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The Catholic University of Zimbabwe Teaching and Learning 

Resource Guide in the Age of the Covid-19 Pandemic 
 

 Preamble By the Vice Chancellor 

 

 Covid-19 shutdowns that necessitated the closing down of learning institutions for most of 

2020 and 2021 pushed learning institutions to devise alternative teaching and learning 

approaches to face-to-face or physical teaching and learning. In the face of increasing costs of 

data and erratic internet connectivity, institutions used varieties of media and web conferencing 

platforms ranging from SMS, audios, WhatsApp, Zoom, Google meet to Learning 

Management Systems such as Google Classroom and Moodle to reach students in various data 

and connectivity circumstances. Like other institutions in Zimbabwe, the Catholic University 

of Zimbabwe (CUZ) found itself grappling with these issues. These issues will be with us for 

as long as shutdowns that limit human movement and gatherings continue. 

 

CUZ is currently in the process of developing and implementing an online teaching and 

learning strategy. To be able to effectively integrate online learning in the university, an 

important consideration is the professional development/re-orientation of the lecturers as well 

as developing the digital literacy skills of the students. There is an identified need to capacitate 

teaching staff and students for them to be able to perform effectively in an online teaching and 

learning environment.  

 

The university has developed this teaching and learning guide to enable its teaching staff to 

operate effectively in an environment which requires them to blend not only the media and web 

conferencing platforms that both they and students are able to access from time to time in the 

face of data and connectivity challenges, but also to blend in-person and virtual teaching and 

learning. The year 2021 has seen shutdown restrictions ease somewhat to enable limited groups 

of students attend class face-to-face for limited periods of time while at the same time the same 

classes are attended virtually by some of the students who either choose not to attend in-

person/physically or are for one reason or another are unable to do so. 

 

I therefore invite all our teaching staff and staff who directly support teaching and learning 

activities to familiarize themselves with this Teaching and Learning Resource Guide in the Age 

of the Covid-19 Pandemic and to contribute to this living document as we continue to navigate 

the rapidly evolving environment. 

 

I wish to thank the CUZ Quality Assurance Director, Deans and Chairpersons for their input 

into this Guide. 

 

Prof Ranga Zinyemba 

Vice Chancellor 
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Learning to Teach Online at CUZ 

Teaching online is very different from face-to-face teaching, and as such, lecturers need to 

upgrade their pedagogical skills to adequately meet the demands of teaching effectively in a 

digital environment. CUZ lecturers are also required to re-design current courses and develop 

new courses in an online and blended format. The following is therefore is a proposed plan of 

action for CUZ Lecturers: 

 

Enrolment to Online Pedagogical Skills Training 

Teaching Staff at CUZ are encouraged to enroll in online pedagogical skills training such as  

● Introduction to Technology Enabled Learning:  http://www.telmooc.ca/  

● Blended Learning Practice: https://www.blpmooc.org (Athabasca University & 

Commonwealth of Learning) 

 

Designing Blended Courses 

After this training, staff are encouraged to design a blended learning design plan for each of 

their courses as a result of participating in these courses. To assist with the requirement for 

teaching staff to redesign existing courses and develop new courses in Online and Blended 

format,  each staff member will be given a PDF copy of Online Course Developer Handbook: 

Designing an Online Course and Becoming an Online Educator .  It gives a practical step by 

step guide of how to do this and uses the same Communities of Inquiries Theory advocated for 

in the Blended Learning Practice course. 

Online Pedagogical Skills Training are also included in all the Pedagogics; Professional Studies 

and Practicum Theory Education courses offered at the university. 

