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About This Manual

Welcome to the JSC OER Teachers’ Guide. The Commonwealth of Learning 
(COL) Open Schools Initiative launched an Open Educational Resources (OER) 
Project to provide materials under the Creative Commons license agreement 
(see copyright page) to support independent study in 20 specially selected 
secondary school subjects. This JSC OER Teachers’ Guide has been developed 
to guide teachers/instructors on how to use the Open Educational Resources 
(OER) in five of these courses.

Open Educational Resources are free to use and increase accessibility to 
education. The materials discussed in this guide are accessible for use in 
six countries: Namibia, Botswana, India, Lesotho, Trinidad & Tobago, and 
Seychelles. Other interested parties are invited to use the materials, but some 
contextual adaptation might be needed to maximise their benefits in different 
countries.

The content in this guide is divided into three parts:

Part 1: An Overview of Distance Learning Techniques

This part discusses different ways of teaching and learning at a distance.

Part 2: Background

This part will give you a general introduction to distance learning and 
the purpose of this manual.

Part 3: An Overview of OER Materials

This part is divided into different sections, each discussing subject-
specific information.

Section 1:  focus on the use of the English Open Educational 
Resources (OER).

Section 2:  focus on the use of the Entrepreneurship Open 
Educational Resources (OER).

Section 3:  focus on the use of the Geography Open Educational 
Resources (OER).
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Section 4:  focus on the use of the Life Science Open Educational 
Resources (OER).

Section 5:  focus on the use of the Physical Science Open 
Educational Resources (OER).

We hope that you will find the content of this guide useful.
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Preface

“What do I know about open education resources and distance learning?” I 
asked myself as I sat down to assemble some key ideas for teachers who work in 
places I have neither seen nor even know much about.

Then I realised: “I know that both of these things are keys to educational 
change and social reform on a global scale.”

I contemplated the sheer magnitude of what we as educators face in the 
world today. It can be overwhelming in so many ways. But this is a simple 
educational guide and not a manifesto, I told myself. Still, I cannot separate 
the writing of this work from the purpose at the heart of it: The importance of 
freely sharing information, of engaging in collaboration without being bound 
by borders, and of helping to reach learners who have until now been limited 
by a range of problems, from meeting their basic living needs to having basic 
access to education.

In recent years, rapid technological change has greatly affected the larger 
social and cultural context. Technological advancement has become a 
dominant theme in education, in spite of a systemic hesitancy to embrace that 
which might be transient or unproven in application. Initially, technology 
dominated and, perhaps, distracted conversations about learning. Recently, it 
has become pervasive to the point of acceptance. As a result, it is being pushed 
out of the spotlight of educational dialogue; a necessary and important shift 
to “how we teach and learn” through technology is the new focus. From this 
shift, a vision for what is being hailed as “21st-century learning” has emerged.

What exactly is 21st-century learning? The simple answer would be to say that 
it is what we have now and what we will have going forward. But that would 
be inaccurate on two counts: We have not arrived at where we want to be, and 
when we get there, we will most certainly not stop and believe our work to be 
finished. At the time of writing, 21st-century learning remains an expressed 
ideal, a vision for the decades ahead of us, rooted in significant and systemic 
change in educational practice.

At the heart of the vision is the need to educate citizens so that all may thrive 
in a knowledge-based society. Education must be personal and global at the 
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same time — learners need to be able to develop a unique path of learning that 
will suit their needs, interests and context while obtaining the skills that will 
allow them to engage in and contribute to a new collaborative social order.

For this vision to be realised, the roles of both teachers and learners must 
change. What is learned needs to become less important than how or why it is 
learned; knowledge acquisition needs to move in the direction of discovered, 
shared and created content; learning assessments need to effectively map the 
journey of learning, and not just final outcomes.

Above all, through personalised learning, we must promote unique learner 
paths that are relevant, motivating and engaging, and that extend beyond the 
real and mediated walls of both traditional and virtual classrooms.

And here is where we begin. How is this to be done?

It is widely accepted in the field of distance learning that how we teach 
students who are in a face-to-face setting only part of the time, rarely or not 
at all requires unique considerations and alternative approaches. Some of 
these instructional approaches are the foundation of this particular guide. 
On a broader scale, a significant shift in educational thinking is leading to a 
re-examination of instructional practices in all contexts. Not surprisingly, the 
shift to personalised learning embraces many approaches that first emerged 
in distance learning contexts. The convergence of best practices in education 
depends on the acceptance of distance learning as a viable and important 
contributor in educational change. At the same time, distance education 
must also draw from what is developing in traditional settings. It is a different 
educational world from the one we used to know. Separation and isolation in 
practice will only create weakness going forward.

The role of the teacher as the centre of information, the “sage on the stage,” 
the control centre of learning, is becoming untenable in any educational 
setting. On the heels of an information explosion and technological 
advancements, teachers can no longer fill the role of expert. The demands 
of trying to stay in this position, meeting the needs of all learners while 
managing increasing complexity in educational delivery are impossible tasks. 
The practice of knowing, telling and controlling must come to an end.

Increasingly, disillusioned learners are customising their own paths of 
learning away from school or through distance learning options. The 
migration of students towards online learning is particularly disruptive to 
traditional schooling; however, it is an empty promise unless it can deliver a 
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rich, personalised and engaging educational experience. As greater value is 
placed on the ability of teachers to stimulate learning by way of facilitation, 
coaching, mentoring, modelling and inspiring, the roles of distance learning 
teachers and traditional classroom teachers will merge into blended models 
that emphasise connected, personalised learning.

How to use this guide
In order to apply new pedagogical approaches, teachers need an 
understanding of the underlying principles of teaching and learning in a 
distance learning context.

Throughout the guide, the term “teacher/instructor” has been used for 
ease and consistency. The role of the teacher and the role of the instructor 
are different in subtle but important ways. We have used the dual term to 
emphasise that the information in this guide is applicable to both roles. Please 
note that depending on the institutional or regional context, this term may be 
replaced with any other similar role description such as tutor or facilitator.

The first part of the guide examines various delivery modes of distance 
learning, including blended learning which combines face-to-face and 
distance learning. 

The second part of this guide provides an overview for teachers who are new 
to distance teaching, as well as an integrated view that will help face-to-
face teachers and distance teachers in the new contexts of education — the 
convergence of face-to-face and distance learning and the emergence of 
blended models. No matter what the delivery approach or context, this guide 
should contain something useful for those seeking to develop unique teaching 
strategies found in distance learning.

The third part of the guide takes you through some distance learning modules 
to familiarise you with their organisation and use.
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SECTION 1 
Open Education Resources and 
Distance Learning

1.0 Introduction
This section focuses on Open Education Resources (OER), so it seems 
appropriate to draw on open source information to provide a working 
definition of what an OER is. According to Wikipedia, an online source 
where information is written, revised and shared collaboratively, 
OER are essentially learning materials that are freely available in the 
public domain, or that have been licensed for use through copyright 
permissions established by the Creative Commons. They may be used in 
any educational setting, and many are purposely designed and intended 
for distance learning. In addition, they are available free of charge.

Distance learning currently refers to students working at any distance 
from the institution that is co-ordinating their learning and using some 
kind of mediated instruction for a significant part of their learning. 
These students rarely have much in common. For example, they may 
differ in age, location or motivation. Distance learning therefore 
requires different approaches from those found in traditional, face-to-
face settings where students tend to be grouped according to similarities, 
most often by age or grade.

2.0 Key attributes of OER delivery and 
 distance learning

Distance learning has three core attributes: Accessibility, Flexibility 
and Scalability. The inclusive nature of these attributes adds great 
diversity to learner groups. As a natural result, a student-centred or 
customised approach responds to unique student needs. Customisation 
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initially developed out of necessity, as the distance learning students 
were working in many different circumstances. The instruction was 
standard for all, but how each student worked with the instructional 
material was supported individually. With the addition of teachers/
instructors to the distance education model, the existing customisation 
of learning creates a natural springboard for instructional shifts towards 
personalised learning, where the teacher/instructor can change and 
adapt the instructional material for individual learners. The promise of 
OER is that unique learning materials will be made available on demand 
to unique learners. Some distance learning teachers/instructors describe 
this new work as creating “two hundred classes of one student.” This gets 
at the notion of supporting individual learners in a truly personalised 
learning experience.

2.1 Accessibility
Access to education remains a fundamental value of distance learning. 
Accessibility is lacking when learners cannot attend an education centre 
for instruction; it is also lacking when learners cannot participate in 
an educational experience, however it is offered. A primary strength of 
open and distance learning is its ability to bring education and training 
to distributed and isolated groups of people. Using print and other 
media for delivery, the old schoolhouse has been extended to include 
vast populations of disadvantaged learners in remote areas of the world. 
With the Internet now providing a global gateway to information, 
accessibility now means giving learners, in regions that have Internet, 
access to specialised content or content of interest from sources beyond 
the local school or community. This is particularly true for rural 
learners. In urban centres, learners are no longer bound by school walls 
and are choosing to learn via distance education delivery in order to 
customise and enrich their learning experiences. The availability of free 
course content through iTunes University is just one example of open 
access. Increasingly, post-secondary institutions are making their course 
contents available to anyone. The formal credentialing of learning is 
rapidly being separated from access.

2.2 Flexibility
Successful distance learning requires flexible programme delivery. 
Distance learners typically have other commitments such as work, 
family or other schooling in addition to a full spectrum of learning 
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needs. Local schools may have time, age or programme restrictions that 
prevent some learners from attending them. In K–12, distance learning 
typically serves a broader clientele than just school-age learners: those 
returning to school after having dropped out; those who are seeking a 
high school education but are not “age-appropriate” for the traditional 
classroom; those upgrading past courses or certification; those dealing 
with health and wellness issues; those disenfranchised with the 
traditional school system; or those who wish to work at their own pace, 
either faster or slower, depending on other commitments and needs. 
This is not a complete list, but it does paint a compelling picture of the 
need for individualised, customised approaches for the inclusion of all 
learners. In North America, thousands of learners take online courses as 
part of their secondary school education. The flexibility of working away 
from rows of desks in a confined space at a specific time has attracted 
many students to the distance learning experience.

2.3 Scalability
Scalability is often misunderstood. It is too frequently seen as a means 
of providing cheaper education to a greater number of people. In the 
reality of some contexts, being able to reach much of the population 
is an immediate and pressing concern. Distance learning offers a 
solution for providing cost-effective education to thousands worldwide, 
harnessing the power of print distribution, broadcast technology and, 
more recently, online learning. In the traditional school system, the 
primary variables are fixed. Simply put, more students cost more money: 
more students need more teachers/instructors, more classrooms, more 
schools, and so on. In recent years, rising costs and economic pressures 
have eroded student services. Fixed systems, attempting to do more 
with less money, can barely sustain an infrastructure. Distance learning 
can certainly provide a more cost-effective delivery, but it is critical that 
it is not viewed as a way to simply save money by reducing teachers/
instructors. If anything, greater support can be afforded by the savings 
gained in moving away from funding a fixed infrastructure to funding 
dynamic instruction.

2.4 Student-centred learning
With accessibility, flexibility and scalability as three core attributes of a 
distance learning model, how does student-centred learning work?
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Rather ironically, the key to student-centred learning lies in the 
instructional approach. Access to flexible education delivery led to 
the development of individualised learning using standard means of 
instruction. For example, correspondence courses have to be written 
in a style that suggests a teacher’s/instructor’s voice to compensate for 
the physical absence of a teacher/instructor; at the same time, every 
student receives the same content. This instructional design points 
to the greatest weakness of some forms of distance learning: In the 
absence of teacher/instructor interactions, personalised learning is also 
absent, even though the delivery model affords individual accessibility, 
flexibility and scalability. Further, with distance learning, a teacher/
instructor can become disengaged and allow the course materials to 
do all the teaching for them. In fairness, this can also be said of the 
traditional classroom delivery model. In a traditional class with a 
teacher/instructor, if there is no engagement with learning on the 
part of the teacher/instructor or the learner, there is no personalised 
learning.

Between distance learning and traditional classroom learning, distance 
learning has had the greater chance to seize an opportunity to offer 
personalised learning. Because the students are typically physically 
and geographically separated from the teacher/instructor and are often 
working at their own pace, you must make a real effort to reach out, or 
your learners will simply disappear. In correspondence education during 
the past century, the lack of student engagement due to limited teacher/
instructor communication led to very low course completion rates. 
Fortunately, the introduction and use of interactive technologies has 
changed this to the point where distance programmes that emphasise 
student support have course completion rates similar to, or better than, 
those of traditional face-to-face schools.

