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25. GROUP MANAGEMENT

How can I concentrate on working from home

CONTEXT

One of the biggest challenges for people working from home is staying on
task. Home offices come with a variety of distractions that might negatively
affect productivity.

THEORETICAL BASIS

Working from home can be a challenge for participants who are accustomed
to face-to-face interactions. They seem to struggle the most with
concentration issues while working from home and the lack of human
connection that comes with distance communication. To overcome
concentration issues, which decrease motivation to engage in work, the
group leader could occasionally utilise some warm-up activities and short
tasks suitable for different types of participants (e.g. visual, auditory). Also, the
use of pictures and colours in materials is recommended.

ACTIVITY IN A NUTSHELL

Group work encourages active participation and increases focus. Individual
work increases motivation and decreases distractions.

© Ketut Subiyanto. Pexels.com



Activity/Solutions

C O N T A C T  T Y P E

T I M E  N E E D E D

N U M B E R  O F
P A R T I C I P A N T S

A C T I V I T Y  T Y P E

T A R G E T  G R O U P

V A R I A T I O N  O F  T H E
A C T I V I T Y

All target groups

Instead of numbers,
another more difficult
tasks can be devised; for
example, list some local
art objects or other
heritage themes such as
cities, rivers, places in
your own country based
on the same principle,
and avoid duplication.

Activity step by step

There should be no assigned order.
Everyone must contribute at least one of the numbers.
If two people speak at the same time, the counting
starts again from the beginning.

To stay on task, whenever something you want to
check out pops in your head, just write it down on
your list (use of phone is not recommended, because
it is a main source for distractions nowadays).

Group game - cooperative counting (this activity builds
up cooperation, focus and concentration)
1. Ask the participants to turn on their cameras.
2. Tell them that the goal is to count to 20 as a group. One
participant should start with “1”, then someone else
should say “2”, and so on.
3. Go through the rules with the participants:

4. When the group gets to 20, continue your work as
usual.
5. Later, the game can be repeated with a different
variation if concentration starts decreasing again (e.g.
counting backwards).

Suggestion for individual work to stay focused:
1. Create a distraction to-do list.

2. Promise yourself that you will look it up once your
focusing session is over and your break time starts.

To teach participants how to stay concentrated and
motivated while working from home.

Goal

How to prepare

Nothing to prepare in advance.

Online

5-10 minutes

10-20

Group work / Individual
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26. GROUP MANAGEMENT

How to activate passive participants to engage in distance 
communication

CONTEXT

Distance communication should be about sharing ideas, engaging in relevant
topics, and finding solutions as a team. However, the reality might be
different. When meetings go wrong, people start to turn off cameras and
microphones, stop participating, and as a result, the benefit of the meeting
might be insignificant. However, when meetings are successful, participants
know what is expected of them in the future, and productivity increases.

THEORETICAL BASIS

Passive participants might feel that they are not part of the group. The
creation of a strong group identity among the participants fosters
engagement in group activities. The activation of the participants can also be
related to conflict management (e.g. try to avoid direct disagreement), which
is an important skill to obtain in social situations. Group leaders can,
therefore, create a strong group identity by emphasising communication and
feedback skills.

ACTIVITY IN A NUTSHELL

The activity “Draw that” is very simple, but it teaches participants that it is
important for internal group cohesion if everyone participates in group work.
The activity encourages participants to listen carefully and concentrate on
the task at hand.

 © Karolina Grabowska. Pexels.com



Activity/Solutions

C O N T A C T  T Y P E

T I M E  N E E D E D

N U M B E R  O F
P A R T I C I P A N T S

A C T I V I T Y  T Y P E

T A R G E T  G R O U P

V A R I A T I O N  O F  T H E
A C T I V I T Y

All target groups

The “Draw that” activity 
can be changed into 
“Listen and repeat”, such 
as a sequence of random 
numbers, names of 
composers, etc.

