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In addition:

Support materials:

SMT materials CD ROM

Skills-based ECDL training CD ROM

1
Introduction

This support programme has been created to support SMT teams within their role. None of the Actions carried out during the programme are intended to be bolt on activities. The programme indicates where and where not ICT can be used as an effective tool.

In finding ways to support Senior Management Teams and Headteachers in applying their own experiences for the use of ICT against the Teacher Training Agency Expected Outcomes for subject teachers ICAA has come up with a support package containing nine Support Modules.

These modules support activities that fall within a Senior Teacher, Deputy Headteacher or Headteacher’s role. This group will now be referred to as SMT Team. 

By making use of the Support Modules, SMT Team will be able to maximise their personal use of ICT and improve their knowledge of ICT software applications.

The modules will also provide a route for planning and discussion between the SMT team to make efficient use of their time and data within the school.

Materials

ICAA has presented the materials in paper-based manual and on CD-ROM. The Support Modules CD can be installed onto a network system, viewed standalone. It is also formatted to run on both Mac and PC systems. 

The second CD-ROM contains computer-based training materials for the European Computer driving Licence (ECDL). It is anticipated that the SMT Team will dip into this software training as and when required to assist with the materials and resources that are to be developed. In addition, all SMT Teams that make use of the support programme will benefit from having access to the main ICAA NOF ICT Training Programme website where they can join in (or at least view!) the discussions and resources that teachers using the ICAA training have contributed.

Rationale

To ensure that SMT Teams are meeting the requirements of the NOF Training programme as well as hitting their personal goals the TTA Expected Outcomes have been re-structured into the nine Support Modules.
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2
Overview of the Support Modules

Before starting the training programme the SMT Team members should read through all of the Support Modules and decide who will tackle the different modules. It would be advantageous in terms of personal development for the members to choose modules with which they unfamiliar with at present.

Support Modules 1 and 2 are completed as an SMT Team.
Support Module 1


As an introduction to establishing how to make effective use of ICT, SMT Teams to carry out a joint analysis of where they are currently using ICT against the resources available to them. In addition, an analysis of the personal skills in using common ICT software applications. The areas covered could include:


School improvement


Pupil performance


Financial analysis and budget control


Curriculum support - subjects, National standards


Communications


Managing resources


Professional updates - personal, staff and school issues

Action
An analysis of the main areas where ICT could make the SMT Team role more effective related to delegated responsibilities. Time needs to be spent looking through some of the support available and identifying which aspects are achievable and which will require personal training in the use of ICT before a start can be made.
Support Module 2


Delegating specific Actions to different SMT Team members.  Each member will then focus on a specific Action to start the training. As there might be a requirement to update ICT software skills before starting to develop resources, a timescale that sets into motion realistic targets should be prepared. Where there is a small SMT Team, or indeed individual member it will be necessary to prioritise the Actions rather than delegate them. 

Action
Details of the delegation of tasks with timescale for completion. Research  what aspects could be covered by looking at selected websites and programmes.

Support Modules 3 and 4 are completed as individuals


Support Module 3


Carry out the first Action. Make use of resources provided or alternatively look to customise or develop original materials that are directly related to the school.


This Module might take some time to complete, as the personal confidence and level of ICT software expertise will need to be addressed to complete the Action

Action 
Development of customised materials or development of own materials. Implementation of the materials by SMT Team. An example of this would be setting up a spreadsheet to record data in suitable format for importing into other documents. Alternatively it could be setting up a database of contacts so that documents can automatically generated containing up to date data at specified times.

Support Module 4


Peer group review of the Actions carried out in Support Module 3.


Where necessary updated versions of materials produced to meet any shortfalls

Action
Review, evaluate refine lesson, update resource list. Template showing timelines for development and the review process for the electronic data.

Two additional Support Modules from 5 - 8 are required to complete the training programme. These are completed as individuals.

Support Module 5


Identification of a specific topic that will require a presentation to a specific audience, eg assembly, parent evening. If desired, this could be set up as a project with a target group of pupils, eg gifted and talented. Presentation software or web based development program should be used to convey the information.

Action
Develop the presentation, perhaps importing data and materials that have been gathered for other purposes or by other members of the SMT Team for their own Actions. 

Support Module 6

Looking at the various tools available for evaluating pupil achievement and school performance against the national norms. Support through associations and websites like the School Improvement website, linked to Investment in People site provide guidance as to how to locate, analyse and evaluate school data.

Action
Updating data about pupil achievement and identifying methods for evaluated school ratings within against national norms, taking account of ‘value added'. The production of a policy document setting out achievable goals for school improvement.

Support Module 7


The DfEE ‘Autumn Bundle’ provides a vast amount of data that can be used to model and analyse school progress. The progress does not solely refer to pupil progress but also be financial/budget  models or managing resources. In addition, software tools available through the Audit commission website provide further useful guides as to how schools can work on improving performance.

