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EXECUTIVE SUMMARY: CHARM-EU HYBRID CLASSROOM MODEL

Task group 7.4 composed a document that describes an easy-to-replicate Hybrid Classroom at
each partner university. The model document starts by explaining the context and the central
position that the hybrid classrooms have for the education that we are providing in the CHARM
Master’s programmes. It describes the two sorts of hybrid classrooms that we are working with: a
‘standard’ hybrid classroom and a hybrid active learning classroom, which is equipped with pods
and facilitates group work. We describe five existing CHARM-EU hybrid classrooms in more detail:
Trinity College Dublin, Abo Akademi University, University of Barcelona, University of Montpellier
and Utrecht University. There is also an interactive 3D-model depicting a CHARM-EU hybrid active
learning classrooms. The next chapter is devoted to the list of minimum requirements of the
CHARM-EU hybrid classrooms; this has been discussed separately in the Academic Council and the
Programme Board of the Master’s, especially with regard to the inclusion of pods. The minimum
requirements list makes a distinction between essential features and (very) desirable features of
CHARM-EU hybrid classrooms, thus providing guidance to new partner institutions that may still
need to set up their hybrid classrooms for usage in CHARM-EU.

A chapter on support zooms in on administrative aspects of running the hybrid classrooms, and a
chapter on costs gives some very rough guidance on the financial picture one can expect when
setting up a new room. The actual process of implementing a new hybrid classroom is described
on the basis of four case studies: Utrecht University, Abo Akademi University, Julius-Maximilian-
University Wirzburg and Hochschule Ruhr West. A chapter on the teaching modalities describes
two scenarios of how the hybrid classrooms can be used. The Hungarian partners have collected a
lot of experiences with adding art, cozy corners and other elements that support well-being to the
hybrid classrooms, which they are presenting in a separate chapter. Inclusion and diversity are a
key requirement in CHARM-EU, and another chapter describes the physical accessibility
requirements that apply to a hybrid classroom. In an annotated bibliography, we discuss further
resources for recommended reading. Finally, the annexes: Guidelines for a teacher handbook
about hybrid active learning classrooms, a description of what happens in a typical CHARM-EU
class, an example of a booking plan and a list of contributors.
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1.INTRODUCTION

Hybrid Classrooms in CHARM-EU

CHARM-EU is an early adopter of the concept of teaching and learning in hybrid classrooms. The CHARM-EU
Master Programme ‘Global Challenges in Sustainability’ started in September 2021 and is taking place in the
five participating institutions:

e  EOGtvos Lorand University Budapest
e Universitat de Barcelona

e Université de Montpellier

e  Universiteit Utrecht

e  Trinity College Dublin

Each of these institutions set up at least one hybrid classroom which is suitable for joint teaching and learning
in the CHARM Master Programme.
This approach aligns with the ten educational principles of CHARM-EU:

¢ Challenge- E Research-led Sustainability P Technology __i__ Student-
based 1 Research-based \( Enhanced ' Centred
Situated S Transversal A\ Trans- e Transnational Inclusivity
Learning oA Skills / disciplinarity " & Intercultural €

The pedagogical principles of CHARM-EU are reflected in the organisation and structure of the room.

By September 2023, three cohorts of students have taken part in the joint Master programme, this is a total of
ca. 210 students. Their experiences provide valuable insights on what works well and what can be improved in
future learning journeys that make use of the hybrid classrooms. Students and teaching staff who participated
in the program gave their feedback in the project team’s evaluation of the hybrid classrooms.

This document introduces the CHARM-EU Hybrid Classroom model and gives an overview of the current set-
up. It serves to share the lessons learnt by CHARM-EU with regard to teaching and learning in hybrid
classrooms. Four new partners have recently joined the alliance, and they are now preparing their active
participation in the programme, including setting up new hybrid classrooms or designating existing ones that
will be suitable for use in this programme:

e  Abo Akademi University

e  Hochschule Ruhr-West

e Johannes-Maximilians-Universitat Wiirzburg
e Universitetet i Bergen

Hybrid education has gained significant momentum in the European higher education community. It is a very
tangible manifestation of the spirit of European University alliances that connect universities across Europe,
overcoming borders and distances. Numerous institutions are actively enhancing their systems and
infrastructure as well as testing new solutions to facilitate this innovative learning model. Let’s go on this
journey together and share our knowledge.

The Hybrid Active Learning Classroom team of CHARM-EU



2.DESCRIPTION and EQUIPMENT

of hybrid classrooms and hybrid active
learning classrooms

Hybrid classrooms are the flagship of the alliance's teaching space. The key aspect of these classrooms is the
ability to connect students and teachers across different physical locations. This allows for the unification of the
student body, teaching a truly joint programme in several different countries simultaneously.

We can distinguish two types of classrooms useful for synchronous and on-site teaching:

Standard hybrid classrooms

Here, the equipment is classical, and technologies are sufficient to allow classrooms to connect and see each
other. It facilitates the delivery of education to a mixed group of on-campus students and online participants
but does not facilitate group work of the participants.

The setup of these rooms is usually characterized by a large screen, an audio system with speakers and
microphones, and a camera that allows the teacher to be seen. The furniture is conventional, with the
arrangement typically placing the teacher at the front and students facing towards the teacher. These
classrooms can potentially accommodate a large number of students, depending on the size of the room.

Hybrid active learning classrooms

This is a more advanced model, termed hybrid active learning classroom.

This variant is specifically equipped to facilitate hybrid group work among the participants. It is equipped with
pods (=work stations) which all have separate screens and audio system (mic and speakers), making it possible
to create break-out rooms that allow students to work in groups and independently, with a mixed participation
of online and on-site participants. This setup helps to respond to the pedagogical principle of Challenge Based
Learning and Student Centred Teaching and Learning.

The technological equipment typically includes a main screen, connected with the individual pod screens. A set
of ambient microphones and a handheld microphone are also provided as well as at least one PTZ camera that
can frame both the teachers or the students. The classroom set can be modified if necessary, by creating
workstations, depending on the activities planned in the course. The arrangement of the furniture can be
changed so that the teacher can choose the ideal settings for the activity. The room’s furniture has wheels
(tables, chairs) and sometimes acoustic dividers are provided to help creating confidential spaces.

In this setting, the teacher may not have a dedicated place in the room; they walk through the pods and
actively participate in student discussions.

The 5 pods are equipped with a screen, a sound system
and a camera.




It is possible to split the space into "stations" in teams of
2-5 students. Tables, dividers and chairs are equipped
with wheels

Trinity College Dublin

The CHARM-EU hybrid classroom at Trinity College
Dublin (TCD) is designed to accommodate
approximately 20 students and additional teaching
staff.

Furniture:

The current set up has 15-16 low desk spaces and
four standing desk spaces. The low desks are
arranged in clusters of 5 desk spaces and chairs with
a laptop (with in-built microphone), screen, and
camera at each of these ‘pods’.

There is also desk space for the teaching assistant or
other teaching staff present in the classroom.

Video:

There is a large screen at both the front and back of the classroom which are connected to the laptops (one for
each screen) used to join online lectures (via Teams). This allows for a clear view of the lectures regardless of
the orientation that students are sitting, facing the front or the back of the classroom.

