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Introduction 

The Trainer Handbook has been initially developed in order to provide to the trainers involved in the 

DCDS pilots in the five partner countries (Greece, Italy, Latvia, Romania, Spain) a general 

introduction to the DCDS project and some of its methodological features and a presentation of: 

█ the self-assessment test that learners are expected to take before starting the courses 

█ the training offer designed by the project 

█ the learning materials produced for the learners 

█ the blended learning approach and support tools, including those for formative and 

summative assessment and the approach to competence validation 

The presentation of the DCDS online environment (DCDE), i.e. the Moodle platform created to 

support training delivery, and explanations about how to use it from the point of view of teachers and 

learners are available as separate documents called DCDE Teacher Guide and DCDE Learner 

Guide (see http://www.dcds-project.eu/resources/). 

The Handbook itself provides additional materials as Annexes to this document or as related 

documents, created to facilitate trainers in understanding the structure and using the content of the 

DCDE platform (where several of these materials are fragmented at the level of Learning Units, the 

basic element of DCDS training architecture) and to organise their activity. 

In particular, given their size, the following Annexes are made available as separate documents: 4 

Key Concepts (the full document); 6 Exercises; 7 Summative tests and 8 Teacher tips. 

  

http://www.dcds-project.eu/resources/
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1. Overview of DCDS 

DCDS objectives 

The DCDS project was designed to empower citizens, training providers and policy makers to 

address in synergy one of the key challenges that Europe is currently facing, namely the lack of 

basic digital skills, by supporting assessment of adult citizens’ learning needs, valorisation of their 

existing skills, and design and delivery of inviting training opportunities adapted to individual learning 

needs and the existing skills already identified.  

Objectives of the project:  

█ Improve the basic digital and transversal competences of 25+ years old citizens with low 

digital skills through an integrated system that combines distant learning on an online 

environment and face-to-face training (blended learning); 

█ Support non-formal training providers in planning and delivering flexible and modular training 

offers, aimed at improving basic digital competences of adults, which are mapped to 

DigComp 2.1; 

█ Empower policy-makers and key stakeholders from different fields in formulating integrated 

policies for developing and recognising adult citizens’ basic digital competences; and 

█ Collect and analyse evidence to substantiate innovative policies and practices through a field 

test of the DCDS in five European countries. 

As a key contribution to achieve these objectives, DCDS has developed an online (Moodle) platform 

called Digital Competences Development Environment (DCDE) that has been used in pilot courses 

in five of the project partner countries to test the blended learning methodology with over 150 adult 

learners. The DCDE is available in the partners’ national language and in English, with both common 

(“core”) and local (“auxiliary) content. The courses aim to develop digital competence at a 

basic/foundation level as defined by the DigComp framework. 

The DCDE currently consists of the following modules: 

█ Self-assessment tool that allows adults to identify gaps in basic digital competences; 

█ Online tools for the management of trainees’ profiles and the definition of flexible learning 

pathways that combine training modules; 

█ Online learning application with gamification features; 

█ Multilingual digital open educational resources; and 

█ Validation and certification of digital competences. 

Details about the features and use of the DCDE are available in the DCDE Teacher Guide and 

DCDE Learner Guide (see http://www.dcds-project.eu/resources/). 

http://www.dcds-project.eu/resources/
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The DigComp framework and DCDS 

The DCDS training offer has been designed through an implementation of the European Digital 

competence framework for all citizens known as DigComp,1 focused on the goal to develop the basic 

digital competence of adult learners with no or low digital skills. 

DigComp identifies 5 competence areas and 21 specific competences which outline the key 

components of the digital competence, as illustrated in Table 1. 

 

Table 1 – DigComp 2.0 areas and specific competences 

Area 1 – Information and data literacy 

1.1 Browsing, searching and filtering data, information and digital content  

1.2 Evaluating data, information and digital content 

1.3 Managing data, information and digital content 

Area 2 – Communication and collaboration 

2.1 Interacting through digital technologies 

2.2 Sharing through digital technologies 

2.3 Engaging in citizenship through digital technologies 

2.4 Collaborating through digital technologies 

2.5 Netiquette 

2.6 Managing digital identity 

Area 3 – Digital content creation 

3.1 Developing digital content 

3.2 Integrating and re-elaborating digital content 

3.3 Copyright and licenses 

3.4 Programming 

Area 4 – Safety 

4.1 Protecting devices 

4.2 Protecting personal data and privacy 

4.3 Protecting health and well-being 

4.4 Protecting the environment 

Area 5 – Problem solving 

5.1 Solving technical problems 

5.2 Identifying needs and technological responses 

5.3 Creatively using digital technologies 

5.4 Identifying digital competence gaps 

 
1 See Carretero, S., Vuorikari, R, and Punie, Y. (2017) “DigComp 2.1: The Digital Competence Framework 
for Citizens with eight proficiency levels and examples of use”. 

http://publications.jrc.ec.europa.eu/repository/bitstream/JRC106281/web-digcomp2.1pdf_(online).pdf
http://publications.jrc.ec.europa.eu/repository/bitstream/JRC106281/web-digcomp2.1pdf_(online).pdf
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In DigComp, the competence areas 1, 2 and 3 deal with competences that can be retraced in terms 

of specific activities and uses. Essentially, they address the appropriation of common tools and 

methods to perform in a critical and correct way digital activities in the respective areas: information, 

communication and collaboration, and digital content production. Competence areas 4 and 5 are 

“transversal”, as they concern safety issues and problem-solving elements that apply to any type of 

activity carried out through digital means. They are therefore present across digital competence 

domains, but two specific areas were defined to highlight the importance of these aspects for the 

appropriation of technology and safe digital practices. 

The DigComp framework identifies also 4 overall and 8 granular proficiency levels of each 

competence, which reflect the interaction of three dimensions: the complexity of tasks, the autonomy 

in performing them and the key cognitive domain (according to Bloom’s taxonomy) activated and 

prevailing at each level (see Figure 1). 

Figure 1 - Main keywords that feature the proficiency levels 

 

Source: DigComp into Action. A user guide to the European Digital Competence Framework 

 

Following the approach summarized in the above figure, DigComp 2.1 provides a description of all 

168 competences by proficiency levels (21x8) in the framework and a pair of examples of use, 

referring to the work and learning domains, for each of the 21 competences at least at one of the 8 

proficiency levels.2 

 
2 Only in one case, for explanatory purposes, DigComp 2.1 provides application examples for all 8 levels of 
competence 1.1 Browsing, searching and filtering data, information and digital content. 

https://ec.europa.eu/jrc/en/publication/eur-scientific-and-technical-research-reports/digcomp-action-get-inspired-make-it-happen-user-guide-european-digital-competence-framework
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DCDS learning outcomes 

The methodology of the DCDS project, called Digital Competence Development Methodology 

(DCDM), has focused on the performance component of learning objectives or learning outcomes 

(LOUTs) of digital competence, defined according by Robert Mager3 as “an observable behaviour 

which identifies specifically what the learner should be able to do after the instruction”.  

DCDS has identified one or more LOUTs for each of DigComp 21 competences, for a total of 95 

learning outcomes (LOUTs) needed to achieve a foundation level proficiency in all 21 DigComp 

competences. These LOUTs have been derived from: the analysis of competence descriptors in 

DigComp Framework v1 and 2.1; the DESI human capital skills indicators; other DigComp 

implementations and a few other digital competence frameworks. The comparison of these sources 

made it possible to select the most frequent learning outcomes, those included in the DESI indicator, 

and others which looked relevant for inclusion/work purposes. The requirement was of course that 

the selected LOUTs should be coherent with DigComp foundation level, but in a flexible way, so as 

to make the learning experience meaningful. The sources and the full process of DCDS LOUTs 

identification are described in D6. 

The 95 DCDS LOUTs are listed in Annex 1. The reader will notice that some LOUTs address single, 

simpler abilities, whereas others have a more composite, articulate character. When several 

elements/options are mentioned within a LOUT (often following the words “such as…, or “e.g.” and 

with an open end “…etc.”), they are given as examples and the expectation is that teachers and 

learners will not necessarily deal with all of them. 

A specific observation must be made about competence 2.3 Engaging in citizenship through digital 

technologies and its LOUTs. In the DCDS specification process, most LOUTs concerning the use of 

public (and also private) online services were put under this competence, by referring to DigComp 

2.1 descriptor that talks about “digital services that help to participate in society”. LOUTs under 2.3 

are intentionally left “open”, i.e. without specifying which services areas or specific services should 

be addressed, to allow DSDS user organisations to customize them in view of their customer 

interests and/or of national/local policy priorities. 

  

 
3 Mager, Robert F. (1997). Preparing instructional objectives, a critical tool in the development of effective 
instruction (3rd ed.). Atlanta, Ga.: Center for Effective Performance. ISBN 1879618036 
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2. Learner profiling and initial 

competence assessment 

The DCDS learning offer is designed in a modular and flexible way so that it can be adapted and 

delivered according to the interests and needs of the highly heterogenous target population, 

represented by adults 25+ years old with no or low digital competence.  

In order to make use of such flexibility, however, training organisations and trainers must acquire 

sufficient information about the learners’ background and motivations for developing digital 

competence and about their starting level in this competence area. For this purpose, the DCDM 

envisages that all candidate learners should go through an initial profiling step and, except those 

without any digital experience and skills, should also take a self-assessment test. 

Profiling DCDS course participants 

In order to be registered to a DCDS training offer and to create an account to access the DCDE 

learning platform, all potential participants must fill a simple profiling form either directly or with the 

help of a facilitator (see Figure 2). 

Figure 2 - DCDE user profiling 

Items of candidate trainees’ profile 

• Personal identity: first and last name, email, age, city and country, current/last 

occupation, unemployment status (Y/N); 

• Education and general skills: education level*, any past digital training experiences 

(Y/N), any non-digital skills gained from life/work experiences [free text box] 

• Interests & life plans related to digital skills development**: 

o Leisure and social life 

o Employability 

o Learning about ICT 

o Other [free text box] 

* 7 levels from primary school to doctorate or equivalent title 

** 5 answering options from “not important at all” -> “very important” 
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An important aspect also checked at this stage is the presence/absence of foundational digital skills4 

which are needed to access and start using the DCDE platform. 

This information feeds into the DCDS Recommender tool (see later) and aims to help facilitators 

and teachers (who can access learner profiles) better adjust and manage the learning process. 

Self-assessment test and Recommender Tool 

The self-assessment test (SAT) is intended to help trainees determine which digital competence 

they have important gaps in (or lack entirely) and to choose the most suitable training path.  

Potential candidates with no digital skills at all are only asked to provide the personal profiling data 

seen above and can skip the online self-assessment test on digital competence, as their need for 

training is self-evident. The so-called ‘absolute beginners’ must be offered an initial face-to-face 

training to enable them to start using a computer, perform simple operations with keyboard and 

mouse and eventually access the DCDE platform. 

All the candidates who can access the DCDE platform and use it on their own, or with the help and 

guidance of a relative, friend or facilitator, can take the test, which is structured with 21 modules 

corresponding to the 21 DigComp competences. Candidates can start the test from competence 1.1. 

or from any SAT module. 

In each SAT module, candidates must first answer to the self-assessment questions (SA-Qs) 

which address all the LOUTs identified for that competence. Their number varies for each 

competence and in total there are 95 SA-Qs.  

SA-Qs have a standard format. The introduction is always formulated as:  

“We ask you to evaluate how do you … navigate, collaborate … (reference to the general 

competence theme). We now list some activities below and you have to grade them using 

the following scale: 1 = I have no skills at all; 2 = my skills are very poor; 3 = I have some 

skills, but not sufficient to operate on my own; 4 = I have sufficient skills to operate on my 

own” 

An answer is then provided for each LOUT as follows: “My ability to … text drawn from the LOUT … 

is:…” and the respondent must select the number from the above scale.  

After answering to all the SA-Qs of a module, the SAT presents one to four knowledge & ability 

questions (KA-Qs) always related to the given competence.5 There are in total 41 KA-Qs in the 

 
4 Examples of such skills are the ability to switch on/off digital devices, use the mouse, touchscreen, keypad, 
connect to a wireless network and others. If the initial interview shows that such skills are missing, the potential 
trainee of the DCDS course should be requested, and possibly offered, to take a short introductory digital 
literacy course to acquire them. 
5 In the first SAT version, depending on the answers given, the test continued along two paths. If all SA-Qs of 
a given module were answered with 1 or 2 (showing a clear need for training), the learner was requested to 
move on to the next SAT module. If the respondent answered 3 or 4 to any SA-Q, he/she was requested to 
take also the module’s KA-Qs. Behind this rule, was also the intention to shorten and simplify test-taking for 
the weaker candidates. However, during the DCDS pilots, respondents showed a clear preference to take also 
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SAT. These are designed to test the actual conceptual or operational knowledge of the respondent 

on a sub-set of key LOUTs of the given competence. If the answer to any KA-Q is wrong, the 

respondent gets a feedback message encouraging him/her to take some training on that 

competence. If the answers to all KA-Qs of the module are correct, the respondent is informed about 

this result and told to continue with the SAT. 

Learners can visually monitor their progress in the SAT through two different progress bars: one for 

SA-Qs and one for KA-Qs. At the end, they can access a report (see Figure 3) about their 

performance for the two types of questions, with percentages achieved in each case (the Range 

column in Figure 3 shows the number of SA and KA questions in each module). 

