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Operational
Guidelines 

for VET Operators



So many aspects of our dai ly l ives,  from relationships to
leisure and work, are affected by the increasing use of
digital technologies. The Covid-19 pandemic has
emphasized this even more, and indeed has strongly
driven an acceleration toward digital transit ion.

One of the various sectors that have had to deal with
digital ly driven changes is Vocational Education and
Training. The sudden shift to onl ine training has proven
challenging for students and has been particularly
burdensome for teachers and staff involved in the
management and del ivery of VET training. While the
digital ski l ls  of VET professionals were already at a
deficient level before the pandemic, with COVID-19 the
digital chal lenge for VET has become even more urgent
and evident.

Organizations and the VET system in general must
respond to the pedagogical digit ization needs of al l
staff,  from teachers to coordinators to technical and
administrative staff.  This process of refining ski l ls  in
response to concrete needs wil l  lead the VET ecosystem
to increase competit iveness, attractiveness, and
resi l ience. Processes and tools to respond to the need
for digit ization can also be created by init iating
synergies at the European level.  This has been the goal
of RESET, which has been dedicated to recognizing and 
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mapping the digital needs of VET professionals in order
to create trainings and operational tools making use of
DigCompEdu, the European framework on digital
competencies of teachers and trainers.

In the present document, al l  RESET learning products are
briefly presented and some instruction of use are
introduced. 
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Target groups, communication and
recruitment
The direct beneficiary target groups identif ied for the
RESET project are VET teachers,  coordinators,  tutors,
administrative and communication experts in employment
with VET organizations or external col laborators.  

The involvement of the target groups in RESET learning
situations should move from a careful ly design
communication campaign, in order to recruit  interested
people who could benefit  from the project outputs.  VET
practit ioners have the possibi l i ty to involve part icipants
through mult iple channels.  VET Operators can primari ly
involve target groups that are internal to the
organization, but the involvement of external target
groups is also welcomed and recommended. The
organization of RESET trainings could also complement
the implementation of other events.



RESET learning mater ials  are designed to be exploited
in different k inds of learning s i tuat ions,  f rom a
tradit ional  face-to-face environment to blended onl ine
sett ings.  The RESET Test & Val idation phase gave the
opportunity to al l  Partners to try out these different
learning experiences.  Even though the structure and
accessibi l i ty  of tools and trainings on the RESET
platform has been appreciated for i ts  user-fr iendl iness
and high qual i ty  of contents ,  target groups valued the
possibi l i ty  to undergo the trainings in a face-to-face,
pract ice or iented environment,  where the exploitat ion of
RESET products was conveyed by a trainer and enr iched
by the act ive part ic ipation of al l  people involved. In
fact ,  the wide range of mater ial  (PPT presentat ions,
v ideo mater ials ,  case studies,  checkl ists ,  etc.)  avai lable
on the RESET platform can be used as a start ing point
to develop a l ively discussion,  in which part ic ipants can
share their  own personal experience on their  path to
digital izat ion and digital  appl icat ion in a learning
environment.  

Pr ior  to an operat ional  dive into the RESET Trainings and
Tools and on the Matr ix ,  i t  is  suggested to exploit  the
Analys is  mater ials ,  in order to acquire useful  knowledge
on the digital  t ransformation process of VET operators
at European level  and at partner level  ( I taly ,  Germany,
Spain,  Denmark) .  
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Organization of RESET learning
situations



The RESET Trainings and Tools can be seen as
complementary learning material among each other. This
feature is very clear on the RESET Platform: in fact,  each
training is l inked to a tool ,  and vice versa. 
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Both the Trainings and the Tools cover the Areas
addressed by the DigCompEdu, and this is made
comprehensible on the Platform, s ince each color is
associated to an Area of the DigCompEdu (except for
those Trainings or Tools which are transversal ,  therefore
indicated in grey).

