Distance Teaching
Essentials (DTE)
Program
www.global.boxlight.com

Welcome
Our goal is to support teachers as they delve
deeply into distance learning tools. The changing
educational climate calls for educators to quickly
become adept, and comfortable, with using remote
teaching and learning tools. As Boxlight-EOS, we are
dedicated to providing you with training that will meet
your needs now as well as build a foundation for future
professional development plans.
Our training packages have been developed to meet
immediate needs; they are self-paced, and are available for
reference and review after initial training.
Our training packages have been developed to cater for everyone,
with both self-paced and facilitator-led options available. All materials
are available for reference and review after initial training.
Sincerely,
The Boxlight Family
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ABOUT THE DISTANCE TEACHING
ESSENTIALS PROGRAM
The Distance Teaching Essentials (DTE) Program is a planned approach for you as an Education
Leader to quickly upskill your teachers in either the Office 365 or G Suite tools that you have
invested in.

READY-TO-USE

FOR EVERYONE

MEASURABLE

READY-TO-USE
As a plug and play program, the task of preparing Professional Development schedules is
removed, enabling learning to begin for ALL your teachers without delay.
FOR EVERYONE
Designed with different levels of content and learning options, there are paths to success
for all teachers irrespective of where they are on their remote teaching journey.
MEASURABLE WITH ACCOUNTABILITY BUILT-IN
The challenge of monitoring and tracking the readiness of everyone is resolved with weekly
reports showing registration, attendance, and level of completion.
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TWO PROGRAM OPTIONS
Jump Start - Get Started Today
Duration: 4 Weeks
• On-demand, self-paced Office 365/G Suite Courses
• Virtual, facilitator-led Office 365/G Suite Training Sessions scheduled over 5 days and repeated for
duration of package (Modules will be made available as an on-demand Course after the first week)
• Suggested schedule of implementation
• Reporting data regarding teacher use

Extended Learning - Tailored to the needs of YOUR Educators

Custom your training by providing additional hands-on opportunities and discussions or by
expanding beyond Office 365/G Suite with sessions from an extensive platform agnostic list.
Duration: 6 Weeks
• On-demand, self-paced Office 365/G Suite Courses
• Virtual, facilitator-led Office 365/G Suite Training Sessions scheduled over 5 days and repeated for
duration of package (Modules will be made available as an on-demand Course after the first week)
• Suggested schedule of implementation
• Reporting data regarding teacher use
• 10 dedicated Virtual Hours - to be chosen from either of the following collections: Virtual Playgrounds
for Office 365/G Suite AND/OR Beyond the Essentials virtual, facilitator-led Training Sessions
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ON-DEMAND, SELF-PACED
OFFICE 365 COURSE
The on-demand, self-paced Office 365 Course is comprised of
7 modules. Each module is broken down into the fundamental
skills necessary to enable distance teaching with a Windows 10
device.
Each module is stage-gated by a short assessment to check for
understanding. The assessment must be successfully completed to
advance to the next module. However, teachers who already know the
content can skip straight to the assessment to demonstrate their skills.
The Course also includes customisable teaching materials (lesson plans,
videos, visuals, and printable handouts) to use immediately. The materials are
differentiated by age groups.
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included with

Jump Start &
Extended
Learning

Module 1: One Drive
• Create and organize folders
• Upload existing files
• Move and copy files
• Share files

Module 2: Introduction to Teams
• Create and access your Teams
• Banner Navigation
• General Channel Tabs
• Manage Teams

Module 3: Communication & Feedback
• Announcements and conversations
• Format and enhance communication
• View assignment data
• Review student work and provide feedback

Module 5: Learning with Class Notebook
• Open or create a Class Notebook
• Collaboration space, content library, & student notebooks
• Immersive reader
• Insert content
• Manage Class Notebook

Module 6:
• Sign in and personalize your Windows 10 device
• Navigate to Office 356 apps on a Windows 10 device
• Keep Office 365 accounts secure

Module 7:
• Keyboard shortcuts and features
• Settings and features in your Windows 10 device and
Office 365
• Enhance accessibility by improving the readability and
interactivity of digital materials

Module 4: Interaction in Teams
• Add additional channels and tabs
• Add links to posts
• Forms for assessments
• Meet Now

7 Modules: 1.5 Hours
Recommended as a prerequisite to
facilitator-led Training Sessions.

Facilitator-led Office 365
Training Sessions

Weekly Webinars: 1 Hour Sessions

The virtual, facilitator-led Office 365 Training
Sessions are designed as a structured, guided
extension of the skills taught in on-demand, selfpaced Course.
As the sessions are one-to-many, participant
interaction is encouraged through the Chat window.
Each session is repeated 4 times in the Jump Start Package
and 6 times in the Extended Learning Package. Sessions are
also recorded and made available as an on-demand course after
the first week of the program.
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included with

