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Disaster is described as a “catastrophic situation in which the normal pattern of life or eco-system 

has been disrupted and extra-ordinary emergency interventions are required to save and preserve 

lives and or the environment”. 

Disasters are unusual public health events that overwhelm the coping capacity of the affected 

community. Disasters can be natural, technological, or complex emergencies. 

Infectious diseases are a major public health problem and it is impossible to always prevent 

epidemics, but its impact can always be mitigated by anticipating them and by being prepared. 

Epidemic preparedness and response is a multisectoral and multi-agency activity.  

 

The COVID-19 pandemic has affected educational systems worldwide, leading to the near-total 

closures of schools, universities and colleges, impacting about 72.9 percent of the world's student 

population.  
 

Institution closures impact not only students, teachers, and families. but have far-reaching 

economic and societal consequences. Institution closures in response to the pandemic have shed 

light on various social and economic issues, including student debt, digital learning, food 

insecurity, and homelessness, as well as access to childcare, health 

care, housing, internet, and disability services. The impact was more severe for disadvantaged 

children and their families, causing interrupted learning, compromised nutrition, childcare 

problems, and consequent economic cost to families who could not work.  

 

In response to institution closures, UNESCO recommended the use of distance 

learning programmes and open educational applications and platforms that Institutions and 

teachers can use to reach learners remotely and limit the disruption of education. 

  

COVID-19 pandemic has led to secure disruptions in normal life, including closure of institutions. 

It has impacted over 240 million children of the country who are enrolled in institutions. Extended 

institution closures may cause loss of learning. To mitigate the impact of the pandemic, institutions 

will not only have to remodel and reimagine the way teaching and learning have happened so far, 

but will also need to introduce a suitable method of delivering quality education through a healthy 

mix of schooling at home and schooling at institutions. 

 

The last 50 years have seen huge growth worldwide in the provision of education at all levels. 

COVID-19 is the greatest challenge that these expanded national education systems have ever 

faced. Many governments have ordered institutions to cease face-to-face instruction for most of 

their students, requiring them to switch, almost overnight, to online teaching and virtual education. 

  

While digital or online education cannot replace classroom learning, it has some advantages. It 

allows flexible and personalized learning at the speed of the learner and one can continuously 

augment and expand content through digital means. 

 

Guidelines have been developed from the perspective of learners, with a focus on 

online/blended/digital education for students who are presently at home due to lockdown. These 

guidelines also provide a roadmap or pointers for carrying forward online education to enhance 

the quality of education. The guidelines will be relevant and useful for a diverse set of stakeholders 

including institutional heads, teachers, parents, teacher educators and students. 
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Digital Education is an evolving area which is primarily concerned with the teaching learning-

process using digital medium. This has evolved from activities such as sharing of text resources 

and students submitting assignments online to availability of various types of content such as 

audio, video and multimedia resources. The continuous advancement in the field of Information 

and Communication Technology (ICT) and the internet (with virtually unlimited supply of digital 

resources) has made multiple modes of digital education possible. 

  

It addresses: 

 Preparations that systems could make 

 Needs of students at different levels and stages 

 Reassurance to students and parents 

 Simple approaches to remote learning 

 Curricula 

 Assessment 

 After COVID-19 

 Useful resources. 

 

With regards to the availability of digital infrastructure, Indian households can be classified 

into six categories 
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There are two kinds of online learning and teaching that Institutions will need to balance based on 

the feasibility: 

 

Online teaching may be  

• Synchronous: This is real-time teaching and learning that can happen collaboratively and 

at the same time with a group of online learners or even individually, and usually a teacher, 

or some method of instant feedback; examples of synchronous learning are online teaching 

through video conference, audio conference  using satellite or telecommunication facilities. 

 

• Asynchronous: This is anytime, anywhere learning but not connected on real time ,for 

example, emails, SMS, MMS, surfing e-content, listening to radio, podcasts, watching TV 

channels, etc. 

 

Modes of Digital Education 

Decentralized planning and implementation is advisable for the digital education system to work, 

keeping in view the ground realities . 

Depending upon the availability of ICT infrastructure, one can choose an appropriate mode for 

implementing digital education. 
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Online Mode: 

1. Online resources shared earlier are discussed by teachers online 

2. Online classes are conducted through video conferencing 

3. Live sessions and interactions and sharing of resources are  through LMS 

Partially Online Mode (Blended): 

1. Resources   available on public platforms are downloaded/shared with students for further 

exploration 

2. Students are prepared through reading materials for discussion/interaction once a week 

online classes 

3. Academic materials in the digital form are shared with students for discussion online 

later. 