During face-to-face trainings, the trainer has the
possibi l i ty to freely choose, based on the target group,
how to exploit the RESET material .  I t  is  possible to use a
combination of tools and trainings, engaging the
participants in dynamic sessions of experience
exchange, adapting the course based on the inputs
coming from the group. Another possibi l i ty is to define a
calendar of sessions during which a single training per
lesson is thoroughly explored to deepen a particular
subject. Either way, the RESET trainings and tools are
modulable learning products,  and are intended to
encourage f lexible and innovative application.
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RESET Analysis

The RESET partnership has performed a “stock-taking”
and a “benchmark” of how COVID has accelerated the
digital transformation process of VET and operators. The
start ing point of this analysis has been the DigCompEdu
(European Framework Digital Competence Educators)
developed by UE and ESCO profi les of VET
professionals.  The idea was to reach the real
understanding and adoption of the DigCompEdu model
in VET scope. The analysis reports the results of the
"mapping" activit ies of digital ski l ls  of VET practit ioners
at primary and secondary level through the retr ieval and
analysis of off icial documents issued at EU, national
and local level to intercept the dynamics, trends, needs
and priorit ies related to digital ski l ls  for VET operators. 
The f inal avai lable products of the analysis phase are:

-5 Country snapshots in English, analyzing the situation
of Italy,  Denmark, Spain, Germany and European Union

-1 Executive Summary, avai lable in English and in al l
partnership languages



The RESET Trainings and Tools were developed in order
to answer to the needs of digital ization of the VET
Operators highl ighted at application and then
confirmed/sl ightly corrected at Analysis stage. The
methodological approach was designed on the
DigCompEdu, the European framework describing what
it means for educators to be digital ly competent. The
framework provides a general reference frame to
support the development of educator-specif ic digital
competences in Europe, addressing different
competence Areas:

-Professional engagement
-Digital resources
-Teaching and learning
-Assessment
-Empowering learners
-Faci l i tating learners digital competences

+ Transversal Area

List and brief description of trainings:
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RESET Trainings and Tools
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Professional engagement

Digital Marketing for VET provision

The Internet is a great medium for promoting
educational services in vocational training. It does not
only allow us to make our educational offer known, but
it also enables contact with potential customers and
opens up new possibilities of digital marketing. In this
course, the users will learn how to implement these
strategies and promote their educational services on
the Internet.

Classroom management: keeping the
audience involved within the virtual
classroom - Mind maps, the basics

Organising ideas to discuss a topic is difficult, but even
more challenging is planning, designing or making
decisions by co-operating with several people: it takes
technique and organisation. That is why various tools
and procedures have been proposed over time: in this
course we focus on mind maps. We figure out their
characteristics and areas of use, and learn to
distinguish them from concept maps, with which they
are often confused.

Classroom management: keeping the
audience involved within the virtual
classroom - Digital mind maps for
professional collaboration

We understand the usefulness of digital mind maps, as
opposed to manual ones, when the context is complex
and requires freedom to rethink, reorganise, or share.
Finally, we see how they can be used to facilitate and
stimulate professional collaboration analysing three use
cases.

Digital resources

Analysis of digital resources and
understanding of digital reliability

Teachers and educators of every order and degree are
spoilt for choice in the number and nature of digital
content they can propose to their students. In order to
guarantee an impactful and pleasant learning
experience to students, educators need to be able to
select, re-adapt and manager the most suitable
resource.
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Teaching and learning

Teamwork and collaborative digital
classroom

This training course for VET-operators takes on
important methodological perspectives in creating a
collaborative digital classroom. The training could be
implied as a tool for both reflection and discussion on
best practice and as an inspirational tool that can help
facilitate implementation or improve current practice.

Assessment

Micro-Digital Credential for VET

The module explains the concept of micro-credentials
and gives an overview about the current discussion
surrounding them. It shows how they can be included in
virtual VET and training, resulting in a timely, short
update of knowledge in an accreditable form. Lastly, it
invites learners to analyse the ways in which they can
offer certified further training for pressing matters.

