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Appendix A -  

[bookmark: _Toc7466523]Teaching Intervention 

This teaching intervention will be dealing with the different approaches of teaching within Student Services Learning Support Roles and Lecturing for the School of Applied Computing. 

[bookmark: _Toc7466524]Introduction
A teaching intervention is a situation where a teacher changes their teaching style or methods to suit a single student or a group of students. This change may be a simple change such as providing content before a lecture for the student to study. As the author of this report works for Student Services [1], this intervention will look at the range of roles and their impact on teaching styles, delivery and methods. The author has also taught for the School of Applied Computing (SOAC) [2] for the last few years on a part-time contract. The knowledge and experience of teaching lectures within SOAC and teaching for a specific individual in student services has allowed the author to fully incorporate the theory of teaching to the student’s style [3] and not teaching for the lecture favourite method or most comfortable style. (A2,A4,A5,K2,K3,K5,K6,V1,V2,V4 [4])  
Student Services is made up of several categories such as Finance, Learning Support, Counselling and Careers [1]. This intervention will be focusing on Learning Support, Learning Support contains a range of roles that support students. Some of the roles are at a grade 7 which are considered as lecturing roles by the University. Other roles such as note-taking and study assistant are not grade 7 but still provide support for the students in their academic journey and will be discussed below to give the reader an overview of all the roles that support students in the Learning Support department. (A1,A4,K6,V3,V4 [4])  
The Learning Support department is required to maintain and abide by the rules and regulation of DSA-QAG [5]. The DSA-QAG audit Learning Support yearly and provide the university with a license to support students. The DSA-QAG also set out guidelines for non-medical helpers and the requirements of their roles [6] [7]. The roles are defined by the DSA-QAG Framework which also categories the qualifications the individual must have to provide that specific support [7]. 
(A5,K6,V4 [4])  
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As mentioned above the Learning Support department has a variety of roles, these roles are listed below:
· Note Taker
· Study Assistant
· Assistive Technology Trainer
· Specialist Mentor for Autism
· Specialist one to one Study Skills
When a student is supported by the Learning Support team, they are for the most part, funded by Disabled Student Allowance (DSA) [8] [9]. DSA is given by the government student funding such as Student Finance Wales [8] or Student Finance England [9]. The Student Finance companies require the student to either produce or undergo a needs assessment report or diagnostic. This information is then analysed and then a support package is produced that is catered to that student’s disability, thus meeting all their needs to study. The requirement to support students is a legal obligation that the university must meet, it is derived from the Equality Act [10]. Students who are international or Irish gain funding from the Irish government [11] or the University is required to pay for the support [1]. (K6,V4 [4])  
The support package produced for the student can contain several of the Learning support roles. The author can support a single student in a variety of roles and thus be there only contact within Learning Support. Support by a single member of staff can be beneficial and detrimental depending on the interaction with the student. A single staff member is beneficial in that a student can build a solid rapport with the staff member, this can allow for a more personalized teaching plan and support structure [12] [13]. The detrimental side of that interaction is that the student can become reliant on the staff member and thus removing the grand aim of Learning Support which is autonomy for the student. The staff member can also suffer from this type of overload of support by the sheer exhaustion of dealing with the student as well as the mixing of roles, therefore, a variety of staff is the default option for supporting a student with multiple support roles. 
(A1,A2,A4,K6,V1,V2, [4])  
This range of staff allows for the fine tuning of interactions for staff and student [14] [15]. When a team is implemented it is imperatives that members of the team communicate any issues that arise. To accommodate this communication, staff are required to produce work plans that help staff keep track of work and issues that arise it also allows other team members to overview them if needed. The work plans are only produced by staff at grade 7, therefore Study Assistants and Note Takers are not required to create these. (A1,A2,A4,K2,K5,K6,V2 [4])  
Learning Support staff do not teach subject-specific content, that is carried out by the schools [15]. Learning Support staff teach study skill topics such as referencing and how to disseminate an assignment brief. Time management and organisation are the main topics, especially when dealing with first years [16]. The range of student that are supported can be from college student to mature students who are doing apprentices or simply doing a degree to pass the time. The types of disability that are supported are dyslexia [17], dyspraxia [18], dyscalculia [19], Mental Health, the Autistic’s spectrum [20], mobility issues and deaf students. The Learning Support department does not have the ability to refuse a student’s enrolment we can only assist the school with ensuring that the student can study their chosen course. Learning Support is also tasked with ensuring the university is accessible to all students, if new equipment is needed such as a stair crawler then one is purchased, and staff are trained on the use of it. (K4,A1,A2,A4,V1,V2,V4 [4])  
The reflection portion of this section will discuss the difference in teaching in Learning support roles and teaching for SOAC [13] [15]. This will provide the intervention knowledge and experience that is implemented and thus should meet the criteria of this section of the brief. 
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Note Taking is not a teaching role but is a critical skill that’s used in academic life [16]. Being aware of how students take notes and using that knowledge enables a teacher to create resources and develop lesson plans that can assist in the development in effective and efficient notes. (K2,K2 [4])  
This role is as its name suggests a role of taking notes for a student in sessions, the reason why a student may have a note taker can range from mobility issues to deafness [21] [22]. The role of a note taker was developed to create a level playing field for disadvantaged students [10]. Once a set of notes have been created by a staff member and given to the student, they are the property of the student.  (A1 [4])  
The notes are tailored to suit the needs of the student, therefore before notes can be taken the staff member and student must communicate and agree on the style of notes [21]. Some students are unaware of the style and layout options; therefore, the staff member must be aware of the disability and the limitations that can affect the student. To ensure a level playing field the notes must be customized for the student’s disability, for example, if the student has difficulty reading the red text than changing the font colour to red for key information would not be suitable for that student [23]. The notes are not designed to be interchangeable between students they are created for a specific student. (K3,K6,A2,A3,V1,V2 [4])  
The DSA-QAG require that note takers have a degree and complete a note-taking course [7] [6]. The course was given by OCN’s Training and aptly named Note Taking for Disabled Students in Higher Education level two [21] the certificate and resources for this course can be located in Appendix A - 1Appendix A - . The course was designed to inform and educate note takers on how to take notes, design the notes and key facts to discuss with the student about how they would like their notes presented. (A5,V3 [4])  
While this role is not classed as a teaching role it does provide the author with the opportunity to observe the teaching of several lecturers in a range of subject and settings [24]. The settings can range from small groups, large groups, field trips, seminars, lectures and tutorials. Observing lecturers in a variety of different setting has given the author insight into adapting the teaching approach to suit the situation [25]. The range of lectures observed whilst taking notes is extensive, below is a selection of some of the topics areas the author has observed: (K3,K5,A2,V2 [4])  
	· Animation and Design
· Animation History
· Games Design
· Programming
· Games History
· Geographical and Information Systems
· Usability Engineering 
· Games Content and Engineering
· Information Engineering
· Games Architecture and Mechanics
· Study of Photography History
· Analogue Electronics
· Mathematics 
· Scripting 
· Data-Centric Windows Programming (DCWP)
· Networking
	· Information System Strategy
· Database Management
· Distributed Web Applications
· Information Systems and Projects
· Marketing Web Analytics 
· Game Physics and Math’s
· Introduction to Games Programming
· Modelling, Lighting and Rendering Theory
· Enterprise and Innovation
· Research Methods
· Software Engineering Principles
· Indie Games Development
· Software Development
· Computer Architecture and Networks
· Academic Employability
· Data Visualisation




The variety of teaching styles and methods the author has observed from this role is also interesting in that over the years the author has observed how several lecturers have adapted their style and lecture content every year whilst other lecturers have remained the same and refuse to enhance there teaching methods or styles even when it can be clearly seen from student marks that a change is needed [26] [27]. (K5,K6 [4])  
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The role of Study Assistant is not a teaching grade role but is still of value from a teaching knowledge side [28]. This role does not occur in a lecture environment such as note taking this is on a one to one basis in a safe and private location that has been designated for Learning Support. The role has a variety of aspects below are a selection of these [29] [28]:
· Signposting
· Library support
· Contact academic staff when need on student behalf
· Monitor and address anxiety issues
· Organisation
· Time management
· Practical assistant 
· Researching
· Dealing with queries 

The majority of the time this role is supplied in a support package the number of hours of support is far greater than any other role. The number of hours of support allows for the staff and student to develop a solid rapport and understanding of each other and of the role. The role also helps monitor and address anxiety the student may have with University life [16] [30], the time spent together can help the staff member see pitfalls or issues that can affect the student and also monitor if and when these may reoccur.  (K3,A2,A4,V1,V2 [4])  
The role also deals with signposting and this is vital experience and key information that can be used in teaching roles. Having the knowledge of who to signpost students too is especially key when dealing with vulnerable students. For example, a student is being bullied this would require signposting to the Student Services Principal Officer [1] where that individual will meet and discuss the situation with the student, owing to the rapport the staff member has built with the student the staff member may be required to accompany the student as a support mechanism and also take notes [31] [32]. (A2,V4 [4])  
This role may seem generic and mixed and not relevant to teaching roles, but the opposite is true as it has given the author a wider range of knowledge of the university past the Student Services department. The role is rarely standalone, other support roles are usually occurring with the same student. This helped the author develop a working relationship with a wide range of other staff members, the working relationship has also contributed to an exchange of knowledge for academic subject and experiences with dealing with issues between staff member thus contributing to the author's knowledge and experience. The role allows for more freedom when assisting students as the role scope is so wide, this is often interpreted by the student as that staff member who has all the knowledge which then makes that staff member the first point of call for any issue that student may experience in there time at university. (V1,V2,V4 [4])  
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This role is a teaching role, the purpose of this role is to educate and train a student in the use of their assistive technology package [9] [8]. A student will receive an assistive technology package that has been created for them based on their disability from the needs assessment. This package is not supplied by the university but on occasion, the training is awarded to the university, that is when this role occurs.  The package can contain hardware and software, below is a list of these:
Hardware:
· Mac OS (Apple) desktop or laptop [33].
· Windows (Microsoft) desktop or laptop [34]. 
· Digital Recorders can be either standalone ones or USB devices.
· Smart Pens such as Live Scribe pen that records notes and audio [35].
Software:
· Microsoft Office 365 which includes Word, PowerPoint, Excel and Access [36].
· Sonocent is an audio notetaker [37].
· Mindview creates mind-maps and Gantt that can then be exported to Microsoft Office programs to be utilised [38]. 
· Nuance Dragon Dictate translates audio into text, it also enables audio control of a computer [39].
· Claro is a range of software that can alter the screen colour or create focus areas on the screen for ease of reading as well convert printed text to audio [40].
· Grammarly is a free spellchecker and grammar checker, a premium subscription allows for elevated document checking and plagiarism checking [41].

A student would be allocated a low number of hours to receive assistive technology training. It would not be prudent to use all the allocated hours within the first year. On first meeting a student a strategy can be created to spread the hours over the years they are intending to study at the University [31]. The main motive for spreading the hours out is to allow for refresher training to be conducted at the start of each new year, it also allows for some training to be conducted when the software has been updated or redesigned. The author experience in this role has been utilised in all the other teaching roles they have conducted. The following are some points that must be considered when delivering this role but are not limited to [22] [42]: (K1,K2,K4,K5,A1,A2,V2 [4])  
· Student hearing issues
· Colour deficiencies 
· IT experience and knowledge
· The amount of software to be covered
· The student learning methods
· Style of lectures the student will encounter

This method of spreading hours means that the teaching does not follow the normal timeframe of teaching [12], but it can be very repetitive in its core delivery and content. Detailed records must be kept on each session to refresh the staff member on the needs of the student such as using a headset for dictation and the student is deaf in one ear. The software and hardware may be the same package for several students but how that student will utilise it for their disability needs and their course can be specific [43] [44]. In some case students may be unaware of what requirements they require out of the software based on their course and their needs. Thus, the need for knowledge and experience of how students take notes and the style of lectures they will be encountering is valuable for this role [37] [31] [45] [21] [16]. (K1,K2,K4,K5,A1,A2,A4,V1 [4])  
The main benefit of this role is that teaching material created can be altered slightly for each student, but the main core content remains the same. The author's degree and master qualification are in computing and therefore they have an interest in maintaining these skills. A CPD event was attended in both years of this course that dealt with assistive technology. The resources and certificates for these CPD events can be found in Appendix E - , Appendix F - , Appendix V - , Appendix W - .
(A5,V2 [4])  
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This role is in two categories, the role that supports students with Mental Health issues and the role that supports the student on the autism spectrum [28] [7] [6]. The author is only qualified for the role of providing specialist mentor support for autistic students, therefore this work will only discuss that role. 
“Specialist mentors provide highly specialist, specifically tailored, one to one support which helps students address the barriers to learning created by a particular impairment.” [29]
This role was gained by the author after completing a course that was created and delivered by The National Autistic Society [20]. A CPD covering Autism, Stress & Anxiety will be discussed in the CPD section of this work. The certificates for previous CPD can be found in last year work and this years CPD work can be found in Appendix R -  and Appendix S -  (A5,V2,V3,V4 [4])  
This role requires an in-depth knowledge of the autistic spectrum disorders and how those can be affected by the demands of university life, both academic and personal [46] [47] [48]. The CPD encountered allowed for the understanding of the barriers to learning experienced by autistic students [32] [30]. 
This role required the author to identify and develop strategies to help address these barriers. The role also required the monitoring of those strategies for effectiveness. This portion of the role is typical in teaching, in that a lesson can be developed and implemented [25] [49]. The only issues are that when a student arrives for the support session the lesson plan the staff member had prepared may not be suitable based on the students immediate state. The tracking of sessions can be done by using work plans, these can be used as a monitoring system to ensure all relevant topics have been covered and if there were any issues when covering those topics and if there is a need for another lecture on it [3]. This has contributed to the author creating a variety of lesson plans covering a variety of issues that can be selected at the start of the lecture. The lecture can cover the following areas: (K2,K3,K5,A1,A2,A4,V1 [4])  
· Coping with anxiety
· Coping with stress
· Dealing with stressful situations
· Time management
· Organisation
· Prioritising the workload
· Concentration/ Procrastinating 
· Developing a work-life balance
The main aim of this role is to get the student to be autonomous within their learning context [50] [51]. This has led to some student no longer requiring support or only requiring support at a specific period of stressful time such as the exam periods. Whilst this is a teaching role and it does teach the student the content and delivery it is very much dynamic and is based on the student needs at the time [46]. (K3,K5,A1,A2,A4,V2 [4])  

[bookmark: _Toc7466530]Specialist one to one Study Skills Support
This role the author believes to be the most compatible to that of a classroom lecturing due to the fact each session the lecturer has a lesson plan and resources have been created as well as the method of delivery of the material [52] [12].  This role can incorporate several of the other roles discussed in this work, these are:
· Study Assistant
· Assistive technology trainer
· Specialist Mentor
The role supports students who are dyslexic or on the autistic spectrum [17] [46]. The role requires that the author complete this postgraduate certificate and maintain ongoing experience and development.
This is the latest role the author has gained, experience in this area is still ongoing and discussion with other staff in this role has contributed to a change in teaching for mature students with disabilities [27] [53] [54]. The assistive technology role requires that the author assesses the IT literacy skills of the student but due to the limitation of hours allocated for that support, the specialist one to one study skills support lecturer is obligated to help the student develop their IT literacy skills. For the mature students this can take considerably longer and at a much slower rate than younger students [27] [43] [55]. Based on that the author has developed a series of two separate lesson plans for those sessions. This role requires the author to identify the strengths and weakness that a student could encounter and then develop a strategy that could be used to overcome any weakness or barriers to studying. This role incorporates the area covered by the specialist mentor but can be expanded to cover: (K2,K3,K4,K5,A1,A2,A4,V1,V2 [4])  
· Memory issues 
· Presentations
· Numeracy skills
· Literacy skills
· Concentration
· Note taking strategies 
· Researching methods
The role requires the author to take the lead in the student support and thus be the one to see the overall picture of the student. Communication between staff members is essential to preserving this picture of the student. As this role is the most equivalent to traditional lecturing and rarely differs from the planned lecture delivery it is much easier to plan ahead and to predict how the student will react and thus then develop a lecture plan to assist in future issues [12]. Thus, saying that situations can arise within each session that must be addressed and thus the lesson plan needs to be altered on the fly.
The authors' view of this role is that the more it is experienced the more the author learns. Two students can have the same disability and the same learning style yet can be completely different in a one to one basis. This role allows the author to customise the teaching styles to suit the learning style of the student [50] [27] [56]. The end aim with this role is that the student learns to be autonomous and is set for the future of work outside of the university. (K3,K5,A1,A2,A4,V1,V2,V4 [4])  
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This year again the author has had the experience of teaching for the School of Applied Computing (SOAC) [2] as well as working for the Student Services Learning Support department [1]. When teaching for the SOAC you are teaching a group or cohort of students and you have a set number of lectures to provide that teaching. This allows you to create a long term plan for each lecturing session and it also allows the author the ability to alter it slightly to suit the cohorts learning pace [56] [50]. Whilst you can alter the pace that is determined on the mass majority of the cohort, you cannot hold up an entire class due to one student struggling. In those situations, the lecture should assist the student in their understanding at another appropriate time [15] [57]. (K2,K3,K6,A1,A2,V1 [4])  
The Learning Support roles are on a one to one bases and thus the can be more difficult due to the customisation of topics and delivery. Whilst this individual customisation and attention for one student may seem extreme and inefficient it is what is required to give that student a level playing field with their peers [30] [31]. This personalised style of teaching can include some of the below points:
· Comfortable environment this may mean altering the room layout or using specific software to deliver the content.
· Alleviate nervousness for asking question, some students can struggle to ask questions in lecture due to their disability, the one to one interaction can address these issues and develop strategies to combat this in future group lectures. 
· Ability to set the pace of study.
· Cater the resources for the students’ needs and disability.

