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Welcome to the Tutor’s Guide of CoLED Project! 
 

This guide aims to assist you in providing the best training support to ensure the learenrs’ 

success in the CoLED blended-learning course. The recommendations included in this guide 

are based on the principles of andragogy and also on the CoLED teams’ experience with the 

implementation of blended courses. We hope that this guide will help you facilitate positive 

teaching and learning experience and will result in effective and rewarding tutoring.  

1. Tutor’s Role and Responsibilities 

Tutoring the CoLED course is mainly intended to support participants’ development and 

monitor their progress. Since the COLED course relies on a blended-learning methodology, 

tutoring implies using a variety of media tools (e-mail, forum and chats) to facilitate 

communication with and between participants. 

The tutor of the CoLED course plays a vital role in monitoring individually the pedagogical 

development of the learners in a supportive and warm way and using a variety of media (e-

mail, forum and chats) to facilitate communication with each participant. Your role as a tutor 

is to support the learner throughout the course, to keep in touch with them, monitor their 

performance and provide timely feedback. As a tutor you should advise participants on the 

best way to engage with the modules, adapt the content to meet the needs of the individual 

and prepare extra material when necessary (e.g., suggest more difficult tasks), to offer 

remedial help and/or enrichment, to guide learners in taking alternative routes through the 

material (to adapt the contents to local circumstances, etc.).  

The tutor plays an important role in all course activities: 

 during the work on the content of the modules – explaining concepts and terminology 

to learners, giving relevant examples to facilitate the learning process, etc.  

  while completing the assignments (exercises, case studies, good practices and 

scenarios) that go with CoLED b-learning course – providing additional clarifications if 

needed;  

 “Good tutor” attributes 
 
A good tutor is someone who: 
 Is enthusiastic; 
 Is approachable, and accessible for consultation; 
 Acknowledges learners as individuals, values particpants and creates a welcoming 

environment; 
 Is confident, organised and prepared; 
 Is positive about learners and learners learning, and not critical; 



 

 

 
 

 Is knowledgeable of the relevant course topics, course details, organisational issues; 
 Gives clear explanations (of learning material and assessment criteria and expectations, 

and is willing to discuss them with individual participants); 
 Uses a variety of teaching and learning methods; 
 Uses purposeful activity (for the learning that is important for the session); 
 Utilises the knowledge and experiences of individuals in the group; 
 Manages group dynamics well; 
 Treats participants equitably and fairly; 
 Asks questions that can generate but not dominate the discussion; 
 Doesn’t assume prior knowledge, and encourages people to ask even “stupid” questions 

without fear of ridicule; 
 Is supportive, takes some interest in each participants’ progress, and gives constructive 

feedback to individuals, not just the whole class; 
 Reflects on their performance as a trainer and seeks to continually improve. 
Source: “A Tutor’s Guide to Teaching and Learning at UQ” 
 

 

 

 

 

 

 

 

  



 

 

 
 

2. Preparation and Planning 

In preparing for the CoLED course you should carefully plan the material you are going to teach 

- read the material and think about it – what questions would you ask, what could be 

confusing, what practical examples you can provide from your personal experience, etc. Make 

it a goal to learn something for yourself. Don't rely on stock knowledge or what you've already 

taught in the past. Remember that the new paradigm called Industry 4.0 is a very innovative 

topic that brings a desirability of organizational transformation with quite dynamic benefits to 

the organization business sector; what you teach has to be up to date! 

It is a good idea to have a short icebreaker activity at the beginning of each meeting or during 

the meeting to get to know the learners better and also encourage them to become friendly 

with each other. 

Behave professionally at all times, dress to assert authority and credibility. Remember that 

your role is to facilitate and not to dominate the learning sessions. Always have some 

questions prepared in advance which help you engage the participants in the discussion.  

2.1. Introductory Session  

At the beginning of the course, there will be one introductory session. It aims to set the 'tone' 

for the upcoming sessions and activities. It is a chance to make a good first impression and 

show the participants that you want to establish a relaxed atmosphere and that active 

participation and exchange of knowledge and experience are highly encouraged. To make a 

strong start, design an outline of the tutorial session and objectives. 