Offline Mode: 

1. Contents are transmitted through TV channels/ Radio for use 

2. Contents may be customized and shared through Pen-drive, CD /DVD etc 

3. Incase personal TVs are not available, community TVs/Radios may be used for 

transmission 

 

Steps for Digital and Online Education 
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1. Plan: In terms of Context, Learner and Resource contents 

2. Review : in terms of time/duration, quality of resources, scope of assignments, methods of 

assessment, as well as cyber security and related safety concerns 

3. Arrange : arrangement and organization for their daily/weekly or monthly transaction must be 

done 

4. Guide : Guidance on the part of teachers for students and their parents. Pedagogy  

5. Talk: Interaction among groups through talk, chat and discussion 

6. Assign : group activities or individual assignments, depending upon the technological tools 

available to the children.  

7. Track : tracking students’ activities/ Monitoring to retain student’s interest 

8. Appreciate : On every completed task, teachers must compliment children by 

sending messages, calling them and appreciating them 

Guidelines for Institutional Heads, Teachers, Parents and Students 

Teachers play an important role in a child’s life. Teachers convey their affection, warmth, care, 

comfort as well as control to the students through verbal and nonverbal communication. Therefore, 

teachers may be more careful about the verbal and nonverbal communication they make through 

various digital platforms. Teachers being the first level counsellors, also have the responsibility to 

take care of the mental and physical health of their students. 

1. Need Assessment 

a. Institutional Heads/Administration/ Management should conduct an informal survey 

to identify various ICT facilities available. This data could be analyzed by school 

leaders to group or create differentiated plans. 

b. Ensure that for each class, teachers and students (i) mode of communication (ii) 

learning plans and (iii) necessary well-being support has been identified. 

2. Planning 

a. Institutional Heads/Administration/ Management should take adequate measures to 

facilitate ICT infrastructure for teachers (laptops/tablets, connectivity etc.), encourage 

and lead them in using different ICT tools in teaching learning and assessment. 

b. Orientation of teachers, parents and students about using digital technology for 

teaching learning and assessment may be done at the initial level and repeated, if so 

needed. 

c. Institutional Heads/Administration/ Management should not expect teachers to be 

engaged in six to eight hours of online teaching in a day. Rather they may be engaged 

for about two to three hours of online activities per day for the classes they teach. 

However, teachers may continuously explore, create and share learning  resources with 

their students and/ or parents 

d. Class-wise instant messaging groups may be formed for smooth communication with 

teachers, parents and students 
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e. Digital learning should not be burdensome for students and their parents. Avoid setting 

unrealistic goals for students as well as yourself. 

f. Teachers and representatives of parents should be involve in chalking out modalities 

of digital education. A systematic timetable (with detailed online and offline activities) 

for each class may be planned in consultation with all the teachers. 

g.  Do not rush for the sake of completing the syllabus; rather focus should be on the 

consolidation of learning. Interventions should be planned keeping in mind students’ 

level, age, resource availability, nature of content etc. 

h. ICT enabled activities, which have scope for tapping the creative pursuit of students 

leading to the acquisition of important life skills should be planned. 

i. Children exposed to digital technologies/gadgets for a longer time are prone to severe 

health issues. Hence, seating with digital gadgets for longer hours or their excess use 

may be avoided by designing age appropriate schedules of digital education. 

j. If possible, parents and guardians may also be involved in selection of appropriate 

resources for e-resources and ICT tools for their children. 
 

3. Implementation of Digital Education 

Keeping overall development  of students in mind, it is better that the screen 

time be limited 

o Use Instant Messaging/Chat groups/emails involving parents (wherever required) 

for sharing important information, resources, suggestions and follow up activities 

o Post a weekly announcement to provide an overview of the coming week’s topic or 

a recap of the previous week’s work, or both. 

o Teachers may share e-content with students and parents and guide them how to use 

those contents using available gadgets at home. 

o Provide time to time feedback on the responses and performance of students in the 

assigned tasks. 

o Institutional head may interact regularly with teachers and parents (at least once a 

week)to get feedback 

o Where parents are not in a position to support students in digital learning, suggest 

alternative support like peer learning and seeking help from neighbors, , identified 

local volunteers, etc. 

o Teachers may themselves select the contents based on the  criteria and circulate 

among students and parents to help them choose appropriate digital media that 

matches with children’s needs, abilities, and interests clear learning goals 

o Contents may be meaningfully presented contextualized and culturally responsive 

Activities may be suggested that: are age appropriate, simple to do at home and 

have learning goals that focus on building concepts/ skills among children are 

meant for holistic development. 

o encourage children to explore, observe and experiment using objects easily 

available in their surroundings/ localities. 
It is important to have  

It is important to have presentations which are easily readable, slides must follow certain 

rules like not more than 5 bullet points, maximize use of infographics, graphs, charts, avoid 

tables as much as possible 
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4. Cyber Safety and Privacy Measures 

Students, Teachers, and Parents may be oriented on Do’s and Don’ts of cyber safety and 

security. 