The main purpose of Learning Support roles is to get to the student to the point where they no longer need the support. This can be counterproductive for the stability of the role but it is what the support is designed to do and what the DSA-QAG main purpose of allocating that type of support [7] [6]. (K2,K5,A2,A4,V1,V2 [4])  
This autonomy aim is what differs from lecturing for SOAC. In lecturing for SOAC you have a number of weeks to complete the module and deliver the content, it is not unusual to finish teaching with a few weeks spare for support. But in learning support the student may find that during their third year they no longer need support as they are now prepared to tackle education alone [51]. The support provided up to that point has developed and taught them strategies to strengthen any of their shortcomings. It has also taught them how to be organised and be self-efficient [58]. (K2 [4])  
The main disadvantage to this type of personalised support is that the student can become reliant on that style of teaching and therefore never become autonomous. They can develop to the point that they require this support for all the years they attend university. (A2,A4 [4])  
The Author has learned from these roles that a need is required of the lecturer to be flexible and to employ a wider range of material thus allowing for group cohorts to select the material that best suit their learning style [50] [25]. Whilst this may seem expensive from a lecturing point of view, the end result is that the students are taught and learn the content. It is the lecturers role to ensure that occurs and if this author feels that a variety of content is suitable they will produce that content. If a varied material is produced for a lecture this can also assist with autonomy as less support would be required as the students have the material in a format they can learn from. The author intends to further this area of interest by researching methods of creating material for a variety of disabilities.
(K2,K3,A1,A2,V1,V2 [4])  
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This teaching Intervention was done in collaboration with another teacher. This style of two or more teachers in a classroom is called Co-teaching [57]. There is no single defined way to describe co-teaching it is more of an umbrella term for six sub-co-teaching methods [59]. The following are the six sub-methods:
· One teaches, one observes
· Station teaching
· Parallel teaching
· Alternative teaching
· Team teaching
· One teaches, one assist
The following is the most suitable quote the author feels was appropriate for this intervention.
“Co-teaching involves two or more certified professionals who contract to share instructional responsibility for single group of students primarily in a single classroom or workspace for specific content or objectives with mutual ownership, pooled resources and joint accountability” (Friend & Cook 2016) [60]

Below are some brief explanations of the 6 methods [57] [50] [61] [62] [63]: [59]

[image: ]One teaches, one observes 
In this method a teacher is assigned the primary role of teacher and the other teacher is assigned the observational role. The primary teacher is responsible for creating the lesson plans, resource material and the management of the class. The observer teacher is there to only observe either the students to gather information on their behavior or understanding of the topic. Or they are there to observe the primary teacher in how they deliver, the pace and even the content of the lesson [64]. This method is most useful for gathering information about the students and the teacher. (A1,A4,V1 [4])  
[59]

[image: ]Station teaching
This method requires both teachers to be active. The teachers divide the content needing to be covered into section and each will take a section. Each teacher is responsible for the planning and teaching of their section. The classroom can be divided into stations with a teacher at one each or sometimes 3 sections where both teachers are assigned their own station and the third station is an independent study station. A scenario may be a science class where the teachers each take a topic and teach that at their station, the students are placed in groups and rotate around the stations. A benefit to this teaching method is each teacher has a clear section to teach and plan for [50]. The students have an independent station where they can control their own study, the student groups can be structured to group together students that may need more support [30].  A major disadvantage to this is that it requires a lot of time to plan and execute this style [13] [65] [59]. (A1,A4,V1 [4])  


[image: ]Parallel teaching[59]

In parallel teaching both teachers have the same responsibility and requirements. This method involves both teachers teaching the same content but to half a class each. This means that each teacher is dealing with smaller groups of students rather than the whole class, but they are teaching the same content to each group. This method requires that both teachers stay in sync and maintain the same teaching pace.   A disadvantage to this is that if it is performed in the same classroom the noise level and room space are a major factor to its success. For the method to work more effectively it would be more suitable to have two rooms next to each other [59] [66] [65]. (A1,A4,V1 [4])  
[59]

[image: ]Alternative teaching 
This method of teaching is much looser than the others in that one teacher is teaching the main cohort whilst the second teacher teachers a smaller group of students. This smaller group may or may not be learning the same content as the main class or are but in a much slower pace. This smaller group of students may be students that need more support or are even ahead of the rest of the class [3] [31]. The group may be just one student that is in need of catching up on their studies. An advantage to this method is that both teachers can observe each other’s methods, and both can remain in the same classroom. A disadvantage is that the smaller group size can vary, and the content of their studies can vary. The students may view the teacher of the smaller group as only an assistant teacher and that the teacher of the main cohort is in charge. To avoid this alternating of the teacher roles would eliminate this judgment [63] [67]. (A1,A4,V1 [4])  [59]


[image: ]Team teaching
In this method the teachers are on an equal standing. They are both responsible for the planning and creation of material for the class as well as the management of the classroom. The method is that the teachers deliver the content together and ‘tag-team’ each other for parts. A major benefit for this is that each teacher has an equal standing and are viewed by student as being equal. This method also pulls in the ‘two heads are better than one’ approach to the planning method. The biggest disadvantage to this method is the time it takes to construct a lesson [14] [66] [61]. (A1,A4,V1 [4])  
[image: ][59]

One teaches, one assist 
In this method the idea is that one teacher delivers the lesson whilst the other walks around and assist the students. The benefit to this method is that a student can receive individual support, but this can be a negative effect as well as they may come to rely on the support and expect it.  This student may also assume that the assisting teach is just that an assisting teacher to avoid this the roles can be swapped every lesson [57] [60] [67]. (A1,A4,V1 [4])  
The author was originally slightly apprehensive about co-teaching as they were aware that the co-teacher had much more experience than they did [60]. The author and co-teacher already had a good rapport with each other, and this experience has only strengthened that bond [68] [66] [54]. From this experience, the author has viewed another teacher’s method of developing lesson plans and how they disassemble a problem for students [66] [54].  
This experience of teaching has made the author much more aware of other situations that they have unknowingly been included in that is co-teaching [61]. The author is frequently in a 'one teaches, one assist' co-teaching role but was unaware of the significance of the role and responsibilities it held [69]. (K4,K5,A4  [4])  
In this intervention the subcategory co-teaching areas of 'Team teaching’ and 'One teach, one assist' were used [66]. Team teaching was the main method originally selected to be used but after some discussions and research, it was determined that the ‘One teach, one assist' method would also be most useful based on the cohort of students expected.
The research into team teaching did not specifically say what the co-teacher would do when the teachers had swapped [70] [14]. This gap in the literature meant that the co-teachers made a decision to implement the ‘One teach, one assist' process on occasion. The reason for keeping the team teaching was that the co-teachers were presenting as a team and were tagging each other, one teacher may start a slide then the other teacher would finish it. (A4,K2,  [4])  
The main benefits to the cohort of students by using these methods are that they can experience more creative lessons due to the co-teachers sharing the planning process and resources development together [57] [27] [63] [61]. The students have more opportunities for one on one interaction with the teachers. The students view the co-teachers as equals and thus can feel that they can approach either one. (K5,A1,A3,A4  [4]) 
From a teacher’s point of view, the benefits are that co-teachers are able to support each other by complimenting each other’s strengths and weaknesses [68] [14] [54]. The assisting teacher can walk around and still continue to observe the other teacher’s style and methods of teaching.
The methods also have some disadvantages that the co-teachers must be aware of. From the students view the disadvantages are that the students can feel nervous, anxious or simply disturbed by the teacher walking around assisting [13]. The student can also become dependent on the one to one assistance [51]. (A1,K2  [4])  
The co-teacher’s main disadvantage is that they may not get along and may disagree on the best strategy or methods for teaching a topic. Co-teaching requires that the co-teachers trust one another and are respectful to one another as well, communication is a key aspect to success when working with another teacher [68] [69]. The roles for each teacher are to be discussed and agreed upon. The preparation for the teaching can take a considerable amount of time and should not be undertaken by a single teacher as this is also a shared responsibility. (V3,K2,K3,K4,K6,A1,A2,A4  [4])  
The Intervention has greatly expanded the authors interest in co-teaching and its success in teaching. The author intends to conduct more lecturers with co-teaching and also be more aware of the responsibilities when they discover themselves in one. (V3,K2,K3,K4,K6,A1,A2,A4  [4])  

[bookmark: _Toc7466533]Teaching Observations 

The following are Observations of the author teaching, the observations are of lecture’s delivered to students at the University of Wales Trinity Saint David in the School of Applied Computing (SOAC) [2]. The observations were observed by Valerie Harding the Student Services Learning Support Coordinator for the Faculty of Architecture, Computing and Engineering [71].  (V3,K6 [4])  

[bookmark: _Toc7466534][bookmark: _Toc512861122]Observation 1 – Co-Teaching
This Observation took place during the summer period. The learners in attendance were Student Services staff from Swansea.  The purpose of this training was to educate those staff members on how to use and maintain digitalised files and of the use of Office 365. The training also had the social benefit of allowing staff from the different Swansea campus to interact, this interaction helps in building working relationships that can facilitate the job roles.

[bookmark: _Toc7466535][bookmark: _Toc512861123]Delivery and Content
The planning of the training was spread out over several weeks. This was a requirement due to scheduling clashes between the two teachers. Having prior knowledge of the cohort meant that there was a slight advantage in that the co-teachers were aware of what skills that most of them possessed.  This prior knowledge became useful when developing resources and scenarios [50] [72]. 
Once a lesson plan was developed and a list of resources required produced, the teachers created a shared collaborative work area on one drive to create the resources. This shared area allowed for both teachers to work on the resources jointly and independently. The availability of it being online meant the resources were not restricted to office hours only [27] [63] [12]. (K1,K2,K3,K4,A1,A2,A4,V1,V2 [4])  
The material and resources were produced and placed on a mock system that would be used for the scenarios.  The computer lab used included student computers, a lectures machine and projector and projector screen. The co-teachers originally positioned themselves near the lecturer's machine whilst the setup of all the equipment and basic introductions were done. Once the PowerPoint began the co-teachers began to move around, as the beginning of the lecture was mainly PowerPoint the co-teachers remained near to the front of the class occasionally assisting a student. This allowed for the tag teaming of slides and content, a laptop was set up next to the lectures machine with the predefined plan on display for both lectures to view when needed [61] [14]. (K4,A1,A2,A4 [4])  
As the co-teachers had discussed at great length how the co-teaching would be handled it, the experience of it was smooth and in sync with very little errors or 'stepping on toes'. The scenario or practical portions of the day were done by one demonstrating the product and one assisting student. 
At this point both the team-teaching and 'one teach, one assist' method came into play. As co-teacher one demonstrated and co-teacher two assists, once co-teacher one had completed the demonstration they would also be able to assist and then when it came time to move on either co-teacher one or co-teacher two or whoever was free would be able to demonstrate the next steps. The co-teachers were aware of not only their section of the content and material but also the co-teachers, this was a key factor in the team-teaching success [14] [43] [60] [70].  (K2,K3,,A2,A3,V1 [4])  
[bookmark: _Toc7466536]Reflection
This observation feedback clearly showed that the co-teaching team teaching worked well together. Since the training, several staff members have commented that the training was extremely helpful to them not just in the work environment but in their personal life as well. As the author also works with the learners, they had the opportunity to observe them prior to training and post-training, a genuine improvement has been observed.  Thus, it is the author opinion this teaching method worked for the learners as well as the teachers.
Whilst this method of teaching worked in this instance it should be noted that this teaching method requires a considerable amount of time, effort and planning prior to teaching [65]. This was possible in this situation, but the author can see how during an academic year this type of lecture would be difficult to do unless it was planned well in advance. The co-teachers themselves need to be considered, as the rapport between the co-teachers can affect how method works. An equal and diverse co-teaching pair is ideal but not always possible. In this instance the co-teacher’s good rapport with each other was well known by the students and many commended after training that we were able to compensate for each other’s weaknesses. This teaching method benefits have greatly outweighed the negative impacts it may have produced [14] [66] [65] [63] [60] [73] [70]. (K1,K2,K3,K4,K5,K6,A2,A3,V4 [4])  

[bookmark: _Toc7466537]Observation 2 – Practical Demo
This lecture was conducted with a group of first-year Apprentice Degree students, the cohort is an amalgamation of two steams, some are software engineering while the others are cybersecurity and networking. The main purpose of this lecture was to demonstrate the use and features of Visual Studio which is an integrated development environment (IDE) [74]. (K4 [4])  

[bookmark: _Toc7466538]Delivery and Content
The session began by ensuring that all the students were sitting at working computers and that a version of Visual Studio was installed. Some of the students opted to use their own personal laptop where they had already installed visual studio. The author laid out the structure of the days' lecture and explained how the software would be demonstrated and if the students wanted to copy the actions of the author, the author had supplied the material on Moodle for them to use along with a document covering the topics with screenshots for reference [52] [75] [64] [44]. (A1,A2,A4,K4,K1 [4])  
The students were given a few minutes to gain the material if they wanted whilst the author explained what the Visual Studio software does and why and what the difference is between versions. Once the students were prepared and after ensuring all the students could see the projector a shadowing style lecture took place [25] [15] [45]. (A1,A2,V1 [4])  
The author completed the moves on the lecturing machine, which was displayed on the projector screen, whilst the student mimicked these moves on their own machines. The author used the predesigned code to illustrate with which allowed the student to mimic the actions perfectly. After the shadowing exercise was complete the students were encouraged to practice their newfound skills with their own code, the author mingled throughout the cohort assisting where the students required it and explaining some of the features again when requested [43].
During the shadowing, there were occasions where the author had to assist students with the exercise whether it because the student was on a slightly different version of Visual studio or simply couldn't comprehend the task and need some direct instructions on their screen [43]. (K1,K2,K4,,A1,A2,A4,V1,V2 [4])  

[bookmark: _Toc7466539]Reflection
This style of lecturing can be extremely difficult on occasions, this can be mainly down to software failure [43]. The lecturer relied heavily on the equipment not failing if such an occurrence occurred then the lecturer would need to change to another lesson plan as this lecture is physically impossible to demonstrate without the use of technology [50] [56]. A backup lecture plan was in reserve but was not needed in this instance. (K4,A1,A2,A4 [4])  
As the lecture had a period of time for students to practice their work the lecturer only allocated 10 minutes at the end of the lecture to summarise the aim and outcomes but due to students requiring support, this was only done verbally and with no reinforcement of a demonstration. To counter this in future lectures when an extended period of self-practice is in place the author will allow for a longer period of time for summarising of the aim and outcomes at the end of the lecture [44] [15]. (A1,A2,A3, [4])  
A neglected courtesy during this observation was that the author forgot to introduce the observation individual. Whilst the observer is not there to interact with the students, an introduction should have been conducted to ensure that the students were aware that they were not being observed and that the lecturer was and thus the observe had no influence and their attention was not directed at the students. This oversight was noted in the observation form and the author will ensure to not allow it to happen again [54] [56]. (V1,V2 [4])  

[bookmark: _Toc7466540]Observation 3 – Lecture Powerpoint
This lecture was conducted with a group of first years on the software engineering degree. The purpose of this lecture was to illustrate some notable software failures. 