The main aims of the introductory session are: 

 To enrol course participants  

 To outline the course structure and schedule 

 To explain the principles of blended-learning 

 To explore participants’ expectations and motivation to take part in the course 

 To explore participants’ previous experience  

 To motivate and inspire learners  

 To find out if participants have any particular barriers to their learning 

 To set course ‘ground rules’ 

 To explain the evaluation and certification process  

 To establish the communication process 

 To break the ice and establish a good connection with participants 

In the introductory session, the learners come together as a group for the first time. Consider 

asking them to introduce themselves: name, occupation, previous experience with the topics 

covered in the course, some curious or funny fact about them which will distinguish them from 



 

 

 
 

the others. You can perform this activity at the beginning of the session and at the end, you 

can ask participants what they have remembered about their peers. 

Ideas for Ice-Breakers: 

1) Ask learners to talk for 1 minute to their neighbour or in a separated “room” in a virtual 

meeting. Then ask each learner to introduce their neighbour and make a full circle until 

everyone is introduced.  

2) Prepare in advance some name tags and ask the participants to write their name together 

with an adjective in front of it starting with the same letter as their name, then they have to 

explain how this adjective is linked to their personality (for example amazing Ana, bighearted 

Ben, etc.). In a virtual meeting you can ask the participants to do the same in the name they 

are registered in the meeting. 

3) You can also purpose to the participants to choose a Super Hero/Heroin, or write their 

Indian name, or a sign saying and then explain their choice. In a virtual meeting you can the 

learners to prepare a presentation in advance with the chosen activity. 

2.2. Clarifying Expectations 

It’s important to take into account participants' expectations and past experiences and select 

the best approach which you think the group would be comfortable with. Establishing clear 

expectations about your role as a tutor and learners’ role as trainees and members of the class 

is crucial for maintaining a good working relationship between you and the group, individual 

trainees, and among the learners’ themselves. 

Talk to the participants about your expectations of them, and ask about what expectations 

they have of you. Consider getting the leaners to establish a set of ground rules for their 

sessions. 

Some possible ground-rules (for the learners and the tutor) may be: 

 everyone will be on time for the sessions 

 the sound of all mobile phones will be turned off during the sessions 

 everyone will come prepared for each session 

 everyone will respect other participant’ point of view  

 everyone will listen to each other, and won’t interrupt when another person is speaking 

2.3. Some notes about adult learner 

Stimulate a learning environment that will enable learners to integrate new ideas with what 

they already know. Show respect for them as individual participants and value their 

experiences, perspectives and contributions. 

Adults also often have a real sense of purpose for their learning, for instance, they often want 

to change their career, and may not be learning 'just for learning's sake', and have a very clear 



 

 

 
 

idea of what they want to do when they finish learning. Adult learners are results-oriented. 

They have specific expectations for what they will get out of learning activities and will often 

drop out of voluntary learning if their expectations aren’t met. 

Adult learners are often extremely motivated, and they are spending their own time, money 

and resources to learn. They tend to be very focused in the face-to-face session and like to 

cover material quickly, but completely. Adult learners prefer learning environments that 

reinforce their learning and enable them to apply their learning immediately. 

3. CoLED Modules Overview 

The virtual environment of training will be based on constructivism. This theory promotes an 

active learning process instead of a reception-memorization process of the information. 

Constructivism defends that the previous knowledge learned would make it easier to acquire 

the new and more complex knowledge. 

 

 

This way, the virtual learning environment works as a guide, facilitating 

information, promoting the curiosity and motivation of the learner for 

continuing discovering, and identifying what may be useful for his/her 

professional practice.    

The virtual environment would facilitate the required information and 

motivate the learner seeking for knowledge. Simultaneously, also 

improving the sense of knowledge sharing between the participants; in 

addition there is the possibility of creating virtual groups of conversation 

(Forums, chats, etc.). 

 

The key elements of the CoLED learning model are:  

(1) The complete Training Course organised into 10 modules, with specific learning goals, 

distance tutoring support and online peer-to-peer feedback possibilities. 