Jump Start &
Extended
Learning

Each daily session includes the following:

Monday

Thursday

Stay connected with online discussions
and collaboration in Microsoft Teams

Formative assessment and student
surveys with Microsoft

Tuesday
Create and post engaging instructional
videos with PowerPoint and Microsoft
Stream

Friday
Skype for Education- Leverage the value
of online learning with Virtual Field Trips

Wednesday
Learn the ins and outs of Teams
assignments and Class Notebook
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VIRTUAL PLAYGROUNDS FOR OFFICE 365
Virtual Playgrounds are practical sessions for specific skills to optimise teaching and learning using
Office 365. These are a time for teachers to play, ask questions, collaborate and learn from each other
facilitated by an expert. Virtual Playgrounds are more free form in approach, guided by the needs of
the participants. They have a 1:25 facilitator to participant ratio to enable interaction and discussion.

Creating a OneNote
Content Master
Ready, Set, Create! Explore
features in OneNote to create
an engaging and immersive
Notebook that you can use
and re-use with students!

Teams and FlipGrid
Amplify the student voice with
online discussions. Set up
classroom norms, utilise text
and video for discussions, and
create a remote social learning
environment for students.
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Teams Assignments

Class Notebook

Create new assignments,
build from existing, or add
a form. Learn how to assign
work, provide resources for
students, review student
progress, and provide
feedback.

Distributing Pages, Managing
Notebook, and Reviewing
Student Work. Learn how
to move content from one
Notebook to the next, utilize
the Content Library, distribute
pages to students, and
manage and review work.

Meet in Teams - Best
Practices and Practical
Applications

Screen Recordings
& Video

Explore best practices,
setting up norms, and Meet
Now tools to bring the lesson
in a virtual classroom to life.

Use the Design and Video
features in PowerPoint to
create engaging pre-recorded
lessons for students to access
and revisit.

Immersive Reader
& Translator
Learn to use embedded
accessibility features in
PowerPoint, Word, OneNote,
and Teams to increase
engagement and access to
content for all learners.

STREAM- Live Videos,
Video Recordings, and
Transcripts
Make Video content available
to all who need it. Host Live
Events, create a video library,
and learn how to share
transcripts and links with
students.

Apps for Exploration,
Enrichment, and
Engagement
Explore Apps that can
be integrated with Teams
for an enhanced distance
learning experience.

included with

Extended
Learning

Using Office Lens to
Digitize Materials for
OneNote
Learn how to scan a wide variety
of text from paper documents,
handwritten notes, and even
whiteboard notes and convert
them into digital files for
teaching and learning.
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ON-DEMAND, SELF-PACED
G SUITE COURSE
The on-demand, self-paced G Suite Course is comprised of
7 modules. Each module is broken down into the fundamental
skills necessary to enable distance teaching with a Chromebook.
Each module is stage-gated by a short assessment to check for
understanding. The assessment must be successfully completed to
advance to the next module. However, teachers who already know the
content can skip straight to the assessment to demonstrate their skills.
The Course also includes customisable teaching materials (lesson plans,
videos, visuals, and printable handouts) to use immediately. The materials are
differentiated by age groups.
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included with

Jump Start &
Extended
Learning

Module 1:
• Create and organize folders

Module 5: Nearpod

• Upload existing files

• Sign in with Nearpod

• Move and copy files

• Explore lessons

• Create new documents

• Create your own lesson

• Adjust sharing settings

Module 2:
• Create and organize your Google Classroom

Module 6:

• Post in and manage the Classroom Stream

• Sign in and personalize your Chromebook

• Add materials and assignments

• Navigate to G Suite apps on a Chromebook

• Grading

• Keep G Suite accounts secure

• Add students and guardians

Module 3:
• Review student work and provide feedback in
Google Classroom
• Provide feedback within apps in G Suite

Module 7:
• Keyboard shortcuts and features
• Settings and features in your Chromebook and G Suite
• Enhance accessibility by improving the readability and
interactivity of digital materials

Module 4: Google Meet
• Set up and schedule a Google Meet
• Manage your meeting
• Use and manage captions

7 Modules: 1.5 Hours
Recommended as a prerequisite to
facilitator-led Training Sessions.
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Facilitator-led G Suite
Training Sessions