[bookmark: _Toc7466541]Delivery and Content
The style of lecture that this session delivered was similar to that of a seminar session [76] [25]. It was mainly a PowerPoint with the text being displayed. As a former student, the author understands how boring and tedious these sessions can be for both the student and the lecturer [3] [77]. Therefore, the author decided to implement some interaction between the student and lecturer during the presentation [50]. As the topic of the lecture was to illustrate programming software failures, there is a vast variety of examples to pull from, but the author selected ones that could be discussed in class. An example of this is the Mars Curiosity Rover [78] the rover experienced difficulties shortly after landing on Mars. This example was chosen as it is current news for the last few years and therefore the students are more likely to be aware of the subject matter if not the software failure situation.  (K1,K3,K4,A1,A2,A4,V1,V4 [4])  
The mars rover content produced a discussion that led to several of the students searching the internet for the rover to ascertain if the rover was still active, the students also investigated the software design principle. 
Another example chosen was purely for humour, with the content being all text some humour was needed to keep the student engaged with the topic [50] [52] [45]. The humour also assisted the author in staying engaged as they anticipated this section of the delivery. The story of the Australia Aircraft Simulator has been told since the author was a student. It was disappointing to discover it was mostly fabricated, but the author decided to deliver both the fabricated story and the real story.  The story produced several laughs in the group and also give them a meaningful story to remember when testing of software is needed [15] [56]. (A1,A2,V1 [4])  
[bookmark: _Toc7466542]Reflection
The lecture went smoothly, as the author found it difficult to remember all the facts, thus notes were produced that that the author could scan quickly between slides. The students were told at the beginning of the lecture that the text on the slides was not required to be read as some slides are text heavy with information, the presentation was also placed on Moodle for the student to download if needed [79]. The heavy information was mainly given for students who were not in attendance or who later needed to review the slides to recall the information [27] [25]. The lectures main goal was to inform the students about software failures and to encourage them to think of these situations when creating their own code. (K1,K2,K3,K4,A1,A2,A4,V1 [4])  
For future lecture such as this the author has decided to place the student in small groups and to give them a software failure topic. The students would then be allocated a third of the lecture to research this topic for the information about that failure and to then produce a short presentation on the topic with some suggestion on how to avoid that situation. The groups would present their informal presentation at the end of the lecture. On occasion lesson plans are planned and deemed acceptable but until they are attempted it can be impossible to see the errors in it or even to determine if they are the correct methods of delivering that content [50] [25] [15] [3] [56]. Experience is the main way that a teacher learns what type of subject can be delivered in a specific way based on the target audience. (K2,K5,K6,A1,A3,V1,V3,V4 [4])  

[bookmark: _Toc7466543]CPD Events

The first CPD [80] event undertaken was to improve on the author's knowledge of how students on the autistic spectrum deal with stress [4] [81] [47]. As the School of Applied Computing [2] at University of Wales Trinity Saint David receive a high number of students who are on the autistic spectrum it seemed logical that a CPD catered and delivered by The National Autistic Society (NAS) should be completed [20] [82] [83].
The second CPD [80] event experienced was a Webinar delivered by the British Dyslexia Association [84]. The webinar was created by the renowned Professor Amanda Kirby [85] [86] [87] who has released several books about the topic of Dyspraxia. The Webinar was titled What is Dyspraxia/DCD.
The third CPD [80] event undertaken was in the assistive technology that students are increasingly being provided within their disability support packages. The event was a webinar delivered by a trainer at Sonocent, Sonocent is the name of the company who created and are the providers of the note-taking software, the software is also called Sonocent. (K6,A5,V3 [4])  

[bookmark: _Ref6694570][bookmark: _Toc7466544]CPD 1 – National Autistic Society - Autism, Stress & Anxiety 
This CPD was divided into four sections, each section will be discussed separately. The reflection section will then tie all the information together and reflect on how this CPD enhanced the authors knowledge. 

[bookmark: _Toc7466545]Section 1: what is stress?
The Oxford Dictionary defines stress as:
“A state of mental or emotional strain or tension resulting from adverse or demanding circumstances.”  [88]
The Oxford Dictionary defines anxiety as:
“A feeling of worry, nervousness, or unease about something with an uncertain outcome.” [89]
Stress and anxiety can both be felt physically such as feeling butterflies in their stomach or an increased heart rate [47]. They can also both be felt psychologically such as feeling worried or threatened. Due to the cross over in what is stress and what is anxiety the terms are interchangeable and for this CPD that was the case [20].  
Stress and anxiety can be either an everyday event or a larger event. Some examples are listed below:
Everyday events
· Shopping in a supermarket
· Travelling by public transport
· Road traffic
· Overworked
· Last-minute cancellations
Larger events
· Attending a wedding
· Attending graduation
· Moving home
· Job interview
· Childbirth 
· Bereavement
· Divorce
Stress can be caused by interactions between individuals or the environment can result in stress. The stress is caused when the individual can longer cope with the stress. Everyday events can create a low level of stress that can either be maintained or can slowly build to a tipping point. Whilst larger event can have lasting effects this can result in the life-changing impact on the individual [16] [30]. 
Human subconsciously evaluate their stress level; an individual may turn down a promotion as they are expecting a child and therefore feel that it would be too much stress to deal with both. We evaluate the stress we think we will undergo by doing the task and weight up if our own coping strategies will be able to compensate [47]. 
Humans have an in-built natural fight or flight response. This fight or flight response is designed to respond to any threats that may occur. When a fight response is triggered it means you are preparing your mind and body for something. This may be interpreted as restlessness or fidgeting. Confident individuals can become angry whilst less confident individuals will more likely suppress their anger. When a Flight response triggered it means the body or mind is preparing to escape the stressful situation. This may be interpreted as leaving suddenly or avoiding the stress [30]. (V1,V2,V3 [4])  

[bookmark: _Toc7466546]Section 2: stress and autism
Research conducted states that many autistic people experience increased stress either constantly or intermittently. The continuation of a build-up of stress can lead to an individual becoming overloaded if the stress keeps occurring it can eventually lead to the individual feeling stressed all the time. 
An autistic individual can experience stress in what a neurotypical person considers normal such as filling in a form, having to call a restaurant or attending a doctor’s appointment. Being aware when something is stressful or leading to overload can be critical [32] [31]. Being aware of the stress can be determined by taking a resting pulse reading and then monitoring how it alters throughout the day. This method can help the individual know when to implement relaxation strategies. 
There is a range of triggers that causes stress to an autistic individual. These can be but are not limited to:
· Sounds
· Odour
· Touch 
· Physical proximity and space
· Social anxiety
· Exhaustion
· Misunderstanding of information
· Being aware of being observed
No two individuals are identical therefore there is a need to determine what triggers affect the individual being supported [30].  An analogy given from the course is that you have spoons in your hands and represent the individual ability to deal with life events. For every stressful situation, the individual will use a certain number of spoons until they are all gone. Replacing these spoons can take a considerable amount of time. The difference for a neurotypical person and an autistic person is that an autistic person will use the spoons much more quickly than a neurotypical person it can also take considerably longer for the autistic individual to recover [47] [46]. (A5,V1 [4])  
 
[bookmark: _Toc7466547]Section 3: impact of stress
Stress can affect an individual physically such as causing sleeping problems, heart problems, ulcers and irritable bowel syndrome. It can also affect emotionally, causing the induvial to become negative about themselves and their ability [47]. Long term stress can even lead to mental health issues, the mental health issues can be anxiety, depression and even suicide and catatonia. The University Student Services Learning Support Department has trained mental health staff as well as counsellors to assist the student in these matters [1]. Stress should not be taken lightly it can lead to limited life experience, a lack of friendship, a suitable career and the simple joy of life. (A5,V1 [4])  

[bookmark: _Toc7466548]Section 4: preventing stressful situations 
The university strives to be a universal learning environment, but this is not always possible [10] [81].  A student who suffers from social anxiety can find it difficult in university due to proximity to other student and the noise level [16] [32]. 
To assist autistic students an Autism-friendly area could be designed where they can seek shelter as and when needed [46]. Limiting the triggers may be an issue in some areas therefore support must be implemented to assist the student in these areas. The author is aware that students who submit applications to the university and declares a disability are often invited to a meeting between the Learning Support coordinator and a representative from the school. These meetings are designed to allow the university to determine if any reasonable adjustments are needed for the student to study. The meeting also allows the student to view the teaching areas and familiarise them self with the environment layout. It also encourages the discussions of realistic expectations on the student in their ability to deal with university life [16] [1]. Implementing support early for those students can be critical.  (A5,V1,V2,V4 [4])  

[bookmark: _Toc7466549]Reflection 
This CPD was very interesting and relevant to both the roles in Learning Support and lecturing in SOAC.  A neurotypical student can experience stress during the first few weeks of university life, during exams weeks and during the period where assignments are due in. But not all students are neurotypical therefore being aware when autistic students could be stressed and identifying those events and determining the triggers can ensure that a smooth learning experience is given [47] [30]. 
Lecturers need to be made aware of these triggers especially in the new SA1 Campus for the university [90]. The main teaching building is separated by a 10-minute walk to the building that houses the lecturer’s desk. Therefore, the lecturers have developed a habit of staying in the main teaching block all day and rarely returning to their desk. This means that students can struggle to locate them when needed this can cause stress, also due to the limited social areas the building can become overcrowded and this can cause an autistic student who suffers from proximity to be stressful [47]. The simple task of asking a autistics student to walk and talk may seem simple but in reality, to that student, this is stressful as they are needed to multitask [91] [47]. 
This CPD has greatly increased the authors awareness of this subject and has also helped identify factors that can impact on the stress and anxiety experienced by autistic individuals and also to recognise how to reduce the impact of stress and anxiety on autistic people [20]. (K3,A4,A5,V1,V2 [4])  

[bookmark: _Toc7466550]CPD 2 – British Dyslexia Webinar
The British Dyslexia Association [84] is an association that helps fight for the rights and needs of dyslexic individuals. They have 3 main campaign areas they focus on:
· To encourage schools to work towards becoming dyslexia friendly.
· To reduce the number of dyslexic young people in the criminal justice system.
· To enable dyslexic people to achieve their potential in the workplace.
This CPD was a collaboration between the British Dyslexia Association and Professor Amanda Kirby [87] [85]. Professor Kirby is a well-known and respected individual in this area of study. She is a qualified GP and has worked in adult psychiatry. Professor Kirby is the CEO of Do-IT Solutions Ltd [86], this is an online screening tool for a range of specialist learning difficulties. This CPD was selected due to its content focusing on dyspraxia/ DCD and also due to the expertise and knowledge of the presenter. (A5,V2 [4])  

[bookmark: _Toc7466551]Overview
The CPD was delivered by the use of a webinar which is a training session where delegates can watch from their computer, tablet or any device that can access the internet. The participants were able to ask questions at the end of the session. The webinar took approximately an hour to complete. There were a few technical issues throughout the webinar with the audio feed. 
The CPD began by giving an overview of the condition DCD this included some background information on the topic [18]. DCD (Development Coordination Disorder) is also known as Dyspraxia in the UK is a disorder that affects movement and coordination [92] [93]. DCD is different from other motor disorder such as stores or cerebral palsy. It is a lifelong condition that is typically diagnosed in childhood but can be later diagnosed in adults [18]. 
DCD will affect how a student learns as they may not be able to do the specific motor function or have difficulty doing them [31]. A student may have difficulty in learning a new skill, and thus may take longer to learn that skill, whilst other students would acquire that skill quicker. A DCD student may need a lot more practice at the skill to become proficient in it [94].  In DCD the motor function is the main focus, but the condition can also have non-motor issues such as social issues that have developed due to the motor issues [18]. 
[image: ]
Figure 1 - "A Negative Involvement Cycle" [18]
Using the above image considered the scenario of a student with DCD being unable to run around without falling, the student is in gym class and it is Football season, the DCD student would be unable to play football "can't do" and thus "won't do". This then hinders their health they become 'less fit' and 'gain weight' they then avoid socializing with friends 'avoid socially'. This is a cycle that can hinder the students' progress and affect their mental health [18]. Students with DCD are capable of things they just may require more time or some assistance [31]. (A1,A2,A5,K2,V1,V2 [4])  

[bookmark: _Toc7466552]Reflection 
On reflection of this CPD, the author found it was not as useful as they had anticipated.  Whilst the knowledge and information were excellent and the author did learn things, the content seemed to be focused on mainly young children and this was not mentioned in the outline of the CPD. Even with the lack of adult information this was a good informative CPD that has contributed to the authors knowledge. 
From a teaching perspective having this information regarding dyspraxia is useful. Being aware of when a person would be diagnosed and how they are diagnosed is a benefit especially in the role of Student Services [1]. The information given during the CPD can allow a teacher to observe students and be more aware of when a student with dyspraxia may suffer due to their disability [18]. This insight into the difficulties they may face can affect a lesson plan thus should be considered when planning a lecture [50] [25] [31]. This CPD has given a firm foundation of the topic of Dyspraxia, from this found the author plans to conduct more research into this topic and into the assessment methods for diagnosis. The author believes that once they are aware of how they are diagnosed they can tailor fit teaching methods and resources for those students when needed [94]. (K2,A4,A5,V1,V2 [4])  

[bookmark: _Toc7466553]CPD 3 – Sonocent -Study Skills Masters
Sonocent is a software company that designed and produced a note taking software that is supplied to the majority of disabled students, the software is also called Sonocent [37]. Soncoent regularly offers CPD event via a webinar [80]. This CPD was conducted through a webinar and the certificate can be located in Appendix V. The presenter of that CPD was also present at another Assistive Technology Training CPD which is located in Appendix E - .
[bookmark: _Toc7466554]Overview
A CPD delivered via a webinar is convenient for the author as days off are limited due to teaching commitments. Webinars are also convenient for shadowing the event on your own computer. The webinar also offers a communication platform where it was possible to ask questions during the webinar. Sonocent supply another individual to answer questions, therefore, the presenter does not need to be distracted. The questions are reviewed at the end of the session and any notable questions are mentioned to all members. 
This CPD was aimed at covering the following topics: 
· Capture and Annotate Live
· Reviewing Recordings
· Mobile App
· Videos and Webinars
· Recordings and Podcasts
· Text Documents
· Revisions Files
· Easy Composition
· Presentation Practice
The presenter introduced the software and gave a simple overview for those in attendance who were unaware of anything about the software. The presenter had produced ready-made content for the tutorial and offered these to the audience after the session [37]. 
The software is designed to record a lecture audio and if available incorporate any PowerPoint slides into that audio. The software gives the student the ability to record audio for a specific slide in a presentation. The software can interact with another assistive technology called Nuance Dragon Dictate [39]. This interaction allows the audio record to be transcribed to text if the speaker’s audio profile is available. The software will attempt to transcribe without an audio profile but testing on this has proven to be poor [43]. The recordings and notes taken can be reviewed at any time and also exported to a video format or even an audio format. The software layout is similar to the notes taking method know as ‘Cornell Note-Taking Method’ [95] there is a reference tab, a notes tab, images tab and an audio tab. Screens shots of the webinar can be located in Appendix W - . (K3,K4,A2,A4,A5,V1,V2 [4])  

[bookmark: _Toc512861119][bookmark: _Toc7466555]Reflection
This CPD was interesting but due to a previous CPD, the author was already aware of many of the features of the software. The author has also used this software in the Learning Support of Note Taking as well as taught its use in Assistive Technology Trainer role [7] [6]. Nevertheless, maintaining the knowledge for this software is vital in assisting students, the software can change rapidly and without warning which can disrupt a student study. The CPD also gave the author ideas of how and what content to produce for the Assistive Technology Trainer role [43]. The new ideas will be incorporated into any future training as well as a method of breaking up the tasks and how the software feature interlink with each other. The CPD has allowed the author to understand how students may be taking notes in class and thus what material they will need and in what format is most suitable, this will greatly impact on the teaching preparation [15] [3]. Overall this CPD was interesting and relevant for the roles the author covers. (K4,A1,A4,A5,V2 [4])  




[bookmark: _Toc7466556]Teaching Hours Record

The author of this report has experienced a wide range or teaching this year. For the academic year September 2018 to April 2019, the author has conducted 279 hours of teaching. A detailed record of these hours can be located in Appendix X - along with the counter signatures. The teaching experience has varied greatly and the strains from these will be discussed in the reflection section of this work. Below is a summary of the breakdown of the teaching hours delivered thus far by the author. (V3,V4 [4])  

[bookmark: _Toc6661980]Summary of All Teaching Hours (During Module 18/19)

	Department
	Role
	Hours
	Total

	Learning Support Roles
	Assistive Technology Trainer
	0
	157

	
	Specialist Mentor (Autism)
	11
	

	
	Specialist 1:1 Study Skills Support
	146
	

	SOAC Subjects
	MSc Balancing Studies
	44
	122

	
	Software Development Support
	42
	

	
	Academic and Employability Skill
	36
	

	
	
	Total
	279






[bookmark: _Toc7466557]Development & Reflection 

The following is a reflection on how the author has dealt with the experience on the PG Cert Teaching in Higher Education, the views and opinions are solely the authors.