Student-centred learning is at the heart of personalised learning and 
21st-century educational ideals. The success of this learning approach 
has much to do with the teacher/instructor, whose changing role 
will support both the change and the development of new learning. 
The classroom teacher/instructor and the distance learning teacher/
instructor must become facilitators of learning. Coming from different 
places and approaches, they must converge in the middle with shared, 
best and promising practices.
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3.0 Key approaches in OER delivery and 
 distance learning

3.1 Synchronous and asynchronous delivery
Synchronous and asynchronous delivery are two types of delivery 
modes in distance learning that govern the immediacy of the instructional 
cycle. Synchronous delivery is where the teacher/instructor and learner 
engage in direct communication, whether the communication is face-to-
face (physically present with each other) or mediated through some form 
of communication device. Asynchronous delivery is where the teacher/
instructor and learner communicate indirectly and at different times from 
each other. Synchronous delivery contributes to the learning experience 
by bringing additional dimensions and dialogue to the knowledge-
building process, whereas asynchronous learning can develop deep 
reflection and alleviate the stress of timed responses.

3.2 Paced and self-paced delivery
Paced and self-paced delivery are two additional delivery options 
found in distance learning. Paced learning is where the teacher/
instructor and/or learner decide on a schedule and use time variables to 
plan and work through the course material. Typically, paced learning has 
a fixed starting and ending point and is applied to a group or learning 
cohort. Flexibility may be offered within the start and end points.

Self-paced learners can begin a course when it suits them and complete a 
course according to their own schedule. You as the teacher/instructor may or 
may not have input into deciding the course schedule. Self-paced learning is 
also less likely to have a fixed start or finish date, beyond a loose framework 
set out by policy or institutional registration protocols. However, if self-paced 
learning lacks too much structure, it is at risk of becoming “no pace” and 
learners will not complete their course successfully. While learners work 
independently of each other, they should still be connected to you and the 
institution co-ordinating their learning.

It is important to note that most distance education models do not fall 
neatly into either synchronous or asynchronous delivery, or paced or self-
paced delivery. Many programmes and courses use a combination of these 
delivery types, even for the most detailed level of a topic or lesson. With a 
learner-centred approach there is no reliance on a singular delivery method.
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SECTION 2 
Three OER Delivery Approaches

1.0 Introduction
Three OER delivery approaches have been outlined in this guide and it 
could be argued that additional approaches or variations of these three 
could also be included. For simplicity, the three approaches outlined will 
be explained to illustrate their similarities and differences and to show a 
progression in distance learning that runs in tandem with technological 
advancements. In essence, it does not matter if the classifications are 
right, or even all-inclusive. The most important thing is that distance 
learning can be seen as having evolved along a continuum. All three 
approaches are still valid and still in use, even as the nature and use of 
technology continue to change.

2.0 Distance delivery
In this guide, distance delivery refers to an educational context 
where the teacher/instructor is rarely or never physically present with 
the learner. It refers to a primarily print-based delivery model with 
multimedia resources made available to learners as optional enrichment 
and knowledge-building tools.

Distance learning, as described in the preceding section, has 
traditionally been self-paced and asynchronous. To date, this earliest 
of the three models has not been replaced by newer approaches; 
however, many distance learning institutions have expanded to offer 
various forms of online learning along with traditional correspondence 
methods. In the traditional delivery model of correspondence, some 
contexts have established ways of giving greater learner support. This 
has been done by providing classroom support and supplementary 
media resources and placing a greater emphasis on one-to-one 
communications between you as the teacher/instructor and the learner. 
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The increased contact and support address concerns about the isolation 
of learners and bring them closer to attaining the depth and breadth of 
knowledge that is difficult to acquire when learning alone.

In its weakest form, distance learning can be limited in terms of 
communications, even though it offers the most learner independence. 
Because the learner is alone, he or she will not have the opportunity to 
form any meaningful connections with you or his or her fellow students. 
Nonetheless, distance delivery continues to provide significant access for 
regions and countries where the technological infrastructure does not 
support other methods. Further, OER are scalable without significantly 
increasing their costs, although scalability can be viewed as a threat 
when interpreted as a means of enrolling more students with fewer 
teachers/instructors. Beyond the reality of some contexts that require 
scalable distance learning to simply allow people to learn, scalability 
may also offer an opportunity for teachers/instructors to engage in a 
greater degree of facilitation by reducing the volume of content marking 
and replacing it with engaging exchanges with the learner.

3.0 Online delivery
In this guide, online delivery refers to an educational context where 
the teacher/instructor is rarely or never physically present with the 
learner but where both synchronous and asynchronous approaches are 
used through a Web-based multimedia environment.

Online delivery has emerged from two sources: distance learning and 
computer-assisted instruction (CAI). Early online delivery arising 
from distance education was largely asynchronous, and frequently 
offered a digitised version of what had previously been offered through 
print correspondence. Early online delivery from computer-assisted 
instruction began as “course-in-a-box” offerings, but eventually 
expanded to Web-based versions of the instructional resources formerly 
accessed through Local Area Networks or on CD-ROM. In both cases, the 
instructional component remained embedded in the content, leaving 
the learning individualised but not personalised.

The promise of online learning was quickly compromised by limitations 
on access to technology and bandwidth. These issues still prevail in 
many educational contexts. Additionally, the online world requires 
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an entirely new set of skills for both teachers/instructors and learners 
so that they can succeed in a mediated environment. But while the 
challenges of working online may initially be great, the opportunity 
for communication also increases dramatically. The flexibility of Web-
based course delivery and the dynamic nature of information change 
the teacher/instructor-learner relationship. The distance or CAI models 
should not be simply replicated in the online environment.

4.0 Blended classroom delivery
In this guide, blended classroom delivery refers to an educational 
context where you are face-to-face with the learners for most of the time 
but the learners also learn through a virtual medium for some of the time.

Blended classroom delivery currently sits on a rather messy continuum 
— blending can be done through a primarily online approach that offers 
occasional face-to-face sessions; it can be done through a flexible mix 
of part-time physical presence in the classroom with remote work; and 
it can be used to supplement a classroom environment with OER and 
virtual classrooms. But the true blended classroom is one that leverages 
the strengths of the distance and face-to-face environments, and is 
founded on emerging 21st-century research and practice.

Blended learning (also known as hybrid learning) might be 
described as the combining or mixing of learning environments and 
approaches. Early versions of blended learning resemble two separate 
delivery models stuck together rather than a blend of both. Getting 
past the practices that characterise two different delivery systems to 
create a new practice for a new system is a huge step. Moreover, there is 
considerable reluctance from educators in both traditional and distance 
education settings to abandon the status quo. Some of the elements 
of distance and online learning apply to blended learning, but new 
approaches that define blended learning as a new and distinct delivery 
model will certainly emerge. Blended learning requires the blending 
of instructional practice, which can be done using several variables: 
blending the use of technology, blending face-to-face and online 
time, blending the locations of learning, blending the participants 
and changing the definition of a class, blending teaching approaches, 
blending learning and assessment activities, and blending the roles of all 
involved in the learning experience.
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Blended learning is the relative newcomer to distance delivery models. 
It currently has many faces and is a “catch-all” for any combination 
of online and face-to-face learning imaginable. Blended learning is 
not online educational delivery for learners physically gathered in a 
common location, but neither is it continuing the classroom tradition 
of teacher/instructor-centred learning with the addition of some 
technology. In fact, the physical location of the learners and technology 
are not the deciding variables.

5.0 Evolution of open and distance learning
Before going further, a short review of the evolution of open and 
distance learning may be helpful in order to understand where we have 
come from and where we are going.

Early distance education models used technology to describe distance 
learning approaches. Garrison and Anderson (2000) outlined four 
generations of distance learning delivery with each generation 
largely defined by its use of the available technology. But if we look 
past descriptions of technology, we will see that each of those four 
generations points to increasing levels of learner interaction and 
participation.

The four generations identified are as follows: first-generation distance 
learning is primarily print-based correspondence, delivered by a postal 
system, and is largely learner-independent; second-generation distance 
learning uses mass media such as broadcast television and radio and 
adds direct, one-way communication with learners; third-generation 
distance learning introduces a range of interactive technologies — text, 
audio, video and mediated conferencing using both synchronous 
and asynchronous communication. At the time of writing, the fourth 
generation of distance delivery seems to be moving towards using 
Web 2.0 applications, known as semantic or “intelligent” applications. 
The recent invention of cloud computing could support this, but the 
lack of a consistent technological base in current networked computing 
marks a change from the clear sequence of the first three generations. 
We are moving in a very new direction.

As advances in technology made one-to-one and group interactions 
possible, learning theory in distance education moved along a parallel, 
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albeit somewhat reluctant, path. A group of learning theorists known 
as cognitive behaviourists had influenced the highly individualised 
design of learning in early distance learning. Their work influenced 
what is known in distance education as the instructional voice, 
which is the ability of a pre-made curriculum “to teach” through careful 
instructional design and presentation of content. The advancements 
in technology changed how teachers/instructors and learners could 
communicate and opened many doors to new experiences. Social 
constructivist learning theory took form in the importance of 
relationships and discovery in learning, and signalled the shift from 
teacher-/instructor- (or content-) dominated learning.

Early in the 21st century, technology advanced to the point of being a 
secondary concern in distance learning — that is, the focus in distance 
learning shifted from the importance of tools to the importance of 
learning and instructional approaches. At time of writing, what is 
known as connectivist theory is gaining considerable interest and 
momentum. At the heart of this theory is the notion that learning is 
no longer a solitary or individual action. Further, access to new tools 
changes how we experience the way we live and work with each other.

Connectivism is a relatively new theory that considers learning in the 
context of the digital age. With technology reaching the point of being 
ubiquitous and information available in quantities that can no longer 
be humanly fathomed or retained, the social connection of learning 
and learner management of information have both gained prominence 
in education. With the proliferation of technology, it makes no sense 
for learners to engage in endless gatherings and endless memorising 
of content. Building on earlier learning theory, connectivism adds 
individual learning currency through the creation of meaningful, 
personal networks.
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SECTION 3  
The Role of the Distance Learning 
Teacher/Instructor

1.0 Introduction
In both distance learning and traditional classrooms, learners may 
be content with superficial learning. For some, it is the only type of 
education they have ever known. These learners work to complete 
measurable tasks, collect facts and regurgitate facts on assignments and 
tests. The focus is on content and teacher/instructor direction, and the 
emphasis is on learning as a means to an end, such as a high final mark. 
Teacher/instructor facilitation (or a lack of it) can perpetuate superficial 
learning. Fortunately, good teacher/instructor facilitation moves 
learners to explore deeper learning with knowledge acquisition.

Your role as the teacher/instructor needs to shift from content 
dispensing and evaluating to designing meaningful learning 
opportunities and working with new ways of communicating with 
learners. In the context of open and distance learning, this means 
that you need to become a very skilled facilitator who can work with a 
variety, and even assorted blends, of instructional media.

In the delivery of an educational programme, learner support services 
provided by a teacher/instructor might be separated into three 
categories: administrative support, personal support and 
academic support. These three categories are by no means balanced, 
and are not expected to be balanced. They vary from learner to learner, 
from class to class and from delivery method to delivery method. The 
primary focus of the teacher/instructor is academic support, but you 
will frequently also give students administrative support and personal 
support, which can affect students in very positive or negative ways.
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Administrative support is a broad category that includes everything 
from communicating an institutional policy to a student (for 
example, what steps to take to arrange an external examination), to 
troubleshooting course difficulties that a student is having (for example, 
the student cannot find certain online content) and so forth. The 
amount of administrative support work that teachers/instructors must 
do seems to increase commensurately with the level of technology in 
course delivery.

Distance delivery tends to require less administrative support. If an 
institution is well organised for registration, material distribution and 
final course completion, you may find that students need very little 
administrative support. You may find that common questions around 
course pacing, testing, value of work or assignment outcomes are the 
only issues that require consistent attention.

