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ITC and IH Training course design manual 
 

Introduction 
This manual outlines the key elements for the successful development of an EAIE 

training course. We hope that with this document we can: 

 Clarify the roles and responsibilities of all key partners crucial to the design 

process;  

 Specify the various steps in the process; 

 Outline the various resources that are available and the templates that need to 

be completed. 

More information regarding EAIE’s training course policy and programme management 

procedures as well as a manual for course delivery are available in separate 

documents on our Trainer Resource page.  

  

http://www.eaie.org/eaie/trainer-resources
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Chapter 1  
Key elements of an EAIE training course  
 
EAIE training courses are peer-to-peer learning and training experiences designed for 

an intercultural classroom. Course topics are approached from different perspectives 

and angles and delivered in an interactive way. An EAIE training course aims at 

providing participants with relevant knowledge and skills on a topic related to the 

internationalisation of higher education as well as tools and resources for 

implementation.  

 

The training course should be a learning experience that is participant centred and 

includes: 

 The application of adult learning principles and theory to the training design. The 

most important aspects are: 

 Exploring and/or anticipating the prior experiences of participants 

and identifying their learning needs; 

 Recognising the experience, background and expertise of 

participants, and engaging participants to share and to reflect on 

their experience and expertise in order to enhance learning during 

the training; 

 Including a logical sequence of modules, which functions as a road 

map towards the specific learning outcomes and which support 

transfer of knowledge and skills to participants, and is solidified with 

exercises, practice and tools. 

 

 Mindfulness of the different learning styles incorporating delivery methods and 

tools in the training design which cover all learning styles and the ability to use a 

wide variety of training methods and materials which account for intercultural 

interactions and an open, collaborative environment which encourages sharing 

among participants. 

 

 Creation of a comfortable, collaborative learning environment where participants 

feel welcome and encouraged to contribute to the course. 
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Chapter 2  
Key partners  
 
Good cooperation and communication between all partners in the course design 
process is key to its success. Below you will find a brief summary of roles and 
responsibilities related to various stakeholders.  
 

Trainer team 

In general, a team of two trainers will jointly design the course and develop the relevant 

supporting materials. The trainers are free to decide how they will work together during 

the course design phase. Moreover, they can decide to share communication between 

the trainer team and other partners or appoint one main contact.  

 

The trainer team designing the course will also be the first one asked to deliver the 

course. In the event that the original trainers are not available, the developed course 

curriculum and supporting materials will be made available to another trainer (team) 

that will then deliver the course. 

 

Once a course is scheduled for delivery as part of an EAIE Academy in the City or as 

an In-house training course, the trainer team will be provided with a separate manual 

on course delivery.  

 

Professional Development Committee (PDC) 

The Professional Development Committee (PDC) has the overall responsibility for the 

Association’s training provision and its quality assurance. For the course design 

process, this entails the following elements:  

 Approval of initial training course proposal followed by assignment for trainer 

team to develop a course; 

 Review and approval of the designed course curriculum (based on the input of 

the instructional design support) and supporting materials. 

 

Instructional design support (ID support)  

The EAIE will provide the trainer team with the option for instructional design support 

throughout the design process. More detailed information on how this support system is 

set up and the tools and templates that will be provided are included later in this 

document.  

 

EAIE Office 

The EAIE Office is the main contact point for all stakeholders and it coordinates all 

elements of the course design process.  
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Chapter 3  
Course design process  
 
Below you will find a short summary of the various steps in the course design process, 

the templates that need to be completed and the didactical support that is available. 

Each trainer will be provided with a trainer workbook outlining the various elements of 

the design process in more detail as well as provides useful tools to facilitate the design 

process. The workbook can also support the trainers in working with the course design 

templates that will need to be completed.    

 

Step 1: Formulating learning objectives  

The initial course proposal forms the start of the course design process. This 

assignment includes the following elements, which need to be agreed upon by the PDC 

and the trainer team: 

 Course topic; 

 Main learning objective (What is the main topic of the training); 

 Course length; 

 Maximum group size; 

 Anticipated learning needs of course participants/target audience.  

