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Introduction - About this Document 

 

Lifelong learning courses are a great oppor-

tunity for senior citizens to build on the 

knowledge and skills they have already ac-

quired and getting to know new topics and 

ideas. Lifelong learning can improve mental 

and physical health as well as foster social 

contacts. 

 

“The pursuit of knowledge is a beautiful thing. Aside from keeping us busy or social, 

education sparks our curiosity and forces us to use our strongest muscle: our minds. 

And there's no shortage of research suggesting the importance of staying awake and 

never stopping learning; lifelong learning is linked to improved cognitive function, 

healthy emotional well-being, and positive self-perception.” (Wingate Healthcare)1   

 

The emerging trend in the field of adult education to offer online courses for seniors 

is based on the fact, that it supports seniors to attend courses even if they suffer from 

reduced mobility. Dealing with the digital infrastructure and creating a pleasant learn-

ing environment is a challenge for both teachers and learners. 

 

This Toolkit was created by the consortium of the project  All4Inclusion to give support 

for teachers in adult education, who work with seniors. 

The project aimed at increasing the social inclusion of seniors by creating teaching 

material and didactic strategies for adult learning courses that include collaborative 

and motivating activities with digital tools. 

After an overview on the project in chapter 1, that describes the goals of the projects 

and the outcomes, consisting of six modules and supporting material, a guideline for 

using these outcomes is presented in chapter 2. The content of this chapter summa-

rizes the experiences from the testing phase as well as best practices shared with us 

by external experts in the field of adult education. The annex of this document con-

tains helpful templates for the implementation of adult learning courses, that can be 

downloaded and adapted to be used in different educational settings. 

  

                                                      
1 www.onewingateway.com/education-is-important-for-older-adults-get-started/ 

“Always walk through life as if 

you have something new to 

learn, and you will.”  
 

 Vernon Howard 
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1. The Project All4Inclusion 

The project All4Inclusion was funded by the programme Erasmus+ in the 

sector of adult education. 

 

Main Objectives 

 Promote social inclusion of participants through digital, interactive 

or collaborative activities 

 Promote the digital literacy of participants 

 Supporting teachers in adult education for seniors in the implemen-

tation of courses on digital topics 

 

Consortium 

All4Inclusion bought together expertise in the field of: 

 Adult Education for Seniors 

 Digital Education 

 Political Education 

The consortium consisted of: Leibniz University Hannover (Germany),  

A & A Emphasys Interactive Solutions Ltd (Cyprus), A1 Community Works 

Ltd (UK), IDEC (Greece), Associação Rede de Universidades da Terceira 

Idade (Portugal), Fundacja Mapa Pasji (Poland) 

 

Contact 

The projects homepage: www.all4inclusion.eu 

Social Media: www.facebook.com/all4inclusion/ 
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Theoretical Background 

As stated in the EAEA Manifesto for Adult Learning in the 21st century (2019) 2 a dig-

itized society is structured by face-to-face interaction and digital interaction. Seniors, 

in particular, can benefit from digital tools to increase their social inclusion. 

Educational concepts have to take into account these aspects and have to provide 

strategies to achieve these goals under the current circumstances. 

The Covid-19 pandemic led to a focus of this project on support of adult education 

teachers and their learners with respect to the current situation: 

Many face-to-face courses in adult education had to switch to online courses or semi-

virtual settings which created an additional challenge for learners with low digital 

skills. The aim of learners to connect digital education with social inclusion within the 

course should still be achieved in online settings 

 

Didactic Strategy 

The material produced in the project should respect the following aspects: 

 Creating moivating and collaborative activities to promote digital competences 

and social inclusion at the same time 

 Taking into account the demands and goals of the seniors as learners 

 Build upon the existing competences and the knowledge of seniors 

 

Results 

The teaching material consisting of six modules can be downloaded at the projects 

website www.all4inclusion.eu/io2. As well as the other outcomes of this project the 

material is available in English, Portuguese, Greek, Polish and German. 

The Educational Pack consists of six modules: 

Hardware and Basic Functions; Basic Software, Communication and Collaboration; 

Online payments / Purchases and Online Entrepreneurship; Digital Citizenship and 

Smartphones / Android Tablets. 

The Module Framework on the following page provides an overview on the modules 

and the corresponding learning outcomes. 