There are two main camera options available to stream to the other hybrid classrooms. One camera is located
on top of the large screen at the front of the room, and it faces the students in the room. The other camera
(Logitech) is on the ceiling and faces the large screen at the front of the room (faces towards lecturers when
presenting in the classroom). This camera can be adjusted with a remote to face the exact position at the front
of the room that suits the lecturer best.

Audio:

There are two in-built microphones (Sennheiser) in two locations on the classroom ceiling, one towards the
front and the other towards the back of the room.

There is also an option of a portable, handheld microphone (Sennheiser) that can be used by teaching staff and
students as required.

There are 4 in-built speakers (Extron) also in the ceiling, evenly distributed throughout the room.

Support:

Any necessary support or maintenance of the technical equipment in the TCD hybrid classroom is provided by a
company called Meritec.



Usage of the room:

This hybrid classroom is used for all CHARM-EU lectures/sessions in TCD (apart from in the case of timetable
clashes where an alternative room is used).

During Phase 1 & 2 this equates to three days a week and Phase 3 uses the room for 1 afternoon a week. Phase
1 and 3 run simultaneously meaning the classroom is in use 4 days per week during term time.

The activities carried out in the hybrid classroom include lectures, workshops, tutorials, local groupwork
sessions, local debates etc. The classroom is occasionally used for TCD CHARM-EU staff meetings.

This room is also used by another department in TCD (Tangent) for evening classes which do not interfere with
CHARM-EU teaching.

“The CHARM classroom at TCD is an effective hybrid set-up. It allows
for lectures to be easily followed. The ‘pod’ set-up also encourages
local, in-person group discussion, debate, and general interaction.”

Aoife Quinn — TCD CHARM-EU Teaching and Research Assistant

Abo Akademi University

AAU is one of the newly acceded partner institutions in the CHARM Alliance and is currently preparing to take
part in the joint Master. It has its campuses in two cities, Abo (Turku in Finnish) and Vasa (Vaasa) with some
340 km distance in between. Therefore, AAU has needed tools for distance education for quite some time
already. This started with ATM and later IP based videoconference setups in a few classrooms in 1990-ties.
Today, AAU divides all classrooms into two categories, large (100-350 seats) and small (30-100 seats). You can
arrange hybrid teaching in every classroom, at least to some extent.

AAU’s definition of the minimum viable configuration of a hybrid classroom is to make it possible for the
teacher to share the computer screen (typically with powerpoint slides) and video and sound using Zoom or
Teams with the AV equipment installed.

Large classrooms or auditoriums are equipped with cameras (1-3 pcs) and microphones (1-5 pcs) and
projectors (1-4 pcs). Teachers may plug in their laptop, but it is more preferred to use the stationary pcin
auditoriums with Zoom and Teams installed and regularly updated. The furniture is typically solid, the chairs
are bolted to the floor. The teaching is typically conducted in lecture mode, one-to-many, with only some
interaction with students using poll tools both locally and online. All dissertations take place in large classrooms
with the possibility to stream and record. Here is an example of what a large auditorium looks like at AAU:
https://www.thinglink.com/media/1486995120782835713

Small classrooms have more flexibility in furniture and have more equipment, but they are not classified as
active learning classrooms, because their furniture is not rearranged for different teaching methods. The main
difference between a small classroom and a large classroom is that you can have more discussions and
interaction between students on site and online using the microphone system mounted on the ceiling. Below a
link to show what a small classroom can look like (two Sennheiser microphones on the ceiling catches
everybody's voice): https://www.thinglink.com/media/1494675321876643843



Picture: screenshot taken from https.//www.thinglink.com/media/1494675321876643843

Support:

AAU’s hybrid classrooms are supported by hands-on coaching on-site, before a course starts and with first level
support also on-site during office hours if problems occur. There is a ticketing system in use for extensive
problems (second level support) and a team of system specialists to plan and procure AV for new auditoriums.

” Teaching in a hybrid classroom is demanding and even fun since you as a
teacher need to think in new ways together with the students and be
prepared for all possible interruptions due to the distance-technique.”

Ann-Sofie Smeds-Nylund - University Lecturer, Abo Akademi University

University of Barcelona

University of Barcelona has recently increased its capacity of hybrid active learning classrooms. One of their
newest hybrid active learning classrooms is described below, which is in the Faculty of Information and Media
Studies.




Furniture:

This hybrid room has 6 working groups stations with their correspondent pad. It has capacity for 48 students in
groups of 8. Each group station has mobile tables and chairs.

Audio and video:

The room features HDMI and remote connection to a screen and a set of microphones and speakers. There are
two additional screens connected to the teachers’ computer, that can be seen from different perspectives in
the room.

Usage of the room:

The BA and MSc in the Faculty of Information and Media Studies are increasingly incorporating the
methodologies Challenge-based learning and Project-based learning combined, following a global teaching
strategy in the Faculty. That combination is highly facilitated in teaching environments such as this hybrid
classroom. In this room, courses such as Multimedia Language and Technology, Audiovisual Project or
Experimental Narratives take place. Those courses are strongly based on teamwork and connections with
external stakeholders, which are facilitated by the technology in class.

"Teaching in the Hybrid Classroom has

made me develop new teaching skills

and methods that have improved a lot

the way | teach and how | understand
my job."

Sergio Villanueva Baselga, Rector's Delegate for
CHARM-EU, Universitat de Barcelona

University of Montpellier

The University of Montpellier has invested in creating two hybrid active learning classrooms. These are
expected to be operational from September 2024 onwards.

The first classroom is set for 25 students and is 75 square meters; it contains 5 pods equipped with camera and
screen that can be used by students and that can be shared on the main screen. A cozy corner completes the
room.
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The main classroom is equipped as follows:

Furniture:

e 10 small folding tables with adjustable height and wheels

e 25 chairs, 5 stools

5 mobile acoustic panels for creating private spaces in the room
1 podium desk with wheels

2 closed shelves with wheels

1 sofa (cosy corner)

4 armchair poufs (cosy corner)

1 coffee table (cosy corner)

1 designer shelf (cosy corner)

Audio and Video:

Room sound system (speakers connected to the main screen)

1 large main screen with integrated wifi technology and Windows/Android
1 support arm for the main screen

1 web conferencing system connected to the main screen (AVER bar)

5 screens with integrated wifi technology and Windows/Android

3 screen stands

e Sharing system to connect 6 screens with different devices

e 3 wall boxes with HDMI, on/off screen switch

e 3integrated screen stand boxes

The Montpellier classrooms have the following additional features:

e (Cozy corner: addressing the need for private spaces, they include a well-equipped cozy corner with a
modular sofa and a set of tables and chairs.

e Shareable screen: The audio-video system can be easily shared using a tablet that identifies individual
screens and allows duplicating the content from one screen to others.

e Transforming tables: the room has flip and height-adjustable tables that can be used as whiteboards: it
is possible to write directly on the table or flip it and use it vertically as a whiteboard.



“CHARM-EU’s Active Learning Hybrid Classrooms are
an essential piece of the alliance: the technology
enhanced principle and the modularity of the furniture
represent the flexibility and network-enhancing
European university we want to build!”

