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INTRODUCTION
There will always be a place for traditional learning. It’s not realistic to think that instructor-led training will totally 
disappear in favor of eLearning, but the tides are turning. Many organizations have moved or are moving toward 
converting classroom training to online learning programs. To stay abreast of accelerating change, learners will 
require training that can be accessed when they need it, wherever they happen to be located, and on whatever 
device they're carrying. 
There are numerous definitions of “personalized learning”, but one of the simplest states that it is the customized 
delivery of the learning content that is most appropriate to a specific person at the time she or he most needs and 
wants it. It was not until recently that personalized learning made its way into corporate education, in a large part 
enabled by modern technologies. 

Personalization will likely become one of the most significant historical paradigm shift in the way we learn. 



44

INCORPORATING DIGITIZATION 
IN TRAINING

BENEFITS
• Allows the learner to progress at their own pace and

timeline.
• Activities can also bring a whole group together.
• Makes it possible to closely link learning and assessment.
• The already completed learning remains available to the

learner for revision later.
• Makes individualizing the learning possible at scale

through using assessments to determine what material is
presented next.

• Permits the economic coverage of the same content in
different mediums to best suit the preferences of
different learners.

• Can create high levels of engagement.
• Makes possible just in time learning and remote learning

on location.
• Reduces amount of time required for in-class training.

TYPES OF DIGITAL LEARNING
1. Online Instructor-led learning is classroom-style development delivered by a learning specialist.

2. Online learning provides economical and flexible learning with high impact. Research shows that as millennials
and gen-z workers move towards becoming the majority in workplaces, they expect to have access to learning on-
demand.

3. Webinar - Learning through knowledge share - can be live or recorded for later access; provides information,
theory, step-by-step instructions; ideal where learning is knowledge and informational-based; recorded webinars
can be housed on a Learning Management System (LMS) or website for access on- demand.

4. Workshop: Learning through Intensive discussion and activities; must be a live event (not recorded to maintain
privacy of learner interactions); frequent learner interaction, including group activities; ideal for behavioural and
skill-based learning.

5. Blended Learning: Blended Learning is an extremely powerful approach when designed well. The blending we are
talking about combines Digital Learning, or online learning, with in person learning. It aims to bring together the
best of both approaches.

6. Customized Case Studies.
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Online Whiteboard
Trainers can use Online whiteboards for best practices in 
teaching. In virtual classroom setup, an online whiteboard 
helps convey information with diagrams, pre-made templates 
and charts, sketches, etc. 

It works like the classroom blackboard but it can digitise 
teaching; students can connect on the same canvas in real-
time and use it for different purposes such as Mind mapping, 
do interactive exercises, carry out assignments, brainstorm 
around lessons, give feedback etc. 

Live Online Classes
Trainers can deliver lectures in real time, allowing trainers 
and students to interact face-to-face and give the same 
classroom-like environment for learning. Trainers can use 
video conferencing apps and tools to break the barriers of 
reach, make teaching more engaging utilizing posters, videos, 
visuals, graphic organizers, images, etc.

PART ONE  
DIGITAL LEARNING TOOLS

Presentations
Proper presentation affects students in a great way whether 
they are learning offline or online. In making a good 
presentation, trainers can incorporate visuals such as images, 
GIFs, videos, etc. to make it watchable and this way is comparatively 
easy to pass on information to students. 
Students will be able to use the presentation for later 
purposes like studying and revising syllabus.
Examples:
• Google Slides
• Microsoft PowerPoint
• Prezi
• SlideShare
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• Online quizzes
• Polls
• Infographics
• Mind maps or word clouds
• Debates
• Problem-solving exercises
• Group discussions

Pre-Recorded Video Lectures
Lectures are already recorded and shared by the students. 
Some students find this online teaching method better than 
live online classes as it gives them flexibility to attend the 
lecture at their time.