Empowering learners

Quality digital training for students
with special needs

To create a supportive learning environment, teachers
can use visual aids, adapt materials, and use digital
aids. For students with dyslexia, assistive technologies
such as text-to-speech software and voice-recognition
software can be used. Structured literacy instruction,
multisensory instruction, accommodations, and
collaboration with specialists can also be helpful. 

Facilitating learners digital competences

Cybersecurity and Data Protection for
VET Operators

The online world offers an unmeasurable number of
resources and information that can help us both in our
learning and in our daily lives. Nevertheless, it also has
different dangers that can compromise our security. In
this course, the users learn how to identify these
cyberthreats, as well as how to avoid them, protecting
their identity and ensuring their security on the Internet.



This project has been funded with support from the European Commission. This document and its contents reflect the
views only of the authors, and the Commission cannot be held responsible for any use which may be made of the
information contained therein.

10

Transversal

DigComp for educators and
organizations: Operational implications

The operative implications of DigComp for educators
and organizations lies on the very motivations behind
the existence of the framework and the official EU
policy paper from which it originated. As of today, and
since its official publication, the official DigComp’s
literature counts several follow-up and spin-off
documents.

Budgeting and resources mobilization
for digital transformation

Down to its core essentials, digitalization is about being
more strategic and efficient in providing services and
establishing a direct connection with the cohort of
reference addressed by the organisation – and its most
relevant STKHs and groups of interest.
This helps organisation in being much more practical in
understanding what they actually might need to transit
into new IT-paradigms of education and training and
that are coherent to organizations’ potentials and the
audience potentially addressed by their offer.

Optimizing digital VET - Digital tools
and resources - Learning styles and
Roles

Learning styles refer to the different ways in which
individuals absorb and process information, and the four
core learning styles are visual, auditory, reading/writing,
and kinesthetic. Facilitating and roles refer to the
responsibilities of the instructor or facilitator in
delivering the course and managing the learning
process.

Optimizing digital VET - Digital tools
and resources - Platforms and Learning
Objectives

A Learning Management System (LMS) is a digital
platform that facilitates the delivery and organization of
educational content. It is typically web-based and can
include features such as e-portfolios, quizzes,
assessment tools, and course management tools. The
digital learning environment includes all digital tools
used by students, including computers, smartphones,
software, and virtual reality. When choosing an LMS, it is
important to consider the needs of the learners, the
stakeholders affected by the decision, and the specific
learning objectives and goals. 
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Professional engagement

SWOT Analysis

A SWOT analysis is a strategic tool to understand the
Strengths, Weaknesses, Opportunities and Threats of a
project, situation, venture or business. It is a tool used by
professionals to examine the possibilities and optimally
consider the possible outlets.
With this tool the users can check the proposals
describing the likely possibilities and vulnerabities in
their VET institution development plan and associated
strategy. They can then plan how to further develop the
weak points and reinforce the strong ones. It is possible
to copy, distribute and adapt the list to the users’
needs.

Mind-maps software tools collection
A PDF document brings together the product sheets for
5 of the many mind-mapping software tools: GitMind,
MindManager, MindMeister, Mindomo and XMind.

Digital resources

Digital resources and assessment of
reliability

Checklist for analysis of digital resources and
assessment of reliability

Teaching and learning

Our Practice in regard to Video
Conferencing System

The questions help to highlight the users practice and
can be put in place at their VET to further discussions,
reflections and give inspiration at their VET in regard to
choosing the best platform for their digital classroom.

Implementing a Safe and Secure
Digital Classroom

The questions help to discuss, regulate and create a
safe and secure digital classroom for collaboration. The
questions must be regarded as neutral – they are not
intended to favor one side.
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Assessment

Micro-credential Checklist

The users can find out if micro-credentials are
something for them to support and develop their virtual
training. The checklist is meant to test if micro-
credentials are worth a look for the users. Users tick the
boxes that apply to them. The more often they say yes,
the more likely they would benefit from micro-
credentials.