 

Using the CUZ e-Learning Portal  

The university has adopted the Moodle Learning Management System as its official platform 

for learning online. The university also uses web conferencing tools such as Google Meet or 

Big Blue Button for web conferencing or live lecture sessions. To be proficient in the use of 

these, staff are encouraged to participate in the following courses or workshops: 

● Moodle Teaching Basics: https://learn.moodle.org/ (Self-paced and always available) 

● Moodle Teaching Next Level: https://learn.moodle.org/  (Self-paced and always 

available) 

● Learn Moodle Basics: https://learn.moodle.org/ (Facilitated-Date to be advised) 

● Teaching Online Courses with Moodle: A Comprehensive 3-hour Tutorial by Sali 

Kaceli: https://youtu.be/-taoQFZCKTQ (YouTube Tutorial which uses the same 

Moodle theme as CUZ) 

● CUZ E-learning Platform Training for Administrators (Deans, Chairpersons 

Administrative Assistants) offered by the CUZ Library periodically or upon request. 

● CUZ E-Learning Platform (Moodle) Training for Lecturers: offered by the CUZ 

Library periodically or upon request. 

● CUZ Web Conferencing Tools Workshops: offered by the CUZ Library periodically or 

upon request. 

● How to Use Google Meet: https://www.controlaltachieve.com/p/resources-

hangouts.html (Web Resources by Eric Curtis). 

http://www.telmooc.ca/
https://www.blpmooc.org/
https://online.suny.edu/onlineteaching/wp-content/uploads/2020/07/Final2-N2OLManual-2020-7.pdf
https://online.suny.edu/onlineteaching/wp-content/uploads/2020/07/Final2-N2OLManual-2020-7.pdf
https://www.blpmooc.org/
https://learn.moodle.org/
https://learn.moodle.org/
https://learn.moodle.org/
https://learn.moodle.org/
https://learn.moodle.org/
https://learn.moodle.org/
https://youtu.be/-taoQFZCKTQ
https://www.controlaltachieve.com/p/resources-hangouts.html
https://www.controlaltachieve.com/p/resources-hangouts.html
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● The Centre for Innovation in Teaching and Learning also hosts several online courses 

for teaching staff on the CUZ e-learning Portal. 

 

Creation of CUZ eLearning Portal Accounts or Courses 

To have your new account or course created on the CUZ eLearning portal, submit a request to 

the administrators of the responsible Faculty who will be able to process. 

 

Lecturing Effectively On and Offline 

As class sizes increase and university budgets tighten, lecturing remains a dominant teaching 

method (Goffe & Kauper, 2014; Smith & Valentine, 2012). Knowing how to lecture well is 

therefore a crucial skill to master. Effective lecturing is characterized by enthusiasm and 

expressiveness, clarity, and interaction (Murray in Perry & Smart, 1997). Consider using the 

tips below to introduce students to — and stimulate their enthusiasm about — your course 

material. 

 

Prepare in advance 

● Visit your classroom in advance. Familiarize yourself with the layout of the desks and 

the front of the classroom. Decide where you will stand and how you will move from 

one place to another. Find out whether the classroom has audio-visual equipment or 

whether you will have to request it from ICT services. Make sure that you know how 

to use the audio-visual equipment. 

 

● Have a back-up plan. If you are using technology, have a back-up plan ready in case 

you run into technical difficulties. Technology problems can negatively affect your 

credibility, even if they are beyond your control. 

 

● Plan your lecture and visual aids beforehand. Outline how you will introduce, 

explain, and summarize the main ideas. Select examples and prepare how you will show 

students the relationships between the main ideas. 

● Prepare speaking notes. Prepare notes that work for you (e.g., a detailed outline, a list 

of major points, key definitions, proofs, solved problems, examples, etc.). To better 

engage students, avoid reading from a script, a computer screen, or overhead projector.  

● Include delivery reminders in your notes. Include cues to remind yourself to smile, 

look at the whole class, pause after posing a question, etc.   

● Practice your lecture. Practice to ensure that you have an appropriate amount of 

material and activities for the time available. Resist the common error of including too 

much material in a lecture.  Students’ questions and learning activities can take up to 

50% more time than you may first think. 

● Bring a bottle of water. The water will soothe a sore or dry throat. Taking a sip is also 

a good way to buy thinking time before responding to a student question. 

