quick and easy
audio/video recorder for this function)
or a 1:1 discussion. It can be helpful
to plan for a feedback schedule
alongside assessments.

[3] Shaping the future of FE Jisc report
[4] Hattie effect size list - 256 Influences Related To Achievement 17.

Feedback
Time and again when students are asked 
what we could improve about their online 
learning experience it is the quality and 
personalisation of feedback. 

This is borne out in our student surveys 
at Wiltshire College & University Centre 
and also externally – it is a theme of 
feedback that is consistently represented 
in the Shaping the future of FE Jisc 
report [3]. 

Feedback is an aspect of learning that is 
consistently high on John Hattie 
Professor of Education - Table of 
Effects [4], with an effect size of around 
0.7 (or roughly a grade and a half at GCSE) 
so getting it right is crucial.

As previously mentioned, taking 
advantage of tools such as self-marking 
quizzes or assessment rubric can make 
for quick and easy reference points for 
students to gauge their current 
understanding, but it is important to also 
ensure that students have more detailed 
and personalised feedback to support 
their ability to progress.

https://www.jisc.ac.uk/sites/default/files/shaping-the-digital-future-of-fe-and-skills-report.pdf
https://www.jisc.ac.uk/sites/default/files/shaping-the-digital-future-of-fe-and-skills-report.pdf
https://visible-learning.org/hattie-ranking-influences-effect-sizes-learning-achievement/
https://visible-learning.org/hattie-ranking-influences-effect-sizes-learning-achievement/


Consider and use feedback
mechanisms that allow you to be
efficient in your feedback but also
provides value for your students.

LEARNING

STRATEGIES

PRINCIPLES

Always consider the purpose 
and value in learning activities,
promoting learning as well    
as engagement.

Plan regular opportunities for
both detailed and personalised
feedback as well as more frequent
knowledge and learning checks.

18.



This is possibly the most divisive subject
in the realm of online learning, especially
given the sudden and mandated move to
remote learning during the 2020
pandemic. 

COMMUNICATION

AND CONFIDENCE

Cameras in class

We recognise that there are many
barriers to students turning and
keeping their cameras on such as a lack
of confidence, or sensitivity about the
environment in which they are working.

Therefore, it is the recommendation at
Wiltshire College that classes maintain a
’camera on’* policy during live video-
conferencing; barring accepted exceptions
at the discretion of the lecturer or assessor
running the class.

It may be that the lecturer or assessor
makes clear times when cameras
should be on (e.g. live delivery) and
times when they don’t need to be (e.g.
focused independent activity) but that
in general students should be visible to
the rest of the class.

It is also clear that being able to see
students is important for staff to gauge
learning and helps aid students in
collaboration as well as a sense of
‘belonging’’ in the class.

Developing the confidence and comfort
to always be engaged in the lesson in this
way is also an important step toward
progression and employability. 

18.

*This policy applies only to classroom
and group activities, not to 1:1 activity,
for which students should be advised
to turn cameras off, as per our
safeguarding guidance for home
learning.



CAMERAS 

IN CLASS

Valid reasons to not do so can be accepted
at the discretion of the lecturer or assessor
running the learning activity. But where
possible mitigation should be found to
support the switching on of cameras – e.g.
an image being used as a background if
students aren’t comfortable broadcasting
their surroundings, or strategies to
overcome confidence issues. 

One staff member had success with
encouraging students to turn on their
cameras, but asking them to display work
to the camera regularly and expecting
verbal interaction, with increasing amounts
of time spent ‘live’ building over time.

19.



Something that many students report
that they miss from classroom-based
learning is the opportunity to interact
more freely, both in terms of lesson
activities but also socially.

COMMUNICATION

AND CONFIDENCE

Creating the environment for communication  

A note of caution: though students have
the ability to call, chat or otherwise
communicate over College platforms such
as Teams in environments which cannot
always be observed, when you are
creating social spaces it is important to
monitor these spaces as well as you can.

Consider using chat functions, video
conferencing and tools such as OneNote
to offer spaces to students in which they
can engage in conversation as a class or
in small groups/1:1. 

Not all students will be comfortable
talking when the whole class is listening
so encourage this communication in small
group and paired activities.

In the same way that we wouldn’t allow
students to spend extended periods in
classes unsupervised it is important to
apply these same principles to any
practitioner-led communication spaces.

20.

Many classroom teachers are now
responding to this by offering wider
opportunities for students to engage in
non-led conversation or just providing
controlled spaces for conversation,
either during activity, during lesson
breaks or before/after sessions.