Action
Carrying out a modelling exercise based upon the statistics held within the Autumn Bundle, using the interactive materials available. Preparing school models for recording and analysing data that could be used by SMT to report to Governors and by teachers when developing differentiated curriculum materials to raise standards.
Support Module 8

Establishing good communication links both internally and externally is essential today. This Module looks at methods of developing on-line communities with internal and external links. In addition an investigation of some of the well established sites offering curriculum support for use at school and home.

Action
Analysing the development required to provide access to all staff and pupils to be able to retrieve data from a variety of locations. The production of a guidance document for staff detailing the procedures for use of electronic communications within school (this should include personal, professional and curriculum use) Planning and developing an electronic community that incorporates all valued contacts. These could include parents, governors, LEA, Awarding Bodies.

Support Module 9 should be completed by everyone. This can be done as a team. The Support Modules not covered by individuals during the training programme should be highlighted within the personal Action Plan

Support Module 9

A personal Action Plan is drawn up to meet the Support Modules not yet covered. this should identify the development in short, medium and long term goals. An investigation is carried out into how to set up systems to automatically receive data relevant to focus areas of personal and school improvement. Finally an SMT Action Plan drawn together from all SMT team to identify which areas still require development and a timescale in which the development could be met.

Action
Action Plan completed in an electronic version. Mailboxes are set up to retrieve valued information from a variety of sources and to disregard less important information. The SMT Action Plan should support the existing school development plan in the near, mid and long term through looking at School and Staff development.
3
Expansion of the Support Modules

Support Module 1


As an introduction to establishing how to make effective use of ICT, SMT Teams to carry out a joint analysis of where they are currently using ICT against the resources available to them. In addition, an analysis of the personal skills in using common ICT software applications. The areas covered could include:


School improvement


Pupil performance


Financial analysis and budget control


Curriculum support - subjects, National standards


Communications


Managing resources


Professional updates - personal, staff and school issues

Action
An analysis of the main areas where ICT could make the SMT Team role more effective related to delegated responsibilities. Time needs to be spent looking through some of the support available and identifying which aspects are achievable and which will require personal training in the use of ICT before a start can be made.

Routeway

Decide which aspects are going to be the focus of the training and which will be covered at a later stage.

Look through the examples of the electronic support available and decide which of the sources are of value.

Use the Skills Training CD (or alternative support available)  to help with identification of existing knowledge and skills with software applications and identify where training or personal skills development is needed before going on to further sections of the training programme.

Record personal progress in the Log Book.

Support materials for Support Module 1
Support Module 2


Delegating specific Actions to different SMT Team members.  Each member will then focus on a specific Action to start the training. As there might be a requirement to update ICT software skills before starting to develop resources, a timescale that sets into motion realistic targets should be prepared. Where there is a small SMT Team, or indeed individual member it will be necessary to prioritise the Actions rather than delegate them. 

Action
Details of the delegation of tasks with timescale for completion. Research  what aspects could be covered by looking at selected websites and programmes.
Routeway

Use a spreadsheet or project management software  to prepare a timeline for the training programme as this will identify where and when the different development of resources and materials will take place.

This issue is important. If some of the developments are required by other aspects it is essential to make sure that they all will dovetail together to make effective use of data and development time.

Look at the 'Cutting bureaucracy for teachers' website and carry out the exercise.

Record personal progress in the Log Book.

Support materials for Support Module 2
Support Module 3


Carry out the first Action. Make use of resources provided or alternatively look to customise or develop original materials that are directly related to the school.


This Module might take some time to complete, as the personal confidence and level of ICT software expertise will need to be addressed to complete the Action

Action 
Development of customised materials or development of own materials. Implementation of the materials by SMT Team. An example of this would be setting up a spreadsheet to record data in suitable format for importing into other documents. Alternatively it could be setting up a database of contacts so that documents can automatically generated containing up to date data at specified times.

Routeway

Take the time to develop the first resources or materials as identified in Support Module 1.

This Support Module could take time to complete as there is the issue over the personal skills development that is hidden within it.

Record personal progress in the Log Book.

Support materials for Support Module 3
Support Module 4


Peer group review of the Actions carried out in Support Module 3.


Where necessary updated versions of materials produced to meet any shortfalls

Action
Review, evaluate refine lesson, update resource list. Template showing timelines for development and the review process for the electronic data.

Routeway

Hold review meeting with other members of the SMT team to discuss the personal development and issues relating to the resources and materials under development.

Decide on the effectiveness for the new system, ie is it improving communications, methods of working. It is important to reflect that at this stage ICT might not make things quicker and easier!

Set targets for any refinements or additional developments that need to be made following on from the review session.

Record personal progress in the Log Book.

Support materials for Support Module 4
Support Module 5

dentification of a specific topic that will require a presentation to a specific audience, eg assembly, parent evening. If desired, this could be set up as a project with a target group of pupils, eg gifted and talented. Presentation software or web based development program should be used to convey the information.

Action
Develop the presentation, perhaps importing data and materials that have been gathered for other purposes or by other members of the SMT Team for their own Actions. 

