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RTOL is an emergency roadmap for a rapid transition to remote learning during forced 
school closures. In this short program we will walk you through a simple step-by-step 
guide to maintain your continuity of teaching and learning in a crisis. 
 
The RTOL program is based on the Flipped Learning 3.0 framework, a proven 
instructional model for remote learning that is used in over 50 countries. RTOL was 
developed using the best practices collected, peer-reviewed and defined, by 100 
educator-delegates from 49 countries. under the guidance of the Academy of Active 
Learning Arts and Sciences.  
 
This crash course is created with the help of 24 master teachers with deep experience 
in blended learning. It covers the 12 essential sectors that need to be considered in an 
emergency transition to online learning: 
 

• A pedagogy for remote teaching 
• Communications  
• Planning  
• Individual assignments 
• Online group sessions  
• Adapting Assessment 
• K-12 specific challenges 
• Online learning spaces  
• IT Infrastructure  
• Student feedback  
• Evidence based strategies 
• Just in time professional development  

 
Each section is tagged using the Global Elements of Effective Flipped Learning for 
further reference. 
 
RTOL is a 12-step global roadmap developed for schools, districts, schools and 
educators who need a proven guide and support system to rapidly transition to 
remote learning immediately.  
 

  

 
Introduction 
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Unit 1: ROTL 
 

Introduction 
 
What is your biggest need with regard to rapidly moving your classes online? 
 
 
Which of the four tools do you see as most useful to you at this time? 
 

• Rapid Transition checklist for Administrators  
• Rapid Transition checklist for IT Managers 
• A full transition plan and video tutorial for teachers 
• Access to a Rapid Response Support Team 

 
Consider the Framework below 
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Your 12 Step Roadmap 
A Quick-start Transition Plan 
 
The roadmap and the bullet points are listed below. Highlight and make comments on 
those bullets that you need to pay special attention to as you move forward.                                                
 
1. Confirm what technology is available to you and your 
students at school and at home  
 

● Check with your IT manager to confirm what resources and support  

are available to you and your students remotely.  

● Check with your students to confirm what technology they have available at 

home. 

● Check the resource list in this program to confirm what technology resources are 

available in the cloud. 

● Check with local teachers to identify additional options.  

● Choose tools that are best suited for you and your students. 

● Prepare options for those who can’t get online access - like preparing lessons 

that could be mailed to students or sent home in packets.  

● Some school districts have provided laptops, tablets and smartphones, as well as 

internet connectivity for some low-income students. (Check with your school 

administrator to see what’s possible.) 

2. Identify and test your online hub 
 

● Define the default platform or hub you’ll be using for remote online 

learning. 

● Ask all of your students to go to the site and confirm they can all access 

it. 

● Set up a time to familiarize yourself and your students with the basics you each 

need to know to use the platform. 

● For simplicity and speed, consider using a set of Google hyperdocs. 
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3. Explain to students how to operate in the online environment 

 
● Prepare a short and simple briefing to identify a central hub for your 

remote class.  
● Brief students on how to use your teaching materials, videos and slides remotely. 
● Include instructions on how to interact with pre-class media, including taking 

notes and preparing questions for virtual group sessions.   
● Use graphic organizers. 
 

4. Establish clear expectations for students’ 
responsibilities during the remote learning period   
 
 

● Tell students what to expect and what you expect. 
● Set timetables for remote assignments with appropriate deadlines. 
● Let your students know that they are accountable for all remote 

assignments and hold them accountable. 
● Have a plan for students who complete the prework but still haven’t 

grasped the concepts. 

5.  Maintain your essential relationship with students  
 

• As you know, relationships are the central pillar of effective teaching, and 
this applies in remote learning as well. 

• It will take additional effort, skill and resourcefulness to maintain good 
relationships with all of your students remotely. But it can be done.  

• Communicate more frequently and use multiple channels. Text, email, 
forums, video and chats with Zoom or Google hangouts. And there is always the 
good old fashion phone call.  

• Keep your communications clear and simple to limit misunderstandings. 
• Publish your class times for group work and office hours for personal support. 
• Create an online forum or similar place for students to leave messages and 

comments for you and each other when the full class is not online at the same 
time. See the resource list for options like Flipgrid, Padlet, Slack, Twist and 
Google tools that support online group communication.  

• Encourage students to stay connected and engaged with you and their 
classmates online.  