Activity step by step

Activity “Draw that”:
1. Tell the participants to take out their paper and
pencils.
2. Instruct them to listen to your instructions and draw
accordingly.
3. Tell the participants that they are not allowed to ask
questions during the instructions and that they must
draw by using their imagination and listening power.
4. In the activity, you can instruct them to draw, for
example, “draw two circles and one square beside the
first circle; draw a triangle beside the second circle, etc.”
5. When the activity is over, tell them to show their
drawings to each other. Most of the drawings will differ
from the instructions.
6. Discuss with the participants what this activity has
taught them.

To engage all participants in the activity.
To activate passive participants.

Goal

How to prepare

Each participant needs to have paper and pencils.

Online/Contact

10 minutes

Over 4

Group work
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27. GROUP MANAGEMENT

How to encourage shy participants to engage in distance 

communication

CONTEXT

During a virtual meeting (workshop/conference/class/etc.), some participants
are more comfortable expressing themselves than others. It might be
difficult to include everyone in the interaction while respecting each other’s
affinities and limitations.

THEORETICAL BASIS

During distance communication, cameras are recommended so that each
participant can get to know each other. If the participants feel
uncomfortable that everyone can see their home, they can blur or replace
the background with a picture. Warm-up activities can also be used to break
the ice.

ACTIVITY IN A NUTSHELL

To put more shy or reserved participants at ease, we suggest asking open
questions to the group. There shall be no right or wrong answers, and
answers should be brief.

 © Nicolas Poussin 1648 Wikipedia 



Activity/Solutions

C O N T A C T  T Y P E

T I M E  N E E D E D

N U M B E R  O F
P A R T I C I P A N T S

A C T I V I T Y  T Y P E

T A R G E T  G R O U P

V A R I A T I O N  O F  T H E
A C T I V I T Y

All target groups

This is a good way to 
introduce a new topic in 
a workshop and allow 
participants to mobilise 
their prior knowledge of 
the subject. 

To facilitate the 
discussion, the
facilitator can also 
propose a photo, rich in 
detail, to start the 
collective description.

Activity step by step

Ask the group to collaborate in making a list that
characterises the way of life (or landscape) in remote
areas. 
Make sure that all the participants take a turn
answering. Ask them to give a one-word answer (a
verb, a noun, an adjective, etc.), and note all the
answers on the Whiteboard. It is possible to have
several rounds of description.
Suggest three to four categories that can cover all the
words on the list. For example, past, present, future, or
positive, negative, neutral, etc.
Ask the first participant to choose a word from the list
that someone else from the group proposed and
explain briefly the category in which to put it. Place
the word in the proposed category. 
Ask the participant to call another participant to do
the same, and repeat until all the words have been
categorised. 

1.

2.

3.

4.

5.

Include all participants in the interaction.

Goal

How to prepare

Tell the participants in advance to have their camera
turned on and have their first name written on the
screen.
The Whiteboard of Zoom/a shared file, Framapad, or
equivalent all enable participants can see.

Online

10-15 minutes

Over 6

Group work
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28. GROUP MANAGEMENT

How can I help my participants concentrate in a meeting

CONTEXT

These days, it is difficult to get participants to pay attention in any meeting, but
when people aren’t in the same room, it can be especially challenging. It is
particularly annoying when you make a long argument during a distance meeting,
pause for an expected reaction, and get, “I’m not sure I followed you”. There is
something called Zoom fatigue. It is an exhaustive and burnt-out feeling that occurs
after spending a lot of time in distant meetings. It is also the reason why it is so
difficult to focus during online meetings. The question is how to avoid it.

THEORETICAL BASIS

The increasing use of various digital tools and platforms can create cognitive and
real-time fatigue, which can result in problems in interaction and loss of interest,
thereby decreasing concentration skills. The use of different interfaces and the poor
connection speed between users served by different service providers might increase
the negative effects. The group leader could try to organise hybrid meetings (i.e.
online, virtually, or in face-to-face) if possible or try to make sure that the technology
is easy to use and available to all the participants.

ACTIVITY IN A NUTSHELL

Attention span is one of the most critical factors in effective communication.
Compared to the 2000s when our ability to hold attention used to be 12 seconds, it
has now decreased by more than 60%. Today, it is important not only for participants
to try to concentrate and listen but also for the moderator to do everything possible
to make the meeting easier and interesting for everyone.

