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Blended Learning and Fully Online Defined

(Note: some content in this guide has been generated using Al tools)
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Basics: Ability to use and have Conducting Yourself Online:
access to a computer for text Understanding how to interact
processing, internet browser, and react online in a learning
emails, communication tools context

Referencing and Citation: Notetaking: How to take
Correct referencing and citation effective notes for offline and
of both offline and online online content
content
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Assessing Online Content: Class
participation and online learning

o)

Teamwork: How to work
appropriately in an online and
offline team
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Computer Basics

To participate in a Blended or Fully Online Learning course, the learner is expected to have access to a

computer device and internet to complete the curriculum.

Here is a list of things a participant in a Blended and Fully Online Learning course should be able to do:

>

YVV VYV VYV

>

Switch a computer device on

Have a basic idea what an operating system is and what it does

Use a mouse

Use a touch screen

Use a keyboard

Use software e.g. Microsoft 365 and suite of applications such as: Word, Excel, TEAMs, etc.
Know what an internet browser is and how to use it

Have experience with online communications tools e.g. Emails

Your Centre will provide you with:

>
>
>

A Centre email address and password

A Virtual Learning Environment (VLE) or LMS (Moodle or MS TEAMS) Login name and password
Provide training at the induction stage on the technology skills required to complete the blended
and fully online learning course.

How Learners should conduct themselves online

The basic rule of online conduct is to treat others as you would have them treat you.

Blended and Fully Online Learner Guidelines, City of Dublin FET FET college

» Using email: Your Centre email is for educational purposes which should be used in a
professional manner

» Digital identity: A digital identity or cyber identity is the online presence of an individual on any
accounts for interaction or other organizations, e.g. social media, pictures, emails etc.

» Backup of all material on Microsoft OneDrive: Using cloud storage is a safe and reachable area
to store your resources.

» Online Communication: The following guidelines should be adhered to throughout your blended
and fully online learning experience, alongside your Centre’s Code of Conduct, Anti- Bullying,
Equality and ICT usage policy.
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Do not use
Avoid

Respect

Spam

Show

Don't troll

Stick

Don't swear or
use

Avoid

Offer

Do not use CAPITAL LETTERS in online communication. It is the equivalent of shouting at
someone

Avoid posting inflammatory or offensive comments online.

Respect others' privacy by not sharing personal information, photos, or videos that
another person may not want published online.

Never spam others by sending large amounts of unsolicited email.

Show good sportsmanship when playing online games, whether you win or lose.

Don't troll people in web forums or website comments by repeatedly nagging or
annoying them.

Stick to the topic when posting in online forums or when commenting on photos or
videos, such as Moodle discussion forums.

Don't swear or use offensive language.

Avoid replying to negative comments with more negative comments. Instead, break the
cycle with a positive post.

If someone asks a question and you know the answer, offer to help.

Thank others who help you online.

Assessing Online Content:

Learners need to develop new skills when engaging with online content. Your educator will provide

you with the necessary steps involved with assessing the Virtual Learning Environment (VLE) such

as Moodle or TEAMS and their online resources, webinars, assessment brief’s and submission

procedures. If you have any queries, please do not hesitate to contact your course educator.

The following information are tips are to help you engage in your course.

Infographic on tips
for learners when stut

Referencing, Citation and Plagiarism:

Blended and Fully Online Learner Guidelines, City of Dublin FET FET college
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» As alearner you are expected to read teaching and learning content, to summarize, and to
reflect on the content in your assignments. To identify the content of your assignment, a
citation or refence will be required for assessment. There are many varieties of how to cite
and reference. Your educator will explain the chosen method suitable for your course.
Harvard referencing is the system that City of Dublin FET College follow, a reference guide is
available to learners from this link: Referencing Handbook for the Further Education and
Training (FET) and another guide to academic writing can be accessed from this link also:
Academic Writing Handbook for Learners in the Further Education and Training (FET)

Learner Harvard system referencing guide.

» Plagiarism: One of the most important skills a learner involved in Blended and Fully Online
Learning can develop is the ability to engage with other people’s resources, readings, and
videos. Learners may be tempted to copy and paste text for referencing assignments which
needs to be clearly distinguished from your own material. Your educator will remind you
about Academic Integrity and breaches such as plagiarism and teach you the correct
teaching and learning behavior with reference to techniques. Academic Integrity breaches
are a serious offence, it is important to ensure that you are taking care in your assessments
to ensure that all content is referenced, and all materials are acknowledged in your
assessment.

» City of Dublin FET Colleges must follow the Academic Integrity Policy and be mindful of the
consequences of breaches in academic integrity.