Routeway

There are times when information needs to be prepared for presentation to a specific audience. The use of ICT allows for the development of a reusable resource. For example, a PowerPoint presentation can be created with template slides in place that can be adjusted simply for different audiences such as pupils, staff, governors and parents.

An important aspect of the development of a presentation is the identification of how the resource can be reused. The data used could be taken from existing documents. Alternatively the screens from the presentation could be used for other documents.

Decide which member of the SMT Team will undertake this aspect of the training programme. It would be an advantage for someone who has not already developed their skills in the use of presentation software to carry out this work.

Record personal progress in the Log Book.

Support materials for Support Module 5
Support Module 6


Looking at the various tools available for evaluating pupil achievement and school performance against the national norms. Support through associations and websites like the School Improvement website, linked to Investment in People site provide guidance as to how to locate, analyse and evaluate school data.

Action
Updating data about pupil achievement and identifying methods for evaluated school ratings within against national norms, taking account of ‘value added'. The production of a policy document setting out achievable goals for school improvement.

Routeway

School improvement is always an important issue. Identify specific areas for school improvement through looking at electronic support available.

Having identified the target areas for improvement, produce a policy document that explains how and when the targets will be met. The document should contain data retrieved from other sources and be prepared in such a way that it is easy to update. Where possible software tools should be used to enable automated updating of data.

Prepare an electronic document that can be made accessible to all for them to see at a glance how well the targets are being met. This could be done as a spreadsheet chart and available through a restricted section of the school website.

Record personal progress in the Log Book.

Support materials for Support Module 6
Support Module 7


The DfEE ‘Autumn Bundle’ provides a vast amount of data that can be used to model and analyse school progress. The progress does not solely refer to pupil progress but also be financial/budget  models or managing resources. In addition, software tools available through the Audit commission website provide further useful guides as to how schools can work on improving performance.

Action
Carrying out a modelling exercise based upon the statistics held within the Autumn Bundle, using the interactive materials available. Preparing school models for recording and analysing data that could be used by SMT to report to Governors and by teachers when developing differentiated curriculum materials to raise standards.

Routeway

Look through the way in which the data id displayed within the documents available from the DfEE relating to the 'Autumn Bundle'

Create a spreadsheet that can be used to record and analyse school data. This could be modelled on the one available through the DfEE.

Carry out an on-line financial 'health check' as available through the Audit commission website.

Record personal progress in the Log Book.

Support materials for Support Module 7
Support Module 8


Establishing good communication links both internally and externally is essential today. This Module looks at methods of developing on-line communities with internal and external links. In addition an investigation of some of the well established sites offering curriculum support for use at school and home.

Action
Analysing the development required to provide access to all staff and pupils to be able to retrieve data from a variety of locations. The production of a guidance document for staff detailing the procedures for use of electronic communications within school (this should include personal, professional and curriculum use) Planning and developing an electronic community that incorporates all valued contacts. These could include parents, governors, LEA, Awarding Bodies.

Routeway

Take the time to analyse exactly where paper-based communications could be replaced by electronic versions. This analysis should look at both internal and external communications.

An important development for teachers is the use of on-line lessons. Look at some of the recommend sites for the use of on-line teaching and lead a discussion with staff about their use of the Internet as a teaching tool within the curriculum.

Set up bookmarks to websites that you would like to refer to and direct others to look at when you are sending information about specific management issues.

Record personal progress in the Log Book.

Support materials for Support Module 8
Support Module 9


A personal Action Plan is drawn up to meet the Support Modules not yet covered. this should identify the development in short, medium and long term goals. An investigation is carried out into how to set up systems to automatically receive data relevant to focus areas of personal and school improvement. Finally an SMT Action Plan drawn together from all SMT team to identify which areas still require development and a timescale in which the development could be met.

Action
Action Plan completed in an electronic version. Mailboxes are set up to retrieve valued information from a variety of sources and to disregard less important information. The SMT Action Plan should support the existing school development plan in the near, mid and long term through looking at School and Staff development.

Routeway

Personal Action Plan is completed.

Establish e-mail links to provide updating facilities from selected government and professional websites.

Hold discussions with the SMT team to work out the requirements of the staff following on from the training programme and look for the support available for initiatives from government and professional bodies. 

Draw up and Action plan for the school and staff development related to the existing school development plan that highlights how and where ICT will be introduced to improve efficiency.

Record personal progress in the Log Book.

Support materials for Support Module 9
4
Log Book

This Log Book has been created to provide a mechanism for recording personal development. it is intended that the Log Book is stored on a computer and updated in electronic format as the training programme is followed.

A section has been provided at the end of each Support Module for teachers to record where the ‘Evidence’ can be found.

	Support Module 1

	Evidence:
	Analysis of existing use of ICT within SMT Team and school management

Resources List


	Step
	Points to consider

	1
	Decide which aspects of the use of ICT are to be the focus of the training programme by analysing the way in which the SMT Team currently makes use of ICT within their role.