© Marcus Aurelius. Pexels.com



Activity/Solutions

C O N T A C T  T Y P E

T I M E  N E E D E D

N U M B E R  O F
P A R T I C I P A N T S

A C T I V I T Y  T Y P E

T A R G E T  G R O U P

V A R I A T I O N  O F  T H E
A C T I V I T Y

All target groups

The “Spot the mistake” 
activity can be done on 
any topic of interest. For 
the greatest benefit, 
choose a topic related to 
the meeting.

Activity step by step

The catch in the game is that you must alternate
between true and false statements.

1. Ask the participants to listen carefully while you read
the statements as each will only be repeated once.
2. Tell the participants that they must recognise the false
statements.
3. Start reading the statements to the participant. Read
each sentence only once.

4. Ask the participants to guess which statements were
false. You can use chat as an answering platform so that
everyone can participate, or use the thumbs up/down
emojis.
5. You can continue the activity in small groups. Tell the
participants to create four to six statements themselves
and then present them to their group.

To help participants concentrate.
To achieve better results in meetings as participants
concentrate on listening to others.

Goal

How to prepare

Prepare the “Spot the mistake” activity, write around 10
statements on a local cultural heritage topic (e.g.
traditional food, traditional music, traditional crafts).
Three to four of these statements need to be false.

Online/Contact/Hybrid

10 minutes

6-20

Group work
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29. GROUP MANAGEMENT

How to increase group cohesion in conjunction with awareness 
on local heritage

CONTEXT

The familiar places and paths that we regularly use and share with other local
people form a common base. These places often constitute the local and
regional heritage, but there are few opportunities for people to articulate
their own experience of the place and understand the trajectories and
sensitivities of others.

THEORETICAL BASIS

To increase motivation and thereby group cohesion, the recommendation is
to invite people to participate in engaging activities which are familiar or
close to their own interests. Environmental themes, such as permaculture,
can also be a source of inspiration. The principle is to generate motivation to
solicit group passion and thereby engagement.

ACTIVITY IN A NUTSHELL

There are places that we explore very regularly without really paying
attention. This activity offers a simple way to put words to our sensations and
learn to experience our environment in a more conscious way.

© Henri Fantin-Latour 1870 Wikipedia



Activity/Solutions

C O N T A C T  T Y P E

T I M E  N E E D E D

N U M B E R  O F
P A R T I C I P A N T S

A C T I V I T Y  T Y P E

T A R G E T  G R O U P

V A R I A T I O N  O F  T H E
A C T I V I T Y

All target groups

In a second step, the 
small groups can agree 
on a place/building/etc. 
that everyone knows 
and can repeat the 
second point of the 
instruction, namely the 
association of 
sensations. They can 
then compare them and 
to see how their 
experiences are similar 
or dissimilar.

Activity step by step

Without revealing to the others, ask each participant
to think of a place, location, or building in their area
that the other participants are supposed to know
about.
Urge them to find three colours, three sounds, three
textures, and three smells that seem most
characteristic or defining of that place.
Ask the participants to share the characteristics one
by one, with the whole group – either by chatting on
zoom or by writing them on the shared whiteboard –
and the others try to guess or at least locate this place.
In turn, each person presents their list of features; the
participants can do this sensory guessing in small
groups of three to four people.

1.

2.

3.

4.

To increase clarity and avoid misunderstanding during
distance communication when there is a lack of non-
verbal signs.

Goal

How to prepare

Choose a virtual platform: shared Whiteboard via
Zoom, online interactive wall (e.g. Flinga) or similar.

Online

15-20 minutes

6-15

Group work
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30. GROUP MANAGEMENT

How to manage time in distance meetings

CONTEXT

One of the main concerns when leading a distance meeting is managing time
effectively. Very often, people become overly focused on fitting everything
into the designated time slot that the goal of the meeting might be forgotten.
This creates a vicious circle of poorly led meetings, leading to more people
showing up late or leaving early.

THEORETICAL BASIS

Time management is a central issue in all group sessions and meetings as one
can never know if they have enough time to do all those things that ought to
be done. The group leader should carefully coordinate the session so that
time is not wasted and every activity goes smoothly. Managing the session at
a distance can be done through different platforms (e.g. sending a timed
agenda in advance) and IT tools. The group leader can also use chat and
emoticons that many synchronous virtual platforms offer and ask for a
reaction to a question so that the whole group can participate.