> Academic Integrity Policy (updated 2025)

» Academic Procedures in cases of suspected academic misconduct (Sept 2025)

City of Dublin (5 Ly
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https://fess.ie/resource-library/writing-and-referencing-resources
https://fess.ie/resource-library/writing-and-referencing-resources
https://fess.ie/resource-library/writing-and-referencing-resources
https://fess.ie/resource-library/writing-and-referencing-resources
http://cdetbcdu.ie/wp-content/uploads/2025/08/City-of-Dublin-FET-College-Academic-Integrity-Policy-2024-Updated-August-2025.pdf
http://cdetbcdu.ie/wp-content/uploads/2025/12/Academic-Procedures-in-cases-of-suspected-academic-misconduct-Sept-2025-Website-version.pdf

Notetaking:

» This will help you to create effective notes, understand and increase your knowledge in an
area. Your educator will encourage these skills. Some tips for successful note taking:

Q o

Ideas that are new to Facts for assignments Key words
you or exams

Cornell Note Taking Technique

Title:
Date:

Questions, Main notes:
Diagrams, Key
words

Summary:

Figure 1: The Cornell note taking system is meant to help learners during both online and face to
face classes to develop good note taking and study skills.
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Teamwork/ Group Assessment:

During a blended or fully online course, you may be required to work collaboratively with your peers as
part of your learning and assessment. Teamwork is an important skill that supports
communication, problem-solving and professional development.

When working as part of a group, you are expected to:
e Treat all members with respect

e  Contribute actively and reliably

e Communicate clearly and professionally

e Meet agreed deadlines

e Support the group in achieving its shared goals

Effective teamwork requires cooperation, responsibility and mutual respect.

Group Assessment in Fully Online Programmes

In some fully online programmes, you may be required to complete group assessments.

To ensure fairness and clarity:

e Groups will normally be assigned by your educator.

¢ You are expected to actively participate in scheduled online meetings and shared documents.

e Approved digital tools (e.g. MS Teams, MS365, Moodle) must be used for collaboration.

e You may be required to submit an individual reflection or complete a peer evaluation as part of the
assessment.

¢ If you experience difficulties within your group, you should inform your educator as early as
possible.

Group assessments are designed to support collaboration while ensuring that individual contributions
are recognised and fairly assessed.

Practical tips for working with a team

1. Why are we doing this?

You won’t be doing group work just for the sake of it. Your teachers will only assign a group project if the
task actually requires teamwork to do it well. The goal is to help you learn how to collaborate online—a
skill most jobs require today—while making sure the workload is manageable.

2. How groups are formed
Don't worry about being left out or stuck with a random group that can't meet.
e Size: Usually small (3-4 people).
¢ Matching: Your Educator will likely pick the groups. They’ll try to balance out different skills and,
importantly, match people with similar schedules (like work hours).

3. Getting organized City of Dublin {5 OH
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To keep things from getting messy, you’ll be encouraged to:
¢ Pick Roles: Decide early who is the researcher, who is the editor, who is the "manager," etc.
o Keep a Paper Trail: Keep a simple log of who did what. This protects you if there’s a dispute later
about workload.
o Set Deadlines: Agree on "mini-deadlines" so no one is scrambling at the last minute.

4. Where to work (The "No WhatsApp" Rule)
While it’s tempting to just use a group text, the college requires you to use official tools (like MS Teams,
Moodle, or Office 365).
o Why? If the group has a conflict or someone disappears, your Educator can only step in and help if
they can see the work progress on the official platforms. They can't see your private WhatsApp
chats.

5. Check-ins, not just a final grade
You won't be left in the dark until the end of the term. There will be checkpoints along the way, such as:
¢ Submitting a project outline.
¢ A mid-point progress review.
e Adraft review.
e The final submission.

6. Ensuring fairness (The "Free-Rider" Protection)
One of the biggest fears in group work is one person doing all the work while others do nothing. The
college uses several methods to make sure your grade reflects your effort:
¢ Individual Tasks: You might have to write a personal reflection or do a specific solo part of the
project.
e Peer Reviews: You may get to (honestly) rate how your teammates contributed.
¢ Interviews: The teacher might do a quick "viva" (a short chat) to see how well you know the
material.

7. Quality Assurance

Your project isn't just graded on a whim. It goes through several layers of "quality assurance" to make sure
the grading is consistent and fair compared to other classes. They also use data (like how often you log in)
to help spot if a learner is struggling early on.

City of Dublin (5 Oy
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Safe online Learning Steps for Webinars / Online classes

The following guidance is to enable learners to safely benefit from online learning webinars / classes:

Expect Respect: Respect
your peers and educators,
just like in a classroom
setting

Online chat — remember
Be patient the importance of
netiquette

Suitable surroundings: Find

a quiet room for your class, User name = Real world

name e.g. Shane Murphy

ideally where there will be Stay seated / stay present
no other people passing
through or disturbances