Blended classroom delivery requires more administrative support 
than distance delivery. Here, the teacher/instructor must manage the 
physical classroom and also ensure that access to the online tools and/
or environments are in place for the students. The introduction of 
technology into the classroom learning environment currently adds to 
the administrative burden of teachers/instructors. When students are 
working with technology, you may frequently find that you must tend 
to on-the-spot issues with passwords, file upload problems and a variety 
of other minor technical issues that arise during the teaching period. 
Overall, the general complexity of managing a variety of tools with a 
variety of learners working both in and away from a classroom can be 
quite demanding, particularly at the start of a course when students and 
teachers/instructors are not yet familiar with the processes and are new 
to the experience as a whole.

Online delivery is likely the most labour-intensive in terms of 
administrative support. Until technology becomes more intuitive 
and consolidated, the administrative tasks associated with managing 
students in an online environment while also establishing and 
maintaining a tangible teacher/instructor presence will remain 
significant. Where a blended delivery teacher/instructor can turn to a 
face-to-face lesson in the event of a problem or disruption, connectivity 
is the lifeline of the online teacher/instructor. To ensure all students 
can access classes regardless of their locations, to resolve all their 
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problems remotely and to manage their individual learning in a virtual 
environment requires considerable organisation and attention to 
administrative support details at all times.

In summary, administrative support by teachers/instructors is directly 
affected by the complexity of the learning environment. In many 
instances, you will not have the option of seeking help from a technical 
person or other employee. Administrative support issues also tend to be 
highly time-sensitive. It is well documented that distance learners are 
greatly at risk of dropping a course, particularly in its early stages, if an 
administrative issue arises and is not resolved. The learning experience, 
even if a course is completed successfully, may not be perceived as 
positive if a learner was unable to effectively navigate through a course 
without considerable independent problem-solving and had to fend 
for him- or herself in order to finish. Teachers/instructors entering into 
distance learning delivery might consider the following:

•	 Teachers/instructors are a learner’s primary contact, but are initially 
invisible to the learner. Teachers/instructors need to reach out to 
learners to establish contact and a presence at the outset of a course.

•	 While administrative support work might be seen as work outside 
of teaching, it is important to remember that a learner who hits an 
obstacle cannot learn. A teacher/instructor might view this virtual 
problem as similar to being inside a traditional classroom while the 
learner is locked outside and has no key.

•	 A positive relationship is created when teachers/instructors can 
resolve minor obstacles quickly and appear to be helpful and 
resourceful. Teachers/instructors report incredible positive responses 
to simple gestures of reaching out to learners.

•	 Teachers/instructors will find patterns of common problems. 
Preparing a few stock email responses or a list of FAQs will ease the 
burden of having to repeatedly answer the same questions. Not only 
will the teacher/instructor save time, the learners will receive prompt 
answers to their questions.

Personal support from teachers/instructors is not intended to take 
the place of other student services such as counselling or advisement. 
Nonetheless, teachers/instructors may find that students seek their 
help and advice on matters that are affecting their life and schooling. 
Depending on institutional policy, teachers/instructors need to be clear 
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about what level of personal support they are expected or permitted 
to provide. This is determined by institutional policy, and you should 
familiarise yourself with the boundaries before the course begins.

The teacher/instructor is often the first person of trust that a learner 
encounters. When a relationship or connection is established, the 
learner may begin to feel comfortable talking to you about personal 
matters. Personal matters should be dealt with by the appropriate 
professionals, and students must understand and respect teacher/
instructor boundaries. (The boundaries of the teacher/instructor role 
will vary from region to region.) Because distance learners are not in 
a traditional face-to-face environment they may be more inclined to 
divulge very personal information. This tendency is also common in 
social media, where individuals will disclose extensive personal details 
that they would not dream of revealing in person.

Distance teachers/instructors will occasionally receive work from a 
learner that is written as a “call for help.” Responses to certain questions 
can reveal a lot about a learner’s state of mind, and as distance learners 
are more likely to be physically isolated, they may try to gain help or 
attention through you as potentially their only source of trusted 
communication. More often — and more appropriately — you will be 
asked questions about personal timelines, or receive information from 
a student about a personal problem that is interfering with his or her 
course progress.

Blended classroom teachers/instructors are familiar with some level 
of personal support for learners in a classroom setting. However, the 
introduction of an online environment presents new challenges. 
Students may not behave the same in an online context as they do in 
a face-to-face setting. Further, learners who are in a blended classroom 
may not be familiar with how to behave online. As a blended teacher/
instructor, you will need to set out clear expectations and standards for 
learners who are working in two parallel environments.

Online teachers/instructors must also support learners to help them 
progress. Online teachers/instructors, like their distance education 
colleagues, are disadvantaged by significantly less face-to-face 
contact with their students. Further, face-to-face communication in a 
mediated environment is not the same as physical face-to-face contact. 
Limitations of view restrict the full impact of non-verbal information 
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that one gets from direct physical contact. However, if you use a variety 
of media for communication, you will develop a broad knowledge of the 
individual students and their unique circumstances. Relying on only 
one form of communication will result in your having a very narrow 
view of the distance learner, so it is crucial to use a variety of tools 
wherever they are available.

In summary, personal support for students that is specific to their 
progress in the course is typically handled by the teacher/instructor. 
Teachers/instructors moving into an online environment should be 
mindful of the following:

•	 Teachers/instructors should understand how learners communicate 
in the online environment. The ability to email others directly and 
to be online 24/7 changes learner interactions. Discussion forums or 
chat rooms need to be monitored regularly by the teacher/instructor 
and/or appointed peer leaders.

•	 Teachers/instructors can use the online environment to track and 
retain data. Records of past assignments, marks, deleted postings, 
emails, log-in information and many other things can be reviewed 
using learning management systems (LMS). Any online presence 
leaves digital footprints that can give a teacher/instructor a lot of 
information about learners’ progress, activity and behaviour.

•	 Teachers/instructors need to set the standard and model the 
behaviour expected in the online environment. Learners may need 
to be reminded to use more formal messaging online when working 
with a teacher/instructor and classmates than they use with friends.

•	 Teachers/instructors should refer personal matters not related to 
course progress to the appropriate department or support personnel. 
Teachers/instructors and students must be aware of these personal 
boundaries but the onus is on the teacher/instructor to direct the 
student and take responsibility for establishing and maintaining an 
appropriate learning experience.

Academic support is the main focus of your role as the teacher/
instructor. While you lead the learner in a linear fashion from the 
beginning to the end of a course, academic support is provided in an 
individualised, non-linear fashion. When academic support moves 
from perpetuating “surface” knowledge delivery to “deep” knowledge 
acquisition, learners become engaged in activities that include choosing 



18 OER FOR OPEN SCHOOLING TEACHERS’ GUIDE

what to study, reflecting on what they learn or discover, applying 
their knowledge to real-life experiences, creating and expressing their 
understanding of information, and collaborating with others to expand 
their perspectives and views. These are only a few of the benefits of 
personalised learning that can come from distance learning with an 
actively involved teacher/instructor.

In distance, online and blended delivery, academic support can be 
broken down into four key areas:

•	 Facilitating

•	 Sustaining

•	 Assessing

•	 Managing

Facilitating is the instructional work of the teacher/instructor that 
might be described as guiding, enabling, coaching, mentoring, 
inspiring, enlightening, enquiring, etc. Facilitating helps learners 
acquire the knowledge and skills of a discipline and encourages them to 
look more deeply into how they can apply what they learn. When this 
stage is personalised, the learner will see the relevance of what he or she 
is learning and will attribute a sense of value and meaning to it. Even in 
a course delivery model that is highly content based, you can transform 
the learning experience by changing the way in which the learner works 
with the prescribed content. This cannot be overemphasised. It is a form 
of empowerment for both you and the learner.

Sustaining is the supporting work of the teacher/instructor that keeps 
learners engaged and fosters commitment and motivation. It requires 
dedicated effort in distance education where you are not physically 
present with the learner. The most important method of sustaining 
learners is through meaningful and constant feedback about their 
learning. You also engage in content direction, monitoring and 
personalised communication.

Assessing is the evaluating work of the teacher/instructor. Through 
assessment, you and the learner discover what the learner knows and is 
learning. Assessment, on a broader scale, also meets institutional and 
societal requirements, by ensuring that what learners know and are 
learning meets specific standards.
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Managing is the academic administrative work of the teacher/
instructor. In distance education, and online learning in particular, a 
great deal of academic administrative work is required in order to keep 
the information and progress of a student organised.

These four key areas, along with teacher/instructor facilitation 
guidelines, will be explored in detail in Sections 4–6.

2.0 Striving for learner success

2.1 What works in distance learning?
Educational practice in distance learning is an evolving field. The North 
American Council for Online Learning (NACOL) has written a series 
of papers that examine instructional practices in online learning. One 
of the key themes noted is that many approaches and strategies have 
emerged in 21st-century learning and it is very difficult to state which 
are best. Moreover, many approaches may disappear altogether, be 
adapted or be replaced over time.

In distance learning, you as teacher/instructor will find it rewarding to 
uphold a learner-centred approach, no matter what delivery method 
or technology is used. A learner-centred approach takes the emphasis 
away from you and the teaching, and shifts the emphasis to what the 
student seeks to learn, and is able to do and interested in doing. You, the 
teacher/instructor, become the facilitator of the learning, rather than 
the director of the learning.

Not all educators are convinced that a learner-centred model is the 
answer. Nonetheless, the recent and broad acceptance of personalised 
learning approaches as characteristic of what is needed in 21st-century 
learning holds promise.

In addition to practising a learner-centred approach, you must reach out to 
learners by establishing a strong presence. Encouraging learners to learn to 
engage in and reflect on what they are learning helps them create meaning 
and develop a deeper knowledge. Encouraging learners to interact with 
others and beyond their immediate context helps them develop the 
skills and abilities they will need to contribute to and be part of a larger 
community. You can help them make these connections by being fully 
present and engaged with the learners in as many ways as possible.
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We are in a period of great transition in education. During such periods, 
it is wise to seek the best from what we already have and know, but 
to resist the urge to settle for less, or for whatever is easier or familiar. 
You might think of instructional practices as a collection of personal 
strategies that you use to help learners succeed. It is important to add 
new things to the collection and let old things go when they are no 
longer useful.

2.2 How do we measure learner success in  
 distance learning?

In the field of education, there is little agreement on what approaches 
are best for learning. In fact, there is little agreement on what constitutes 
evidence of learning and achievement. At time of writing, there is 
considerable tension between those who stand for accountability 
through standardised testing and those who advocate for more 
formative, relevant measures of achievement. On the one hand, 
assessment has had a singular focus on achievement associated with 
completion and end scores. Standardised tests effectively measure large 
groups of learners for the purposes of qualifications, certification, and 
so forth. On the other hand, assessment where the focus of learning is 
on knowledge construction and processing can be very empowering and 
can create learning outcomes that have equal if not greater value than 
their traditional counterparts. The whole matter of assessment requires 
considerable rethinking. There is room for both traditional knowledge 
acquisition with formal measurement and knowledge construction with 
less formal measurement. For the teacher/instructor, autonomy around 
assessment practice will be guided by institutional policies; however, you 
always have the option to make assessment personal and meaningful 
within any framework.
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SECTION 4  
Distance Delivery

1.0 Introduction
This section focuses on the role of the teacher/instructor in a distance 
delivery context, with “distance delivery” referring to an educational 
context where you are rarely or never physically present with the learner. 
It will refer to a primarily print-based delivery model with multimedia 
resources made available to learners as optional enrichment and 
knowledge-building tools.

The assumption will be that some form of communication with the 
student — for example, telephone or email — will supplement the 
written correspondence that accompanies print materials, assignments 
and feedback. This section highlights key principles of the distance 
delivery model along with some communication strategies, all of which 
are based on research on distance learning and years of practical teacher/
instructor experience in distance learning. The principles, strategies and 
communication tips provided are neither a complete set, nor intended 
to be applied rigidly. They should be treated as starting points to create 
new ideas and strategies.

2.0 Facilitating the distance learner
1. Principle: Establish early communication. Learners will not see 

you, their teacher/instructor, in a classroom setting, so it is important 
to establish an immediate and positive connection with them.

Communication Tip (1): Students will most probably receive a 
standard institution letter with their confirmation of enrolment in a 
course. You should prepare a customised welcome letter, introducing 
yourself to each student. This can be sent independently or when the 
first assignment is returned.
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Communication Tip (2): The first time a learner makes contact — 
whether it is through submission of an assignment or an inquiry 
— you should respond immediately with a positive, supportive and 
encouraging tone. The tone in written feedback is just as critical as 
tone of voice. A quick response to learners at the start of a course has 
been shown to make a significant impact.