	2
	Identify the resources currently used in the topics.   Are there ways ICT would improve the resources available?

Identify which existing manual/printed resources could be replaced or enhanced by ICT based resources.



	3
	Using professional support available through  a range of websites to find out relevant areas for development or improvement. 



	4
	Update the existing resources by including references to ICT and compiling a list of expert sources of information and contacts - these could include newsgroups, web sites and e-mail addresses.



	5
	Consider the balance between existing practice and the inclusion of ICT to:

· enhance your pupils’ learning and communication between target audiences

· make your preparation and presentation of topics or projects more effective



	Evidence provided:


	Evidence stored at/as:

	
	


	Support Module  2

	Evidence:
	Delegation of tasks from examining the way bureaucracy could be limited

Production of a timeline template file



	Step
	Points to consider

	1
	Select one area from within current role for development work.

Identify any tools and procedures (eg drafting, graphing, logging data, calculating, predicting etc) that are necessary in your role and which can be supported by the use of ICT.



	2
	Identify all the support materials necessary to support the scheme of work.  Check:

· the areas where you have the skills to produce the resources/material

· the areas where you will need to acquire new skills before you could produce the support materials



	3
	Identify ICT based sources of information that support the chosen area of development.  

Plan how the materials will be used in consultation with the other SMT Team members..  Consider issues such as:

· will this be for personal or general use?

· will it be accessed through the network or from the website?

· will it require any demonstration/presentation before it can be effectively used by others? If so how will the presentation take place?



	4
	Identify if there are any links to commercial or industrial practices used in the world outside the school environment that link to items in your scheme of work.  In doing this the correct terminology should be known, understood and used.



	5
	Produce the timeline template for the development of the resources.

 

	Evidence provided:


	Evidence stored at/as:

	
	


	Support Module 3

	Evidence:
	Updated resources/materials produced and used 


	Step
	Points to consider

	1
	Consider audience

· ICT ability

· accessibility

· privacy of data

	2
	Look at examples from relevant websites to assist in the production of your resources/materials.



	3


	Identify methods for assessing the usefulnes of the resources and materials developed. 



	Evidence provided:


	Evidence stored at/as:

	
	


	Support Module 4

	Evidence:
	Peer group review, evaluate and refine resources and materials developed so far

Development of an evaluation template 



	Step
	Points to consider

	1
	Develop a template that can be completed by the rest of the SMT team that covers the use of the new resources/materials.

 

	2
	Identify whether the specific items of hardware and software used were suitable.



	3
	Identify whether:

· your use of ICT has supported the task in hand rather than dominated it

· the use of ICT was better than using other methods



	4
	Identify whether the ICT resources/materials were accessed correctly for safe and effective use.



	5
	Identify how you could manage change within your planned use of ICT to meet spontaneous events eg failure of equipment..




	6


	Update the resources/materials in view of the evaluations made.

	Evidence provided:


	Evidence stored at/as:

	
	


	Support Module  5

	Evidence:
	Production of a presentation incorporating data from other ICT sources.


	Step
	Points to consider

	1
	The use of ICT for a demonstration.  In doing so, analyse the data being presented to ensure that it is in an understandable and interesting format.

Identify which of the new skills you can learn by yourself and which you need help with to learn.



	2
	The use of ICT resources to produce the support material for your planned demonstration, ensuring the correct terminology is used throughout.



	3
	How the room/classroom needs to be set out for the demonstration, ensuring you have access to the necessary ICT resources.



	4
	Reflect upon the presentation in terms of:

· your use of terminology

· your use of the correct procedures

· the appropriateness of the positioning of the resources used



	5
	Consider other methods you could use to assist in the development of your ICT capability: 

· explicit discussions of the ICT skills and applications used

· the teaching of relevant ICT skills 

· the use of terminology accurately and appropriately

· the provision of models of good practice in your use of ICT for your staff and pupils



	Evidence provided:


	Evidence stored at/as:

	
	


	Support Module 6

	Evidence:
	Planning school improvement by examining national and international data.

Production of a school policy document setting out the goals for school improvement targets for the use of ICT.

	Step
	Points to consider

	1
	Examine a range of resources available to support school improvement. from these select specific items and identify the areas that should be targeted for improvement.

	2
	Identify whether:

· the objectives/criteria could be met at present 

· the methods of learning that might need to be introduced to meet improvement targets 

· the class management is supporting any improvement strategy 

	3
	Amend and update  your policy documents to be explicit in establishing how ICT has enhanced pupil learning in a measurable way.



	Evidence provided:


	Evidence stored at/as:

	
	


	Support Module  7

	Evidence:
	Data handling and analysis that make use of ICT models within school administration and management.

Production of a data model (perhaps a spreadsheet) for use by specified audiences.


	Step
	Points to consider

	1
	Identify  data within the school administration that would benefit from being stored centrally to determine school progress, this could be both pupil progress and financial/budgetary progress. examine relevant electronic versions of models to support your data handling.



	2
	Analyse all the users who would benefit from having the data available for their own use. discuss the way in which the data should be recorded.



