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“CPD activities have helped to foster
unity and promote discussion and
cross-fertilisation of ideas between
part-time adult tutors who normally
work in isolation.”
Yeovil College
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Foreword

Our mission
QIA will champion and
facilitate excellence and
innovation in post-16
education and training
services in England.
Our promise
QIA will be a critical friend
to the sector, challenging
sector organisations and
those engaged in learning,
teaching and training to
achieve their potential.
We will be respected for
the quality of our expertise,
appreciated for the insight
we offer and valued for the
positive difference we make.
We will be an honest broker,
creating programmes to help
accelerate improvement and
connecting organisations
with those programmes
through delivery partners.
We will work with government to ensure policies are
informed by the knowledge
and experience of the
learning and skills sector
and help organisations to
implement new initiatives.

4

I am delighted to be able to introduce these new curriculum
resources developed by the Quality Improvement Agency
(QIA) as part of the National Teaching and Learning Change
Programme. This programme is now managed by QIA
and forms a substantial part of our work. It is designed to
transform teaching, training and learning in selected
curriculum areas.
This new set of resources has been developed with practitioners and piloted with providers around the country. They
include new approaches to designing and managing teaching,
training and learning, provide practical activities for learners,
stimulate professional development and will help organisations
adopt approaches building on those from the earlier resources.
The programme, originally delivered through the DfES
Standards Unit, has already been very successful in
disseminating exciting teaching and learning resources
to the learning and skills sector.
The programme has ‘three enablers’:
• subject-specific teaching and learning resources
• subject coaching networks
• professional training for Subject Learning Coaches (SLCs).
Together these three enablers support teachers, trainers and
managers to raise standards of practice and deliver learner
success.
We will be ensuring that SLCs have every opportunity to
learn how to use and adapt these Teaching and Learning
Resources to meet the needs of many different learners and
to develop their experience and skills in the new approaches
and techniques.
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I hope you find these new resources of real benefit to you
and your organisation. I am certain you will find they provide
an excellent opportunity for your SLCs, tutors, trainers and
managers to improve their professional development, and
support QIA’s mission of excellence for the sector as a whole.

Andrew Thomson
Quality Improvement Agency
for Lifelong Learning (QIA)
Chief Executive
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Using the CD-ROMS and DVD

Loading instructions
Insert the disc into the CD-ROM drive.
The first page on the CD-ROM should launch automatically.
If it does not launch automatically:
1. Launch your web browser.
2. From your web browser, select Open File from the File
menu. Select your CD-ROM drive, then select the file
called start.htm.
Flash player and playing video
The CD-ROM uses Macromedia Flash Player 7 as a video
player. This is likely to be installed on your computer already.
To install Flash Player 7 from the CD-ROM browse to the
Flash-plugin folder select Mac or PC and double-click the
installer. Flash Player 7 is also available on the Macromedia
website. Go to www.macromedia.co.uk to download. Some
operating systems may ask whether you want to allow CDs
to run content on your computer. Select yes to run the CD-ROM.
Minimum Specification
This CD-ROM has been created in HTML and may be used
on Windows XP or Windows 98 (or above). The CD-ROM
will run on a minimum; 24 speed CD-ROM drive with 128Mb
of RAM, 16 bit soundcard, Internet Explorer 5.0 and
Netscape 6.0 (or above).
It is recommended that Macintosh OS X users transfer all
files from the CD-ROM to their computer hard disc to play
the Flash video.

6
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Signposts

Copying the CD-ROMs onto your intranet

Within this toolkit you will
find a series of useful
signposts placed beside the
main text. These signposts
are signified by a dark blue
bar and will direct you to
related information found
elsewhere in the booklet, or
on the CD-ROM.

1. Locate your CD drive.

These also indicate relevant
sections of the set of
Mini-toolkits available to
download as a pdf from the
Continuing professional
development activities
toolkit CD-ROM.

Example of
signpost symbol

2. Copy all the files from the CD-ROM on CD drive to a new
folder on your desktop (name folder as you want the site
to be named.)
3. Copy the folder to a location on your intranet.
4. To view the contents select the file start.htm.
NB: while the material on the CD-ROMs can be copied to
a local machine or intranet, some of the folders contain
.exe files which may conflict with your security settings
and prevent you from copying files across. If you have any
difficulties copying the contents, or do not have the relevant
permissions, please consult your local technical support.
Continuing professional development DVD
The Modern Foreign Languages (MFL) Continuing professional
development DVD has been developed for use across a
variety of Continuing professional development activities.
The DVD provides examples of how the toolkits can be used
in language learning sessions with feedback from learners,
teachers and trainers explaining how the resources have
helped them.
Dr Lid King, the National Director for Languages for the
National Languages Strategy, also shares his view on the
importance of these resources in language learning.
The DVD is in the following sections:
1. Introduction
2. Initial assessment
3. Inspirational teaching and learning
4. Transition
5. E-learning.