[bookmark: _Toc7466558]Course experience
The author of this work has concluded 279 hours of teaching support this academic year thus far.  The variety of teaching has been a steep learning curve in some instances. The author found themselves in a short time period producing new lecturing material for lectures where the end assessment is an unknown factor. This unknown factor made the lesson planning difficult to construct. To further complicate the matter it was discovered after 3 weeks that a majority of the timetables should have had extra lectures on them on this topic yet it had been accidentally left off and thus the author had to quickly schedule and plan where and when those lectures would take place. There was then a need to get the new groups of students to catch up with the other groups, this caused difficulty as the content had to be covered but at an increased rate. These obstacles were overcome but it was a heavy strain. That strain of work has taught the author to know when to say they need help. Overall the teaching experiences this year have greatly contributed to the author opinions and experiences of teaching and has made the author questions if they wish to continue in this career path or deviate slightly into a less stressful one. (K2,A1,A2,A4 [4])  
The course itself has been a struggle due to work responsibilities. The university has closed down one campus and moved it to a new unfinished campus [90] during this course which limited the availability of resources such as the library and even staff members. The university has also undergone a restructure [96] that is not complete, and this has greatly impacted on this author and this course this has led to a lack of time for study.  (V3,V4 [4])  
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The author wishes to acknowledge the support and guidance from the staff at the School of Applied Computing [2] for assisting in helping in the development of lesson plans and content. The variety of staff in SOAC has interestingly affected how the author views their own teaching style. The school has provided such a range of teaching styles and opinions, the author has developed a good working relationship with those lecturers and feels comfortable and confident to approach them in the future for advice and support. Another department that provided assistance was the Student Services Learning Support [71] staff who willing contributed by attending the Co-teaching training session. The FACE Learning Support Coordinator Valerie Harding [71] was an invaluable support and asset along with the co-teacher David Williams who agreed to the co-teacher intervention.
The future plans are to investigate more co-teaching methods and uses. The experience has intrigued the author into this style of lecturing. The author has observed that in computing this style of lecturing is valuable especially when teaching a practical skill such as programming, in lecturers such as that one student can hold up an entire class but with co-teaching this can be eliminated or at least limiting its effect on the whole cohort.   (K1,K2,K5,A4 [4])  
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	October 2018

	Role
	Subjects
	Signed by

	Assistive Technology Trainer
	0
	Valerie Harding
Learning Support Coordinator for FACE

	Specialist Mentor (Autism)
	2
	

	Specialist 1:1 Study Skills Support
	16
	

	Total
	18
	



	November 2018

	Role
	Hours
	Signed by

	Assistive Technology Trainer
	0
	Valerie Harding
Learning Support Coordinator for FACE

	Specialist Mentor (Autism)
	3
	

	Specialist 1:1 Study Skills Support
	31
	

	Total
	34
	



	[bookmark: _Toc6661952]December 2018

	Role
	Hours
	Signed by

	Assistive Technology Trainer
	0
	Valerie Harding
Learning Support Coordinator for FACE

	Specialist Mentor (Autism)
	1
	

	Specialist 1:1 Study Skills Support
	26
	

	Total
	27
	



	[bookmark: _Toc6661953]January 2019

	Role
	Hours
	Signed by

	Assistive Technology Trainer
	0
	Valerie Harding
Learning Support Coordinator for FACE

	Specialist Mentor (Autism)
	1
	

	Specialist 1:1 Study Skills Support
	22
	

	Total
	23
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	Role
	Hours
	Signed by

	Assistive Technology Trainer
	0
	Valerie Harding
Learning Support Coordinator for FACE

	Specialist Mentor (Autism)
	2
	

	Specialist 1:1 Study Skills Support
	25
	

	Total
	27
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	Role
	Hours
	Signed by

	Assistive Technology Trainer
	0
	Valerie Harding
Learning Support Coordinator for FACE

	Specialist Mentor (Autism)
	2
	

	Specialist 1:1 Study Skills Support
	26
	

	Total
	28
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	Total Hours for Learning Support

	Month
	Total
	Signed by
	Signature

	Oct
	18
	Valerie Harding
Learning Support Coordinator (FACE - UWTSD)
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	Nov
	34
	
	

	Dec
	27
	
	

	Jan
	23
	
	

	Feb
	27
	
	

	Mar
	28
	
	

	Total
	157
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	December 2018
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School of Applied Computing Teaching Hours

	[bookmark: _Hlk6613248]October 2018

	Subject
	Subjects
	Signed by

	MSc Balancing Studies
	10
	Ian Wells 
Head of School of Applied Computing 

	Software Development Support
	10
	

	Total
	20
	



	November 2018

	Subject
	Hours
	Signed by

	MSc Balancing Studies
	8
	Ian Wells 
Head of School of Applied Computing 

	Software Development Support
	8
	

	Total
	16
	



	December 2018

	Subject
	Hours
	Signed by

	MSc Balancing Studies
	4
	Ian Wells 
Head of School of Applied Computing

	Software Development Support
	4
	

	Total
	8
	



	January 2019

	Subject
	Hours
	Signed by

	MSc Balancing Studies
	6
	Ian Wells 
Head of School of Applied Computing

	Software Development Support
	4
	

	Academic and Employability Skill
	3
	

	Total
	13
	



	February 2019

	Subject
	Hours
	Signed by

	MSc Balancing Studies
	8
	Ian Wells 
Head of School of Applied Computing

	Software Development Support
	8
	

	Academic and Employability Skill
	14
	

	Total
	30
	



	March 2019

	Subject
	Hours
	Signed by

	MSc Balancing Studies
	8
	Ian Wells 
Head of School of Applied Computing

	Software Development Support
	8
	

	Academic and Employability Skill
	19
	

	Total
	35
	



	
Total Hours for SOAC

	Month
	Total
	Signed by

	October
	20
	Ian Wells
Head of School of Applied Computing

	November
	16
	

	December
	8
	

	January
	13
	

	February
	30
	

	March
	35
	

	Total
	122
	





School of Applied Computing Timesheets

	October 2018
	
	November 2018

	[image: ]

	
	[image: ]

	
	
	





	December 2018
	
	January 2019
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Removing objects from shared with you list
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Folders are now removed from the main list but are sill accessible via the Donald duck folder
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Student File Layout
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Things to remember
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File Check List

+ Personal details Sheet filled in

*+ Update Student Record Sheet with FACTS ONLY

+ Student on correct the course and Faculty

+ Student CRN filled in

+ CTS has been completed

+ SCM has been completed

+ Create a workplan Folder for yourself using correct naming convention
+ Scanin Workplans and Label sing correct naming convention

+ Save Emails into Support Staff Email Folder using correct naming convention
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Differentiated Deadlines
* 2 weeks before the hand in

« Email the LSC, SLT and Module Lecturer

* Update the student RCM in their file

+ Save Email into the Student Digital File using correct naming convention

* Your responsibility to file that file
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ECP Forms
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Professional Services
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Procedure for Undergraduate and Postgraduate Taught St
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Shadowing
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Worksheet
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One Drive

Creating a Folder.

Uploading to ane drive.

Downloading from one driv

Editing a one drive document online.

Multiple people using one dacument on OneDrive

Sharing your Folders

Viewing a folder shared with you.

Removing abjects from shared with you lst

General

Library.

Extenuating Circumstances Form.

Accessing the ECP from

Zipping up files or folder
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Digital System File Layout
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Student Services Hierarchical Structure
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My Day

MyDay is the main home page for all university stes, from here you can access everything you need.

Accessing My Day

MyDay can be found a the following address hitps://ustsd mydaycloud.com or by going to the university main
website (httos://www.uwisd ac /) and selecting quick link in the top left hand corner

[

And then clicking on the My Day tile

IT SERVICE STATUS
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My View
MyView s the HR website where you can access all your HR information and pay sips, MyView can be accessed from
MyDay by dlicking on the e below.

Your MyView login details wil not be the same as your I account details,if you have not logged into your account
before then the firsttime you should select “Fargotten Passward" and you will then be asked to set 2 passwiord
which will automatically be emailed to your saff account

My Apps

MyApps e can be found on MyDay,this i the online version of Microsoft Offce programs, The features are lmited
compared to desktop versions. Any fles you create on the MyApps il automatically be saved to your staff
QneDrive account
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IT Service Desk

The IT Helpdesk is where you would report T Issue such as login problems, printer problems.
This feature can be accessed from MyDay.

The Property s
problems. This

vice Helpdesk is un by Estates, this is where you report things such as lig
ature i accessible from MyDay.

ing problems, door
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Academic Office

The Academic Office is the source of allrules and regulations regarding students. This is a key resource for finding
information and can be accessed from MyDay.

Welcome 10 e Academic Offce Croesor Suydia Academaed

Staff Development Hub

The Staff Development Hub is a set of resources created by the university for Staff. The resources are created to train
staff in a range of areas. This resource should be visited and actiities completed before each academic year starts.

Welcome to the Staff Development Hub
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Calendar

Calendars must be used by all staff, the reason for this it keeps a digital record, covers Health and Safety and Lone
Warking Policy.

Create new Calendars

Creating a new calendar is done from the 365 calendar webpage, you can create as many calendars as you like a few
calendars suggestions are a term date’s calendar, student calendar, a personal calendar.

Ensure you are on the 365 calendar webpage such as the image below shows, once there cick on the plus
symibol above your default calendar,

© rmamirn
o “

3. To use this calendar, make sure you have clicked on it and its highlighted. If you want to remove a calendar
from the view simply click an the X next ta its name.
B e e ————

=

> <> 19-25 February, 2018 (week 8) ¥
MIwrrss lea X o
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Share Calendars
You must shere your calendr vith your LSC,
1

To share your calendar you must irst select the calendar you wish to share then Right clck on it and a drop.
down menu wil appea.

2. Leftclick on the Sharing Permission option, this will open  panel to the right hand side of the screen.

Qo
[ p—

Tn

Enter the name of the person you wish to share with in the text box available, i they are @ member of taff or
student they should appear in the drop down lst, you can then select the person and they will be selected. If
you are sharing with 2 person autside of the university then ensure that the email address is correct.

Once you have the person selected, decided on the sharing permission which can be selected using the drop.
down menu. Once you have the person selected and the sharing permission you wish that person to have.
click on the Share button and an emailwill be atamically sent to that person sharing your selected calendar
with them.
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Create Events

Events can also be known as appointments are how you enter details on your calendar. You start by clicking in a
selected time period slot of where you want the event (o be. Once you lick a window will appear where you can
enter the basic information about the event. To enter more details and o fine tune the event clck on the ‘More
Details link at the bottom of the box.

The more details windows allows you to fine tune the event from inviting peaple to setting email reminders to
yourself or other attendees you can also customise repeating of the event to create a series lnk.
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Reminders

Reminders cen be seful to yoursel s well as the ttendes of the even. You can set them up to be a few minutes
before t0 a few days or weeks before. You can also customise the emal message. A simple reminder can b done by
icking on the reminder ime drop down menu button and then selecting a . You must SAVE the event for it to

be saved to the calendar.

LD

You can set Email reminders to be sent ta event attendees. This can be done by click on “Add email reminder link
then you can select the preferences you would like along with a message to be delivered in the emai. To finish. the
email reminder click on the close option, the discard option will delete the email remind
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Repeat Events

Having the abiiy o repeat an event such as a student weekly meeting for  set priod can save you work and
ensure that the event i not forgotten. There are a ariety of repeat options availoble these can be chosen by dlicking
onthe repeat option and a drop down menu will appear.

Private Event

make an event private by ticking the private box in the event sattings, this will hide the details when your
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Categories

Categories allow you categorise your event, this may be useful if you have multple roles, each role can be

designated a colour. Locations can be colour coordinated, or student faculties

(% P Fo Tt Hofo X3
|

[% W _Fo Bt Wofo &

e

Delete Calendars

You can deleted any calendar except the main calendar, to do this simply right click on the calendar you wish to

delete and select the delete option.

e
@
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Calendar Settings
You can customise your calendar by change the setting, The settng for this can be found by cicking on the gear cog
in the top right hand corer, a side window will appear. Scroll o the bottom of that and you will see Calendar listed
feft clck on t. A side window il appear on the lft of the page wil display a s of settings on the lefthand sice
Search that lst under calendar for the appearance seting.

o

%, e

et Settings x

Colensir sppesrance B %
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Weather
In the calendar setting you can also customise the weather location

(%

Weather
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Country settings

On some rare occasions it was been noticed that a few members of staff where arranging calendar events for the
middle of the night, this was discovered to be the fault of the country setting on their account. This discrepancy is
ot noted by the user of the account untilthe share the calendar o create an event and share it with anther
individual. To resolve this you must go into the setting for the account which can be found by clicking on the cag
wheel in the top right hand corner. A new window will appear on the right scroll down and select Mail this will then
loadt up the setting webpage. The left menu will default to the mail selection you need to click on ‘General' to
expand the options available.

The setting Region and Time Zone' will appear select this and then check i the region in UK if L is not then select it
and choose the UK then click on save.

@opons
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Email

Email i really the backbone of what we do, email llows convenient free and instantaneous (almost) communication
with both the student body and other staff members. There are many options that you may choose from for email
in your day-to-day lives. However, it is imperative that you restrict work-related emails to the autlook account
provided by UWTSD. The reasons for this include -

- Traceabilty
o Reliabilty
« Privacy\data protection

e as alluniversity communications will be

You should also make every effort to ensure that your students do like
targeted at their UWTSD account. If this means you dedicate a session 1o talking your student through using their
UWTSD email account then it i certainly something that should be considered as ths will be of great benefit to
them in their acadernic career.

Accessing

1Fyoufollow the myday lnk for mailyou il be taken to the myday front-end for your email account,this wilnot
give you the full functionality o the web-application provided nder outlook for offce 365 (members of staf who
have a designated PC may consider use of the deskiop application, however,that goes beyond the scope of his
lesson)

From UWTSD website select quick links
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Now select staff and student email this will take you to the outlook web app.
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gnatures

Adding a signature allows you to incorporate a standardised closing to your work emails and provides consistency

and an element of professionalism 1o the communications you send. This allows you to attach standardised text and

images at the end of all sent emails that you send from your UWTSD accaunt without ant repetitive effort. At
present there is no standard template for signatures in our department. However elements that peaple tend to
include are -

I & ¥ O

@optons

v— e

ey Emai sigrature
WsrumAraEE~Y

Digitised representation of neme (not necessarily your actual signature)
Tite, name and qualifications

Job tte(s)

Campus and address (it telephone and extension)

University brancing - make sure this is the most up-to-date version

b e s

ety o s e

i ——
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Out of office reply
STANDARD

When creating an out of hours reply you need to draw attention ta the following key points -

When will you return? A student or staff member may specifically wish to speak to you personally and may
feel that the issue can wait until your retur (providing this is within a reasonable space of time). As such,
please ensure that this information is as accurate as possible. It i important to note that you will retur the
‘email whether you have set up an out of office notification or not, while it is discouraged that you
communicate with students on out of office hours, obviously in some circumstances you can use your awn
prafessional discretion on this point (be mindful however, that once you do accept communications outside
of office hours you are opening the ‘lood-gates' for future occurrences and you have personally okayed this
by accepting the first instance).

Who can be contacted with the issue while you are away? Whom should the student or staff member contact
i your absence? This contact should be the generic student services email address! you will not be able to
anticipate the problems that may occur while you are away, as such, you need to direct your communiques
i such a way that each issue can be sign-posted to an individual who is best suited to deal with the issue
Data protection ar freedom of information requests. This relates to the mandatory DPA and FOI training
that allstaff members are reqired to attend. any data protection or freedom of information request must
be dealt with within a imited space of time. As such it is important that you redirect any such request to the
appropriate person. In the case of you being out of office make a note on your automated response that
should the persan contacting you wish to make such a response, they need to contact Paul Osbaurne

% ¥

@optons

Automatic
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Reply and Reply All

Thisis an area that seems to cause quite a ot of confusion. The defaulticon that outiook will provide wil be the
eply to al (double arrow). A common scenario would be an email sent to.a whole team or sl taff, chances are in
these circumstances you would want o replyto the person who sent the emailonly, not the whole mailing st
Therefore,ensure that you use the pulldown ment o selectthe reply artow and not the reply 1o all ne (1 there is
any confusion, hovering over the icon with the cursor will provide you with 2 piece of text a ool tp) that wil state

what the icon does)

i e St b g
P ey
Kimberky Jenkins share the folder “Duck, Donald” with you.

[T

[T ——— i

Forwarding

Forwarding an emal i basicaly the equivalent of redirecting an item of physcal mail (ith the exception that you
vetain & copy). this s @ particularly usefulfecet should you hive an emil that concerns a colleague of requires
elevation 10 your line manager a it doesn'trequire reieration of the stuation, rather i llows presenvation and

sharing of the original document

[ -]
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CC and BCC

Carbon Copy (CC) and Blind Carbon Copy (BCC) are useful tools when considering how emails will be received or
handled in the future. Carbon copy is an extension to send to, the major difference being that all addresses included
under CC will be ignored should a recipient do a reply t0 al to the email you sent.

In terms of our department BCC i possibly one of the most useul facets of email. a blind carbon copy willsend a
copy of the email to one or many addresses but these addresses wil be hidden from allrecipients, thus preserving
the privacy of our students should you wish to send a standard email to many students on your books

Creating Folder for Emails

Creating a folder for your emails allows you to manage your emeilsin a stuctured way that allows you to effcently
store and retrieve your communications. This is not mandatory nor i there any suggested structure that you are
abliged 1 follow; the best method of orgenising your email folders i to create them ina way that is most
compatibl with your own thouight process same would prefer to simply use theirinbos and simply use search
il others would prefe to sore specifc email in specific locations). The key concept here i 1o be able to retieve
historicaldata quickly and efficiently i required.
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I order 1o create  new folder you simply right-cick on your inbox and select create new folder (f you want to
create a folder within a folder, subfolder, you right-click an a pre-existing folder and select create new sub-folder.

Outlook

ibo [—

Destes ]

Pemisions 13

You wil then be given the opportunity to give yaur folder a name.
Once this is completec you can select an email or emails (using the ch
the folder you wish to move the mail to

box) select move and then the name of

& Kimberley Jenkins | 759 St

Sutfesopment
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Sa

g/Printing Emails as pdf

This particulr feature s not specifc to internet and email. Many modier applications wil allow you o print to PDF
((portable document format). You treat his as a printer job but wha basicaly happens s tha the document gets
saved in PDF format, To achieve this you select print and then change the printer to save as p. A dalogue bos il
then open asing you to nput fename and select  save location. Dauble cick your email rom the inbox s to
penit in a separate window. Then rght-clck the newly-opened window and select print.

[ ———

Click the change button and select save as pdf

You will now notice that the prin button has changed to a save button when you click this the standardised save
dialogue window will appear
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This will save the pdf to your local machine, if you wish to add this to a OneDrive archive you will Rave to remember
to upload it once the save is complete.