	3
	Produce and use the model.



	Evidence provided:


	Evidence stored at/as:

	
	


	Support Module  8

	Evidence:
	Resources/materials accessed/uploaded through use of the Internet

Establish procedures for the use electronic communications within school by staff and pupils. 



	Step
	Points to consider

	1
	Select aspects from your role that would benefit from better  methods of communication.  Research and list the range of ICT resources available noting the time taken to retrieve the information.

	2
	Plan how you will get the information considering:

· whether it needs to be gained daily, weekly or at longer intervals of time

· how information will be communicated to others, eg e-mails, discussion forums



	3
	Detail how staff and pupils should be able to access and store materials within school. This coulod be an Internet policy document updated to meet the use of ICT in the curriculum..



	4
	Identify :

· the method chosen to send the information

· the purpose of the information

· the format in which it will be sent

· the response required




	5
	Establish and use the electronic communication links identified for e-mail and communicating information to selected audiences.



	Evidence provided:


	Evidence stored at/as:

	
	


	Support Module  9

	Evidence:
	Action Plan 



	Step
	Points to consider

	1
	Consider how well you have completed the Support Modules 1 -8 and identify the areas where further development is required.

	2
	Identify areas that you are able to update immediately, making reference to relevant materials that exist nationally through, for example, the National Grid for Learning, the Virtual Teachers Centre, BECTA materials etc.


	3
	Identify what professional support is available through user groups, news groups and professional associations.  

Use this within your personal Action Plan to show how you will keep informed about ICT.



	4
	Identify any specific areas of concern for your use of ICT related to:

· the Data Protection Act

· copyright restrictions relating to use of text, pictures, sound and the copying of software

· material that is illegal in this country



	5
	Create a personal Action Plan that indicates how and where you will deal with any aspects of the Learning Units not yet evidenced.

Prepare your goals in terms of short, medium and long-term outcomes.



	6
	With the rest of your SMT Team members discuss the way that the staff development can be supported by the effective use of ICT. Examine professional educational websites for guidance on issues, eg performance management.



	7
	Continue to discuss and plan how aspects of school management and development that could be improved  by making more effective use of  ICT. produce an Action Plan that matches the school development plan to support this development.



	Evidence provided:


	Evidence stored at/as:

	
	


5

Action Plan 
All teachers who have completed their training in the use of ICT in subject teaching have to complete an Action Plan. To mirror the same issues for professional development, it is important for the SMT team members to produce their personal Action plan related to their personal development for the use of ICT.

The purpose of the personal Action Plan is to convey a summary of the information about the individual's strengths and their needs and priorities for further professional development.  It is not intended to be a replacement or substitute either for references from providers to prospective employers, or for schools’ existing systems for monitoring and supporting teachers.

The profile is intended to help to:

· target and address their future professional development needs in the use of lCT in management

· build upon their strengths in developing resources and materials incorporating lCT elements

· identify knowledge, understanding and skills beyond those set out in the Expected Outcomes of the NOF funded training, as identified in the Support Modules

· consider accreditation of their acquired skills and future direction towards qualifications

	Targets


	Action to be Taken

(and by whom)
	Success Criteria
	Resources


	Target Date

for Achievement
	Review Date

	Short Term

	
	
	
	
	

	Medium Term

	
	
	
	
	

	Long Term


	
	
	
	
	


Examples of Targets and Action Plan
	Targets


	Action to be Taken

(and by whom)
	Success Criteria
	Resources


	Target Date

for Achievement
	Review Date

	Short Term

Further develop personal skills in the use of software applications

Incorporation of ICT materials into the literacy hour.


	Attend after school training sessions, look for INSET available from a range of sources.

Teacher to develop materials and consider classroom management issues.  Incorporation of ICT to introduce topics to whole class.
	Confident use of a wider range of applications and the production of resources for pupil use

Improved the quality of the pupils’ learning.
	Half day INSET training.  Supply cover required.

Preparation time. Use of an overhead projector and acetates to introduce digital materials and skills to the whole class.
	
	

	Medium Term

To improve web page design skills.

Look at methods of using on-line assessment for pupil performance
	Find a suitable course through the LEA to improve web design and presentation skills.

Teacher to research topic and run INSET morning on the available materials.
	The teacher’s improved understanding of web page design with a view to creating a school web site.

Improved assessment of pupils’ ICT skills.
	Supply cover for teacher placement.

Closure of school for INSET training.  Check Key Stage 2 resources for ICT to fulfil all requirements of the scheme. Supply cover for teacher placement.


	
	

	Long Term

To integrate the resources and materials produced into a subject Intranet.

	Use newly acquired skills to design the web pages and structure.  Other staff and pupils to provide ideas, pictures and information for the site.


	Use of the resources by staff and pupils.


	Check that the network system will support the web site.  Consider buying a digital camera and/or scanner to digitise photographs and childrens’ artwork.
	
