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1. General provisions 

1.1. Full time e-studies (hereinafter-e-studies) is a form of study at Alberta College (hereinafter- 

AC), which is implemented by the procedure of study organization and support system 

described in this Regulation.  

 

1.2. E-studies is offered in the directions and programmes approved by the Council of AC and are 

governed by this Regulation, the description of the programme curriculum and its 

implementation, course descriptions, Regulation on the Order of Studies and Examinations, 

and other binding normative documents. 

1.3. The following principles of e-studies organisation are identified implementing a student-centred 

study process, in line with the defined image of an AC graduate: 

1.3.1. Study availability and student involvement: 

o anywhere, anytime where there is internet access; 

o e-environment and AC environment for students of all study forms; 

o live contact with the lecturer and group members; 

o discussions, seminars, presentations; 

o group assignments; 

o communication in forums and outside AC e-environment. 

1.3.2. Quality and support (for students and staff): 

o orientation towards learning outcomes; 

o uniformity of the e-environment; 

o precisely defined requirements, balanced workload; 

o e-environment instructions; 

Academic support

E-environment-Moodle-e-
courses (study materials, tasks, 

etc.) and tests

E-Environment-Big Blue Button 
video lectures online and tests

Tutorials (onsite, Big Blue 
Button, phone, email, Moodle 

forums)

Visiting lecturers, conferences, 
motivation training

(onsite, Big Blue Button)

Organisational support

Planning lectures, tutorials and 
tests

Information support 
(announcements and current 

events)

Methodological workshops for 
the teaching staff and the 
development of e-course 

Monitoring and control of the 
learning process

Technical support

User manual 

Advice and training on the use 
of systems

System maintenance
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o telephone number and e-mail for technical questions; 

o meetings and consulting in the e-environment and onsite. 

1.3.3. accumulation of experience and exchange of information: 

o among staff—methodological conferences, methodical workshops, manuals; 

o with business partners: 

 back to the level of bachelor’s studies at the EKA University of Applied Studies, to 

ensure an opportunity for students to continue studies;  

 foreign partners (bidirectional); 

 experience exchange visits and mobility trips to partners; 

o Among undergraduate students 

 Moodle forums; 

 group assignments, seminars, discussions; 

 promotion of informal communication;  

 conferences, training and creative workshops. 

1.3.4. Continuous development, implementation of innovations, improvement: 

o regular audits; 

o assessment of the situation and dynamics; 

o development – technical, form, and content; 

o simplification and safety of student identification. 

1.4. The following technology solutions are used in the organisation of E- studies: Moodle, Big 

Blue Button, web- integrated solutions. 

1.4.1. Moodle is an e-studies platform created for the placement of study materials, 

submission and testing of independent assignments, feedback, written tests and written 

communication.  

1.4.2. The Big Blue Button is a videoconferencing system designed for running lectures, 

exercises, seminars, etc., online and oral tests.  

1.4.3. On the website instructions, there are contacts, lecture and consultation schedule, 

manuals and exam ratings, a tool for filing inquiries, asking organizational questions, 

etc. 

2. Organization of e-studies 

2.1. The section of AC website “E-students” provides tutorials for working with Moodle and Big 

Blue Button as well as technical requirements for the work in the e-environment (computer 
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and operating system requirements), of which students are informed when they start their 

studies. 

2.2. At the beginning of the year of study, a meeting with newly enrolled students on the 

organisation of the study process is organised. The meeting takes place in the e-environment 

using the Big Blue Button. The meeting is recorded, the current video is available on the 

website for one year. 

2.3. The plan of the study programme shall determine the volume and number of credits to be 

acquired during the year in question, as well as the sequence of study courses in semesters. 

The course descriptions determine the amount of independent study, tests, and the number of 

independent assignments and course themes; it also contains e-study calendar, number of 

independent tasks, description and the amount of the independent reading. 

2.4. The lecturer prepares an e-course according to the description of the course and the general 

requirements of AC for the development and structure of the e-course (see Section 4 and 

Annex 2 of this Regulation). 

