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Dear Teacher,

Welcome to Pamoja Lesson Suite. We are excited to have you on board. You are now part of a community of teachers that are spread 
across the world. In this guide* you will find information about how to successfully use Pamoja Lesson Suite with your class, as well as 
links to videos that will explain things in more detail.

Utilising our learning platform will allow you to empower your students, placing them at the centre of their learning journey. It will also 
help in developing their capacity as independent, creative, critical, collaborative and internationally-minded learners.

Should you have any further questions, then get in touch with us on courses@pamojaeducation.com

How to manage 
your course

How to teach 
your course

Blended & Flipped 
Learning

Click on the images above to watch our YouTube Course Demo videos

*This guide is for use by teachers who are preparing students for the IB Diploma May 2021, November 2020 and 2021 examinations, as well as those who are teaching 
Cambridge IGCSE and International AS and A Level students. 

https://www.youtube.com/watch?v=gk3YCcEhKdE
https://www.youtube.com/watch?v=BRkoIJbp7H8


1. How to access the Course  Manager 3. Unit order and visibility

2. Setting the course start and end date

To access Course Manager, firstly 
locate your course by clicking the 
course option in the top navigation 
bar. Then click the ‘manage’ button 
underneath your course. We 
recommend accessing the Course 
Manager first to set up the course.

A key feature of our Pamoja Lesson Suite course is its flexibility. 
Units can be put in any order you wish and even hidden from 
students completely.

Changing the Order of Units
The order of units can be changed to suit your preference. To do so, 
click and drag the unit using the arrows in the top left-hand corner. 
The ‘default’ button will show you the unit order recommended 
by Pamoja; this is the order of units prior to any changes.

Hidden / Visible Units
To hide a unit, toggle the Hidden/Visible button 
as shown. The button is found in the top right-
hand corner of each unit. Students will not be 
able to see any lesson within hidden units.

When you first log in to the platform, enter the start and end date 
of the course along with your time zone. These dates will likely 
align with your school year and can be edited later if necessary.

How to manage your course



4. Unit overview and summary

5. Publishing changes

The Unit Overview function allows you to see a snapshot of 
each unit. This shows the key features including recommended 
teaching time, and advice and guidance to support you in the 
delivery of your course.

For students to be able to view any changes you have made, 
the course needs to be published. To do this, click the ‘publish’ 
button found in the bottom right-hand corner of the page. If any 
changes are made without publishing, a reminder will appear 
at the bottom of the page. In order to see how the course looks 
from a student’s perspective, click the ‘live’ button above the first 
unit. In this student view you can view assignments within active 
lessons, and interact with your students through discussion 
forums and wiki assignments.

Setting Lesson Status
Each lesson can be given one of three statuses ; Active, View 
Only or Hidden.

Unit Contents
This panel gives you an overview of each unit which includes a 
quick view of how many lessons there are, how many of them 
are active, and the due dates of assignment.

Hidden
The lesson will not be viewable to students. They cannot view 
or act upon any of its contents.

View Only
Students can view the content of the lesson but will not be 
able to access any assignments or discussions.

Active
Students have full access to the lesson content and can submit 
any relevant assignments. If a lesson is set as active then a 
due date must be set for any assignments. Discussions are 
automatically opened for two weeks with no need for a due 
date. Please note that not all lessons have an assignment and 
therefore some will only have the option to be ‘view only’ or 
‘hidden.’



How to teach your course

1. How to access the Teach Functionality

2. Assignments

The ‘teach’ button displayed under a course allows you to interact 
with each student’s wiki and discussion assignments. This button 
will also allow you to select a lesson to deliver to your class. 
Editing the course is not possible in this view and must be done 
in the Course Manager.

Journals, Wikis, Discussions, Quizzes
These assignments require students to interact and complete their 
work directly in the platform. Teachers can interact with their students 
within these assignments by leaving feedback and comments.

Submitted Files
Depending on your course these assignments may have different 
names, however all of them require students to upload external 
pieces of work to the platform. Depending on the requirements 
of the assignment this might be a document, image or media file. 
Once a student has submitted their file you will be able to mark their 
work and leave feedback via the Submissions and Assignments tab. 
Peer Reviews can also be attached to these types of assignments.

Conversation Practice and External Exams
There are assignments that students are required to complete 
outside of the platform. The students will need to indicate that 
they have completed their work by ticking a box within the 
related active lesson. The benefit of having these assignments in 
the platform is to allow you to record a mark alongside all other 
assignments submitted by a student. If this is not required, then 
set the lesson to ‘View Only’ rather than ‘Active’. 

Peer Reviews
Some assignments may offer Peer Review. This is a process that 
allows students to review and comment on two of their classmates’ 
submissions. As the teacher, you will manage the distribution of 
Peer Reviews amongst your class. Watch this video to see how 
it is done. You will be notified when Peer Review distribution is 
needed. Note that for this process to be possible you must have 
at least three students on your course. Alerts and notifications 
will appear to inform you of how many students need to be 
assigned Peer Reviews.

https://pje.wistia.com/medias/msnb0vi1i7


3. Submissions & Assessment

To monitor and assess your students’ work, use the Submissions 
and Assessments tab. After selecting the relevant course and 
unit, the submission overview for students will then be displayed.
The students’ names appear on the right-hand side of the page, 
with the assignment details appearing above. In this view, it is 
possible to see if a student has completed a certain piece of 
work, as well as their score and the date of submission. It also 
provides a link to the SpeedGrader, where your student’s work 
can be viewed and commented on. Plagiarism detection software 
Turnitin is integrated in SpeedGrader.