 

Structure the lecture clearly 

● Be transparent. Show your students “the big picture.” Don't assume that your students 

know the pedagogical purpose of your lecture. Instead, explain how the lecture relates 

https://elearning.cuz.ac.zw/course/index.php?categoryid=18
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to previously-learned material and the course themes and goals in general. Begin the 

class with a short review of the key points from the previous class and end with a 

preview of the topics for next class (along with a reminder about any readings or 

assignments to be completed). 

● Make explicit transitions between topics with mini-summaries. Link current 

material to previously-learned content and future lectures. Be explicit about how one 

topic connects to the next, or ask your students to explain the connections. By linking 

new material to previously learned content, you help students understand and organize 

new information in their minds. 

● Cover only a few main points in each lecture. Plan to cover only three or four points 

in a fifty-minute lecture and four or five points in a seventy-five-minute class. Select 

key points that introduce, complement, and/or clarify the course readings, assignments, 

and goals. Focus on presenting central points or general themes that tie together as many 

topics as possible. 

● Avoid merely repeating the course readings. Elaborate on readings using new 

examples and sample exercises or problems.  

● Be flexible when following your notes. Watch students’ level of interest and confusion 

and be ready to adapt your lecture accordingly. Your notes are there if needed, but the 

lecture should arise out of your interaction with the students, not the notes themselves. 

 

Strive to engage your whole class 

● Be aware of shifting engagement levels. In a university lecture, students engage in 

mind wandering approximately 33% of the time; however, this amount varies according 

to several factors, including engagement (Wammes, Boucher, Seli, Cheyne, & Smilek, 

2016).  

● Ask first, then tell. Prompt students to engage by asking questions rather than simply 

telling them information. For example, rather than telling students the findings from a 

study, ask them to predict what the study found based on what they know so far. Learn 

more in our Question Strategies teaching tip.  

● Allow breaks during long classes. Encourage students to move around, talk with one 

another, or just to relax quietly. Creating breaks also allows students to catch up on and 

digest what has been discussed. 

● Use questions to prompt students to think about how the material relates to their 

life experience. Relate the content to students’ interests, knowledge, experiences, and 

their future occupation in the discipline. Making the material relevant helps students 

retain the information. 

● Invite student questions and use them in class. Invite students to submit questions in 

person and/or online via the learning management system. Incorporate the answers to 

students’ questions into your lecture, or introduce an activity that allows students to 

discover the answers for themselves. 

● Ask students for feedback. Provide opportunities for students to share feedback, in 

written form, and anonymously. An effective low-tech method is to circulate and then 

collect note cards, which students can use to record questions or comments. More high-

tech methods of encouraging feedback include using online polling tools.  
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● Post your notes or slides on the CUZ e-Learning Portal before or immediately 

after class. It is necessary that you post notes, audio or video of your lectures online to 

re-enforce what you lectured and for the benefit of students who missed the lecture. 

Videos can be captioned using free online tools like YouTube's automatic caption 

creator, or ask for help with captioning from AccessAbility Services. Captions increase 

accessibility and can help students whose first language is not English. 

● Encourage students to take notes. To help students take useful notes, provide a clear 

structure for the lecture and use a pace that allows them to keep up. For instance, you 

could begin by outlining the 3 or 4 key learnings the lecture will cover. You would then 

indicate that you are now covering key learning point 1, 2, 3,4 sequentially as you move 

from one to the other, thus allowing students to mentally visualize the structure of your 

lecture. Your closing summary at the end would re-visit what you said at the beginning 

and giving the students an opportunity to informally evaluate together with you whether 

each of the points 1, 2, 3, 4 was adequately covered and understood. Rather than writing 

extensive notes that students must copy word for word (you should never dictate notes), 

write key terms on the board or slides to facilitate students’ own processing of the 

information, or provide skeletal course notes for the students to annotate. Pause 

regularly so that students can ask for clarification. This is particularly important in 

online lecturing where you have no eye contact with the students. 

● Use inclusive practices.  Be mindful of potential biases and stereotypes conveyed in 

the images, phrases, pronouns, examples, images, etc. that you use in class. Consider 

the principles of inclusivity. This Principles and Practices for Inclusive Learning, 

Teaching and Assessment document by the University of Worcester can assist on how 

this can be done.  