2.5. At the beginning of each study course, the lecturer presents students with the requirements for 

learning the course and the deadlines for the completion of independent assignments. 

2.6. Within one to two weeks after the deadline for submitting the independent assignment, the 

lecturer examines the submitted assignments by posting the grade with the added comments 

on the Moodle system. Comments must be provided on all independent assignments, which 

have a score of less than 9 (excellent) points. 

2.7. If the independent assignments and other tasks performed for the course of study have been 

submitted after the specified deadline, the lecturer will be entitled to act in one of the 

following ways (respecting consistency for all students) and informing the students at the 

beginning of the course of study and including it in the course description: 

o Assignments are not accepted after the deadline, the student is assigned additional tasks 

during the exam, etc. All students are admitted to the exam; 

o If assignments are submitted after the deadline they are accepted, checked and the grade 

is reduced.  Only students who have completed and received a successful assessment of 

their independent assignments are admitted to the exam. 

2.8. As a part of each study course, the teaching staff prepares and delivers video lectures online 

using the Big Blue Button and creating a video lecture room. Links to video lecture rooms are 

available to students in their lecture schedule, and in the section “E-students” on the website.  

2.9. The Regulation on the Order of Studies and Examinations determines the duration of the 

lecture and the number of lectures according to the amount of credits for the course. 



1 

2.10. In order to make the video lecture available to e-study students after online lectures, each 

video lecture is recorded. The lecture video is available on average in eight hours after the 

online lecture and is available by the end of the semester. Lecture videos may be stored for an 

extended period of time as needed. 

2.11. Lecture videos from the system are erased centrally or individually by the decision of the 

director AC.  

2.12. If the lecturer did not deliver or record an online video lecture due to personal reasons or 

technical problems, then the lecture must be delivered repeatedly and recorded no later than in 

two weeks from the date when the lecture was planned in the lecture schedule. No additional 

remuneration is calculated for these lectures, except in the case of technical problems due to 

the AC fault. 

2.13. At the conclusion of each study semester, an examination period takes place (January and the 

end of May/June), during which students are undergoing tests in the e-environment using the 

possibilities of the Moodle and Big Blue Button according to the course requirements. The 

defence of Research papers is organized in person or online using the Big Blue Button. The 

State Final Examination is taken onsite.  

2.14. No later than one week after the date of the examination, the lecturer shall post the 

assessments in the minutes and submits them in person or by electronic means to the 

Department of Studies. 

2.15. Consultations are organised as necessary and can be provided in different ways: 

o Moodle forums; 

o by e-mail (the reply must be given within 1-3 working days from the date of e-mail 

reception); 

o onsite at AC (individually or in a group with students) (informing about the date the 

coordinator of the AC programme); 

o in video lecture system Big Blue Button (informing about the date the coordinator of the 

AC programme). 

2.16. During the last two semesters, students are required to complete a study internship and a 

qualification internship, which are conducted and governed by the Regulation on the Order of 

Studies and Examination, as well as the Regulation on Independent Assignments. 

2.17. In exceptional cases, with the consent of the director of the study programme and the members 

of the defence commission, the defence of internship reports and the Qualification paper can 

take place in the e-environment. In such cases, the director of the study programme shall be 

responsible for requesting technical support and student identification. 
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3. Main phases and participants of e-studies 

3.1. Participants in e-studies process are the director of AC, students, teaching staff, heads of study 

directions, directors of study programmes, the Department of Studies, e-coordinator, IT 

administrator. 