Flipped Classroom
Flipped Classroom has emerged as one of the best practices in 
teaching.  Students need to read and review the study 
material prior to class. It is a concept of actual in-class where 
Instructors teach and students study later.
Following are the effective techniques for the flipped 
classroom concept:

Game-Based Teaching helps to engage students using 
games. 

Class Blog is an innovative concept to let students explore 
self-learning by creating a blog individually or in a group 
about what they have learnt. This blog can be shared with 
other students, as well trainers can share their learning 
material on blogs.
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PART TWO 
MCPCC ACCREDITED TRAINING 

OBJECTIVE: 
To familiarize the student with a typical vehicle, and 
introduce Operator responsibilities regarding vehicle 
condition, maintenance, and operations administration.

• The MCPCC’s Accredited Training Program is based
on Industry approved academic and practical
requirements outlined in the National Occupational
Standards (NOS), established and monitored by a
panel of industry and academic experts.

• The training industry has changed a great deal in
recent decades: from traditional classroom-based
learning to more modern options such as blended
learning, and digital learning.  Company’s are looking

emerging trends and technologies, increase
efficiencies, lower environmental impact, i.e. (no
printing or travel considerations), and move to a more
learner-centric process.

• NOS REVIEW

• MCPCC has undertaken a comprehensive review of
the National Occupational Standards (NOS) to provide
guidance to Digitizing the delivery of Accredited
training. Each Block is analyzed with suggestions on
how tasks and sub-tasks can be digitized.

• GREEN = DIGITAL TRAINING

• PURPLE = FIELD TRAINING BLOCK

A: PRE/POST OPERATIONS

SCOPE:

1) Vehicle “Safe for Service” Inspection.

Student determines vehicle is operable and fully 
functional. Covers knowledge, assessment, and 
monitoring of overall vehicle condition, 
instrumentation and controls, all operating systems, 
fluids, communications, safety and emergency 
equipment, fare media equipment (if applicable), vehicle 
housekeeping, and essential “on board” supplies. 

for options to maintain the integrity of their 2) Administration
Programs, yet capitalize on financial savings, leverage

Module introduces use of damage/deficiency reports, 
work orders, logs, schedules, routing, fare media (if 
applicable), codes and trip reports.

3) References related Legislation and policies/
procedures common to the industry, organization and
sub- sectors.

COURSES AND TOPICS

Vehicle Mechanical Systems

• Types of buses
• Overview of bus systems
• Air brake systems
• Electrical systems
• Fluid systems
• Operator controls

COURSES AND TOPICS 

Preparation for Service

• Role of Dispatcher
• Driver notices documentation (forms,

logbook, records, etc.)
• Supplies
• Vehicle inspection (circle check, interior,

safety, etc.)
• Safety equipment
• Fluids
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Starting
• Operating controls
• Driver personal adjustments (seats, mirrors, etc.)
• Starting procedures
• Gauge checks (fuel, temperature, oil pressure, etc.)
• System checks (brakes, doors, communication

systems, etc.

TRAINING METHODS

• Pictures
• Video
• Simulations (circle check, systems checks)
• Safety Manual
• Do’s and don’ts
• Literature/reading
• Air brake practice test
• Company policies and procedures
• Study guide
• Case Studies

BLOCK B: VEHICLE OPERATIONS
OBJECTIVE:
To expand practical student knowledge by correlating 
academic material with driving instruction in a training 
vehicle. 

SCOPE: 

1) Driver fitness and image

3) Passenger Safety
• Accessibility and safety features.
• Passenger management.
• Safe boarding/exiting.
• Special Needs Passenger recognition.
• Service and security.
• Passenger and interior monitoring.

5) Legislation
• Commonly applicable policies/procedures.