Figure 3 - Example of SAT results presentation 

 

By integrating candidate’s profiling data (about interests and life plans) with the results of the SAT, 

DCDS developed a Recommender Tool which provides suggestions to the teacher on which 

learning path/s of the DCDS training offer each learner should follow. The tool informs trainers about 

each learner’s SAT completion (completed/not completed)6 and gives a recommendation, expressed 

as a % priority (top priority=100%), on the four learning paths that the learner may follow. These 

percentages come out of a specific algorithm that receives input from the SAT results and learner's 

profile. The Recommender Tool only works properly if the candidate completes all 21 SAT modules 

 
the KA-Qs regardless of SA-Q answers; therefore, the conditional rule to move from SA-Qs to KA-Qs was 
eventually removed. 
6 A related function of the Recommender Tool is represented by the Progress tool, which shows the learner’s 
progress and results in all SAT modules. 
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(as was requested in the DCDS pilots). More details about the Recommender Tool are available in 

the DCDE Teacher Guide (see http://www.dcds-project.eu/resources/). 

Teachers can force SAT completion for a learner, by a simple click in the Recommender tool. This 

allows the teacher to enroll the learner to any learning path regardless of SAT completion and results. 

If they want or need to, learners can go back to the SAT at any time and take the modules they did 

not take before (but they are not allowed to take a module for a second time). SAT delivery can 

therefore take place also in a modular way. For instance, taking the SAT modules related to the 

learning modules of a LP before studying it, is an opportunity for the learner to get an initial idea of 

the topics later developed by the teacher and of his/her initial competence level in those topics. 

Teachers, in turn, get a general overview of where the students stand on those topics, before starting 

teaching them. The DCDS pilots experience showed that this opportunity is especially important for 

‘weak’ learners (e.g. people with a lower educational background, migrants with low L2 proficiency 

and others) and those with limited digital experience, for whom at first the DCDE platform is a 

complex environment to manage. Annex 10 provides three tables to help teachers manage a flexible 

SAT delivery (they should be used after reading the explanation of Learning paths in the next 

chapter). 

  

http://www.dcds-project.eu/resources/
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3. DCDS Learning paths, modules and 

units 

The articulation of DCDS training offer 

The DCDS training offer has been designed with the following aims: 

█ to give participants first of all a common competence base to enhance their inclusion in our 

digital society 

█ to give participants the opportunity to choose further learning in a leisure time or work 

perspective 

█ to meet project requirements, in particular a total training duration of 60 hours, of which 40 

hours in a face-to-face training setting and 20 hours of autonomous (distant) learning 

At the basic level, the training offer is made of Learning Units, which are assembled into Modules, 

which in turn make up a Learning Path. Figure 4 illustrates this training offer architecture, taking as 

an example (in the upper part) the main Learning Path and its first module. 

Figure 4 - Structure of DCDS training offer 
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Learning outcomes (LOUTs): as explained in Chapter 1, DCDS LOUTs are the performance 

counterpart of DigComp competences at foundation level: each competence is identified with the 

performances expressed by 1 or more LOUTs derived from it. Therefore, the LOUTs guarantee the 

connection between DigComp 21 competences and the didactic activities intended to produce those 

competences: they are the didactic objectives of these activities. There are 95 LOUTS in DCDS 

listed in Annex 1. 

Learning units (LUs) are the set of didactic activities sufficient to generate the performance of one 

or several LOUTs connected and belonging to a given competence. One or more LOUTs are the 

didactic objectives of their LU. The structure of a LU is illustrated later in this chapter. There are 65 

LUs7 in DCDS, listed and ordered by their code in Annex 2. 

Modules: LUs in DCDS are organised for didactic purposes into 18 thematic modules, which make 

up 4 sequences called Learning paths. The sequencing of LUs inside each module, illustrated in 

Annex 3, was designed and tested in the DCDS pilots. In future, there is no problem if training 

organisations and teachers decide to deliver the LUs of any Module in a different sequence. The 

important thing is that all the LUs of any given Module are addressed, as summative assessment 

(see later) is performed at Module level. 

Learning paths (LPs): a LP is a complete training offer whose purpose is to develop sufficient skills 

to manage a digital environment or scenario. 

Table 2 lists the DCDS 4 Learning Paths and 19 Modules (Module Copyright and licences is 

duplicated in two LPs). The duration of each Module and LP (considering both face-to-face and 

distance training) was estimated before the training pilots and is provided in the right column. 

Table 2 - DCDS 4 Learning paths and 19 modules (indented) 

 Estimated 

delivery time (h) 

LP BASE (37 LUs) 

At the end of this LP, participants will be able, at a basic level, to safely surf the 

Internet, receive and send emails, manage data and digital content, find and make a 

simple, use of online public and private services. This LP addresses basic skills 

which are crucial to begin taking advantage of the digital world and for digital 

inclusion. 

39 

Managing files and folders 4 

Safe browsing and aware info search 9.5 

 
7 The sum total of LUs in Table 2 is 66, because Module/LU on Copyright&Licences is duplicated in two LPs. 
This is because this competence is important both when sharing online digital content, especially when 
produced by others (LP Communication and social media), and when re-using somebody’s digital content 
within one’s own digital artefact, such as a citation in a text or an image in a presentation (LP Digital content 
creation). 
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Creating an account and using e-mail safely and correctly 6 

Learning about public and private online service 5 

Protecting devices, data, health and well-being 6.5 

Basic ICT operations 7 

Digital self-awareness and learning 1 

LP COMMUNICATION & SOCIAL MEDIA (17 LUs) 

This LP addresses a leisure/social life scenario, where participants can develop 

skills for online digital communication, collaboration and sharing, and the use of 

social networks. 

14 

Communication services 4.25 

Social media 7.25 

Copyright and licences 2 

LP DIGITAL CONTENT CREATION (8 LUs) 

In this LP participants can develop digital skills for the creation of digital content (text 

documents, spreadsheets and presentations) which are particularly relevant in an 

employability scenario 

16 

Documents 2.5 

Spreadsheets 6 

Presentations 5 

Photos and videos 0.5 

Copyright and licences 2 

LP EXPLORE ICT (4 LUs) 

This LP addresses different topics which can be viewed as the first steps of an 

exploration scenario of the ICT world 

7 

Programming 2.5 

Environment 1 

Technical problems 1.5 

ICT tools 2 
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The above LPs have been designed in a way that each of them covers only a sub-set of the 21 

DigComp competences (see later one the section on Validation of DigComp competences) and all 

LPs together complete all competences. As illustrated in Figure 5, in the DCDS pilots, given the goal 

of delivering 60 hours of training (40 hours face-to-face and 20 hours at distance), participants were 

required to attend LP Base (estimated duration about 40 hours) and then choose one of three 

complementary LPs: Communication and social media (14 hours), Digital content creation (16 

hours), Exploring ICT (7 hours).8 In this way each participant was expected to take from a minimum 

of 48 to a maximum of 57 hours training hours. 

Figure 5 - Articulation of the training offer in the DCDS pilots 

The DCDS pilots 

experience, however, 

showed that the actual 

time needed to deliver the 

envisaged training content 

varied significantly 

depending on some key 

learners’ features -

especially, previous 

experience with digital technology and training, level of general education, familiarity with 

autonomous learning and proficiency in the course language (for foreign learners)- but that it was 

overall underestimated. In particular, in some pilots, LP BASE took almost the entire classroom time. 

In future training initiatives based on DCDS, partners therefore recommend to plan course duration 

in a flexible way, depending on target groups: with particularly weak learners, a 50% increase of 

training delivery time might be required. On the other hand, the delivery of LP BASE might be 

modular, by breaking it down into three parts, to take into account that many adult learners today 

gain some skills in simple online information searches and basic e-mail communication by using 

their smartphone, and may therefore start a DCDS course from LP BASE2as illustrated below. 

Figure 6 – Proposal of a revised LP BASE for modular delivery 

 

 
8 In case of speedier training delivery, the possibility of adding LP Exploring ICT to one of the longer 
complementary LPs was also envisaged. 
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The structure of a Learning Unit 

Learning units (LUs) are part of a Learning path and its Module sas visually represented in Figure 

7. 

Figure 7 - Learning units within a DCDS Learning path 

 

 

For each LU, a course is available on the Moodle platform with the structure visualised in Figure 8. 

The first section is the Introduction and contains: 

█ Title of the LU (in red) 

█ List of learning objectives (LOUTs) addressed by the LU 

 

The second section Online learning contains: 

█ An interactive e-book briefly presenting the key concepts of the particular LU and providing 

links to additional useful materials on the web. This is common reading material (called ‘core 

content’ in DCDS) which has been translated in the languages of all project partners (see 

Annex 4 – external file) 

█ (optional) Additional learning material made available by the teacher, typically in national 

language, related to the topics and activities of the LU. 9 Such materials (called ‘auxiliary 

content’ in DCDS) might be presentations used in the classroom lesson, tutorials, reading 

materials, audio-video screen captures, podcasts and so on. Teachers may publish materials 

 
9 There are in fact two ways to make available auxiliary content to learners on the DCDE platform. The main 
option is for teachers to upload any content into the DCDE OER repository and then post a link to the relevant 
resources into the Forum of the LU’s Module. Alternatively (or as a complementary option), if the additional 
resources are to be shared also with other teachers, they can be uploaded directly to the Online learning 
section of the LU. 
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that they created ad hoc, that are made available by their training organisation and/or that 

they found on the Internet. Teachers should select and make available open educational 

resources10 (OER), following the guidelines and suggestions presented in Annex 9. 

 

Figure 8 – Screenshot of an exemplary learning unit on the DCDE 

 

 

 

 

The third section Exercises contains the interactive formative assessment content of the LU to 

be used in classroom activities and at a distance, ideally by learners on their own (the degree of 

autonomy in performing exercises is a key aspect of learning achievements). There are always one 

or two types of content in this section (more details in chapter 4): 

 
10 According to the Creative Commons wiki definition "Open Educational Resources (OER) are teaching and 
learning materials that are freely available online for anyone to use, whether you are an instructor, student, or 
self-learner. OER can exist as smaller, stand-alone resources that can be mixed and combined to form larger 
pieces of content, or as larger course modules or full courses". 
See, https://wiki.creativecommons.org/wiki/What_is_OER%3F 
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█ Learning quizzes, i.e. multiple-choice quizzes or correlation tables 

█ Practical exercises, i.e. tasks assigned by the platform (again part of the core content) and 

introduced by the teacher to the learners. Practical exercises often require some content 

customization/localization to be performed by the teacher 

█ (optional) other types of exercises that require interaction with the platform and that might be 

prepared on purpose by the teacher. 

 

LUs are accessed from within the learning Module they belong to, by selecting the appropriate 

number (which will be indicated by the teacher or by clicking on the Module’s LU buttons) as below: 

 

The last button in the Module’s content bar gives access to the Module’s Summative test (see 

chapter 5). 

On the DCDE platform, learners can access any LU belonging to a LP and Module they are 

registered to. There is no constraint about which sequence to follow and the teacher may decide to 

use/suggest a different order than that proposed on the platform, which was created based on the 

partners’ past teaching experience. If needed, the teacher may also ask learners to take a LU which 

is in another Module and then go back to the current Module. 
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4. Learning materials 

Learning materials in DCDS were developed based on three key principles. First, on the idea to 

provide a limited amount of high-quality reading materials, given that DCDS partners’ training 

practice with adult learners (especially those with limited or ancient educational experience) shows 

that such learners are unwilling to spend much time reading. Second, on the knowledge that partners 

already have various types of learning materials in their national language, that they can offer to 

their learners if/as needed: Part 2 of LUs is where such so-called auxiliary materials can be made 

available (se Footnote Error! Bookmark not defined.). Third in order to create opportunities for the 

learners to practice with the DCDE platform, develop digital skills through this process and benefit 

from its learning content. Use of the DCDE is potentially also important to allow the platform’s 

manager to gather data on learners’ learning behaviours and achievements (this opportunity was 

not exploited in the DCDS project). 

The learning materials produced by DCDS for all partners to use, so called “core content”, are 

available in English and in the partners’ national languages on the DCDE platform. They consist of: 

█ Key Concepts for learners 

█ Exercises 

█ Critical Words 

█ DCDE Learner Guide 

Key Concepts for learners 

In each Learning Unit (Part 1), the learner finds one or more Key Concepts that are briefly illustrated 

with some text and images. The vast majority of Key Concepts is half/one page long. The whole set 

of Key Concepts descriptions, ordered by LUs code number, is available also as a downloadable 

PDF file. The List of Key Concepts is in Annex 4 (external file). 

Exercises 

As seen before, in each Learning Unit (Part 3), the learner finds one or two types of activities which 

are the minimum requirement that teachers must prepare them to perform, as they are compulsory. 

In general, teachers are free to deliver training in any LU according to their experience, to the needs 

of learners they face etc., but they must make sure that at some stage of the training process their 

students take the quizzes and do the exercises of the LU found on DCDE. 

Learning quizzes (LQs) are multiple-choice quizzes or correlation tables. Most LQs provide 

automatic formative feedback in case of a wrong answer or suggest to ask for explanations to the 



DCDS Trainer Handbook 
 

20 
 

teacher.11 Many LQs are first met by learners when they take the DCDS self-assessment test (SAT) 

before the start of the course or at the start of each LP. Given that learners in that step may have 

failed answering correctly to the knowledge and ability questions (as they are called in the SAT), the 

same quizzes are presented again as part of the learning process. Except for a few quizzes which 

are particularly ‘complex’ (and are thus repeated again as they are), learners find similar, but 

somewhat different quizzes in the Exercises and later in the Summative test that they must take at 

the end of each Module. 

Practical exercises (PEs) are tasks assigned by the platform (as common DCDS “core content”) to 

be presented by the teacher to the learners. Teachers may integrate these tasks with others, as long 

as they maintain the link with the LOUTs of the LU. 