•  Make students aware about cyber bullying and how to avoid being bullied. Also, 

encourage them to refrain from cyber bullying. 

•  Do not share personal information, textual communications, videos or images of students 

on social media for any purpose including advocacy and displaying your work . 

• Create a congenial, safe and secured online learning environment. Communicate often with 

students with utmost clarity on do’s and don’ts of engaging with digital learning. 

 

5. Specific Guidelines Related to Senior Students 

 

• 10-15 minutes break between two consecutive classes for students to freshen up, relax  

and re-energize themselves to focus on the next class 

• Encourage peer discussion and interaction during online classes 

• Develop and use formative assessments for immediate and continuous feedback, this 

would help the teacher and students improve in the learning process 

• Talk regularly to students in understanding and encouraging the responsible use of the 

internet and netiquettes. 

 
       6. Teacher Preparation 

• Explore digital technologies (LMS, apps, web portals, digital labs etc), repositories of 

Open Educational Resources (OERs) at national/ State/global level 

• Attend webinars, online training programs, online courses on ICT- Pedagogy- 

• Content integration 

• Use appropriate technology for teaching learning & assessment 

• Use digital resources embedded in Alternative Academic Calendars (AAC) developed 

by UGC for different stages. 

• Be part of forums, interest groups and online communities to interact with peers and 

know how the rest of the world is doing with digital education 

• Get acquainted with copyrighted as well as Free and Open Source (FOSS) e-contents 

and tools for learning. Teachers may be made aware of the use of open resources as 

everything on the Internet is not available for free download or sharing. 

      Guidelines for online  teaching 

Follow netiquette and behave responsibly while online. 

 Be respectful. 

  Be aware of strong language, all caps, and exclamation points. 

 Be careful with humor and sarcasm, grammar and spelling matter.  

 Cite your sources 

 Don’t post or share (even privately) inappropriate material. 

 Be forgiving 
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6. Guidelines for Parents  

 

• Parents and family members need to be very careful to watch over the  digital behaviours, 

Keeping in mind the detrimental effects of the internet and gadgets, 

• Judicious use of the internet may be monitored by the parents. 

• Parents may interact with children on a regular basis to know their physical and mental  

well being. 

• Watch out for signs of anxiety, depression /anger during digital learning. 

• Check if your child is becoming very secretive about his or her online activities. For 

example, not talking to you, deleting history of the internet browser, using encryption 

software, or quickly flicking the screen display when he/she sees you. It’s better to 

talk openly about your own internet use and encourage your child to do the same. 

• Explain and talk about basic hygiene and healthy lifestyle practices for protection 

during COVID-19 using digital resources. There are plenty of digital resources (videos, 

animations, booklets, etc) available in the web. 

• Combine online time with fun filled offline play, games and other activities, so that 

there is a balance between the screen time and the concrete play time 

• Parents may ensure the involvement of their wards in physical activities such as yoga, 

exercises, etc. during breaks from digital learning. 

• Keep TV/ laptops/ computers etc in a common area and definitely out of bedrooms. 

This will help in restricting usage time and you can easily keep an eye on the child’s 

overall usage of digital devices. 

• Develop digital rules in consultation with children, and follow it. The plan could cover 

things like screen-free areas in home, internet safety rules, duration of watching TV, 

surfing the web, etc. Talk with children regularly to help them understand the importance 

of responsible use of the internet rather than scolding. 

• Discuss with children about netiquettes like not to post hurtful messages about others, not 

to post photos, videos and other information without permission of that person online; think 

before posting one’s photos, videos or other data in social media and other places. 

• Discuss and enquire if the child is spending too much time on the Internet or mobile, 

predominantly in instant messengers, forums, texting messages, etc. 

• If aware, may use parental controls in devices and enable safe search in browsers 

while children are surfing the web. Have a regular communication channel with the 

Institutions (counsellor, teacher, other staff) to better monitor and help children in their 

progress. 

• Try to create and maintain a routine for your children, particularly the younger ones 

with respect to all daily activities. This includes digital learning activities suggested by 

teachers and educational institutions as well. 

• Consult with teacher, parents of other children and create simple yet effective learning 

plans by reflecting on following questions: 

• Do not force the child to sit continuously in front of the TV, laptop, mobile and never 

stress or pressurize the child to continuously do online activities when the child is not 

ready for it. 

8. Guidelines for Students 

• Maintain a schedule for sleep, food, noting time spent on the internet for learning 
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and time spent on the internet for socializing etc. 

