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1. Aims of NOF Training 

1.1
The main aim of this programme is to raise the standards of pupils’ achievements by increasing the expertise of serving teachers in the use of ICT in subject teaching, to the level of all Newly Qualified Teachers who enter the profession.

1.2 ICT has the potential to enhance teaching and improve pupil achievement in a number of ways – it can open up new forms of information and learning for example by enabling teachers to:

· Demonstrate events that would not otherwise be possible in a classroom environment – things that would take too long, would be too dangerous or would happen too quickly to record and analyse.

· Access large amounts of information from a variety of sources which would not otherwise be available to teachers – for example, websites of official sources in other countries, media sources, and expertise from beyond the locality of the school.

· Make rapid changes to text, designs and models, enabling pupils to concentrate on evaluating and exploring rather than on making time-consuming amendments.

· Give rapid feedback and responses to pupils on their work.

· Provide access to the curriculum for pupils with special educational needs in ways that may not otherwise be possible.

1.3 The effective use of ICT can also benefit teachers and school librarians through:

· Helping to reduce administrative burdens, cutting back on paperwork and helping with administration – for example with record-keeping, analysis, reporting and transfer of information.

· Providing access to the most up to date research on teaching and learning to enhance teaching and support teachers’ own professional development – allowing teachers to communicate with other teachers about what they are doing and to share good practice within their subject.

1.4 The training provides us, as a consortium, with an opportunity to impart our extensive knowledge of ICT within SEN to gain maximum impact and benefit within the schools and education centres of the four Home Countries.
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2. Acceptance of school/ group (Read group)

2.1
All groups must complete the standard registration form 

2.2 The form must be submitted to the Central Administration Unit at Inclusive Technology Limited where the details are entered onto the computer system.

2.3 All applications are reviewed by one of the Directors to ensure that the needs of the group can be met through the training provided by the consortium.

2.4 When there is any question as to the appropriateness of our training, the group contact will be telephoned to obtain further information and clarification before acceptance.

2.5 The group will then receive a notification of registration on the scheme.

2.6 When a group has been accepted on the scheme the consortium member in the geographical area or in the specialized field required by the group will be informed, in order that we best allocate the group to a consultant.  Normally this will happen in batches at management committee meetings.

2.7 The group is then issued:

· An invoice for the first 30% of the training fee from ICT Limited.

· A letter giving the school user name and password for access to the ICTS Web site.

· A School Contact Guide

· A Unit Request Form.  This must be completed and submitted to ICT Limited no less than six weeks before the first training day, in order that the participants have sufficient time to review the Units prior to training.
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3. Fee structure and staffing 

3.1
The group charges payable are as follows:

3.2 England  £750 per group plus £400 per participant

3.3 Wales  £750 per group plus £420 per participant

3.4 Scotland Flat fee of £458 per participant

3.5 Northern Ireland Flat fee of  £525 per participant

3.6 The consortium member payments are as follows:

3.7 Up to 12 participants - £1,250

3.8 Between 13 and 24 - £2,150

3.9 Between 25 and 36 - £3,000

3.10 There is an additional payment of £10 per participant which consortium members can claim after the final day.

3.11 Travel expenses will be paid at standard rate of 30 pence per mile. One claim only per school visit is allowed, irrespective of the number of trainers involved in delivery. The mileage should be based on the distance via Autoroute from office / centre to the location of the visit.

3.12 If location is greater than 100 miles distance from the centre / office then an overnight allowance of £75 will be paid to cover accommodation and meals.  This will be available to all trainers on site.

3.13 In some cases there may be more than one consortium member involved in training a single group of participants.  In this case one of the members must take the lead and obtain the standard fee.  The other party will then be paid on the independent consultant’s rates as detailed in section 10.

3.14 If the two consortium members can reach an alternative arrangement that is acceptable to them both then this would also be allowed.

3.15 The fee will be payable at 30% after the initial on site day and 70% after the final on site day.   This corresponds to the way that the consortium will receive its money from NOF.

3.16 Where participants may be struggling and are in need of extra support, consultants can offer a ‘middle day’. This is at the consultant’s discretion and is not obligatory. The consultant should fill in a proforma explaining the reasons for the extra support, and can then claim £125 + travel expenses. 
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4. Pre training issues

4.1
The consultants will have received notification of all groups that they will be training along with any further available information.