Previous 
knowledge

Experience

New 
information 

related to the 
previous one

MORE 
COMPLEX & 
SIGNIFICANT 
KNOWLEDGE



 

 

 
 

(2) Assignments (exercises, case studies, good practices and scenarios), and the 

Quiz/Multiple Choice Test for the mobilisation of the knowledge and skills acquired during 

the CoLED course. Establish connections between the different subjects of the course, also 

intend to verify that the knowledge acquired in each module is mobilising into skills and 

competences. It will also allow the participants to share and exchange experiences and 

know-how in a collaborative learning approach. 

(3) Different Evaluation activities will be carried out with the aim that learners could 

corroborate the acquisition of knowledge and competence. 

Below you can see a diagram showing the main aspects contained in the learning scheme 

established for the COLED b-learning course.  

 

 

 

For further knowledge please read carefully the CoLED Methodology. All basic facts 

concerning the course are outlined there and complement the information included in this 

section. 

3.1. Modules and Learning Objectives 

The modules include self-directed learning supported on the content available online, 

distance tutoring and optional peer support (P2P).   

 

 



 

 

 
 

Each module has specific learning goals which complement those of the other modules: 

 

Module Learning objectives: 

M1 Introduction to automation 

  Knowledge: 
o Enumerate the goals of industrial automation 
o Describe the levels of industrial automation 

 Skills:  
o Explain the goal of industrial automation in a specific case 

 
 Competences: 

o Apply the study of automation and robotics to own organization 

M2 Needs for A&R systems in SME 

  Knowledge: 
o Categorize the needs for A&R systems in SMEs. 

 Skills:  
o Identify the possibilities of automation and robotization in SMEs. 

 Competences: 
o Apply the needs for automation and robotics systems to own organization. 

M3 Automation objectives, identification of goals 

  Knowledge: 
o Recognise different types of automation objectives 
o Explaining the concept of production automation 

 Skills:   
o Elaborate the steps that can lead to automation to an organisation as a 

good choice 
 Competences: 

o Analyse own organisation in order to determine the steps leading to 
automation 

M4 Automation advantages and constrains 

  Knowledge: 

o Enumerate the automation advantages 

o Identify the most common errors during automation 

 Skills:  

o In a real case, determine the advantages and the possible errors arising in a 

process of specific automation 

 Competences: 

o Elaborate a plan to industrial automation on own organisation, focusing on 

advantages and prevention of most common errors 

M5 Cost Benefit Analysis and ROI 

  Knowledge: 

o Identify the formula of calculation of Return on Investment (ROI) 

o Explain the steps on performing the Cost-Benefit Analysis (CBA) 

 Skills:  

o Employ project efficiency calculations based on ROI and CBA 

 Competences: 



 

 

 
 

o Elaborate a plan to industrial automation on own organisation, focusing on 

ROI and CBA to evaluate the efficiency of an investment project and to 

choose the most profitable option 

M6 Automation risks 

  Knowledge: 

o Identify risks factors connected with production company operations 

 Skills:  

o In a real case, determine the risk factors connected with production and 

stages of the risk management process 

 Competences: 

o Elaborate a plan to towards eliminating risks in the company connected 

with daily operations and especially production 

M7 Implementation planning 

  Knowledge: 

o Identify the design principles of the implementation of an automation and 

robotics solution 

o Enumerate the implementation stages of an automation and robotics 

solution 

 Skills:  

o In a real case, determine the main steps of an implementation plan  

 Competences: 

o Elaborate a plan to industrial automation on own organisation, focusing on 

the steps of implementation and considering the challenges for each step 

M8 Sources of financing the automation 

  Knowledge: 

o Identify the instruments and possibilities for financing the automation in a 

company 

 Skills:  

o In a real case, determine the available financing sources for financing 

automation in a production company  

 Competences: 

o Elaborate a plan for external financing in conjunction with identification of 

risks and challenges connected with external financing 

M9 Identification of training needs 

  Knowledge: 

o Enumerate the forms of investment in human capital development  

o Identify the conditions leading to available training options and key factors 

for training 

 Skills:  

o Identify on a specific case the benefits of investment in training company 

staff 

 Competences: 

o Elaborate a plan to industrial automation on own organisation, focusing on 

the costs and benefits of training for the company 



 