● Prepare accessible teaching materials. To create accessible teaching materials consider 

the following guides: 

○ If you distribute PDFs or Word documents, make sure they are screen-readable 

and that persons with colour-blindness can read them. See the following 

resources: Creating Accessible PDFs, Creating accessible Word documents, and 

the Queen’s University Accessibility Hub. 

○ If you use PowerPoint presentations, make sure they are accessible. See the 

following resources: Accessible PowerPoint Presentations Checklist, How to 

make your PowerPoint presentations accessible. 

○ Prefer video tutorials? The University of Ontario Institute of Technology has 

created quick, practical accessibility video tutorials that demonstrate how to 

create accessible Word and PowerPoint materials.  

○ If you have created your own course web page, make sure it meets accessibility 

standards. Use the WAVE web accessibility assessment tool to find out what 

you need to do to make sure the site is as accessible as possible. You can also 

visit Waterloo's Accessible Web Resources page, which includes a Web 

Content Accessibility Guidelines (WCAG) 2.0 quick reference list.  

○ Choose course materials early and wherever possible choose accessible 

electronic versions. This will give students time to convert the reading into the 

format required, whether they use a screen reader, an enlarger, or other 

https://www2.worc.ac.uk/inclusiontoolkit/documents/2._Principles_and_practices_for_inclusive_learning_teaching_and_assessment.pdf
https://www2.worc.ac.uk/inclusiontoolkit/documents/2._Principles_and_practices_for_inclusive_learning_teaching_and_assessment.pdf
https://helpx.adobe.com/acrobat/using/creating-accessible-pdfs.html
http://www.queensu.ca/accessibility/how-info/accessible-documents/creating-accessible-word-documents-using-word-windows
http://queensu.ca/accessibility/how-info/accessible-documents/creating-accessible-pdfs-windows
http://www.queensu.ca/accessibility/how-info/accessible-documents/accessible-powerpoint-presentations-checklist
https://support.office.com/en-us/article/Make-your-PowerPoint-presentations-accessible-6f7772b2-2f33-4bd2-8ca7-dae3b2b3ef25
https://support.office.com/en-us/article/Make-your-PowerPoint-presentations-accessible-6f7772b2-2f33-4bd2-8ca7-dae3b2b3ef25
http://accessibility.uoit.ca/tutorials/index.php
http://wave.webaim.org/
https://uwaterloo.ca/web-resources/resources/accessibility
https://uwaterloo.ca/web-resources/resources/accessibility/wcag-20
https://uwaterloo.ca/web-resources/resources/accessibility/wcag-20
http://uwaterloo.ca/web-resources/resources/accessibility/wcag-20
http://uwaterloo.ca/web-resources/resources/accessibility/wcag-20
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technology. When digital formats are not available, provide print material 

sufficiently far in advance to ensure that transcription requirements can be met 

in time. 

○ Presentations and lectures  

○ When presenting to or teaching a group of people, consider the tips discussed 

above about space, interaction, translation, and creating accessible materials. 

Also keep in mind how you plan presentations and what you are doing during a 

presentation. For example, if you want participants to read a slide, do you read 

the content out loud to accommodate persons with visual impairments? When 

speaking, do you face the audience so that persons with hearing impairments 

can see your lips and face as you talk? See How to Make Presentations 

Accessible to All for more information. 

 

 

Use effective presentation strategies 

● Maintain regular eye contact with the entire class. By doing so, you create 

connections with them, are able to gauge their note-taking, and discourage distracting 

class noise.  

● Avoid turning away from students when you speak. It helps many students to be 

able to see your face and mouth while you speak 

● Use a microphone in large classes. Amplifying your voice will help all students — 

not just students with hearing impairments — and will also put less stress on your vocal 

cords. In using the microphone (mic), avoid shouting into the mic; avoid speaking 

directly into it as this may create a jarring sound which in time disrupts concentration 

and is harsh to listen to; vary your tone as appropriate to the points you are making. 