Continuing professional development activities toolkit
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1. Introduction

The Continuing professional development (CPD) activities
toolkit is designed for teachers, trainers, and SLCs for
Modern Foreign Languages (MFL) and also for others
responsible for MFL continuing professional development
in the post-16 learning and skills sector.

1. Aims of the toolkit

“The staff enjoyed the CPD
activities and there was much
discussion.”
Stockport Continuing Education
Service
“CPD sessions have been really
useful.”
East Surrey College

The main aim of the toolkit is to provide flexible and adaptable
exemplars of Continuing professional development activities
for the teaching of MFL, designed to support teachers,
trainers and learners in the post-16 learning and skills sector.
Detailed aims for each activity are included in the specific
Guidance notes.
The common aim of all these activities is to give you
support to:
• inspire, stimulate and challenge learners at all levels of
competence in all taught languages to achieve fully on
their language courses, complete their courses and
progress further
• meet the needs of all learners, personalise their learning
and promote Skills for Life; and
• promote equality and diversity.

“It standardised staff approach to
teaching amongst freelance staff
and introduced experienced tutors
to new ideas and refreshed their
approach to their classes.”
Carl Duisberg Centren
“It has helped promote the
inclusion of all teachers.”
Loughborough College
“The CPD activities will be
adapted for use in our teacher
training courses.”
Harlow College

They will also give you opportunities to:
• reflect on your own practice
• share ideas, resources and good practice
• identify priorities for action; and
• plan for development and improvement.
The exemplar activities can either be used in a group
session or adapted for individual use for teachers and trainers
unable to attend formal continuing professional development
sessions.
All of the learner activities are flexible and adaptable for use at
all levels. They can be used to support learners achieve level 2
qualifications and thereby contribute to the DfES level 2 Public
Service Agreement (PSA) targets.

8
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2. Key themes
The key themes underpinning the approaches, ideas
and exemplar activities, identified from extensive research
amongst practitioners and experts in MFL, are:
• Initial assessment for MFL
• Inspirational teaching and learning
• Transition from one level to another
(for example GCSE to AS level); and
• E-learning for MFL.

3. Principles of good practice
The wide range of exemplar activities detailed in this toolkit
are based on certain basic principles of good practice in
teaching, training and learning of MFL, which are detailed
in Section 2.
Whilst taking full account of the key principles of good
practice for MFL, it is also important to take into consideration
commonly accepted generic principles of good practice in
teaching, training and learning. These include:
• thorough planning and preparation, linking with schemes
of work and previous learning
• planning to meet the needs of all learners through
differentiation and personalised learning
• sharing learning aims and outcomes with learners
• engaging all learners at all times in active learning
• creating a stimulating learning environment
• developing a good rapport with learners
• improving learners’ confidence
• promoting independent and collaborative learning
• providing a variety of activities and teaching strategies
• using good quality learning resources
• demonstrating effective session organisation and
management
Continuing professional development activities toolkit
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• ensuring good time management
• ensuring learning outcomes are met
• checking understanding
• using appropriate main assessment strategies
• reviewing learning; and
• evaluating the teaching and learning in each session,
to inform future planning.

4. National Teaching and Learning Change
Programme
This toolkit is a component of the MFL resources, developed
as part of the National Teaching and Learning Change
Programme. The Programme brings together the following
three enablers to support the transformation of teaching,
training and learning for MFL.
• Subject specific MFL teaching and learning resources,
which are contained within this pack.
• Professional Training Programme for SLCs, preparing them
to provide peer-to-peer coaching and to develop further
teaching and learning resources. Your organisation will be
invited to nominate an MFL teacher or trainer to become
an MFL SLC.
• Subject coaching networks, where SLCs will be able to
meet together regularly to share and develop good
practice for MFL. The network meetings will also help
foster the development of MFL learning communities and
provide SLCs with peer support from a range of different
backgrounds.
Further information on how to become a SLC can be found
in Appendix A or at www.subjectlearningcoach.net.

10
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“Tutors feel re-motivated to create
new materials and try out new
approaches to learning.”

“We will continue to update our
schemes of work with the various
methodologies.”

Joseph Priestley College

Dereham Neatherd High School

“Improved teaching and learning,
improved sharing
of ideas.”

“Good CPD materials – used on
language teacher training courses.”

Mid-Cheshire College

Croydon Continuing Education
and Training Service

Continuing professional development activities toolkit
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2. Using the toolkit

“Encouraged tutors to work
together.”
Solihull College

Before planning to use any of the exemplar activities,
you should take into account the following:
A. Key themes

“The CPD sessions have enabled
teachers to share ideas and
support colleagues.”