ACTIVITY IN A NUTSHELL

Good time planning will help you have a more productive meeting. In many
cases, participants cannot stay longer than planned because they must
attend other virtual meetings.

© Andrea Piacquadio. Pexels.com



Activity/Solutions

C O N T A C T  T Y P E

T I M E  N E E D E D

N U M B E R  O F
P A R T I C I P A N T S

A C T I V I T Y  T Y P E

T A R G E T  G R O U P

V A R I A T I O N  O F  T H E
A C T I V I T Y

All target groups

From time to time, if 
there is time left from 
the meeting, an 
engaging and energising 
game
from the other 35 cards 
could be used. However, 
sometimes, the
participants might
appreciate leaving the 
meeting on time
or even earlier.

Activity step by step

1. Share the agenda at the beginning of the meeting so
that everyone can see it.
2. Ask the participants whether there are items on the list
that need more time for discussion or whether there is
something that should be moved to another meeting.
3. Ask them whether the order of the agenda suits
everyone (e.g. if someone must leave the meeting before
the end).
4. Assign a co-host to watch the time for you for each
topic.
5. As the original time nears its end, the co-host should
check with participants whether they have accomplished
what was set out.
6. Decide the next co-host at the end of the meeting.

To manage time during virtual meetings.
To make meetings as manageable, inclusive, and time
bound as possible.

Goal

How to prepare

Share the agenda in advance so that participants know
what to expect from the meeting and how much time
to dedicate to it.
For larger meetings, assign a co-host who can help you
to let people in, manage microphones, create breakout
rooms, follow the chat, etc.
To create cohesion in the group, the role of the co-host
should vary from meeting to meeting, if possible.

Online

10-30 minutes

Over 3

Group work
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31. GROUP MANAGEMENT

How to use breakout rooms effectively

CONTEXT

Large distance meetings can make interaction difficult, which can lead to
lack of engagement. Using breakout room meetings can help the participants
engage in conversations and activities. However, like all small groups, their
use must be well structured to be productive. Breakout rooms are quite new,
unlike small group activities. We can adapt our knowledge of working in
small groups to the use of breakout rooms.

THEORETICAL BASIS

When working in small groups, for instance, in a breakout room, it normally
takes more time to go through the activity than in face-to-face contexts.
Assigning roles helps include everyone from a logistical point of view, but the
moderator should also build activities that require everyone’s involvement.
Having groups to report back is an important part of using breakout rooms. It
provides accountability for the groups, adds a sense of importance to the
work they have just done, and allows the moderator to review and build upon
their work.

ACTIVITY IN A NUTSHELL

Whether you use Zoom, Google Meet, or Microsoft Teams, having participants
in shared small groups can foster a deeper level of connection and
communication. Of course, depending on your audience, their age, the
content of the lesson, and computer literacy, it can be a scary moment to
relinquish control and trust the space.

© Pexels.com



Activity/Solutions

C O N T A C T  T Y P E

T I M E  N E E D E D

N U M B E R  O F
P A R T I C I P A N T S

A C T I V I T Y  T Y P E

T A R G E T  G R O U P

V A R I A T I O N  O F  T H E
A C T I V I T Y

All target groups

Breakout room groups 
should include two to six
participants, depending
on the tasks you are 
asking them to do. If it is 
a simple think-pair-share 
activity, two to three 
people will suffice. More 
complex tasks, or those 
requiring more
diverse perspectives, will 
need more people per 
group.

Activity step by step

1. Ask the participants to find information on the Internet
about some region of your country and present its
cultural heritage.
2. Make sure that each group has a different region so as
to get different answers and gain knowledge on different
places.
3. Clarify the purpose of the task; make sure that the
participants always understand why you are using
breakout rooms.
4. Use a deliverable to focus the breakout room
activity,for example, a Google Docs document to allow
participants to record their group notes or Google Slides
to make short presentations with pictures of local
cultural heritage.
5. Support groups while they work: just like you move
around between groups in live meetings, plan to move
between the breakout rooms.
6. Make time for reporting: each group gets a few minutes
to present their insights.