 

 
 

M10 Indicators of implementation, monitoring and evaluation 

  Knowledge: 

o Identify the indicators of implementation, monitoring and evaluation of 

production systems 

o Enumerate standard indicators for performance measurement 

 Skills:  

o In a real case, distinguish the types of performance measurement, and 

recognise the difference between types of measurements 

 Competences: 

o Elaborate a plan to analyse and monitoring the automation implementation 

on own organisation, focusing on the indicators of implementation, 

monitoring and evaluation 

 

 

Activity  Required time  

Introductory Session (face-to-face meeting) – Meeting with a tutor and 

participants / Presenting Module 1, 2, 3, 4 and 5 

6 hours session 

Module 1: Introduction to automation Estimated 4 study hours 

Module 2: Needs for A&R systems in SME Estimated 4 study hours 

Module 3: Automation objectives, identification of goals Estimated 4 study hours 

Module 4: Automation advantages and constrains Estimated 4 study hours 

Module 5: Cost Benefit Analysis and ROI Estimated 4 study hours 

Face-to-face meeting – looking back - working together/ peer to peer 
learning and case studies / Presenting Module 6, 7, 8, 9 and 10 

6 hours session 

Module 6: Automation risks Estimated 4 study hours 

Module 7: Implementation planning Estimated 4 study hours 

Module 8: Sources of financing the automation Estimated 4 study hours 

Module 9: Identification of training needs Estimated 4 study hours 

Module 10: Indicators of implementation, monitoring and evaluation Estimated 4 study hours 

Face-to-face meeting – discussing the assignments  

Critical analyses on the CoLED blended course and final assessment 

6 hours session  

 

 



 

 

 
 

And each module has the following structure:  

 

3.2. Activities for contents’ application 

Objective: To promote the application of the contents in the comprehension/study 

activities we can use several techniques, tools and exercises: 

 Exposition and reflection on good practices: Good practices will be exposed to promote 

learners’ reflection on the way in which they can introduce in their day to day job the 

showed examples.  

 Case studies: Exposition of real cases in determined contexts and situations. The 

participants have to try to approach the case using the acquired knowledge.  

 Scenarios’ analysis: Different answers will be exposed for approaching the same case. 

The learner must analyse the answers and choose the most appropriate one.  

 Group discussions: The learners will have a thematic to discuss and/or question, this 

allows for an encouragement on critical thinking. And serves as a learn methodology 

through sharing experiences and knowledge. This discussion will be done on the platform 

forum/chat.  

3.3. Knowledge strengthening activities  

Objective: To strengthen the acquired knowledge and to verify that the main ideas have 

been correctly internalized.  

Techniques, tools and exercises: 

 Summaries and diagrams: The main ideas are summarized and connected with each 

other. The learner will be able to revise and consolidate the most significant knowledge.  

 

Module Title Number and title of the module 

Table of contents Contents of the module 

Learning 

objectives 

Description of knowledge/skills/competences, which the learner will 

gain through this module. 

Introduction Short introduction to the topic, references to the other modules. 

Content 

development and 

useful links 

The basic concepts of the respective topic and useful web links for 

further reading. 

Conclusion An overview of the most important points from the content. 

References References to used sources of information 



 

 

 
 

3.4. Activities for the evaluation of the pursued modules 

Objective: These activities make the learner able to establish connections between the 

different subjects of the course, also intend to verify that the knowledge acquired in each 

module is mobilising into skills and competences. It will also allow the participants to share 

and exchange experiences and know-how in a collaborative learning approach.  

Techniques, tools and exercises to access the knowledge and competences acquired: 

 Team tasks and projects: the trainees will be presented with tasks and projects that 

they will need to develop as a team, working with each other and learning with each other. 