Empowering learners

How-to-Guide for Google Docs
A how-to-guide for google docs that provides text-to-
speech, OCR, dictionary, and translation features to
help students with reading and writing difficulties.

Facilitating learners digital competences

Cybersecurity Checklist

This Cybersecurity checklist consists of a set of
practices to defend computer systems from cybercrime.
It covers many areas: network and app security, data
protection… It is meant to ensure users’ security in the
online world. 

Transversal

Get ready to ‘moodle’ Easy to use guideline to get started on Moodle.

Operationalisation of DigComp’s
resources for VET providers and LLL
professionals

This brief document is intended to support readers in
better navigating the ecosystem of DigComp, the
official EU training and education framework for digital
competences. The aim is to provide for solid, robust and
reliable coordinates to which users can rely on to
understand what might be practical and operational
use of DigComp and related spin-off resources.
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IT Project - Annual budget template

This tool is aimed to facilitate the estimation, on an
annual basis, of all possible operation and capital cost
items that organisation X has to consider for the
renewal of its IT fleet.

Annual IT Budget Template - Operating
Expenses

These tools are a slightly more streamlined version of
the previous one, more intuitive and agile for smaller
organisations, professionals, etc.
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The Mult idimensional and Mult ifunctional Matr ix is  based
on the DigCompOrg. The Matr ix can serve the operators
of the VET ecosystem to take a snapshot of their
capacity to del ivery distance learning activ it ies,
anticipate digital  needs, identify areas of intervention,
develop strategies and init iate/pursue a process of
digital  transformation of the organisation.
The f i rst  step when using the Matr ix ,  is  providing for
some basic information on the VET Organization
represented by the users:
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RESET Matrix

For each competence Area of the DigCompOrg, the
users are asked to assign a compliance value, for
example:



In  th is  case,  the users  are asked to cons ider  the
competence of  the i r  VET Organizat ion wi th  regards to
“Leadersh ip and Governance pract ices” .  Users  are
asked to evaluate how the statement  “ In  my
organizat ion ,  the integrat ion of  d ig i ta l-age learn ing i s
part  of  our  overa l l  miss ion ,  v i s ion ,  and st rategy ,  i s
supported by an implementat ion p lan ,  and inc ludes a
re lated management  and governance model” ,  appl ies
to the i r  organizat ion.  “Newcomer”  coinc ides wi th
“Beginner” ,  whi le  “P ioneer”  co inc ides wi th  “Expert” .
The users  answer  should cons ider  the ind icators
offered by the DigCompOrg,  which users  can eas i l y
f ind by c l ick ing on the “?”  button:
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The DigCompOrg competence Areas considered by the
Matrix are:
-Leadership and Governance practices
-Teaching and Learning Practices
-Professional Development
-Assessment practices
-Content and Curr icula
-Collaboration and Networking
-Infrastructure

By answering to al l  the assessment questions and
submitt ing the module, the users wil l  v isual ize the RESET
Matrix,  which summarize the Organisational profi le,  the
Digital isation level of the users’  organization in relation
to the DigCompOrg, the Avarage ranking, and the
Suggested modules.
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The “Suggested modules” section is an innovative tool that
suggests to the users the most appropriate RESET learning
material to undergo according to the assessment, and it
directly l inks the Matrix with the other RESET learning
products. 
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The RESET pro ject  has  been the common effor t  of  7
Partners  coming f rom 5 Countr ies .  A l l  o rganizat ions
invo lved are commit ted to mainta in  the susta inabi l i t y
of  the pro ject  even beyond i t s  formal  end,  explo i t ing
al l  products  through the i r  channels  and promot ing them
to other  rea l i t ies  which cou ld eas i l y  benef i t  f rom the
pro ject  resu l ts ,  embedding them with in  the i r  own
learn ing prov is ion and serv ice.  The RESET partnersh ip
guarantees that  the p latform wi l l  remain open and
free ly  avai lab le  to  the publ ic  for  at  least  3  more years
after  the end of  the pro ject .

Sustainability of the project
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