Saving Attachments

When you wish to save a e that has been sent to you via email, you have three options, either you view the il in
the browser (f compatible, in these scenarios a secondary download faciity is generally available), store the file o
the local machine (the computer or device you are using) or to OneDrve (the cloud

Drre Bows i - x

Fuc eer Observation form

@ e

St o e Posott o A1 6D

+ When you click on the file icon on the attachment t will generally either open in the brawser or automatically
save to your download directory where it is not

On the pull-down, if you select download the fil will be saved to the local machines default download directory

‘When you select save to OneDrive the file will be saved 1o the attachments folder on your OneDrive (you can

then move this as desired from the OneDrive web-application)
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Adding Attachments
The meme belows has happene to us all. Fortunately Office365 does attempt to avoid this by displaying a dislogue
ahen it looks ke you have referred to an attachment n your emal but have not connected ane, however,accidents
do happen so be vigiant

When attaching a file to your email, you have two specific options.
 Connect a file that i stored locally on your computer
« Connect a file stored on OneDrive:

Prifysgol Cymru
¥ Drindod Dow Sane
University of Wales

Attsehfrom

o Computer

A

Computer browser -
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You are limited to the size of files that you can connect ta an email from your local computer (approximately twenty
megabytes), however,this limitation does not 2pply to files attached from OneDrive (the reason for this being that
anything stored on OneDrive is lready in existence on Microsoft's servers),

IMPORTANT NOTE - ATTACHING A ONEDRIVE FILE TO AN EMAIL IS NOT THE SAME AS SHARING Tl
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One Drive

One Dive is a method of cloud storage. This allows you to access, download or edit your files from any location
providing that you have access fa the internet. Your students willoften tell you that they use Goagle drive, Drop box.
r their own personal OneDrive accounts. These are allalso legitimate forms of cloud storage, however, for
consistency and traceability purpases you should always advise your students to utlise the Office 365 suite that is
provided by the university. This suite offers all the ‘perks' of a premium service and has greater security between
UWTSD users. Many basic types including office 365 files, pdf,images and plain text fles can be opened directly via
the browser in OneDrive, however, it vill sometimes be desirable to download files for editing purposes (more on
this later)

Creating a Folder

Creating a fle or folder directly via OneDrive is vry straight forward, once you enter your OneDrive account simply
scrol until you find white-space’ and right click. When you do this you will be presented with a menu, from this
menu hover over new and you will be given several options. You can create  blank document for any of the key
Office 365 applications at this point (mare on this later) but in order ta create a new folder you simply click folder
from the provided menu as seen below

And then enter a meaningful name... N8 in the case of shared documents i the student files ALWAYS use the
agreed naming convention; on the face of it this may seem an exercise into the unnecessry, however, having
standardised methods for naming fies and folders may add seconds to the storage of a fle but can reduce the time
it takes to retrieve it sizably - and al files will be reviewed many times more than they vill be created (If ata were
stored and then reviewed ance or less, the department should question the need to store it in the fist place - with
the exception of auditable materia).
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Folder

This process is universal regardless of what folder you are currently accessing on the OneDrive including shared
folders (providing that you have write/edit privileges on these locations- your privilege levels are determined by the
person who shares the file with youl

Uploading to one drive

Uploading to OneDrive can be completed in two ways. The most straight forward method is to simply open the
appropriate OneDrive location and simply Drag-and-Drop'from your desktop location (the same as performing a
copy file operation under windows) into white-space on the browser-view of your OneDrive.

<=
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Secondly, you can follow a similar procedure to that previously employed to create a file or folder. Right-click in
ite space and select upload; you wil then be presented with the option to upload a folder or files (thi is done

using the windows file explorer]

When uploading files you can either upload a single file or select several fles to upload as a single batch providing
they are stored in the same location on your computer. this i achieved by navigating to the appropriate folder in
the ‘apen file dialog box, holding down the cantrol (Ctrl) key on the keyboard and clicking the files you wish to
upload without releasing the contral button. Once the selection is complete, release the cantrol button and click the
apen button on the dialog bor.
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If you select to upload 3 folder, the browser view you are given s slightly different. In this view only folders and sub
folders are visible and you cannot select multiple folders in the way that you can when ploading fles.
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Downloading from one drive
In order to dovinload a il or folder from OneDrive,simply selectthe desired ftem and efther right-click or select
dovnload from the options belovs the offce365 heading bar.

Itis possible to download single files or multiple files depending on what you have selected. However, if you have
selected multiple files o a folder, then OneDrive will provide your selection for download as a compressed file
known as a zip fle these files require decompression for use. There will be more on working with and creating

compressed files ater.

Office 365 allows you to edit file types associated with the office suite via the browser, office applications include
(amongst others) -

= Microsoft word

« Micrasoft PowerPaint

o Microsoft excel

This in an incredibly powerful way of editing standardised (such as those that we will be using after the digitalisation
pracess is completed) documents or reviewing work that your students willsend to you. Use of office 365 via the
browser negates the need for you to have the full version of office on the machine yau are using which means
whether you are using a Macintash, tablet or even a smart phone you will st be able to view a document produced
under Microsoft office as it was intended to be viewed. In the context of the above mentioned scenarios, accessing
office files via the browser s adequate for most needs, however,it should be noted that to be able to access some of
the more acvanced functionaiit that you can use in the office suite you may be requires 10 use office deskiop as
‘opposed to anline. To achieve this you simply click the edit in word area abave the ribbon.
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This will provide you with greater fusnctionality, however, you do need to be careful. Always ensure that you either
Save a document that s required to be hosted to other users via OneDrive to a cloud location (over-write the
ariginal); or manually upload the file back to the original location after editing. IF YOU STORE TO A LOCAL (THE
MACHINE YOU ARE WORKING ON) LOCATION THIS FILE WILL ONLY BE ACCESSIBLE ON THE SAME MACHINE BY
THE SAME USERIL!

Multiple people using one document on OneDrive

Warking with a document on line allows multiple peaple to work on the same document simultaneausly (or close
enough as makes no difference). Ta avoid prablems when doing this it s advisable that you either work on separate
sections or are in communication via a secondary channel (e.g. email, instant messenger or telephone). This will
avoid confusion or frustration when editing each others work (unless critical collaboration is the aim of the exercise).

Sharing your Folders

When sharing fles via OneDrive you can either decide to allow the recipients to have editing or view only privieges
{you will see this in action when dealing with the digitalsed student iles. View:-only is particularly useful where the
information you are providing is inended for reference purposes but is ot fkely (i in some cases desirec) for third
partes to make 2 change. Bare in mind that that UWTSD operates a premium Office365 licence for business. This
allows the user to store far more data on their OneDrive than they would be able to via  free account asocited
with outlaok or Hotmail however, security will prevent the sharing of resources with accounts ouside the
organisation

To share an item you select the item and then either right-click to select share from the menu or clck on share on
the top bar
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When you do this you will be presented with a window. in this window you are able to choose between giving
recipients edit or view-only p ish to share with (d e through email
addresses). Also, you can attach a message to the nofifcaion that you are sharing a file with the recipient(s.
should dictate that files can only be shared internally (other UWTSD accounts), however, please NEVER share
any data relative to any work-related dta either from or to a persanal account as should this become a data breech

s d

issue you WILL be held accountable (please refer back o your mandatory data protection training)

Viewing a folder shared with you

i2s been shared with you is fairly simple. From the main OneDrive screen, dlick or

o view a folder or fle that
shared on the lft panel

d folders that have been shared with you (you can sort these by
y in ascending or descending order by clicking the inverse chevron

You will now be presented with a st of f
Name, Date shared, shared by or date of act
next 1o the column
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Removing objects from shared with you list
ostly, i s an important note that remoxing a shared ftem from the shared list DOES NOT revoke your

Firstand fo
d easiest way of accessing if, the individual who shares

tights to access the data (it simply removes the quickest an
the data with you is the person wha can grant or revake privileges over that data. For example i you have
bookmarked a folder that is shared and then remove that folder from your share lst: you can stil access the folder
via the bookmark. Or if you have a sub-folder appearing on your lst and the parent folder, if you remove the sub
folder, you wil still be able 10 access it by opening the parent folder.
To access your shared folders clck on your shared option on the left hand list
When a parent folder is shared with you, OneDrive will show the child folders on the master list of shared folders.
Once you start accumulating shared material this WILL become irksome. Therefore, it is probably best to remove
child folders from the master lst as soon as a new folder is shared as seen below

remove from shared list

Select the items, then right click and selex

Page 34|39




image140.jpeg
Page 35|39




image7.png
LIILIL]
IoILI]
LloILIL]
Lllolblo!

5. Teaming





image141.jpeg
General
Some ther aeas thatyou should be aware f n brief are overed in s secton

Library

Library stack including both physical and digital baoks and journals alang with their availability can be searched via
the library website (ths can be accessed via the university’s main website http://ww uwtsd.ac.ul).

I addition to being able to search baoks and journals available via the library, the lirary website allows a gateway
for students to access online databases of subject specific resources. However, owing to the subject specific nature
of these resources it s advisable that you sign-post your student o either their academic staff o the librarian to find
ut which repsitary is most apprapriate to their stream of study (for example SOAC would search journals fram the
ACM and IEEE repositories)
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Extenuating Circumstances Form

The student does not need to see the LSC if the student has evidence for the circumstances, in fact, in many cases
application for extenuating circumstances is a process that can be purely student-ciiven. The form can be
downloaded from the Academic office and must be filed in by them, if the student does not have evidence or if s
avalid case then they can speak to LSC for a confirmation letter. The LSC will ot fillin the ECP form for the studens,
the student shauid fil that in before meating the LSC.

Accessing the ECP from

From the main university webpage clck on *about” a drop down menu wil appear clck on "professional services”

Professional Services
Information,support s fange of services beyons h acaderic fcues
lam o o
PN "Sy e
] W
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On the left select "pr

edlures for academic appeals complaints and other student cas
wil see the forms for Extenuating Circumstances (a huge archive of resources are aval

" if you then scroll down you
e from this sourcel.

Procedure for Undergracuate and Posigradute Taught Stuents

Zipping up files or folders

Zipping u

es or folders compre:

es the content, this is useful
single file and all s con

hen emailing a callection of fles or to store a
You cannot edit these fles ance they are in a zipped farmat you must unzip them to
edit. Windows comes with 3 built in Zipping feature, to zip up a document or folder simply rif
new pop up window will appear ‘Send Lo hoover over this and it will ring p a new men
will appear click on this.

look down the lst for
and ‘Compressed zipped folde

Once the file has compl
looking st the

opy Wil be appear near he or
ol fo i 28 vl v a2 in i, e e xtens

o one. You can
willalso be *zip

‘which one is the zpped o
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Unzipping files or folders

To unzip a file can be done by right clicking on the file and selecting Extract all  pop up menu will appear asking
for a location the default location will be where the zipped folder is located.

To run the extraction dlick on ‘Extract
showing you the unzipped fil

f you have the tick box clicked for show extracted result a window will appear
The original zipped folder will remain and i now separate from the zipped folder.

T et
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UNIVERSITY OF WALES

Trinity Saint David

PGCert tHE STAFF OBSERVATION FORM

Name of Staff member: Kim Jenkins Date: 11th March 2019
Name of Observer: Valerie Harding Number in class: 15
Student level: Year 1 Location: SA11Q209
Topic/s: Visual Studio Start Time: 11:00

Finish Time:13:00

Teaching Characteristics: Preparation, selection and organisation of content. Choice of teaching/learning
methods.

Excellant preperation of lesson. Good organisation of content. Choice of methods is appropriate and relevant. The
main body of the lesson is structured with and appropriate strategies identified. Use of Q&A, Observation and 1:1
support is used to scalford learning and keep learners on task. All resources are readily to hand and demonstrate
an well balanced approach between teacher input and practical tasks.

Presentation: Beginning class, introduction, continuity with other sessions, students’ prior knowledge. Clarity
of presentation. Pace. Attitude to subject matter. Use of appropriate reinforcement. Ending the session —
summary, future work etc.

Excellant continmuity between lessons and assessment of students prior knowledge demonstrated. Pace is
relevant to learners needs. Use of appropriate language to develop the learners’ skills Kim’s enthusiasm and
understanding of the subject knowledge is apparant throughout the lesson and this promotes autonomous
outcomes.

Technique and Aids: General apparatus - board, data projector, use of handouts. Question and answer
technique. Other evaluation procedures, class management, instructions to students.

Use of PC’s Projector as well as a compreghensice handout on Moodle. Q&A techniques are used appropriately to
assess learning. Excelant class management demonstrtaed. Instructions are clear and purposefully delivered.

Student Responses: General class atmosphere, level of participation, attention and interest. Student attitude
and ability to carry out classwork. Were learning problems identified and overcome? Awareness of individual
needs. Attitude to students.

Excellant level of participation, attention and interest maintained within the class by the means of learner
participation. Kim is competant to manage the class in a professional and calm manner promoting learning
throughout.
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General: Was effective communication achieved? Was there good student — teacher rapport? Were the
aims/outcomes achieved? Appropriateness of teaching/learning methods

There is excellant rapport between Kim and her students. Aim and outcomes were achieved with excellant an
appropriate level of of activities. The learners are motivated and engaged throughout the session. This was an
excellent lesson with smooth transitions through each element. The lesson finished with a useful plenary which
confirmed and reinforced understanding.

Examples of good practice:

1. Excellent rapport with learners

2. Excellent subject knowledge conveyed with confidence — providing an opportunity to extend

knowledge.

Reinforcement of learning

4. Excellant examples of differentiation demonstrated throughout the lesson to encouraghe
learners at both ends of a skill spectrum.

o

Action points:

1. Keep up the excellent work

2. Recap on the aims and outcomes at the end of the lesson.

3. When you have visitors in your class, explain / introduce them to the class in order that the
learners do not feel that they are being observed.
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Lesson Plan

Topic: Visual Studio Tips
Level: Level 4
Lecturer: Kimberley Jenkins
Length: 2 hours
Objectives: By the end of the lecture the student should know:
- The basic of how to use Visual Studio features and how to debug their code.
Time Lecturer Activity Learner Activity Extension activity Resources
(Mins)
15 | Check visual studio is working for all Check versions of visual studio and if ~ Interdependence Visual Studio program
minutes | students. activated, if not inform lecture for the license - Quality of life
key.
? \4 5
45 | Demonstrate to the students the use of | Observe or duplicate the actions of the - Critical thinking Visual Studio, the Calculator
minutes | visual studio and all its features. lecturer. - Respect for peopleand | program code is available on
things Moodle or last lecture code,
- Abelief that people can | word document on Moodle.
make a difference
/ &
50 | Allow the students to experiment with | Use visual studio with their own code or code Visual Studio, the Calculator
minutes | visual studio, the student may use their | provided to become familiar with the tools. / @ Fﬁ program code is available on
own code or example code, assist when Moodle or last lecture code,
problems occur. word document on Moodle.
10 Summary of material. Listen and interact. ' % Word Document on Moodle
minutes | 2 that covers the basics of lecture
material.
2 hours

(total)
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Visual Studio Tips

Table of Contents
Displaying fine numbers.

Changing theme (colour)

Renaming variabl

Missing Solution Explorer

Auto hiding windows.

Find the solutionproject saved location.

Debugging code
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Displaying line numbers

L. In visual studio select Tools from the main menu bar, then select Options

2. A popup window will appear, click on the’ Enviranment setting to shrink the menu down.
Then select “Text Editor’ to expand that men.

3. Under the Text editor’ menu select ‘C/C++' men option and then ‘General

" You will then
have atick box for line number,ticked means line numbers are displayed.

p—_—y
5 unerd » Gethunbers();
4 2 etmers(;
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'ging theme (colour)
Visual studio has several themes to choose from, you can change these themes by following the
steps below.

1. In visual studio select Tools from the main menu bar, then select Options

2. A popup window will appear, click on the’ Environment’ setting and then ts sub heading
“General to the right hand side you should then see the drop down box for ‘Colour there’

Himn
e oo
T it e st i i

3. Select the theme that suit your needs, once you have chosen click on ‘0K’
Dark Light Blue
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Renaming variables
1. Double et clck on the variable you wish to rename. This will highlight the name

T RO

& ot il n2, sasrs
& rp——
a 2 aetmbers 0}

2. Then right click on the name of the variable a new menu will appear, select ‘rename’

Tiase adeC)

g

3. Anewwindow will appear with the original variable name, change this to the new name
then dlick preview.

4. Visual studio will now show me a preview of the changes to ensure | am changing the
variable | want. If thisis correct the cick on apply and the variable will be renamed in alits
locations

T
e -

BRI 75 [=flost add()
ey i
SE e 5 Float numberd, 2, snaver;
2 Y o & nimbard = Gettumbers();
R p— o 2 = Gethumbers();
G N 5
i 8 ansuer = nunbard + n2;
- = Ul s raturn snsver;

e s |3
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Missing Solution Explore:
1. Onthe main menu bar select View and then scroll down to ‘Solution Explorer’
@ gt e g

lnters;

0
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Auto hiding windows
L. You can auto hide a window by right clicking on the small down arrow tip and then sclecting

“Auto Hide'

1| e s

e 2+ GatmumbersO; |

o [pp——
w ) .
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Find the solution/project saved location

1. Onthe solution explorer tab, left click on the solution and the right click to bring up a new.

P ——
[yt

-

[P —— N i
"2 - cetars(} -

Then scroll down and select ‘Open folder in File Explorer’

“This willthen open a windows file
explorer window at the solution saved location on the pc.

o o
oo
fpost

s
ot
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Debugging code
1. Debugging code means ta pause your code. To do this you must first place a break point in
Your code. This can be done selecting a ine of code that interest you and then right clicking
in the greyed area to the left of the line numbers.

it vens)
¢

2. Run the code up to that point you need to ‘start debugging’ which can be found under
debug in the main menu bar.

3. You can then use F10 to step over i the code section and F11 to step into code sections.
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PGCert tHE STAFF OBSERVATION FORM

Name of Staff member: Kim Jenkins Date: 26th February 2019
Name of Observer: Valerie Harding Number in class: 16
Student level: Year 1 Location: IQ 004

Topic/s: Software Failures Start Time: 10:00

Finish Time:11:00

Teaching Characteristics: Preparation, selection and organisation of content. Choice of teaching/learning
methods.