Vanessa Vigano — University of Montpellier

Utrecht University

The Hybrid Active Learning Classroom is a unique (seminar) space, aimed at interactive and
autonomous project work, active learning and hybrid collaboration.

Furniture:

The space offers clear overview in the progress of all project groups, due to the circular layout of the
room. For the teacher it is easier to interact with all of the groups, because of the space in the middle
that allows freedom of movement. The room fits 48 students and includes 8 pods for 6 persons each.
It has a movable teacher-desk with control panel, 5 fixed whiteboards on the wall and 4 moveable
whiteboards.

Audio and video:

e 4 soundboxes on the ceiling

Central microphone and camera

1 main screen

Microphone + camera per pod

Two screens per pod

e  ‘Push to talk’ button (to make yourself audible to the whole group, when in breakout rooms)
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Floorplan Hybrid Active Classroom Utrecht University, Bolognalaan
360° picture: https://theta360.com/s/I3nCO77P3sleSBdpRM2CEJCvw
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Utrecht University's Hybrid Active Learning Classroom, Pods in Utrecht University's Hybrid Active Learning
Bolognalaan Classroom
Photos: Carilijne Pieters Photos: Carilijne Pieter

Utrecht University invests heavily in future learning spaces and has a dedicated project team working on this
topic. It extensively evaluated the experiences (of CHARM and others). One of the conclusions was that device
availability should be optimized; students were looking for different sorts of adaptors for students’ devices,
and/or each pod could be equipped with its own computer. Also the practical use of the pods could be
improved, the ‘push to talk’ could be made more visible and students missed what we have termed a ‘cosy
corner’.

The Future Learning Spaces team used the learnings of the first hybrid active learning classroom to create a
second, improved hybrid active learning classroom. See interview with Jasper van Winden, below.

"The Hybrid Classrooms provide possibilities for a
lot of different teaching and learning formats. But
are the teachers and the students aware of all those
possibilities? | wonder how we could support this.”

Photo: Esther Meyer, Teaching Assistant CHARM-EU
Utrecht University
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See also the 3D depicting a CHARM hybrid active learning classroom:
https://www.lirmm.fr/~rodrigue/charm/Hybrid-classroom-H5P.html|

Hybrid classrooms

$ SketchUp

Interactive model by Nancy Rodriguez — University of Montpellier
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3.MINIMUM REQUIREMENTS

of CHARM-EU hybrid classrooms

Hybrid classrooms facilitate ‘hybrid learning’. In this type of learning part of the students follow their
class on-campus and other students follow this same class in real time online - either from another
campus or at home. This way, on-site and remote students engage in education at the same time.

The hybrid classrooms used for the CHARM Joint Master should all adhere to a certain minimum set-
up. Students should all feel as one joint community, taking part in the same program. Large (quality)
differences in the equipment of the classrooms should be avoided. Also, all classrooms used in
CHARM need to be equipped to support the educational principles of CHARM, as described above.
This includes meeting requirements of diversity and inclusion principles.

CHARM-EU has set the following requirements for the hybrid classrooms used in our joint program:

ESSENTIAL FEATURE (VERY) DESIRABLE FEATURE

ROOM AND FURNITURE

CHARM hybrid classrooms
should be set up in a
modular, flexible way to
accommodate various
configurations:

¢ central teaching,

o smaller (hybrid or on-
site) workings groups,
and

¢ independent work

The room should be
perceived as a welcoming,
safe and accessible space
where student participation
is encouraged, and the
teacher serves as a
facilitator.

COZY CORNER

The CHARM-EU Hybrid
classrooms are inviting and
comfortable spaces. The
‘cozy corner’ space should
be set inside the classroom
if possible, orin a
connected space in the
vicinity.

The room should have capacity
for at least 25 students.

Furniture should be flexible and
movable

(on wheels; if possible also
variable in height).

The room should contain several
whiteboards (or similar tools for
brainstorming / collective writing).
The room should give the
opportunity to students to charge
their devices (e.g. sufficient
electricity sockets, power banks,
etc.) .

The room should meet the
requirements for physical
accessibility as stated in the
table on page 24/25.

The room should have windows
that can be opened or air
circulation facilities. Climate
control should at least be capable
of maintaining a healthy climate
(air circulation, temperature,
humidity) for the amount of
students expected in the room.

The room should contain a cozy
corner made of comfortable
(upholstered) seating (e.g. sofa
and armchair, benches, pillows,
etc., but keep fire regulations in
mind), that can welcome at least
4 students.

The room should have daylight
and shading facilities.

If the room is used exclusively by
one group of students: a space
for showcases for
work/achievements should be
present, for example: a wall
where students can post their
productions, etc.

Swivel chairs, so that students at
location can easily change their
viewing direction.

Classroom should reflect
transdisciplinarity and promote
inclusivity, fundamental values
of the alliance.

The presence of artwork is
recommended to contribute to a
creative atmosphere.

Perhaps decorate with objects
that are related to sustainability
(e.g. a poster with the SDG) or
other CHARM principles.
Objects that support informal
conversations could be present in
the room (e.g. small sculptures,
books, ...) and plants, if possible

13



AUDIO

Because students spend
long hours in hybrid
sessions, very good quality
audio is a crucial feature of
the classrooms, as student
feedback has

shown. Monitor and review
this regularly.

VIDEO

The visual connection
between the hybrid
classrooms conveys the
feeling of a joint classroom.

PODS

‘Pods’ are work stations for
groups of 5-6 students that
allow group work around a
table fitted with a screen
and a camera.

SUPPORT

Built-in (ceiling) microphones
and speakers of high quality
should be available to pick up the
sound of on-location interaction.
A central microphone for the
teacher should be available. If
the teacher is present, it is
important that their voice is
equally clear and audible
throughout the room.

Provisions for generating live text
captions/subtitles should be
made (e.g. in Teams), for the
benefit of all students, including
those with special needs

Starting a session from teacher’s
own laptop needs to be possible.
A large main screen (or
projector) should be available so
that the teacher and the digital
content are visible to all
participants, remote and at
location.

A central camera to capture the
teacher should be available.
Additional screen for the teacher
to see the participants at other
locations should be available.
Provisions for course recording
should be made. (But be mindful
of GDPR regulations: no
recording of students without their
explicit consent!)

The facilities should allow the
teacher to switch easily and
multiple times between group
work and plenary teaching and
vice versa.

At least 5 tables should be
available to seat 5-6 students for
work in small groups.

A screens or projectors for
student use to support them
working in local groups and
attending the plenary session.
Each student should be able to
connect their computers to the
pod’s screen.

The teacher can have a closer
view from remote of the students'
teams thanks to the pod’s camera

At least one staff member should
be physically present in any
teaching session (-> teacher or
teaching assistant).

All participating students (remote
and at location) should be able to
hear each other when required;
possibly with a ‘push to talk’
button at the pods, or through a
portable, handheld microphone
or a catchbox Microphone.
Technical settings should allow
students to choose the sound
input (room speaker or their
private headphones).

The teacher should be able to
see how he/she is being viewed.
When instruction is given, remote
participants don't need to see the
other participants (remote and at
location). However, this is
important when interaction takes
place, so a screen should be
available for this.

It should be visible for remote
participants with which locations
they are connecting.