  

                                                      
2 The manifesto can be accessed at:  

   https://eaea.org/wp-content/uploads/2019/04/eaea_manifesto_final_web_version_290319.pdf 
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The teaching material can also be accessed on the All4Inclusion-Academy on which all 

modules can be worked through as an online course, including the possibility to re-

ceive open badges. The Academy can be accessed at: www.academy.all4inclusion.eu. 

Further information about the academy, including a guide and an overview on the 

open badges can found at the projects website: www.all4inclusion.eu/io3 

The creation of the teaching material as well as the templates in this document was 

supported by the European Commission and is licensed under Creative Commons BY-

SA 4.0, which means that the documents can be downloaded and used for free as long 

as the original authorship is mentioned and a link to the license is provided. 
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2. Guidelines for Implementation 

Successful didactic strategies for seniors should take into account cognitive processes, 

physical characteristics as well as socioemotional characteristics of this target group. 

In the case of online learning settings, dealing with these characteristics and bringing 

the potential of seniors into effect is an additional challenge. Next to the learning goals 

of the particular course, the usage of the technical infrastructure is a learning chal-

lenge itself, both for teachers and learners. 

In this guideline adult education teachers can find useful tips for preparing and imple-

menting online courses for seniors. At first guidelines for teachers are presented that 

can support them in planning and implementing courses. Afterwards recommenda-

tions for learners are listed that can be forwarded to them by their adult learning 

teachers. The content of the guideline was drawn from two sources. 

On the one hand it summarizes the experiences of pilot testing phases, that were im-

plemented in each participating country. The testing phases covered the modules of 

the project and took place at VHS Hannover (Germany); Emphasys Center (Cyprus), A1 

Community Work (UK), Third Age University of Lumiar Lisbon (Portugal), Rio de Mouro 

Senior University (Portugal) and at Map of Passion Fundation in Zawoja, Kozłów and 

Witkowice (Poland). 

On the other hand the project conducted a survey among external adult education 

experts, who were interviewed about their perspective on learning and teaching strat-

egies in the setting this project covered. The participating experts included Inga Lück-

ing and Janine Gunzenheimer of VHS Hannover (Germany), Stelios Stylianou of Em-

phasys Center (Cyprus), Betty Aggeletaki of IDEC (Greece), Andreia Patrícia Neves Ve-

loso Guerreiro of Rutis (Portugal), Marisa da Conceição Dias Pereira of Rio de Mouro 

Parish Council – Senior University Criar Afectos oh the Rio (Portugal) and Wicher Re-

gina of Cultural Centre in Zawoja (Poland). 

As an addition to the guidelines presented in this toolkit the project created a Mapping 

Tool in which other adult learning organisations in the participating countries are 

listed. It provides information about profile of the organisations and the content of 

the training programme they offer in the field of adult education. By providing these 

information the tool supports adult learning teachers in building networks with other 

organisations that work in a similar field.  

The tool can be accessed here: www.all4inclusion.eu/mapping-tool 
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Guidelines and Tips for Teachers in Adult Education working with Seniors 

 

1. Preparation 

 Get to know your participants and see how you can create a parallel between 

the topics and their life experiences and needs.   

 Find out if the participants already know each other. This will make the im-

plementation of group activities a lot easier, since seniors are sometimes re-

served, when they should work with somebody that they haven’t met yet in 

real life 

 The close support some seniors need during the course can also be achieved 

trough a tandem in which each senior is directly supported by a volunteer, that 

is present in the same room as the participants or connected via phone. 

 Respect the rhythm of each participants: the reaction times (verbal and task 

execution) of each participants. 

 Support the material with large and strong letters  

 Seniors need small courses of manageable length (two hours, with a break in 

between). Breaks can also be used to offer simple activities in which the par-

ticipants are motivated to stand up, walk around or move their arms. 

 Don't overwhelm participants by showing them a wide variety of different 

sites to shop. Stick with one example at first and go through it together. Try 

to find out what learners are interested in (e.g., books) and find a site to buy 

that. 

 Remind participants to be careful online and keep an eye on their data. When 

preparing a course it is important to discuss aspects of data protection before 

the course starts 

 Make sure that each participant has whether the capability of launching a 

video call or that he/she has a person that can do it on his/her behalf at each 

lesson 

 Teaching via a videocall can be challenging, but it also might improve your 

teaching skills to teach the same subject in different settings 
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2. Implementation and Communication 

 Adapt the language, use an understandable language. Try to explain technical 

terms through a parallel with real life. E.g: “your email is like the mailbox of 

your house." 