B. Key principles of good practice in the teaching,
training and learning of MFL.

Carl Duisberg Centren

Also remember that:

“We are a training organisation and
this has been an excellent opportunity
to use the materials across the organisation in, for example, ESOL, Skills
for Life and Essential Skills.”

• the activities can be used with groups during Continuing
professional development sessions or as an aid to individual
development

Performance Through People

• many aspects of the activities can be used effectively
for cross-curricular Continuing professional development.

“The importance of initial assessment
is in helping to meet the individual
needs and aspirations of our learners.”
Mid-Cheshire College
“It is important to place learners in
appropriate classes to ensure they
progress and enjoy their course.”
Croydon Continuing Education
and Training Service
“The initial assessment activities
have helped enormously with
planning my scheme of work.
Initial assessment is very important
for retention. Knowing what learners want will keep them coming.”
Reading Adult and Community
College
“Initial assessment will be standard
in all new teacher induction and all
learners will now undergo initial
assessment.”
Loughborough College

12

• these activities can be adapted for use with learners; and

A. Key themes
Key theme 1 – Initial assessment
On MFL courses, learners – especially adult learners – vary
greatly in their previous language learning experiences and
will all benefit from personalised learning opportunities.
At the start of each course, it is therefore essential for
teachers and trainers to identify learners’ individual needs
and starting points through initial assessment. This will
enable them to check that learners are on appropriate
courses. It will also guide them in planning courses and
learning sessions to meet learners’ individual needs and
aspirations and to personalise their learning.
It is important also for teachers and trainers to recognise
the positive impact that effective initial assessment can
have on issues such as recruitment, retention, achievement
and progression.
Many of the exemplar activities in this toolkit can be used
in a flexible and adaptable way, either at the start of a
course or during the course, to assess all aspects of
learners’ competences in the four main language skills of
listening, speaking, reading and writing, including:
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•
•
•
•

communication skills
range of vocabulary
pronunciation
knowledge of a variety of grammatical and linguistic
structures; and
• ability to use these structures appropriately and
accurately.
The main assessment opportunities are signposted at
the end of the Guidance notes for each exemplar activity.
Key theme 2 – Inspirational teaching and learning
“Inspirational ideas offer the
possibility to learners to extend
their level of language through
often humourous experimentation.
The inspirational toolkit provides
the stimulus to include an
inspirational slant to any lesson.”
Dereham Neatherd High School
“Teachers have been reminded
of the importance of delivering
‘inspirational’ lessons.”
Mid-Cheshire College

Inspirational teaching not only stimulates and promotes
effective learning but also motivates learners. It is not easy to
identify exactly what makes a language session inspirational.
However, the following are some common characteristics:
• extensive and effective use of the taught language
• lively and stimulating approach
• enthusiasm and enjoyment of learners, teachers and trainers
• effective planning for individual needs
• personalised learning
• inclusive and responsive approaches
• variety of imaginative and motivating activities
• good rapport with learners
• praise and encouragement and building up of confidence
• engaged and active learners
• energetic pace and buzz of activity
• a sense of challenge
• good use of humour and anecdote
• cultural and topical flavour
• stimulating physical environment
• effective use of authentic materials, relevant to the learners
• effective use of learners’ own ideas
• promotion of independent learning and collaborative
learning
• use of e-learning where it leads to more effective teaching
and learning; and
• an emphasis on the vocational importance of language
learning.

Continuing professional development activities toolkit
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All of the ideas, approaches and exemplar activities in
the Learner activities toolkit offer opportunities for
inspirational teaching and learning.
Key theme 3 – Transition – bridging the gap
It is important to provide learners, progressing from a
language course at one level, to another at a higher level
with positive support in:
• building up their knowledge of vocabulary and grammar

“Enhanced learning through
increased variety of activity –
confidence building – inclusive
for all learners.”
Joseph Priestley College
“Learners have had the opportunity
to work on challenging activities,
which have proved to be
confidence boosting. As a result
there has been a smoother
transition from GCSE to AS level.”
The Duchess’s Community High
School

• developing their language skills of listening, speaking,
reading and writing
• developing cultural awareness and understanding; and
• developing the skills of independent learning.
Learners progressing from one level to another, especially
from National Qualifications Framework (NQF) level 2
language courses (including GCSE) to NQF level 3 courses
(including AS), face many challenges that can impact on
motivation, retention and achievement. These may include
the following:
• a change in the emphasis of skills needed at
different levels
• the more transactional nature of many NQF level 2
language courses compared to a more conceptual
approach at NQF level 3

Learners’ views on what helps
to bridge the gap
“Having the course clearly
outlined at the beginning.”
“More personal attention.”
“Topics were fun and related
to us.”
“The lessons I prefer are those
with a variety of things to do.”
“Small chunks of activities to
give better pace.”
“Fun testing activities.”
“Learning communication phrases
to develop an argument, justify
an opinion.”

