ICT NOF procedures school = school or group
before day one CAU = central admin unit

(ie Alison)
trainer = Training Centre

school expresses interest |

!

CAU sends info and registration form
refers to website and sends sample unit (6)

|

If we have any doubts about suitability of our training,
Roger phones and talks through with key contact

'

school registers

!

school information entered on CAU database
School Organizer sent:
* 30% invoice
» faxback form (to ICT) for Units
» school username and password/fee summary sheet

l l

school requests batch of 20+ schools emailed to
particular trainers for ‘picking’
trainer/establishment

1

CAU contacts trainer to

see if can do
l final allocation of new schools
school allocated done by CAU and trainers

notified.

l |

responsibility for training now with trainer

trainer contacts School Organizer to arrange date for first day

trainer sends to School Organizer immediately:
+ skills baseline questionnaire for participants

!

trainer sends to School Organizer 1-2 months before
day one:
 copy of resources questionnaire (to be returned to
trainer 30 days before 1st day)
 planned timetable for day one.

NB. If training numbers
change please inform
Alison




Trainers NOF procedures
after day one

| Each trainee fills in feedback form 1 within 2 weeks of day one

yd

7

NO

email trainee to say something like -
I haven’t heard from you yet. Is
there anything | can do to help?

2 weeks later -
No Response

¥

email received

Email to School Organizer to ask
them why no response.

/

2 weeks later -
No Response

Contact CAU with school number,
teacher name and email address.
We will contact head teacher.

YES

l

Trainer must respond to each trainee
within 7 days (with enthusiasm and
encouragement!)

NB. these times
can be flexible -
use your own
professional
judgement - these
are guidelines!!

Trainer should expect 1st unit task by, say, 1 month

No

4

4

Response

Email trainee to say something like -
I haven’t heard from you yet. Is
there anything | can do to help?

2 weeks later -
No Response

¥

Email to School Organizer to ask
them why no response.

. 2 WEEKS later -
No Response

2 weets later -
No Response

¥

N\

YES

N\

Respond to email within 7 days, in
an encouraging and developmental
way.

/

Monitor progress of trainee, and if,
at any point, contact is slowing, then
email trainee to encourage contact.

l

Only to be used when you have used all your own resources in
getting a response
Contact CAU with school number, teacher name and email address.
We will contact head teacher.

Trainee continues to progress and
report to trainer by email.

Date for 2nd day can be flexible. Have to compromise between going on
too long and putting on too much pressure.
Usually 6 months, but extend (8/9 months at your discretion if appropriate.

Y

2nd Day planning
School Organizer must:

 ensure that all trainees have completed 2nd feedback form
» ensure and support all trainees in completing PDR, especially
Individual Action Plan

2nd Day must include:

* meeting with School Organizer/head to plan further devlopment
« final meeting with participants, issue certificates, provide positive
feedback etc




School/Group NOF procedures

Currently this part is not made clear to the school. We have to clarify, particularly the role of the Key Contact.

Register

When a school registers, they nominate a School Organizer.
This may be the prof devlopment person, IT co-ordinator, headteacher.

¥

The school receives from CAU

» faxback form to indicate they want their printed
them username and password
* invoice for 30% of training fees

materials and tell

either of these may occur first!

The School Organizer will be contacted by the trainer to talk The school will return the faxback form which

about the schools requirements and to arrange the first day.
Trainer will ensure School Organizer has

releases their printed materials

* Resources Questionnaire
+ skills baseline questionnaire

School Organizer must ensure:

 resources questionnaire completed and returned to trainer one month before first day
« all staff attain ICT skills baseline before training begins (using school/LEA resources)

Day one - school closure day.

¥

School Organizer - ensure that all teachers fill in
feedback form one.

L]

School Organizer - ensure that all teachers receive

Complaints procedure for school if they feel
there is a problem with the training:
+ use feedback forms on website
 contact trainer
* email nofga@mmu.ac.uk
 contact CAU
(more detail in School Organizer manual)

response from trainer to feedback form one.

4 N

NO YES

4 N\

Email trainer and notify. School Organizer - enthuse, chivvy teachers
into completion of units/tasks. Ensure they send
* emails to trainer
No response ¥
¥ School Organizer - if there are problems,
School Organizer to contact CAU. receive and respond to email(s) from trainer
CAU will talk with trainer. about individual teachers

During distance learning period, the School Organizer will work with
senior management team in school to ensure teachers have resources,
time to complete units. Suggested strategies in key contact manual

L]

School Organizer - towards end of training, help trainees to complete

Individual Action Plan

Negotiate with trainer exact form of final day

v

Final day - programme involving:
* possible exhibition of work

« trainer to work with individual teachers/small groups and discuss progress/action plans

« if appropriate, discuss individual chlidren’s needs/resources available
 presentation of certificates

School Organizer has meeting with Trainer & head to discuss further professional development planning for staff.