3.2. The main phases of e-studies process are as follows: 

 

3.3. The main duties of e-studies participants are presented in the following table in line with the 

steps of e-studies: 

 Preparation Study process Control 

Director of AC  

 To control the access of 

students and the teaching staff 

to the e-environment tools 

 To control the organization of 

studies 

 To control the development of 

e-courses  

 To control the provisioning of 

the e-environment system 

 To control and secure the 

Library resources 

 To control the appropriateness 

of AC hardware for e-studies 

 To hold a meeting with students 

 To provide methodological 

support to the teaching staff  

 To organise the survey of students 

and the staff 

 Summary of the activities 

of the e-studies process 

 E-Course audit summary  

 Completed study and staff 

survey 

Students  

 To get acquainted with 

technical requirements for the 

e-environment 

 To fulfil course acquisition 

requirements 

 To pass examinations in due time 

 To participate in extracurricular 

activities 

 Participation in the student 

survey 

 Received grade in study 

courses 

Teaching staff 

 To get acquainted with 

technical requirements for the 

e-environment 

 To deliver lectures and provide 

advice 

 To communicate with students 

 Examination report is 

submitted to the 

Department of Studies 

Preparation

•Moodle: users, tutorials, materials, e-courses

•Big Blue Button: users, tutorials

•Staff: training

•Lecture schedule: lectures, tutorials, tests, etc.

•Development of sections in the e-learning  course descriptions 

•Literature sources and other course materials 

Study {J} 
process 

•Meeting in e-environment for new learners

•Lectures and tutorials

•Seminars, discussions, presentations

• Independent and group assignments

•Tests and examinations

•Methodological support for staff: seminars and consultations

•Student information support

•Extracurricular activities: guest lectures, training, workshops, etc.

•Research papers, internships, the Qualification paper

Control

•Compliance of e-courses with the technical and content requirements of AC. 

•Self-assessment: surveys of students and staff and its analysis, meetings of 
methodological commissions, analysis of the performance and the drop-out rates

•Further learning support: development and implementation
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 Preparation Study process Control 

 To participate in training 

seminars 

 To prepare an e-course in 

accordance with the 

requirements of AC.  

 To assess the students’ 

independent assignments and tests 

 To complete the Examination 

report and submit it to the 

Department of Studies 

 Participation in the staff 

survey 

 E-course developed 

according to AC 

requirements 

Heads of study 

directions and 

directors of 

study 

programmes 

 To inform new teaching staff 

about e-environment system, 

requirements and opportunities 

 To conduct the survey of the 

teaching staff about the 

required literature and library 

resources 

 To communicate with the staff and 

students 

 To control the appropriateness of 

student learning requirements to 

the study direction and the results 

of the study programme 

 E-course relevance for 

study and programme 

purposes 

 Completed student survey 

 Informed and trained 

teaching staff 

 Participation in the staff 

survey 

Department of 

Studies  

 To prepare the schedule of 

lectures, tutorials and 

examinations  

 To provide informative 

support to students and the 

teaching staff  

 To update the schedule of lectures, 

tutorials and examinations 

 To provide informative support to 

students and the teaching staff  

 To inform the staff involved in the 

solution of problem situations 

(excluding students)  

 Lectures, consultations, 

tests took place according 

to schedule  

 Participation in the staff 

survey 

 Informed students and the 

teaching staff  

E-Coordinator 

 To organise training for the 

teaching staff (see the program 

in Annex 1) 

 To prepare and update 

manuals and technical 

requirements for work in the e-

environment 

 To prepare the list of video 

lecture rooms 

 To ensure the placement of 

tutorials, link to the list of 

video lecture rooms on AC 

website, Moodle and ensure 

their accessibility to students 

and the teaching staff  

 To provide advice to learners and 

students for the work in the e-

environment 

 To conduct an e-course audit 

informing the users of necessary 

improvements 

 To summarize e-environment-

related problem situations and 

inform the involved staff 

(excluding students) 

 E-course audit results 

summarised 

 Trained teaching staff 

 Tutorials and technical 

requirements are available 

 Participation in the staff 

survey 

IT 

Administrator 

 To ensure the technical 

compliance of the e-

environment with AC 

requirements 

 To create the list of links to 

video lecture rooms 

 To ensure the appropriateness 

of AC hardware to e-studies 

 To maintain the e-environment 

system 

 To provide technical support to 

the coordinator of e-studies 

 To inform the director of AC, the 

coordinator of e-studies about 

updates of the system or other 

topical issues related to the e-

environment 

 Implemented measures for 

the development of ICT 

 E-Environment tools work 

according to the 

requirements of AC 

 Participation in the staff 

survey 

4. Content and form of an e-studies course 
 

4.1. Course for e-studies are prepared by each lecturer independently and in compliance with the 

requirements of AC.  If one course is delivered by several lecturers, they agree on the order of 

the development of the e-course and the placement of information, considering the 

requirements of AC (Annex 2). 