 Speak slowly 

 Build their confidence with small rewards (small wins) 

 Practice patience! Give them time to understand and implement an activity 

 Repetition makes everything better! Because of their reduced short-term 

memory, some seniors need a lot of repetition, questions, to determine the 

level of retention, and hands-on practice. 

 Take things one step at a time. Don't rush things. 

 Give your participants time to play and get familiar with the applications. Let 

them play without inhibitions. 

 Explain the value of learning basic software and how useful it can be in daily 

life. 

 Be aware that older people may underestimate their computer skills.  

 Avoid jargon: try to translate/explain terms (functions in Word, Excel, Power-

Point) in simple, everyday language. 

 Remind learners to be careful online and watch their data (e.g., research 

online retailers to make sure they are reputable; make sure the site is secure 

("https" green padlock; know customer rights and return policies; use strong 

passwords for online accounts; etc.). 

 At each stage of the training, the teacher should check that each senior has 

mastered the task. If not, he/she helps the learner 

  



   

  

12 

 

Guidelines and Tips for Seniors as Participants  

 

 Learning to use digital technology can be a challenge. But keep in mind that 

the tools that are presented in adult learning courses are designed for all 

kinds of people, not for experts. If you keep practicing you will manage to use 

them in the same way as other people 

 Participating in a course via a videocall might be an unsatisfying experience 

compared to face-to-face context. Of course an online setting can never re-

place real social interaction. But it can be a support to meet everyday chal-

lenge and can also help to improve your social inclusion eg by planning ap-

pointments in real life. 

 Feel free to experiment! If you do something that doesn't seem quite right, no 

need to panic - you can always use the Undo function!  

 If you can't remember the function of a button, move the mouse pointer over 

it. A moment later, a box will appear explaining the button's function.  

 When copying or cutting data in Excel, an animated dotted line appears 

around the selected material so the user can easily see what they have on 

the clipboard. To remove this line - and the copied data from the clipboard - 

you can press the Esc key on your keyboard.  

 Google Docs and Google Sheets can be accessed through your Internet 

browser, such as Microsoft Edge or Google Chrome. In most cases, such 

online tools offer an AutoSave feature, which means you don't have to manu-

ally save your changes - they are saved for you every time you make a 

change.  

 Remember to click the "Save" button regularly as you work. This way you 

won't lose all your work if something happens (for example, if the computer 

crashes or the power goes out)  

 It is highly recommended not to open spam emails from senders you don't 

know, as there is a high chance that they contain computer viruses. 

 Check if the website uses secure encryption (HTTPS).  

 Read the page or text of the website and check if they contain typos, incor-

rect grammar and punctuation. 
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Annex: Templates 

On the following pages the annex provides helpful templates for the planning and im-

plementation of adult learning courses for seniors. 

If you would like to modify the templates for your own purpose, you can use the fol-

lowing links to Canva:  

Workshop Invitation:  

https://www.canva.com/design/DAE5RL4lwyw/XdjO7IpwvuHHIVq-hs0irw/edit  

 

Participants’ List:  

https://www.canva.com/design/DAEkuVOYZPg/8yQ5VeOq1EnCHv4sLwYbfg/edit  

 

Materials for Seniors:  

https://www.canva.com/design/DAEkts6bpzk/85aYljvKHNeBZGdSpY3TrQ/edit  

 

Module/Programme: 

https://www.canva.com/design/DAEkuH9cdZA/U7pmVdEtCAY6HCSNpa3arw/edit 
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Application form 
This application form can be used to create an online google form or can be modified and printed  

Short module description + date and venue of the workshop: 

………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………

………………………………………………………………………… 

Please, fulfil the form: 

Name  

………………………………………………………………………………………………………………………

………………… 

Surname 

………………………………………………………………………………………………………………………

………………… 

E-mail 

………………………………………………………………………………………………………………………

………………… 

Telephone number 

………………………………………………………………………………………………………………………

………………… 

Why do you want to take part in the workshop? 

………………………………………………………………………………………………………………………

…………………………………….…………………………………………………………………………………

………………………………………………………………………….……………………………………………

………………………………………………………………………………………………………………………

…………………………………………………………………………. 