• a greater need for grammatical and linguistic accuracy
at higher levels
• more emphasis on writing skills at higher levels
• a lack of maturity in some younger learners starting
NQF level 3 courses in handling more complex topics
• apprehension felt by some adults at meeting the
challenge of moving to a higher level; and
• a break in the continuity of language learning, sometimes
from May to September.
Many of the exemplar activities in the Learner activities
toolkit can be used in a flexible and adaptable way to
support teachers, trainers and learners in bridging the gap
and smoothing the transition.

“Using short texts for reading
and listening.”
“Becoming an independent
learner.”

14
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Key theme 4 – E-learning
When used carefully and effectively, e-learning can add
significant value to the learning experiences of learners.
Learners in the post-16 sector vary greatly in terms of their
motivation for learning a language, their prior experiences
and their level of skills. This is also true of their experience
of using new technologies to learn a language.

“I would recommend the
implementation of e-learning as it
makes the lesson more varied for
the learners and more flexible for
the teachers.”
Thurrock Adult Community
College
“E-learning will form part of the
Teaching and Learning guidance
pack for teachers.”
Loughborough College

Learners will have varying expectations of e-learning and
varying degrees of technological competency. Adult learners
may use word processing for correspondence at home or
work, or the Internet for shopping, or they may be very
highly skilled. Younger learners may well have acquired
good technological skills in their earlier education. When
using technology in language sessions, it is important to
devise strategies and plan carefully, in order to manage
this diversity successfully.
Used effectively and sensitively, with learners at all levels
of technological competence e-learning will:
• provide variety and enhance learning through the use
of images, colour, sound and animation
• stimulate and motivate learners

“The E-learning toolkit has provided
tutors with the opportunity to
reconsider e-learning and change
former opinions about its relevance
in MFL.”
Joseph Priestley College
“It encouraged teachers to
reassess previously held ideas
and practices.”
Carl Duisberg Centren

• provide an enhanced sense of authenticity and topicality
• encourage independent learning; and
• develop learners’ technological skills through the medium
of the taught language.
For language learners, e-learning will also provide:
• a gateway to the culture of taught language through
communication (for example, e-mail and video conferencing),
images, sound files, film, TV and the Internet; and
• a stimulating way of practising and reinforcing
language skills.
These resources will support teachers, trainers and
managers in meeting the e-learning standards set by
Lifelong Learning UK (LLUK) by helping them to:
• include appropriate e-learning as part of language learning programmes; and
• develop e-learning skills for language learning.
An overview of these four key themes can be seen on the DVD.
This can be shown at Continuing professional development
sessions. The CD-ROM also enables you to explore these themes
as an individual, which can be particularly useful for part-time
teachers and trainers who cannot attend group sessions.

Continuing professional development activities toolkit
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B. Key principles of good practice in the teaching,
training and learning of MFL
1. Structure of learning sessions
It is good practice to use a three-part structure for delivering
each MFL learning session. Each session should normally
contain the following elements:
a. A starter activity
Learners’ views of starters
“I get in on an activity
straight away.”

The main aims of a starter activity at the beginning
of the session are to:

“It helps me to start thinking
in the language.”

• promote inspirational teaching and learning

“I like doing a starter just to get
my brain in gear.”
“If we start with an activity in the
language, we tend to think in the
language for the rest of the lesson.”
“If the start is interesting then
I enjoy the lesson.”

• present an active and motivating start to language
learning sessions
• provide a close link to previous learning
• identify any lack of essential underpinning skills
and knowledge
• offer a clear opportunity to share the learning aims
and outcomes of the session with learners
• provide a context for the learning session
• enable learners to move naturally and quickly into the
taught language
• establish expectations and set the pace for the session
• engage learners and create a sense of anticipation
and purpose
• encourage collaborative learning; and
• introduce a sense of challenge.
b. The main learning activities
These cover the main part of the learning session
and should:
• promote inspirational teaching and learning
• set a cultural context
• be adapted to any level and to any language
• develop the full range of language skills
• build up vocabulary
• extend understanding and use of grammatical structures
• encourage independent and collaborative learning; and
• promote e-learning.

16
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c. A plenary activity
The key aims of a plenary activity at the close of a learning
session are to enable learners to:
• promote inspirational teaching and learning
• reflect on and review their own learning
• consolidate what they have learnt
• gain a sense of achievement and increase
in confidence
Learners’ views of plenaries
“They reinforce the fact that I have
learned something.”
“I can see what I have achieved.”
“It’s good to recap at the end
of the lesson… it solidifies what
you’ve been doing.”
“With a plenary you go out of the
lesson with a clear idea of what
you’ve achieved and also what
you’ve still got to work on.”
“If we finish with something we
can do, it builds confidence and
makes us proud.”