• Be active online to help students feel they are still “in your class” and you’re still 
guiding the learning. 

• Provide lots of opportunities for students to check in with you throughout the 
course of the remote teaching period. 

• Encourage students to stay connected and engaged with you and their 
classmates online.  
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• Be active online to help students feel that they are still “in your class” and your 
still guiding the learning. 

• Provide lots of opportunities for students to check in with you throughout the 
course of the remote teaching period. 
 

6. Make sure assignments students do alone are at the 
lower levels of Bloom’s Taxonomy 
 

● It’s important to ensure that students can easily grasp and understand 
the assignments you give them to study on their own. Flipped Learning is based 
on the idea that material you move from class lecture to video, slides or text 
reading at home should be in the lower levels of Bloom’s taxonomy. 

● In other words, introduce the basic concept for the students to review alone. Use 
the online group from time to time to work with students on applying the concepts 
while you are available to give support. This is one of the essential best practices 
of effective Flipped Learning. 

● Another essential best practice is called chunking media. Instead of taking your 
entire in-class lecture and putting it on video, a podcast or a slide deck, break the 
content into smaller bite-sized assignments, aiming for between 5 and 15 
minutes per assignment.  

● Finally, label all resources as in class, pre-class and post-class. You’ll quickly 
see how much this will help you manage a remote teaching. 

 

7. Adapt your assessment process 
 

● Surveys of teachers leading flipped classrooms revealed that switching 
from traditional instruction creates a need to adapt your assessment 
process. Specifically, remote teaching requires alternative ways to 
measure learning and link that learning to institutional requirements. 

● Formative assessment can easily be done using a variety of online tools 
to confirm students are understanding the material. (Check the resource 
section for a list of options.) 

● Having spontaneous, short conversations with your students via chat, 
Facetime or Zoom is another way you can check for understanding. 

● Turning to the final exam, where allowed, the big test could be replaced 
by project-based assessments. 

● Students could be given the choice to create a video presentation, 
produce an infographic, deliver an oral presentation via online Zoom. This is a 
well- established best practice in Flipped Learning. (Check the resource center 
for more creative ideas and options.) 
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8. Use the opportunity to support personalized learning  
 

● The principles and best practices that make remote teaching possible also 
support more personalized learning.  

● Your students will have more freedom to learn in different ways and at 
different rates. 

● Use this opportunity to give your students choices of how they will learn the 
material.   

● You can create short videos, use audio, podcasts, PowerPoint slides, text and a 
variety of open-source material. 

● The key here is offering your students more options and more flexibility in how 
they use the online learning space. 

● Check the resource center for more creative ideas and options. 
 

9. Get student feedback 

 
One of the most effective ways you can confirm that your remote teaching plan 
is work is to ask your students. This is another well-established best practice in 
Flipped Learning. 
 

● Get feedback from your students on pre-class media.  
● Get feedback from your students on group-space activities. 
● Plan regular times to check-in with students to get feedback. 
● Add surveys to many assignments. 
● Create an anonymous feedback form for blind surveys 

 

10. Keep parents informed 
 

● Informed parents are your best allies.  
● Parents will want to know that the child’s education is on pace and that 

the student is not falling behind. 
● They will help you ensure that home assignments get done  
● Parents can help you maintain the structure many students will need to 

continue learning while school is closed 
● There are many new tools that will help you communicate with all of your 

parents easily and to give general personal updates and specific 
instructions and follow up on students when needed.  

● Check the resource center for ideas and options. 
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11. Connect, Collaborate, Share and get support 

 
● The good news is that you are not alone. There are teachers in the 

classroom next door, the school down the block, the country just across 
the board or the school on the other side of the globe who are going 
through the same thing you are.  

● Rapid Response team: The most valuable element of this program is the Global 
Rapid Response team. We’ve tapped an international network of educators in 49 
countries, who have experience with Flipped Learning and can help you with any 
of the elements in this roadmap. There are educators on the team who speak, 
English, German, Turkish, Chinese, Spanish, Italian, Portuguese, Farsi, Korean 
Arabic, and more. 

● Reach out to get the help and ongoing support you need to make a rapid 
transition to online learning. 

● Reach out to share with other educators the challenges you are having and the 
solutions and tools you’ve created or found.   