How are you going to use the knowledge has gained during the workshops? 

………………………………………………………………………………………………………………………

…………………………………….…………………………………………………………………………………

………………………………………………………………………….……………………………………………

………………………………………………………………………………………………………………………

…………………………………………………………………………. 

How old are you? (optional) 

□ 60-69 years old 

□ 70-79 years old 
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□ more than 80 years old 

 

 

Consent for information purposes: 

Under the European Data Protection Regulation (GDPR), ……………………………………………. 

(Full organizer’s name) needs your explicit consent to use this data only for the application 

process. 

The personal data that we process for this purpose are Name, Surname, Telephone 

number, E-mail. 

You can revoke your consent at any time by contacting the email address: ……………….. 

 



Invitation
WORKSHOP FOR SENIORS

This document by All4Inclusion is licensed under CC BY-SA 4.0.
 

The European Commission support for the production of this publication does not constitute an endorsement of the contents which reflects 
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DOWNLOAD
MATERIALS

FOR SENIORS
 

Computer
hardware and
basic functions
Basic Software
Communication &
Collaboration
Online Payments &
Online
Entrepreneurship
Digital Citizenship  
Smartphones,
Android & Tablets

 

 

https://academy.all4inclusion.eu

The European Commission support for the production of this publication does not constitute an endorsement of
the contents which reflects the views only of the authors, and the Commission cannot be held responsible for any

use which may be made of the information contained.
 

This document by All4Inclusion is licensed under CC BY-SA 4.0.

https://academy.all4inclusion.eu/


WORKSHOP 
FOR SENIORS
MODULE

The European Commission support for the production of this
publication does not constitute an endorsement of the

contents which reflects the views only of the authors, and the
Commission cannot be held responsible for any use which may

be made of the information contained.
 

This document by All4Inclusion is licensed under CC BY-SA 4.0.



PROGRAMME

1 2 : 0 0  -  1 5 : 0 0

1 5 : 0 0  -  1 7 : 0 0

The European Commission support for the production of this publication does not constitute an endorsement of
the contents which reflects the views only of the authors, and the Commission cannot be held responsible for any
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This document by All4Inclusion is licensed 
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Evaluation form 

This application form can be used to create an online google form or can be modified and printed  

 

Workshop ……………………………………………………………………………………………… (name, date, place 

and time)   

Thank you for participating in our workshop! 

We would appreciate if you could take some time to complete our evaluation form. This will 

allow us to evaluate the effectiveness of the workshop and help to get better during the next 

trainings! 

Please answer the following questions: 

1. What is your overall assessment of the workshop? Scale from 1 to 5 (with the 

5 being the highest ranking) 

1  2  3  4  5 

2. What did you like the most about the workshop? 

……………………………………………………………………………………………………………

……………………………………………………………………………………………………………

……………………………………………………………………………………………………………

……………………………………………………………………………………………………………

………………………………………………………………………… 

3. What didn’t you like about the workshop? 

……………………………………………………………………………………………………………

……………………………………………………………………………………………………………

……………………………………………………………………………………………………………

……………………………………………………………………………………………………………

………………………………………………………………………… 
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4. Please mark the point that best shows how you think about the following: 

 Strongly 

disagree 
Disagree Neutral Agree 

Strongly 

agree 

The workshop was 

interesting 
□ □ □ □ □ 

The workshop had a lot of 

relevant information 
□ □ □ □ □ 

The activities were useful 

learning experiences 
□ □ □ □ □ 

The presenter had a wide 

topic knowledge 
□ □ □ □ □ 

The presenter was able to 

explain things clearly 
□ □ □ □ □ 

The presenter connected 

with participants and made 

people feel comfortable 

□ □ □ □ □ 

The workshop was well-

organized 
□ □ □ □ □ 

 

5. How could the workshop have been improved?  

……………………………………………………………………………………………………………

……………………………………………………………………………………………………………

……………………………………………………………………………………………………………

……………………………………………………………………………………………………………

………………………………………………………………………… 
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6. Is there anything else you would like to say about the workshop? (optional) 

……………………………………………………………………………………………………………

……………………………………………………………………………………………………………

……………………………………………………………………………………………………………

……………………………………………………………………………………………………………

………………………………………………………………………… 

 

Thank you for participating. We appreciate your feedback! 