• look forward to the next session; and
• undertake independent study after the session.
A plenary activity will also help teachers and trainers to:
• identify to what extent successful learning has taken
place during the session
• inform planning of future sessions; and
• prepare learners for undertaking independent study
and homework.
It is important to note that all exemplar activities are very
flexible and can be adapted for use in any way you wish.
• Every idea or activity can easily be extended, shortened
or adapted to fit into all categories. For example, a starter
activity can be expanded to become a main learning
activity. A main learning activity can be shortened to
become a plenary activity or broken down into several
parts for use over several sessions.
• Although the Guidance notes for the use of the exemplar
activities suggest the use of groups or pairs, most of
these activities can be very easily adapted for use with
a single learner.
2. Equality and diversity
It is essential to ensure that all teaching, training and learning
resources positively promote equality and diversity. Teachers
and trainers, therefore, should:
• embed equality, diversity and inclusivity firmly in the planning
and delivery of resources; and
• check that all activities and resources are sensitive to the
values and beliefs of all learners.

Continuing professional development activities toolkit
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3. Skills for Life
Teachers and trainers should ensure that due consideration
is taken to meet the needs of learners requiring support for
Skills for Life. They should:
• seek guidance from the Skills for Life specialist in their
organisation
• check for ideas for additional literacy and language teaching
strategies in the Skills for Life resources to break down
elements in listening, reading, speaking and writing; and
• obtain detailed information regarding Skills for Life guidance
and resources from www.dfes.gov.uk/readwriteplus.

4. Cultural context of taught languages
It is good practice to ensure that languages are taught
within the context of the relevant culture. Teachers and
trainers should:
• enhance learning by providing a realistic and stimulating
cultural context for all activities; and
• make good use of authentic, current and relevant
resources.
5. Use of the taught language in learning sessions
It is essential to use the taught language throughout learning
sessions, whatever the level of learner competence, in order
to fully develop learners’ language skills. Teachers and trainers
should therefore:
• ensure all activities are fully interactive between teachers,
trainers and learners, and between learners
• maximise the effective use of the taught language in both
oral and written communication in the session; and
• encourage good pronunciation and intonation for oral
communication at all levels.
6. Meeting learners’ individual needs and aspirations
To ensure that all learners fully achieve on their language
courses, it is essential that teachers and trainers identify
and meet the individual needs and aspirations of all learners.

18
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It is important therefore to:
• undertake initial assessment for placing learners on
appropriate courses, and for planning to meet individual
needs and aspirations
• plan and implement the use of differentiated language
activities
• personalise learning for each language learner to meet
their individual objectives and aspirations
• devise strategies for smoothing the transition between
one level and another
• promote independent and collaborative learning; and
• encourage learners to be active and creative in making oral
and written responses and to be prepared to take risks.

Continuing professional development activities toolkit
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7. Preparing learners
a. Gaps in language skills in English
If you have identified gaps in learners’ skills in English see
guidance on Skills for Life.
b. Language learning skills
Consider assisting learners with general study skills, which
they may need for learning a language. Some commonly
accepted, helpful tips include those given below.

Some helpful tips for language learners
a. Take every opportunity to listen to, speak, read and write the language you
are learning.
b. Set aside a short time every day for learning words, phrases and structures –
little and often is the most effective way.
c. Aim to learn a certain number of new words and phrases each day.
d. Consider making use of some of the following ways of learning words, phrases and structures.
• Write lists – on paper or PC.
• Write them on small cards for continuous reference.
• Write them on sticky notes which can then be posted around home and/or workplace.
• Draw mind maps.
• Add them to sketches.
• Record the words and phrases onto a cassette and play them back repeatedly.
• Listen to audio or video recordings by native speakers of the language – this is
very helpful also for pronunciation and intonation.
• Make good use of the Internet and other e-opportunities.
e. Set yourself short term goals for learning – you cannot learn everything at once.
f. Remember that you will learn less when you are tired or distracted.
g. Go back and revise earlier learning regularly for consolidation.
h. Learn with a partner and help each other.
i. Do not be concerned about making mistakes when learning – you will gain from
your mistakes.
j. Above all make your learning enjoyable and fun.

20
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c. Specific prior knowledge and skills
When planning to use a particular activity, consider what prior
MFL knowledge and skills learners will need to carry it out.
For example, you may need to revise or provide prompts
for verbs, question forms or vocabulary.