The content is well planned. All resources are readily to hand. Learners were given ‘thinking time’ and ample
opportunity to ask questions throughout the presentation

Presentation: Beginning class, introduction, continuity with other sessions, students’ prior knowledge. Clarity
of presentation. Pace. Attitude to subject matter. Use of appropriate reinforcement. Ending the session —
summary, future work etc.

Excellent introduction and use of appropriate language to develop the learners’ skills. Positive reinforcement is
used throughout promoting autonomous outcomes. The pace is appropriate to the learners style with extended
Q&A is used to keep the learners engaged.

Technique and Aids: General apparatus - board, data projector, use of handouts. Question and answer
technique. Other evaluation procedures, class management, instructions to students.

Question and Answers techniques are used appropriately to assess learning. Excelant class management
demonstrtaed. Instructions are clear and informative.

Student Responses: General class atmosphere, level of participation, attention and interest. Student attitude
and ability to carry out classwork. Were learning problems identified and overcome? Awareness of individual
needs. Attitude to students.

Attention and interest in maintained throughout by the means of learner participation. A positive learning
environment is created and maintained throughout the lesson where learners views are encouraged and
respected. A most professional attitude demonstrated throughout.
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General: Was effective communication achieved? Was there good student — teacher rapport? Were the
aims/outcomes achieved? Appropriateness of teaching/learning methods

Kim has delivered an excellently planned lesson. The learners are motivated and engaged throughout the session.
This was an excellent lesson with smooth transitions through each element.

Examples of good practice:

1. Excellent rapport with learners

2. Excellent subject knowledge conveyed with confidence — providing an opportunity to extend
knowledge.

3. Reinforcement of learning

Action points:

1. Keep up the excellent work

Try to incorporate some multi-sensory techniques and aids.

3. Make efforts to slow your speach. When you are passonate you tend to speed up and slower
learners may strugle to follow.

L
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Lesson Plan

Topic: Software Failures
Level: Level 4
Lecturer: Kimberley Jenkins
Length: 1 hour
Objectives: By the end of the lecture the student should know:
- The types of software failures that have occurred and how they could have been avoided

Time Lecturer Activity Learner Activity Extension activity Resources
(Mins)

5 Set up PowerPoint and ensure it is on Settle and find seat where they can observe - Interdependence Powerpoint presentation
minutes | Moodle for students the projector - Quality of life

A4 55

50 Deliver content and ask questions on

minutes | suitable solution to the software failure.

Listen, interact, take notes
Exchange ideas

- Critical thinking
- Respect for people and
things
- Abelief that people can
make a difference

/

Powerpoint presentation on
Moodle.

5 Summary of material. Listen and interact. ' % Powerpoint presentation on
minutes > Moodle.
1 hour

(total)
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Not

So

Perfect
Programming
Examples

Programmers are not perfect!

By Kimberley Jenkins
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The First Computer Bug - 1947

= Al13:45 p.m. Grace Murray Hopper records 'the first computer bug'in the-
Harvard Mark Il computer's log book. The problem was fraced fo @ moth
stuck between relay confacts in the compuler, which Hopper duly faped
info the Mark Il log book wilh he explanation: “Fist actual case of bug
being found.” The bug was actually found by others but Hopper made fhe
logbook enfry.
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Ballistic Missile Early Warning System - 1960

= On October 5, 1960, the US. nuclear command cenire NORAD received
signals from ifs carly warning radar in Thule, Greenland, indicating fhat a
massive Soviet nuclear atfack on the U.S. was underway with a certainty of
99.9 percent

The radar cormectly assessed fhat it was seeing something big coming over
the horizon in the right place for @ Soviet aftack. It immediately began
sending Urgent waming repors 1o NORAD.

The culpritin fhis case was the rising moon, which unexpectedlly reflected
radar waves back fo the Thule radar.

Fortunately, this incident did not lead fo disaster. And within a few weeks,
scientists developed a reliable fix for this problem and the moon was no
longer a source of false alams.
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Mariner 1 - 1962

= Mariner | probe heading foward Venus had fo be destroyed after veering
off course due fo equipment failure and an error in coded computer
insiructions. Destroyed due fo code error, July 22, 1962

= Just 293 seconds affer launch, a range safey officer ordered a destructive.
abort when it veered off course affer an unscheduled yawift manoeuvre.
The destruct command was sent six seconds before separation, afer which
it could not have been destroyed

= DOI51=1.100
when whal should have been willten was:
DO 151= 1,100
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F18 Missile Launch - 1983

= FI8 missile Ihrusl while clomped, plane los! 20,000 feet

= Amissie launch was being tested for the F18. The missie s situated on the
wing and Ihe lounch s compuler- conirolled. The compuler opened the
clamp holding the missie fo the wing, fired the missile, and closed the
clamp

= However, the clomp was closed before the missie had enough thrust bult
Up foleave the wing . Therefore, the pilofs found fhey had a missile with
3000 pounds of fhrust atfached o the wing of their aireratt. The piane fell
20,000 feet and the pilots were about to eject when they finaly regained
control of the aircraft,
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Therac-25 - 1985/87

= The Therac-25 was a radiation therapy machine manufactured by AECL
which offered a revolufionary dual freatment mode. If was also designed
from fhe outset fo use softwarre based safefy systems rather fhan hardware.
controls.

Therac-25 medical linear accelerator incident (kiled 4 patients and
severely injured 2 others by giving them massive overdoses of radiafion).
= Eleclomechanical inferlocks are common on such systems, infended fo
ensure fhat overdosing is avoided,

On the Therac-25, Ihe mechanical inferlocks were removed and the
equivalent interiocks buit in software.
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F16 simulation - 1986

= The F-16 s @ fly-by-wire aircraft, the computer keeps the pilot from doing
dumb things fo fhemselves. So if the pilot jerks hard over on the joysfick, the

compuler wil insiuct the flight surfaces lo make @ nice and easy 4 or 5 G

flip. But the plane can withsiand a much higher fiip than that.

In the early development of the F16 pilols were frained and fhe plane code

were fested in simulators.

50 when pilofs were 'fying' the F-16 in simulations over the equator, the
compuer gof confused and instantly fipped the piane over, kiling the pilot
in simulation. Andi since it can fly forever upside down, it would do so untilit
ran out of fuel,

=
Y
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AT&T Network Goes Down - 1990

On January 15, 1990, over 50 percent of ATAT's nefwork crashed
©On any given day. AT&Ts long-distance senvice, which af the fime carried
over 70% of the nation’s long-distance fraffic, route over 115 milion
telephone calls. The backbone of this massive network was a system of 114
computer-operated electronic switches [4ESS) scattered across the United
States. These switches, each capable of handiing up fo 700,000 calls an
haur, were linked via a cascading network known as Common Channel
Signalling System No. 7.

An enorinust one fine of code of an update brought down AT&T's network
for several hours. A switch reset ifsell, but the bug meant that fhe second
swilch sent anofher message. Essenfially a domin effect kicked off with
the nefwork confinuing fo repeat s emor. Eventually ATAT devised
solution by reducing network load. The switches then rese themselves

= AT&T
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The Patriot Missile Failure - 1991

= On February 25, 1991, duting the Gulf War, an American Patriof Missle
battery in Dharan, Saudi Arabio, failed fo frack and infercept an incoming
raci Scud missile,

= It fums out that the cause was an inaccurate calculation of the fime since
boot due o compufer arithmetic emors. Specifically, the fime in fenths of
second as measured by the system's internal clock was muliplied by 1/10
to produce the fime in second.

= Inferesfingly fhis was @ know bug, usually fixed by regularly reboofing the
system. Users were fold that "very long run fimes could cause a shift 1o RGA,
resuling in infercept miss” fhe message did not specity what is a very long
run fimes. The update lape reached Ihis ballery fhe day affer the faiure.
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London Ambuiance Servc

London Ambulance Service - 1992

Faiiure of fhe London Ambulance Service on 26 and 27 November 1992,
the computer-aided ambulance-dispatch had been in operation only @
few hours when problems began fo arise.

The software ifself had three primary flaws fhat hampered ihings from the.
stort: It dian' function well when given incomplete data, fhe user inferface
‘was problematical and most damning there was @ memory leakin
portion of the code.

There were 81 known bugs before the system went live, Incomplefe data
caused errors, error handling problem. There was a call storage issue, which
‘was made worse by duplicale cals, and hen he overwiling of calls. There
‘were foo many excepfion messages to handle, clearing fhe excepfion
queve gave a shortrelief before fhey reappeared. The ambulance.
locafion system was shut down and fhis did improve the call walting

fimes but then the system locked up and areboo failed.

A123:00 on Ociober 28 fhe LAS reverted fo manual system affer fhe death
of at least 20 patients
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USS Yorktown - 1997

= On 21 Seplember 1997, the USS Yorklown was performing fraining exercises
off the coast of Cape Charles, Virginia when a crew member began
froubleshooling a fuel valve fhat was physically closed, but according fo.
the Smart Ship's Standard Machinery Conirol Syslem (SMCS) was open.

= The fechnician fried fo digitally calibrate and reset the fuel valve by
enfering a 0 value for one of the valve's component properties info the
SMCS Remote Dafabase Manager (ROM). The ROM program then
aitempled fo perform a division operafion by the valve property; a divide:
by-zero arithmetic exception was thrown, not caught by the program, and.
the ROM crashed,

Since offer Smart Ship systems were dependent on RDM availabilty across
the LAN, these ofher SMCS components including ones coniroling fhe
motor and propulsion machinery began to failin @ domino-ike sequence:
unfil the ship stopped dead in the water. The crew was able fo froubleshoot
and restart the ship's systems affer two hours and forty-five minutes, and the.
Yorktown retumed to base in Norfolk, Virginia.
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International Space Station - 1998

= An oscilation was experienced after plying for the scholarship can be
found at aset of Russian software conirol parameters were upiinked in error
fo the vehicle

These parameters are used o confrol operation of the gimbals on the.
senvice module fhuslers. The con'rol performance wos alfered such that
the reboost bum dynamics coupled info the natural frequency of fhe.
space station. This resuited in oscillafions and higher loads fo stafion
components fhan desired. The crew was awake and reported a fairly
healiny vibration throughout the station.

= It was human error, improper values for key parameters were uplinked.
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Mars Climate Orbiter - 1999

= The Mars Climate Orbiter was a 338-kilogram (745 Ib) robofic space probe
launched by NASA on December |1, 1998 to study the Marfian climate,
Martian atmosphere, and surface changes.

= Adisaster invesfigation board reports that NASA's Mars Climate Orbiter
bumed up in the Martian atmosphere because engineers failed fo convert
unifs from imperial to mefric.

ANASA review board found thal Ihe problem was in fhe soffware
controling the orbiter's thrusters. The software calcuiated the force the:
thrusters needed fo exert in pounds of force. A separate piece of soffware
tookin the data assuming it was in the mefric unif: newtons.





image172.jpeg
Australia Aircraft Simulator - 1999

1n 1999 Australia used Simulators fo frain helicoplers pilols

The programmers went fo areat lengths to increase the realism of the fheir
scenarios, including defailed landscapes and — in the case of fhe Norlherm
Tenitory's Operation Phoenix — herds of kangaroos (snce groups of
disturbed animals might well give away a helicopters posiion)

Being efficient programmers, they [ust re-appropricted some code originally
used to model infantry detachments reactions under the same sfimuii
changed the mapped icon from a soldier fo @ kangaroo, and increased
the figures' speed of movement.

Eager o demonsirate their flying skils for some visiling American pilofs, fhe:
hofshot Aussies "buzzed” the virtual kangaroos in low flight during &
simulafion. The kangaroos scatiered, as predicied, and fhe Americans
nodded apprecialively ... and Ihen did a double-lake s fhe kangaroos
reappeared from behind a hil and launched a bamage of sfinger missles at
the hapless helicopter. (Apparently the programmers had forgotten the:
remove “that” part of the Infantry coding)
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Australia Aircraft Simulator — Real Story

Asrevealed by Dr. Anne-Marie Grisogono, head of the Simulation Land
Operafions Division at he Australion DSTO (Defence Science and
Technology Organisation) in the publication Defence Systems Daily.
Programmers did add animated kangaroos o fhe simulation, and they did
‘accompish this by replacing the visual representation of soldiers with visual
representations of the hopping marsupials (whie neglecting fo remove the
weapons and fiing behaviour from these representafions|.

But fhis was all done out of fun [not necessity), and this humorous glitch was
discovered right away and nof unwittingly (and embarrassingly) displayed
to.a group of visiors (American or otherwise).

Additionaly. s Dr. Grisogono related, *since we were not at fhat stage.
inferested in weapons, we had not set any weapon or projecile fypes, so
what the kangaroos fired at us was in foct the defaulf object for fhe
simulation, which happened o be large mulficoloured beachbals.”
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Y2K Bug - 2000

The date s 314 Dec

ember 1999, tomorrow the date will be 19 January 2000,

= There was a massive fear hat when Ihe clock changed dale There would
be a massive failure in fechnology.

In the eary years of programming some dales were willen using hwo digils
instead of four, this was due fo the shortage of memary space.

= 1990=90
= 1993-53
= 1998=98

= There was a fear thal programs would nof accepl 2000 05 00

Lots of money and resources were dedicated to altemating or recreating
programs fo avoid this mass failure
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World of Warcraft Bloodless Virus - 2005

= The Corupted Biood incident was a virtual pandemic in the MMORPG
World of Warcraft, which began on September 13, 2005, and lasted for one
week

WoW developer Blizzard infroduced Hakkar, the god of Blood, The
considerable foe infected characters with comupted blood. While fhe
blood infection originally infended 1o afflict players within proximiy fo
Hakkar's body, player-fo-player fransfer occurred outside the reaim. This
unintentional means of spreading fhe blood virus spawned from in-game
pets. Moreover, non-player characters (NPCs) became cariers.

Archimonde became the fist infected server. Low level characters instantly.
died. Even powerful characters didn't last much longer. Although a coding
glitch perpetuated the virus via NPCs and pets, the virus wasn't planned for
release oulside of Hokkar's kingdom. While thousands of players died.
World of Warcraft does not fealure perma-death. Blizzard fixed the blood
virus with rolling server restarts. But ot before player corpses litfered e

WoW landscape. “
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Curiosity Mars rover - 2013 <7

4

The rover has hwo computer brains, which Rob Manning, chief engineer af
JPL, refers fo as pilot and co-pilot. The roveris constantly abuzz with activity,
from engineering and housekeeping fo analysis lelemeiry and periodic
event reporls. Bul, six months info the mission, Piot started acting a bif like it
had an atfitude, the Piot has the abiliy to run a seff-diagnosfic.

Curiosity developed a some sort of memory problem and Piof should have.
known fo give control over fo Co-Filot, Yet Pilot refused fo give up confrol,
The compufer developed an affitude in @ way thaf was never seen before.
when fold o go fake @ nap, it refused to foke @ nap. Then it refused fo take
pictures. Then it refused to do more science throughout the day. Itjust
stopped doing these fhings.

Faced with a renegade computer, Manning had one play left: Kill Piot in
hopes that Co-Filof would be jolted awake. It was a risky move. If Co-Pilot
didn't wake up, the enfire §2.5 bilion mission would have been over
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Curiosity Mars rover - 2013 o i

= "We're wailing for fhe co-pilof fo waike up," Manning says, “and fhen furn on

its radio fo let us know that it was clive. We should get a signal. Nothing.

Anofher minute goes by. Nolhing. Four minufes go by."

Finally, the silence broke. The signal came through, Co-Pilot had taken over,

and has been running Ihings fo Ihis day. Piof has since been fixed and

siands ready as a replacement. And Curoslly s free fo explore Marfian

mug

= The compuler problem i related 10 a glifch in flash memory on the Plot
computer caused by comupted memory files. Scientists are still looking into
the root cause the corrupted memory, but it's possible the memory files
were damaged by high-energy space paricles called cosmic rays, which
are always a danger beyond the protective atmosphere of Earth.
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Problem free software

= How can we reduce our chances of faults?
= By using a well-defined process that includes
= Rigorous design
= Requirements analysis
=umL
= Prototyping
= Testing
= Variety of testing methods
= programming fechniques
= Pair programming
= Programming standard
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Notetaking for Students in Higher
Education

Name: ko) Seliper Jokas
Email: [fim Qorkins @ fofpal ¥
iale: 4/,7//7

Assessment Work Book
Unit One.
Preparation and Strategies for Note Taking
Level 2
Credit Value 3
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The Natiom

. Autistic Society
Ask autism

Autism, stress and anxiety: helpful strategies

Social and peer support

Support can also be offered through social groups. Many autistic people benefit from autistic self-advocacy
groups such as 'Autscape' and 'Autistic-UK. Autistic people may also benefit from mentoring and buddy
systems, depending on personal circumstances.

Adapt communication
Many people on the autism spectrum have different communication styles to most people. This means that
understanding others and expressing oneself can be difficult. Try to:

use clear, literal language

express yourself calmly

allow extra processing time

avoid making lots of eye contact

be open to different communication styles

reduce verbal communication. A person who is stressed and anxious is unlikely to be capable of

processing more information at this time. It is better to leave them to recover before discussing the
situation.