• Besides online learning, every day read from textbooks and read other books as 

well 

• As a follow up to online class, explore further through activities, experiments, 

creative expressions etc. 

• Access the digital resources provided through the various national ICT initiatives 

• Take notes during the online class and review them offline 

• Restrict time for surfing and regulate screen time for scrolling/reading information 

on every issue. 

• During online activities take small breaks to stand up and move away from the 

screen. During this break, take a quick walk indoors, do few stretch exercises, 

practice deep breathing, catch up with family members etc. Do not continue to 

sit and surf or chat online. 

• Avoid using mobile/internet surfing 40 minutes prior to going to bed because 

engaging in passive communication just before sleeping makes the brain active and 

makes it difficult for the brain and body to relax. 

• Seek parents’ permission before sharing any personal information on the Internet 

• Dress decently and maintain decorum 

• Be careful about cyber bullying and also stop yourself from bullying others. 

• Don’t abuse the chat box 

• Follow netiquette and behave responsibly while online. 

• Do not give anyone your logon password.  

• Do not let others logon and / or use your online services account unless it is with 

the teacher’s permission.  

• Do not access other people’s online services accounts without permission from the 

teacher.  

•  Student is  responsible for all activity in his online services account.  

•  Inform teacher if you think someone has interfered with or is using your online 

services account without permission.  

• The college may monitor any information sent or received and can trace activity to 

the online services accounts of specific users. 

• If any information is found that is inappropriate or makes you feel uncomfortable , 

tell the teacher about it. Examples of inappropriate content include violent, racist, 

sexist, or pornographic materials, or content that is offensive, disturbing or 

intimidating or that encourages dangerous or illegal activity.  

•  You will not attempt to access inappropriate material online or try to access 

Internet sites that have been blocked.  

• You will acknowledge the creator or author of any material used in your research 

for college work by using appropriate referencing.  

• You will obtain permission from the copyright owner of any materials inserted in 

your  work for any use.  

• You will make sure that any email that you send or any work that you wish to have 

published is polite, carefully written and well presented.  

• You will follow the instructions of teachers and only use online services for 

purposes which support your learning and educational research.  



10 
 

• You will be courteous and use appropriate language in all Internet communications.  

• You will not use the  online services for illegal activity , to bully, offend or 

intimidate others or send inappropriate materials including software  

• You may be held liable for offences committed using online services. 

9. Supporting Online Learning of Children With Special Needs (CWSN) 

Children with special needs may require assistance and support from respective teachers. 

• Develop/Identify and use resources like audio books/ talking books, TTS, sign 

language videos, audio tactile materials, etc. 

• Prepare chapter briefs in advance so that the same may be shared with the CWSN 

prior to actual group teaching in online mode. Care should be taken to prepare these 

briefs in multiple formats such as text, audio (voice recorded), audio with visual  

support etc 

• CWSN may be encouraged to watch programs in sign language e.g., the NIOS sign 

language TV channel and other such programs in sign language. 

• Allow flexible ways (types, recorded, audio visual with gestures, adult/ sibling 

supported) of responding or submitting assignments/ completed tasks, projects, 

homework etc. 

• The accessibility curriculum may be referred for enhancing participation of CWSN 

in online mode 

While creating learning groups of students for online teaching learning, as far as 

possible separate groups for students with special needs, may be avoided and they be 

treated at par with peers. 

 

Guidelines for Physical Health and MentalWellness during Digital Education 

 

Adequate physical and mental health practices need to be adopted while pursuing digital 

education. Poor ergonomic practices, prolonged exposure to digital devices and lack of 

physical activities can have a negative impact on the physical and mental wellbeing of a 

person. 

The postures and practices a person adopts throughout the day while using digital devices 

can have a significant impact on one’s health and well being. Staying in the same posture 

for prolonged periods is undesirable. Besides, prolonged exposure to digital devices can 

have negative impacts on other aspects of health and wellbeing also.  Points to be 

considered  are: 

• While working with computers or viewing TV, one needs to maintain proper 

posture: 

• Sit on the chair straight in an upright sitting posture, maintaining right 

angles at 

 the ankles, knees, hips and elbows. 

• Head is forward facing, and balanced. Shoulders are relaxed and upper 

arms touch at the side of the body. 

• Digital equipment needs to be placed at appropriate and convenient 

locations for easy access. For example, a television mounted too high 

on the wall can lead to  shoulder pain. 

• Practicing Yoga and physical exercises on a regular basis can help in strengthening 
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the immune system as well as strengthening muscles, bones, and joints. 

• A short break from Computer/Television/Mobile phone after every 30-60 minutes 

will help in reducing strain on eyes, exhaustion, improve circulation of blood and 

reduce stiffness in joints. One can walk around for a few minutes during such 

breaks. Switching one’s eyes off the screen for 20 seconds after every 20 minutes 

is soothing for the eyes. 