8. Planning MFL sessions
There is more than one way to prepare a session plan
but factors to take into account include:
• aims of the session
• generic learning outcomes and differentiated learning
outcomes
• equality and diversity
• differentiation strategies to meet the needs of all learners
• learners’ prior knowledge and skills needed for the session
• e-opportunities
• assessment opportunities
• resources
• health and safety issues
• homework or independent learning; and
• evaluation of session.
A sample MFL session plan is provided on the following
pages to guide you.

Continuing professional development activities toolkit
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Number in group
Learners’ prior knowledge and skills required
In the taught language, learners need to be able to:
• state their names, ages and details of where they live; and
• recognise and produce vocabulary for introductions.

Time

Session aims

• Revise and reinforce vocabulary regarding introductions and personal information

• Introduce vocabulary regarding invitations

• Ensure learners can introduce themselves in a culturally appropriate
manner to others in the taught language; and

• introduce another person to others;
and

• introduce themselves confidently, in a culturally
appropriate manner, to other people in the
taught language; and

• vocabulary from previous sessions
• oral skills
• comprehension skills
• writing skills.

Use of PowerPoint or interactive whiteboard:

• to revise and reinforce previously learned vocabulary

• to introduce new vocabulary

Use of word processor/publishing software:

• to produce invitations.

Assessment opportunities

• outcomes in oral and written responses.

• individual support and guidance as required; and

• role plays

• pair work and group work

• variety of content, resources, activities and
homework

E-opportunities

• read, understand and write an invitation to a
party or an event.

Learners, at a more advanced level of
competence, will also be able to:

By the end of the session, all learners will be
able to:

• respond, in writing, to an invitation to a
party or event.

Differentiated learning outcomes

Generic learning outcomes

Ensure that all resources used meet equality and diversity criteria and
are accessible to all learners.

Equality and Diversity

14:00

Differentiation to be achieved by:

Target group/ NQF level

Room

10/9/06

• Enable learners to read and write an invitation to a party or event.

Length of session

For guidance only

Date

Sample MFL Session Plan

MFL CPD Final Vr. 36.qxd
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• Feedback of sentences from pairs
to whole group.
• Noting of all feedback sentences
from teacher or trainer.
• Whole group oral practice of
sentences.

• Record corrected sentences on
the whiteboard for all to note.

• Provide brief oral practice of sentences for all learners.

• In pairs, oral composition of
relevant sentences from the words
and phrases, using each of the
words and phrases at least once.

• Ask learners to give oral feedback
on these sentences

• Circulate around pairs for support.

• Assessment and feedback, individually and for
whole group, on learners’ comprehension and
oral communication skills
by teacher or trainer.

• Learners agree aims and learning
outcomes, or ask questions
about them.

- in taught language.

Learners’ activities

• Pre-prepared list of
words and phrases on
whiteboard, flipchart,
PowerPoint presentation,
or interactive whiteboard.

• Ensure all health and
safety rules are complied
with, including use of
technological equipment.

Resources

14:00

• Organise learners into pairs to
compose sentences orally and
feedback their sentences to the
entire group.

Assessment

10/9/06

• Produce pre-prepared, short list of
words and phrases, relating to
introductions and personal
information.

• Share aims and learning outcomes
of the session with learners.

- in taught language.

Minutes

5

Teacher or trainer activities

Time in
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• Introduce all learners to
vocabulary and phrases relating
to invitations within the cultural context
of the taught language and provide
whole group oral practise.

• Check comprehension and circulate to
support learners (see learning outcomes above for differentiation).

• Give learners the ‘Introductions’,
scenario role play prompt cards for
revising introductions.
• Teacher or trainer
assessment and
feedback on individual
oral skills.

• Whole group oral practise and
noting of vocabulary.

• Learners to practise
introductions orally from
prompts.

• Pre-prepared list of
words and phrases on
whiteboard, flipchart,
PowerPoint presentation,
or interactive whiteboard.

• Scenario role play cards
from Soap opera activity
relating to introductions,
adapted appropriately to
meet individual needs of
learners and culture of
the taught language.

• Soap opera wall poster
and roles.

• In pairs or groups, learners to
discuss and select Soap opera
roles.
• Learners to share chosen roles
with whole group.

• Information on cultural
context.

Resources

• Learners to note cultural
conventions.

- in taught language.

Learners’ activities

14:00

15

• Introduce learners to the Soap opera
setting, referring to the Soap opera wall
poster and list of potential roles.

10

Assessment

10/9/06

• Working in pairs, or groups of 3 or 4,
learners select Soap opera roles for
themselves.

Main activity – Soap opera
• Give learners information regarding the
cultural context for introductions in the
taught language.

- in taught language.

Minutes

5

Teacher or trainer activities

Time in
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• Note responses to inform future
planning.