Behaviour: The code of
behaviour will be
implemented throughout
all classes

No recording Dress appropriately

Get Ready for the Webinar / Online Class

1. Online Class invite: A message / timetable with an invite to the class will be sent to you via the LMS
Moodle / Microsoft Teams
2. Set up:Just like a class in a Centre, you will need the following-
» Table and chair preferred over the couch
» Required class materials: e.g. book, notepad, and pen
» WIFI-0n
» Desktop, laptop, tablet preferred over smartphone — On
» Headphones — Connected (optional)
3. Concentration time: Just like a classroom in a Centre
» Unnecessary computer screens and computer programs — Closed
4. 10 minutes to class time:
» Click the meeting link you received from your educator
» Video-0n
» Mic test — Ok
» Speaker test — Ok
» Recording — Off
5. Class time: Your educator will let you into the online webinar / class and proceed with the learning
intentions

6. Any Tech problems: City of Dublin =
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» | Lose connection: Check WIFI, reconnect. If you still cannot connect — contact your

educator who might be able to send you a recording of the lesson later

» Educator loses connection: Wait for your educator to reconnect and let you back in. If you

still cannot connect after 5 minutes, continue to work with your resources and the educator

will contact you in due course.

Key Contacts in your Centre related to Blended Learning

Role

Contact name

Contact email

Course Educator — learner
support, liaison, course timetable

Blended and fully online
learning modules educator —
module resources, materials,
assignments, webinars / online
classes, timetable of blended
modules curriculum

IT Support for Emails — logging
on, passwords

IT Support for the LMS (Moodle)
—logging on, passwords, overall
Centre resources

*Please allow sufficient time for
a reply from the support staff.
We aim to reply within 48 hours

Blended and Fully Online Learner Guidelines, City of Dublin FET

City of Dublin /ﬁ

-ET College




Time

Monday

Tuesday

Wednesday

Thursday

Friday

9.00am

10.00am

11.00am

12.00pm

1.00pm

2.00pm

3.00pm

4.00pm

Blended and Fully Online Learner Guidelines, City of Dublin FET

City of Dublin (5

FET l:ollege”
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https://www.cityofdublinetb.ie/media/Corporate-Child-Safeguarding-Statement-Revised-Dec-2025.pdf
https://www.cityofdublinetb.ie/media/Corporate-Safety-Statement.pdf
https://www.cityofdublinetb.ie/media/Customer-Service-Charter-1.pdf
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Learner Supports available to all learners on blended or fully online
courses

At the start of their programme, all learners are provided with a City of Dublin FET College email account.
This account provides access to the college’s digital learning environment and a suite of Microsoft tools
used to support teaching, learning and communication.

Through their institutional login, learners can access:

e the Virtual Learning Environment (VLE) used for course delivery

e Microsoft 365 applications including Teams, OneDrive and other collaboration tools

e the College Connect SharePoint learner hub, which provides access to learner supports and
resources

The College Connect hub includes information and guidance relating to study skills, inclusion and disability
supports, learner voice, education and career progression, student life and wellbeing, administrative
information (e.g. learner ID cards), academic integrity and college news.

Learners also have access to a range of approved digital tools used in teaching and assessment, as outlined
in the City of Dublin FET College Technology Wheel.

This digital environment ensures that learners studying fully online have equitable access to learning
platforms, information and learner supports throughout their programme.

Contact your course support staff and/or the centre supports officer to access any centre specific supports
to learners re: course drop-ins, tutorials, academic integrity workshops, navigation of VLE and MS Team:s.

Link with the Learner Support and Engagement Services and supports through the City of Dublin FET
College Connect student SharePoint site

City of Dublin FET College Connect for all things student life, offering a wealth of information and
resources across study supports, learning supports, disability services, finances, extracurricular activities,
health, and wellbeing. Dive in to explore and make the most of your college experience!

Learner Support and Engagement Service

Examples of how the LSES work with and support learners:
e Consultations with student councils
e Conducting an annual FET learner survey, developed in partnership with learners
e Running learner competitions, e.g. for International Mother Language Day
e Compiling resources for learners
e Partnering with student councils and learner representatives on projects and events
e Providing training for student council members

e Providing International Student Identity Cards for learners on full-time programmes

City of Dublin (5 NN
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¢ Advocating for learners
Examples of projects and initiatives the LSES work with staff in our City of Dublin FET College centres
Collaborative development of:

e Publishing a bimonthly newsletter featuring articles from staff and learners in City of Dublin FET
College that relate to learner supports, equality, diversity and inclusion and learner engagement

¢ Facilitating networking and workshop events for staff working in areas related to learner supports
o Facilitating training for staff

e Conducting annual surveys of FET learners and providing analytical reports to centres to inform

planning
Examples of external agencies that LSES work with:
e Disability-led organisations, e.g. AslAm, Irish Deaf Society

e LSES work closely with the National Learning Network who provide a Disability Support Service in

our colleges of further education

Disability Support Service

The Disability Support Service (DSS) is a joint educational service provided by City of Dublin ETB and the
National Learning Network. ... The aim of the service is to support students

For more information, please contact:

Ronan Gilmurray
NLN/City of Dublin ETB Disability Support Services Manager

Tel: 087 967 8134 | E-mail: ronan.gilmurray@nln.ie

City of Dublin (5 NN
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