	


6
Web Site Guide

Although not part of the SMT Training programme as an additional resource the ICAA NOF website has been made available. This section introduces users to the basic layout of the web pages displayed on the ICAA web site www.icttg.co.uk
Home Page

This page provides access to a range of information relating to the ICAA Teacher Training Programme, including the Teacher Training Agency’s Expected Outcomes and Certification, for both pupils and teachers, that is available from ICAA.

Teachers following the Training Programme (Registered Users) and Training Co-ordinators (Administrators) will log in from here.
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Figure 1 - ICAA Home Page

Login

1. To login, click on the Registered Users text link (as shown in Figure 1).  This will bring up the User Login screen as shown below (Figure 2).

2. Type in your DfEE number and password (until you change it your password is also your DfEE number).

3. Select the subject and year you wish to view (this is only the default option and may be changed once in the support materials) and then click on the Login button.
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Figure 2 – User Login page

4. If you are not an authorised user or you have entered incorrect data, an error message will be displayed.  Please type in the correct DfEE number and password and click on the Login button again.  (Any other problems should be referred to the school’s Training Co-ordinator or the ICAA Help Desk)

5. Once you are allowed access you will see the welcome page in the Workspace (see Figure 3).

Workspace

From here users may access all of the facilities available on the web site.  The page (see Figure 3) is split into 2 frames – the main side navigator on the left and the larger Workspace on the right.
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Figure 3 – Workspace

Description of the options available in the main side navigator:

1) My Details


Your personal particulars and the option to make changes to your password or e-mail address.

2) Log Book


A means which you may use to keep a check on, and record of, your progress through the programme.

3) Support materials


Access to all the support materials.

4) Software & Systems


A description of the other software and systems support (NETg) which has been included to support the training.

5) Collaborate


The opportunity for you to join in discussion groups and forums and also use the interactive chat facility.

6) Resources


It is in this section that resources such as lesson plans and pre-prepared files are stored.  These have been uploaded by teachers participating in the training programme and are generally available.  It is here that you would download or upload any materials that you wished to access or make available to others.


There is also information, and sometimes access to, software that will support the training programme.  You will also find a directory of all schools registered on the programme.

7) Events


Current on-going events submitted by users of the training programme.

8) Journal


Your personal and public diary.

9) Search


A tool to perform searches for related contents.

10) Help


Access to the on-line Help Desk.

11) Exit


Exit and close the learning programme.

[image: image1.bmp]
From any point in the programme you can return to the main Home Page by clicking on the ICAA logo at the top left of the screen.  From here you can log in and reach all the general information about the programme and its use.  
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This button will take you to the main workspace. 

Support Material

The sets of support materials comprise several distinct documents (up to 20).  Eighteen of these are indicated on the tabs at the top of each document as you open it.  Clicking on a tab will open that item.  Where the item is not available in the current set then the tab is 'greyed out' and will not respond to a click (eg Numeracy in Figure 4).  Therefore it is possible to view all the support materials in one sitting or take them item by item as they relate to the tasks in the steps of the tutorial.
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Figure 4 - Support Materials tabs

It is also possible to access the support materials relevant to the activities described in each step by clicking on the link at the bottom of the page.  These appear in yellow text in a green box, as in Figure 5 below.
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Figure 5 – Link to Support Materials from Learning Unit 1

Logout

If you wish to use the Log Book facility to keep a record of your progress through the training programme it is important that you use the Logout option rather than the Exit option – both of these are available in the side navigation list (see Figure 6).

You will be prompted to enter your password as a means of confirming your exit and recording your progress to date in the Log Book.
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Figure 6 – Logout from Learning Unit 1

Exit

To exit from the training programme, click on the Exit option shown in the side navigator of the Workspace screen.

(NB - when the mouse is over the Exit option, the message “Exit & Close Window” is shown)
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When this action is selected, a message box will be displayed as shown in Figure 7 below.

Figure 7 - Exit message box

To exit from the programme, click on the Yes button to confirm.

User Details

Editing User Details

The only details that may be changed by the individual teacher are the password, e-mail address and Home Page (as appropriate).  To change any of the other details shown it will be necessary to ask the school’s Training Co-ordinator, who has administrator access rights, to do so.

1. Click on the My Details option in the Workspace area.  The Teacher Details will be displayed as shown below in Figure 8.
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Figure 8 - Teacher Details page

2. To change details click on the Change Password option in the side navigator.  A new page will be displayed (see Figure 9).

3. Enter or change any of the details in the allowable fields on the screen.

4. Click on the Submit button to save your changes or Cancel button to ignore the changes.

5. The system will then return to the Workspace screen.
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Figure 9 - Change Details page

Resources

This section allows users to view material which has been uploaded by teachers following the training programme.  It is possible to download these files as well as adding your own materials which you have developed and wish to share with others.