 Tests/Multiple choice questions: A number of questions will be put to learners about 

the topics covered in the module with different answer options to choose from. 

 Practical cases’ resolution: The participants will have to solve more complex cases 

trying to use all they have learned during the course. 

 Group problem solving: The learners will have to work on a project that involves 

resolving one or more issues. 

4. Managing eLearning Effectively 

From your tutor profile on the CoLED platform, you can monitor the "Learning progress" of 

the participants and see which learner has attempted and completed the respective modules 

and which parts of the modules they have complete. 

Having a virtual presence compared to a physical one means that you may not always be on-

line on the platform when learners have questions and needs. Learners must know what they 

can expect from you. This means being clear about how and when you will participate in the 

platform and what will be the response times for feedback on their questions and 

assignments. The CoLED b-learning platform provides different communication means to 

facilitate your work, such as: 

 Forum – there’s a general forum where the tutor(s) and learner (s) can post 

threads/questions and discuss matters related to the topic of the different modules. Any 

concerns, doubts or issues you would like discussed, you can post there!  

 Internal mail – you can send mails through an internal Mail system: 
o You can send messages to another learner as well as to the members of your 

learning Groups and also receive messages from those senders. 

o You can receive automatically generated e-Mails, when, e.g., another Course 

member answers upon one of your Forum postings. 

 Other means – apart from what the platform offers you can use other conventional means 

to communicate with the learners such a phone, personal email, chats, skype or other 

programs. 

 



 

 

 
 

Some useful tips: 
 Don't promise what you can't deliver (e.g. to check and respond to online discussion posts 

daily, when you can only do this twice a week on workdays). 
 Participants will use the resources and interact with each other on the platform if they see 

it is of relevance to them – make explicit linkages as to why it is relevant. 
 Discussion forums often work well if they are structured around a particular task that is 

relevant to the assessment. Set up a timeframe, say 2-3 weeks so the discussion is not 
overloaded. 

 Recommend learners to organise their chats to help each other. You may also suggest that 
they ‘invite' you to a chat session. They are more likely to do so if they know you appreciate 
that. 

 

5. Effective Small Group Teaching and Learning 

Small group teaching refers to tutorials, seminars and practical classes where learners are 

taught in groups of five to fifteen – just the kind of training environment that you will most 

likely be responsible for as a tutor. 

5.1. Essential elements of small group classes 

The central characteristic of small group training is the active involvement of the participants 

in the entire learning cycle and well-defined task orientation with achievable specific aims and 

objectives in a given period. The primary learning objective in team-based learning is to go 

beyond simply "covering" content and to focus on ensuring that learners have the opportunity 

to practice using course concepts to solve problems. 

Small group training increases the participants' interest, their teamwork ability, knowledge 

retention and skills development; it enhances the transfer of concepts to innovative ideas and 

improves self-directed learning. It fosters motivation for learning and allows the learner to 

engage in higher-order thinking activities. It also facilitates an adult style of learning, 

acceptance of personal responsibility for own progress. Moreover, it enhances learner-faculty 

and peer-to-peer interaction improves communication skills and provides the opportunity to 

share the responsibility and clarify any confusing points. 

Working in small groups not only improves the quality of learning by enhancing learners' 

understanding and learning, but also expands the scope of learning by developing higher-

order reasoning and thinking skills, and other generic skills. These include:   

 Problem Solving 
 Deliberative Thinking 
 Practical Thinking  
 Adaptability  
 Oral Communication  
 Interpersonal Communication 



 

 

 
 

 Teamwork 
 Achievement Orientation 
 Leadership 

According to Cannon and Newble (2000), there are three elements necessary for successful 

small group teaching: 

 Active participation: Participation by all the learners; Getting everyone involved in a 

way that is productive and inclusive; Creating the right atmosphere from the 

beginning; Recognising and respecting participants’ personal comfort zones; Using ice 

breaker activities, getting to know names, etc. in the early stages to create a favourable 

environment so that learners feel comfortable discussing their ideas with the group.  