COURSES AND TOPICS
Defensive Driving Techniques (Theory) 

• Causes of accidents
• Rail crossings
• Intersections and crosswalks
• School zones
• Safe following distances
• Anticipation of hazards
• Awareness of other drivers
• Use of mirrors
• Use of signals
• Effects of personal well-being (stress, fatigue) on

safe driving

COURSES AND TOPICS 

COURSES AND TOPICS 

Operating Vehicle Field/Theory
Maneuvering (pulling out, gear changing, braking, 
turning, backing, etc.)
City driving (turning, stopping and starting on hills, 
parking on grade, etc.)
Highway driving (speed, lane changing, merging, 
exiting, etc.) 
Driving under adverse conditions (snow, rain, fog 
etc.)
Ongoing monitoring of vehicle (warning lights,  
gauges, mechanical abnormalities)

2) Driving Skills
• Safe secure handling including dangerous/

hazardous goods.
• Hazard recognition and correctives.
• Operating systems monitoring and “trouble

shooting”.
• Schedule conformity.
• Related passenger communications.

4) Luggage & Freight
• Safe secure handling including dangerous/

hazardous goods.



9

INCORPORATING DIGITIZATION 
IN TRAINING

COURSES AND TOPICS

DEFENSIVE DRIVING TECHNIQUES (THEORY) 
DIGITAL TRAINING

Environmental Driving Hazards
Environmental driving hazards that you cannot control, 
everything from light and weather, to road conditions 
and traffic.

Personal Driving Hazards
An internal look at driving hazards, covering drivers 
license levels and personal distractions, to making sure 
you are using all of your senses to the best of their ability.
Driving Incidents
Overview of the most common types of collisions and 
strategies on how to prevent each one.

COURSES AND TOPICS
DIGITAL TRAINING
Safe Driving Procedures Part 1
Measure time intervals for safe driving distances, setting 
up your driver seat, and making sure your tires are up to 
proper standards.

Vehicle Safety & Maintenance
A list of routine maintenance checks that should be 
done prior to each trip, and how to ensure any cargo is 
properly stored (if applicable).

COURSES AND TOPICS

Defensive Driving Techniques (Practical) Field

• Following distances
• Stopping distances

• Safety cushion
• Anticipating other’s actions
• Use of mirrors

TRAINING METHODS
• Pictures
• Video
• Simulations
• Safety manual
• Do’s and don’ts
• Literature/reading
• Company policies and

procedures
• Study guide
• Case Studies

COURSES AND TOPICS
VEHICLE OPERATION PART ONE:
FIELD TRAINING
Majority of training is in the field with trainer led 
instruction for Practical Learning Experience.

• Maneuvering (pulling out, gear changing,
braking, turning, backing, etc.)

• City driving (turning, stopping and starting on
hills, parking on grade, etc.)

• Highway driving (speed, lane changing, merging,
exiting, etc.)

• Following distances

• Stopping distances

• Safety cushion

• Merging into traffic (blind spots, signaling,
judging speed and distance of oncoming traffic,
etc.)

Safe Driving Procedures Part 2
How to develop a safe driving policy and what should 
be included, and how to deal with quick stops and 
congested traffic.
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COURSES AND TOPICS 

VEHICLE OPERATION PART TWO:

DIGITAL TRAINING

• Driving under adverse conditions (snow, rain, fog
etc.)

• Ongoing monitoring of vehicle (warning lights,
gauges, mechanical abnormalities)

• Anticipating other’s actions
• Use of mirrors
• Merging into traffic (blind spots, signaling, judging

speed and distance of oncoming traffic, etc.) 

Boarding and Exiting Passengers

• Signaling
• Stopping at curb
• Hazards at stop

• Door controls

Special Needs Passengers

• Identification of Special Needs Passengers
• Bus Features for special needs passengers (kneeling,
ramps, lifts)
• Securing wheelchairs

• Assisting other special needs passengers

Driving Passengers

• Schedules
• Passenger comfort
• Lighting, climate controls
• Monitoring passengers while driving
• Handling complaints
• Active listening
TRAINING METHODS
• Pictures
• Video
• Simulations
• Safety Manual
• Do’s and don’ts
• Literature/reading
• Company policies and procedures

BLOCK C: CUSTOMER AND PUBLIC 
RELATIONS: 

DIGITAL TRAINING 

OBJECTIVE;
To teach the student how image, self confidence, 
knowledge, sensitivity, and diplomacy can be expected to 
produce superior customer satisfaction and diffuse most 
difficult situations. 