To use breakout rooms effectively.
To encourage participants to be active in the breakout
rooms.

Goal

How to prepare

Make sure you have a plan/subscription which will
allow you to create and manage breakout rooms in a
virtual platform of your choosing.
Make a lesson/meeting plan so that you can consider
how long the group work sessions will take. Make sure
to consider:

the complexity of the tasks
the level of detail required for the task
participants’ familiarity with their teammates

As an alternative for a more energising meeting, you
can prepare words for charades or a quiz about cultural
heritage.

Online

15-20 minutes

Over 6

Group work
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32. GROUP MANAGEMENT

How should a group leader/mediator tackle turn-taking problems 
in distance communication

CONTEXT

In distance communication, like in face-to-face communication, one person might
be dominating the conversation, and people might talk over each other or interrupt
impolitely, both examples of unsuccessful turn-taking.

THEORETICAL BASIS

Despite cultural differences, taking a turn or keeping your turn and getting other people
to speak are basic skills that must be acquired, including for distance communication. A
fluid, polite, and appropriate turn change can be achieved through different types of
signals, such as gestures, intonation, and body language, but mainly by using specific
phrases. Each group leader should find a way that best suits them, but the most
important part is that the group leader makes these turn-taking rules clear to all
participants. This creates a safer environment for participants who lack the confidence
to shout out the answers and gives everyone an equal chance of participating.

ACTIVITY IN A NUTSHELL

A good interaction, both face-to-face and online, should allow an effective exchange
of information, ideas, and opinions. Knowing how to intervene is a skill that can be
learned with specific exercises, e.g. intervening to point out errors or deficiencies in a
text: “Have you noticed something false/have you noticed something missing?
Politely ask and take your turn.”

 ©  AdobeStock



Activity/Solutions

C O N T A C T  T Y P E

T I M E  N E E D E D

N U M B E R  O F
P A R T I C I P A N T S

A C T I V I T Y  T Y P E

T A R G E T  G R O U P

V A R I A T I O N  O F  T H E
A C T I V I T Y

Adult learners
Senior learners 

The activity is easily 
adaptable by changing 
the type of text to any 
type of lesson and target 
group.

Activity step by step

Inform the participants that you will proceed to read a text
on the topic under discussion (e.g. a topic relating to local
traditions or the cultural heritage of the region). Warn them
that there might be errors or deficiencies in the text.
Inform them that the exercise will be recorded, and
watched, and discussed together after reading.
Explain to them that to get a turn during the reading, they
will have to use conventional signs and special sentences
and that they should wait for the conductor to give them the
signal to interrupt.
Show the participants a summary table containing a list of
conventional signs and “standard phrases” that they can use.
Go through the list with them and make sure that it is
always available to them (e.g. in group chat).
Remind them that the interventions must be short and
carried out at the right time.
Start reading, and remember to pay attention to requests for
a turn; give the floor or invite the participant to wait.
When the participant has finished, resume reading and
continue the activity until the end of the text.
At the end of the activity, review the
recording/videorecording: invite all the participants to write,
and send brief comments and feedback in the chat about
the activity and how it was carried out (e.g. I would have
liked to add that… but the conductor/but the other
participants…).
Read and comment on the messages in the chat if
necessary, and initiate further discussion by reminding
everyone to intervene following the shared rules.

1.

2.

3.

4.

5.

6.

7.

8.

9.

To achieve smooth, polite, and appropriate turn-taking.

Goal

How to prepare

Prepare a text (to be read within about 10 minutes) on the topic of
the session which must contain some errors and omissions.
Prepare a table containing the instructions: conventional signs
and “standard phrases,” for example:

                    - raised-hand emoticon = ask for a turn
                    - sentences such as: “May I interrupt?”
                    - thumbs-up emoticon = agree sentences such as:   
                       “Before you reply…”, “Good point, anyhow…”

Online/contact/hybrid

25-30 minutes

5-15

Group work
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33. GROUP MANAGEMENT 

How to take into consideration participants’ slow Internet 
connection

CONTEXT

The general context is distance or hybrid learning and teaching in adult
education. Sometimes, in distance communication some participants,
especially those who live in remote areas, might have to solve the problem of
slow Internet connection that can often compromise effective participation.
A poor Internet connection can cause low quality audio and video and a delay
in interaction.