Each group of students
(consisting of remote participants
and participants at location) can
see and hear each other and
share content, without causing
or experiencing nuisance for/of
other groups.

14



The technology installed in
these rooms requires
suitable on-boarding.

BOOKING

The classroom is essential
to CHARM's teaching
programme, so availability
needs to be ensured.

Hands-on coaching on-site to
teachers as onboarding before a
course starts.

Quick first level support on-site
during office hours should be
available.

Stickers with short information or
QR-codes leading to
instructions about how to turn
on/use the technology.

International Level: The
teaching schedule needs to be
ready as early as necessary to
make the room bookings at all
locations. (-> make inventory of
timelines)

Local level: Reservations by the
CHARM team should have
priority (if they adhere to internal
regulations and deadlines).
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4. ADMINISTRATION/SUPPORT ASPECTS

of hybrid classrooms

Hybrid classrooms differ from other classrooms by the technology that is incorporated. This may need more
intensive support, especially on-boarding of first-time users.

Each university makes their own choices in how to arrange that, of course, and often the Facilities Department
has a strong role in this.

Availability of rooms

The first aspect of this is the actual booking of the classroom. Teaching facilities are generally in high demand
at the institutions, and the hybrid classrooms are not reserved for the use of CHARM only. Each partner has
their own system for assigning rooms to educational programs. For the CHARM Master, the complication exists
that we are really dependent on being booked into the hybrid classroom, as only this type of classroom allows
simultaneous teaching to groups of students that are placed in different locations.

This shortage of teaching facilities also plays an important role when trying to find a location for a new hybrid
classroom. Usually, the space was already in use, as a regular classroom. The number of seats in a hybrid
classroom will usually be smaller than the number of seats in the regular classroom which it replaces. This leads
to a decrease in total available seats, which may be difficult to get approval for.

Onboarding

The hybrid classrooms have a crucial position in the CHARM Master program, with students attending the class
simultaneously in different locations. Therefore, we try to familiarize the teaching staff of CHARM with the
hybrid classrooms before they first need to make use of the classroom in their program. The task group that
works on Professionalization and Onboarding organizes regular workshops on different professionalization
topics and tries to let these workshops take place in the hybrid classroom whenever possible. This is an
indirect way of providing training to the teaching staff, rather than organizing a dedicated hybrid classroom
training as such.

Teaching Assistants

A very important feature of the CHARM Master program is the participation of teaching assistants. Each
participating university has a teaching assistant dedicated to supporting the students and teachers of CHARM.
They are present in the classroom whenever the teaching is provided from a different location and thus serve
as local ‘anchor’ and contact point for the student. In addition to providing technical support to the students
and to the lecturer in the room, they are also a facilitator, making sure requests from local and remote
students are brought to the attention of the lecturer and students (even if the lecturer is remote).

This is a significant cost factor, but several institutions have indicated that they would not want to operate the
hybrid classrooms without the presence of any university staff member.

Feedback from evaluation

Recent evaluations conducted within CHARM provided the following feedback. On-site instructions for teaching
staff are seen as very helpful. One-pagers on the requirements for teaching in the hybrid classroom and a
checklist for teaching staff as well as quick tips are needed in the classrooms to support the interaction. They
should contain clear instruction e.g. on the physical position of the teacher in the room. The teacher’s ability to
see and make contact with all groups of students is very important.
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5. COST ASPECTS

We have concluded that hybrid classrooms are, unfortunately, a little costly to equip and to run successfully.
Exact costs are obviously different in all countries, and it's difficult to name hard figures . But in general, we can
conclude:

- Costs for technology and equipment have generally gone up in recent years. Also, delivery times have
risen.
- You can expect to encounter more and different costs categories than you may have expected at first.

It is not only about buying technical equipment...

While constructing hybrid active learning classrooms at Abo Akademi University (AAU) we found that much
planning and costs are allocated to other than technical equipment. We have categorized the cost post to five
parts:

e Cabling, which includes planning, installation, and the cables themselves for both electricity and signal
transmission (AV over IP).

e The carpet, which is needed to ensure that there is no loud noise when switching to different teaching
modes and also as a supplement to the acoustic treatment

e Acoustics include acoustic measurement and acoustic planning, as well as the materials for acoustic
treatment and their installation.

e The furniture needs to be solid, but easy to move.

e The technology itself, with screens, microphones, loudspeakers, and cameras.

As you can see in our two examples in the pie charts below (from Abo Akademi University), the cost
distribution varies depending on the size of the rooms.

costdistributionin percentage, cost distributionin percentage,
"small room, 30m?" "large room, 87m?"
" — X
69
541
689
< 4
87
= Furniture = Cables = Carpet Acoustics Tech = Furniture = Cables = Carpet Acougtics = Tech

In other words: in a larger classroom, the non-technology related costs take up a higher percentage of the total
equipment costs.

Costs example of two similar rooms

One of our CHARM partner universities shares an overview of costs from a recent programme in which two
different rooms have been equipped. They chose two variants in terms of technologies, each with a different
cost structure.

The best-equipped room cost circa 100k:

e  Furniture 30k (with 5 pods with 2 tables each, a cozy corner with 3 sofas and enough flexible chairs for
30 people)
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e Technology 70k (for a room with 5 pods and a main screen, audio video system.
In this room we have 2 microphones and the possibility of sharing the pods screens on main screens)

The more simply equipped room cost circa 60k:

e  Furniture 17k (to have 4 pods tables on wheels and seats for 20 students)
e Technology 40k (for a room with 4 pods and a main screen with simple audio-video system)

When planning and installing a Hybrid ALC classroom, generally expect a cost ranging from € 30k to € 100k
depending on the size of the room, the number of seats for students and the technical equipment.

Staffing costs

It has been said in several sections of this document: hybrid classrooms require a staff member (often a
teaching assistant) on location to run effectively. Also, they require onboarding of teaching staff who use the
hybrid classroom for the first time, and if possible, the services of an educationalist who helps to balance the
pedagogical design of online- and on-site activities.

These different sorts of manpower costs contribute to significant operational costs of the hybrid classrooms,
after the initial installation has been completed.
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6. HOW TO IMPLEMENT A HYBRID

CLASSROOM: case studies

Setting up a new hybrid classroom is no easy task. A lot of stakeholders are involved. Educationalists will give
input on the kind of teaching that the classrooms are needed for. The locations for the rooms need to be
found, you need to sort out what equipment to buy, and there may be procurement procedures to follow.
You'll also want to make sure you have collected all the input or feedback from teachers and students.

Several CHARM institutions have just completed this process. Let’s look at their learnings.

How did Utrecht University (UU)
implement a new hybrid classroom?

Interview with Jasper van Winden, project manager Future Learning Spaces at UU.

Within Utrecht University, the development of the hybrid active learning
classroom consisted of two phases.

First phase: Active Learning Classroom (ALC)

In 2016 Jasper van Winden started experimenting with the concept of an
active learning classroom. The “Teaching and Learning Lab” was launched within the UU, which is a place
where teachers are free to experiment with new ways of learning and teaching. Based on existing research
about active learning and the model of Minnesota University, Jasper designed a concept for a room that fitted
his vision. The teacher was in the middle of the room, while students were seated in groups around the room.
Each group had their own screen and whiteboard.