4.2. In the E-course, mandatory requirements are information about the lecturer (name, surname, e-

mail), description of the course, information about the possibilities for consultation, 

requirements for course acquisition (separately highlighting requirements for e-students), 

study material (lecture summaries, presentations, videos, links to Internet resources or other 
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materials), a detailed description of home and independent assignments (deadlines are 

mandatory) and links to video lecture rooms (see Annex 2). 

4.3. The e-course forum is used for active communication between lecturers and students 

(questions and answers, announcements, reminders, etc.). 
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Annexes 

Annex 1 

Training programme for the work in Moodle and videoconferencing system Big Blue Button 

 

  

Seminar 1  

Moodle with no pre-knowledge 

 

 

Training content: 

1. Getting started 

 Moodle location 

 Access data for Moodle 

 General view 

 Change language. 

2. General overview of Moodle 

functions. 

3. E-Course template-compliance 

with AC requirements. 

4. Inserting the information in 

Moodle 

 Topics 

 Titles  

 Attach a file  

 Add a link 

 Add a folder. 

Seminar 2 

Moodle with pre-knowledge 

 

 

Training content: 

1. Student groups and their menu for 

adding materials/tasks to Moodle. 

2. Create and use groups in Moodle 

(combining several groups of 

students in one group).  

3. Creating submission options for 

independent assignments in Moodle. 

4. Assessment of independent 

assignments in Moodle. 

5. Create and use a survey. 

6. Using forums. 

Seminar 3 
Using the Big Blue Button for 

videoconferencing 

 

Training content: 

1. Add video lecture access link to 

Moodle. 

2. Getting started BBB 

 Sound 

 Camera 

 Load a presentation 

 Turn on recording 

 Using chat. 

3. Sharing the screen 

4. Options for the use of student 

camera and microphone. 

5. Granting students the right to 

present their work. 
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Annex 2 

   E-course template 

 

Each lecturer must work in Moodle, offering an active e-course for all student groups, which includes the criteria 

defined for the E-course development levels:   

1. Elementary level – level of minimum requirements 

 The lecturer's name, surname, e-mail; 

 Reference to the groups of students to whom the lecturer runs the course (if the course is run by several 

lecturers); 

 Description of a study course; 

 Information on consultation with a lecturer. 

2. Intermediate level – level of minimum requirements 

 Information material for learning course (presentations, summaries, video, links to Internet resources or other 

materials); 

 Requirements for the course acquisition (the thematic plan can be inserted, general questions for examination, 

etc.) 

 Detailed description of independent work and homework; 

 Video lectures and recordings if links from BBB are copied from the study course (here you can insert a link to 

the video lecture room). 

3. Advanced level-level of recommended requirements (level of additional remuneration)  

 Other interactive activities and methods (surveys, selection of topics, tests, etc.); 

 Possibilities and assessment and submission of independent assignments and homework; 

 List of literature and information sources; 

 Active forum (communication with students, announcements, reminders, etc.). 

 

E-course template contains the following information: 

1. E-course template if the course is run by one lecturer; 

2. E-course template if the course is run by several lecturers; 

3. Video lecture room (BBB) template. 

 

Consultations for the development of a Moodle course are available registering with the e-environment coordinator via 

e-mail moodle@alberta-koledza.lv. 