You may also view suggestions relating to software and a complete list of the schools following the training programme

Adding New Material

1. Click on the Resources option in the Workspace area.  A new Resources navigation menu with all the existing resources information contributed by other teachers will be displayed (see Figure 10).
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Figure 10 - Resources Page

2. To add new material, click on the Add New Material image located at the top centre of the page.  A new Material form will be displayed (see Figure 11).
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Figure 11 - New Material form

3. Fill in the following fields, which give details of the material you are adding.

	Field
	Description

	Subject
	Select the subject for which the material will be used

	Year
	Select the year for which the material is appropriate

	Category
	Select the category that matches the material submitted

	Type
	Enter the type of material submitted

	Contact Person
	Enter your name

	E-mail
	Enter your e-mail address

	License
	Select the type of license for the material

	Home Page
	Type in the Home Page address (if applicable)

	Description
	Type in a short description of the material being submitted

	File Upload
	Click on the Browse button and select the file you wish to attach to this material


4. Click on the Submit button to save the new material entry or press Cancel to discard the entry.

The materials can be viewed sorted by date, type, subject or category by clicking on the option in the side navigator.

Adding New Software

1. Click on the Software option in the Resources navigation menu.  This will display all the software information that has been submitted by users (see Figure 12).
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Figure 12 – Resources software section

2. To add new material, click on the Add New Software image located at the top centre of the page.  A new Software form will be displayed (see Figure 13).
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Figure 13 - New Software form

3. Fill in the following fields, which give details of the software you are adding.  Please ensure you also include the size of the file and the type of the file (eg Word97).

	Field
	Description

	Software Title
	Enter the name of the software

	Version Number
	Enter the version number of the software (if appropriate)

	Version Date
	Enter the software version date (if appropriate)

	Category
	Select the category that matches the software submitted

	License
	Select the type of license for the material

	Contact Person
	Enter your name

	E-mail
	Enter your e-mail address

	Home Page
	Type in the Home Page address

	Description
	Type in a short description of the software being submitted

	File Upload
	Click on the Browse button and select the file you wish to attach


4. Click on the Submit button to save the new software entry or press Cancel to discard the entry.

Software can also be viewed sorted by date and category by clicking on the option in the side navigator.

Viewing the List of Registered Schools

Click on the Directory option in the Resources navigation menu.  This will display all the schools registered for the training programme (see Figure 14).

The entry for each school includes the address, telephone number and a link to the school’s Home Page (if available).
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Figure 14 – Schools Directory

Events

Creating a New Event

1. Click on the Event option in the Workspace area.  A new screen displaying the events will be shown.  You can view the events by one week, two weeks or one month by clicking any of the options at the bottom of the calendar view (see Figure 15).
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Figure 15 - Events page showing 2 weeks view

2. To create a new event, click on the Create Event image link located at the top centre of the page.  A new Event page will be displayed (see Figure 16).
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Figure 16 - New Event form

3. Fill in the following fields, which give details of the event you are adding.

	Fields
	Description

	Event description
	Type in a short description of the event

	Date
	Select the date of the event.

	Time
	Enter the time of the event

	Location/Venue
	Enter the venue for the event

	Contact Person
	Enter a contact person’s name

	E-mail
	Enter a contact person’s e-mail address

	Contact Details
	Enter the contact information

	Notes
	Type in the details of the event


4. Click on the Submit button to save the event entered or press Cancel to discard the event entry.

Discussion Groups & Interactive Chat

Accessing the Discussion Groups

1. Click on the Collaborate option in the main menu side navigator.  The Discussion Groups page showing the four different groups that teachers can participate in will be displayed (see Figure 17).
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Figure 17 – Discussion Group main page

2. Select and click on any one of the discussion groups that you wish to participate in.  You will now see a list of discussion topics with the responses that have been made (see Figure 18).
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Figure 18 – Discussion Group page listed by topics

3. The discussion group topics can be viewed sorted by topic (as above in Figure 18), date or author by clicking on the option in the side navigator.
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Create New Topic

1. To create a new discussion topic, click on the Create New Topic image as shown above.  A new Discussion Group form will be displayed (Figure 19).
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Figure 19 – Blank Discussion Group form

2. Fill in the following fields, which give details of the discussion topic you are creating.

	Field
	Description

	Subject
	Enter a title for the topic that you wish to discuss

	Emoticon
	Select the icon that best represents your discussion topic

	Details
	Explain the details or purpose of the discussion

	Attachments
	Attach any file that is related to the topic you wish to discuss


3. Click on the Submit button to post the discussion topic you have raised or press Cancel to discard your entry.
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Participating in Discussions
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To join in a discussion you will need to create a response.  This is done by clicking on the Respond to Posting image as shown above.  A new form will be displayed with the Subject field showing the topic of the discussion you are joining (see Figure 20).

Figure 20 – Participating in a Discussion Group form

2. Fill in the following fields, which give details of the contribution you wish to make to the discussion topic.

	Field
	Description

	Subject
	The topic of the discussion will already be entered

	Emoticon
	Select the icon that best represents your discussion topic

	Details
	Explain the details or purpose of the discussion

	Attachments
	Attach any file that is related to the topic you wish to discuss


3. Click on the Submit button to post the discussion topic entry you have made, or press Cancel to discard your entry.

Searching the Discussion Groups

Given the large number of topics that might have been discussed or are in progress at any one time it is possible to search for particular areas of interest.