THEORETICAL BASIS

Adults with little familiarity in the use of digital technologies avoid online
activities and can thus remain excluded from certain aspects of social life. The
moderator can organise personalised help sessions with the participants and/or
create mixed-age teams to share their knowledge during the activities. On some
occasions, the mobile phone might function better than computers.

ACTIVITY IN A NUTSHELL

“Is my Internet connection too slow?” Testing the connection speed through
simple exercises and implementing corrective actions to reduce the problem
(e.g. a lesson about local traditions and cultural heritage).



Activity/Solutions

C O N T A C T  T Y P E

T I M E  N E E D E D

N U M B E R  O F
P A R T I C I P A N T S

A C T I V I T Y  T Y P E

T A R G E T  G R O U P

V A R I A T I O N  O F  T H E
A C T I V I T Y

Adult learners
Senior learners 

The activity is easily 
adaptable to any kind of 
lesson and target group.

Activity step by step

 Start with a preliminary exercise (related to the lesson) to be carried out
first from a PC and then from a mobile phone:                                                  
Example 1: Search for and download an assigned image (e.g. “Sulmona
Confetto” on Wikipedia – first image at the top right), and send it to the
group chat/teacher’s email.
Example 2: Copy and resend it on the software chat containing a
sentence written by the teacher (e.g. “Sulmonese confetti” are also
presented as bouquets of colourful flowers), adding the name of the
favourite flower and your name and surname.
 Check how quickly the participants managed to carry out the exercise.
 In the event of slow connection problems, advise all users to do the
following:
Restart your modem/router.
Test your Internet speed (use one of the suggested online tools for the
speed test).
If possible, use a wired connection to your computer, or move closer to
your Wi-Fi router.
Close non-essential teaching apps that might be hogging the
bandwidth. 
Ask your family to refrain from streaming videos or getting on video
calls while you’re attending remote classes.
Call your Internet service provider for a problem solution if necessary.
Test again by using a similar exercise.

Use slides that summarise the main points of the lesson. 
Schedule short breaks. 
Use chat for written forms of interaction, giving enough time for the
participants to receive responses.

1.

2.
3.

4.

Rules to follow during online courses if slow connection problems persist
1.
2.
3.

If possible, record the lesson so that all participants can rewatch them later.

To permit the participation of seniors and citizens living in
remote areas in distance education.
To tackle the problem of slow Internet connection. 

Goal

How to prepare

Prepare slides to present:
        a)    List of the exercises.
        b)    A list of operations to be performed in case of a slow  
                 connection.

Online/hybrid

30-45 minutes

10-20

Individual  work
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34. GROUP MANAGEMENT 

How to give clear instructions to students in distance 
communication

CONTEXT

When working online, participants may find it harder to understand how to carry out
an activity or perform a task assigned by the teacher/group leader. Due to less
immediacy in the interaction, they may have difficulty asking for details and
clarifications, running the risk of not being able to complete the proposed activity or
doing so correctly.

THEORETICAL BASIS

Giving proper and clear instructions during the session is even more important in
distance communication than in a classroom setting because the participants cannot
always ask for advice from the person sitting next to them if they do not understand
the instructions. The text format and/or the video should be made accessible to
participants during the entire lesson so that it can be revisited when needed. Being
able to successfully carry out an assigned task is fundamental for both group
management and motivation.

ACTIVITY IN A NUTSHELL

Assignment and delivery of a task, with a final check on the understanding of the
instructions provided. 
When you want to understand if the instructions for carrying out an activity are clear
and effective, the simplest thing to do is to try to assign a task requiring participants
to follow some basic rules, and check at the end that they have managed to
complete it according to the expectations of the teacher/group leader.

 ©  AdobeStock



Activity/Solutions

C O N T A C T  T Y P E

T I M E  N E E D E D

N U M B E R  O F
P A R T I C I P A N T S

A C T I V I T Y  T Y P E

T A R G E T  G R O U P

V A R I A T I O N  O F  T H E
A C T I V I T Y

Adult learners
Senior learners 

The activity is easily 
adaptable to any kind of 
lesson and target group.