2. Principle: Give personalised feedback and attention. Feedback 
to and individual concern for learners leads to greater retention and 
success.

Communication Tip (1): The importance of detailed, constructive 
feedback to learners cannot be overstated. Feedback is the lifeline 
of the independent learner. Feedback on each assignment should 
therefore be detailed and meaningful, and should begin by focusing 
on what was done well. Be gentle about indicating areas where the 
learner needs to work harder or focus more so that he or she is not 
discouraged from continuing. An added personal touch (such as 
commenting on their reference to a personal goal, a family member, 
etc.) is also recommended to continue building rapport.

Communication Tip (2): Watch for indications of difficulty in the first 
submission. Significant problems with handwriting, spelling, content 
and following directions may indicate learning difficulties, or simply 
sloppiness. If possible, speak to the student to learn more about him 
or her, or review other writing samples where possible to identify the 
issue. A learner who has been away from formal schooling for some 
time may have simply rushed through the work and not achieved the 
expected standard. However, it could equally be a sign of a learning 
disability. It is important to find out in a supportive, caring fashion 
what caused the poor work.

3. Add your own idea here:

______________________________________________________________ 

______________________________________________________________ 

Add your own Communication Tip for this idea here:

______________________________________________________________ 

______________________________________________________________ 
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3.0 Sustaining the distance learner
1. Principle: Build a connection. Keeping in contact with each 

learner keeps them engaged with you and motivated to continue in 
the course.

Communication Tip (1): Create your own course newsletter. In your 
newsletter, you might mention particular learners’ accomplishments 
or slip in ways to make the learners think more. For example, you 
could summarise an excellent project submitted, add a tutorial tip 
or “brainteaser” question, and highlight learner celebrations such 
as birthdays for the month, etc. In this way, learners become aware 
of the others taking the course and remember that a real person is 
guiding them in their learning. This will help to create a sense of 
community.

Communication Tip (2): Frequent and regular contact will help to 
keep the learner engaged. You could telephone students or send 
personal emails at various intervals throughout the course. For 
example, telephoning a learner to simply say hello can be pleasantly 
surprising to them. Keep track of your contacts to ensure that no 
learners are being missed or forgotten for long periods of time.

2. Principle: Be proactive. When learners are not physically present, 
and when your work loads are heavy, it is easy for you to become 
focused exclusively on the work at hand. It is important to set aside 
time to seek out the reluctant or “absent” learners.

Communication Tip (1): Each day, identify one student who has been 
silent or has not sent in any work for some time. Contact that learner 
in whichever way you can. Use different communication modes if 
following up at additional times. For example, send a print note the 
first time, then telephone or send an email another time.

Communication Tip (2): If a learner inserts comments in his or her 
work that suggest some personal problems, grab the opportunity to 
help. For example, if a learner writes at the end of an assignment, 
“Sorry I took so long to do this lesson,” you could respond with, “You 
mentioned this lesson took you a long time to do. Is there anything I 
can help you with? Please let me know.”
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3. Add your own idea here:

______________________________________________________________ 

______________________________________________________________ 

Add your own Communication Tip for this idea here:

______________________________________________________________ 

______________________________________________________________ 

4.0 Assessing the distance learner
1. Principle: Be responsive.

Communication Tip (1): Pay as much attention to what the learner 
does not write as you do to what he or she does write. The written 
word is the primary communication between the learner and 
you, and you need to read responses carefully in order to make an 
informed assessment of progress or other concerns embedded in the 
writing.

Communication Tip (2): Provide fair and balance feedback based on 
thoughtful consideration of both learner responses (both cognitive 
and social) and the intended learning outcomes of a lesson.

Principle: Adapt and modify. Assessments and evaluations in most 
distance print delivery courses are pre-set. However, you can still 
facilitate the assessment process with learners to give them a positive 
and successful experience.

Communication Tip (1): Prior to a major exam, offer to give the 
learners suggestions on how to prepare and on which areas they 
need to focus (based on the work you have seen). This will guide their 
revision for the exam, and should reduce any stress and anxiety they 
may have about it.

2. Communication Tip (2): Create an opportunity for work to be 
resubmitted for evaluation. If a learner did not do a piece of 
work correctly, he or she should be able to receive an Incomplete 
and redo the work. Repeating assignments and tests may fall 
under institutional policy. You should be clear on the policy and 
understand under what circumstances exceptions can be made.
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3. Add your own idea here:

______________________________________________________________ 

______________________________________________________________ 

Add your own Communication Tip for this idea here:

______________________________________________________________ 

______________________________________________________________ 

5.0 Managing the distance learner
1. Principle: Give direction. Encourage learners to establish and 

commit to a personal timeline. In distance learning, where little to 
no synchronous interaction is possible, the open-ended nature of a 
course can be a great pitfall. Self-paced does not mean no pace at all.

Communication Tip (1): Early in the course, work with your learners 
to help them establish milestones for completing their assignments, 
assessments and units in the course. Distance learners who are 
working in isolation are more likely to be successful if they have 
developed a roadmap for themselves.

Communication Tip (2): Troubleshooting is a necessary part of 
distance learning. Because you cannot see learners as you would in a 
traditional classroom, you will not be able to act on visual clues that 
learners are struggling and so will not catch problems when they are 
still manageable. If problems are not addressed promptly, learners 
may give up, move on or just guess what to do, resulting in work that 
is not done correctly, if it is done at all.

2. Principle: Clarify goals and objectives. Learners acquire deeper 
knowledge when they understand how activities relate to course 
goals and objectives. Strategic reminders help to keep them focused 
on what they are learning and why.

Communication Tip (1): Invite learners to participate in a face-to-
face orientation session or personal meeting. If this is not possible, 
a personal phone call or email could also establish a personal 
connection. Use this contact time to review the course outline and 
allow learners to discuss any anxieties about the course.
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Communication Tip (2): During the course, use assignment feedback 
to introduce what comes next. For example, as a learner nears the end 
of a unit, mention something that will be learned in the next unit by 
linking it to the current material. This can also stimulate curiosity 
and motivation.

3. Add your own idea here:

____________________________________________________________ 

______________________________________________________________ 

Add your own Communication Tip for this idea here:

____________________________________________________________ 

______________________________________________________________ 

For an additional review of facilitating learners in this delivery mode, 
please see Tutoring in Open and Distance Learning: A Handbook for Tutors 
(O’Rourke, 2003), published by the Commonwealth of Learning. 
This handbook is a comprehensive, very practical resource for 
distance delivery teachers/instructors. As feedback is one of the most 
important elements of this delivery model, you may also be interested 
in more ideas about and strategies for giving positive, meaningful 
feedback. How to Give Effective Feedback to Your Students (Brookhart, 
2008) is a recommended resource for teachers/instructors in any 
setting who want to develop these skills.
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SECTION 5  
Online Delivery

1.0 Introduction
This section focuses on the role of the teacher/instructor in an online 
delivery context, with online delivery referring to an educational 
context where you are rarely or never physically present with the learner 
and both synchronous and asynchronous approaches are used. It will 
refer to a primarily Web-based delivery model with (a) multimedia 
asynchronous resources for learners (some compulsory, some optional 
for the course) and (b) interactive technologies for synchronous use for 
learners (some compulsory, some optional for the course).

The assumption in this section is that some form of learning 
management system (LMS) or course management system (CMS) is 
in use. Without an LMS or CMS, instruction using websites, online 
resources and technology in the context of traditional face-to-face 
instruction is not considered distance learning. The use of technology 
in itself does not define distance learning; it informs and enhances the 
approach taken.

Please note that this section is not a technical guide on how to use 
Moodle or an LMS. As Moodle is an open source course management 
system and the focus of this guide is OER, the online teaching tips are 
noted as Moodle Tips. These tips may be applied to other platforms as 
many of the provided features are standard inclusions in LMS or CMS 
software. However, specific directions on how to use the features will 
differ between applications.
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2.0 Facilitating the online learner
1. Principle: Create a teacher/instructor presence. In order to 

build a relationship with the learners as individuals and as a group, 
the teacher/instructor must be invested in the process and willing to 
create and sustain an online presence.

Moodle Tip (1): You should post a bio of yourself along with a 
photograph. This puts a face to your name and helps to establish a 
personal connection. From the login page, click on your name (live 
link) located in the upper-right-hand corner. Select “edit profile.” 
Under “description,” you can add information about yourself and 
upload a photo if you want (Using Moodle).

Moodle Tip (2): Create short video blogs to introduce units of study. 
A video blog allows learners to see you in action as you introduce 
important concepts of the course. Videos can be uploaded to YouTube 
by creating your own teacher channel. Include a link to the video in 
the course content. It is strongly recommended that you disable the 
comment feature on videos posted in a public domain such as YouTube. 
From your course page, turn on the editing function. From the “add a 
resource” menu, select “link to a file or a website” (Using Moodle).

2. Principle: Encourage learner presence with participation. 
As virtual environments lend themselves to hiding and lurking, it 
is important to encourage the learners to participate, connect and 
engage. Offering bonus marks for participating adds incentive.

Moodle Tip (1): Ask the learners to post their own biography or 
profile, including some personal information about their interests, 
goals, etc. You should draw up a template of acceptable guidelines to 
help learners become familiar with managing their online identity. 
Other activities that are not course or content specific can be added 
to further their understanding of the online environment. Learner 
bios are created in the same way as the teacher/instructor bio.

Moodle Tip (2): Make it compulsory for learners to participate in 
online discussions — make contributing to discussion forums part 
of the course mark. For example, you might require learners to post 
ten discussion comments during the course for a total of 20 marks. To 
create a discussion forum, go to the section of the course where you 
would like to place it. Turn on the editing function. From the activity 
list, select “Adding a new forum” (Using Moodle).
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3. Add your own idea here:

______________________________________________________________ 

______________________________________________________________ 

Add your own Moodle Tip for this idea here:

______________________________________________________________ 

______________________________________________________________ 

3.0 Sustaining the online learner
1. Principle: Use frequent, sustained communication. 

Communicating with each learner and the larger group keeps 
learners engaged with you, encourages peer networking and helps 
motivate learners to continue in the course.

Moodle Tip (1): Post regular news items about your course on your 
Front Page (Using Moodle). They do not need to be detailed, but they 
should be frequent and regular. For example, you could highlight a 
new question posted in a discussion, or showcase a great response by 
a learner to an existing discussion, or draw students into participating 
with a stimulating question.

Moodle Tip (2): Create functional email groupings of students, 
organised by learning variables such as group work, region, paced or 
self-paced learning, etc. These can be used when sending out group 
emails about various topics that pertain to various interests. Group 
communication, if combined with individual communication, can 
be a tremendous time-saver for you, without coming across as the 
impersonal spam of a whole-group email (Using Moodle).

2. Principle: Model standards of communication. The online 
environment is home to a range of communication styles, not all 
of which are appropriate for formal learning. You should encourage 
your learners to compose emails using a proper greeting, complete 
sentences and salutations. Checking digital work for errors should be 
both expected of learners and modelled by you.
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Moodle Tip (1): Use the editing feature in Moodle to proof all your 
postings and work. Nothing is more off-putting to a learner than to 
see errors and typos in a teacher’s/instructor’s comments, postings 
or content. Moodle’s spellcheck can be turned on by putting a tick 
in the ABC box typically available in the HTML editor, or using the 
HTML editor in your offline software (Using Moodle).

Moodle Tip (2): When launching a discussion forum, check it 
frequently to model how learners can contribute as well as to ensure 
the discussion gets started and then stays on track. Moodle can notify 
you of any new comments, so you will not have to visit each forum to 
follow what is happening. Never abandon discussions or leave them 
open and virtually unattended. You can select your preferences for 
receiving notifications on your profile page.

3. Add your own idea here:

______________________________________________________________ 

______________________________________________________________ 

Add your own Moodle Tip for this idea here:

______________________________________________________________ 

______________________________________________________________ 

4.0 Assessing the online learner
1. Principle: Use multiple assessment strategies. Formative 

assessment helps learners and teachers/instructors observe progress 
in the course. Utilising a variety of different tools will help create a 
fair assessment strategy that will recognise all learning styles.

Moodle Tip (1): Online, self-marking quizzes where immediate 
answers are provided are an excellent way for learners to check their 
own individual progress or readiness. These can be created in Moodle 
wherever you want them to appear. Turn on the editing function. 
From the “add an activity” menu, select “add a quiz” (Using Moodle).