• Give learners a brief recap of the
activities undertaken in the session
and ask each one, in turn, to quote,
as a password, a new phrase,
language structure, or piece of
information that they have learnt
in the session.

Plenary – Password

• Check comprehension and circulate
to support learners.

• Teacher or trainer
assessment and
feedback on clarity
and accuracy of
individual oral skills.

• As they leave, each learner to
produce a new phrase or piece of
information for the teacher or trainer.

• Learners to practise role plays
in pairs.

• Learners to devise an invitation to
a party or event – to be assessed
by teacher or trainer.

Learners’ activities

• Scenario role play cards
from Soap opera activity
relating to Invitation to a
party, adapted appropriately
to meet individual needs of
the learners and the culture
of the taught language.

• Pre-prepared list of words
and phrases on whiteboard, flipchart,
PowerPoint presentation
or interactive whiteboard.

Resources

14:00

• Give learners Invitation scenario role
play prompt cards for practise in
pairs.

• Teacher or trainer
assessment of, and
feedback on, individual writing skills
during these role
plays, or at the start of
the next session content and accuracy.

Assessment

10/9/06

15

• Check comprehension and ask
them, working in pairs, to devise an
invitation to a party, or event relevant
to the Soap opera - see learning outcomes above for differentiation.

• Give learners copies of a sample
invitation.

- in taught language.

Minutes

20

Teacher or trainer activities

Time in
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Points to take forward:

Aspects of the session not covered:

14:00

What did not work well:

10/9/06

What went well:

Evaluation and comments taking into account feedback from learners

Optional extension activity - written thank you note for party or event attended.

• Written response to the drafted invitation.

• Learning new vocabulary from session.

Homework

MFL CPD Final Vr. 36.qxd
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9. E-opportunities
It is good practise to prepare e-learning resources in
advance. This will:
• maximise the amount of teaching, training and learning
time in sessions
• save time by providing you and your colleagues with a
bank of exemplars for future use and adaptation; and
• enable you to share good practice with colleagues.
For further guidance, the E-opportunities suggested for all
learner activities are cross-referenced to advice and help in
the Continuing professional development toolkit CD-ROM.
You can download advice from the set of Mini-toolkits which
are available on the CD-ROM and as a downloadable pdf.
There is also advice in the E-learning in practice section of the
Continuing professional development toolkit booklet and on
the CD-ROM.

10. Copyright

“Good to have resources as
inspiration and for new ideas.”

When using materials from the Internet, magazines, newspapers,
books and any other published sources, always ensure that
you comply with the law on copyright. There is more
information about copyright available on the JISC legal
information service website www.jisclegal.ac.uk.

Truro College
“The resources have constituted a
‘platform for creativity’ to build on
and enhance existing approaches.”
Macclesfield College
“It is great to be able to dip into
the activities just to get new ideas.”
Reading Adult and Community
College
“It’s fun having new ideas and
seeing them work.”
Hartlepool Adult Education
Service

11. Evaluation of resources
After using any of the ideas, approaches and exemplar
activities from this toolkit, take the opportunity to evaluate
them, taking into account your learners’ feedback. Then
reflect on your evaluation by:
• recording any adaptations and developments of these
ideas and approaches, on the blank sheets at the end
of the appropriate section in this toolkit
• sharing adaptations and developments of the ideas,
approaches and exemplar activities with colleagues
at team meetings, subject coaching network meetings
and Continuing professional development sessions; and
• creating a bank of MFL resources within your
organisation.
Your SLC can help you to undertake this reflection, help you
to develop your ideas and put them into practice.

Continuing professional development activities toolkit
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“Initial assessment CPD
made tutors more aware
of the importance of initial
assessment and also that it
was not only something for
the first session.”
Dorset Adult Education Service

“CPD sessions have been
really useful. We now have a
common initial assessment
procedure for languages.”
East Surrey College
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Section 3
Initial assessment

This section contains three Continuing professional development activities on initial
assessment which can be used with groups or by individuals. These are:
• The why, what, when and how of initial assessment
• Ways of gathering and recording information from learners; and
• Ways of undertaking and recording initial assessment in learning sessions.
Your SLC can assist you in running these activities and help you to embed the resulting
good practice.

“We have adapted the forms in the CPD activities for
Recognising and Recording Progress and Achievement in
non-accredited learning (RARPA) to be used in all curriculum
areas. I now feel much more confident in delivering RARPA
as a result.”
Manager North Yorkshire Local Education Authority

Continuing professional development activities toolkit
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Why, what, when and how?