● To access global support and resources  go to FLglobal.org and click on the 
community tab 
 

12. Turn this lemon into lemonade 
 

● Finally, there are educators, administrators and IT managers around the 
world who will be devising all sorts of creative solutions to teaching. 
remotely over the next few days, weeks or months.   

● There are invaluable lessons to be learned in the process.  
● All you have to do is keep your eyes and ears open. 
● You’ve already taken the first step.  
● Let’s get started! 
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Adjusting Your Approach to Class Time 
 
How would you answer the question: What is the best use of YOUR face-to-face class 
time?  
 
 
Comment on the definition of Flipped Learning. 
 
“Flipped Learning is a framework that enables educators to reach every student. The 
Flipped Approach inverts the traditional classroom model by introducing course 
concepts before class, allowing educators to use in-class time to guide each student 
through active, practical, innovative applications of the course concepts.”  Academy of 
Active Learning Arts and Sciences, 2018  
 
 
 
Write out your understanding of: 
 
 
Individual Space 
 
 
 
 
 
 
Group Space 
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Using Bloom's Taxonomy as Your Guide  
 
 
 
How will you apply  Bloom’s Taxonomy as a diamond. 

 
To what extent do you use class time for higher-order tasks and thinking? 
 
 
 
 
 
 
 
 
 
Ponder the notion of using Bloom’s Taxonomy to frame what happens in your 
class. 
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The Simple ABC's of Teaching Remotely 
 
 
 
 
 
 
What is the difference between an online synchronous and a fully asynchronous 
online class?  
 
 
 
 
 
 
 
 
 
 
 
For any synchronous time in an online class, what should you do with the virtual 
group space? 
 
 
 
 
 
 
 
 
 
 
 
What are some tips to flip a fully asynchronous online class?  
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Unit 2: Planning 
 

Planning for Remote Teaching 
 
 
To what degree do you have any experience with backwards design? 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Which part of the planning are you most concerned about when it comes to 
flipping your class? 
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Designing a Flipped Lesson: Before, During, After 
Complete the table below for one lesson. 
 
 

Before During  After 

Pre-Work 
 
 
 
 

Active Learning Strategy  
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Flipped Class Lesson Plan Template 
 

Big Idea of the 
“Unit” 

 

Objective/Aim 
of Lesson 

 

Guiding 
Questions 

 

 
Individual Space (Before) 
 
Video or Text Pre-
Work 

 

Graphic Organizer  
 
Group Space (During) 
 
Starter/Bridging  
Activity 

 

2nd Activity  

3rd Activity  
 
Projects or other long-term assignments (After) 
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Unit 3: Best Practices in the 
Individual Space 
 
Creating Student Assignments 
 
 

 
 
 
Which of the elements do you think you will need to learn the most? 
 
 
 
 
 
 
 
 
 
 
What is the key to the individual space? 
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What if they Don’t Complete the Pre-Work? 
 
How will you get your students to do the  pre-work? 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
List some of the strategies that will ensure more students complete the pre-work. 
 
 
 
 
 
 
 
 
 
 
 
 
 
Which of the strategies you listed above will you implement?  How will you 
implement them? Map it out. 
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Ten Tips for Effective Instructional Videos 
 
List the 10 Tips for effective videos and comment on them. 
 
Tip Comment 
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Who Should Create Pre-Class Work? 
 
 
 
 
 
 
What kind of teaching materials will you need, video, text, slides? 
 
 
 
 
 
 
 
 
 
How doable (in terms of time) is it for you to create the pre-class work? 
 
 
 
 
 
 
 
 
 
 
 
 
If you are going to curate the pre-class work, have you identified some good 
sources?  In not, do some internet research now to find this stuff.   
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Unit 4: Technology 
The Tech tools You'll Use to 
Teach Remotely 

In which of the above categories of technology will you require help? 
 
 
 
 
 
 
 
 
 
 
 
Where can you go to get assistance ?  
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Technology Workflows 
 
Make a list of all the technology tools you have at your disposal in the 
table below. 
 
 
Video Creation Tools 
 
 
 
 

Video Hosting Tools 
 
 
 
 

LMS 
 
 
 
 

Interaction Tools 
 
 
 

Hardware (computer/tablet/microphones/lightboards) 
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Creating Instructional Videos with Your 
Smartphone 

 
If you plan to use this method for video creation, outline the steps you will use. Do you 
need to get a tripod or a smart phone holder? How will you upload the video to the 
internet? To what site?   
 