4.2 The consultant will then telephone the group to arrange dates for the on site training to occur.  This may also be a good time to arrange the second date which should be approximately six months later. The consultant may not have sufficient details / documentation to enter further discussion at this stage.  However the consultant should remind the group at this point that prior to the first visit they would require details of the computer equipment held and used.

4.3 At this point, or later as outlined above, they will also establish all details of the completed Resources Questionnaire.

4.4 A minimum of two weeks before the visit, the consultant should contact the group to negotiate the exact structure of the day.  This can be tailored to the group provided that it achieves all of the required objectives and adheres to the compulsory elements as necessary.

4.5 At this time the trainer needs to confirm that the school has received their Units and that the number of participants to be trained are correct.  If they have not been received by this stage the Units can be requested from the Central Administration Unit (CAU); any changes in numbers should also be reported.

4.6 Consultants need to inform CAU of on-site dates arranged for both invoicing and Quality Assurance purposes.
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5 First site visit

5.1 A group visit will cover a whole school day, from 9am to 3.30pm.  Times may vary slightly between areas.

5.2 The main objectives of this initial day are:

· To explain the principles and expected outcomes of NOF Training.  

· To ensure that participants understand the structure of the ICTS provision, and the ICTS expectations of their performance.

· To assist the participants in ensuring that the Units selected are appropriate to their identified needs, and aiding selection of Units where appropriate.

· To ensure that participants are comfortable with the technological aspects of Unit A.

· To ensure that participants are fully aware of the complaints procedures.

5.3 The first session of the day will be an overview of the scheme, our expectations of the participants etc.  The full presentation will be standard and everyone will have a copy of it on OHP and PowerPoint.

5.4 The second session will familiarize the participants with the communication systems necessary to access the on line support. E.g. sophisticated e mail, web conferencing.   OHP and PowerPoint and a dummy version of the Web site again will support this.

5.5 The third session will focus on the specific unit selections and the activities within the units; a brief synopsis of each unit written by the author will be available to consultants.  The consortium accepts that this session may have to be flexible.  It is anticipated that some groups will have established in detail which Units and activities they are to study whereas others will need some further guidance from us.

5.6 The final session will consist of a more practical demonstration of commonly used ICT equipment.  This will be referenced to their use within the training Units.

5.7 There will be a certain amount of flexibility in the third and final sessions depending on the specific needs of the group.

5.8 Before the consultant leaves on the initial day they should ensure that all participants have attained the required objectives and are aware that they will have to return the Initial Feedback form on the Web site within two weeks of the visit.  The consultant should also have a list of all participants and their e-mail addresses.

5.9 Following the initial training day the consultant may claim the first 30% of the fee from CAU.  Such invoices should be submitted on a monthly basis.  Invoices should include VAT if the consortium member is VAT registered and should be addressed to Inclusive Consultancy & Training Limited.
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6 Distance Learning Support

6.1 Each participant should complete the Initial Feedback Form on the Web site within two weeks of the first on site training day.  This form will be sent to trainer from the Web site.

6.2 If there has been no response four weeks after the initial day then consultant will send a standard e mail reminder to the contact at the school to explain that one of the participants does not appear to be taking an active role in the training.

6.3 If after a further two weeks there is no reply, the participant should be referred to the Administration Team.

6.4 At this point the Administration Team will write to the school contact to ensure that there are no issues that will affect the scheme.  Any information will be fed back to the consultant.

6.5 During the scheme a consultant should receive a minimum of five e-mails from each individual to express confirmation of Unit completion.

6.6 Each e mail should contain sufficient explanation of completion of the Unit activity.  It does not have to provide 1000-word essay evidence, as the participants should self-assess.  However there should be enough information for the consultant to be confident that the unit has actually been completed.  A follow up e-mail may be required in some cases to gain sufficient professional satisfaction.

6.7 In order to provide continuing feedback and monitoring of the participant, each activity report received by the consultant should be acknowledged, and a brief assessment made within one week of receipt.

6.8 One month before the final visit the consultant should review the records for the whole group to ensure that all of the participants are on schedule for completion.  If they are not, then an e-mail should be sent to each individual stating the requirements for completion of the course.

