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Best practices checklist
The software is not important, the way we use it for training and learning is
· Make sure teachers take the four roles of online tutoring: managerial, pedagogical, technical, social

· Design/deliver a variety of content/use a range of approaches for the online course
· Proof read and test the materials and make sure instructions are clear
· Make sure students receive personalized feedback
· Maintain reliable, frequent contact between tutors and the learners, and access the course site regularly

· Take the initiative, keep up respect, keep up interest, keep up interaction
· Set a limit for the turnaround time for assessments and response times to student concerns
· Make sure students receive adequate orientation on using the necessary SM tools 
· Ensure that the technology is simple to use
· Assess and take students’ needs into consideration
· Create a means by which students can recognize who is on the course
· Set goals according to the S.M.A.R.T. (specific, measurable, attainable, relevant, timed) criteria and control them (measure, evaluate, change)
· Design a means of obtaining feedback from students to evaluate the course
· We should have a software that allows:

·  A right course structure;

· Content diversity (text, multimedia, image);

· Easy navigation/usage by the learner;

· Resources/activities usage (chat, forum, quiz);

· Feedback and support from the trainer;

· Evaluation during and after the course (should allow prior assessment, mainly for language and ICT courses);

· The trainer to keep records of the activities of the learners.
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