Clicking on a student’s name gives an overview of their progress 
in the course, as well as the last time they logged-in to the 
platform. This view also summarises how many completed, 
late, and incomplete assignments the student has submitted. 
Assignments can be sorted by date submitted or their status.

If a student submits work after the deadline has passed it 
will be recorded in the SpeedGrader as late. Whether or 
not the work is marked is at the discretion of the teacher.
Clicking on ‘see all students’ in the top right hand corner of 
this page shows a view of the full class progress. You will be 
able to see an overview of all the students’ assignments for 
the course, and when they last logged into the platform. You 
can sort the assignments by either date submitted or status.



1. What is Blended Learning? 3. Applying Blended and Flipped learning theory to 
a Pamoja Lesson Suite class

2. What is Flipped learning?

Blended & Flipped Learning

Blended learning involves online and face-to-face teaching. It 
combines the two to provide an all-inclusive learning experience. 
A teacher of a blended learning class might give their students 
a list of online resources that help to complement the material 
being studied at present. Alternatively, a group project may be 
completed online using a discussion forum or similar. In both 
cases, online materials do not replace face-to-face instruction; 
both aspects complement each other.

Flipped learning takes the principles of blended learning but adds 
a clear divide between the online and face-to-face components of 
the learning experience. In a flipped classroom a student might 
be asked to watch a video or read an article before attending the 
lesson in person. During the face-to-face lesson, the material is 
reviewed and built upon. This gives learners the opportunity to 
spend classroom time practising and using knowledge rather 
than simply passively learning it.

Proactive Reactive

Student-created Study Guides
Let the students think ahead and 
create their own plans for success. 
Outlining future units or assessments 
can really help them grasp what will 
be required of them.

Student Progress Review
Sit with a few students each day and 
have them talk you through their own 
view of their dashboard. Ask about 
challenges and let them tell you how 
they intend to overcome them. Let the 
students guide you through their work 
gaps and explain how they will catch up.

Active Homework
Flip the classroom and allow the 
students to work as a class on 
particular homework objectives. Peer 
review and support is a powerful form 
of learning.

Review teacher feedback
Sit with students and go through 
teacher comments to check for 
understanding. What is their plan 
for improvement and/or fixing their 
knowledge gap?

Student-created Study Guides
Assign each student a different area 
of the course to review and have them 
put together an A4 Study Guide for 
their peers. These guides can then be 
shared amongst the class providing 
everyone with a full set of notes.

Unit or Assessment review
Sit with the students 1-on-1 and have 
them explain their latest achievements 
within a unit of work or on a particular 
assignment. Have them identify an area 
they feel confident with and one they 
would like to improve on.

Look around the corner
You will be able to look ahead for tricky 
points in difficult units. Help prepare 
the students for the more rigorous 
weeks or assessments. Knowing about 
them ahead of time will go a long way 
towards their  success.

Make the curriculum come alive
Bring the outside world into your 
classrooms. Use the current world 
events to make the subject more 
relevant to your students.



Video Appendix

1. Profile & Navigation
1.1 Navigating the platform

1.2 Profile page

2. Landing page & messaging

2.1 Your landing Page

2.2 View messages

2.3 Messaging

3. Managing a course

3.1 Setting a start and end date for a course

3.2 Unit summary and overview

3.3 Unit control

Click the links to view instructional videos on the following topics:

4. Teaching a course

4.1 The interface

4.2 Discussions

4.3 Wikis

4.4 Peer Reviews

5. Submission & Assessment

5.1 Course submission overview

5.2 Student submission detail 
5.3 Using the SpeedGrader

5.4 Student submission overview

5.5 Class submission overview

5.6 Student submission of files

@pamojastudents@pamojaeducation@pamojaeducation

Call: +44 1865 636 100     |     Visit: pamojaeducation.com     |     Email: admissions@pamojaeducation.com

https://pje.wistia.com/medias/8hnfdh3eg9
https://pje.wistia.com/medias/glnjsh4mc7
https://pje.wistia.com/medias/htxxdfszwf
https://pje.wistia.com/medias/l8jj1d3h9b
https://pje.wistia.com/medias/i45nzyl1fv
https://pje.wistia.com/medias/e600dn36oc
https://pje.wistia.com/medias/a449n7y3rz
https://pje.wistia.com/medias/ycs1i00tuo
https://pje.wistia.com/medias/7nnrnmb1b1
https://pje.wistia.com/medias/udr8wirvpm
https://pje.wistia.com/medias/zydasfjtfp
https://pje.wistia.com/medias/msnb0vi1i7
https://pje.wistia.com/medias/be8rkraavx
https://pje.wistia.com/medias/ofa8mi9vmy
https://pje.wistia.com/medias/ng4bd6h9jr
https://pje.wistia.com/medias/pkcsh98d2m
https://pje.wistia.com/medias/qn2fq7v9cy
https://pje.wistia.com/medias/txx14p5ypp