Essentially for practical reasons,12 it was decided that almost all PEs ask the learner to self-evaluate 

his/her performance, once completed. The learner is requested to produce the Student Report 

associated with the Exercise “Title”, such as “STUDENT REPORT “JOIN A DISCUSSION FORUM”. 

The Report is generated automatically from the following standard form: 

“Choose the option that best describes your behaviour during the exercise you have just completed.  

a) I have performed the tasks or parts of them with the systematic help of the teacher or other 
colleagues of mine. 

b)  I have performed the tasks or part of them with some intervention by the teacher or other 
colleagues of mine. 

c) I have performed the tasks autonomously.” 

When PEs are expected to be done at a distance (at home, if the learner has the necessary 

equipment and connectivity), the Student report should in principle carry always the c) option. 

However, as this is not a summative test, if the learner gets some help from somebody else, it is not 

problematic. 

Some PEs must be assessed by the trainer with the support of a predefined rubric, as in the following 

example, referred to LU 1.1B Searching. 

_____________________________________________________________________________ 

PRACTICAL EXERCISE 

Find some web pages 

INSTRUCTIONS FOR THE EXERCISE 

You have to find the following 5 web pages using a search engine: 

 
11 This solution was adopted when it was not possible to pre-define a standard feedback due to the large 
number of wrong answering combinations available for some LQs. 
12 DCDS budget did not permit the development of automatic authentic tests and simulations. Teachers are 
sometimes asked to perform the assessment of a real-life exercise by observing the learner’s activity and/or 
its results and filling a rubric on the DCDE platform. But this takes time and it would easily disrupt the training 
delivery flow, if done during classroom work. Or it would require additional effort by the teacher after class time 
and the adoption of some system to temporarily record information about each learner, to be used later when 
filling the rubric. 
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1) The official web page of the city council of…. 
2) The official web page of the healthcare service of….. 
3) The official web page of the company….. 
4) The web page of the service...... to buy a railway ticket. 
5) The web page of the airport of...... 
When you have found the requested web pages, click on the button Add Submission here below. A 
box will open up and please: I) for each web page that you found, write in the box the keywords that 
you used on the search engine and II) copy and paste in the text box the URLs of the web pages 
that you found. 
6) When you have finished, open the Student report “Find some web pages” and make your choice. 
________________________________ 

EVALUATION RUBRIC (Reserved for teacher/tutor) 

You have to evaluate the relevance of the K-words the student used to find the requested web 
pages. 

Criterium Level 0 Level 1 Level 2 

Relevance of K-
words for web 
pages  

Not relevant at all Partially relevant Relevant 

________________________________ 

3) STUDENT REPORT “FIND SOME WEB PAGES” 

Choose the option that best describes your behaviour during the exercise you have just completed.  

a) I have performed the tasks or parts of them with the systematic help of the teacher or other 
colleagues of mine. 

b)  I have performed the tasks or part of them with some intervention by the teacher or other 
colleagues of mine. 

c) I have performed the tasks autonomously.  

_____________________________________________________________________________ 

 

In the Summative tests at the end of each Module, teachers have to use a rubric to assess all the 

PEs included in the test (see later). In that case, each level has a score associated to it. 

The collection of Learning quizzes and Practical exercises delivered in the Exercises section of the 

DCDE is available in Annex 6 (external file). 
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Critical Words 

DCDS wanted to avoid that the initial self-assessment test requested to (candidate) learners might 

turn into a (technical) vocabulary knowledge test, which may discourage learners from taking up the 

training: “I don’t understand a word: I am no good for all this!”.  

On the other hand, DCDS partners believe that the appropriation of a number of keywords belonging 

to the vocabulary of the digital world (especially in countries were ICT-related words are in English 

also when speaking in the national language, like in Italy) is an essential part of developing digital 

competence at foundation level, and beyond. Mastering a basic technical vocabulary -about devices 

and interfaces, the frequent operations on computers and in Internet navigation, the “objects” used, 

created and found in the process (e.g. files, folders etc.)- is vital to understand any explanation that 

one may receive or read about them and the feedback messages produced by digital devices, and 

also to ask for help and so on. 

DCDS has thus produced a list of so-called “critical words” which are written in red wherever they 

appear in the DCDE platform. By clicking on the word, the user activates a pop-up window which 

gives a short explanation in plain language of the word’s meaning. Some “critical words” whose 

meaning is precisely the object of a question in the self-assessment test have been omitted and in 

general critical words are inactive when taking a Summative test. 

Critical words were identified in view of potential DCDE users with not only low digital skills, but also 

a limited understanding of related words (e.g. digital content, digital environment, a/synchronous 

etc.). The list of DCDS critical words with their explanation and the sources used to produce them 

are in Annex 5.  

DCDE Learner Guide 

The DCDE Learner Guide is a short document that can be downloaded, printed and distributed to 

the learners, which provides explanations, matched by many screenshots from the DCDE about: 

█ how to start using the platform 

█ the Dashboard and sidebars 

█ the personal Profile 

█ the Badges gained in the learning process and the DCDS game 

█ how to access and take the self-assessment test (SAT) 

█ how to access Learning Paths, their Modules and Learning Units 

█ Exercises and Summative tests 

█ the DCDS game (prototype of an episode) 

This Guide is largely based on content of the DCDE Teacher Guide that explains the use of the 

platform to trainers (see below).   
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5. DCDS training approach and support 

tools 
We have seen what is the overall articulation of the training to be delivered and the learning materials 

which have been developed to be used by the learners autonomously and/or following the 

presentation and under the guidance of the teachers. 

We now look at the approach envisaged by DCDS for training delivery; at the support tools for 

teachers; and at the evaluation system in DCDS. 

Blended learning in DCDS 

Given that the potential users of DCDS are people with low levels of digital skills and often also of 

education, DCDS has adopted a blended learning path with a gradual approach (see Figure 9), that 

will initially see activities in presence prevail over activities at a distance and distance activities grow 

over time, as the learner autonomy in using digital tools progresses. Regardless of their balance, 

activities in presence and at a distance must always maintain a strong integration between them. 

Figure 9 - Face-to-face vs. distant learning activities during the course 

 

In the context of the DCDS project pilots, from the very beginning, learners were taught to login and 

use the DCDE platform. Besides giving access to learning materials and activities, the DCDE can 

be seen and has been presented to them as a sort of ‘digital gym’ where learners can practice and 

develop several digital skills (navigating inside the platform, filling up and updating the Profile form 

and so on). 

Blended learning paths are such, because presence and distant activities not only alternate in time, 

but also because these activities are integrated. For example, during a lesson in presence some 

exercises are presented to be done at a distance and their solutions are then discussed in a forum. 

The observations made in the forum are later presented in the classroom, where the next lesson 

takes its cue from the conclusions of the forum, etc. This sequence of activities is integrated, because 

it is not possible to extrapolate any single activity without losing its meaningfulness. 

The order and alternation of the blended learning activities is defined in the training programme 

agreed with the participants. 
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Tutoring and teaching 

Tutoring and teaching are contiguous and complementary functions. In the DCDS project pilots, they 

were almost always performed by the same person. But in future circumstances they might be played 

by different people. 

For tutors, the most challenging goal in a blended learning path is the integration of activities 

performed in presence and at a distance, in order to obtain the desired results. Tutoring should be 

done at three levels: 

− individual participants  

− groups of participants 

− the learning path 

Working with individual participants should build upon the knowledge and relationship developed 

with them in the initial facilitation stage. The tutor supports the participant by facilitating the use of 

online resources and classroom activities; helps him/her to reflect on the experiences made; helps 

him/her to connect the new contents learned with his/her previous experience (this scaffolding action 

is crucial with adult learners); facilitates the participant's relations with the peer group; and finally, 

the tutor is the natural interface with the organisation that provides the training. 

When working with groups, tutoring should accelerate the transformation of the group’s participants 

into a learning community. In a social learning perspective, tutoring promotes collaboration among 

the participants and facilitates the development of peer consulting and peer review relationships 

among them. The tutor also controls and encourages participation in distance activities involving 

peer sharing and collaboration. 

In the delivery of the training course, the tutor collaborates in the didactic planning; gives his/her 

opinion on contents and verification tests; guarantees the usability of the resources dedicated to 

distance learning, and manages the transition from presence to distance. 

Teaching is the didactic-specialist function of delivering technical disciplinary content. In a blended 

learning context, teaching entails delivering lessons in presence and at a distance, but also preparing 

or overviewing the production of distance learning materials such as learning objects (LOs), 

conditional Moodle lessons, readings, exercises. Teachers also overview and adapt when needed 

the assessment tests, promote and monitor their delivery and assess their outcomes. 

The two functions are contiguous and complementary. In short, facilitation starts the dialogue with 

and support of the participant and tutoring continues this and oversees the whole didactic process; 

teaching is devoted to content delivery and assessment. In the DCDS training pilots, also due to 

project constraints, the same person acted in most cases on both these functions. 
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Support tools for teachers 

This Handbook and its Annexes and the DCDE Teacher Guide (see below) offer a set of tools to 

help teachers understanding and using the DCDS approach, its training offer and the DCDE platform. 

The DCDE Teacher Guide 

This Guide provides detailed explanations and guidance to the teachers on how to use the DCDE 

to register learners, deliver the self-assessment test and manage the delivery of the DCDS training 

offer.  

The Guide's table of content is: 

1. Introduction 

2. How to start (log in and out) 

3. DCDE Dashboard 

4. DCDE main functions 

Profile 

Recommender tool 

Learning paths (how to access a module; how to add resources in a module or learning 

unit, How to navigate into the interactive e-book; Exercises and Summative tests) 

Add learner 

5 DCDE tools & services 

Main functionality menu 

Self-assessment tool 

Gamification and play 

Badges 

Learning paths 

Uploading screenshots (alternative procedures, needed for many summative tests) 

Uploading documents 

 

Teacher tips 

Taking advantage of their experience in basic digital literacy with adult learners, DCDS partners 

asked their teachers to produce didactic tips for their peers on how they would address the Learning 

units. Such tips are found in Annex 8 of this Handbook (external file). 

The Teacher Tips report’s content is based on the questions asked to those who contributed to it 

and is organised as follows:  
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█ List of the learning units (LUs) and learning outcomes (LOUTs) covered in each Module 

█ Estimated duration of the Module (hours) 

█ Organization of the Module, i.e. suggested content items to be addressed in each of the LUs 

█ Supporting materials: devices needed to carry out the lessons of the Module and links to 

useful online resources for each LU 

█ Suggested learning activities classified as follows (not all types of activities are suggested 

for each Module): Warming up, Exploratory, Organizational, “Good practice”, Improvement. 

 

Collection of Exercises and Summative tests 

We already mentioned the full collection of Learning quizzes (LQs) and Practical exercises (PEs) 

delivered in the DCDE Exercises section available in Annex 6 (external file). A similar collection 

concerns all the equivalent items delivered in the Summative tests at the end of each Module 

available in Annex 7 (external file).  

Following the didactic sequence of Annex 3, both documents present the questions and tasks that 

learners are requested to address in different moment of their learning experience, along with the 

correct answers and the evaluation rubrics that teachers are expected to use. They also provide 

three types of important additional information for teachers: 

█ the elements (highlighted in green) of LQs and PEs where teachers are expected to make a 

choice about which specific tools, online resources and other items (in most cases related to 

content localization issues) the learners have to use in the Exercises and Summative tests; 

█ for both (some) LQs and PEs, additional suggestions and comments (written in red and 

Italics) about important aspects that teachers must deal with, often drawn from the 

experience of the DCDS pilots. Many such recommendations in the Summative tests 

collection concern ways to differentiate the content of LQs and PEs which are similar to those 

previously addressed as Exercises. 

█ for each PE, the instructions (written in Italics and between parenthesis) about the settings 

and other elements used to implement the exercise on the Moodle platform. These may help 

platform administrators and/or teachers/tutors (with the necessary rights) wishing to make 

changes;  

In the Introduction of both the Exercises and Summative tests documents, trainers find also simple 

check lists of the things that they must consider and control, respectively, before starting teaching 

the Learning Units of a Module and before launching the Summative test at the end of each Module. 
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Learning assessment 

Learning assessment is part of the broader DCDS evaluation system, which includes also quality 

evaluation to ensure that those delivering training receive regular feedback on the motivation of the 

participants and the issuance of badges to document the results achieved by the participants. 

Learning assessment aims to ensure that the results of the training process are in line with the 

objectives set and to allow those delivering training to validate the competences acquired by the 

participants. Learning assessment determines whether and how much learning has taken place, and 

also gives the result a quality judgment. Learning assessment is formative if its aim is to help 

students in difficulty, it is summative if its aim is to recognize and validate the final result. 

FORMATIVE ASSESSMENT 

Formative assessment can be formal or non-formal. The questions a teacher asks the students, 

randomly, during a frontal lesson are an example of non-formal formative assessment. On the other 

hand, a knowledge test given to the whole group of students followed by personalised feedback on 

how to fill in gaps and continue the activity is an example of a formal formative assessment (as long 

as the outcome of the test does not condition the continuation of the training activity). 

As said before, the Exercises section of each LU may contain: 

a) one or more self-supporting Learning quizzes with formative feedback (type A) 

b) one or more scaffolded Practical exercises, i.e. with a complete work track or one to be 

completed by the teacher and a rubric for the teacher containing evaluation criteria and 

parameters (type B) or the Student report for self-assessment (type C) 

Each LU has at least one activity of type A), B) or C). The more complex LUs have several activities 

of both types. The full collection of Exercises is in Annex 6. 

SUMMATIVE ASSESSMENT 

Summative assessment is formal (i.e. takes place at an established moment, under the direct 

supervision of the teacher/tutor and only by learners authorised by them) and establishes the 

achievement of a didactic objective. The outcome of a Summative test may condition the 

continuation of the course, i.e. the learner continues only if he/she passes the test. 