● Speak clearly, but use a conversational tone. Think of the lecture as an opportunity 

to speak with the students, not at them. 

● Convey your enthusiasm for the material and the students. Vary your vocal speed 

and pitch, as well as your facial expressions. Smile often. Consider using humour when 

appropriate. 

● Ask the students periodically if they can hear and see everything. Make changes to 

your volume and visual aids as necessary. 

● If possible, move around the room, and use natural gestures. This movement is 

especially important for engaging large classes. Changes help to refocus students’ 

attention, but remember to move with purpose so you avoid distracting your students. 

Also, avoid choreographed movements whose regularity allow students to predict when 

you will pass by where they are sitting. 

● Interact with your students to create positive rapport with them. Arrive at class 

early so that you can welcome students. Address them by name as much as possible, 

and plan to stay after class to chat with students and answer their questions. 

 

 

 

 

https://www.w3.org/WAI/training/accessible.php
https://www.w3.org/WAI/training/accessible.php
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Use effective visual aids 

● Use visual aids to stimulate and focus students’ attention. Multimedia aids using 

sound, colour, and/or animations can help to attract and maintain students’ attention, 

particularly in large classes where the impersonal situation makes students feel less 

involved. Visual aids should be a support for, not the focus of your lecture. They also 

should not replace your personal interaction with the students. 

● Avoid writing everything that you say on your slides. Consider providing partial or 

skeleton slides that leave space for students to write down examples and other notes. 

● Follow the guidelines on good slide design. If you are using overheads or PowerPoint, 

aim for twelve to twenty slides for a fifty-minute lecture. Be conscious of speeding 

through the slides and/or overloading students with content—common problems with 

these types of media. Reveal visual information gradually rather than all at once. This 

keeps students focusing on your oral development of each point, instead of rushing to 

copy down the material. 

● Consider creating visual aids during the lecture. Solving problems, showing 

processes, or building models in real time is often clearer for students than seeing 

completed work. You can also create visuals to reflect the outcomes of interactive 

exercises, thereby validating the students’ input. The act of writing also helps you to 

pace the lecture appropriately. 

● Write down key words and names. Many students try to write down everything they 

see. If information does not need to be copied down, mention that to the students, or 

consider whether it is important enough to include in the first place. Consider providing 

handouts that give an outline of the lecture material for students to annotate. 

● If you show a video in class, ensure that captions are turned on. Doing so helps all 

students.  

● When using a projector, dim the lights appropriately. If the lights are not 

sufficiently dim, the projected image will not be visible. But if you are going to be 

verbally commenting on the projected images, ensure that students with hearing issues 

will still be able to see your face and lips. 

 

References 

Lecturing On and Offline is adapted by permission from Lecturing Effectively. Centre for 

Teaching Excellence, University of Waterloo. 

 

 

 

 

 

 

 

 

 

 

 

https://creativecommons.org/licenses/by-nc/4.0/
https://uwaterloo.ca/centre-for-teaching-excellence/teaching-resources/teaching-tips/lecturing-and-presenting/delivery/lecturing-effectively-university
https://uwaterloo.ca/centre-for-teaching-excellence/teaching-resources/teaching-tips/lecturing-and-presenting/delivery/lecturing-effectively-university
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Appendices 

Helpful Resources for Teaching and Learning Online 

 

1. Future Learn Courses 

Organisation Course Title Duration Start Dates 

2021 

Cost 

British Council Teaching Young Learners Online - Course 3 Weeks Available 

Now 

Join 

Free 

UCL Blended and Online Learning Design - 

Teaching Course Online 

3 Weeks 22 January, 

5 April, 17 

May, 28 

June, 9 

August  

Join 

Free 

FutureLearn FutureLearn How To Teach Online - 

Online Teaching Course 

3 Weeks Available 

Now 

Join 

Free 

Deaken 

University 

Transforming Digital Learning - Online 

Course 

2 Weeks Available 

Now 

Join 

Free 

The Open 

University 

The online educator: People and pedagogy 

 