 

With the overall course objective in mind, the trainer team then defines the specific and 

concrete learning objectives for the course.  

 

Step 2: Creating the training framework 

With the learning objectives as the foundation of the programme and first ideas on 

possible training methods, the trainer team builds the preliminary course structure by 

completing the training framework template (template 1).  

 

Once the training framework template has been completed, it can be reviewed by the 

ID support and feedback will be provided to the trainers.  

 

Step 3: Creating the training guide 

Building on the training framework, the trainer team develops the course structure 

further and completes the training guide template (template 2). The training guide 

template provides a basic structure for planning your delivery. It contains the flow of 

your training at activity level. By creating an overview of the specific content and 

activities, you make sure that you know what to do at each given part of the training. 

Additionally, roles are clarified between you and your co-trainer(s). 

 

Based on the completed training guide template, the trainer team then develops the 

course content and prepares the supporting materials such as PPT, case studies, 

exercises, reading list etc.  
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Step 4: Delivering the course 

The course will be delivered by the trainer team during an EAIE Academy in the City 

and/or an EAIE In-house training course on demand.  

 

Step 5: Evaluating 

Based on the evaluation results of the course delivery, the training plan and materials 

should be revisited and, if needed, the trainer team makes amendments. 

 

Deliverables  

At the end of the course design process, the trainer team will have completed and 

submitted the following templates and materials: 

 Training framework; 

 Training guide; 

 Training materials.  

 

The trainer fee for course development will be paid upon completion and approval of 

the materials listed above.  
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Chapter 4  
Tools & Resources 
 
To support the trainer team throughout the various stages of the design process, a 

number of templates and resources have been developed and will be made available.  

 

Templates  

The EAIE has developed a number of course design templates that the trainer team 

works with and that need to be completed:  

 Training framework (template 1); 

 Training guide (template 2); 

 Templates for supporting material such as PPT etc. 

 

The use of these templates is mandatory and they will be available for download on the 

EAIE Trainer Resource Page.  

 

Workbook  

To support the trainer team throughout the course design phase a workbook has been 

developed by Lianne Kaufmann and Liselot Bomers. This interactive workbook aims at 

providing the trainers with the relevant knowledge and tools to complete the various 

steps in the course development and to be able to work with the above mentioned 

templates in the most effective way.   

 

Instructional design support 

In addition to the workbook, the trainer team will have the possibility to make use of 

didactical support provided by an Instructional Design coach.   

 

This support system can be made available for each trainer team and will be set up 

according to the needs of the trainers. Based on the outcomes of an intake, a number 

of check-in points (via phone/skype/Adobe connect/e-mail) for questions and guidance 

can be agreed upon. The schedule and amount of contact hours however need to be 

aligned with the overall programme planning and deadlines provided by the EAIE 

Office.  

 

The instructional design support is mandatory for all courses that are added to EAIE’s 

Academy and In-house course portfolio as of 2017.  

  

http://www.eaie.org/eaie/trainer-resources
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Chapter 5 
Quality assurance and evaluation 
 
To ensure the development of high quality training activities, a number of quality 

assurance mechanisms have been put in place, in addition to the workbook, templates 

and instructional design support. These mechanisms are:  

 

Review and assessment  

As outlined in the course design process, the completed templates will be reviewed by 

the ID support and feedback provided to the trainers.   

 

Evaluation (after course delivery)  

Based on the feedback received from participants, trainer and evaluator after the 

course delivery, certain amendments to the training plan and supporting materials can 

be implemented. The instructional design support can be made available for this.  
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Chapter 6 
Overview of important deadlines 
 
Example: EAIE Academy 
 

Date Action  

3–6 months before Academy Trainers work on the workbook, training framework and 
training guide  

5 months before Academy Training agreement for delivery will be sent 

3 months before Academy First draft of the training framework is ready for review 

3 months before Academy Instructional design support session  

2 months before Academy Final version of training framework is ready for review 

3–4 weeks before Academy Training guide and course materials are ready for review 

Immediately following the 
Academy 

Review of the course delivery evaluation reports  

Possible amendments to training curriculum and materials 

 
 
 

 