Drawing of the ALC concept.

The concept was piloted in the Teaching and Learning Lab. The evaluations showed better interaction between
teacher and student, better interaction between students and their peers and students experienced better
engagement. Based on this pilot a learning space was equipped with a fixed Active Learning Classroom set up.
This classroom would become the current facility for CHARM EU.
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Pilot in the Teaching and Learning Lab.

Second phase: Hybrid Active Learning Classroom (HALC)

In the second phase, the ALC got a hybrid component. This facilitated not only interaction with students on
location, but also with students online.

A test plan was set up to make sure all the requirements were met. This included business requirements,
functional requirements (for teacher, student on location, student online and guest speaker), and system
requirements.

This process was a collaboration of multiple departments within UU: the Centre for Academic Teaching and
Learning, Educational consultancy, teaching staff and students, the facility service centre, estate & campus,
audio visual and media productions, the information technology services and the time tabling department. This
co-creation and a cycle of concept development, testing, user evaluation and iterations made it possible to
come to the current model now used by CHARM-EU.

Our innovation cycle

2. Concept —
development & — 3. Realisation & test
iterations
/ 6. Direction, \
Start cohesion & 4. Using the space,
> 1. Users project support time tabling &
support
% S. Evaluation & //
/‘ research
1. Of value;
2. not of value;
3. not sure.

The innovation cycle as maintained within UU.

20



How did Abo Akademi University
(AAU) implement a new hybrid
classroom?

Jonas Mastosalo, AV Lead / Project manager, Abo Akademi University

At Abo Akademi University, each economically or strategically
important project is carried out according to a given project model, with some mandatory documents and clear
phases. Projects also need to have a clearly structured organization with a couple of specific roles, where the
two most central ones are the project owner and the project manager. Every project is assisted by the PMO,
because a project manager often needs some help with defining and describing the aims and scope and why a
certain project is needed.

This project about building seven hybrid ALCs has four distinct phases:

1. Need

2. AV Planning

3. Procurement and Installation
4. Testing

The first phase “Need” involved teachers and students who by surveys and workshops gave lots of information
of their expectations. We also did some online research and studied how some other universities had built their
Hybrid ALCs. With some 3D modelling (here is one example: https://p3d.in/ygxhX) we could visualize the plan
for each room to get feedback from our end users, mainly teachers. This phase also included planning of the
furniture.

In the second, more technical phase, an AV consultant was hired to help specify the technical solution and the

equipment and to make a blueprint for AV for each chosen classroom. An acoustical consultant was also hired

to measure the current acoustic conditions of the rooms and to plan the acoustic treatment suitable for hybrid
teaching. The amount of treatment needed differs from room to room.

We chose not to procure and build all seven rooms at once. We start by building only two and test them
extensively before installing the equipment in the other five rooms.

We have a mandatory risk assessment in our project model, and we also have a term in the agreement stating
that we are allowed to pull out from procurement if technical problems in the installation occur.

At the time of writing (April 2024), a demo system has been installed for testing at the equipment supplier's

premises. The next step is installing the equipment in the first two rooms at campuses in Turku and Vaasa in
May 2024.
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How is Julius-Maximilians-
Universitat Wirzburg (JMU)
working on the
implementation of a new
hybrid classroom?

Interviews with Martin Kufferath-Sieberin (CHARM-EU-Manager
at JMU) and Katrin Niewalda (CHARM-EU-Support manager at
JMU).

WURZBURG

JMU is one of the new partner institutions who have recently joined CHARM-EU. They are currently working on
setting up at least 2 hybrid active learning classrooms.

JMU already has several facilities that address hybrid teaching and learning. However, most of these facilities

originated from other endeavors and do not cover the high requirements of hybrid active learning classrooms
as referred to in this document. Even though a large part of these facilities is in high demand, they often lack

the flexibility and media didactic expertise to serve broader needs.

Key objective of the efforts therefore is to identify, merge and develop all utilization scenarios as well as
configuration (equipment) of future hybrid active learning classrooms at JMU.

As part of an organizational development process three main questions need to be answered:

1. Financial and spatial issues: Rooms are scarce at JMU, so it’s a challenge anyway to find free rooms
without taking them away from someone. This issue is getting worse considering the high costs of
equipping a room according to the needs; both the initial equipment and ongoing needs.

2. Concepts and use: In terms of a holistic pedagogy, where learning objectives, didactical methods and
(digital) tools are mutually shaped, it is needed to intensify the work on how-to-use these rooms. Who
will actually use them in the end? How can we work towards emphasising the added value of hybrid
teaching and digital learning scenarios not only to CHARM-EU target audiences but beyond?

3. Who cares? This, on the one hand, is about the actual question of competence and agency
(responsibility). On the other hand it is literally about ‘who cares’ - experiences show that it is most
profitable to have someone who, as a dedicated champion, pushes the question towards its response.

As learning environments don’t work on their own (they never did) and need to be moderated and facilitated,
the next steps must carefully answer these questions in order to convince relevant stakeholders such as
teachers and students, but of course including different levels of university administration. The best instrument
to do so, in our opinion, is a project plan in form of a room-utilization-concept.
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How is Hochschule Ruhr-West (HRW)
working on the implementation of a new
hybrid classroom?

Interview with Ines Miiller-Vogt (CHARM-EU-Manager at HRW).

HRW is also one of the new partner institutions who have recently joined
CHARM-EU. They are currently setting up two hybrid active learning classrooms,
which can already be tested but are still in the development stage.

In recent years, HRW has invested significantly in redesigning its learning
environments to literally give more space to educational innovation. Thanks to a
major university-wide learning space project which brought together educationalists, IT specialists, facility
management and idea-generators from the teaching staff and student body, we have been able to gain
considerable knowledge and experience in the development of future-fit classrooms in general and the design
of hybrid spaces in particular. However, every new room presents new challenges and sparks new ideas.

Our very first Hybrid Active Learning Classroom was planned without any prior knowledge of CHARM’s
educational principles. But when we were asked to create additional hybrid classrooms for our recently opened
fourth campus, we knew that we were going to play a more active role in CHARM-EU and therefore gladly
incorporated many of the suggestions and requirements that are now part of this handbook into our design.

Our credo for the new HALCs was that the technology we implemented should be an enabler, not a barrier. So,
to help teachers and students fully focus on classroom interaction and learning, we opted for a minimalist
design with very simple technical components: We set up two adjoining rooms with a total of five groupwork
tables and added a smart digital whiteboard on a mobile stand to each table. The whiteboards provide an all-
in-one solution that enables video conferencing without additional equipment. In non-hybrid scenarios, they
can be used for presentations and digital collaboration. This configuration makes our HALCs suitable and
attractive for a wide variety of classes, not only and exclusively those within the CHARM-EU Master's program.
By choosing the same products that we already use in conference rooms across the university, we have
ensured that maintenance efforts will remain low and that the rooms can be easily integrated into our
centralized service concept.

Although both classrooms are currently in use and being
tested with great enthusiasm, we do not yet consider
them to be fully completed. With the technological
components in place, we are now concentrating on
improving the acoustics and overall atmosphere of the
rooms to further enhance the learning experience.
Advice and inspiration for this task comes from our
partners within the alliance and our peers in the
international learning space community.