Click on the Search option in the Discussion menu side navigator.  A new form will be displayed allowing you to enter specific details of any discussion topics you would like to search for (see Figure 21).
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Figure 21 – Discussion Group Search form

Interactive Chat

There is a Chat Room facility available within each of the four different Discussion Groups.

1. To use this facility click on the Chat option in the Discussion menu side navigator.  The Chat Room Log In screen will be displayed (see Figure 22).
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Figure 22 – Chat Room Log In screen

2. Make any alterations to the nickname you will be referred to as (labelled Nick in the diagram above), your e-mail address or the room you wish to enter.  Access the Help facility for a more detailed explanation of what is, and is not possible.

3. Click on Connect to log in.  The room you will be entering will be relevant to the discussion group you are in.  Figure 25 shows the room as thepub, which is part of the Watering Hole discussion group.  The default discussion group is Feedback.  It is also possible to change from one chat room to another once you are connected.

4. Click on Session to join the chat room (see Figure 23).
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23 – Chat Room page 

5. The names of the users present in the room will be shown in the right-hand column of the room.  To chat privately with any of them click on their name - you will then be able to enter text for their attention only.

6. It is also possible to ‘float’ the chat room screen away from the page it is embedded on, thereby allowing movement to other parts of the web site whilst continuing to engage in ‘conversation’.

Journal
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Making a Journal Entry

1. To create a new Journal entry, click on the Create New Entry image as shown above.  A new Journal form will be displayed as shown below (see Figure 24).
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Figure 24 – New Journal Entry form

2. Fill in the following fields, which give details of the Journal entry you wish to make.

	Field
	Description

	Subject
	Enter an appropriate title or accept the default

	Type
	Private - for your eyes only OR Public - for all to view

	Body
	Journal entry and/or explanation of any attached file


3. If you wish to attach any document, click on the Browse button to select the file.

4. Click on the Submit button to post the Journal entry you have made, or press Cancel to discard your entry.

Viewing Journals

As the Journal offers a means of keeping a private or public diary of progress through the training programme it may also include files that other teachers have prepared in response to the requirements of the learning units.

1. To view your own private Journal, click on the My Journal option in the menu (see Figure 25).
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Figure 25 – Public Journal entries in Calendar view

2. To view the public Journal entries click on Public Entries in the menu and select one of the viewing options.

3. Public entries may be viewed in the default Calendar mode (as in Figure 25), sorted by Author (see Figure 26), or sorted by Date of entry.

4. Clicking on a Journal entry will show further details as well as any files that have been attached (see Figure 27).

Figure 26 – Journal Public entries shown by author

Figure 27 – Journal entry and attached file

Support Materials

Searching the Support Materials

1. To search the support materials click on the Search option in the workspace side navigator.  A search form will be displayed as shown below (see Figure 28).

Figure 28 - Search form

2. Enter the keyword(s) that you wish to search for in the boxes given on the form, specifying whether to search for any or all of them.

3. Fill in the following details which help to specify your search criteria.

	Field
	Description

	Key Stage
	Click on the appropriate key stage button

	Subject
	Select the subject from the drop down list

	Category
	Select the type of support material from the drop down list

	Show
	Select the number of matches to be shown

	Thesaurus
	Click on the appropriate button for exact matches or similar


4. Click on the Search Now button to process your search.

5. Any documents that match the search criteria you have specified will be displayed on a Search Results page (see Figure 29).

Figure 29 – Search Results page

6. Clicking on the link will open the relevant document.

Help Desk

Creating an Issue!

1. The ICAA Help Desk form will display when you click on the Create Issue button on the main side menu (see Figure 30).

Figure 30: Help Desk Issue form

2. Fill in the following fields, which give specific details of the problem you wish to raise.

	Field
	Description

	Short Description
	Give a short, clear description highlighting the problem

	Problem Area
	Select the most appropriate area from the drop down list

	Details
	Give some specific details as to the nature of the problem

	Attachments
	Attach any file that is related to the problem you are raising


3. Click on the Submit button to post the issue that you have raised to the ICAA Help Desk, or press Cancel to discard your entry.

4. You can check on the progress of your enquiry at any point by clicking on Status Enquiry. 
5. FAQ will display a list of frequently asked questions relating to the whole programme
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Click on the Logout button to make use of the Log Book facility and record your progress.
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Topic of this discussion





Search option





Help button which accesses a clear and useful explanation of the options available on this screen and within the Chat Room in general.





Click here to join





The room in which this chat is taking place. 


Move between rooms by clicking on the Rooms button.





Indicates who is present in this Chat Room.


To chat privately click on the name of the user.





Click on this button to ‘float’ the Chat Room screen, thereby allowing movement between pages of the site.
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Click here to view or make private Journal entries.





Viewing options for public Journal entries.





Attached Word file.





Links to entries that meet the search criteria
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