4 Weeks Available 

now, 8 

February, 

17 May, 18 

October 

Join 

Free 

     

 

2. Coursera Courses 

 

Organisation Course Title Duration Start 

Dates 

Cost 

UNSW Sydney Learning to Teach Online 

 

18 Hours Available Join free  

University of 

Colorado 

Boulder 

Blended Language Learning: Design and 

Practice for Teachers 

21 hours Available Join 

Free 

University of 

London 

Bloomsbury 

Learning 

Exchange 

Online Course -Get Interactive: Practical 

Teaching with Technology 

 

15 Hours Available Join 

Free 

University of Powerful Tools for Teaching and Learning: 4 weeks 15 Join 

https://www.futurelearn.com/courses/teaching-young-learners-online
https://www.futurelearn.com/courses/blended-and-online-learning-design
https://www.futurelearn.com/courses/blended-and-online-learning-design
https://www.futurelearn.com/courses/teach-online
https://www.futurelearn.com/courses/teach-online
https://www.futurelearn.com/courses/digital-learning
https://www.futurelearn.com/courses/digital-learning
https://www.futurelearn.com/courses/the-online-educator
https://www.coursera.org/learn/teach-online
https://www.coursera.org/learn/blended-language-learning-design-practice-for-teachers
https://www.coursera.org/learn/blended-language-learning-design-practice-for-teachers
https://www.coursera.org/learn/getinmooc
https://www.coursera.org/learn/getinmooc
https://www.coursera.org/learn/teaching-learning-tools
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Houston Web 2.0 Tools 

 

February 

2021 

Free 

University of 

Carlifornia 

Advanced Instructional Strategies in the 

Virtual Classroom 

 

4 Weeks Available Join 

Free 

 

3. Other Teaching Online Resources 

# Resource Description 

1.  ACUE’s Online Teaching Toolkit Online Toolkit for 

teaching online 

2.  

 

OLC Continuity Planning and Emergency Preparedness - OLC Website 

a.  Emergency Remote Online Teaching Resources Website 

3.  Enhancing Digital Teaching & Learning in Irish Universities Blog 

4.  How to Be a Better Online Teacher Blog 

5.  Digital Teaching Resources - Digital Ed Blog 

6.  Digital Tools Archive - Digital Ed Blog 

7.  What does an online lecture look like? - Digital Ed Blog 

8.  Learning Pathways - Digital Ed Blog 

9.  Supporting you in this new environment  

10.  Library resources to support online learning — SAGE 

Publishing 

Website 

11.  EdTech Books Textbooks 

12.  Teaching and Learning Short Courses-Open Access Short Course 

13.  Teaching and Learning Self-Study Courses-Open Access  Self-Study 

Courses 

14.  Teaching and Learning Open Courses Open Courses 

15.  Take your Teaching Online-OpenLearn-Open University  Free Course 

 

https://www.coursera.org/learn/teaching-learning-tools
https://www.coursera.org/learn/teaching-strategies
https://www.coursera.org/learn/teaching-strategies
https://acue.org/online-teaching-toolkit/
https://onlinelearningconsortium.org/about/continuity-planning-emergency-preparedness-resources/
https://online.suny.edu/onlineteaching/2020/03/01/emergency-remote-online-teaching-resources/
https://edtl.blog/
https://www.chronicle.com/article/how-to-be-a-better-online-teacher/
https://digitaled.ie/digitalteachingresources/
https://digitaled.ie/digital-tools/
https://digitaled.ie/what-does-an-online-lecture-look-like/
https://digitaled.ie/learning-pathways/
https://uk.sagepub.com/en-gb/afr/resources-teaching-online
https://group.sagepub.com/online-teaching-and-learning
https://group.sagepub.com/online-teaching-and-learning
https://edtechbooks.org/
https://opencourses.teachingandlearning.ie/open-courses/short-courses/
https://opencourses.teachingandlearning.ie/open-courses/self-study-courses/
https://opencourses.teachingandlearning.ie/open-courses/
https://www.open.edu/openlearn/education-development/education/take-your-teaching-online/content-section-overview