• While sitting in front of a digital device, one can stand up periodically and do some 

stretching exercises 

• Malpractices on the internet and other safety, security and ethical issues may be 

reported to adults/teachers by the students. If teachers are also facing such issues 

they may report it to authorities and subsequently to the police. 

• Students may be oriented to the responsible uses of the internet and how its misuse 

can cause harm to one’s academic, personal, social and mental wellbeing . 

• Teachers and adults may be vigilant enough to pick up clues for unusual behavior 

of any student and connect them to counsellors for help.  

• The learning environment needs to have proper lighting, ventilation. One cannot 

participate in a video call when there is too much external noise. Audio-video 

content should not be played in the middle of an online session. An earphone may  

be used if available. 

Guidelines for Administration/ Management 

The Managements will have to develop a short- and long-term learning plan based on an 

assessment of the capacity of the Institutional systems, resources to support a multi-faceted 

remote learning model, including a combination of technologies and delivery mechanisms 

based on the data of students and their access to digital technologies. 

Equity should be a top consideration in all planning efforts, as the many vulnerable students 

most likely lack the ability to access digital resources.  

The short-term plan should focus on the immediate response to continue learning for all 

students, the medium-term plan will prepare the Institutions to reopen and function 

normally. 

Following considerations may be kept in mind while planning digital education at the 

Institution level 

• Design and develop need based strategies based on the availability of human 

resources and digital infrastructure, needs of students, teachers, parents and 

community to create appropriate digital learning environments. 

• Prioritize capacity building of various stakeholders to adopt Digital Education. 

• Depending on the model identified, various communication platforms (e.g. 

WhatsApp, Telegram, regular phone call etc.) or Learning Management Systems 

(MOODLE, Google Classroom etc.) may be chosen. 

• Learning plan must be prepared with the details of each week’s learning goals, 

associated content from digital platforms and public platforms, assessment 

strategies 

• (Oral assessment, creative projects etc.). This may include the sequence of activities 

that teachers would undertake instead of elaborate lesson plans. 

• During the COVID-19 period a lot of children have to stay inside the house for a 
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long period which may have a huge impact on children’s mental wellbeing. A 

regular conversation with children to ensure their safety and well-being and regular 

conversation with teachers may be considered. 

• Gap areas as well as difficult concepts/hard spots may be identified and e Contents 

development on these concepts may be prioritized.  

 

To the children belonging to low socio-economic strata, wards of migrant workers,COVID-

19 affected families, support needs to be given for their physical and psychosocial well 

being through multiple modes including radio broadcast and IVRS. This will create a 

conducive environment for digital education. 

 

• Identify and curate digital resources available in national repositories and Open 

Educational Resources (OERs) repositories can be identified as per the need of the 

state and disseminate to all  stakeholders. 

• The prescribed printed energized textbooks (with QR codes) may be made available 

to all students to make digital education meaningful and effective. 

• The Alternative Academic Calendars (AAC) developed by UGC/University for 

College levels of education may be adapted/adopted/customized as per the 

curriculum and may be aligned to the specified learning outcomes. 

• Time schedules for digital programs may be planned keeping in mind that there 

may be more than one child in a family, where digital gadgets may be limited and 

resources may not be easily shared among each child. A teacher can also be a parent 

and require time for her children. The teachers should not be overburdened in the 

name of digital education. 

• While preparing a timetable , convenient time for students and teachers may be 

taken into consideration. Different time slots may be given for different classes 

• The live/broadcasting and screen time must be level specific with regard to physical 

            and mental health of the learner. However, each session should not exceed 60 mins. 

• Live classes may be scheduled on the weekdays only; the weekend can be utilized 

for the assimilation of learning on part of students & parents and planning on part 

of teachers, and unwinding themselves for the coming week. 

• During the lockdown period usual vacation may be allocated for students and 

teachers. 

• Besides following the digital education plan, students may be encouraged to do 

some creative assignments and learn some life skills. Institution may plan the 

academic calendar in consultation with teachers as per the University guidelines. 

• Assessment may be made an integral part of online learning programs in order to 

ensure achievement of learning outcomes at each level. 

• Institutions can follow a process of continuous formative online assessment to 

enable students to learn and succeed. However, institutions may discuss the one-

time offline exit examination system as well. 

• Concept inventories (diagnostic question banks) for all subjects may be created and 

published widely so that teachers can make best use of them while administering 

formative assessments. 

• Develop curriculum based online courses and create mechanisms to recognize and 

provide credits for such courses completed by students . 
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For creating engaging and successful online education following points may be 

considered: 

Make It a Group Effort 

 Even an instructor who has taught the same course dozens of times in an on-campus 

classroom will spend many extra hours figuring out how to teach it online. So 

colleges and universities should offer them some sort of compensation, like a 

lighter teaching load the first semester. 