Group table in one of the new HALCs at HRW
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Conclusions from the three case studies

Looking at these stories from different institutions, the following conclusions can be drawn:
You can either start from ...

e modelling and experimenting or
e athoroughly thought-out plan.

Both are possible and may match different cultures’ approach to innovation.

To drive the project, you need a clear project sponsor (which can be the CHARM Manager) and project
manager for building the hybrid classroom.

In any case, a list of needs and requirements will have to be made. It is not only about buying technical
equipment but also furniture, acoustics etc. needs to be considered. The different sorts of requirements need
to be defined by different stakeholders:

- Pedagogical requirements involve teachers, students, academic boards, educational consultants.

- Technological requirements involve IT services, AV-specialists, and procurement specialists. Much
knowledge in technical details is needed, make sure you have this in your university. If not, then use
technical consultants.

- Room constrictions involve facilities experts, perhaps time-tabling experts. The faculties will probably
expect the number of seats for students not to decrease, but this is likely to occur. Communicate
clearly with the management about which rooms are planned to be remade to hybrid active learning
classrooms. You may run into challenges with cost effective installation of acoustic treatment in rooms
not originally built for the purpose; fire sprinklers, ceiling lights etc.

You will probably not ‘get it right’ in one go. Plan on having test phases and iteration possibilities. Be ready to

get feedback from students and teachers and leave room to consider this. Don’t build many hybrid classrooms
at once, start with one or two.
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7. TEACHING MODALITIES IN THE

CLASSROOMS

The hybrid classrooms need to be suitable for enabling synchronous activities among the alliance's institutions.
To determine the requirements, we analyzed different teaching and learning settings, based on the locations of
various actors involved in the activity: teachers, students, and teaching assistants.

We present here the scenarios actually used in our pilot master programme. Further scenarios have been
discussed in the past, especially scenarios that would allow students to attend the teaching activities without
any teaching staff present in the classroom. However, those settings proved unfeasible, due to security
requirements in connection with the room's unique technological equipment.

CHARM-EU's Master teaching scenarios

The most frequently used scenarios during the CHARM Master's program for in-class activities are the
following.

One main classroom scenario, teacher and students in class with teaching
assistant

In this scenario, one teacher is situated in one of the Hybrid Classrooms (HC), while all students are physically
present in their local classroom.

All the Hybrid Classrooms are used synchronously, with teaching assistants available in the HCs to assist
teachers, students, address any technical needs and act as local facilitator mirroring hte teacher.

It is possible to run also local activities. The teacher’s role can then be mirrored by the teaching assistants.
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A variation to this scenario occurs where some students are not physically present in the Hybrid Classroom but
join the activity online, for example due to illness:
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One main classroom scenario, teacher online, student in class with teaching
assistant

In this scenario, one teacher is connected to the classroom online, while all students are physically present in
the classroom together with the teaching assistant.

This scenario is often used for traditional lectures or online workshops but is indeed recommended for hosting
local activities that can be conducted by teaching assistants.
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8.COZY CORNER, WELL-BEING, ART AND

HUMAN INTERACTION in the classrooms

The CHARM-EU students spend a lot of time in the hybrid classroom. The Utrecht-based Teaching Assistant
quoted a student who had complained about the grey walls and relatively small windows of the Utrecht hybrid
classroom: “At the end of the day, I’'m happy | am done in that room.” The concept of Inclusivity extends to
creating an environment where the room is perceived as welcoming and safe, encouraging active participation
from both students and teachers. Emotions have a significant role in the learning process. It becomes
imperative to design and furnish spaces in a way that the impact is a positive one.

Spaces can be equipped and decorated to evoke a sense of comfort, inspiration, and engagement. By
strategically incorporating elements that promote relaxation, such as sofas, table games, plants or artwork,
educators can create an atmosphere conducive to effective teaching and learning.

In alignment with these principles, a specific area known as the cozy corner has been designated, even if not
yet implemented everywhere. This is intended as a comfortable, relaxed, and welcoming space, situated
between workstations. It serves as a versatile area for various activities, enhancing the friendly and
collaborative aspects of the learning environment.

Such spaces demonstrate a commitment to catering to diverse learning needs, acknowledging that some
students may benefit from periodic quiet time or a change in environment to process information effectively.
Cozy corners can be used for various educational purposes like individual work, one-on-one instruction, or
small group discussions, thus adding to the classroom's functionality. These corners can also be spaces of
creativity where students feel comfortable to think, daydream, or engage in quiet, creative activities that may
not fit into the standard curriculum. Incorporating such a space into a classroom recognizes that effective
learning is not just about academic instruction but also about caring for the whole child, including their
emotional and mental health.

Whether utilized for group work or moments of relaxation, the cozy corner contributes to the overall inclusivity
and positive emotional experience within the educational setting. It provides a retreat for stress reduction and
“self-place".

The question whether a virtual cozy corner (such as https://www.flow.is or http://mibo.nl) could have a similar
function has been raised but has not yet been experimented with.

The Cosy Corner can also be used for training sessions. “Kuckd”, that is “HALC-Hut’
https://www.thinglink.com/video/1584151621498044417
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My own experience on why the cozy
corner

Madrta Turcsdnyi-Szabd, Faculty of Informatics, ELTE University

“Our educational strategy at the Faculty of Informatics at ELTE
University does not only place importance on on-site education. We
moved forward to a hybrid environment for all classes, right after the
covid era. We also put great emphasis on attracting students (and
especially girls) towards Informatics from a very early age and have lots
of events that address children to enjoy dealing with gadgets and
computational thinking. Our department called Media- and Educational
Technologies takes the biggest part in designing such activities. Thus, we
collected many gadgets that needed a fixed space to store and work
with, where classes and open events could also be held. This movement
led to the emergence of our “Kuckd” in the very beginning of 2016. “Kuckd”, that is “HALC-Hut”:
http://tet.inf.elte.hu/tetkucko/

We immediately noticed that the informality of the “Hut” attracted students, allowing them to feel more at
home than in a regular classroom. In the informal setting, students felt they were having fun rather than
studying, even though they learned a lot from the “fun” activities. Bean-bags were the call of the time; this
helped to shift the look-and-feel of classrooms towards the feel of informal spaces. We made sure that our set-
up provided a safe space to relax and stimulate creative work. This feeling is strengthened by decoration with
craftworks created during activities.

Under normal university conditions, we currently use the ,,Hut” for two types of technology-rich classes:
- inclasses for program designers, who create educational environments, and technology can be easily
chosen as it is ubiquitous in the ,,Hut”,
- inclasses for teacher training, who develop methodologies using the designed educational
environments, readily usable in the ,Hut”,
- inclasses for testing the developed technology and methodology on the spot, for which we invite
classes from public education and consult with teachers on results.

The costs of the HALC-Hut are quite high. To justify this, we strive to use it for many different purposes and
target groups, including evening activities. An example for this a Family day; see this video.”
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9. INCLUSION & DIVERSITY

The principles of inclusiveness are part of the core values of the European Union and CHARM. To create an
inclusive teaching and learning environment, we must consider the various needs of students in the hybrid
classroom. Academic staff can invite students to let them know in confidence (privately) about their access
and participation needs. This helps to reassure students that it is ok to express their needs and that their needs
are not a burden.