Students who attend the DCDS training offer must pass Summative tests (score 60% or above) 

when completing an LP Module, i.e. a significant and enabling part of a learning path. 

Summative tests are available for all the modules listed in Table 2 and the collection of Summative 

tests is provided in Annex 7. 
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Competence validation and badges 

VALIDATION OF DIGCOMP COMPETENCES  

According to the DCDS training structure, DigComp competences are validated after passing the 

Summative tests of the Modules which include the LUs related to each competence, without 

additional assessment activities. Some competences start being developed in LP Base, but they are 

completed by the Modules belonging to the subsequent LPs. For this reason, when completing the 

following LPs, participants will be validated the following DigComp competences: 

at the end of LP BASE 

1.1 Browsing, searching and filtering data, information and digital content 

1.2 Evaluating data, information and digital content 

1.3 Managing data, information and digital content 

2.3 Engaging in citizenship through digital technologies 

4.1 Protecting devices 

5.2 Identifying needs and technological responses 

5.4 Identifying digital competence gaps 

at the end of LP Communication & Social media  

2.1 Interacting through digital technologies 

2.2 Sharing through digital technologies 

2.4 Collaborating through digital technologies 

2.5 Netiquette 

2.6 Managing digital identity 

3.3 Copyright and licenses 

4.2 Protecting personal data and privacy 

4.3 Protecting health and well-being 

at the end of LP Digital content creation  

3.1 Developing digital content 

3.2 Integrating and re-elaborating digital content 
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3.3 Copyright and licenses 

at the end of LP Explore ICT 

3.4 Programming 

4.4 Protecting the environment 

5.1 Solving technical problems 

5.3 Creatively using digital technology 

 

ISSUING BADGES 

The DCDE platform issues three types of badges: 

█ Module badge, this badge is issued subject to the outcome of the Summative test of the 

specific Module attended 

█ Learning Path badge, this badge is issued after all the Summative tests of the Modules 

belonging to the LP have been passed 

█ Competence badge, this badge is issued after the validation of the specific competence. 

The release of all three types of badges is automatic, after passing successfully the required tests. 

Further information and instructions about the DCDS badges are in chapter 5.4 of the DCDE Teacher 

Guide. 

 

Transversal competences in DCDS 

Transversal skills (also called soft skills) are those not specifically related to a particular job, task, 

academic discipline or area of knowledge, but that can be used in a wide variety of situations and 

work settings. These skills are increasingly in high demand for learners to successfully adapt to 

changes and to lead meaningful and productive lives.  

In the context of DCDS, some transversal skills have been selected (see Table 3) and addressed 

through the development of specific digital competences and/or through the envisaged training 

approach e.g. in the case of working with others and other examples given in Table 3). 
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Table 3 - Transversal skills addressed by DCDS 

Transversal skill How addressed in DCDS 

Critical thinking 

Ability to evaluate a set of data, facts, observable 

phenomenon etc. (e.g. discriminate between useful 

and less useful details) in order to make reasoned 

judgments, solve a problem or make a decision. 

Competence 1.2 concerns the ability to evaluate 

data, information and digital content. In particular, 

LOUT 1.2.1 addresses the ability to evaluate whether 

information or content that I find online is or is not 

reliable (including hoaxes and fake news). 

Communication and presentation skills (inter-

personal) 

Ability to transmit and share ideas and information in 

a clear and concise way with one's interlocutors, to 

listen to them and to confront them effectively 

Area 2 Communication and collaboration 

competences concern the ability to communicate 

through digital technologies and some basic “rules” 

(netiquette) for such communication. LOUTs 4.2.1 

and 4.2.3 address the protection of personal data and 

privacy in this context. LOUT 3.1.4 concerns the 

ability to use presentation software. 

Team work (inter-personal) 

Willingness to work and collaborate with others, 

having the desire to build positive relationships 

aimed at achieving the task assigned. 

The teaching approach of DCDS and the use of the 

DCDE learning environment promotes collaboration 

activities among the learners. Competence 2.4 

concerns the ability to collaborate using digital 

technology. 

Autonomy (intra-personal) 

Ability to carry out assigned tasks without the need 

for continuous supervision using one's own 

resources 

The very aim of DCDS is to bring learners to 

DigComp level 2, which is essentially a matter of 

gaining greater autonomy in the simple use of digital 

tools and services. 

Accuracy (intra-personal) 

It is the attitude to be accurate, diligent and attentive 

to what you do, taking care of the details towards the 

final result 

Accuracy is encouraged by the use of digital tools and 

services, as lack of it can prevent the successful 

achievement of a desired result (when strict 

procedures are embedded into digital systems) or 

may cause great damages in highly interconnected 

environments. 

Continuous learning (intra-personal) 

It is the ability to recognize one's own gaps and 

areas of improvement, acting to acquire and 

constantly improve one's own knowledge and skills. 

Competence 5.4 addresses specifically the ability of 

identifying digital competence gaps and finding 

opportunities for self-improvement. Digital literacy 

training supported by the DCDE is itself an 

experience of continuous learning. 

Problem Solving (intra-personal) 

It is an approach to work that, by identifying priorities 

and critical issues, makes it possible to identify the 

best possible solutions to problems. 

Area 5 Problem solving competences concern the 

ability to solve simple technical problems with digital 

technology and to use it to meet personal needs. 
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Global citizenship 

Tolerance, openness, respect for diversity, 

intercultural understanding, etc. 

LOUT 2.5.4 concerns the ability to recognise 

socially/ethically inappropriate online behaviour and 

communication such as hate speech, flaming, trolling, 

cyber-bullying, online stalking etc. 

Manage information (media and information 

literacy) 

Ability to effectively acquire, organise and 

reformulate data and knowledge from different 

sources towards a defined goal 

Area 1 Information and data literacy competences 

concern the ability to acquire, evaluate and organise 

digital data and information found on the Internet and 

produced in everyday life and work context.  

 

The experience of the DCDS training pilots showed that the development of transversal skills is a 

challenging process that requires a longer time than that typically available for a digital literacy 

course. Nevertheless, it is important that teachers and tutors offering DCDS courses are aware about 

the importance of those transversal skills and that they may contribute to their development by 

exploiting all opportunities to create activities and encourage behaviours with the learners that 

facilitate such goal. Several Practical exercises on the DCDE platform have been designed also with 

this goal in mind. 
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Annex 1 - Learning outcomes (LOUTs) for basic digital 

competence  
 

DigComp 2.1 

competence 

DigComp 2.1 – FOUNDATION 

LEVEL 

At basic level and with guidance 

-> At basic level and with 

autonomy and appropriate 

guidance where needed, 

LOUT 

n° 

Proposed LEARNING OUTCOMES (LOUTs) - expected performance at foundation level and in 

an inclusion perspective 

Learning Unit 

Code 

(see Annex 2 

for LU titles) 
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I can: 

● identify my information needs, 

● find data, information and 

content through a simple search 

in digital environments,  

● find how to access these data, 

information and content and 

navigate between them 

● identify simple personal search 

strategies 

1.1.1 
I can locate the browser icon on my device, open the browser and use the toolbar buttons 

(e.g. back, forward, refresh, home, close) 
1.1A 

1.1.2 I can navigate web pages (inside a website or across websites) using hyperlinks and menus 1.1A 

1.1.3 I can save web addresses in my browser favourites/bookmarks 1.1A 

1.1.4 I can retrieve a previously visited web page from my browser's history or from the bookmarks 1.1A 

1.1.5 I can find information on the web using well-known search engines (Google, Bing, Yahoo!...) 1.1B 

1.1.6 I can find images, videos, games and other multimedia content on the Internet 1.1B 

1.1.7 I can use online maps and localization services (implications for privacy!) 1.1C 

1.1.8 I can download and save files from the internet 1.1D 
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1
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I can: 

● detect the credibility and 

reliability of common sources of 

data, information and their 

digital content.  

1.2.1 

I can evaluate whether information or content that I find online is or is not reliable (including 

hoaxes and fake news), by looking at author and references, date of production/publishing 

and other evaluation criteria 

1.2A 

1.2.2 
I can differentiate the official website of a service or product provider from other non-official 

websites, by checking URL, website owner and other aspects 
1.2A 

1.2.3 I can differentiate advertised digital content and non-advertised content on the Internet 1.2A 

1
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I can:  

● identify how to organise, store 

and retrieve data, information 

and content in a simple way in 

digital environments 

● recognise where to organise 

them in a simple way in a 

structured environment 

1.3.1 I can organise (create, delete, copy, name) folders to store files on my digital device 1.3A 

1.3.2 I can identify file types based on their extension  1.3A 

1.3.3 I can view and sort files inside a folder in different ways 1.3A 

1.3.4 I can create, locate, open, copy, move, rename and delete files in my digital device 1.3A 

1.3.5 
I can create, open, copy, move, delete files and folders on a) external/portable storage device 

(hard disk, memory card, USB memory), b) cloud storage service 
1.3A 

1.3.6 I can compress or extract on my PC compressed files/folders (zip, rar …) 1.3B 
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I can: 

● select simple digital 

technologies to interact, and 

● identify appropriate simple 

communication means for a 

given context 

2.1.1 
I can distinguish between synchronous and asynchronous communication media and choose 

between them the most appropriate to the communication I want to make 
2.1A 

2.1.2 I can create and save contacts in my digital devices 2.1B 

2.1.3 I can make video calls over the Internet 2.1C 

2.1.4 I can find and view the latest calls and messages made and received 2.1D 

2.1.5 
I can create an account to access and use online digital services (e-mail, social media, other 

interactive public and private services … beware privacy!) 
2.1E 

2.1.6 I can send and receive e-mails (send, reply, forward) 2.1F 

2.1.7 I can use SMS to send and receive messages through my phone 2.1G 
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2.1.8 I can send text messages via instant messaging applications (WhatsApp, Messenger, Skype ...). 2.1H 

2.1.9 I can post messages on a forum and/or a blog 2.1I 
2
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I can: 

● recognise simple appropriate 

digital technologies to share 

data, information and digital 

content 

● identify simple referencing 

and attribution practices 

2.2.1 I can share files as attachments by email and other asynchronous communication services 2.2A 

2.2.2 I can share folders on the cloud 2.2B 

2.2.3 

I can share files, videos, audio, photos, locations, and contacts via social media and instant 

messaging software (WhatsApp, Messenger, Skype and others), also by using the "share" 

function 

2.2C 

2.2.4 
I can upload self-created content (e.g. a photo) to be shared on websites that request it 

and/or that give this possibility (social media) 
2.2D 

2
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I can: 

●  identify simple digital services 

in order to participate in society 

●  I can recognise simple 

appropriate digital technologies 

to empower myself and to 

participate in society as a citizen 

2.3.1 

I can find the official websites and Apps of government bodies and other public organizations 

in my country at national and local level in areas of my interest (employment, health, 

education, taxes, etc.) 

2.3A 

2.3.2 
I can find the official websites and Apps of private service providers of my interest (transport 

& travel, utilities, etc.) 
2.3B 

2.3.3 
I can get information from (public/private) services websites or Apps to carry out procedures 

in person (health, employment, social security, transport ...) 
2.3C 

2.3.4 I can identify the interactive services offered by (public/private) services websites or Apps  2.3C 

2.3.5 
I can fill an online form also using a dropdown list, check box, radio button, calendar and 

other functions 
2.3D 

2.3.6 
I can respond to authentication requests, if that is needed to access (public/private) services 

websites 
2.3E 
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2.3.7 
I can explain what "strong authentication" is, and why it is needed in order to use a range of 

online services 
2.3E 

2.3.8 
I can upload documents and photographs when this is required to complete an online 

transaction 
2.3E 

2
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I can: 

● choose simple digital tools and 

technologies for collaborative 

processes 

2.4.1 
I can send and receive e-mails with multiple recipients (and "answer to all") to support group 

communication 
2.4A 

2.4.2 
I can add a participant to or join a videocall 

2.4B 

2.4.3 
I can create a WhatsApp group and add members to it 

2.4C 

2
.5
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I can: 

● differentiate simple 

behavioural norms and know-

how while using digital 

technologies and interacting in 

digital environments 

● choose simple communication 

modes and strategies adapted to 

an audience and 

● differentiate simple cultural 

and generational diversity 

aspects to consider in digital 

environments 

2.5.1 I can apply the basics of email etiquette (e.g. use of BCC, forwarding etc.) 2.5A 

2.5.2 

I can apply the basic online writing rules (not to use capital letters, to take care of spelling, to 

refer to others through their nicks or nicknames....) and I can use appropriately emoticons 

when communicating via the Internet 

2.5A 

2.5.3 

I can recognize appropriate behaviours to adopt on social media ... such as asking permission 

before publishing/sharing photos of other people (especially when children are concerned); 

avoiding spamming (e.g. by sending invitations or other messages to everyone); using 

carefully sarcasm, irony or words that may be misunderstood by others 

2.5B 

2.5.4 

I can recognise socially/ethically inappropriate online behaviour and communication such as 

hate speech, flaming, trolling, cyber-bullying, online stalking etc. 2.5C 
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2.5.5 
I use basic ways to contrast negative interactions online (signalling posts to service owners, 

postal police etc.) 
2.5C 

2
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I can: 

● identify a digital identity, 

● describe  simple ways to 

protect my reputation online, 

● recognise simple data I 

produce through digital tools, 

environments or services 

2.6.1 

I can create an online account and related personal profile and log in and out of it safely 

(including changing and protecting passwords to prevent identity theft). I can delete my 

account if I want to quit.  