Moodle Tip (2): Create a portfolio area to showcase shared student 
work. Portfolios can be established through the database feature in 
Moodle. Turn on the editing function. From the “add an activity” 
menu, select “add a database” and name it Portfolio or Student Work. 
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This feature will allow students to share their work, but not until they 
have uploaded their own. It also allows you to pre-approve uploaded 
work before it is shared with other learners.

2. Principle: Guide assessment with learning outcomes. Use 
rubrics to outline the intended outcomes and indicators of success.

Moodle Tip (1): Rubrics can be prepared in a Word or Open Office 
document and uploaded into Moodle. From your course page, turn 
on the editing function. From the “add a resource” menu, select “link 
to a file or a website” (Using Moodle).

Moodle Tip (2): Link within the rubrics document to samples of 
writing, model responses or exemplars. You can add links to uploaded 
documents from your course page. Within an uploaded document, 
turn on the editing function. From the “add a resource” menu, select 
“link to a file or a website” (Using Moodle).

3. Add your own idea here:

______________________________________________________________ 

______________________________________________________________ 

Add your own Moodle Tip for this idea here:

______________________________________________________________ 

______________________________________________________________ 

5.0 Managing the online learner
1. Principle: Be ready to troubleshoot basic technology 

problems. The learner will likely expect you to help with technical 
problems. While you cannot be expected to provide actual technical 
support for the learners, technical problems are often minor and 
can be resolved by simply pointing the learner in the right direction. 
Further, if a referral to tech support can be avoided for minor issues, 
the learner experience will not be interrupted or derailed.

Moodle Tip (1): Post your office hours, FAQs, etc., in a highly visible 
location. Make sure learners know how they can reach you outside of 
your office hours (for example, by way of email or voice message). In 
Moodle, you might wish to create priority access to the information. 
This can be done through the use of features such as My Moodle  



32 OER FOR OPEN SCHOOLING TEACHERS’ GUIDE

(a customisable dashboard), the News Forum, which accompanies 
every course, or a designated Front Page (Using Moodle).

Moodle Tip (2): Create a discussion thread (not for content) where 
learners can share tips and tricks. Encourage learners to help each 
other with questions and problems. Ask each learner to contribute 
something that he or she figured out how to do that would help 
others. A forum such as this can be placed in a feature known as a 
“sticky block” where it will be easily visible to and accessible by all 
learners, regardless of their geographical position (Using Moodle).

2. Principle: Monitor the environment. In an online environment, 
it is impossible to be everywhere at once. For this reason, LMS and 
CMS software typically provides a means of using online tracking and 
notifications.

Moodle Tip (1): Observe your learners’ online activity data. It can 
indicate patterns of work, where learners are spending their time, 
how much time is being spent in those places, etc. You can access 
activity data through the Report feature (Using Moodle).

Moodle Tip (2): Should a learner post something that is too personal, 
or potentially inflammatory or offensive, you must act immediately. 
Do not delete the account, however, without saving evidence of the 
problem and being sure that the student will be withdrawn from 
the course because of the posting. It is possible to preserve a learner 
account while disabling certain learning permissions; or change 
the password to an account so the learner cannot access it. This will 
remove the account from view without deleting it until the matter is 
resolved. Above all, any inflammatory or offensive material should 
be saved offline and then immediately deleted from the view of other 
learners.

3. Add your own idea here:

______________________________________________________________ 

______________________________________________________________ 

Add your own Moodle Tip for this idea here:

______________________________________________________________ 

______________________________________________________________ 
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You can find a lot of information online about using Moodle. 
Unfortunately, accessing some resources online involves the 
cumbersome process of setting up an account on a website. One 
of the most useful Moodle guides that can be downloaded easily is 
called Using Moodle. It was written by Jason Cole and Helen Foster. 
The resource is updated as new Moodle features are released.

As Moodle has become very widely used in recent years, additional 
“how to” information can be found by simply using Google, or any 
favourite search engine, to further explore any course management 
system topic.
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SECTION 6 
Blended Classroon Delivery

1.0 Introduction
This section focuses on the role of the teacher/instructor in a blended 
classroom delivery context, with blended classroom delivery referring 
to an educational context where learners are face-to-face with you for 
at least half of the time and in a virtual learning environment for the 
remainder of the time. Both synchronous and asynchronous approaches 
may be used for instruction.

In blended classroom delivery, it is assumed that a learning management 
system (LMS) such as Moodle is in use to deliver or supplement the 
online components of a face-to-face class. It is also assumed that the 
online delivery — that is, learners working independently, occupying a 
shared classroom space but not sharing or collaborating in their learning 
experiences — is not the only delivery method.

Please note that this section is not a technical guide on how to use 
Moodle or an LMS. As Moodle is an open source course management 
system and the focus of this guide is OER, the online teaching tips are 
noted as Moodle tips. As the blended classroom works best when the 
face-to-face components are maximised to engage learners, the second 
tip provided under each principle will be a blended class tip. You will 
note that most of the Moodle and class tips are interchangeable, needing 
only small adjustments to accommodate each pedagogical approach.
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2.0 Facilitating the blended classroom 
 learner

1. Principle: Encourage collaboration and community building. 
You can show the relevance of and create engagement in learning 
by encouraging learners to interact and discuss their learning both 
inside and outside of the classroom.

Moodle Tip: Create a wiki. Wikis are Web pages that can be updated by 
any participant. (You can protect access to a wiki with a password.) This 
makes them excellent collaborative tools. Using a wiki in conjunction 
with a class activity engages learners and encourages them to post 
their thoughts on their learning. Additionally, creating content is well 
documented as a way of reinforcing learning. Wikis can be created 
by turning on the editing function, choosing an activity and adding 
the wiki to the appropriate location of the course. From the desired 
location in your Moodle course, turn on the editing function. From the 
“add an activity” menu, select “add a new wiki” (Using Moodle).

Class Tip: Make the most of the face-to-face time to conduct hands-on 
labs, class discussions, debates, presentations, group investigations, 
etc. These activities can be done outside the classroom. Learners could 
go out to conduct interviews, community investigations and other 
field work, reporting live through Skype or bringing multimedia 
documentation back to share with their classmates.

2. Principle: Scaffold knowledge construction. Deep learning is 
achieved by moving beyond the foundational knowledge of a subject 
to explore other contexts, variables, applications, issues, etc.

Moodle Tip: Plan a scheduled release of content to learners as you 
pace the learning through a topic. Problem-based learning can 
be carried out very effectively using this online technique. The 
timed release of content will also prevent students from navigating 
haphazardly through the entire course, and will help to focus them 
on the tasks of the current unit in the context of goals or objectives. 
To do this, use the Hide/Show feature on the Activities page (Using 
Moodle).

Class Tip: Post homework questions such as vocabulary and other 
knowledge foundation exercises BEFORE starting a new topic or unit 
so that learners can prepare outside of classroom time. This type of 
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work is lower on Bloom’s Taxonomy (Clark, 2010) and therefore less 
likely to present challenges when working asynchronously and alone. 
This kind of “homework” also prepares learners for more advanced, 
conceptual thinking during class activities. This is one example of 
a practice that has been successfully used by flipped classroom 
teachers/instructors (November et al., 2011). A flipped classroom 
takes what has been traditionally done in class — for example, 
lectures and teacher-/instructor-directed instruction — and moves 
it into digital form outside of the classroom. This then allows time 
in the classroom to be devoted to deeper, facilitated learning with 
greater engagement of the learners (King, 2011).

3. Add your own idea here:

______________________________________________________________ 

______________________________________________________________ 

Add your own Moodle Tip or Class Tip for this idea here:

______________________________________________________________ 

______________________________________________________________ 

3.0 Sustaining the blended classroom 
 learner

1. Principle: Encourage contributions to learning. Getting 
learners to participate in a variety of ways throughout an activity 
leads to increased engagement.

Moodle Tip: While a class activity is underway, use the online 
discussion forum to reinforce learning and engagement. Learners 
could post questions as they listen to a short lecture, for example. This 
is another example of “flipping the classroom” as discussed above. 
Other online applications could also be used to engage learners in 
a “backchannel” of communication, thereby blending online and 
class learning experiences as you make best use of technology. For 
example, learners could work together to build a vocabulary list in 
Google Docs (to be uploaded to Moodle later) while they listen to a 
lecture topic that introduces new terminology.
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Class Tip: Assign learners different roles in activities. For example, 
learners can take turns moderating an online discussion, being the 
session recorder, leading a research group, etc. If you have a learner 
who is struggling with his or her written output due to a learning 
disability, you could encourage him or her to choose an alternative 
way of showing what he or she has learned. The learner might choose 
to record a podcast report, for example, which can be shared with 
others in the class.

2. Principle: Create learning choices. Learners will be more engaged 
when given opportunities to choose topics, activities and formats of 
projects.

Moodle Tip: Create a project to expand on something that your 
learners have studied. Allow projects to be built around this theme, 
and presented using any digital resources available and with 
combinations of media, if desired. For example, a study of crops 
might lead to a podcast interview on genetic engineering, images of 
climate change, facts and tables on nutrition, an essay on sustainable 
agriculture practices or labour practices, etc. Let the project theme 
and presentation method be determined by learner interest. Post all 
the projects in an online class portfolio.

Class Tip: Develop modular presentations on a theme or topic. 
Discuss key elements for the presentation (learner directed), form 
interest groups on what the class views as most important to the 
topic (learner chosen) and have learners choose their working group 
according to knowledge or interest. Learners will collaborate with 
others in their group and then the class will work together for the 
final assembly of all the group work into a class product.

3. Add your own idea here:

______________________________________________________________ 

______________________________________________________________ 

Add your own Moodle or Class Tip for this idea here:

______________________________________________________________ 

______________________________________________________________ 
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4.0 Assessing the blended classroom learner
1. Principle: Communicate how learners will be assessed. In 

order for assessment to be fair, learners need to know what is expected 
so they can direct their learning.

Moodle Tip: Use the online Gradebook feature and keep it up-to-date. 
Learners tend to stay connected to their learning path when they can 
follow their progress and see it at any time. It also helps them break 
free of the notion that assessment is for the teacher’s/instructor’s 
benefit, a means of creating a report card or certificate. Access the 
Moodle Gradebook through the link on the Administration block 
from your course page (Using Moodle).

Class Tip: At the start of a lesson or unit, identify how learners will be 
assessed on their work. If you use rubrics for this, learners will begin 
to see and understand what levels of knowledge you are looking for. 
If learners understand the expectations before they begin an activity 
they will focus on and explore the stated dimensions as they work, 
which should result in better learning outcomes. In effect, rubrics 
provide a cognitive framework for the learners.

2. Principle: Develop self-evaluation and peer-evaluation 
practices. These practices create ownership of and responsibility 
for learning. Through reflection, a deeper understanding of what has 
been learned is also gained.

Moodle Tip: Upon completion of a group presentation, have 
the other class groups post group feedback online and have the 
presenting group post a self-review. This type of peer-evaluation 
builds community and is less intimidating than providing individual 
feedback in a “public” online forum. In Moodle, this could be 
structured as either a more complex exercise by using discussion 
forums or a quick and simple exercise by using the survey tool. To 
create a survey, turn on the editing function. From the “add an 
activity” menu, select “survey” (Using Moodle).

Class Tip: Make self-evaluation a regular practice to teach learners 
to self-regulate and connect back to the learning outcomes of the 
course. Self-evaluations can be kept in a learner portfolio. Over time, 
these self-assessments allow you and the learners to note areas of 
strength and areas in need of improvement. A self-evaluation mark, 
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based on a number of activities, could be made part of the formal 
final mark. Self-reflection and keeping a journal both help learners 
appreciate their progress and learning.

3. Add your own idea here:

______________________________________________________________ 

______________________________________________________________ 

Add your own Moodle Tip or Class Tip for this idea here:

______________________________________________________________ 

______________________________________________________________ 

5.0 Managing the blended classroom 
 learner

1. Principle: Monitor and stimulate involvement. The art of 
teaching is knowing when to step in to encourage learning, and when 
to step aside to get out of the way of learning.

Moodle Tip: Have learners write a five-minute blog summary of 
a lesson, tying it to the stated learning outcomes, impressions, 
feedback, etc. Blogs are difficult to sustain, but they can be useful 
for recording short, individual reflections. Blogs are user-based and 
learners access their own through their profile page. By default, blog 
posts are viewable by all class members. Ask learners to use a specific 
title and date marker so you can view all the comments easily.