What should you do to ensure that your hybrid classroom is accessible to and inclusive for all students? In this
publication, we will focus on the accessibility of the classroom as a physical space. The accessibility of teaching
materials is equally relevant but will be discussed in another publication.

Physical accessibility

The Toolkit on Accessibility from UNICEF provides a set of accessibility checklists, including one on classroom
accessibility. Indeed, lack of physical accessibility is one of the barriers to inclusion. The checklists serve as a
reference to be complemented by local accessibility standards. The toolkit states that:

Classrooms, meeting rooms and offices must have places for everyone to sit at a desk, including people using a
wheelchair (a), or sufficient room to transfer from a wheelchair to a standard chair.

Adequate circulation space between the desks must be ensured (b), as well as ideal light and sound conditions,
to allow people with hearing or visual impairments to follow the lesson or participate in the meeting on an

equal basis with others.

Learning or working materials, such as blackboards, must be usable by persons of short stature or persons
using a wheelchair (c), and be visible by persons with low vision.

Naturally, all the rooms and spaces in the building should also comply with basic recommendations as the
accessibility of doors, the position and characteristics of electrical fittings, etc, as stated in the table below:
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IMPORTANT ELEMENT
(for each element, check if local standards include additional or

different recommendations)

1-Entry door Do the room’s entry doors comply with specific prescriptions?

2-Electrical fittings Do the electrical fittings, windows and other typical elements comply
with recommendations?

3-Movable furniture Are some desks or tables movable (25 per cent or more is
recommended) to ensure flexibility in the room and improve circulation,
including for people using a wheelchair?

4-Circulation space Are the rows between the tables/desks at least 1,200 mm wide?
5-Front space Is there at least 1,200 mm of space between the first row of tables and
the blackboard to allow people using a wheelchair to maneuver?

6-Adjustable height Is the table height adjustable or at least between 740 mm and 800 mm
for adults/ adolescents and between 660 mm and 760 mm for children?

7-Knee space Is the under-desk knee space 700 mm deep, 700 mm high and 800 mm
wide for adults/ adolescents and 600 mm deep, 610-680 mm high and
800 mm wide for children?

Additional resources on diversity, equity and inclusion

The Diversity, Equity and Inclusion (DEI) working group has generated in the past years a set of documents and
guidelines to mainstream and favour inclusion and diversity in the CHARM-EU hybrid classroom. These
documents include:

e CHARM-EU Inclusivity Plan: https://www.charm-eu.eu/toolkit/charm-eu-inclusivity-plan

e Inclusivity tips for CHARM-EU Educators: https://www.charm-eu.eu/toolkit/inclusivity-tips-charm-eu-
educators

e Inclusivity statement in the CHARM-EU Master’s Module descriptors: https://www.charm-
eu.eu/toolkit/inclusivity-statement-charm-eu-masters-module-descriptors

e  Creating an inclusive and warm welcome in your CHARM-EU module: https://www.charm-
eu.eu/toolkit/creating-inclusive-and-warm-welcome-your-charm-eu-module
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10. ANNOTATED BIBLIOGRAPHY

The following Research-based publications are recommended reading, and relevant to the design,
development and implementation of a hybrid classroom.
Many of these present best practices and guidelines for implementing and teaching in a hybrid classroom.

Ahmad, S.B.B.S., Zakaria, S.N.A.B.S. (2024). Hybrid on a Budget: An Autoethnographic Study. In: Badioze
Zaman, H., et al. Advances in Visual Informatics. IVIC 2023. Lecture Notes in Computer Science, vol 14322,
Springer, Singapore. https://doi.org/10.1007/978-981-99-7339-2_17

Personal experiences from two hybrid classroom practitioners are presented in this autoethnographic study.
Some interesting best practices and perspectives on implementing a low-cost hybrid classroom are described.

Caulfield, J. (2012) How to Design and Teach a Hybrid Course: Achieving Student-Centered Learning through
Blended Classroom, Online and Experiential Activities; Stylus Publishing, LLC.: Sterling, VA, USA,

This is a practical handbook for designing and teaching hybrid or blended courses and focuses on outcomes-
based practice. It offers criteria for determining the appropriate mix of face-to-face, online, and experiential
components for a course, and guidance on creating social presence online. The section on designing and
teaching in the hybrid environment describes promoting and managing discussion, using small groups, creating
opportunities for student feedback, and ensuring that students’ learning expectations are met.

Dolfing, R., & Dijstelbloem, L. (2022). Knowledge development and teacher professionalisation in Future
Learning Spaces [Brochure]. Centre for Academic Teaching and Learning, Utrecht University. Heidelberglaan
3, 3584 CS Utrecht, The Netherlands.

https://www.uu.nl/sites/default/files/FLS%20evaluation%20report EN 0.pdf
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11. ANNEXES

Hybrid Active Learning Classroom - Teacher handbook

Practical tips to manage your session
Preparing for a hybrid scenario

e When planning your lessons, take a “remote first” approach and try to design all classroom activities
from the perspective of the online participants.

e |nyour didactic set-up, use interactive tools like polls, quizzes (e.g., Wooclap, Mentimeter), and
collaborative platforms (e.g., Google Docs, Padlet) to engage all students. Incorporate methods such
as think-pair-share, peer instruction, and buzzgroups to stimulate active participation.

e Make use of the fact that you have students in different locations. For instance, form local working
groups and then compare or debate the standpoints between the local groups in the hybrid plenary.
Try to put ownership for elements of your class with the students themselves.

e Avoid hybrid parallel sessions. The noise will be distracting.

e Prepare some activities that can be used as a fallback in case there are connection problems. Let
students know ahead of time what your activities are for the session and where they can be found. If
something goes wrong, then you know that they can continue while you reconnect.

e |sthere a Teaching Assistant at the remote locations? Use them as your co-teacher, to help facilitate
the class at the remote locations.

e Think of integrating possibilities for informal exchange and teambuilding exercises from the beginning
of your course.

Teaching in a hybrid environment

e Arrive early to ensure the correct devices and software are ready for your session and connection is
established.

e  Make sure that the cameras of the pods are turned on, so you can see students from more up close.

e Say hello to all classrooms when you start the class. Name the remote classrooms, to establish a
connection with the remote students.

e  Clarify what students should do when they want to speak up. Raise their physical or their digital
hand? Pass their question to the Teaching Assistant or put in the chat? Try to use the same method of
participation in all classrooms so that all students have the same conditions.

e  Make sure to include the remote students in the interactive part of your class. Call on students at
remote locations just like on students at your own location.

e Having local breakout groups? Time management is crucial. Put a countdown clock on the screen
with an alarm, so that all breakout groups are aware when they are expected back.

e  Consider turning on the automatic audio transcription (“Live Caption”), if working in Teams.

e Maintain eye contact with the camera as much as possible. It may help you to look at students on
screen from time to time but remember that when you do this, they see you looking away from the
camera.

e You will be able to move around during a lecture but remember that doing so may change the
visibility for remote students.

e Be careful not to leave email or personal information visible on screen. Only share a specific
application on screen rather than your entire desktop.

e Beware of screen fatigue. Take frequent breaks, such as every 45 minutes — they are so important!
Try to activate students during breaks (like stretching, walking around, looking out of the window...).
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What exactly happens in a typical CHARM-EU class in the
hybrid classroom? An example from Utrecht University's
classroom.