 
 
 
 
 
 

Creating Instructional videos with Screencasting 

 
 
If you plan to use this method for video creation, outline the steps you will use. What 
screencasting program will you use? Will you turn on the webcam? Make a test video.  
How will you upload the video to the internet? To what site?  Here is a partial list of 
programs to try: 
 
 

● Screencast O Matic 
● Screencastify 
● Screenr 
● Camtasia 
● Jing 
● Screenflow 
● Quicktime 
● Interactive White Board Software 
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Flipped Video Rubric 

Technical Quality (44 points) 
 

 Excellent Good Pass Needs to improve 

Audio 

10  
The audio quality is 
excellent throughout 
the entire video. 

The audio quality is 
good in the majority of 
the video. 

The audio quality is fair 
in the majority of the 
video. 

The audio quality is 
poor in the majority of 
the video. 

Images 

10 
The image quality is 
excellent throughout 
the entire video. 

The image quality is 
good in the majority of 
the video. 

The image quality is 
fair in the majority of 
the video. 

 

The image quality is 
poor in the majority of 
the video. 

Animations 

4 
The animations and 
video quality are 
excellent throughout 
the entire video. 

The animation and 
video quality are good 
in the majority of the 
video. 

The animations and 
video quality are fair in 
the majority of the 
video. 

The animations and 
video quality are poor 
in the majority of the 
video. 

Vocal clarity and 
variation 

8 
The voice is clear. 
Vocal variation is used 
to help students stay 
focused. 

The voice is clear. 
Some vocal variation is 
used. 

The voice is clear. No 
vocal variation is used. 

The voice is not clear 
and no vocal variation 
is used. 

Opening and closing 
sequences 

4 
There are attractive 
opening and closing 
sequences that help 
contextualize and focus 
the topic. 

There are opening and 
closing sequences that 
help contextualize and 
focus the topic. 

There is either an 
opening or a closing 
sequence that focuses 
the topic. 

There is no opening  or 
closing sequence to 
focus the topic. 

Types of video clips 

4 
Multiple types of video 
clips are used to 
improve the overall 
video quality. 

Two types of video 
clips are used to 
improve the overall 
video quality. 

Two types of video 
clips are used, but they 
don’t improve the 
overall video quality. 

Only one type of video 
clip is used. 

Reference to 
resources and 
authorship 

4 

There is a clear 
reference to the origin 
and authorship of 
audiovisuals, and the 
correct type of 
attribution is used. 

There is a reference to 
the origin and 
authorship of 
audiovisuals, but the 
correct type of 
attribution is not used. 

There is a reference to 
the origin and 
authorship of 
audiovisuals, but no 
attribution. 

There is no reference 
to the origin or 
authorship of 
audiovisuals, and no 
attribution. 

 
 
 
 
Pedagogical Quality (56 points) 

 Excellent Good Pass Needs to improve 

Learning goals 

8 
The learning goals are 
clearly and correctly 
presented in the video. 

The learning goals are 
presented in the video. 

The learning goals are 
vaguely presented in 
the video. 

No learning goals are 
presented in the video. 

Connection with the The connection The connection The connection The connection 
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group space 

6 
between the video 
content and the 
activities planned for 
the group space is 
clearly and precisely 
explained. 

between the video 
content and the 
activities planned for 
the group space is 
explained. 

between the video 
content and the 
activities planned for 
the group space is 
vaguely explained. 

between the video 
content and the 
activities planned for 
the group space is not 
explained. 

Sequence, 
combination, and 
appearance/disappea
rance of objects 

12 

The sequence, 
combination, and 
appearance or 
disappearance of 
objects (pictures, 
audio) is very helpful in 
improving the 
assimilation of the 
learning content. 

The sequence, 
combination, and 
appearance or 
disappearance of 
objects (pictures, 
audio) is somewhat 
helpful in improving the 
assimilation of the 
learning content. 

There is not a clear 
sequence, 
combination, 
appearance or 
disappearance of 
objects to help improve 
the assimilation of the 
learning content. 

There is no sequence, 
combination, 
appearance or 
disappearance of 
objects to help improve 
the assimilation of the 
learning content. 