6.9 At least two weeks before the final on-site visit participants should complete the second online Feedback Form.  The participants need to be aware that this form needs to be completed before the individual can be signed off.

6.10 Any areas of weakness or dissatisfaction highlighted by the individual can be addressed in person on the final on-site visit.  Schedules can be amended and signed accordingly.
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7 Second site visit

7.1 A group visit will cover a whole school day, from 9am to 3.30pm.  Times may vary slightly between areas.

7.2 The second day at the school will have the following objectives:

· To ensure that participants have reached a substantial number of the Expected Outcomes for the scheme. This will be achieved by the follow up of the second online Feedback Form and observation of the teaching applications within the school.

· To ‘sign off’ the participants and issue certification for achievement of aforementioned Expected Outcomes.

· To assist the school with further ICT progression within the School Development Plan.  The consultant with the Headteacher and the ICT/Staff Development Co-ordinator will hold a meeting.

· To have a final meeting with all participants of the scheme, issue certificates and provide positive feedback on the achievements of staff within the scheme.

7.3 The consultant will need to ensure that the participant has completed, or assist in the completion of, their Professional development and self-assessment record, including the Individual action plan prior to leaving the school.  It is the responsibility of the key contact within the school to collate these forms for the consultant prior to the visit.

7.4 Participants who have not completed the training may continue beyond the final day, at the Consultant’s discretion.
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8
Completion and Sign Off

8.1
To ensure that the objectives of the training are met we must be satisfied that all participants have substantially achieved the Expected Outcomes.  This means that our Quality Assurance procedures have to be particularly tight in this area.

8.2 All participants must have completed the minimum number of activities to a satisfactory level.

8.3 All participants must have completed the first and second online Feedback Forms issued by the consortium.  

8.4 Any issues raised within the Feedback Forms must be addressed with the participant, to the level where the participants are completely satisfied with the outcome.

8.5 All participants must have completed fully the Professional Development Record, including the Individual Action Plan to assist with their future professional development.

8.6 The participant should then be issued with certification of completion of the programme.

8.7 The consultant needs to archive:

· All e mail contact with the group

· Copies (electronic or paper) of both Feedback Forms.

8.8 At this point the consultant can issue their invoice to ICT Limited for the balance i.e. 70% of the total fee, this should be done on a monthly basis.  Invoices should include VAT if the Consortium Member is VAT registered and should be to Inclusive Consultancy & Training Limited.
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9
Accreditation

9.1
Teachers undertaking the NOF funded training with the Inclusive Consultancy and Training Syndicate have the following options for accreditation with the Manchester Metropolitan University. None of the options listed here require attendance at the University. There are five options available to teachers, and these are listed as a) – e)

a) Teachers undertake basic NOF funded training, comprising five Units including non-submitted tasks, preparation day and follow-up day.

The University will provide a module completion certificate equivalent to 10 CAT (Credit Accumulation and Transfer 1) points at a cost of £25

This certificate may be used as evidence to gain credit towards professional development courses run by other Universities and Colleges.

b) Teachers undertake NOF funded training, comprising at least ten Units including non-submitted activities, preparation day and follow-up day.

The University will provide a module completion certificate for 20 CAT 1 points at a cost of £25

This certificate may be used as evidence to gain credit towards professional development courses run by other Universities and Colleges.

c) Teachers undertake basic NOF funded training, comprising five Units including preparation day and follow-up day. They submit a portfolio of five tasks which in total are five thousand words and which meet the assessment criteria for Special Educational Needs in the Professional Development Programme.

Following registration2, completion and successful assessment, the Manchester Metropolitan University will award a nationally recognised Certificate in Professional Studies Stage 1: Information and Communications Technology and Special Educational Needs at a cost of £60

d) Teachers undertake basic NOF funded training, comprising ten Units including preparation day and follow-up day. They submit a portfolio of between five and ten tasks which in total are ten thousand words and which include one reflective task that looks at their own professional development. The tasks must meet the assessment criteria for Special Educational Needs in the Professional Development Programme.