Always at the beginning:

e Teaching Assistant (TA) enters the classroom and starts up all systems.

e TAlogs in to Teams and makes contact with UB, UM, TCD (I’'ve omitted ELTE here, this is an example
of Phase 1).

e 16 students join the classroom in Utrecht, 1 student dials in online and 1 student has informed the TA,
JVAO and teacher that sheis ill.

e In each classroom, the audio transcription is on. In the lecturer's classroom, the camera is on the
lecturer, in the other classrooms the cameras are on the students.

e The lectureris in TCD and welcomes the students.

e The TAsin UB, UM, TCD and UU make sure the students have stopped talking and are actively
listening.

Example 1: Lecture

e The lecturer opens a PowerPoint presentation and starts the lecture.

e One of the TAs clicks 'record' to record the lecture.

e Astudentin Utrecht has a question, and lets the local TA know. The TA raises a virtual hand.

e The lecturer, or the TA, in TCD sees this hand and says that Utrecht can ask the question.

e The student in Utrecht uses the 'push to talk' button and asks the question, to which the teacher
answers the question.

e After 45 minutes, the lecturer indicates it is time for a break and tells them what time they should be
back, he gives a 10-minute break.

e The teacher, or the TA, in TCD makes sure their microphone is on mute. The cameras, however,
remain on.

e The students in Utrecht get coffee, go to the toilet, chat and possibly ask questions to the TA.

e After 10 minutes, the lecturer, or the TA, in TCD unmutes the microphone again and continues the
lecture.

e Atthe end of the lecture, the lecturer gives space for questions.

e Several students in different classrooms have a question. The students indicate this to their TA by
raising their hand, or saying they have a question.

e TAs in different locations raise their virtual hand. The order of who gets to ask a question is displayed
on Teams (based on who raised their hand first).

e The questions are asked, with TAs in most classrooms unmuting/muting the microphone.

e The teacher thanks the students for their attention and indicates that there will be a break before the
next class.

Example 2: Guest lecture

e The guest speaker is present in Utrecht

e The TAin Utrecht receives the guest speaker and gives her a microphone. The TA asks if the guest
speaker wants questions during the lecture, or only afterwards. To this, the guest speaker indicates
that she would like to answer questions during the lecture already.

e The TA asks the guest speaker whether she wants to keep track of these questions herself (online and
offline), or whether the TA can help. The guest speaker replies that she would like help from the TA.

e The TAin Utrecht helps the guest speaker to share the PowerPoint.

e  One of the TAs starts the recording.
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The lecturer present in TCD welcomes the guest speaker and gives an introduction of the guest
speaker.

The guest speaker starts the lecture.

A student in UB has a question, the TA raises the virtual hand.

The TA in Utrecht sees this and makes sure the guest speaker knows about it.

The guest speaker says Barcelona can ask the question.

The TA in Barcelona unmutes the microphone and the student asks the question.

The guest speaker answers the question.

The student thanks the guest speaker and the TA in Barcelona mutes the microphone again
The guest speaker continues the lecture.

After an hour, the guest speaker finishes and thanks the students for their attention.

The teacher in TCD thanks the guest speaker and indicates that the students can start their lunch
break.

One of the TAs stops the recording.

The microphones and cameras go off during the break, but everyone remains in the Teams call.
The TA in Utrecht thanks the guest speaker again and they have a chat.

Example 3: Groupwork

The lecturer in TCD indicates that this session is for working with their international groups.

The lecturer informs them that they have an hour to work with their group, and that they can ask
questions of the lecturer if needed.

The microphone in TCD goes on mute, but all the cameras in each classroom remain on.

The students in Utrecht spread out around the classroom and put on their headphones.

The students use their laptops to call their group spread across the different locations.

One of the students in Utrecht has a question for the teacher in TCD. He asks the local TA if he can ask
this question.

The TA unmutes the microphone and the student can ask the question, to which the lecturer in TCD
answers the question.

Through the chat function, the TA in TCD indicates that the students have 5 minutes left before they
have to hang up.

After 5 minutes, the teacher in TCD unmutes, indicating that they can finish.

The students hang up and walk back to where they were sitting before.

The lecturer indicates that they can take a break.

Always at the end:

TAs leave the Teams call and turn off the screens.
Students linger in the room for a while and chat.

The TAs chat with students and answer any questions.
Students and TAs make sure the classrooms are tidy.

Problem! (This can happen at any time)

Fire alarm

The fire alarm goes off in TCD. They are on mute, so the rest of the classrooms do not realise this.
The TA in TCD lets the other TAs and the teacher know in the Whatsapp group chat that the fire alarm
has gone off, and that they need to get off the call for a while.
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Depending on the moment, the teacher makes the decision whether they wait for TCD to return and
then continue, or whether they can continue what they were doing.

The TA in TCD continues to keep the TAs and teacher informed in the Whatsapp group.

It was a false alarm, the students in TCD can return to the classroom after 10 minutes and join the
Teams call again.

Microphone

Barcelona hosts a guest lecturer.

The guest speaker starts talking, whereupon the other classrooms find out that the microphone is not
working properly, so the guest lecture cannot be heard properly.

Depending on how bad the sound is, the TAs either let the Barcelona TA know via Whatsapp (if it is
still reasonably audible but a small adjustment needs to be made), or they unmute themselves and let
it be known via the general call that the guest lecturer is not audible.

The TA in Barcelona makes the adjustments needed.

The guest speaker can continue.
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Example of a booking plan of a HALC

HALCs are quite expensive classrooms. Once they are set up, what is their degree of use?
Here's an example of Utrecht University's HALC in the academic year 2022/2023.

Use of HALC at UU

Week 2-8 (period 1), Acad. Year 2022/2023

Timeslot BETA GEO SOC| LAW/EC Total|Norm for usage Percentage of norm
During day (9-17) 27 130 23 7 186 172 109%
evening (17-19) 0 2 2 4 34 10%

Week 11-20 (period 2), Acad. Year 2022/2023

Timeslot BETA GEO SOC| LAW/EC Total[Norm for usage Percentage of norm
During day (9-17) 18 184 35 237 196 121%
evening (17-19) 0 0 0 0 0 39 0%

|

CHARM-EU education is included in the figures for use by GEO department. @

These figures show that the HALC of Utrecht University is used very intensively during the day. The norm level
for classroom usage at Utrecht University is set at 70% of the total available hours. The HALC usage is clearly
above that norm, with percentages of 109% of the norm in period 1 and 121% of the norm in period 2,
effectively saying that the room is almost always in use during the day.

The evening hours, by contrast, still have a lot of availability. This opens up possibilities of using the HALC for
other purposes than regular BA/MA education. See the example of ELTE, described by Marta Turcsanyi-Szaba.

The figures also show that the GEO faculty, which houses CHARM-EU education, is the most substantial user.
But the usage is certainly not limited to CHARM, also other faculties make use of the HALC facility for their
education.
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