Realistic expectations

Everyday tasks and activities place different demands on a person's understanding and skills. People can have
unrealistic expectations of autistic people. This is often based on assumptions about how non-autistic people
tend to react.

This can place high demands on autistic people and cause stress. For example, asking someone to multi-task.
This is often done by accident, simply by expecting someone to listen to you speak while they are doing
something else.

Relaxation techniques
Practise relaxation techniques like mindfulness, a type of meditation which involves being aware of your
thoughts and body in the present.
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Give processing time

Stress can have a negative effect on a person's capacity to process incoming

information, such as words or actions. For this reason, it is helpful to give extra time to process what is taking
place.

Low-arousal
Low-arousal environments will likely reduce the chances of stress. Examples include minimising:

the levels of noise
extreme temperatures
social contact

visual input.

Think about how you can adapt the environments you work in to be more low-arousal. This will help to
reduce rising anxiety and allow for coping strategies to take place.

Accept difference. Not indifference.

First published 2013 by The National Autistic Society, 393 City Road, London EC1V 1NG. www.autism.org.uk
Copyright © The National Autistic Society 2013

All rights reserved. No part of this document can be reproduced, stored in a retrievable system or transmitted, in any form or by means
electronic, mechanical, photocopying, recording or otherwise without the prior permission of the copyright owner.
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Association
Webinar Attendance: What is Dyspraxia/ DCD?
(1 hour)
Presenter: Professor Amanda Kirby
6t March 2019
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Dyspraxia
Developmental Co-ordination
Disorder

Professor Amanda Klrtlav
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A person with one
diagnosis/label or
challenges is more
likely to have other
challenges... (and
strengths)

“The whole is greater
than the sum of its parts”
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Presentation in early years with

« Later walker/some didn’t craw!

+ Slower learning to ride a bike/scooter

« Difficulties dressing/feeding compared to others of a similar age
* Avoid climbing/exploring playground equipment

* Less social interaction
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Guidance for completing and submitting workbooks

The comments i itafics are to assist you in answering the questions.
The word limits are upper limits only. Your answers may be shorter as
long as the question is appropriately answered

Please ensure that you submit your work books by the deadiine given by
your tutor.

Ifin the judgement of the assessor or moderator any of your answers do
not meet the assessment criteria tney will be referred back to you with
guidance. You are allowed two referrals for resubmission of your
answers.

Please submit both work books together as WORD files with your
full name in the file name, .g. OCN notetaking workbook unit 1. Jane
Eyre.doc, to enable them to be assessed and moderated; other
formats cannot be processed by our system.
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Presentation in primary school with m

* Handwriting

+ Team games- ball skills

« Dressing, changing, feeding ( use of cutléry)- messy eater
* Fine motor tasks-using pencils, scissors, rulers
 Emotional - self esteem and confidence

* Social- harder to make and maintain friends

* Poor organisation of work- lose clothes
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Presentation in secondary school with m

* Handwriting at speed and clarity, spacing
* Poor organisation of self and work, spatial awareness of others

* Slouching in class »
+ Team games- ball skills- and avoidance approaches
* Weight gain

* Dressing- shoe laces,slow to change for PE

* Fine motor tasks-using scissors,rulers, compasses
* Emotional - self esteem and confidence

* Social- More isolated
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This is to certify that

Kimberley Jenkins
Attended
Study Skills Master Class Part 1: Note taking strategies for lectures and

seminars
on

15/01/2019 %

Dave Tucker
Director, Sonocent
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This is to certify that

Kimberley Jenkins
Attended
Study Skills Master Class Part 2: Techniques for analysing and

synthesising information from digital content
on

16/01/2019 W

Dave Tucker
Director, Sonocent
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This is to certify that

Kimberley Jenkins
Attended
Study Skills Master Class Part 3: Methodologies for revision, essay

composition and presentation practice
on

17/01/2019 %

Dave Tucker
Director, Sonocent
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Learning Outcome 1.

1. Understand what is required when preparing to give
notetaking support.

Assessment Criteria - the learner can:
1.1. Describe what is required in a notetaking tool Kit.
Describe five essential items and explain why they are important.
(word limit 150)
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Sonocent Audio Notetaker

By Lee Chambers
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1.2. Describe the individual requirements and preferences of at
least TWO sample students.

Wite in complete sentences using examples from you own experience if
you can.
(word limit 150)
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Assessor's comments

Learning Outcome 2.
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2. Understand how to adapt own approach to notetaking to deal
with varying working environments.

Assessment C:

ria — the learner can:
2. Compare at least TWO working environments.

This question is asking you to describe AT LEAST TWO different
physical environments you may be working in and what some of the
issues or challenges may be. The next question is asking you describe
one of the environments in more detail and how you might adapt your
approach.

(word limit 200)

A naishes £

2.2, Describe one situation where the approach to notetaking
needs to be adapted to deal with different working environments.
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Y Drindod Dewi Sant

Trinity Saint David

Monthly Timesheet

Name  Kimberley Jenkins Employee No. ___ 700023

School/Dept School of Applied Computing

Date [Description Hours [ Hourly Rate|Cost Centre *
5r-0ct 1] Balancng Studer B 30 Eio00
01 GetT]Sefvere Devepment Suppart T 30 000
5500k 1] Savware Deveopment Supprt v E30 Eiow
06 0ot 1M Balanong St 2 £ Eio00
05.0ct-1]Sotware Devolpment Supprt v E30 Eiom
10:0e18[Sofvare Dewlopmont Support v E30 000
1505 18[S¢ Batnng Stder B E30 Eiow
15.0e 18[Sofvare Devlopmont Suport T 30 000
1705 18[Sofware Development Support v E30 Eio00
22 0ot 1] Balanong St 2 E30 B
7200k ] Soware Devolpment Suppart v 30 Eio0
25.Oot18]Sotwro Dovolpment Supert v E30 000
75,00t 1] Blanong Siudes B 30 Eio0
25 Oot1]Sovars Dovolprment Suppart i 30 000
51-0ct1]Sowere Devepment Suppart v 30 E1o00

Total Hours = 20
Employee Signature* (g 12
Vo
Countersigned* oy

TAuthorised Signatory)

esheet must be signed by both the employee and an
Authorising Officer before payment.

*The Authorising Officer must also input a relevant
Cost Centre.
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Trinity Saint David

Monthly Timesheet

Name  Kimberley Jenkins Employee No.___ 700023

School/Dept School of Applied Computing

Date [Description Hours |Hourly Rate|Cost Centre *
G5 Hor 1855 Baancing Sudes B Eonco
5o 1]Sawar Devegmen: Sappot ] e
7o 1]Saware Deveogman: Sapport v e
o 8[ySc Balning Suses B Eoneo
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o or 1850 Baarcing Swoes B oo
e tor 1]Sofwar Deveopmen SipoT ] Fono
o5Nor 1]SoMvar Devsogme Suppor . Eoneo

Total Hours = 16

Employee Signature® é L
)

Countersigned"

Thuthorized Signatory]

N.B. * Timesheet must be signed by both the employee and an
Authorising Officer before payment.
* The Authorising Officer must also input a relevant
Cost Centre.
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UNIVERSITY OF WhLES

Trinity Saint David
Monthly Timesheet

Name Kimberley Jenkins Employee No. ___700023
School/Dept School of Applied Computing
Date Description Hours |Hourly Rate|Cost Centre *
5-Dac-16] 5o Entancing Stuaes 2 750 1000
05 D 18]Satvare Davelopment Suppart T 751 000
05 Dec 16[Safvare Development Support T 751 Ei000
70/Dec 18| Balancing Sudies B 751 Ei000
T0:Dec-18[Sotware Develpment Support T a5t Ei000
V2.0 18] Sotware Davelopment Suppot T a7t 1000
Total Hours = 8
Employee Signature* é L
o
Countersigned" el ol

TAuthorised Signatory)

N.B. * Timesheet must be signed by both the employee and an
Authorising Officer before payment.
* The Authorising Officer must also input a relevant
Cost Centre.
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Monthly Timesheet

Name  Kimberley Jenkins Employee No. ___ 700023

School/Dept School of Applied Computing

Date Description Hours [Hourly Rate|Cost Centre *
O7-a13|vSo Banong Suaes 2 st )
O7-dar 19[Sotvare Dovlopment Svppart : w5 B
55-an-13]Sotware Bevelapment Suppor : S =000
21 Jar 0[S Balaning Sues z B Eo00
28 Jan- 19 Acacom and Emplyaiiy ST |7 EE) )
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28.Jan 19[Sottere Devolopmen: Suppor i st E)
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3019 Acacemic and Employaiy St |1 ) Eooo0
30019 Sotvare Development Sugpor : B =00

Total Hours = 13

Employee Signature* é L

)
Countersigned* Al L)@&

TAuthorised Signatory)

t must be signed by both the employee and an
g Officer before payment.
* The Authorising Officer must also input a relevant

Cost Centre.
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Describe an environment where you have had to work flexibly and use
different strategies to ensure the student is getting all the information
they require from the lesson/lecture. Write in full sentences.

(word fimit 200)

lees

o2 ____
Competent

Not yet competent

Assessor's comments

Learning Outcome 3.

6
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Trinity Saint David

Monthly Timesheet

Name  Kimberley Jenkins Employee No. ___ 700023

School/Dept School of Applied Computing

Date [Description Hours [Hourly Rate|Cost Centre *
0t ot 19| Acadarc nd Emplyaty S | w51 Ero00
04 Fo0-18]uSc Balanng Suces 2 GE] Eo00
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5-Foo-13 Acagoric ana Emplyaoity S | 1 Eio00
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20 oo 1 sotwaro Dovlomen Suppor v S0
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25 o 19150 Balanoing Shutes P Eon
25 Fa-1Sotware Developman Support : Erom
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Total Hours = 30

Employee Signature* é L

el oty

TAuthorised Signatory)

Countersigned*

N.B. * Timesheet must be signed by both the employee and an
Authorising Officer before payment.
* The Authorising Officer must also input a relevant
Cost Centre.
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Monthly Timesheet

Name  Kimberley Jenkins Employee No. ___ 700023

School/Dept School of Applied Computing

Date Description Hours [Hourly Rate|Cost Centre *
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04 i 1]WSc Balanng Sudos 2 ] 1000
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26-Mar-13| Academic and Employabilty Skil 1 3751 E1000
26 tar-19[Academic and Employabilty SKIl i w751 E1000
27 tar-19]Software Development Suppor. T w751 E1000
27 tar-19|Academic and Employabilty SKIl T 751 E1000

Total Hours = 35

Employee Signature* é L

Vi)
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Countersigned el
TRuthorised Signatory)

N.B. * Timesheet must be signed by both the employee and an
Authorising Officer before payment.
* The Authorising Officer must also input a relevant
Cost Centre.
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Understand the strategies which can be in place to make notes
visually appealing.

Assessment Criteria - the learner can:

3.1. Describe at least two strategies that can be used to make notes
visually appealing.

Give as many examples as you can think of and explain why they might
be helpful for your students. ., . .4 croe

(word limit 200)

Ditseam)
Urecksy Jeus

mmJ /4,,/{”1,3\)
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Foon Ll wll G potn fr peviaio,
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e
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103
Competent
Not yet competent

Assessor's comments

fat-ccon qsly. - Learning Outcome 4.
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Understand techniques to support the production of
comprehensive notes.

Assessment Criteria - the learner can:

4.1. Describe TWO OR MORE technigues that can be used to
support the production of comprehensive notes.

Describe the techniques and explain why they are important in
supporting your student.

(word e 150)

Ll

- W

4.2 Produce examples of techniques used to produce
comprehensive notes.
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Your notetaking exercise completos the assessment of this unit.

MARKING CRITERIA- the points with an * are essential, The othor
techniques will depend on the content and context of the lesson and the
student's individual preferences.

[Page headings complete®
Pages numbered”
Appropriate spacing and fayout~
Key points noted to accurately
convey the subject matter*

Use of coloured pensiighlighters
Bullet points and or numbering

Legible writing* Jes

Accurate spelling and grammar® | - 1
Visually appealing L i Lo -
[Appropriate use of margins v :

Written in full sentences when [ L
appropriate*

Accurate referencing as required |-
Appropriate and use of symbols or T
picture prompts

LO4. i
Competent
Not yet competent

‘Assessor's comments

Final Assessment

| All Learning Outcomes assessed | Pass/ Refer/ Fail
as competent
Assessor's feedback to leamer
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Notetaking for Disabled Students in Higher
Education

ocn

LONDON

Assessment Work Book

Name: E‘W ek
Emall: Kim Syenkind @), Aoteranil <00 oK

Date: &/3/,7

Unit Two

Taking Notes to Support Students with
Disabilities — Awareness and Professionalism

Level 2

1
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Credit Value 3

Guidance for completing and submitting workbooks

The comments in italics are to assist you in answering the questions.
The word limits are upper limits only. Your answers may be shorter as
long as the question is appropriately answered.

If in the judgement of the assessor or moderator any of your answers do
not meet the assessment criteria they will be referred back to you with
guidance, You are allowed two referrals for resubmission of your
answers.

Please ensure that you submit your work books by the deadiine given by
your tutor

Please submit both work books together as WORD files with your
full name in the file name (OCN notetaking workbook unit 1. Jane
Eyre.doc) to enable them to be assessed and moderated; other
formats cannot be processed by our system.
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Learning Outcome 1.

1. Understand how notetaking can give equality to students with
disabilities.

Assessment Criteria - the learner can:

1. Describe how the Equality Act (2010) supports disabled
students.

Briefly define the Equality Act and give examples of types reasonable

adjustments that may be necessaty for disabled students.

(word limit 150) y .
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1.2. Describe how notetaking can enable students with
disabilities.

Use the group's discussion from the case studies to answer. Think of
examples that enabie all students with disabilties and some are
appropriate to specific disabilties.

(word limit 250)
: t bwo covt St
e b 1 Z Y

LO1.
Competent
Not yet competent
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Assessors comments |

Learning Outcome 2.

2. Understand the difference between the use of positive and
negative language when referring to a disability.

Assessment Criteria - the learner can:
2.1. Differentiate between positive and negative language with
regards to disability.
Consider the importance of language and how it changes over time.
Give 3 or 4 examples of current best practice and 2 examples of
language we should avoid and why it may be problematic.
(word fimit 200)

02
Competent
Not yet competent
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[ Assessor's comments N

Learning Outcome 3.

Understand the importance of professionalism in the role of a note-
taker.

Assessment Criteria - the learner can:
3.1 Define professionalism.
(Word limit 100)

HolF

Mt
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ism is important in the role of the

Think about what it means for you, the student and the organisation you
work for.

(word limit 150)

[Los
Competent
Not yet competent
Assessor's comments
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Learning Outcome 4.

4. Understand the professional boundaries involved in the role of
the note-taker.

Assessment criteria - the learner will:

4.1 Identify the professional boundaries in the role of the note-
taker.

Think about what is and is not appropriate with regard to the relationship
between note-taker and student

(Word limit 200)
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4.2 Describe how to signpost support to other services when
appropriate support cannot be offered within the role of the note-
taker.

Describe three or four examples of support services you might signpost
students to with brief explanations of the circumstances. (word limit 150)

04,

Competent
[Not yet competent —
‘Assessor's comments |
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Learning outcome 5.

5. Understand the meaning of confidentiality within the context of
the role of a note-taker.

Assessment criteria
5.1. Define confidentiality.

then would you consider breaking confidentiality?
(word fimit 100)

~ the learner can:
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5.2. Describe at least two types of information that a note-taker may
hold on a student that could be classed as confidential.

Think about the different formats you may have information in, what sort
of information you may hold and how yo keep that information secure.

(word limit 150)

’ﬁ L ~ —
Competent
Not yet competent |

Assessor's comments
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Case Study OCN Note Taking for Disabled Students in Higher
Education

Rose - HND Set Design for Theatre and Film

This course requires Rose to attend lectures, tutorials and carry out practical
work in a studio setting.

Rose is a 30-year-old mature student born with bi-ateral colobomos and a
congenital heart defect, She has long standing poor vision in her left eye.
Rose manages most of her daily tasks well, but struggles in unfamiliar
surroundings. Her vision is better in the morning than the afternoon, when
she gets more tired. Rose is photophobic and finds. glare from a whiteboard,
sunlight or artificial lightaffects.her.vision. She needs text in a large font
and certain colours can distort her vision.

Due to her condition, she has no perception of depth and struggles to
negotiate steps and slopes. Rose’s heart problem means she becomes
fatigued easily. It is helpful for Rose to sit in the centre of the lecture theatre
and in group situations with the lecturer to her right.

ehszhesd - Gibnd & Lo ol

IPERATIONAITrtining)Accresived Courses
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Case Study OCN Note Taking for Disabled Students in Higher
Education

Robert - Film Production BA (Hons).

This course requires Robert to attend lec!
practical work in a studio setting.