2.6A 

2.6.2 

I can give examples of footprints that I willingly leave online using different communication 

applications (e.g. posts in forums, blogs, "likes", published/shared photos and video etc.) and 

identify those that may damage my reputation  

2.6B 

2.6.3 I can look up and view information about myself and others online 2.6B 

2.6.4 
I can adjust my online profile depending on the potential audience (formal-informal, 

professional, official, thematic etc.) 
2.6B 
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I can: 

● identify ways to create and 

edit simple content in simple 

formats, 

● choose how I express myself 

through the creation of simple 

digital means 

3.1.1 
I can identify (through their icons) and describe the purpose/basic functionality of commonly 

used software applications 
3.1A 

3.1.2 
I can use basic features of word processing software (using desktop or cloud computing 

software) to write simple text and apply formats 
3.1B 

3.1.3 
I can use basic features of spreadsheet software (using desktop or cloud computing software) 

to organize data and use simple formulas 
3.1C 

3.1.4 
I can use basic features of presentation software (using desktop or cloud computing software) 

to prepare a simple presentation 
3.1D 

3.1.5 I can take pictures and videos with mobile devices 3.1E 

3.1.6 I can take a screenshot on my devices (computer, mobile phone …) 3.1F 
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I can: 

● select ways to modify, refine, 

improve and integrate simple 

items of new content and 

information to create new and 

original ones 

3.2.1 
I can distinguish between editable documents and non-editable ones due to PDF format and 

file protection 
3.2A 

3.2.2 I can make simple changes (add text, make spelling corrections, change formats) to a 

document produced by another person using desktop or cloud computing software 
3.2B 

3.2.3 

I can make simple changes (change/add numbers, change rows sequence by a new ordering 

criterium) to a spreadsheet created by another person using desktop or cloud computing 

software 

3.2C 

3.2.4 
I can make simple changes to a presentation created by another person using desktop or 

cloud computing software 
3.2D 
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I can: 

● identify simple rules of 

copyright and licenses that apply 

to data, digital information and 

content 

3.3.1 I can recognise the kind of copyright protection associated with online digital content 3.3A 

3.3.2 I can adapt my use of online digital content depending on its copyright status and licences 3.3A 

3.3.3 I can find and quote the source and/or author of online digital content before sharing it online 3.3A 

3
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I can: 

● list simple instructions for a 

computing system to solve a 

simple problem or perform a 

simple task 

3.4.1 I can read a flow chart identifying the operations and the order of their execution 3.4A 

3.4.2 I can create a basic program based on a simple flowchart or algorithm 3.4A 
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4.1.1 

I can describe risks and threats for my digital device (hardware breakdown, physical impacts, 

human error etc.) and their potential consequences 
4.1A 
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I can: 

● identify simple ways to protect 

my devices and digital content, 

and 

● differentiate simple risks and 

threats in digital environments, 

● choose simple safety and 

security measures, and 

● identify simple ways to have 

due regard to reliability and 

privacy  

4.1.2 I can recognise suspicious emails, messages, pop ups that can cause data loss or misuse on my 

digital device (by clicking on them or downloading unfamiliar attachments) 

4.1E 

4.1.3 
I can install/activate on my devices protection software and functions (malware detectors, 

antivirus antispam, pop-up blockers on the web browser, protection from theft, locking the 

screen etc.) and I know how to scan a device (USB, hard disk, etc.) 

4.1B 

4.1.4 I update regularly my computer's operating system, security software and other applications 

(when prompted or by setting up automatic updates), to prevent security issues 
4.1C 

4.1.5 I make frequent backups of information or content I care for, by making a copy and storing it 

separately either in the cloud or on an external storage device 

4.1C 

4.1.6 

I can create and use strong passwords according to existing guidelines (e.g. using three 

random words or with at least 8 characters, using lower- and upper-case letters, numbers and 

symbols) 

4.1D 

4.1.7 

I keep the information I use to access my devices and online accounts secure (including 

passwords), using different and secure passwords for websites and accounts (e.g. to prevent 

identity theft and its consequences) 

4.1D 
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I can: 

● select simple ways to protect 

my personal data and privacy in 

digital environments, and 

● identify simple ways to use 

and share personally identifiable 

information while protecting 

4.2.1 
I can provide a list of personal data, indicating those that should not be shared/ made visible 

on the Internet 
4.2A 

4.2.2 
I can mention the citizens' rights defined in the new European General Data Protection 

Regulation (GDPR) 
4.2A 

4.2.3 
I can adapt the personal information that I provide depending on the context and its security 

features (social networks, forums...) 
4.2A 
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myself and others from 

damages. 

● identify simple privacy policy 

statements of how personal data 

is used in digital services. 

4.2.4 

I can set privacy settings on my devices and on the applications I use (social media and others) 

-> e.g. apply privacy settings to Facebook to ensure only friends can see posts and shared 

content 

4.2A 

4.2.5 I can view, modify and delete the cookies and navigation history in the browser 4.2B 

4.2.6 I can use the "incognito" (anonymous) surfing function offered by most browsers 4.2B 
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I can: 

● differentiate simple ways to 

avoid health -risks and threats to 

physical and psychological well-

being while using digital 

technologies, 

● select simple ways to protect 

myself from possible dangers in 

digital environments, 

● identify simple digital 

technologies for social well-

being and social inclusion. 

4.3.1 

I can identify ergonomic and physical risks resulting from prolonged and inappropriate use of 

digital devices (backache, visual impairment, traffic hazards when using mobile phones, risks 

of using headphones while walking, bicycling, driving etc.) and take measures to minimize / 

alleviate these negative effects 

4.3A 

4.3.2 
I can identify the main symptoms of Internet/digital addiction (tiredness, being unable to stop 

an activity, less sleep, decline of social connections, losing the sense of reality etc.) and take 

measures to protect myself and/or my children. 

4.3A 

4.3.3 
I can take measures to protect myself and my children against cyberbullying, grooming and 

sexting 
4.3B 

4.3.4 

I can find useful/entertaining games, music, concerts, museum-visiting, arts, films, interesting 

articles, news, travelling, cultures, languages, friends, colleagues etc. in the digital 

environment 

4.3C 
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I can: 

● recognise simple 

environmental impacts of digital 

technologies and their use. 

4.4.1 
I can identify the basic measures to save energy and environmental resources (e.g. avoid 

unnecessary printing on paper, turn off equipment/devices after use, do not leave chargers 

connected without a mobile phone, etc.) 

4.4A 

4.4.2 I can identify where to deposit obsolete and/or worn out ICT elements (electronic or 

computer components, batteries, toners, etc.) to minimise their wasting impact 
4.4A 
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I can: 

● identify simple technical 

problems when operating 

devices and using digital 

environments, and 

● identify simple solutions to 

solve them. 

5.1.1 
I can identify simple technical problems when operating devices and using digital 

environments 
5.1A 

5.1.2 
I can find, install, update and remove software and applications (apps), downloaded from safe 

sources  
5.1B 

5.1.3 
I can use common problem-solving support tools which are available in my device and 

applications (e.g. configuration guide, help function, set-up commands, etc.) 
5.1D 

5.1.4 I can search for support online using community forums, blogs, video other types of tutorials 5.1C 

5
.2

 Id
en

ti
fy

in
g 

n
ee

d
s 

 a
n

d
 

te
ch

n
o

lo
gi

ca
l r

e
sp

o
n

se
s 

I can: 

● identify needs, and 

● recognise simple digital tools 

and possible technological 

responses to solve those needs. 

● choose simple ways to adjust 

and customise digital 

environments to personal needs. 

5.2.1 
I can list the most common digital devices (computer, printer, scanner, tablet, smartphone, 

ebook reader). I can differentiate them by their function (what they can be used for) 
5.2A 

5.2.2 
I can choose the most appropriate digital devices and Apps for my activities, personal needs 

and habits.  
5.2A 

5.2.3 
I can customize some basic display and other features of my device (font size, screen 

background, power management etc.) 
5.2B 
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I can: 

● identify simple digital tools 

and technologies that can be 

used to create knowledge and to 

innovate processes & products. 

● show interest individually and 

collectively in simple cognitive 

processing to understand and 

resolve simple conceptual 

problems and problem situations 

5.3.1 I can explain what are simple tools such as: calendars, maps & navigators and Wikipedia 5.3A 

5.3.2 

I can simply explain what are new tools and services such as: online collaboration 

environments, augmented/virtual reality, robots, voice commands, intelligent assistants, 

drones, 3D printing, internet of things 

5.3A 
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in digital environments. 

5
.4

 Id
en

ti
fy

in
g 

d
ig

it
al

 

co
m

p
et

en
ce

 g
ap

s 

I can: 

● recognise where my own 

digital competence needs to be 

improved or updated. 

● identify where to seek 

opportunities for self-

developments and to keep up-

to-date with the digital evolution 

5.4.1 I can find and use tools to identify my digital competence gaps 5.4A 

5.4.2 
I can identify available solutions for learning online: video tutorials, e-learning courses, online 

guides and other educational materials 
5.4B 
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Annex 2 - Digital competence, learning units and paths 
 

DigComp Competence Learning Unit Learning Path 

1.1 Browsing, searching and filtering data, 
information and digital content 

1.1A Browsing Base 

1.1B Searching Base 

1.1C Maps and localization services Base 

1.1D Download and save Base 

1.2 Evaluating data, information and digital content 1.2A Evaluating data, information and digital content  Base 

1.3 Managing data, information and digital content 
1.3A Managing data, information and digital content Base 

1.3B Compressed files/folders Base 

2.1 Interacting through digital technologies 

2.1A Synchronous and asynchronous COM_general 

2.1B Creating and saving contacts Base 

2.1C Video calls COM_general 

2.1D Checking calls and messages COM_general 

2.1E Creating an account Base 

2.1F Sending receiving email Base 

2.1G Sending receiving SMS COM_general 

2.1H Instant messaging COM_general 

2.1I Forum and blog COM_general 

2.2 Sharing through digital technologies 

2.2A Sharing files Base 

2.2B Sharing folders Base 

2.2C Sharing via social media COM_general 

2.2D Uploading content COM_general 

2.3 Engaging in citizenship through digital 
technologies 

2.3A Public online services Base 

2.3B Private online services Base 

2.3C Recognizing information and interactive online services Base 

2.3D Filling an online form Base 
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2.3E Interacting with services Base 

2.4 Collaborating through digital technologies 

2.4A Mails to multiple recipients Base 

2.4B Managing a videocall COM_general 

2.4C WhatsApp groups COM_general 

2.5 Netiquette  

2.5A Basic email and online writing netiquette Base 

2.5B Social media netiquette Communication&social media 

2.5C Inappropriate behaviour Communication&social media 

2.6 Managing digital identity 
2.6A Safe personal account management Communication&social media 

2.6B Managing reputation Communication&social media 

3.1 Developing digital content 

3.1A Software overview Base 

3.1B Basic word processing Base 

3.1C Basic spreadsheet Digital Content 

3.1D Basic presentation Digital Content 

3.1E Taking videos and pictures Digital Content 

3.1F Taking screenshots Base 

3.2 Integrating and re-elaborating digital content 

3.2A Editable and uneditable files Digital Content 

3.2B Text editing Digital Content 

3.2C Spreadsheet editing Digital Content 

3.2D Presentation editing Digital Content 

3.3 Copyright and licenses 3.3A Copyright and licenses 
Digital Content/ 
Communication&social media 

3.4 Programming 3.4A Programming Explore ICT 

4.1 Protecting devices 

4.1A Hardware risk Base 

4.1B Software risks and protection Base 

4.1C Update and backup Base 

4.1D Password Base 

4.1E Suspicious messages Base 
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4.2 Protecting personal data and privacy 
4.2A Protecting personal data Communication&social media 

4.2B Private navigation Base 

4.3 Protecting health and well-being 

4.3A Preventing physical and psychological risk Base 

4.3B Protecting children COM-Social media 

4.3C Entertainment Base 

4.4 Protecting the environment 4.4A Protecting the environment Explore ICT 

5.1 Solving technical problems 

5.1A Identifying technical problems Explore ICT 

5.1B Downloading and installing Apps Base 

5.1C Support online Base 

5.1D Support tools on device Base 

5.2 Identifying needs and technological responses 
5.2A Choosing digital tools Base 

5.2B Customizing digital tools Base 

5.3 Creatively using digital technology 5.3A Opportunities for creative digital use Explore ICT 

5.4 Identifying digital competence gaps 
5.4A Identifying competence gaps Base 

5.4B Learning solutions Base 
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Annex 3 – Didactic sequence of units in Learning paths and 

Modules 
Table 4 - Sequence of LUs and modules in the Learning Path BASE 

Module Learning Unit Time LOUT Description of LOUT 

Managing files and folders 

3.1A Software overview 0,5 3.1.1 
I can identify (through their icons) and describe the purpose/basic 
functionality of commonly used software applications 

1.3A Managing data, information 
and digital content 

2,5 

1.3.4 
I can create, locate, open, copy, move, rename and delete files in my 
digital device 

1.3.2 I can identify file types based on their extension  

1.3.1 
I can organise (create, delete, copy, name) folders to store files on my 
digital device 

1.3.3 I can view and sort files inside a folder in different ways 

1.3.5 
I can create, open, copy, move, delete files and folders on a) 
external/portable storage device (hard disk, USB memory, memory card, 
CD), b) cloud storage service 

1.3B Compressed files/folders 0,5 1.3.6 I can compress or extract on my PC compressed files/folders (zip, rar …) 

2.2B Sharing folders 0,5 2.2.2 I can share folders on the cloud 

Safe browsing and aware 
info search 

1.1A Browsing 2 

1.1.1 
I can locate the browser icon on my device, open the browser and use the 
toolbar buttons (e.g. back, forward, refresh, home, close) 

1.1.2 
I can navigate web pages (inside a website or across websites) using 
hyperlinks and menus 

1.1.3 I can save web addresses in my browser favorites/bookmarks 

1.1.4 
I can retrieve a previously visited web page from my browser's history or 
from the bookmarks 

4.2B Private navigation 1 
4.2.5 

I can view, modify and delete the cookies and navigation history in the 
browser 

4.2.6 
I can use the "incognito" (anonymous) surfing function offered by most 
browsers 
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1.1B Searching 1 
1.1.5 

I can find information on the web using well-known search engines 
(Google, Bing, Yahoo!...) 