 

 

 

 

For reference: in accordance with the Regulation on the Pay of the Staff and the data of personnel assessment and 

motivation system the staff receives a bonus for the development of courses for the respective e-course development 

level.  
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E-course template if a course is run by a one lecturer  

 

 

 

 

 

Specify:  
a. Lecturer’s name, surname, e-mail (Edit-> Edit 

section or Add an activity or resource-> Label) 
b. Information about consultation possibilities with 

the lecturer (Edit-> Edit section or Add an activity 
or resource-> Label) 

Insert: 
a. Description of the study course approved by the 

programme director (Add an activity or resource-
> File) 

Create: 
a. Active discussion/news forum for communication 

with students, announcements, reminders, etc. 
(Add an activity or resource-> Forum) 

Specify:  
a. Course learning requirements (Edit-> Edit topic or 

Add an activity or resource-> Label) 
Insert: 

a. Guide questions for the examination (Add an 
activity or resource-> File) 

b. Thematic plan, if there is any (Add an activity or 
resource-> Label) 

c. Other interactive activities and methods (surveys, 
options, tests, etc.) 
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Insert: 
a. Presentation (Add an activity or resource-> File) 
b. Summaries (Add an activity or resource-> File) 
c. Links to video and Internet resources (Add an 

activity or resource-> URL) 
d. List of literature and information sources (Add an 

activity or resource-> File/Label) 
e. Other materials 
f. Other interactive activities and methods 

(surveys, options, tests, etc.) 
g.  

Insert: 
a. Detailed description of independent work and 

homework (Add an activity or resource-> 
File/Label) 

b. Submission and assessment of independent work 
and homework (ADD an activity or resource-> 
Assignment) 

c. Other interactive activities and methods (surveys, 
options, tests, etc.) 

Insert: 
a. Link to the video lecture room (Add an activity or 

resource-> URL) 
b. Links to lecture videos (if you hide a video lecture 

in the course)   
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E-course template if the course is run by several lecturers 

 

 

Specify:  
a. Lecturer’s name, surname, e-mail (Edit-> Edit section or 

Add an activity or resource-> Label) 
b. Information about the possibilities of consultations with 

the lecturer (Edit-> Edit section or Add an activity or 
resource-> Label) 

Insert: 
a. Description of the study course approved by the 

programme director (Add an activity or resource-> File) 
Create: 

a. Active discussion/news forum for communication with 
students, announcements, reminders, etc. by specifying 
the name and the surname of the lecturer in brackets 
(Add an activity or resource-> Forum) 

Specify:  
a. Requirements for the acquisition of the course of each 

lecturer must be separated by a new title (Add an activity 
or resource-> Label) 

Insert: 
b. Guide questions for the examination (Add an activity or 

resource-> File) 
c. Thematic plan, if there is any (Add an activity or resource-

> Label) 
d. Other interactive activities and methods (surveys, 

options, tests, etc.) 
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Specify:  
a. Informative materials of each lecturer must be 

separated by adding a title (Add an activity or 
resource -> Label) 

 
Insert: 

b. Presentation (Add an activity or resource-> File) 
c. Summaries (Add an activity or resource-> File) 
d. Links to video and Internet resources (Add an 

activity or resource-> URL) 
e. List of literature and information sources (Add an 

activity or resource-> File/Label) 
f. Other materials 
g. Other interactive activities and methods (surveys, 

options, tests, etc.) 
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Specify:  
a. Independent assignments and homework of 

each lecturer must be separated by adding a title 
(Add an activity or resource -> Label) 

 
Insert: 

d. Detailed description of independent work and 
homework (Add an activity or resource-> 
File/Label) 

e. Submission and assessment of independent work 
and homework (Add an activity or resource-> 
Assignment) 

f. Other interactive activities and methods (surveys, 
options, tests, etc.) 

 
Insert: 

a. Links to lecture rooms for each lecturer 
separately (Add an activity or resource-> URL) 

b. Links to lecture videos (if you hide a video lecture 
in a course)   
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Template for a video lecture room in Big Blue Button 

 

 

 

 
Specify: 

a. Lecturer’s name, surname, e-mail (Edit-> Edit 
section or Add an activity or resource-> Label) 

b. Title of the study course (each course must be in 
a separate section) 

c. Link to the video lecture room (BBB), as shown in 
the following example (Lesson No., title of study 
course or abbreviation, date)   