Activity step by step

Introduce the task to the group, specifying its purpose.
Advise the participants that the instructions for carrying out the
task will be read and explained only once, together with the
presentation of the written text, which will remain available to the
group in a shared folder or in the chat.
Read and comment on the instructions.
Establish, in agreement with the group, the execution time and
delivery method (e. g. via chat, email, shared folder).
Give indications on how to formulate any questions for clarification
(e.g. “formulate your questions in writing, referring to the specific
point, and post them on the Zoom chat”, e.g. “ask only one question
at a time”).
Make sure that all the participants have carried out the task and
submitted it.
In the following session (or, if it is a very simple task, immediately
after delivery), discuss the results with the participants with
reference to understanding the instructions.

1.
2.

3.
4.

5.

6.

7.

To make the instructions clear and accessible to all.
To enable ease in asking for clarification.

Goal

How to prepare

Choose the type of task to submit to the participants (e.g.
documentation on a theme/solution to a problem/analysis and
observations of a material provided, such as a poster or newspaper
article).
Write instructions on carrying out the task (work phases, structure
of the document to be produced, sources to consult, type of
presentation – oral or written (text + any images, slides). The
instructions must respect the characteristics of the “regulatory text”: 

For more complex tasks, prepare a model as an example.

             a) Completeness of the necessary data – text and any images 
             b) Brevity – limit yourself to essential information 
             c)  Order – break down the task into steps 
             d)  Lexical clarity – use terms that are unambiguous and suitable  
                 for your target group (e.g. if you are giving instructions to a 
                 group of seniors, avoid technical acronyms such as URL, but 
                 use the term web page address, or wireless network instead of  
                 WI-FI). 

Online/hybrid

35-55 minutes

5-15

Individual/group work
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35. GROUP MANAGEMENT 

How to deal with technological difficulties

CONTEXT

The general context is the teaching of digital technologies in adult education
centres. In particular, the elderly and those who live in more remote areas would
benefit from mastering the use of new digital tools. However, there are often
problems with slow Internet connection, use of software, obsolete tools, or difficulties
related to age (e.g. problems with vision, hearing, memory, etc.).

THEORETICAL BASIS

The sharing of materials online might be challenging due to technological problems.
The group leader should address the problems in advance and offer a safe and
supportive environment in which to learn about new sharing platforms and methods.
Seniors might need some extra encouragement to use new digital tools. To lower the
threshold, practical step-by-step instructions should be distributed on paper and/or via
digital links.

ACTIVITY IN A NUTSHELL

“If I encounter problems with …” Who will help me?” – Participants are invited to
identify a technological problem and guided in its resolution through suggestions
and instructions.



Activity/Solutions

C O N T A C T  T Y P E

T I M E  N E E D E D

N U M B E R  O F
P A R T I C I P A N T S

A C T I V I T Y  T Y P E

T A R G E T  G R O U P

V A R I A T I O N  O F  T H E
A C T I V I T Y

Adult learners
Senior learners 

The activity is easily 
adaptable to any kind of 
lesson and target group.

Activity step by step
Invite the participants to identify one to two technological problems
that they would like to solve urgently, and ask them to communicate
them (oral or written communication via chat).
Based on the answers, divide the participants into pairs.
The pairs are then asked to look for information in the tutorial
provided and on the web (the teacher/group leader points to the best
sites).
After 10 minutes, ask the participants (a quick poll can be prepared
for the purpose): 

1.

2.
3.

4.

             - if they have found useful information
             - if the information collected is clear/sufficient to proceed
                independently to solve the problem or if they need external help.
    5.Regardless of the answers obtained, guide the participants to install a   
        software on their devices to access remote help (e.g. TeamViewer or 
        AnyDesk).
    6.Give each pair a simple exercise to do in about 10 min: e.g. if the 
       problem was “How can I download photos from my mobile to a PC?” 
       the task could be: “Download 10 photos from your mobile to PC and  
       create an appropriate folder on the desktop.” 
    7.Helping participants if they need: online help is given via the installed 
        software (e.g. TeamViewer or AnyDesk).
    8.Provide feedback on the tasks performed. 
    9.Finally, present step-by-step instructions on how to use a new digital  
       tool, e.g. Google Ads.  