SCOPE:
1) Image counseling.

2) Expected services knowledge.

3) Providing service to special passengers.

4) People skills.

• Special request and complaint handling.
• Problem solving.
• Conflict resolution.
• Potential incident recognition and control.
• Rules/regulations enforcement.
• Policy, legal and third-party assistance options.

5) Related Legislation and common policies/procedures.

COURSES AND TOPICS 
• Professionalism (uniform, hygiene, grooming)
• Greeting passengers (attitude, demeanor, body

language, etc.)
• Communicating with passengers (answering

questions, informing of rules, special requests)
• Dealing with difficult passengers and situations
• Assisting passengers

TRAINING METHODS

• Video Role plays
• Virtual Role Plays
• Simulations
• Do’s and don’ts
• Literature/reading
• Company policies and procedures
• Case Studies
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BLOCK D: ADMINISTRATION: 
DIGITAL TRAINING 

OBJECTIVE:
To instruct the student in basic technical, 
documentation, and interpersonal activities of an 
administrative nature common to the Industry.

SCOPE:

1) Technical - Basic computer skills and communication
techniques.

2) Reports - Inspections, defects, accidents, emergencies,
incidents, expenses, payrolls, time sheets, trip reports,
logs, waybills, and cross-border documentation.

3) Interpersonal - Establishment/maintenance of
appropriate internal/external interface. References
related to Social, Cultural, Corporate-norm, and
Legislated guidelines.

COURSES AND TOPICS 
Company Policies and Procedures
• Dress code
• Alcohol and Drug policy
• Check-in Procedures
• Bus inspection procedures
• Record keeping, (forms, reports, logbook etc.)
• Radio operations
• Schedule and Route Instructions
• Special needs passengers policy and procedures
• Accessibility practices
• Emergency procedures
• Check-out procedures

TRAINING METHODS

• Literature/reading
• Company policies and procedures

BLOCK E: EMERGENCY OPERATIONS: 
DIGITAL TRAINING 
OBJECTIVE:

To communicate the importance of knowledge-based 
self-confidence and self-reliance in emergency situations 
as the basis for exercising sound judgment while 
maintaining calm control.

SCOPE:
Teaches student how to prioritize passenger safety and 
welfare. Encompasses accident, medical, emotional, fire, 
criminal, mechanical, environmental, and Public 
emergencies; “Safe Haven” concept; “Watch” programs 
assistance; safe vehicle evacuation; and recognition of 
when/how to access professional help. Relates content to 
legal rights and responsibilities, and representative 
Industry policies. 

COURSES AND TOPICS 

• Importance of record keeping and reporting in
emergency situations

• Passenger medical and emotional emergencies
(responding, getting help, rights and
responsibilities)

• Criminal emergencies (hold-ups, bomb threats,
hostage, etc.)

• Mechanical failures (securing vehicle, flares,
emergency equipment, reporting)

• Fire (types, extinguishers)
• Accidents (own vehicle, other vehicles)
• Passenger evacuation

TRAINING METHODS

• Virtual Role Plays
• Literature/reading
• Company policies and procedures
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Legislation and Regulations: 

DIGITAL TRAINING 

OBJECTIVE:
To introduce the student to the broad spectrum of 
Legislation and related controls which apply to the 
Industry, particularly as applicable to the Operator’s 
role. 

SCOPE:
Encompasses National, Provincial, Municipal, and 
cross-border (USA) content

COURSES AND TOPICS 

• Accident Regulations and Police Requirements
• Cross-Border Regulations/Documentation
• Drug and Alcohol Legislation
• Environmental Regulations
• Hazardous Materials
• Highway Traffic Acts
• Human Rights Legislation
• Licensing Requirements
• Load Regulations

TRAINING METHODS

• Literature/reading
• Company policies and procedures

• Logbook Regulations
• Medical Requirements
• Motor Vehicle Acts
• Privacy Act
• Safety Codes
• School Bus Legislation
• Legal Rights/Responsibilities -Operations and 

Emergencies
• Urban and Rural Bylaws 
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1. Check point review (evaluate what did and did not go well, decide whether to proceed or take a different approach).