Class Tip: The lecture does not need to be entirely discarded in 
blended learning classes. A short lecture followed by learner 
participation activities, both in class and online, creates a dynamic 
and engaging experience. Learners are more likely to pay attention 
and participate in a lesson if they know it will include questions that 
they have to answer (either synchronously or asynchronously) by 
way of an online survey or vote.

2. Principle: Be clear and consistent about online and classroom 
expectations. In a blended classroom, where the online and face-
to-face environments merge, expectations can become confusing 
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to learners. You need to pay extra attention to plan directions and 
consistent communications.

Moodle Tip: Set standards for class communications. Have the 
learners discuss, create and agree to online and class protocol. For 
example, learners might agree that all comments on student work 
should be positive or constructive. Learners are highly adept at self-
regulation when they have participated in forming the guidelines 
with their peers. A class etiquette guide could be featured on the Front 
Page or accessed from a common course location.

Class Tip: Establish the terms of flexible, asynchronous time in the 
class. Without structure or short-term purpose, learners who are 
given an asynchronous classroom task online are likely to defer 
the work until later, preferring to socialise, check email, send text 
messages or use FaceBook for off-task purposes. Asynchronous work 
does not have to be avoided, but it must be structured and learners 
made accountable for what they have accomplished at the end of a 
class. However, some teachers/instructors may feel that flexibility 
and learner choice is more important than insisting learners be “on 
task” in these cases. Further, what is currently considered “off-task” 
can be misleading as learners move in the direction of knowledge 
networking using mobile devices and learning connections.

3. Add your own idea here:

______________________________________________________________ 

______________________________________________________________ 

Add your own Moodle Tip or Class Tip for this idea here:

______________________________________________________________ 

______________________________________________________________ 

As noted at the end of Section 5: Online Delivery, many resources are 
available on the Web to guide you in your use of Moodle. In addition, 
http://moodle.org/ is a dependable website with links to a community 
of Moodle users who can provide a wealth of information. Blended 
classroom practices will most probably be the focus of more educational 
websites once the pedagogical principles of blended delivery are better 
and more widely understood. 
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1.0 Purpose
The aim of this teachers’ guide is to help all teachers/instructors make 
best use of the OER materials. However, we asked the Namibian team to 
give write-ups on their subjects so that the information could be seen in 
a real-life context. The guide is therefore generic, but this section focuses 
on Namibian examples. Most of the information in this part will apply 
to all five subjects. Subject-specific guidelines are dealt with in Part 3: 
An Overview of OER Materials:

Section 1: Open Educational Resources (OER): English

Section 2: Open Educational Resources (OER): Entrepreneurship

Section 3: Open Educational Resources (OER): Geography

Section 4: Open Educational Resources (OER): Life Science

Section 5: Open Educational Resources (OER): Physical Science

2.0 Administrative procedures
Registration information and/or OER course materials are available on 
institutional websites. Some of these are:

Commonwealth of Learning (COL): www.col.org

Namibian College of Open Learning (NAMCOL):  
www.namcol.com.na

National Institute of Educational Development (NIED):  
www.nied.edu.na

Ministry of Education of the Republic of Namibian (MoE):  
www.moe.gov.na

Ministry of Education, Seychelles: www.education.gov.sc/

Ministry of Education and Training, Lesotho:  
www.gov.ls/education/

Ministry of Education Trinidad& Tobago: www.moe.gov.tt/

National Open School of Trinidad & Tobago (NOSTT):  
www.moe.gov.tt/NOSTT/
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Ministry of Education and Skills Development, Botswana:  
www.moe.gov.bw/

Botswana College of Distance and Open Learning (BOCODOL): 
www.bocodol.ac.bw/

Ministry of Education Zambia: www.moe.gov.zm/

3.0 Learner group: Namibia

3.1 Who are the OER materials for?
The OER materials were produced to assist learners in Namibia who are 
categorised as follows:

•	 Out-of-school youth who want to improve their Grade 10 results. 
This group’s main aim is to improve their academic achievements to 
improve their prospects of completing their secondary education.

•	 Older and mature people who are either unemployed or self-
employed and want to learn new skills or upgrade their existing 
skills. This group consists of adult learners who want to improve their 
ability to compete in the job market and/or self-employed businesses.

In Namibia, about 80 per cent of Grade 10 learners and out-of-school youth 
want to finish their secondary education; 15 per cent of adult learners and  
5 per cent of business people (that is, self-employed people) want to upgrade 
their skills and knowledge.

3.2 Demographics of the target learners
The OER materials were produced to assist both male and female 
learners, typically between the ages of 16 to 45 years, in both rural and 
urban settings. In Namibia, the target learners include both male and 
female learners, in the ratio of 1:3. The age distribution is 16–45 years 
with the majority of learners ranging between the ages of 19 and 29. The 
learners are widely spread over Namibia with the biggest concentration 
being found in the northern region (rural areas) of the country followed 
by the central region (urban areas). The majority of the learners are not 
engaged in paid employment.



 PART 2: BACKGROUND 45

4.0 Course materials
Print-based course materials are available on CD-ROM and can be 
downloaded from the websites listed under 2.0 Administrative 
procedures. The CD-ROM contains the module and folders with 
additional resources, multimedia resources and/or teacher resources. Note 
that not all subjects have multimedia resources.

4.1 How the course modules are structured
Gagné’s Nine Events of Instruction was used in the development 
of the course content (SAIDE Notes 2009; see http://www.nwlink.
com/~donclark/hrd/learning/id/nine_step_id.html or http://de.ryerson.
ca/portals/de/assets/resources/Gagne%27s_Nine_Events.pdf).

Each course is broken down into units, and each unit comprises the 
following:

•	 An introduction to the unit content: This is a brief introduction 
that tells you what will be discussed in the unit.

•	 Time frame: This indicates the time that it should take you to work 
through the unit.

•	 Unit outcomes: The outcomes give you an indication of the basic 
competencies learners need to gain by working through this unit. The 
teacher/instructor should make learners aware of the importance of 
these outcomes.

•	 Terminology: This lists and explains the key concepts that are 
covered in the unit.

•	 Core content of the unit with a variety of learning activities: 
The content is self-instructional. It is presented in a learner-friendly, 
interactive style inspired by Kolb’s Learning Cycle (SAIDE, unpublished 
notes, 2009; see www.nwlink.com/~donclark/hrd/styles/kolb.html). 
The content includes numerous questions and activities such as  
in-text questions, reflections, discussions, assignments and/or practical 
activities and case studies that teachers/instructors can use in face-to-
face classes. The multimedia content included in the course materials 
requires the use of specific technology.

•	 Unit summary: Each unit ends with a summary that highlights the 
main points discussed in the unit.
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•	 Assignments and/or assessments: These are included in each 
unit in order to assess the learning outcomes.

•	 Feedback: Sample answers are given for activities and assignments 
at the end of each unit. Feedback on assessments is provided as part of 
the teacher resources.

•	 Resources: Additional resources that can be used to enhance learners’ 
understanding of the content are given at the end of each unit.

•	 Icons: The icons below are used in both the print-based and online 
course modules. Note that these icons might be used for different 
purposes within the various courses.

 

Activity Assessment Assignment Case study

Discussion Group activity Help Note!

Outcomes Reading Reflection Study skills

Summary Terminology Time Tip

: O  J
Computer-based 

learning Audio Video Feedback

L s 
Objectives Basic competence

Answers to 
assessments
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4.2 Time frame
The courses are expected to be completed within a specific time frame as 
outlined in each subject course. The courses covered in this guide should 
be finished within one year. The number of hours you spend on each 
course will probably depend on the length of the course. Learners might 
spend less time on shorter units and more time on the longer units.

5.0 Implementation of the course
The requirements for implementing the course will differ depending on 
the delivery mode you choose.

The materials are available in print as well as online for those who have 
access to the Internet. Note that all the content in the courses is compulsory.

The courses (print-based and online) also contain URLs for additional 
Internet-based resources that you might want to use.

Computer-based learning (CBL) resources, including multimedia 
resources such as audio, video and PowerPoint presentations, are 
provided as secondary media to supplement the print medium. These 
resources can be accessed through technologies such as the Internet 
and CD-ROM. Some information may be downloaded from the Internet 
onto CD-ROMs for learners who may not have access to the Internet.

5.1 Skills needed to facilitate a course

 Teaching skills

The teacher/instructor should:

•	 be an experienced educator or trainer,

•	 know the subject well, and

•	 be comfortable with facilitating both face-to-face and interactive 
online classes.

 Technical skills

The teacher/instructor should:

•	 have basic computer skills, such as word processing skills and 
familiarity with using email;
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•	 be able to access Internet sites, and download and work with online 
resources; and

•	 be comfortable with the use of chat rooms, Facebook, Skype, YouTube 
and other social media that might be applicable to the course.

5.2 Technical requirements
To facilitate an online class both the teacher/instructor and learners 
must ensure that they meet the following requirements for using a 
learning management system, such as Moodle:

 Computers

You need up-to-date word processing software plus an Internet browser, 
email client and sound card. You also need access to the following 
applications:

•	 PowerPoint

•	 Adobe Flash Player

•	 A media player such as VLC Player

•	 Social media accounts such as Skype, Facebook, Twitter, etc.

Most of this social media is open source and freely available on the 
Internet. Visit http://www.opensourcewindows.org/ to find out more 
about your options.

 Bandwidth

In order to access the Internet, you will need at least the equivalent of a 
dial-up connection. Regular access to a stable connection is essential.

Bandwidth refers to the rate of data transfer, throughput or bit rate, 
measured in bits per second (bps). Online video materials contain more 
data and therefore need at least a slow broadband connection to the 
Internet in order to be viewed properly. (See http://searchenterprisewan.
techtarget.com/definition/bandwidth for more on this.)

5.3 Facilitating an online class
A teacher/instructor needs to provide learner support via the Web using 
interactive tools such as Skype, a virtual classroom, chat, Basecamp, 
online discussion forums, blogs and emails.
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Virtual education refers to instruction in a learning environment where 
teacher and student are separated by time or space, or both, and the teacher 
provides course content through course management applications, multimedia 
resources, the Internet, videoconferencing, etc. Students receive the content   
and communicate with the teacher via the same technologies.  
(http://en.wikipedia.org/wiki/Virtual_education)

Before beginning a course, a teacher/instructor must decide which 
interactive tools will be used in the course, as well as where and when 
they will be used. It is important to become familiar with the tools so 
that you can use them with confidence and ease when teaching and 
supporting learners.

5.4 Facilitating a face-to-face class
The course materials are self-instructional, which means that the 
learners can work through the materials by themselves. The teacher/
instructor should ensure that all the required materials are available (see 
4.1 How the course modules are structured).

However, the teacher/instructor should:

1. Work through the outcomes and the terminology with the learners.

2. Remind the learners about the time frame and make sure they have 
enough time to do the activities and assignments.

3. Work through the content with the learners, paying special attention 
to the in-text questions, reflections, discussions, practical activities 
and case studies.

4. Make sure the learners know about the multimedia content provided 
with some subjects. The multimedia content included in the course 
materials can all be accessed through at least one of the following 
media:

•	 Fully equipped computer laboratory with Internet connection

•	 Multimedia projector

•	 TVs and DVD players

•	 CD players

•	 Accessible school library

5. Ensure that assessments are completed and submitted on time.
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6.0 Support, monitoring and evaluation

6.1 Support
Contact details and information about administrative matters and 
learner support will be provided at registration. This information will be 
specific to each institution.

Face-to-face facilitation can be supported by the use of email. For 
online courses, learner support is provided via the Web: Skype (virtual 
classroom), chat, online discussion forum, blogs and email.

6.2 Assessment and evaluation
Both the print-based and online courses use various assessment tools, 
including in-text questions or reflections, discussion activities and forums, 
quizzes, practical activities, assignments and case studies, which are either 
self-mark or tutor-marked activities. The assessment method(s) will be 
specified within the unit. Self-mark activities will have a Feedback section 
at the end of a unit. Assignments are tutor-marked. Unlike feedback 
resources for self-mark activities, feedback on assignments and other 
tutor-marked activities are part of the teacher resources which means that 
learners cannot access them. The institution should draw up the due dates 
for tutor-marked assessments (such as assignments) every year.

After completing each course, learners must complete a course feedback 
form (included with each course).
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7.0 Resources
Each course contains links to extra Web resources and a list of books for 
further reading. Other additional resources are available on CD-ROMs 
and/or DVDs.