During the activity, remember to emphasise that the participants can ask
for help at any time, and make them feel supported.

To ease the use of digital tools. 
To support participation in group activities.
To create a safe environment for adults, especially lonely people,
and citizens of remote areas to learn the use of digital tools.

Goal

How to prepare

Prepare a short written tutorial containing preliminary instructions and
diversified for PC, smartphone, or tablet (PDF to download or deliver).
Evaluate and select the simplest online communication software
suitable for different activities (Skype, Zoom, Meet): ease of use allows you
to focus better on content rather than on operating methods.
Prepare a short written list of rules for chat in interaction.
Prepare a survey on the equipment, basic digital resources, and skills (use
of smartphones, tablets, and PCs), access to the Internet, and use of
online communication software. 
Based on the results of the survey, possible preliminary personalised face-
to-face meetings are foreseen for the acquisition of basic skills: knowing
how to connect to the network, online communication software, and
some basic functions such as using folders, emails, editing programmes,
virus management, peripherals, etc.

Online, contact, hybrid

1h

8-12

Pair work
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36. GROUP MANAGEMENT 

How can I make hybrid teaching asynchronous

CONTEXT

The general context is distance or hybrid learning and teaching in adult education.
Asynchronous teaching and learning can take place when participants cannot
attend lessons/activities in real time; they can follow them later through numerous
tools for storing teaching materials (video, audio, slides, images and texts of various
kinds, verification questionnaires, etc.), together with those that allow interaction in
an asynchronous mode via chats or forums provided by the chosen suite of online
tools (e.g. Google Classroom) or specially created for the course / activity to follow
(e.g. a WhatsApp chat).

THEORETICAL BASIS

The tools for asynchronous teaching and learning have proven to be highly useful
resources, especially in the field of adult education. It enables learning times to be
organised more freely, and problems related to mobility (distances, personal situations)
can be solved.

ACTIVITY IN A NUTSHELL

A well-structured online lesson (e.g. on art or foreign language), online storage of
teaching materials, and use of chats and forums can allow those who want or need
to carry out their training asynchronously.
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Activity/Solutions

C O N T A C T  T Y P E

T I M E  N E E D E D

N U M B E R  O F
P A R T I C I P A N T S

A C T I V I T Y  T Y P E

T A R G E T  G R O U P

V A R I A T I O N  O F  T H E
A C T I V I T Y

Adult learners
Senior learners 

The activity is easily 
adaptable to any kind of 
lesson and target group.

Activity step by step

Inform the participants that the material is available and ask
them to watch the pre-recorded lesson/video clips/slide (e.g.
about art or the local cultural heritage).
Tell the participants to fill in/deliver, within the set deadline,
the verification questionnaire/assigned task: e.g. closed
answers to a questionnaire on Google Forms and/or written
answers to open questions (e.g., in an art lesson, captions or
short comments on artworks).                                       
Another option is that the participants must send one to two
questions in the chat to be submitted to the other
participants / teacher.
Review the questions and post them to the group in the
form of a questionnaire with open or closed answers (via
Google Forms).
Ask the participants to answer the questionnaire. 
Comment on the Q&A on the platform in written or spoken
form.

1.

2.

3.

4.

5.
6.

To give all learners the opportunity to freely organise
learning times.
To give the elderly or those with mobility problems the
opportunity to participate.

Goal

How to prepare

Prepare a set of teaching materials (video, audio, slides,
images and texts of various kinds, verification
questionnaires, etc.). The didactic material can be original
or provided via links (subject, language, length, or duration
for video /audio must be indicated in a precise manner).
Create a system for storing and using educational
materials (e.g. a “virtual class” with Google Classroom or
simply a dedicated WhatsApp group and a shared folder).
Create a guide with instructions for the correct and
effective use of educational materials.
Order and upload the materials on the chosen platform. 

For an art lesson, the didactic material must include
abundant and good quality pictures (complete with captions).

Online/hybrid

1h – 1h 30 minutes

10-20

Individual/group work