2. Online Quizzes
Quizzes are a traditional assessment tool. Plus, when paired with technology, they are an excellent way to engage 
student learning. Quiz questions can take a number of forms, such as multiple-choice, fill-in-the-blanks, and hotspots. 
One benefit of quizzes is that they are short and easy to assess. Another is that question order and options can be 
randomized, so each student’s quiz is unique.
Online quizzes are ideal for measuring learning results across a wide audience. Since each student takes the same test, 
you can compare and contrast results across different classes, schools, or communities.
A non-graded online quiz can be given prior to the start of a lesson to gain a baseline measurement of a student’s 
existing knowledge. You can also embed a knowledge check test into a module to reinforce concepts taught in the 
lesson, or make a final graded test at the end of the course to evaluate students’ overall performance.
An online quiz will be appropriate if your goal is to measure knowledge gains quickly. But if you want to test your 
students’ interviewing skills, you’re better off using a dialogue simulation.

3. Written Tests

4. Open-Ended/Essay Questions
Open-ended or essay-type questions are one of the most popular qualitative assessment methods. They prompt learners 
to explore their thoughts, feelings, and opinions, while testing their overall comprehension of a topic. This type of 
question encourages critical thinking and is best suited for evaluating higher-level learning. Essay questions require a 
longer time for students to think, organize, and compose their answers.  Unlike many other questions types, they 
cannot be auto-scored in online courses, so instructors will have to take the time to review them one by one.

5. Drag-and-drop activities
Drag-and-drops are a type of assessment that show a learner’s ability to link information and apply knowledge to solve 
a practical problem. You can incorporate both images and text in a drag-and-drop activity, giving it a real-world feel 
that is both challenging and engaging. It’s essential to use this assessment type when you want learners to be able to 
apply knowledge in a real-life situation.

6. On-line Interviews
You can incorporate a video conference within your online teaching to give learning a more personal touch. During 
brief online interviews, students can demonstrate their proficiency where mastery of specific skills is an important 
requirement.  Interviews can also include a mentoring component enabling students to get immediate feedback from 
instructors and help them feel more responsible about their studies. You can share online interviews with the help of 
web conferencing tools like Zoom. For best results, take the time to plan out your interview before it begins. Prepare 
your questions in advance and schedule a time for the meeting to occur. Allow your online learners a way to provide 
feedback or interact with the interviews.

PART THREE 
VERIFICATION AND ASSESSMENT 

With digital training verification and assessment is essential.  Below are various options.
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7. Dialogue Simulations
A dialogue simulation is a way to train learners for real-life conversations with customers, colleagues, and others. When 
creating a conversation activity based on a situation that a student may face on the job, let them know what to expect and 
provide a safe place to practice their reactions and responses.
For example, with dialogue simulations, you can help students master customer service skills. These activities can also be a 
good learning support tool for experienced workers who want to refresh skills they haven’t used in a while.
You can create activities similar to dialogue simulations manually, using simple slides or in PowerPoint.

8. Online Polls
Polls allow you to capture feedback directly from your audience about their learning experience. They can be used to measure 
anything from learning satisfaction to why a student made a particular choice during a lesson. Online surveys are highly 
engaging for learners because they allow them to share their opinions, make themselves heard, and are quick to complete.

You can also use poll questions when you want to quickly grab and focus your learners’ attention on something important or 
break the ice during an online group interview session. 
If you host webinars via web conferencing solutions, you can use built-in tools for conducting polls. There are also some 
specialized online platforms like SurveyMonkey that allow you to create, send, and analyze surveys. You can also build a survey 
with eLearning authoring tools, for example, iSpring Suite.

