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LESSON PLAN
	Course
	NICHE UA – OMNI

	Subject/Topic
	Tasking
	Location
	Vantage Point – ICT Room

	Tutor Name
	Sara Mason
	SoW Date
	N/A

	Date
	26/11/2024
	Time
	09:30 – 10:00
	Duration
	30 mins
	No. of Candidates
	10



	Aim

	
To provide Call Handling students with an overview of Tasking on the NICHE UA system. 
 

	Objectives

	
By the end of this session learners will:

· Be able to access their individual tasks, provide the required update and complete the task. 
· Become familiar with the four main tasking boxes within Niche.
· Know the process of re-assigning a task to another user. 
· Understand how to create a new task and allocate it to another system user. 





	Notes

	Resources necessary for session:

· Computer and projection television
· Student log in details 
· Flipchart & Pens

Needs for differentiation: 

· Power Point to be shared to students who require it for additional revision and additional learning needs.
· Handouts with relevant points to be given to all at the end of the session.
· Time set at the end of the session for students to ask questions openly or in private to complete understanding. 
· Lighting to be adjusted if required.

Key skills/ functional skills opportunities:

· Literacy & numeracy assessed via course application.
· Literacy skills learned through navigation of the NICHE UA system, communication assessed through asking questions and listening, and numeracy skills developed through learning the numerical sections of entities. 
· Computer function skills assessed through observation, and students following module along on their own computers.
· Knowledge tested through means of a Socrative searching test.  

H & S & Safeguarding considerations:

· Masks, antibacterial wipes, and sanitiser available in room following previous and on-going Covid-19 concerns.
· Students aware of emergency procedure and alarms. 
· Bags put away or under desks and clear of trailing leads from computers. 



British Values/SMSC/E&D:

· The 5 British Values, Democracy, Rule of law, Individual liberty, Mutual respect & Tolerance are all promoted and observed during sessions.
· Spiritual/Moral/Social/Cultural aspects are all promoted and observed during sessions.
· Equality & Diversity are all considered and implemented in the classroom and on materials.





















Please note:
Due to using a live policing system with real life occurrence numbers, persons, addresses and vehicles, some details have been omitted for GDPR purposes. 

	Time
	Topic/Content, Tutor Activity
	Learner Strategies & Activity
	Support & Resources
	Assessment Methods

	

	
· INTRODUCTION TO TASKING:
Tasking within Niche allows staff and officers to pass on information or request follow up actions for investigations and enquires. Tasking is an auditable trail, and all tasks can be accessed by everyone who has a policing purpose to view them. 
 
	
Listening throughout.

	
NICHE UA Training database
	
Initial Assessment: Ask what previous knowledge of NICHE students may have.


	30 mins 

	
· OVERVIEW OF THE TASK BOXES:
· On the left-hand side of the home screen, there are four task boxes
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· Provide an explanation of each one:
Tasks - Tasks sent directly to yourself. 
Initiated tasks - Tasks initiated by yourself and sent to others. You can also task yourself.  
Unit tasks - accessible by everyone within your unit/team and can be actioned by anyone within that unit. 
Unit member tasks - Tasks assigned to members within individual teams/units. 

Click on the TASKS button: 
· Explain how you can filter tasks on the drop-down boxes by date, type, and priority.
· Explain there is a colour system to show if the task is High/Med/Low 
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· Explain that if there is an OD Marker then the task is overdue. 
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· OVERVIEW OF INDIVIDUAL TASKS: 

TASK DETAILS – (Summary box):

· Priority – States whether the task is of high, medium, or low priority. 
· T number - The task number is made up of 10 digits, and is indicated as a task by beginning with the letter T
· Title – Summery of request details
· Due date – The date the task is due by 
· Assigned – Who the task is assigned to and the date.
· Initiated – Person who sent the task, and the date.
· Occ/Case File subject – shows the associated occurrence number, crime type, date, and location address.

When you click on the task, it will open up into full screen with further options.
TASK DETAILS – (Once expanded using pencil icon):

· Type - Overview for the task (free text entry field). For example: “For further action” 
· Due Date – The date the task is due by 
· Priority – States whether the task is of high, medium, or low priority.
· Title - Summary of request details
· Remind time - A reminder time can be set to prompt completion of task. 
· Remarks - This is a free text field which will contain details of what is required for the task. 
· Supervisor and initiator approval (including dates) - These tick boxes will indicate whether the task needs to be reviewed by a supervisor.
· Officers – Displays who assigned to task, and who to. 


ASSIGNEE TAB:

· Complete Button - Explain the use and importance of the start and complete button (as this reflects the length of time it has taken to do a task)
· Reassign Button – Explain that you press this to reassign a task to another person.
· Add OEL and View OEL Buttons - Explain that you can access the Occurrence Enquiry Log using the ADD OEL ENTRY and VIEW OEL buttons.

SUBJECTS TAB:
· explain how pressing on the arrow, or GUIDED ENTRY FORM link will take you to the full occurrence associated with the task.

RESULTS TAB: 

· This shows the details of OEL entries.

NOTES/REMARKS TAB: 

· You can add notes by pressing the + icon.

ACTIVITY LOG:

· An audit trail of all actions and tasks sent and received.


· REASSIGNING THE TASK:
Explain that a task can be reassigned to another member of staff if another person is required to perform the action, or you are not available to assist (with agreement from your Supervisor and the assignee)

· If it is a task you are managing, when ready to begin select ‘START’. this will open the task. 
· Update the Remarks with your request.
· Click on the REASSIGN button (you have the option to select CURRENT USER, which you can use to assign a task to yourself, or select ASSIGN)
· Both these options will bring up the Task Assignee Officer Selector box, where you can search for any member of staff.
· Once assignee is selected, press OK.
· This will prompt a further box where you enter remarks for the task action. 
· On completion, the Officers section will be updated with the new assignee details, as well as the current time and date. 

· CREATING A NEW TASK:

· Under Task Options of left-hand side menu, click NEW TASK
· Press the pencil icon to expand the Task Details box and type your title and request in the Tile and Remarks boxes.
· Click on the ASSIGN button (you have to option to select CURRENT USER, which you can use to assign a task to yourself, or select ASSIGN
· Both these options will bring up the Task Assignee Officer Selector box, where you can search for any member of staff.
· Once assignee is selected, press OK.
· This will prompt a further box where you enter remarks for the task action. 

	
Students will follow instructions from trainer using own computers. The process will be displayed on multiple screens in the room from via the main trainer desktop computer.

Listening throughout.






	
NICHE UA Training database
	
Communication & questioning for formative assessment throughout.



	5 mins
	· Consolidation:
· Aims & Objectives recap.
· Student questions
· Review of intelligence via tasking (including feedback) 




	
Explanation and Individual questioning opportunity
	

	
Summative knowledge check.



	Evaluation

	
The session was delivered to nine brand new call handling staff with only one who had previous experience of NICHE and working with policing.

The session went well, and everyone had a better understanding of tasking after, although There was some confusion about the layout and volume of tasks within the training database, but an overview was provided again later in the session. 
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