Use of text 

6 
There is an excellent 
use of text (e.g. titles, 
subtitles, annotations, 
or call-outs) in the 
video which improves 
student understanding. 

There is a good use of 
text (e.g. titles, 
subtitles, annotations, 
or call-outs) in the 
video which improves 
student understanding. 

There is a fair use of 
text (e.g. titles, 
subtitles, annotations, 
or call-outs) in the 
video which improves 
student understanding. 

There is no use of text 
(e.g. titles, subtitles, 
annotations, or call-
outs) in the video which 
improves student 
understanding. 

Connection with 
content and formative 
feedback 

12 

The video contains an 
excellent blend of 
elements (e.g. 
questions or links) that 
connect with the 
learning content. It also 
provides automatic and 
formative feedback for 
the group space. 

The video contains 
some elements that 
connect with the 
learning content. It also 
provides formative 
feedback for the group 
space. 

The video contains few 
elements that connect 
with the learning 
content. There is no 
feedback for the group 
space. 

The video does not 
contain any elements 
that connect with the 
learning content. 

Video length 

6 
The video length is 
perfect for the age of 
the students. 

The video length is 
appropriate for the age 
of the students. 

The video length is 
somewhat suitable for 
the age of the students. 

The video length is not 
suitable for the age of 
the students. 

Video structure 
6 

The video has a 
clear structure 
which includes 
an introduction, 
body and ending. 

The video helps 
to develop the 
content, although 
there is no 
introduction. 

The video 
focuses only on 
content. There is 
no introduction or 
ending. 

The video does 
not have a clear 
structure. 
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Unit 5: Best Practices in the Group 
Space 
 

Facilitating Remote Classroom Activities 
 
Consider the list of online group-space activities you can do with your students 
 
Strategy Comment 
Group 
Discussions 

 

Group Projects  
 

Experiments  
 

Peer Feedback  
 

Mind 
Maps/Infographics 

 
 

Reading Socially  
 

Student Created 
Videos 

 

First-Person 
Narrative 

 

Role-Playing  
 

Webquests  
 

Student 
Presentations 

 

Interviewing  
 

Group Reports  
 

Practice  
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The 12th Step 
 
 
 
 
 
What positives do you see about your class meeting remotely for a time?  How 
will you turn lemons into lemonade? 
 
 
 
 
 
 
 
 
 
 
 
 
What are your next steps?  Be detailed.  What do you need to ask from your 
administrator/tech staff or others to make your class effective while teaching 
remotely? 
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Checklist for Administrators 
 
Admin support is of course essential. Here is a Checklist of the 12 top priorities 
and action items for school administrators. 
 

o Provide the plan and define expectations.  

o Provide emergency training and resources to your staff/ 

o Coordinate with tech support. 

o Define the default platform for online learning - offer alternatives (see resource 

list). 

o Announce the plan, projected duration, and define the system for two-way 

communication during the school closure. 

o Communicate the plan to parents and students as early as possible. 

o Encourage teachers to adapt the plan for different age, groups courses, local 

conditions. 

o Point to additional teaching resources and support services. 

o Be flexible and ready to adapt the plan as needed in real-time. 

o Be available, communicate often, and through multiple channels (text, forums, 

Twitter, etc.) 

o Connect and share resources with other administrators.  

o Expect surprises. Stay calm, carry on. 
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Checklist for IT Managers 
 
When all learning goes remote your role is more important than ever. The opportunity 
for frustration and stress increases. Here is a Checklist of the three top priorities and 
action items for IT managers 
 

o Connect with your school administrator to confirm the plan and priorities. 

o Identify and brief your RT team.  

o Confirm which school services are remotely accessible and relay options to all 

staff. 

o Check for cloud services that can be immediately used to fill any gaps - 

(recommendations). 

o Prepare for increased demand for tech support requests. 

o Set up a priority system for handling request - convey the system to staff. 

o Provide a self-service option - a simple Wiiki page or forum or hashtag.  

o Be prepared to adapt -- which IT policies are immutable, and which should be 

flexed. 

o Stay calm, be supportive, be flexible. Be a voice and source of stability and do 

your best to serve the increased number of people who are now dependent on 

you. 

o Find additional resources.   

 
 
 
For further information, support,  or if you would like to participate in the Global 
Rapid Response Team contact the Global Project Director, Errol St. Clair Smith  at 
admin@aalasinternational.org 
 
 

 
 