9. Game-Type Activities
Game-type activities turn a series of test questions into a game. For example, a trivia game might ask learners to answer a 
certain number of questions within a period of time and award points based on the number of correct answers.
Game-based assessments are considered fun, and not “tests”, so they are generally a good indicator of true skills and 
knowledge. Besides, they have been shown to enhance learning by promoting the development of non-cognitive skills, such as 
discipline, risk-taking, collaboration, and problem solving.

10. Peer Evaluation and Review
Peer evaluation turns the tables to put learners into the instructor’s seat and allow students to review and edit each other’s 
work. Such activities give each participant a chance to reflect on their knowledge and then communicate their feedback in a 
consistent and structured way.
As a best practice, the instructor should map out and clearly explain the steps of a peer review and evaluation process prior to 
launch. Be sure to provide a rubric or set of guidelines for each participant to follow to ensure that evaluations are conducted 
in a consistent manner.

11. Forum Posts
A forum is an online discussion board organized around a topic. Asking students to contribute to a forum post is an excellent 
way to gauge their understanding, pique their interest, and support their learning. In this activity, students are given a critical 
thinking question based on a lesson or a reading, and are asked to reflect on both. Their answers are posted to a forum and 
their peers are given the chance to respond. Use this method when you want learners to interact, communicate, and 
collaborate as part of the learning process, while checking their comprehension of the topic.
The facilitator should review postings on a regular basis and provide constructive feedback or guidance to participants.
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Online assessments are a critical part of eLearning  Examples:
1. iSpring Suite

iSpring Suite is a comprehensive eLearning authoring toolkit that Instructors and instructors love. It allows you to create 
interactive quizzes, surveys, and dialogue simulations for student assessment, as well as PowerPoint-based courses, video 
tutorials, interactions, and flipbooks. Despite having so many options, the toolkit is extremely easy to use and is perfectly 
suited for those who have no experience in eLearning content development.

2. Socrative

Socrative is a quiz making tool that enables you to create tests with multiple-choice, true/false, and short answer questions. 
It also has some interesting features like exit tickets for the students to gather feedback on the lesson and a fun Space Race 
game where students “race” to the finish line.

3. Spiral

Spiral is a set of 5 apps for formative assessment. You can provide assessment in real time and hear from all of your 
students, turn slides into a discussion thread, let students create and share collaborative presentations, and turn videos 
into a live chat with questions and quizzes.

4. Peergrade

Peergrade is an online platform for hosting peer feedback sessions with students. Once you set up your assignment, 
learners start working on and then submit their work – text, files, videos, links, and even Google docs. Students can review 
each other’s works and act on the feedback. There’s also an instructor overview where they can see everything that is 
happening in the assignment.

5. EdPuzzle

EdPuzzle is a tool designed specifically for working with videos. It allows both instructors and students to add voice-overs, 
resources, comments, and quizzes to videos. Instructors can also check if learners are watching videos, how many times 
they’re watching each section, and if they comprehend the content.

6. Mentimeter

Mentimeter lets you build interactive presentations with 13 interactive question types, including word clouds and quiz, 
and see how the students vote on/respond to questions and engage with the presentation in real time. With this tool, you 
can export results in a PDF or Excel file, and analyze learners’ results.

7. Google Forms

Google Forms is a simple widely used tool for building surveys and graded quizzes. You can create multiple-choice or 
short answer questions for students to complete, specify correct answers and provide feedback for responses.

8. Nearpod

Nearpod is a web-based tool for making interactive classes with engaging activities like virtual reality, simulations, and 
gamified quizzes. It allows you to remain abreast of how far along your students are with formative assessments, including 
polls, open-ended questions, draw its, and more. You can get student insights in real time and in post-session reports.

9. Fluency Tutor

Fluency Tutor is designed to track and assess students’ oral reading progress. You can share reading passages with your 
class and receive recordings of the assigned passages. The tool comes with a library of over 500 ready-made reading 
fluency passages.