1.1.6 
I can find images, videos, games and other multimedia content on the 
Internet 

1.1D Download and save 0,5 1.1.8 I can download and save files from the internet 

4.3C Entertainment 1,5 4.3.4 
I can find useful/entertaining games, music, concerts, museum-visiting, 
arts, films, interesting articles, news, travelling, cultures, languages, 
friends, colleagues etc. in the digital environment 

1.2A Evaluating data, information 
and digital content  

2,5 

1.2.1 
I can evaluate whether information or content that I find online is or is not 
reliable (including hoaxes and fake news), by looking at author and 
references, date of production/publishing and other evaluation criteria 

1.2.2 
I can differentiate the official website of a service or product provider 
from other non-official websites, by checking URL, website owner and 
other aspects 

1.2.3 
I can differentiate promoted/advertised digital content and non-
advertised content on the Internet 

1.1C Maps and localization 
services 

1 1.1.7 I can use online maps and localization services (implications for privacy!) 

Creating an account and 
using e-mail safely and 
correctly 

2.1E Creating an account 1 2.1.5 
I can create an account to access and use online digital services (e-mail, 
social media, other interactive public and private services … beware 
privacy!) 

2.1B Creating and saving contacts 0,5 2.1.2 I can create and save contacts in my digital devices 

2.1F Sending receiving email 1,5 2.1.6 I can send and receive e-mails (send, reply, forward) 

2.2A Sharing files 0,5 2.2.1 
I can share files as attachments by email and other asynchronous 
communication services 

2.4A Mails to multiple recipients 0,5 2.4.1 
I can send and receive e-mails with multiple recipients (and "answer to 
all") to support group communication 

2.5A Basic email and online 
writing netiquette  

1 

2.5.1 I can apply the basics of email etiquette (e.g. use of BCC, forwarding etc.) 

2.5.2 
I can apply the basic online writing rules (not to use capital letters, to take 
care of spelling, to refer to others through their nicks or nicknames....) and 
I can use appropriately emoticons when communicating via the Internet 
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4.1E Suspicious messages 1 4.1.2 
I can recognise suspicious emails, messages, pop ups that can cause data 
loss or misuse on my digital device (by clicking on them or downloading 
unfamiliar attachments) 

Learning about public and 
private online service 

2.3A Public online services 1 2.3.1 
I can find the official websites and Apps of government bodies and other 
public organizations in my country at national and local level in areas of 
my interest (employment, health, education, taxes, etc.) 

2.3B Private online services 1 2.3.2 
I can find the official websites and Apps of private service providers of my 
interest (transport & travel, utilities, etc.) 

2.3C Recognizing information and 
interactive online services 

1 
2.3.3 

I can get information from (public/private) services websites or Apps to 
carry out procedures in person (health, employment, social security, 
transport ...) 

2.3.4 
I can identify the interactive services offered by (public/private) services 
websites or Apps  

2.3D Filling an online form 1 2.3.5 
I can fill an online form also using a dropdown list, check box, radio 
button, calendar and other functions 

2.3E Interacting with services 1 

2.3.6 
I can respond to authentication requests, if that is needed to access 
(public/private) services websites 

2.3.7 
I can explain what "strong authentication" is, and why it is needed in order 
to use a range of online services 

2.3.8 
I can upload documents and photographs when this is required to 
complete an online transaction 

Protecting devices, data, 
health and well-being 

4.1A Hardware risk 1,5 4.1.1 
I can describe risks and threats for my digital device (hardware 
breakdown, physical impacts, human error etc.) and their potential 
consequences 

4.1B Software risks and protection 1 4.1.3 

I can install/activate on my devices protection software and functions 
(antivirus, malware detectors, antispam, pop-up blockers on the web 
browser, protection from theft, locking the screen etc.) and I know how to 
scan a device (USB, hard disk, etc.) 

4.1C Update and backup 1,5 4.1.4 
I update regularly my computer's operating system, security software and 
other applications (when prompted or by setting up automatic updates), 
to prevent security issues 
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4.1.5 
I make frequent backups of information or content I care for, by making a 
copy and storing it separately either in the cloud or on an external storage 
device 

4.1D Password 1 

4.1.6 
I can create and use strong passwords according to existing guidelines 
(e.g. using three random words or with at least 8 characters, using lower- 
and upper-case letters, numbers and symbols) 

4.1.7 

I keep the information I use to access my devices and online accounts 
secure (including passwords), using different and secure passwords for 
websites and accounts (e.g. to prevent identity theft and its 
consequences) 

4.3A Preventing physical and 
psychological risk 

1,5 

4.3.1 

I can identify ergonomic and physical risks resulting from prolonged and 
inappropriate use of digital devices (backache, visual impairment, traffic 
hazards when using mobile phones, risks of using headphones while 
walking, bicycling, driving etc.) and take measures to minimize / alleviate 
these negative effects 

4.3.2 

I can identify the main symptoms of Internet/digital addiction (tiredness, 
being unable to stop an activity, less sleep, decline of social connections, 
losing the sense of reality etc.) and take measures to protect myself 
and/or my children. 

Basic ICT operations 

5.2A Choosing digital tools 1,5 
5.2.1 

I can list the most common digital devices (computer, printer, scanner, 
tablet, smartphone, ebook reader). I can differentiate them by their 
function (what they can be used for) 

5.2.2 
I can choose the most appropriate digital devices and Apps for my 
activities, personal needs and habits.  

5.1B Downloading and installing 
Apps 

1 5.1.2 
I can find, install, update and remove software and applications (apps), 
downloaded from safe sources 

5.2B Customizing digital tools 1 5.2.3 
I can customize some basic display and other features of my device (font 
size, screen background, power management etc.) 

3.1F Taking screenshots 0,5 3.1.6 I can take a screenshot on my devices (computer, mobile phone …) 

3.1B Basic word processing 3 3.1.2 
I can use basic features of word processing software (using desktop or 
cloud computing software) to write simple text and apply formats 
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5.1C Support tools on device 0,5 5.1.3 
I can use common problem-solving support tools which are available in my 
device and applications (e.g. configuration guide, help function, set-up 
commands, etc.) 

5.1D Support online 0,5 5.1.4 
I can search for support online using community forums, blogs, video 
other types of tutorials 

Digital self-awareness and 
learning 

5.4A Identifying competence gaps 0,5 5.4.1 I can find and use tools to identify my digital competence gaps 

5.4B Learning solutions 0,5 5.4.2 
I can identify available solutions for learning online: video tutorials, e-
learning courses, online guides and other educational materials 
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Table 5 - Sequence of LUs and modules in the Learning Path Communication and social media 

Module Learning Unit Time LOUT Description of LOUT 

Communication services 

2.1A Synchronous and 
asynchronous 

0,5 2.1.1 
I can distinguish between synchronous and asynchronous communication 
media and choose between them the most appropriate to the 
communication I want to make 

2.1C Video calls 0,5 2.1.3 I can make video calls over the Internet 

2.4B Managing a videocall 0,5 2.4.2 I can add a participant to or join a videocall 

2.1D Checking calls and messages 0,5 2.1.4 I can find and view the latest calls and messages made and received 

2.1G Sending receiving SMS 0,5 2.1.7 I can send and receive SMS through my phone 

2.1H Instant messaging 0,5 2.1.8 
I can send text messages via instant messaging applications (WhatsApp, 
Messenger, Skype ...). 

2.4C WhatsApp groups 0,5 2.4.3 I can create a WhatsApp group and add members to it 

2.1I Forum and blog 0,75 2.1.9 I can post messages on a forum and/or a blog 

Social media 

2.6A Safe personal account 
management 

1 2.6.1 
I can create an online account and related personal profile and log in and 
out of it safely (including changing and protecting passwords to prevent 
identity theft). I can delete my account if I want to quit.  

2.6B Managing reputation 1 

2.6.2 

I can give examples of footprints that I willingly leave online using 
different communication applications (e.g. posts in forums, blogs, "likes", 
published/shared photos and video etc.) and identify those that may 
damage my reputation  

2.6.3 I can look up and view information about myself and others online 

2.6.4 
I can adjust my online profile depending on the potential audience 
(formal-informal, professional, official, thematic etc.) 

4.2A Protecting personal data 2 

4.2.1 
I can provide a list of personal data, indicating those that should not be 
shared/ made visible on the Internet 

4.2.2 
I can mention the citizens' rights defined in the new European General 
Data Protection Regulation (GDPR) 

4.2.3 
I can adapt the personal information that I provide depending on the 
context and its security features (social networks, forums...) 
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4.2.4 
I can set privacy settings on my devices and on the applications I use 
(social media and others) -> e.g apply privacy settings to Facebook to 
ensure only friends can see posts and shared content 

2.2C Sharing via social media 0,5 2.2.3 
I can share files, videos, audio, photos, locations, and contacts via social 
media and instant messaging software (WhatsApp, Messenger, Skype and 
others), also by using the "share" function 

2.2D Uploading content 0,5 2.2.4 
I can upload self-created content (e.g. a photo) to be shared on websites 
that request it and/or that give this possibility (social media) 

2.5B Social media netiquette 0,75 2.5.3 

I can recognize appropriate behaviours to adopt on social media ... such as 
asking permission before publishing/sharing photos of other people 
(especially when children are concerned); avoiding spamming (e.g. by 
sending invitations or other messages to everyone); using carefully 
sarcasm, irony or words that may be misunderstood by others 

2.5C Inappropriate behaviour 1 
2.5.4 

I can recognise socially/ethically inappropriate online behaviour and 
communication such as hate speech, flaming, trolling, cyber-bullying, 
online stalking etc. 

2.5.5 
I use basic ways to contrast negative interactions online (signalling posts 
to service owners, postal police etc.) 

4.3B Protecting children 1 4.3.3 
I can take measures to protect myself and my children against  
cyberbullying, grooming and sexting 

Copyright and licences 3.3A Copyright and licenses 2 

3.3.1 
I can recognise the kind of copyright protection associated with online 
digital content 

3.3.2 
I can adapt my use of online digital content depending on its copyright 
status and licences 

3.3.3 
I can find and quote the source and/or author of online digital content 
before sharing it online 
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Table 6 - Sequence of LUs and modules in the Learning Path Digital content creation 

Module Learning Unit Time LOUT Description of LOUT 

Documents 

3.2A Editable and uneditable files 0,5 3.2.1 
I can distinguish between editable documents and uneditable ones due to 
PDF format and file protection 

3.2B Text editing 2 3.2.2 
I can make simple changes (add text, make spelling corrections, change 
formats) to a document produced by another person using desktop or 
cloud computing software 

Spreadsheets 

3.1C Basic spreadsheet 4 3.1.3 
I can use basic features of spreadsheet software (using desktop or cloud 
computing software) to organize data and use simple formulas 

3.2C Spreadsheet editing 2 3.2.3 
I can make simple changes (change/add numbers, change rows sequence 
by a new ordering criterium) to a spreadsheet created by another person 
using desktop or cloud computing software 

Presentations 
3.1D Basic presentation 3 3.1.4 

I can use basic features of presentation software (using desktop or cloud 
computing software) to prepare a simple presentation 

3.2D Presentation editing 2 3.2.4 
I can make simple changes to a presentation created by another person 
using desktop or cloud computing software 

Photos and videos 3.1E Taking videos and pictures 0,5 3.1.5 I can take pictures and videos with mobile devices 

Copyright and licences 3.3A Copyright and licenses 2 

3.3.1 
I can recognise the kind of copyright protection associated with online 
digital content 

3.3.2 
I can adapt my use of online digital content depending on its copyright 
status and licences 

3.3.3 
I can find and quote the source and/or author of online digital content 
before sharing it online 
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Table 7 - Sequence of LUs and modules in the Learning Path Explore ICT 

Module Learning Unit Time LOUT Description of LOUT 

Programming 3.4A Programming 
2,5 3.4.1 

I can read a flow chart identifying the operations and the order of their 
execution 

 3.4.2 I can create a basic program based on a simple flowchart or algorithm 

Environment 4.4A Protecting the environment 1 

4.4.1 

I can identify the basic measures to save energy and environmental 
resources (e.g. avoid unnecessary printing on paper, turn off 
equipment/devices after use, do not leave chargers connected without a 
mobile phone, etc.) 

4.4.2 
I can identify where to deposit obsolete and/or worn out ICT elements 
(electronic or computer components, batteries, toners, etc.) to minimise 
their wasting impact 

Technical problems 
5.1A Identifying technical 
problems 

1,5 5.1.1 
I can identify simple technical problems when operating devices and using 
digital environments 

ICT tools 

5.3A Opportunities for creative 
digital use 

2 

5.3.1 
I can explain what are simple tools such as: calendars, maps & navigators 
and Wikipedia 

5.3A Opportunities for creative 
digital use 

5.3.2 
I can simply explain what are new tools and services such as: online 
collaboration environments, augmented/virtual reality, robots, voice 
commands, intelligent assistants, drones, 3D printing, internet of things 
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Annex 5 – Critical words 
Below the list of clickable “critical words” for which the DCDE platform provides a short 

explanation to the interested user. 

At the end there is the list of sources used to produce the explanations. 