Weekly Webinars: 1 Hour Session

The virtual, facilitator-led G Suite Training
Sessions are designed as a structured, guided
extension of the skills taught in on-demand, selfpaced Course.
As the sessions are one-to-many, participant interaction
is encouraged through the Chat window.
Each session is repeated 4 times in the Jump Start Package
and 6 times in the Extended Learning Package. Sessions are
also recorded and made available as an on-demand course after
the first week of the program.
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included with

Jump Start &
Extended
Learning

Each daily session includes the following:

Monday

Thursday

 oogle Drive - Deeper dive into managing
G
your sharing settings in Google Drive and
across your G-Suite applications

Google is made for collaboration - learn
to set up collaborative documents and
leverage the platform with your students

Tuesday

Friday

Manage your Google Classroom - learn
to optimise your online learning platform
with online discussions and assignments

Formative assessment and student
surveys with Google Classroom and
Google Forms

Wednesday
Google Meet beyond conference calling
- Google Meet is a valuable tool for your
online teaching portfolio and can be used
for much more than just conference calls
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VIRTUAL PLAYGROUNDS FOR G SUITE
Virtual Playgrounds are practical sessions for specific skills to optimise teaching and learning using
G Suite. These are a time for teachers to play, ask questions, collaborate and learn from each other
facilitated by an expert. Virtual Playgrounds are more free form in approach, guided by the needs of
the participants. They have a 1:25 facilitator to participant ratio to enable interaction and discussion.

Google Classroom

Google Docs

Google Meet

Organising and Managing
your Google Classroom with
themes, classwork, topics
and settings.

Learn how to leverage Google
Docs for collaboration, peer
editing, and accessibility.

Explore advanced features to
effectively facilitate an engaging
and interactive lesson.

G-Suite for
Collaboration
Learn about setting sharing
permissions across G-Suite
applications and how to create
shareable links for parents/
guardians.
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Google Forms for Formative
Assessment, Surveys &
Mood Check-Ins
Learn to create Google Forms
and share with students via
Google Classroom.

Google Slides for
Interactivity and
Accessibility
Learn to use embedded
features in Slides to increase
engagement, accountability,
and interactivity.

Google Drive

Google Classroom for Communication

Access and convert existing material in your
Google Drive and seamlessly add to your
assignments in Google Classroom. Learn
to create and deliver an assignment, re-use
existing assignments, and review student work.

Learn how to set up online discussion protocols
and expectations to utilise Google Classroom as
a platform to maintain communication as well as a
source of formative assessment and accountability
for distance learning.

Google Forms
Learn to use the grading tool
and manage responses in
Google Sheets.

included with

Extended
Learning

Google Meet and
Google Classroom
Learn to create and share a
Google Meet link in Google
Classroom and record
instructional videos using
Google Meet and share in
Google Classroom.
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BEYOND THE ESSENTIALS
TRAINING SESSIONS
Beyond the Essentials Training Sessions are virtual, facilitator-led sessions that provide an opportunity
to explore and interact with a variety of education technology tools and platforms. Sessions introduce
the topic tools and provide guidance in best practices and applications for Distance Learning. They
have a 1:50 facilitator to participant ratio to enable interaction and some discussion.

FlipGrid

Nearpod

Give students a voice and
stay connected through this
video discussion platform.

Integrate Nearpod for
interactive and engaging
lessons that have embedded
formative assessments.

Newsela
Leverage engaging and
standards-aligned curriculum
for enhanced distance learning.
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Screencastify
For Instructional Videos- Learn
to create instructional videos
and add them to your online
learning platform (Google
Classroom or Microsoft Teams).

Google Earth
For live exploration lessons,
student projects, educational
games, or extension activities,
Google Earth provides a world
of learning opportunities.

Facilitate Distance
Learning with G-Suite
Make the transition to best
practices of facilitating
distance learning with G-Suite.

Facilitate Distance
Learning with Office 365
Make the transition to best
practices of facilitating distance
learning with Microsoft.

Create Interactive
Lessons with G-Suite
Leverage student voice and
student choice in the online
learning environment of
learning opportunities.

included with

Extended
Learning

YouTube
Curate your own YouTube
Channel for playlists and
engagement reports!

Create interactive
lessons with Office 365
Leverage student voice and
student choice in the online
learning environment.
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COMPARE PROGRAMS
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PRICING
4-week Jump Start Program: £3,000 per school (discounts available)
6-week Extended Learning Program: £5,500 (discounts available)
Schools must start within two weeks of order date.

CONTACT
The Distance Teaching Essentials Team
DTE@boxlight.com
+44 (0) 20 3745 2046

Photo Credits:
Cover, Pgs 2&12 Andrea Piacquadio from Pexels
Pg 5 Canva Studio from Pexels

21

www.global.boxlight.com