 Face-to-face contact: you should ensure that your physical environment (i.e., 

classroom) allows for face-to-face interaction between you and the learners and 

among the learners themselves. For instance, having participants sit in rows will not 

help to generate effective communication and discussion in the class, while a round-

table may help involve all participants in the discussion. Non-verbal communication 

(gestures, facial expressions, etc.) are often just as important as verbal communication 

(choice of words, voice, tone, etc.) in the delivery and comprehension of people’s 

ideas. 

 Purposeful activity: Understanding the reasons for learning this or that part of 

material motivates participants to engage in learning activities. It is much easier to 

learn subsets of knowledge when you have an idea of the big picture, can see its 

relevance, see how it is connected to practice and how it builds on what you already 

know. Each session should have a purpose that is clearly explained to participants - this 

requires you to plan tasks that are going to lead learners to achieve the intended 

outcomes. 

5.2. Problem-solving 

Most of the problems (difficult, tricky or uncomfortable situations) that you are most likely to 

encounter during the face-to-face sessions and synchronous sessions will be related to the 

participation and interaction between the participants. 

Below are some possible problem situations and useful techniques for trouble-shooting 

(adapted from Graham Gibbs, Trevor Habeshaw, 2011): 

 The group is silent or unresponsive: ask learners to work in pairs to get people talking 

and energised. You can also ask directly: What is going on or why are they silent? Ask 

groups of four to discuss what could be done to make the group more lively and 

involved and then pool suggestions. Make a clear statement about what you want from 

the group. Start the sessions with an Ice Breaker or have a break and utilize an 



 

 

 
 

energising activity to bring energy into the room; you can find some recommendations 

for energizers and ice breaker in here! 

 Individual participants are silent or unresponsive: Apply less ‘whole-group' methods 

such as think-pair-share to get the discussion going. Try to draw the learners out by 

picking up on something relevant to them and the topic for discussion. Use open, 

exploratory questions. Invite individuals to share their ideas or experiences by saying 

or asking, for instance: "Ana, what do you think of it?" etc. 

 Participants are not listening to each other: Point out what is happening, refer back 

to the ground rules (or introduce a new one about a behaviour). Use a listening 

exercise e.g., where one learner has to paraphrase what another learner says. 

 Sub-groups start forming with private conversations: break them up with sub-group 

tasks. Don’t use sarcasm, but confront the learners, e.g., “Is there a reason why you 

aren’t participating with the rest of the class?” Invite them to share their discussion 

with the group. 

 One or two participants dominate: Verbally ask them to let others speak. Support and 

bring in others. 

 Groups look to the leader for answers, or are too deferential: stay silent. Throw the 

question back. Open the question to the whole group. 

 The discussion goes off the point and becomes irrelevant: set clear themes or an 

agenda. Keep a visual summary of the topics discussed for everyone to see. Say: "I'm 

wondering how this relates to today's topic." Seek agreement on what should and 

should not be discussed.  

 Participants have not prepared for the class: clarify preparation requirements, making 

them realistic. Ask learners what they have had to prepare for the class. Reconsider 

the ground rules. 

 Participants complain about the seminar and the way you are handling it: explain the 

function of seminars and ask for constructive suggestions. Ask participants who are 

being negative to turn their comments into positive suggestions. Ask for written 

suggestions at the end of the session. Agree to meet a small group afterwards and 

discuss their anxieties. 

6. Assessment and Feedback 

In the framework of the CoLED blended-learning course, learning occurs through face-to-face 

interaction or synchronised meetings, distance learning, communication and social 

interaction, and participants should be encouraged to share, to question, reflect on and 

challenge ideas so that their knowledge may improve and advance.  

The evaluation of the course is done by the tutor, through the Assignments (exercises, case 

studies, good practices and scenarios), the grade obtained in the Quiz/Multiple Choice Test, 

and also the behaviour demonstrated by the learner during the course (attendance to face-

https://www.sessionlab.com/library


 

 

 
 

to-face or synchronized meetings, punctuality, participation in activities, adaptation to 

change, interpersonal relationship, and concern with self-learning). The trainee has to do all 

the modules as well as all the activities proposed by the tutor to be certified. The tutor will 

provide appropriate feedback to the participants on the resolution of the assignments 

delivered. 