COMMUNICATION

AND CONFIDENCE

Accessibility
It is important that all online resources 
are accessible, particularly as they now fall 
under the Public Sector Bodies
(Websites and Mobile Applications)
(No. 2) Accessibility Regulations
2018 [6] 

This means we have a statutory duty
to make our content and design clear 
and simple enough so that most
people can use it without needing to 
adapt it, while supporting those who
do need to make adapations. 

The Microsoft Office 365 suite contains 
many tools to aide this – such as the 
Immersive Reader and Live Captions
for video conferencing – and these 
should be used where appropriate. 

We should also be creating resources 
which follow accessible design standards 
by default, rather than asking students and 
staff to seek additional accessibility tools to 
engage with them.

21.

SCULPT is a handy acronym and brief set 
of explanations that neatly cover the key 
areas of accessible, compliant content 
creation. Aimed at everyone who drafts 
documents this is both online and 
elsewhere. You can find more information 
using this article: How to check your 
website accessibility using SCULPT [7]

SCULPT stands for:

Structure (use heading styles)
Colour and contrast
Use of images
Links (hyperlinks)
Plain English
Table structure

[6] Accessibility Regulations 2018
[7] How to check your website accessibility using SCULPT

https://www.lexdis.org.uk/digital-accessibility/digital-accessibility-regulations/intro-accessibility-regulations/#:~:text=Introduction%20to%20the%20Public%20Sector%20Bodies%20%28Websites%20and,accessible%2C%20and%2C%20where%20appropriate%2C%20...%20More%20items...%20
https://www.lexdis.org.uk/digital-accessibility/digital-accessibility-regulations/intro-accessibility-regulations/#:~:text=Introduction%20to%20the%20Public%20Sector%20Bodies%20%28Websites%20and,accessible%2C%20and%2C%20where%20appropriate%2C%20...%20More%20items...%20
https://abilitynet.org.uk/news-blogs/how-check-your-website-accessibility-using-sculpt
https://abilitynet.org.uk/news-blogs/how-check-your-website-accessibility-using-sculpt


Ensure that all online materials and
activities are accessible to all
students, using accessibility tools
and directed support to ensure that
all students can access learning.

COMMUNICATION

AND CONFIDENCE

PRINCIPLES

If students are uncomfortable
turning on their cameras,
strategies should be in place to
support this development.

Lessons should maintain a
‘camera on’ policy unless valid
exception is given.

22.



SUPPORT AND

RESOURCES 

There is a huge amount of support, training and guidance to help 
teachers to deliver remotely and a selection of these are below. Please 
also remember that we have a dedicated Learning Technologies team  
 at the College to offer training and 1:1 support where needed. 

To access this support please complete the training request form.

Wiltshire College & University Centre Accessibility Guides:
Staff Room - Accessibility Tools

Learning Technologies Accessibility Webinars:

Accessibility tools to enhance teaching and learning webinar 

Accessibility workshop webinar 

Microsoft Accessibility Guides:
Microsoft Accessibility Tools 

Microsoft Educator Community & Training:
Microsoft Educator Community 

Accessibility Fundamentals:

Accessibility Fundamentals Overview

23.

https://forms.office.com/Pages/ResponsePage.aspx?id=pGwidlPMa0uPh9ONjnD1TQZSRydWTZlJtaYowHZtk_ZUNlJMS0dIRENXTVJEQlQ0RVBGSjVGTEwzWiQlQCN0PWcu
https://wiltshireac.sharepoint.com/sites/int-staff-lr/SitePages/Training-Accessibility-Tools.aspx
https://web.microsoftstream.com/video/b5b02378-cad9-4633-954e-3ae129a1eaf3
https://web.microsoftstream.com/video/2c6d4344-abcf-40f3-a111-38e3ff523f5f
https://www.microsoft.com/en-gb/trust-center/compliance/accessibility
https://education.microsoft.com/en-us
https://docs.microsoft.com/en-us/learn/paths/accessibility-fundamentals/#:~:text=Accessibility%20fundamentals.%20Technology%20can%20empower%20people%20to%20achieve,every%20organization%20on%20the%20planet%20to%20achieve%20more.


APPROVED SYSTEMS

AT THE COLLEGE 

The college has a range of approved systems and
services for use in the delivery of teaching and
learning online, each of which has been assessed
and authorised for compliance with GDPR and
eSafety policies. A list of approved services is
available to view here:

Staff should not communicate with students or
store College/student files in unapproved
systems. This is referenced in both the
Acceptable Use Policy and Safeguarding Policy. 

24.

College Approved Systems - SharePoint 

Examples of unapproved systems include
WhatsApp, Google Drive, DropBox and Zoom. 

If you are aware of an unapproved system being
used please contact the Safeguarding Team and
Data Protection Focus group

https://wiltshireac.sharepoint.com/sites/int-staff/SitePages/College-Approved-Links.aspx
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