Copy of Module 1 Attendees Letter

Date
Name

School

Address 1

Address 2

Address 3

Dear 
INSET for ‘Assessing the Cross-Curricular Skills’: Modules 1 and 3

CCEA is delivering INSET for Assessing the Cross-Curricular Skills to all Primary Schools. The training consists of a blended approach of face-to-face and online components (Modules 1-3).

Your principal has nominated you to attend the Module 1 face-to-face training day which links directly to the Module 2 online component to be completed in your school.  This letter outlines details of your roles/responsibilities within Modules 1-3.  It also provides final confirmation of both the dates and venues for Module 1 and Module 3 training. 

Module 1: ‘Preparing for Training’: Face-to-Face: Date, Venue; 9.30 am – 3.00 pm
As the nominated person you are expected to:

· take responsibility for the logistical arrangements for Modules 2 and 3 (for example whole staff/working in groups/key stages, which rooms to be used, data download prior to Module 2);  

· help colleagues, if necessary, to access Module 2 and organise and manage discussion opportunities and/or reflection points that arise within this online module; 

· be the person who will contact CCEA via the helpdesk if further assistance is required during the training; and

· take forward the implementation of the incoming Assessment arrangements in your school (for example by leading the reflection time at the end of  Module 3 and setting procedures in place for Internal Standardisation). 

Module 1 will give you the opportunity to:

· understand your role in Modules 2 and 3;

· engage with the online component of the training; and 

· use the planning time provided on the day to consider organisational aspects and opportunities for whole school collaboration when engaging with Module 2.

In preparation for the ‘Preparing for Training’ day we would like to draw your attention to the following:

1. INSET Teacher Support Ringbinder

CCEA will provide all teaching staff (including the principal but not classroom assistants) with an ‘Assessing the Cross-Curricular Skills’ (ACCS) ringbinder to support the training for the incoming assessment arrangements. These have already been delivered to your school. Please bring your copy along to all training modules.
2.
C2k Username and Password

In order to access the online course on the ‘Preparing for Training’ Day, you need to know your C2k Username and Password. Please check with your school C2k administrator that you have an appropriate C2k user account. Module 2 is only accessible to primary teachers, so if your C2k account is incorrectly set up and for example, identifies you as non-teaching staff or as a post-primary user, you will not be able to access the course.  Please contact the C2k helpdesk at 0870 6011 666 prior to the day if you have any queries about this.
3. Decision Concerning the Facilitation of the Online Training in your School 
It would be useful if you know in advance how your school is planning to take the online component forward. 

At the Principals’ Information Seminars in November 2010, we shared ideas for scenarios to assist principals in making their decision. Please liaise with your principal about your school’s agreed plan for taking the online training forward, for example in designated time, on a school development day or a combination of both. We will ask you on the training day what your school’s plan is, as well as associated dates if applicable.

Information outlining logistical requirements for the facilitation of the Module 3 ‘Agreement Trials’ day will also be shared on this day.
A map to the venue is enclosed.  Registration will take place from 9.00 am – 9.30 am.  Tea/coffee and a light sandwich lunch will be provided.  The day will finish at approximately 3.00 pm.  

Travel costs will be reimbursed and substitute cover for this day will be provided. The substitute cover code is 49E.  
Module 2: Online Component: School Development Day and/or Directed Time
After attendance at Module 1, there will be a ‘window’ of several weeks during which teaching staff in your school will be asked to complete the online module before Module 3 takes place.  As already outlined, you will have responsibility for organising and managing the logistics of this.  You will, however, not be asked to disseminate the training content.
Module 3: ‘Agreement Trials’ Day: Applying the Levels of Progression’: Face-to-Face: Date, Venue; 9.30 am – 3.00 pm
This will be facilitated by CCEA/ELB officers in the above venue. The day will provide an opportunity for all teachers and the principal to participate in agreement trials for Communication and Using Mathematics, using CCEA produced exemplification materials. As already outlined, you will have responsibility for organising and managing the logistics of this.
NB Classroom assistants are not included in this training day. 
I would be grateful if you could confirm your attendance at Module 1 on the fax back form enclosed and return by xxxx. 
If you require any further information, please do not hesitate to contact me.

Yours sincerely
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Jenny Robinson
Education Manager
Curriculum, Assessment and Reporting

Tel:

028 9026 1200 Ext 2621 

Email:
jrobinson@ccea.org.uk
Encs