After finalising the theoretical part of the course, meaning the 10 modules, the participants 

will have to undertake the Quiz/Multiple Choice Test that counts as 30% of the CoLED course 

grade. Mobilise the knowledge acquired to solve the Assignments (exercises/case 

studies/good practices/scenarios) which correspond to 40% of the course grade and the final 

30% correspond to the Behaviour assessments. The final CoLED course grade is the sum of the 

values obtained in these criteria. 

The certification of the learners in the COLED course requires the following: 

 the achievement of the learning objectives stated in each module; 

 engagement in all the evaluation activities (Assignments + Quiz/Multiple Choice Test) 
that are mandatory for the evaluation process; 

 obtain a grade equal to or above Satisfactory (50%), will be entitled to the Professional 
Training Certificate.  

 The CoLED course will be open for participants to self-enrol, without tutor 
accompaniment. The participants will have full access to modules, the Quiz/Multiple 
Choice Test and the Assignments (exercises/case studies/good practices/scenarios); 
after the course is completed participant will be entitled to a Certificate of 
Participation. 

 
The grade that will appear in the COLED Course Certificate will follow the qualitative and 

quantitative scale presented below: 

 1 – Extremely Unsatisfactory (29% or below);  

 2 – Not Satisfactory (30% until 49%); 

 3 – Satisfactory (50% until 69%);  

 4 – Good (between 70% and 89%); 

 5 – Excellent (90% and above); 

 



 

 

 
 

6.1. Providing feedback 

Giving feedback to learners is a very important part of the learning process. Feedback is also 

a valuable and personal way of improving individual participants’ learning outcomes. 

Feedback may include discussion as a group, written comments on work, lists of common 

mistakes, peer and self-evaluation, etc. 

Useful tips: 

 Provide high-quality, timely feedback 
 Be constructive in your comments 
 Be sincere and positive 
 Always begin and end with a positive comment 

 



 

 

 
 

7. Evaluating and Improving Your Teaching 

7.1. Self-reflection and evaluation 

A good professional reflects on what they do (and why they do it!), to gain an understanding 

of their strengths and their weaknesses, or areas in which they can improve. You can collect 

various qualitative (participants’ comments) and quantitative data (survey among 

participants). The information that you collect with regards to your practice can be used for 

both summative (i.e., used for promotional/career purposes, you can put this in your resume 

as evidence of your skills and abilities) and formative purposes (i.e., used to develop and 

improve your practice). 

You can reflect on your experiences by describing the behaviours, ideas, feelings you had 

during the training sessions in a Training journal. Exchanging the materials you have prepared 

for the trainees with other tutors and asking them for comments can be also a good source 

for peer evaluation.  

7.2. Learners Evaluation of Tutor 

The best and most reliable source of information to what extent your training supports the 

participants’ learning is asking for the trainees’ opinion formally and informally. You can 

conduct a formal survey during milestone sessions throughout the course asking how the 

course is going in general and if there are suggestions for improvement. 

You can stop the training session 2 or 3 minutes earlier and ask participants to respond very 
briefly – in one minute to two questions: “What did you find most useful about the session 
today?” and “In what way could the session be improved?” 
The Minute Paper (Angelo & Cross, 1993) 
This is a very quick and easy method, instant and manageable data to which you can respond. 
It’s good to remember to give feedback about the general outcomes of the questions to the 
class and note any changes that you are going to make as a result of the feedback. 
 
Always provide follow-up on how you are going to use the received feedback and if you are 

going to change anything as a result of it. Show the participants' that their opinion matters. 

 
Another indicator which can measure the quality of teaching is the participants' performance 

– never forget that their results and performance on tasks, opinions in discussions are a 

function of how well you managed to explain the material and "pass your message" to the 

audience. 

The good performance of a learner is always a success for both the learner and for the tutor! 

Learning is a two-sided process, therefore, good results of learners are a compliment to the 

tutor because it means that you've done your job well! 
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