Part 3: An Overview of OER Materials shows extracts from a 
selection of courses and gives more details about their structure. It will 
guide you through a typical course, giving you tips about timings and 
introducing you to teaching techniques. 

By the time you have finished reading this guide you should have a 
sound knowledge of current approaches to distance learning, in all its 
forms. You should feel confident about embracing this innovative and 
inclusive method of teaching.
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Introduction

The following OER materials were developed in collaboration with the 
Ministry of Education (MoE) of the Republic of Namibia and the Namibian 
College of Open Learning (NAMCOL):

•	 JSC English Second Language

•	 JSC Entrepreneurship

•	 JSC Geography

•	 JSC Life Science and

•	 JSC Physical Science

Each subject uses a selection of icons to guide you through the material. See 
Part 2, 4.1: How the course modules are structured for the complete set 
of icons.
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SECTION 1  
JSC Open Educational Resources 
(OER) Teachers’ Guide:  
English Second Language

1.0 Introduction
This section of the teachers’ guide focuses on the facilitation of the 
JSC English Second Language Course. It is intended for the teachers/
instructors who will facilitate the print-based and/or online courses for 
learners. In this section, we will look at the following information to 
help you assist learners taking the JSC English Second Language Course:

•	 General information

•	 What is covered in the course material

•	 How to use the course material

•	 Resources

2.0 General information
Like any language, English needs to be learned at home or studied in a 
classroom, which involves a lot of work and effort. Many learners make 
the mistake of thinking that English can be easily acquired, despite its 
numerous rules and exceptions to those rules. English is becoming more 
common as an international language and it is constantly developing. 
For example, it is always borrowing words from other languages. This 
puts pressure on the learner to try to master as many English words as 
possible, new and old. The learner should also note that we are living in 
an era of globalisation, which means that the world has become more 
like a village. Effective communication, which is best achieved by people 
using a common language, is vital. Therefore, this course has been 
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written specifically for distance learners who want to learn English. As a 
subject, English Second Language falls within the Linguistic and Literacy 
area of learning, but it has thematic links to other subjects across the 
curriculum.

The JSC English Second Language Course is available on CD-ROM as 
well as online (see www.col.org and www.namcol.com.na). The CD-
ROM contains both the module and additional resources and teacher 
resources.

3.0 What is covered in the course material?
This course consists of 15 units based on the JSC English Second 
Language curriculum, and is designed to develop functional literacy and 
language skills in English. It is intended for people who want to develop 
their communicative skills for meaningful interaction in a multilingual, 
multicultural and knowledge-based society.

The English Second Language Course promotes the following general aims:

•	 supporting creativity and intellectual development;

•	 helping learners develop self-confidence and a better understanding 
of the world in which they live;

•	 developing positive attitudes and values, and an understanding of 
local, social and cultural issues; and

•	 developing greater awareness of health and population issues, 
information and communication technology, democracy and 
human rights, HIV and AIDS, and the environment; understanding 
individual responsibilities regarding these; and enabling learners to 
talk, read and write about the issues and responsibilities.

The learning content in this course is divided into two main parts:

Units 1–9: Four Domain Language Skills: reading, writing, speaking 
and listening

Units 10–15: Literature: Calabash and The Other Presence
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The units’ topics/themes are as follows:

Unit 1: Life in Namibia Unit 9: Sports

Unit 2: Health and Water Unit 10: Literature: The Other Presence: Chapters 1–6

Unit 3: Rights and 
   Responsibilities

Unit 11: Literature: The Other Presence: Chapters 7–15

Unit 4: Population Education Unit 12: Literature: The Other Presence: Chapters 16–20

Unit 5: Gender Issues Unit 13: Literature: Calabash: Non-fiction Stories

Unit 6: Hobbies Unit 14: Literature: Calabash: Fiction Stories

Unit 7: Supernatural Unit 15: Literature: Calabash: Humorous Stories

Unit 8: Advertising

The learning outcomes are indicated at the beginning of each unit. The 
outcomes indicate the basic knowledge, understanding, skills, attitudes 
and concepts that learners should achieve with regard to the learning 
content. The outcomes are used for assessing whether or not learners 
have mastered the skills they have practised in each unit.

4.0 How to use the course material

4.1 Time frame
The JSC English Second Language Course has 15 units and will take 
approximately 113 hours to complete. You should allow about 5–7 hours 
to work through a unit, including the homework and assessments, but 
this will vary according to the length of the unit. The suggested time 
frame is really intended to help learners plan their time and organise 
their study timetable. Learners should not worry if they find that they 
take more time, or less time, than that suggested. Some people work 
faster or slower than others.

4.2 Assessments
At the end of each unit there is an assessment task which the learner must 
complete and send to his or her tutor to be marked. This work contributes 
to the continuous assessment marks (CA) according to the curriculum 
requirements. If learners have questions about the assessment tasks, or 
if there are parts of the course that they find difficult, they can ask their 
teacher/instructor for help. The teacher/instructor gives feedback on 
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assessment tasks and sends them back to the learner. Learners can also 
telephone their teacher/instructor if they need help.

Learners should do their best to send in all their assessment tasks. It is 
good preparation for their final examination and it contributes to the CA. 
The CA mark is out of 100 and is based on the assessment tasks. It counts 
for 50 per cent of the final examination, so it can make a big difference to 
the final mark. More importantly, without a CA mark, learners cannot 
pass the end-of-year exam. They only get the code I, which stands for 
incomplete marks (in this case, meaning that the exam is incomplete). 
Therefore, it is very important that you encourage your learners to submit 
all their assignments.

5.0 Resources

 Audio

The JSC English Second Language Course includes audio for each unit.

Note: You will need a media player such as MPlayer, VLC or Audacity to 
play the audio for this course. You can download any of these from the 
Internet.

A list of additional Internet resources for enrichment and further study 
or reading is provided at the end of each unit of this course.

•	 Simple present tense: http://www.grammar.cl/Present/Simple.htm

•	 Simple present tense notes: http://www.eslcafe.com/grammar/
simple_present_tense01.html

•	 Prefixes and suffixes: http://en.wikipedia.org/wiki/English_prefixes

•	 Simple past tense: http://www.englishclub.com/grammar/verb-
tenses_past_u.htm

•	 Simple past tense: http://www.eslcafe.com/grammar/simple_past_
tense03.html

•	 Simple future tense: http://www.znanje.org/knjige/english/grammar/
verbs/simplfuture.htm

•	 What is a conjunction? http://www.uottawa.ca/academic/arts/
writcent/hypergrammar/conjunct.html

•	 Present continuous tense: http://esl.fis.edu/grammar/rules/prescont.htm
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•	 Adjectives: http://esl.about.com/od/grammarforbeginners/a/
adjective_use.htm

•	 Writing a descriptive essay: http://www.writeexpress.com/
descriptive-essay.html

•	 Past continuous tense: http://web2.uvcs.uvic.ca/elc/studyzone/330/
grammar/pascon.htm

•	 Prepositions: http://www.world-english.org/prepositions.htm

•	 Writing an argumentative essay: http://www.jamesabela.co.uk/
exams/argumentativeessays.pdf

•	 Future continuous tense: http://www.englishpage.com/verbpage/
futurecontinuous.html

•	 Tenses illustrated: http://www.learnenglish.de/PictureIt/tensespage.
htm

•	 Active and passive voice: http://www.englishclub.com/grammar/
verbs-voice.htm

•	 Examples of similes: http://www.saidwhat.co.uk/spoon/similes.php

•	 Similes and metaphors: http://languagearts.pppst.com/similes.html

•	 What is a pun? http://www.wisegeek.com/what-is-a-pun.htm

•	 Novels: http://www.saskschools.ca/curr_content/elaa10/adventure/
independent_book_study/independent_book_study.htm
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SECTION 2   
JSC Open Educational Resources 
(OER) Teachers’ Guide: 
Entrepreneurship

1.0 Introduction
This section of the teachers’ guide focuses on the facilitation of the JSC 
Entrepreneurship Course. It is intended for teachers/instructors who 
will facilitate the print-based and/or online courses to learners. In this 
section, we will look at the following information to help you assist 
learners who are taking the JSC Entrepreneurship Course:

•	 General information

•	 What is covered in the course material

•	 How to use the module

•	 Resources

2.0 General information
Entrepreneurship as a subject has been developed to bring about 
a productive and positive mind set, reduce poverty, provide 
entrepreneurial skills, lower the unemployment rate, make learners 
more trainable and provide self-employment opportunities. The subject 
focuses mainly on micro-medium enterprises. By doing this course, 
learners should gain the basic knowledge and entrepreneurial skills 
they need to create their own jobs and run their own small businesses 
successfully in the future.



62 OER FOR OPEN SCHOOLING TEACHERS’ GUIDE

The JSC Entrepreneurship Course is available on CD-ROM as well as 
online (see www.col.org and www.namcol.com.na). The CD-ROM 
contains both the module and folders with additional resources and 
teacher resources.

The Entrepreneurship Course does not include multimedia resources but 
links to external multimedia resources are provided in each unit. These 
multimedia resources can either be audio or video clips that are available 
on social websites such as YouTube and Facebook.

3.0 What is covered in the course material?
To be able to teach successfully or facilitate learning it is important that 
you as the teacher/ instructor are clear on what learners should know.

The learning content in this course is divided into three main themes/
topics:

Theme 1: Entrepreneurial traits and culture

Theme 2: Scanning the environment for business opportunities

Theme 3: Managing a small-to-medium business successfully

The learning outcomes as indicated at the beginning of each unit are 
derived from these themes. The outcomes indicate the basic knowledge, 
understanding, skills, attitudes and concepts that learners should 
achieve with regard to the learning content.

These themes are dealt with as follows in the module:

Units 1–4: Entrepreneurial traits and culture

Units 5–7: Scanning the environment for business opportunities

Units 8–12: Managing a small-to-medium business successfully

The outcomes are used for assessing whether or not learners understand 
the subject content.
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4.0 How to use the module

4.1 Time frame
You should expect to complete this course in 30 weeks or 150 hours. This 
allows approximately 12 hours per unit and 2 hours per assessment.

Learners are also given guidance on how much time should be spent on 
each activity.

4.2 Assessment tools
It is important to assess whether learners have achieved the outcomes 
that are indicated at the beginning of each unit. The outcomes are 
the basis for assessing whether or not learners understand the subject 
content.
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Note that these assessment activities are not meant to limit the initiative of the 
teacher/instructor in any way.

The content includes numerous questions and activities not only to 
test whether the learner has understood the work but also to test the 
learner’s general knowledge. For example:

Reflections

Discussions

Practical  
activities

Assignments

Assignments and case studies are self-mark. There is at least one case 
study activity and one assignment in each unit. Feedback is provided at 
the end of each unit.
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Note: Although the assignment is only given at the end of a unit, 
learners are encouraged to answer questions as they work through the 
unit content.
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AND

There are three assessment activities in this course. The assessments 
should be completed at the end of a theme before you move on to the 
next unit.
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5.0 Resources
A list of additional resources for further reading is provided at the end of 
each unit of the Entrepreneurship Course material.

Internet resources include articles and audio and video links.

Additional resources available on CD-ROMs include practical activities, 
case studies and assignments (in both Word and PDF format), which 
learners can download at their convenience.
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SECTION 3   
JSC Open Educational Resources 
(OER) Teachers’ Guide: Geography

1.0 Introduction
This section of the teachers’ guide focuses on the facilitation of the 
JSC Geography Course. It is intended for teachers/instructors who will 
facilitate the print-based and/or online courses for learners. In this 
section, we will look at the following information to help you assist 
learners taking the JSC Geography Course:

•	 General information

•	 What is covered in the course material

•	 How to use the module

•	 Resources

2.0 General information
Geography is a fascinating and wide-ranging subject. It is a study of the 
Earth and the interaction between the human race and nature. We, as 
humans, are totally dependent on the Earth. In Geography we will study 
how humans use nature to meet their needs and demands, and also how 
we can use the environment in a sustainable way.

The JSC Geography Course is available on CD-ROM and online (see 
www.col.org and www.namcol.com.na). The CD-ROM contains both 
the module and folders with additional resources and teacher resources.