Algorithm An algorithm is a process or set of rules to be followed in 
calculations or other problem-solving operations, 
especially by a computer. 

Antivirus Antivirus software is software that detects, prevents, and 
removes viruses, worms, and other malware from a 
digital device. 

Application An application (or app in the mobile world of tablets, 
smartphones etc.) is a type of software (computer 
program) that implements services offered to the user 
and processes data given by the user or stored in files. 

Asynchronous Synchronous communication between two or more 
people occurs in real-time, simultaneously, such as 
occurs in a telephone conversation or in an online chat. 
Asynchronous communication entails a time lag in the 
exchange of information e.g. I write an e-mail now, which 
may be read and answered later on.  

Backup Backup is the process of making copies of data or data 
files, typically for use in the event that the original data 
or data files are lost or destroyed. 

BCC Blind carbon copy (abbreviated Bcc:) allows the sender of 
a message to conceal the person entered in the Bcc: field 
from the other recipients. 

Blog A blog is a regularly updated online journal created as a 
mini website, typically run by an individual or small group 
of people. Blogs usually allow comments on the posted 
content. 

Blu-ray  Blu-ray Disc is a digital optical disc data storage format. It 
was designed to supersede the DVD format, and is 
capable of storing several hours of video in high- and 
ultra-high-definition resolution. Blu-ray is used for 
storing video material such as feature films and for the 
physical distribution of video games. 

Bookmarks Favourites or Bookmarks are lists of web addresses, also 
known as URLs (uniform resource locators), that the user 
has saved during previous navigations 

Browser A web browser, or simply "browser," is an application, a 
software program, used to access websites and view 
their content. 



DCDS Trainer Handbook 
 

56 
 

(browser) history The browser’s history is a list of all the web addresses 
(URLs) visited during navigation.  It is recorded 
automatically by the browser. 

Cloud The “cloud” today is often used as synonym for the 
Internet. 

Cloud computing software Cloud computing software consists of web-based 
applications, whereby an Internet-based service provider 
runs the applications which can be accessed and used via 
the Internet. Often referred to as “Software as a Service” 
(SaaS). 

Cloud storage Cloud storage are services offered online where a user 
can store all kinds of digital files which can be accessed 
remotely from different devices. Within certain volume 
limits, they are usually offered for free. Well-known 
examples are Dropbox, iCloud, OneDrive and Google 
Drive. 

Compress To compress means to reduce the size of a digital file or 
folder without altering its content. The size of digital 
items is measured in bytes: approximately 1000 bytes = 1 
Kilobyte (KB); 1000 KB = 1 Megabyte (MB); 1000 MB = 1 
Gigabyte (GB); 1000 GB = 1 Terabyte (TB). 

Cookie A cookie is a small text file (up to 4KB) created by a 
website that is stored by the browser on the user’s 
device, either temporarily for that session only, or 
permanently. Cookies provide a way for the website to 
recognize you and keep track of your preferences. 

Cyber-bullying Cyber-bullying is the use of electronic communication to 
bully a person, typically by sending repeatedly messages 
of an intimidating or threatening nature. 

Desktop software Desktop software consists of applications which run on 
desktop or laptop computers. When applications run on 
mobile devices, they are usually called apps. 

Digital content Digital content refers to any kind of content such as text, 
photos and videos, graphic images, music, collections of 
data etc. that is available in digital format. 

Digital environment A digital environment is any context where you can 
perform activities using digital tools and services. 

e-Learning e-Learning is the delivery of a learning, training or 
education program by electronic means. E-learning 
involves the use of a computer or electronic device (e.g. 
a mobile phone) in some way to provide training, 
educational or learning material. 

Emoticon An emoticon is a digital icon or a sequence of keyboard 
symbols that serves to represent a facial expression, as :‐
) for a smiling face. Emoticons are used to convey the 
writer's emotions or clarify intent. 
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Ergonomic (risks) Ergonomic hazards are physical factors within the 
environment that harm the musculoskeletal system. 
They may stem from repetitive movement, 
workplace/job/task design, uncomfortable workstation 
height and poor body positioning. 

Fact checking Fact checking services attempt to verify or disprove 
assertions made in speech, print media or online 
content. 

Favourites Favourites or Bookmarks are lists of web addresses, also 
known as URLs (uniform resource locators), that the user 
has marked as interesting during previous navigations 

File A file is a “container” of information, data and other 
digital items (representing a document, image, audio, 
video, a piece of software etc.) identified by a filename. 
In this way, the digital items contained in a file can be 
treated/processed altogether and simultaneously by an 
application. In the digital world, every piece of data or 
information is stored in a file. 

File format A file type or format is the way data and information are 
arranged logically within a file. A file format determines 
the application that must be used to process the file and 
tells the computer or other digital device how to display, 
print, and process the data in the file. The file type is 
usually identified by the filename extension, i.e. the suffix 
with 3 or 4 letters after the full stop in the filename: 
.docx, .dot, .avi, .jpg etc. 

File locking File locking restricts other users from changing a specific 
file. This allows only one user or process access to this 
file at any given time. 

File type A file type or format is the way data and information are 
arranged logically within a file. A file format determines 
the application that must be used to process the file and 
tells the computer or other digital device how to display, 
print, and process the data in the file. The file type is 
usually identified by the filename extension, i.e. the suffix 
with 3 or 4 letters after the full stop in the filename: 
.docx, .dot, .avi, .jpg etc. 

Flag Flagging is a common mechanism for reporting offensive 
content on the most popular social media sites. 

Flaming Flaming is the act of posting or sending offensive 
messages over the Internet, which often throws the 
discussion of a legitimate topic off track. 

Flow chart A flow chart is a graphical or symbolic representation of a 
process. The graphical symbols mainly indicate: the 
start/end of the process; the different steps/tasks to be 
carried out (typically boxes with a short description of 



DCDS Trainer Handbook 
 

58 
 

the step); and decision points (formulated as YES/NO 
questions) that can alter the flow. The flow chart symbols 
are linked together with arrows showing the process flow 
direction. 

Folder A folder is a collection of files and/or other folders (called 
sub-folders).  Directory and sub-directory are synonyms 
for folder and sub-folder. 

Footprint A digital footprint is a trail of data you create while using 
the Internet. It includes the websites you visit, emails you 
send, and information you submit to online services. A 
"passive digital footprint" is a data trail you 
unintentionally leave online. 

Forum A forum is an online discussion group where participants 
with common interests can exchange written messages. 

GDPR The General Data Protection Regulation (EU) 2016/679 is 
a legal framework that sets guidelines for the collection 
and processing of personal information of individuals 
within the European Union. GDPR came into effect 
across the EU on May 25, 2018. 

Grooming Grooming is when someone builds an online relationship, 
an emotional connection with a young person and tricks 
them or pressures them into doing something sexual. 

Hard disk drive, HDD A hard disk drive (HDD), hard disk, hard drive, or fixed 
disk, is an electromechanical device that uses magnetic 
storage or other kinds of hardware to store and retrieve 
digital information. Today’s a hard disk’s capacity can 
easily be in the order of Terabytes (TB), i.e. thousands of 
Gigabytes (GB). 

Hardware Hardware (H/W) refers to the physical elements that 
make up a computer or any other digital device and that 
are physically tangible. This includes the monitor or 
screen, the memory and the CPU, the batteries etc. 
Contrast with “software” which are the “intangible” 
elements of a computer, not only programs, but also 
operating system, drivers, applications, data, files, etc. 

Hoax A hoax is a trick in which someone tells people a lie, with 
the purpose of deceiving or committing fraud. 

Icon An icon is a graphic symbol on the display screen of a 
digital device that represents an app, an object (such as a 
file), or a function (such as the command to save). 

Intellectual property right An intellectual property right is the right granted by 
patents, copyrights and trademarks to a person or a 
company to exercise a monopoly on the use of its own 
plans, ideas, or other intangible assets for a specified 
period. 
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Interactive online services Interactive online services are those accessed through 
websites and/or apps which respond to the user's actions 
and input by presenting content such as text, video, 
audio etc. 

Localization Geo-location or localization services identify the 
geographical location of a person or device and provide 
information and other services based on it, e.g. the 
visualisation of one’s position on a map. 

Malware Malware, short for “malicious software”, is any software 
intentionally designed to cause damage to a computer, 
server, computer network and other digital devices. The 
malicious code is described with many different terms 
such as computer viruses, worms, Trojans, ransomware, 
spyware, adware, and scareware. 

Memory card A memory card, alternatively referred to as a flash 
memory card, is a type of storage media that uses non-
volatile semiconductor memory (today with capacity 
from 1 Gigabyte (1 GB) to 2 Terabytes (2 TB) that is used 
to store photos, videos or other data for use in electronic 
devices. 

Navigate A search engine is a service that allows users to search 
for digital content on the Internet via the World Wide 
Web (WWW). 

Online account An online account, like a bank account, is an 
arrangement with a service provider  which entitles the 
account owner to perform activities on the service and to 
receive benefits from it, under agreed conditions. 

Online professional 
community 

An online community which supports the social 
interaction of participants primarily for professional and 
business purposes. 

Online transaction An online transaction occurs when you carry out a 
procedure online by providing some data and 
information which trigger a response of the system, such 
as the request of further input or the completion of the 
procedure (buying a train ticket, booking a seat at the 
cinema, getting a residency certificate and so on) 

Operating system The operating system (OS) is the most important 
software that runs on computers and mobile devices, as 
it manages both hardware (e.g. keyboard, mouse, 
displays, printers etc.), application programs and 
interaction with the user. Examples of operating systems 
include Android, iOS, Mac OS X, Microsoft Windows and 
Linux. 

PDF The Portable Document Format (PDF) is a file format 
developed by Adobe in the 1990s to present documents, 
including text formatting and images, in a manner 
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independent of application software, hardware, and 
operating systems, through the use of the Adobe Reader. 
A full version of Adobe Acrobat is required to edit a PDF 
file, otherwise the file is read-only. In many applications 
today (Microsoft Office, Open Office and others) files can 
be saved to PDF format, so for example, a text document 
can be saved in PDF format and then viewed on an 
Android smartphone. 

Personal profile The set of personal data and images (e.g. a photo) 
associated with your online account on a social network 
(and other digital services) that you may authorize other 
people to view. 

Pop up A type of dialogue box that opens on the device screen 
without the user explicitly selecting a command for it 
(e.g. the "New” window from a program's File menu), but 
by simply pointing at a keyword or icon. The dialogue box 
that is displaying this message is a pop up. 

Scan To scan may mean to look at all parts of (something) 
carefully in order to detect some feature. Scanning also 
means using an electronic device called scanner to take a 
sort of digital photo of a printed document, image or 
other item and save it as a file that can be sent, 
manipulated etc. 

Screenshot A copy of what is displayed on the screen of a digital 
device at a given time, that can be saved as an image and 
then can be included in documents, messages, web 
pages etc.). 

Search engine A search engine is a service that allows users to search 
for digital content on the World Wide Web. 

Security features Security features are all the measures taken by the social 
network or other service provider to protect your online 
profile. For example, it ensures that you use a secure 
connection, that only you have access to your account, or 
your privacy settings have been applied. 

Sexting Sexting is sending, receiving, or forwarding sexually 
explicit messages, photographs, or images, primarily 
between mobile phones, of oneself to others. 

SMS SMS is an acronym for Short Messaging Service and it 
describes the service that allows us to send and receive 
short messages (usually referred to a “texts”.)   

Social media Social media are websites and applications that enable 
users to create and share content and to participate in 
social networking. Facebook, Twitter, YouTube, 
Instagram, LinkedIn are some of the most popular social 
media in Europe. 
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Spamming Spamming is the use of electronic messaging and 
communication systems to send unwanted bulk 
messages indiscriminately to a large number of 
recipients. 

Stalking Stalking is the repeated act of wilfully following, watching 
and/or harassing of another person in a threatening and 
illegal manner. 

Synchronous Synchronous communication between two or more 
people occurs in real-time, simultaneously, such as 
occurs in a telephone conversation or in an online chat. 
Asynchronous communication entails a time lag in the 
exchange of information e.g. I write an e-mail now, which 
may be read and answered later on.  

Toner Toner is a special ink made mostly of plastic and 
pigments that is used by laser printers and copiers. It is 
dry and powdered in nature and usually comes in 
cartridges. 

Toolbar The Toolbar in a web browser typically includes Back and 
Forward buttons, a Home button, and an address field. 
SK> screenshot to be added if possible (see image 
bottom of this page) 

Trolling Trolling is to start quarrels or upset people on the 
Internet by posting inflammatory or off-topic messages 
in an online community such as a forum, chat room, or 
blog. 

Tutorial A tutorial is a method of transferring knowledge that is 
more interactive and specific than a book or a lecture. It 
usually seeks to teach by example and supply the 
information and basic instructions to complete a certain 
task. 

URL URL, an acronym for Uniform Resource Locator, is the 
address of a resource on the Internet; it is commonly 
known as web address. 

USB memory USB memory, also known as USB stick, pen drive and 
other names, it is a small, portable flash memory card 
that plugs into a computer's USB port and functions as a 
portable hard drive. 

Video call A video call is a synchronous communication exchange 
where a video camera transmits the image of the 
speakers along with their voice. 

World Wide Web While the Internet is a vast global network of many 
smaller networks of computers, the World Wide Web is a 
system of interlinked documents that are accessible on 
the Internet. There are trillions of documents hosted on 
so-called web servers – and if you can access a document 
by typing its address into a web browser, or by clicking a 
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link that takes you to it, that document is part of the 
World Wide Web. 
Documents hosted on web servers are generally referred 
to as web pages, and web pages usually contain links 
(called hyperlinks) to other pages located on web servers 
around the Internet. Web pages around the world are 
connected to one another by hyperlinks. The World Wide 
Web is therefore the vast collection of "connected" 
documents available on the network known as the 
Internet. 