 In addition,  faculty members need training in how to design and teach an online 

course. “Too often, faculty try to lay the technology on top of the face-to-face 

course, and that does not work well,". "It doesn’t work for the students, and it 

doesn’t work for the faculty.”   

Focus on 'Active' Learning  

 Instructors often rely on long lectures to fill the time in a traditional class meeting. 

But even the most dynamic lecturers cannot get away with that online. 

 To engage students who are not in the room during a lesson, the course should mix 

spurts of discussions, collaboration, video and audio clips, and hands-on exercises 

with text and possibly brief video lectures. 

 “It’s not a lecture classroom online”,  “It’s an active learning classroom online.” 

The blend of teaching and learning tools is new to many professors who have not 

created active learning environments in their face-to-face classrooms. 

'Chunk' the Lessons 

 Long lectures probably aren’t the best way to engage a face-to-face class – and are 

even more ineffective online. 

 The student should be engaged, so no pages of text or an hour-long video. 

Information should be presented in 10-minute “chunks” and the format should be 

varied. 

 Lessons should be designed with ample white space; breaking up text with 

photographs so students can see examples of what is in the text; and incorporating 

color into section titles. 

 Keep Group Sizes Small 

 In a traditional classroom or lecture hall, some students never participate in 

discussions or ask questions, usually because they are either shy or are not engaged. 

Online participation is required, but can be equally intimidating if students are 

expected to engage with dozens of classmates. 

 It is  advised that professors break those students into groups of no more than 20 

for purposes of discussions, collaboration, peer critiques and group activities. 

Be Present 
o No matter where teaching and learning take place, the importance of the faculty 

member being there and being mentally present with the students is the most 

important thing they can do. 

o That doesn’t mean simply responding to questions that students post online. 

instructors should have a “social presence” in their online classrooms, and 

encourage students to do the same.. 

o Students should have a well-rounded idea of who their professors are. 
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Parse Your Time 
o Instructor presence is critical to student success in a virtual class.  

o Teachers should manage their time in a reasonable way.  

o A faculty member need not respond to everything each student posts online.  

o Online discussions should be between students. 

o The instructor “cannot simply let a course run itself, but pick and choose where to 

insert your voice 

 

Embrace Multi-media Assignments 
• Students who enroll in virtual courses usually are at least somewhat facile with 

technology, Professors should leverage that by allowing them to use digital tools 

for their assignments. 

• While it’s quicker to grade papers than to review student-produced PowerPoint 

presentations or videos, a lot of students express themselves better that way. 

 

  How To Be An Effective Online Teacher 

   The digital classroom brings with it a range of unknown and unexplored territory,  

  mostly in part to its relative newness when compared to traditional teaching  

  methods. To be an effective online teacher, coupled with a comprehensive course  

  load and the right resources, following points may be considered. 
 

a. Be Present 
There are many ways to make yourself known in the digital realm. Achieving this online 

means utilizing a range of different communication methods and ensuring that you 

check in on them daily or hourly if needed. Discussion boards, emails, announcements, 

and forums, are just some of the ways you can be present each day in your online 

classroom. When the course begins, set clear guidelines for your students about when 

you’ll be present. 

 

b. Set The Expectations 
As the online classroom can often feel a little free-form, you’ll need to provide      

students with a very clear set of expectations before they commence their studies. These 

expectations should include everything from what they can expect from you as their 

teacher, as well as what will be required of them. The expectations can outline due dates 

for assessments, your communication frequency, how much online participation you 

require of them, and the conduct they will be expected to display throughout the course 

 
c. Let The Students Do The Work 

The aim of learning is to have students engaged in the content for as long as possible, so 

you need to create the opportunity for this to happen. More time the students spend 

engaged in the content, the more they’ll learn. 

To give your students plenty of opportunity to engage with the content and each other 

you can ask them to find and discuss resources, grade their own assignments, and hold 

student-led discussions in the online forums. 
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d. Nurture A Supportive Online Community 
Since this online space is their classroom, you want students to feel as supported as 

possible when they’re here. By using a variety of dialogue formats, you’ll ensure your 

coursework caters to all learning types and allows students to flourish. 

Encourage students to use the general forum for discussion, but also set up small groups 

within the class so that students can engage in feedback and support with their fellow 

classmates. Some students may sit back and learn from the sidelines, whereas others will 

benefit greatly from actively engaging in this type of communication. 

 

e. Think Before You Write 
  Not only is this an important principle for teaching staff to follow, but one that should              

be communicated from the very beginning to all students. As it’s well known that written 

text can be left open to interpretation or misinterpretation at any time, it’s crucial to craft 

well thought out responses and posts to others. 