Robert is a 20-year-old student who has a diagnosis of Dyslexia, and Autistic
Spectrum Disorder (ASD) commonly known as Asperger Syndrome Disorder.
He has also recently been diagnosed with anxiety and depression. Robert
struggles to listen and take notes simultaneously in lectures; he says he finds
it difficult to keep up and misses important points. When under pressure his
handwriting becomes illegible and he gets stuck when trying to spell
unfamiliar words. He is a very slow reader and prefers to watch YouTube _
videos to process new information or skills. When looking at a whiteb
reading he describes the text as being ‘fuzzy’ and ‘shaky’

difficult; he reports that he
le with

ials and carry out

Robert finds social ints
struggles to.make friends, Robert

 is important to Robert

iaving a familiar daily routi
manage his anxiety

(CPERATIGNAL\Tralning\Accresitzd Course
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Assessor CPD Day

This certificate is awarded to

Kimberley Jenkins

having attended the
Assessor CPD Day in

Carmarthen University

Professional Development hours earned: 5.0

13/09/17
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Co-Teaching

PG cert Teaching for Higher Education

Kimberley Selina Jenkins — P110624

Introduction

The term Co-teaching covers a variety of
teaching styles.

“Co-teaching involves two or more
... professionals who contract to
share instructional responsibility
for single group of students
primarily in a single classroom or
workspace for specific content or
objectives with mutual ownership,
pooled resources and joint

)
£,

accountability.” [1]
This Intervention of Co-teaching was
conducted on UWTSD Student Services
Learning Support Swansea Staff. The

Intervention was developed, produced and co-
taught alongside David A Williams[2] a college
of Learning Support. (A1LA2,A5K4V1V2 [8])

L o

Objectives J (J

Main Objective

The overall aim of this Intervention was to
familiarise the student services staff on how
to use the new digitisation process for student
files and the associated Microsoft Office 365
software.

Secondary objectives

The Secondary Objective of the training day

were:

« Provide staff members who have difficulty
in using technology an opportunity to ask
questions.

« Opportunity for staff to practice their new
skills in a safe and secure IT environment.

« Opportunity for staff to ask any IT related
questions on any well-known issues.

« Address any IT Issues that were requested
prior to the training session.

« Reduce the skills gap between the staff

« Facilitate independent working
(A1,A2,A4,A5, K1,K3V1V2,V4(8])

Methods

Team Teaching

Team teaching is also known
as ‘tag-teaming’ requires the
strongest partnership[5]. Both
teachers are responsible for
the planning and development
of resources and are actively
involved in the management
of the lesson and are free to
interject information.
(A1,A2,A4,A5,K2,V2 [8])

One Teach, One Assist

One teacher takes the lead in
providing instruction while
the other moves around the
classroom, assisting struggling
students or distributes
materials[5]. This help is not
limited to students with a
disability; the assisting
teacher is there to serve
whoever needs support.
(A1,A2,A4,A5,K2,V2 [8])

Methods and Material

Material
Equipment Required

Computer Lab
Internet access 3
Projector and projector screen
Computers equipped with Office 365

Recourses created

Digital Training Manual

Scenarios developed

Example files created and populated
PowerPoint for lecture

Below are images of the resources created:

Strategy

Digital
Training

Digital Training

Al Y o4 (&

(A4,K4 [8])

The planning of the training was spread out over several weeks. Once a

lesson plan was developed and a list of resources required produced, the
teachers created a shared collaborative work area on one drive to create
the resources. This shared area allowed for both teachers to work on the

resources jointly and independently.

The training session was delivered with one PowerPoint, the sections of
the content were divided up to be either: Delivered by one teach whilst

the other assisted the students[5].

« Both teachers would deliver the content thus tag teaming each other.
» The demonstrating of the software required the tag teaming method,

ﬂogether

veryone
Qchieves

@ore

The teacher not currently teaching was available to assist the student in

the class.

(A1,A2,A4,A5,K1,K2,K4,V1 [8])

Results

\ls
The main objectives were
! oJ\o

reached with this method of
teaching. The student's skills
level had increased by the
end of the session.

The tag teaming method worked smoothly;
the teachers had already developed a good
rapport with each other prior to this
training[4]. This rapport allowed for a safe
and judgment-free exchange of ideas when
developing this training session. (as,asksv1v3 (8))

Conclusion

The teachers have gained knowledge of how
the other teacher thinks and produces lesson
plans. This knowledge can be implemented in
future lesson plans. The following are the key
aspect have been derived from this teaching
method success[4]. (K3,K5,K6V1V3V4 [8])

Communicate

Define
Plan together responsibilities

=
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Prifysgol Cymru
Y Drindod Dewi Sant

University of Wales
Trinity Saint David

PGCert tHE STAFF OBSERVATION FORM

Name of Staff members: Kim Jenkins, David Williams Date: 14" June 2018
Name of Observer: Valerie Harding Number in class: 20
Student level: Staff Training Location: MH314
Topic/s: Digitalisation and using Office 365 Start Time: 9:30

Finish Time: 13:00

Teaching Characteristics: Preparation, selection and organisation of content. Choice of
teaching/learning methods.

Thorough prior preparation and co-ordination immediately apparent throughout. Comprehensive
supporting resources were additionally provided, which were clear and accessible by learners with a
range of abilities (resources were made available to all, prior to session).

Preparations and collaboration demonstrated through ‘co-taught’ delivery with which flowed with smooth
transitions between each teacher. Learners were given ‘thinking time’ and ample opportunity to ask
questions throughout both the presentation and the subsequent practical tasks.

Presentation: Beginning class, introduction, continuity with other sessions, students’ prior
knowledge. Clarity of presentation. Pace. Attitude to subject matter. Use of appropriate
reinforcement.

Co taught session making use of the skills and abilities of two teachers in parallel alternating roles
thought session.

An immediate rapport was established with the learners which facilitated a ‘can-do’ attitude in the
learners.

Class comprised of individuals of wide range of ability, beginning of session was used to assess prior
learning experience in order to set the pace of the sessions and slight modifications were seamlessly
incorporated where necessary to ensure the continuation of the ‘can-do’ attitude within the group.

Both staff demonstrated an in-depth knowledge of the subject matter both through description and
demonstration of the various activities covered within the training, which was reinforced by responses
to questions asked throughout the session.
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Technique and Aids: General apparatus — board, data projector, use of handouts. Question and
answer technique. Other evaluation procedures, class management, instructions to students.

Range of approaches and styles employed by both Kim and David, which made the session easily
accessible to individuals with a wide range of learning preferences and from a wide range of subject
specialties and educational backgrounds.

Resources used in the session included a comprehensive training manual which provided learners with
easy access to the following resources (all material was available digitally; some also were distributed
as hand-outs) —
« Presentation. Slides available digitally, delivery oral
« Digital training manual easy to follow and clear guide to the processes covered by the training
day. Provided as physical hand-out and digital copy
* Worksheets and associated files, digital and paper copy of sheets with digital files pre-prepared
for group

Student Responses: General class atmosphere, level of participation, attention and interest.
Student attitude and ability to carry out classwork. Were learning problems identified and
overcome? Awareness of individual needs. Attitude to students.

e Class atmosphere was conducive with an affective learning atmosphere. Both welcomed
questions at all stages.

« Participation and engagement with the subject matter was maintained by practical activities and
questions and answers

« Tasks were specific to task and produces in a manner to make them clear and understandable
by learners of a range of abilities and backgrounds.

« Slower learners were identified and 1:1 methodologies were adopted to compensate followed by
observation and where appropriate the use of peer mentoring to facilitate the development of
both learners knowledge.

General: Was effective communication achieved? Was there good student — teacher rapport?
Were the aims/outcomes achieved? Appropriateness of teaching/learning methods

A Very interesting, in-depth and challenging lesson was provided maintaining engagement though use
of learner-teacher interaction throughout. Supporting and helpful demeanour promotes a can-do attitude
within the cohort with positive reinforcement used when interacting with the cohort. An Excellently
planned and delivered lesson that not only transitioned well between elements of the course but also
between the various activities or elements being conducted between the two teachers who were co-
teaching the session.
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Examples of good practice:

Excellent learning atmosphere and rapport with the class members

Expert subject knowledge demonstrated throughout

Professional yet friendly demeanour maintained throughout

Both teachers coordinate each other's activities excellently, which is clear evidence of prior

preparation and planning

e Excellent resources produced specific to the training and were readily available, again
evidencing a high level of prior preparation

Action points:
« Continue with the excellent work and best practices
« Further encourage group / peer working between learners
¢ Maintain constant pace within delivery




image54.jpeg
Staff Training- Digitalisation and using Office 365 (Co-taught K.S. Jenkins and D.A. Williams)

Topic:

Staff Training- Digitalisation and using Office 365 (Beginner)

Links to cross cutting themes:
ESDGC Links

Using IT to solve a problem-
- Critical thinking

Removal of paper files
- The natural environment

The Welsh Dimension ) . X
. - Concern for the environment and commitment to sustainable development
(Including key vocab from e.g. e
iR ) - Climate change
: : - Consumption and waste
Equal respect for Data Protection of DSA students regardless of background-
- Choices and decisions.
- Respect for people and things
- Commitment to social justice and equity
- Value and respect for diversity
Length: ‘Beginner’ Learners ‘Intermediate Learners
A AhBirE SRS 0RiREE Co-teach (Klmberley and_ David) the beginner cohort in the morning and then split when
the Intermediates come in after lunch)
lunch | 45 minutes 45 minutes
Pm 2 hours and 45 minutes 2 hours and 45 minutes

Objectives:

- Overlaying aim of the whole days training session is to familiarise all staff with the digitisation process (intermediates are
anticipated to be able to grasp this in the afternoon).

- Structure co-teach morning and then split into beginner and intermediate groups (intermediate will arrive lunch time).

- Secondary Objective of the training day is to provide the members of staff who show difficulty with use of technology with
an opportunity to ask questions and practice at some of the IT-based tasks which either are well known issues or have
been brought to the attention of KJ and DW in the ‘run up’ to this training.

- The hope is to reduce the skills gap between the staff and facilitate independent working.
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Time Group Lecturer Activity Learner Activity Extension activity Resources
David and Kimberley
08:30 A Timetables for arranged rooms
Meet in office to arrange (1 1ab with projector AM
0930 N/A materials, rooms and discuss N/A N/A 2x labs with projector in pm)
(1 hour) last minute issues Printed handouts created by lecturers
Slides created by lecturers on data stick
or cloud for each Lecturer
09:30 Come in get settled ensure stationery = interdependence David and Kimberley
Meet and greet and view of board acceptable. R qua"& of life (1 lab with projector AM)
10:00 Beginners Have coffee and socialise with Printed handouts
(30 min) colleagues. '. Slides on data stick or cloud
Exchange ideas Refreshments
Critical thinking
Listen, interact, take notes - Respect for people and David and Kimberley
10:00 Refer to provided help-book things : i
) hink of t and ble future (1 1ab with projector AM)
11:00 Beginners Chalk and talk Think o currzf:ﬁ;:g::ﬁ\ - Belief that people can Prirtad Eandots
make a difference i
(Lhour) Consider the amount of resources B oMo ek anciud
saved by going digital / i
- Respect for people and
11:00 things. David and Kimberley
i i A s - Belief that people can (1 lab with projector AM)
11:30 Beginners Q8A Excha'"ge s make a difference Printed handouts.
(30 min) Slides on data stick or cloud
‘Beginner” Learners
11:30 Health
Break g
11:45 Beginners Break Self-determined by learner socialise ' Refreshments
(15 min) with colleagues, eat or rest
11:45 David and Kimberley
66 Work through practical tasks either (1 1ab with projector AM)
Beginners Practical tasks (Worksheets) alone or in groups. Printed handouts
(1 hour Take the opportunity to ask lectures ‘Beginner’ Learners
P— about anything you are unsure of Worksheets

Digital test files
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Lunch

13:00- Lecturers separate for separate Tiieh Health
13:45 All Students cohorts Beginners with Self-determined by learner socialise Refreshments
(45 min) Kimberley with colleagues, eat or rest '
intermediate with David
- Critical thinking
Listen, interact, take notes - Respect for people and David
David reruns the slide show at a Refer to provided help-book things (1 1ab with projector)
Intermediate | faster pace for intermediate | Think of current and possible future | - Belief that people can printed handouts
1S cohort o WOSES make a difference Slides on data stick or cloud
Consider the amount of resources
15:00 bl
saved by going digital
(1 hour »
15 min) Kimberley
Kimberley continues with Work through practical tasks either (1 1ab with projector)
Beginners further practical tasks for the alone or in groups. / @ Printed handouts
[uinntion Take the opportunity to ask lectures Worksheets
about anything you are unsure of Digital test files
15:00
sreak Health
15:15 All Students Break Self-determined by learner socialise Refreshments
) " David
David give Practical tasks Work through practical tasks either {1 15Bwith projSéss)
1545 Intermediate (Worksheets) to the alone or in groups. Printed handouts
" Take the opportunity to ask lectures
intermediate A Worksheets
16:30 about anything you are unsure of Digital test s
(1 hour : Kimberle:
Kimberley continues with Work through practical tasks either (b ith pm;’emr'
15 min) Beginners further practical tasks for the alone or in groups. / @ Printed handouts
beginner group Take the opportunity to ask lectures Workshests
about anything you are unsure of Digial test iles
16:30 All Students Close of day Final Questions . ' Give out contact details to any learner

Go home
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Login Details

* Unilusername

 uni\ss-kj

Check these details are correc
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The Plan

* The Cloud
* Internet

* MyDay

« Calendars

* Email

* One Drive

« Student File Layout
* Scenario

* Worksheet
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The Cloud
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The Cloud

* Not a real cloud

+ Data Centre
Lots and lots of Hard Drives
Based in Europe for Uni Files
Never share password
Digital fingerprint

Requires Internet to work

Personal cloud may not be in Europe

of hard dr s stored on
OneDrive is based in europe where in europe we don't actually know and it may be in more t

Never share your pas:
Youleavea digi
You NEED ntern
Personal cloud such s iCloud can be stored anywhere
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Map of the Internet Main Cables

Map of the main internet cables from about 2005




image63.jpeg
Internet
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The Cloud - Internet

i

You have internet when you have a connection to a internet provider such as

Virgin or BT, they then have a direct line to the internet.
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The Cloud - No Internet

No internet - this may be an issue with the service provider.
Some website and features may be avaible whilst others are not.
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The Cloud - No Internet

Fi

\ -

No internet - this may be a fault between the university site and internet provider
Features such as MyTSD will still be avaible as that is delivered locally from the

university servers.
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Map of the internet
-Amazon

- Google

- ebay

Example of a simple university website structures

- doesn’t includes the links to external, not detailed, no images.
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MyDay
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+ MyDay can be found at the following address or by
going to the university main website ( ) and selecting quick
link in the top left hand corner

+ And then clicking on the My Day tile

Quick Links
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Mail

OneDrive

Calendar

MyView

MyApps

IT Service Desk

Property Services Helpdesk
Academic Office

Staff Development Hub

IT SERVICE STATUS

Check thesevice statusof W onine ibrary and mare >
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w is the HR website where you can access all your HR information and pay
ing on the ti

me as your IT account details, i
then the first time you should select
rd which will

MyView is the HR website where you can access all your HR information and pay
slips. MyView can be accessed from MyDay by clicking on the tile.

Your MyView login details will not be the same as your IT account details, if you
have not logged into your account before then the first time you should select
“Forgotten Password” and you will then be asked to set a password which will
automatically be emailed to your staff account.

In amove towards sustainability, paper play slips are being out-phased in favour of
digital ones via myview (this has already been applied to fractional staff)
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MyApps tile can be found on MyDay, this s the online version of Microsoft Office

programs.

onthe

CooEan

MyApps tile can be found on MyDay, this is the online version of Microsoft Office
programs.

The features are limited compared to desktop versions. Any files you create on the
MyApps will automatically be saved to your staff OneDrive account.
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IT Service Desk

* The IT Help
problems...

The IT Helpdesk is where you would report IT Issue such as login problems, printer
problems...
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The Property Service Helpdesk is run by Estates, this is where you report things such
as lighting problems, door problems.

The Property Service Helpdesk is run by Estates, this is where you report things
such as lighting problems, door problems.
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+ The Academic Office is the source of all rules and regulations regarding students.
esource for finding information and can b from My

The Academic Office is the source of all rules and regulations regarding students.
This is a key resource for finding information and can be accessed from MyDay.




image76.jpeg
Staff Development Hub

+ The Staff Development Hub is a set of resources created by the university for Staff
The resources are created to train staff in a range of areas. This resources should be
visited and activities completed before each academic year starts.

Welcome to the Staff Development Hub

The Staff Development Hub is a set of resources created by the university for
Staff. The resources are created to train staff in a range of areas. This resources
should be visited and activities completed before each academic year starts.
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Calendars
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Lacks the features of 365 Calendars
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Visually easier to read

Can view multiple calendars at once.

Can create new calendars and view calendars shared with you.
Has features for events and reminders.
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Email
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First and foremostly

ALWAYS CONSIDER CARFULLY WHAT INTERNAL
CONVERSATIONS YOU INCLUDE YOUR STUDENTS AS
RECIPIENTS ON!!!

NEVER SUBMIT ANYTHING TO WRITING THAT YOU WOULD NOT
WANT TO BE EXAMINED AT A LATER DATE!!!
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Lacks the features
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D TE. > A 3%

Pin Emails
Flag Emails
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Reply, Reply All, Forward
* When should you Reply All?

* ALL Emails are recorded

+ Reply does NOT include the CC people

+ Always check who you are sending the email too

+ Forwarding will include attachments
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Signatures
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Out of office reply

dent servic
email

« Paul urne
email address for
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CC and BCC





image88.jpeg
One Drive
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Nam
* Initials - KSJ

+ Date - backwards

Whiteboard example of dates

10218
9l6h8
8/s5/8
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Viewing a folder shared with you