The University will provide tutorial support and advice through electronic means, to teachers following this option. 3

Following registration2, completion and successful assessment, the Manchester Metropolitan University will award a nationally recognised Certificate in Professional Studies: Information and Communications Technology and Special Educational Needs at a cost of £120

e) Teachers undertake basic NOF training, comprising ten units including preparation day and follow-up day. They submit a portfolio of four five thousand-word tasks (in total 20,000 words) which meet the Master level Criteria for Special Educational Needs in the Professional Development Programme.

The University will provide tutorial support and advice through electronic means, to teachers following this option. 3
Following registration2, completion and successful assessment the Manchester Metropolitan University will award a Postgraduate Certificate 

(Special Educational Needs) at a cost of £400


1 CAT points are the standard format that Universities use to recognise the work done by students at other Universities. Therefore, teachers with a certificate indicating CAT points can show this as evidence of study to any University when applying for a course that allows accreditation of prior learning. Universities may then accept this evidence in part recognition for their courses.


2 Teachers who wish to take this option may register with the University at any time before, during or up to six months after the period of their NOF funded training. Teachers taking one option may subsequently take a second one. For instance, if a teacher takes option b, and receives a Module Completion Certificate, this does not prevent them from later taking option d and gaining a Certificate in Professional Studies Stage 2.


3 The University will offer tutorial support through a combination of 

e mail and an electronic discussion group. Criteria and supporting information will be available on a dedicated Web site, which becomes available to teachers on registration. Work may be submitted electronically or in hard copy, and although it is anticipated that all communication with tutors will be via e-mail, teachers may speak to tutors on the telephone if necessary or in very unusual circumstances visit tutors at the University.

9.2
Whilst the first on-site training day should make participants aware of the accreditation options, it is the responsibility of the consultant to ensure that the participant meets the requirements of the NOF training scheme only.  Any accreditation issues should be referred to Manchester Metropolitan University (MMU) as they are outside the scope of the training provided.
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10
Miscellaneous issues

10.1
Independent consultants

10.2
Consortium members can take on independent consultants (IC) to assist with the NOF Training.  Such consultants will be perceived as an ‘employee’ of the member organisation in question for the purposes of QA.

10.3 As such it is expected that the consortium member would exercise professional discretion and perform the usual status checks when selecting consultants as they would when employing staff.  The performance of the individual consultant would therefore be the responsibility of the member organization.

10.4 All independent consultants must be affiliated to a member organization.  

10.5 All independent consultants must have attended the ‘Training the Trainers’ course.

10.6 All independent consultants must have their CV posted on the ICT website.

10.7 Recommended rates of pay for independent consultants are listed below, however any reasonable agreed rate between a member and an IC is acceptable.

10.8 Pre-planning
£250

10.9 First visit
£250

10.10 Support

£250

10.11 Second visit
£250

10.12
Participants / groups who do not reach the desired the level of attainment
10.14 If participants do not make the initial e-mail responses as detailed in section 6 of this manual, and there is no response to the central administration action then the participant will be withdrawn from the scheme.

10.15 If submitted activities do not meet the required standards for Unit completion then the participant should be informed within one week of the receipt of a specific activity.  

10.16 Internet/ e-mail issues
10.17 All consultants have an ‘inclusive.net’ e mail address for use during the scheme.  These need to be set up prior to the first school visit as you will need to ensure that the participants contact you at this address.

10.18 There is an area set up on the ICTS  site for Trainer / Administration access only.  This has the user name ‘roadworks’ and the password ‘whataracket,’ and should contain all of the proforma training documents.

10.19 Each school has a user name and password that will be issued centrally for access to the training area of the Web site.  Training providers will be given details of these prior to their first visit

10.20 All feedback forms can be found on the trainers’ page of the Web site. The form will automatically be sent to the trainer selected on the form and a copy will also be sent to the participant

10.21 It is strongly recommended that all consultants set up an account for themselves on the discussion forum before they go into a school in order that they can better demonstrate the facility to participants.

10.22 Internal Quality Assurance
10.23 The Internal Quality Assurance team comprises Paul Baker, Prue Fuller and Judith Stansfield. 

10.24 The QA team work independently from ICTS and may contact schools from time to time to check they are satisfied with the training they receive. If there are any issues raised, they will be discussed with the consultant prior to being discussed with ICTS. 

10.25 The QA team may wish to be present on an initial or final day and will inform the school and the consultant of their intentions to do so.