The Geography Course includes multimedia resources and links 
to external multimedia resources are provided in each unit. These 
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multimedia resources can either be audio or video clips that are available 
on social websites such as YouTube and Facebook. The following 
multimedia resources are available:

•	 Videos

•	 PowerPoint presentations

3.0 What is covered in the course material?
To be able to successfully teach or facilitate learning it is important that 
you as the teacher/instructor are clear on what learners should know.

The learning content in this course is divided into six units:

Unit 1: Map Work

Unit 2: Climatology

Unit 3: Ecology

Unit 4: Geomorphology

Unit 5: Population Geography

Unit 6: Regional Geography of Namibia

Each unit is divided into sections that deal with specific topics. For 
example:

Unit 1: Map Work

Section 1 How to interpret (read) a map

Section 2 Scale and distance on maps

Section 3 Contour lines, landforms and intervisibility

Section 4 Determining location

Section 5 Photographs

Section 6 Map orientation, directions and bearing

The learning outcomes are indicated at the beginning of each unit 
and each section. The outcomes indicate the basic knowledge, 
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understanding, skills, attitudes and concepts that learners should 
achieve with regard to the learning content. They are used for assessing 
whether or not learners understand the subject content.

4.0 How to use the module

4.1 Time frame
You should expect to complete this course in 30 weeks or 150 hours. This 
allows approximately 25 hours per unit.

4.2 Assessment tools
It is important that we assess whether learners achieve the outcomes 
indicated at the beginning of each unit. The outcomes are used for 
assessing whether or not learners understand the subject content.
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The content includes numerous questions and activities not only to test 
whether the learner has grasped the work discussed but also to test the 
learner’s general knowledge. For example:

Progress  
exercise

Assessment

There are also three separate assignments for distance education learners 
in Units 2, 4 and 6. They are clearly marked Assignment 1, 2 and 3. 
Feedback has also been provided for these assignments and is in the 
teacher resource folder.

Assignments 
for distance 

learners
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Sample question papers are provided to help the learner prepare for the 
examinations. Feedback has also been provided for these assignments 
and is in the teacher resource folder.

Sample 
question  
papers

Assignments and case studies are self-assessed. Each unit contains at 
least one case study activity and one assignment. Feedback is provided at 
the end of each unit.

Note: Although the assignment is only given at the end of a unit, 
learners are encouraged to answer questions as they work through the 
content.

Learners are guided through 
the units by means of linking 
statements.

Instructions are also given on 
what the learner should do.

The Progress Exercises are 
indicated like this throughout 
the guide. The link will take the 
learner to the assignment and 
back again to the course.

If the learner is in the assignment section he or she can complete the 
assignment and then go to the feedback section to compare his or her 
answers with those provided. He or she can then click on the link to 
return to the content (main text).
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5.0 Resources
Multimedia resources are included throughout the unit to supplement 
the print material. They are indicated by an icon like the one shown here.

A list of supplementary multimedia resources is provided at the end of 
each unit of the Geography Course.

To make it easier for the learner to go back and replay the media, the 
page numbers are also indicated.

Internet resources like links to articles are also provided in the text.
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SECTION 4   
JSC Open Educational Resources 
(OER) Teachers’ Guide:  
Life Science

1.0 Introduction
This section of the teachers’ guide focuses on the facilitation of the 
JSC Life Science Course. It is intended for teachers/instructors who will 
facilitate the print-based and/or online courses for learners. Within this 
section, we will look at the following information to help you assist 
learners taking the JSC Life Science Course:

•	 General information

•	 What is covered in the course material

•	 How to use the module

•	 Resources

2.0 General information
This course is part of a series of teaching and learning materials in the 
Natural Sciences learning area. The course comprises eight learning 
areas referred to as “units.” Each unit covers a specific/particular area of 
learning with the focus on sub-topics.

On completing Life Science Grade 10, learners should be in a position to 
discover and develop their potential and interests in basic science. They 
should possess the necessary skills for further scientific learning. These 
skills will also prepare them for varied aspects of life and provide them 
with an understanding of the whole world.
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The learning content in this module is based on the Namibian 
context, although the themes and topics are on a variety of scales to 
meet international standards. Teachers are therefore urged, where 
appropriate, to use local examples to illustrate scientific issues, concepts 
and processes.

3.0 What is covered in the course material?
To be able to teach successfully or facilitate learning it is important that 
you as the teacher/instructor are clear on what learners should know.

The learning content in this course is divided into eight units:

Unit 1: Health Education

Unit 2: Nutrition

Unit 3: Classification of Living Organisms

Unit 4: Diversity of Organisms

Units 5–7: The Human Body

Unit 8: Ecology

4.0 How to use the module

4.1 Time frame
This course is expected to be completed within 23 weeks or 61 hours. 
This includes both teaching and learning time. This gives you 
approximately 8 hours per unit including the activities and assessments. 
Note that learners might spend less time on shorter units and more time 
on longer units. Distance education learners need flexibility to complete 
the course units to their satisfaction due to different needs and styles of 
learning.
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4.2 Facilitating a face-to-face Life Science session
The lesson plan for Life Science should consist of four phases: 
introduction and exploration, explanation, expansion and evaluation.

 Introduction and exploration phase

During this phase the teacher should organise the content to be dealt 
with, objectives to be achieved, concepts to be introduced, and practical 
activities needed for the content, as well as the type of records that 
learners need to keep the information and instructions they will need 
for any investigation.

The lesson can be introduced during this phase.
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 Explanation phase

During this phase the teacher explains the concepts to the learners and 
gives definitions. For example, when teaching the concept of osmosis, 
the teacher defines what osmosis is, gives reasons why it takes place and 
explains how osmosis can be demonstrated by an experiment.

Expansion phase: Now the teacher should try to connect the 
concept to real life. Encourage high-level thinking in the learners. For 
example, ask them how osmosis can affect the human body, and refer to 
osmoregulation.

Evaluation phase: During this time, the teacher formulates questions 
in order to determine whether the objectives are achieved. (See 4.3 
Assignment and self-mark activities.)

4.3 Assignments and self-mark activities
The Life Science course consists of 24 formative assignments. Some 
assignments are investigative. Teachers/instructors must give learners 
the proper guidance and support during investigations.

There is at least one assignment at the end of each sub-topic within a unit.
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In addition, there are various self-mark activities and practical activities to 
test the learner’s progress. These should be done in the learner’s notebook.

Sample answers for each assignment, as well as self-mark activities, 
are given at the end of each unit. Learners should be encouraged to 
try the activities by themselves before checking the feedback pages. 
Although teachers/instructors are not required to mark and record 
these assignments/activities, they must ensure that learners master the 
objectives by discussing and helping them with the questions if they are 
having difficulty. A feedback icon is at the bottom of each assignment/
activity.

Learners can click on the icon to access the feedback and then return to 
the course.
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4.4 Assessments
There are eight assessments in the course, one after every unit. These are 
tutor-marked assessments that contribute to the continuous assessment 
(CA) marks. Each assessment is worth 50 marks. Learners should answer 
in the spaces provided. No additional materials are needed. Feedback in 
the form of marking schemes for these assessments is also provided for 
the tutor and is included in the tutor’s folder. Teachers are free, however, 
to expand the marking scheme by adding alternative answers where 
applicable. It is the tutor’s responsibility to set the assessment due dates.

5.0 Resources
Various multimedia resources are provided as part of the Life Science 
course. These include audio clips, video clips and PowerPoint 
presentations.

 Audio

These are aural clips of information that are essential to reinforce the 
print material. In most cases, an activity based on the audio is given. 
The audio clips included in this course are provided on the CD-ROM. 
Teachers should arrange for learners to listen to the audio in order to 
complete the activities. There are 18 audio clips in this course:
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 Unit One:

•	 Components of immune system

 Unit Five:

•	 Features of gaseous exchange

•	 Effect of smoking on the lungs

•	 Effect of alcohol on nervous system

•	 Drug addict testimony

•	 Hormonal control

 Unit Six:

•	 Types of muscles

•	 Functions of the support system

•	 Functions of the placenta

•	 Process of birth

•	 Diet of the newborn baby

•	 Importance of colostrum

•	 Advantages of breast feeding

 Unit Seven:

•	 Contraceptives

•	 Effect of abortion

•	 Inheritance

 Unit Eight:

•	 Global warming, greenhouse effect
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 Video

This medium’s strongest point is how it can bring to life concepts that 
learners might find difficult to imagine. It adds value to the learning 
experience and can be used in different settings by the teacher, in groups 
or alone by the learner. The nine video clips included in the Life Science 
Course are provided on a CD-ROM. Teachers will need equipment such 
as TV sets, DVD players and a multimedia projector to play the clips.

 Unit One:

•	 Rapid test

•	 Types of IRVs

 Unit Two:

•	 Types of carbohydrates

•	 Proteins and fats

•	 Vitamins

•	 Minerals

 Unit Five:

•	 Heart structure

•	 Causes of heart diseases

•	 How to reduce heart diseases
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 PowerPoint presentations

PowerPoint slides are linked to the print content. There are seven 
PowerPoint presentations in this course, all provided on the CD-ROM.

 Unit Three:

•	 Levels of classification

•	 Effects of osmosis on cells

 Unit Four:

•	 Classes of vertebrates

 Unit Seven:

•	 Types of contraceptives

 Unit Eight:

•	 Main greenhouse gases
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SECTION 5   
JSC Open Educational Resources 
(OER) Teachers’ Guide:  
Physical Science

1.0 Introduction
This section of the teachers’ guide focuses on the facilitation of the JSC 
Physical Science Course. It is intended for teachers/instructors who 
will facilitate the print-based and/or online courses for learners. In this 
section, we will look at the following information to help you assist 
learners taking the JSC Physical Science Course:

•	 General information

•	 What is covered in the course material

•	 How to use the module

•	 Resources

2.0 General information
Physical Science as a subject develops the knowledge, understanding, 
and practical and experimental skills required for a solid foundation in 
academic training. It strongly emphasises the learners’ understanding of 
the physical and biological world around them.

The JSC Physical Science Course is available on CD-ROM as well as 
online (see www.col.org and www.namcol.com.na). The CD-ROM 
contains both the module and folders with additional resources and 
teacher resources.

The Physical Science course does not have multimedia resources but 
links to external multimedia resources are provided throughout the 
course within each unit.
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3.0 What is covered in the course material?
To be able to successfully teach or facilitate learning it is important that 
you as the teacher/instructor are clear on what learners should know.

The learning content in this course is divided into seven units:

Unit 1: Experimental techniques

Unit 2: Matter

Unit 3: Materials

Unit 4: Environmental chemistry

Unit 5: Mechanics

Unit 6: Electricity and magnetism

Unit 7: Waves, sound and light

Each unit is divided into sections that deal with specific topics. For 
example:

Unit 1: Experimental techniques

Section 1: SI units

Section 2: Estimating and measuring

Section 3: Observing and classifying

Section 4: Recording results

Section 5: Presenting results

Section 6: Reasoned explanation and evaluation of results

The learning outcomes are indicated at the beginning of each unit. The 
outcomes indicate the basic knowledge, understanding, skills, attitudes and 
concepts that learners should achieve with regard to the learning content.
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Basic competencies are derived from these outcomes and are given at the 
beginning of each section within a unit.

The outcomes and basic competence are the basis for assessing whether 
or not learners understand the subject content.

4.0 How to use the module

4.1 Time frame
This course is expected to be completed within 36 weeks or 156 
hours. This is indicated at the beginning of the course under Course 
overview.
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The length of sections varies. At the beginning of each section an 
amount of time in hours is indicated to show how much time an average 
learner will spend on a section. Note that stronger or weaker students 
will complete the section in less or more time according to their learning 
strengths.

 4.2 Assessment tools
It is important that we assess whether learners achieve the outcomes as 
indicated at the beginning of each unit. The outcomes are the basis for 
assessing whether or not learners understand the subject content.

Note that these assessment activities are not meant in any way to limit the 
initiative of the teacher/instructor.

The content includes numerous questions and activities not only to test 
whether the learner has grasped the work discussed but also to test the 
learner’s general knowledge. For example:

Self-mark activities
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Practical activities

Assessment

Self-mark activities are self-assessed. Feedback is provided at the end of 
each unit.
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Note: There are three separate assessments after Units 3, 5 and 7. They 
are labelled Assessment 1, Assessment 2 and Assessment 3. Learners 
must submit these assessments to be marked by the teacher. Feedback on 
these assessments, in the form of acceptable answers, is provided in the 
teacher resource folder.

5.0 Resources
Additional resources for enrichment and further study or reading are 
listed throughout a unit.
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