When crafting responses to assignments and other evaluations, the best tone to use is a 

simple, clear, and polite one. As these responses are all your students have to go off in 

regards to feedback, you need to leave nothing open for interpretation. 

 

 f. Ask For Feedback 
    Sometime around the 2nd or 3rd week, you should ask your students for direct and            

honest feedback on how things are going. This feedback should cover everything from 

content to teaching methods, and request any areas requiring improvement. The best way 

to achieve this is in a somewhat formal tone, so post something on the discussion board 

and see what pops up. 

 

    g.Foster Personal Relationships With Each Student 
     Getting some one on one time with each student is just as important as effective group 

communication. Students studying online can sometimes feel deserted and alone in the 

digital classroom, so it’s necessary to make an effort and reach out. 

A blend of different communication methods, including personalized responses to their 

discussion boards posts and emails addressed to only one student may be used. At the 

start of the course, you should set out in your expectations the best communication 

methods, but never give out your personal email address or contact details to a student. 

 

h.Make Use Of Group And Individual Projects 
   A healthy mix of group and individual projects is the best way to ensure success with 

online learning. Giving students this variety of learning styles will enhance their 

learning capabilities, and teach them the importance of both group work and individual 

achievements. 

i. Use Resources That Are Readily Available 
    Since students will already be engaged on their computers and use the internet to log 

onto the learning portal, the best resources for them are going to be online. By using an 

assortment of relevant and easily accessible resources such as digital publications, news 

sites, and online videos, students are going to be far more engaged than if they had to 

https://elearningindustry.com/6-tips-build-thriving-online-learning-community
https://elearningindustry.com/meaningful-feedback-online-learning
https://elearningindustry.com/meaningful-feedback-online-learning
https://elearningindustry.com/personalized-onboarding-ignites-staff
https://elearningindustry.com/corporate-learning-new-knowledge-economy
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refer to an outdated textbook. Where possible, mobile content is ideal so don’t forget to 

incorporate anything that can be accessed on their smartphone or mobile device. 

 

j.  Have A Closing Activity 
    Finally, you want to end the course with a bang. The best way to achieve this is with  

a final summary or assessment that helps students to reflect on everything they’ve 

learned. Allow students to reflect on the content and the experiences shared so that 

everyone is made aware of what they’re taking away from the course. 

Incorporating these principles into your online teaching methods will not only ensure a    

online learning is still in its building stages when compared to other methods of teaching, 

the most effective principles will continue to grow and adapt to the new world of digital 

classrooms. 

 “The teachers are working very hard to do all they can. It just will never be as 

beneficial as being in class.” 

This is an opportunity for higher education to take leadership in effective transition      

management. Decisive, impactful action to help students succeed during this time may be 

the best way to avoid attrition . 

As professors grapple with technological challenges, many students feel their learning has 

been impacted. 

Effective, targeted student support should be developed around student voices. Institutions 

are pillars of learning, thought leadership, and community. Now, more than ever, students 

need their Institutions. 

Online Teaching/Learning Benchmarks  

Student interaction with faculty and other students is an essential characteristic and is 

facilitated through a variety of ways, including voice-mail and/or e-mail.  

 

Feedback to student assignments and questions is constructive and provided in a timely 

manner.  

 

Students are instructed in the proper methods of effective research, including assessment 

of the validity of resources 

  

To make online teaching better, 

1. Be on time. 
Punctuality is especially important for online meetings, because we are working in 

the absence of normal checks to ensure that everyone can be gathered to start classes 

on time 

2. Wear proper attire. 
      You will be expected to share your screen through video in order to engage in 

      discussion, so please dress well 
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3. Record your lectures – don’t stream them 

      If students are unwell or are struggling with internet access, they will miss a live 

      streamed lecture. Record videos instead and send them to your students so that they 

      can watch in their own time. 

 

4. Show your face 
      Research has shown that lecture videos that show instructors’ faces are more effective 

      than simple narrated slideshows. Intersperse your slides with video of yourself. 

 

5. Keep videos short 
      Videos longer than 15 minutes can cause issues of slow downloading and learner 

       distraction. If you have more to say, record two or three short videos. 
 
6. Test out slides 
      Make sure you test slides on a smartphone before shooting your lectures so all text is  

      readable on small screens. Font sizes, colours, template designs and screen ratios can 

      be double-checked. 

 

7. Use existing resources … 
      Pre-developed resources available online may be used and students  should be provided 

      with clickable links. 

 

8. Make sure they’re open access 
      Using open resources help prevent access problems for students. If any of the suggested  

      resources are not accessible, time is wasted in  troubleshooting. 