 
The sources used to produce the critical words are acknowledged on the DCDE 

platform and are listed below: 

− https://www.techopedia.com/ 

− https://techterms.com/ 

− https://whatis.techtarget.com/ 

− www.businessdictionary.com/ 

− https://www.computerhope.com 

− https://www.pcmag.com/ 

− https://www.breezetree.com/ 

− www.derekstockley.com.au/ 

− https://www.collinsdictionary.com/ 

− https://www.merriam-webster.com/ 

− https://www.dictionary.com/ 

− https://www.webopedia.com/ 

− https://en.wikipedia.org/wiki/ 

− https://www.childline.org.uk/ 
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Annex 6 – DCDS Exercises (external 

file) 
 
 

Annex 7 – DCDS Summative tests 

(external file) 
 

 

Annex 8 – Teacher Tips (external 

file) 
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Annex 9 – Suggestions on Open 

Educational Resources 
 

This Annex is largely based on the BRIGHTS project13 report “Finding relevant OERs 
for the BRIGHTS project” (2017), licensed under a Creative Commons Attribution-
NonCommercial-ShareAlike 4.0 International License (CC BY-NC-SA 4.0). 
 

General suggestions about auxiliary content and 
open educational resources 

In the DCDS pilots, teacher/trainers were responsible for selecting and sharing on the 
DCDE platform so called auxiliary educational content (in national language or in 
English), to be made available to their students, along with the “Key concepts” and 
other core learning material which is common to all partners. 
 
It is very important that the auxiliary content is made of open educational resources 
(OERs), which following the definition of Creative Commons Wiki are "… teaching and 
learning materials that are freely available online for anyone to use, whether you are 
an instructor, student, or self-learner. OERs can exist as smaller, stand-alone 
resources that can be mixed and combined to form larger pieces of content, or as 
larger course modules or full courses".14  
 
In DCDS, teachers were asked to collect relevant OERs by one or more of the 
following actions: 

a) selecting properly licensed OER which can be used for the course; 
b) creating their own OERs (or suggest resources they have created in other 

contexts), if properly licensed; 
c) modifying OERs if the licensing scheme so permits. 

 
Regarding the last point, since it is more useful for learners to be given suggestions 
for short and targeted OERs than entire books or lectures, teachers were encouraged 
to identify excerpts from large OERs and, if permitted by the licensing scheme, cut 
them and present them as independent OERs. 
 
When searching for and selecting OERs, teachers were asked to bear in mind that 
each of them should contribute to at least one of the Learning Units (LUs) which make 
up the DCDS Learning Paths. 
They should then check the kind of license of each OER in order to properly use it 
(CC Licenses are illustrated below). For example, if one locates a book on the topic, 
s/he should identify the LUs that the book contributes to and should recommend the 
parts of the book that are relevant to each LU. Of course, depending on the CC 
license, the book may be uploaded in its entirety, or only selected parts can be 

 
13 See www.brights-project.eu.  
14 CC Wiki, https://wiki.creativecommons.org/wiki/What_is_OER%3F. 

https://creativecommons.org/licenses/by-nc-sa/4.0/
https://creativecommons.org/licenses/by-nc-sa/4.0/
http://www.brights-project.eu/
https://wiki.creativecommons.org/wiki/What_is_OER%3F
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uploaded. The same holds for videos, research papers, reports etc. can be extracted 
and uploaded. 
In general, teachers should not recommend large OERs; they should study each 
resource before recommending it to the learners; and they should measure or 
estimate the required study effort in minutes.  
 
Teachers were requested to provide information about the OERs made available 
on/through the DCDE by using the OER metadata form illustrated at the end of this 
Annex. 
 

Tips to properly select OERs 

Since OERs are educational resources, like all learning materials, their quality 
depends on their source. In addition, not all OER collections possess an evaluation 
mechanism to share feedback among the users. Generally, the value of educational 
resources tends to decrease if not periodically updated. 
It remains a task of the course coordinators and teachers to ensure the quality of 
OERs used in teaching and learning, as they have always done when choosing books, 
videos and any other pedagogical material to support education. 
 
The Commonwealth of Learning and UNESCO’s A Basic Guide to Open Educational 

Resources (OER) (2011-2015)15 suggests different search strategies to find 

appropriate OERs: 

1. The use of a specialized search engines that search specifically for OERs, among 

them:  

█ Folksemantic: http://www.folksemantic.com/ 

█ DiscoverEd: https://discovered.ed.ac.uk/  

█ Open Courseware Consortium: http://www.oeconsortium.org/courses/search/ 

2. The identification of a suitable OER repositories. Most of them are institutionally 

based, focusing on the materials released by that organization.  

█ OpenLearn: http://www.open.edu/openlearn/ 

█ MIT OCW, https://ocw.mit.edu/index.htm 

3. The use of OER directory sites. There are many sites that have a search facility, 

they do not act as a repository, but have identified quality resources and store them 

in a database of web links:  

█ OER Commons: https://www.oercommons.org/ 

 
− 15 See https://unesdoc.unesco.org/ark:/48223/pf0000215804.  

http://www.folksemantic.com/
https://discovered.ed.ac.uk/
http://www.oeconsortium.org/courses/search/
http://www.open.edu/openlearn/
https://ocw.mit.edu/index.htm
https://www.oercommons.org/
https://unesdoc.unesco.org/ark:/48223/pf0000215804
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█ Commonwealth of Learning: https://www.col.org/programmes/open-

educational-resources 

█ Creative Commons Search: https://search.creativecommons.org/ 

Licenses and use of resources 

Among the main concerns when selecting OERs are the copyright, the intellectual 
property and the possibility (and the ways allowed) to use them. Licensing provides 
the most evident means to check if and how the digital material can be used: it gives 
an indication of the kind of permissions given by the owner (person, group or 
organization that created it) to others, for the use of such material. It is important to 
highlight that licensing does not affect intellectual property rights. Indeed, the 
necessity of open licenses was born by the desire to protect a copyright holder’s rights 
in environments (e.g. Internet) where digital content can be easily copied and shared 
without asking permission. A broad spectrum of legal frameworks is emerging to 
govern how OERs are licensed for use. 
 
The best known of these is the Creative Commons (CC) licensing framework (see 
www.creativecommons.org). It provides legal mechanisms to ensure that authors of 
materials can retain acknowledgement for their work while allowing it to be shared, 
can seek to restrict commercial activity if they wish, and can aim to prevent people 
from adapting it if appropriate. As explained in the Creative Commons website, when 
choosing a resource, the user should always verify that the work is actually under a 
CC license by checking info on licenses in the material. Since there is no registration 
to use a CC license, CC has no way to determine what has and has not been placed 
under the terms of a CC license. In case of doubt the user should contact the copyright 
holder directly, or try to contact the site where he/she found the content. 
 
Creators or copyright holders who wish to apply a Creative Commons license to their 
work can choose the conditions of re-use and modification by selecting one or more 
of the restrictions listed below. Every Creative Commons license, except the Public 
Domain designation, requires users to give attribution to the creator of the work. Other 
restrictions are optional, and may prevent re-use in unintended ways, so care is 
suggested in applying the options. 
 
As explained in the pages of Creative Commons16 and Community College 
Consortium for Open Educational Resources (CCCOER)17 the following conditions 
apply for authors and users: 
 

 Attribution (by) 

AUTHOR: All CC licenses require that others who use your work in any way must give 
you credit the way you request, but not in a way that suggests you endorse them or 

 
16 https://creativecommons.org/share-your-work/licensing-types-examples/  
17 https://www.cccoer.org/learn/open-licensing/  

https://www.col.org/programmes/open-educational-resources
https://www.col.org/programmes/open-educational-resources
https://search.creativecommons.org/
file:///C:/Users/Utente/Desktop/www.creativecommons.org
https://creativecommons.org/licenses/by/4.0/
https://creativecommons.org/share-your-work/licensing-types-examples/
https://www.cccoer.org/learn/open-licensing/
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their use. If they want to use your work without giving you credit or for endorsement 
purposes, they must get your permission first. 
 
USER: You must give appropriate credit, provide a link to the license, and indicate if 
changes were made. You may do so in any reasonable manner, but not in any way 
that suggests the licensor endorses you or your use. 
 

 ShareAlike (sa) 

AUTHOR: You let others copy, distribute, display, perform, and modify your work, as 
long as they distribute any modified work on the same terms. If they want to distribute 
modified works under other terms, they must get your permission first. 
 
USER: If you remix, transform or build upon the material, you must distribute your 
contributions under the same license as the original. 
 

 NonCommercial (nc) 

AUTHOR: You let others copy, distribute, display, perform, and (unless you have 
chosen NoDerivatives) modify and use your work for any purpose other than 
commercially unless they get your permission first. 
 
USER: The material cannot be used for commercial purposes. 
 

 NoDerivatives (nd) 

AUTHOR: You let others copy, distribute, display and perform only original copies of 
your work. If they want to modify your work, they must get your permission first. 
 
USER: If you remix, transform or build upon the material, you may not distribute the 
modified material. 
 
Note: works licensed with the ND restriction are not considered OER (in the 
strict sense). 
 
The abovementioned conditions are combined into 6 Creative Commons licenses 
(plus CC0 - public domain waiver) and they apply worldwide. Table 8 below, taken 
from https://creativecommons.org/licenses/ summarizes the main features of the CC 
licenses: 
 

https://creativecommons.org/licenses/by-sa/4.0/
https://creativecommons.org/licenses/by-nc/4.0/
https://creativecommons.org/licenses/by-nd/4.0/
https://en.wikipedia.org/wiki/Public_domain
https://en.wikipedia.org/wiki/Waiver
https://creativecommons.org/licenses/
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Table 8 - Overview of CC licenses 

 

As one of the requirements identified by the main organizations to define OERs 
includes the right to "adapt" material (not allowed by ND license), Table 9 below can 
be used as a guide by teachers to select resources properly licensed: 
Table 9 - OERs and Licenses 
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DCDS OER metadata form 

The DCDE platform contains a database with links to the OER resources proposed 
by the DCDS partners that have been classified as follows: 
 
Link(s)  

Author(s)/source  

Title in national 

language 

As appears in the licensing information or in the literature 

Title translated in 

English 

 

Publication year  

Language  

Content type Pre-set categories: Article, Audiovisual material, Blog / 

website, Book / manual, Exercises / assignments, Teacher 

slides and notes, Other 

License type Pre-set values: Public domain, BY, BY-SA, BY-NC, BY-ND, 

BY-NC-SA, BY-NC-ND 

Relevant DCDS 

Learning Unit 

At least one, up to three LUs. Put the LU code number or, if 

the resource is relevant to more than one LUs, as many LU 

code numbers as necessary. 

Estimated study time Optional, in minutes 

Abstract / short 

description 

Optional. No more than 10 lines 
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Annex 10 – Learning paths and SAT 

modules 
The DCDS self-assessment test (SAT) and LP BASE (the largest training block) can 

be delivered in a more flexible way than what was done in the DCDS training pilots. 

Table 10 shows which SAT modules should be taken before starting each of the 

current DCDS learning paths, in case the training organisation decides to deliver the 

SAT in a modular way and forgo the use of the Recommender tool. Table 11 gives 

the same information, but with LP BASE segmented into three shorter learning paths. 

Table 10 - Correspondence between current learning paths (LPs) and 
self-assessment test (SAT) modules 

LPs SAT modules 

BASE 

1.1, 1.2, 1.3 
2.1, 2.2, 2.3, 2.4 
4.1, 4.3 
5.1, 5.2, 5.4 

COM&Social media 2.5, 2.6, 3.3, 4.2 

CREATE 3.1, 3.2, 3.3 

EXPLORE 3.4, 4.4, 5.3 

 

Table 11 - Correspondence between revised learning paths (LPs) and 
self-assessment test (SAT) modules 

LPs SAT modules 

BASE1* 1.1, 1.2, 2.1, 2.2, 2.4 

BASE2* 1.3, 2.3, 4.1, 4.3 

BASE3* 5.1, 5.2, 5.4 

COM & SOCIAL MEDIA 2.5, 2.6, 3.3, 4.2 

CREATE 3.1, 3.2, 3.3 

EXPLORE 3.4, 4.4, 5.3 

* The learning modules included in the revised LP BASE segments are listed below: 

BASE1 
Safe browsing and aware info search 
Creating an account and using e-mail safely and correctly 

BASE2 
Managing files and folders 
Learning about public and private online service 
Protecting devices, data, health and well-being 
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BASE3 
Basic ICT operations 
Digital self-awareness and learning 

Figure 6 copied here below shows the alternative DCDS course structure with LP 

BASE segmented into three shorter learning paths. 

 

Finally, Table 12 shows the correspondence between learning modules and SAT 

modules. The SAT modules do not address all learning modules. 

Table 12 - Correspondence between learning modules and SAT 
modules 

Learning modules SAT modules 

BASE Safe browsing and aware info search 1.1, 1.2 

BASE Creating an account and using e-mail safely and correctly 2.1, 2.2, 2.4 

BASE Managing files and folders 1.3 

BASE Learning about public and private online service 2.3 

BASE Protecting devices, data, health and well-being 4.1, 4.3 

BASE Basic ICT operations 5.1, 5.2 

BASE Digital self-awareness and learning 5.4 

COM Social media 2.5, 2.6, 4.2 

CREATE Documents 3.1, 3.2 

COM/CREATE Copyright and licences 3.3 

EXPLORE Programming 3.4 

EXPLORE Environment 4.4 

EXPLORE ICT tools 5.3 
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