 

9. Give specific instructions 
      When suggested online media runs for longer than 15 minutes, suggest the exact parts 

      they need (eg 13:35 to 16:28) as this can even make students more curious. When you 

      provide more than two resources, label them in the order you want students to approach 

     them. Simple numbering, based on the level of difficulty or importance of each resource 

     item, can be of great help for your students. 

 

10. Provide interactive activities 
      Most learning management systems, such as Moodle, Edmodo and Blackboard, include 

     a range of functions to create interactive learning activities such as quizzes. Step-by- 

     step guides to creating them are widely available online. They may be used. 

 

11. Set reasonable expectations 
     All questions in a quiz may be answered by referring to the given learning resources... 

12. Use auto-checking to measure attendance 
      If students are told that their attendance will be measured by their participation in a  

      quiz, it will increase compliance. Use the automatic checking and grading features on  

    the learning management systems. 

 

https://psycnet.apa.org/record/2015-12648-001
https://www.tonybates.ca/2020/03/09/advice-to-those-about-to-teach-online-because-of-the-corona-virus/
http://www.irrodl.org/index.php/irrodl/article/view/2702
https://journal.alt.ac.uk/index.php/rlt/article/view/1419
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13. Use group communication carefully 
      Group communication shouldn’t be used for direct teaching. Instead, set up a video  

      conferencing tool like Zoom.  

 

14. Let students take control 
      An online “group spaces” for small groups of students can be set up for support and 

consult with one another before sending emails directly.  

15. Don’t hide your feelings 
      Online teachers’ emotional openness is a great instructional strategy.  

16. Repeat 
      Online students do not like frequent changes in their learning style.  

 Key benefits of teaching online 

 Increased flexibility of time:  

 Increased flexibility of location 

 Context 

 Information sharing. 

  Online resources 

 Diverse and enriching experience 

 Access, equity & disability 

 Digital information literacy  

 Administration   

Key limitations or considerations 

 Access to technology  

 Access to the Internet  

 Ability to use technology 

 Isolation 

 Information overload 

It is recommended that teachers:  

 advise students of the possible negative consequences of publishing identifying 

information on the Internet including their own or other students’ images;  

 refrain from publishing student images or any student-identifying information on the 

Internet (for example, surnames), and if such publication is necessary, limit the amount of 

time the information is online as much as possible;  

 confirm that any material planned for publication on the Internet or Intranets has the 

approval of the principal and has appropriate copyright and privacy clearance (refer to the 

Intellectual Property Policy and Copyright for Schools Guidelines;  

http://www.irrodl.org/index.php/irrodl/article/view/2293
http://www.irrodl.org/index.php/irrodl/article/view/325
https://www.sciencedirect.com/science/article/abs/pii/S1096751617304840
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 confirm that permission to publish work or images of students has been received . 

 use group photos only with subjects in regular school uniform or day clothing when 

publishing on the Department’s Intranet or Internet: photographs of single students (except 

where receiving an award or similar), and of students in swimming costumes or similar 

clothing, should be avoided (this applies to images in school newsletters, school handbooks 

etc); and  

 use a school camera for taking student photographs, rather than staff personal cameras, 

phones or other devices 

Misuse and breaches of acceptable usage  

Principals and teaching staff will take appropriate action in accordance with the Behaviour 

Management in College policy and its  Behaviour Management Plan where there is an alleged 

misuse of online services or breach of acceptable use.  

Principals and teachers should:  

 follow procedures for fairness and due process where there is an alleged misuse or 

breach of acceptable usage, for example by investigating any reported misuse and, 

where possible, accurately retracing misuse to the offender;  

  tailor disciplinary action taken in relation to students to meet specific concerns related 

to the breach (for example counselling, parental involvement, police involvement), and 

assist students in gaining the self-discipline necessary to behave appropriately when 

using the online services; and  

  promptly address the online publication of defamatory material about staff or students 

by:  hiding/removing/deleting the offending material from view; and  keeping a record 

of the nature of the offensive material and its deletion.  

 Principals and teachers should also be aware of the steps to take and advice to give, if 

students notify them of inappropriate or unwelcome online activity by fellow students 

or members of the public.  

 Such steps may include:  

o collecting as much information as possible about the incident including copies 

of communications;  

o  emphasising to the student that the event is not necessarily their fault;  

o  identifying any risky behaviours on the part of the reporting student and 

counselling them on the need to adopt more protective behaviours; and  
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o  if the incident warrants further attention, escalate it to school and/or 

Department authorities, notifying police if it is suspected the law may have 

been broken, such as a possible attempt by an adult to groom or encourage the 

student to meet face-to-face. 

Happy Online Teaching and Learning ! 

 

 

 

 

 

 

 

 

 

 

 

  