“The resources have helped
teachers understand the
importance of initial assessment.”
Reading Adult and Community
College
“Very effective in stimulating
discussion and raising awareness
of initial assessment.”
Croydon Continuing Education
And Training Service
“Teachers felt that their increased
awareness and skills would have a
positive impact on recruitment
and retention of learners.”
North Warwickshire and
Hinckley College

Introduction
Teachers and trainers have many ideas and questions about
initial assessment, including why it should be done, what
should be assessed and when and how to carry it out.
The initial assessment wheel will enable teachers and trainers
to examine these ideas and find answers to some of their
questions. The hub of the wheel identifies nine frequently
asked questions about initial assessment. Accompanying
the wheel is a pack of cards showing a range of suggested
responses to the questions and a number of blank cards on
which to record additional responses.
Main objectives
• To reflect on and discuss the why, what, when and how of
initial assessment.
• To share ideas.
• To build on existing practice and identify any gaps in
current practice.
• To identify priorities for action.
• To consider how teacher or trainers, unable to attend a
group session, can use this activity individually.
Resources
Guidance notes for facilitators
Guidance notes for participants
The initial assessment wheel hub
Printed response cards
Individual record sheets for participants
Suggested answer sheet for facilitators
Flipcharts and pads
Pens

32

Modern Foreign Languages

MFL CPD Final Vr. 36.qxd

10/9/06

14:00

Page 33

Why, what, when and how?
Guidance notes
for facilitators of
group sessions

Facilitators

A

1. Share and discuss the objectives of the session with
participants and, if appropriate, give them copies of the
participants’ guidance notes.
2. Divide participants into small groups at individual tables.
3. Nominate someone in each group to provide feedback to
all participants in due course.
4. Place an Initial assessment wheel hub in the centre of
each group.
5. Give a pack of response cards (together with some blank
ones) and some individual recording sheets to each group.
6. Ask each group to reflect on and discuss the questions on
the wheel hub.
7. A suggested answer sheet is available to support facilitators.
8. After discussion, groups should select the appropriate
response cards to place against the questions to form the spokes
of the wheel – some responses may fit in more than one place.
9. Groups should record any additional responses they wish on
the blank cards and place these in a relevant position on the wheel.
10. Suggest that participants record their findings on their
record sheets, adapting the record sheets if required.
11. Finally ask each group to draw up on a flipchart priorities for
action, individually or in their team, and share their group findings
with all participants.

Variations

12. Ask groups to discuss and identify, on a flipchart, ways in
which this Continuing professional development activity can be
developed most effectively for use by individuals.
13. Ask them to record their findings on a flipchart and share
their group ideas with all participants.
14. Ask them to devise additional guidance notes to support
individual use.
15. Consider ways in which the wheel can be used, either as
a template for other Continuing professional development
activities or in learning sessions.

Continuing professional development activities toolkit
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Why, what, when and how?
Guidance notes
for participants

Participants

A

1. Reflect on and discuss the questions which appear at the
centre of the Initial assessment wheel.
2. Look through the pack of response cards and place them
where you consider they might fit on the wheel – some responses
may fit in more than one place.
3. Use the blank cards to write out any additional responses of
your own.
4. If it is helpful, use your participant’s recording sheet to note
your findings and also make your own adaptations to the
recording sheet if you wish.
5. Within your group, discuss some priorities for action following
this session either individually or in your team. Record these on
your individual sheet and on a flipchart for feeding back to all
participants.

Variations

6. Discuss and identify, within your group, ways in which this
Continuing professional development activity could most
effectively be used by individuals.
7. Share your findings with all participants and, if appropriate,
devise some additional guidance notes for individual use.
8. Discuss ways in which the wheel can be used as a template
for other Continuing professional development activities or in
learning sessions.
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To ensure that
learners are on an
appropriate course

To help teachers
and trainers plan to meet
the learners’ needs

To enable learners to
meet course and personal
objectives and maximise
progress

To identify
starting points for
new learners joining
the group

To identify
starting points for existing
learners progressing from
one course to another

Competence at an
appropriate level in
the skills of listening,
speaking, reading and
writing

Any previous learning
of the taught language
or other languages

Personal objectives for
learning the language

At enrolment sessions
prior to registering
for a course

At any pre-course
information, advice and
guidance sessions

During learners’ initial
sessions on the course

Assess any previous
experience of learning
other languages,
including community
languages

Establish learners’
reasons for learning
a language

Identify learners’ previous
knowledge of the taught
language from holidays

Adopt a positive attitude
and ensure the activity
is a natural part of the
learning session

Explain that it will
help you to meet their
individual needs and
personalise their
learning

Emphasise the
benefits of initial
assessment for
making maximum
progress

To assess listening
and speaking skills
use role-plays,
icebreakers or
discussions
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To assess writing skills
ask learners to write
messages, postcards,
shopping lists
or letters

To measure learners’
progress over time

To inform future planning
of courses and sessions

Support learners in
setting realistic goals for
their individual learning
plans to maintain
motivation

To assess reading
skills, use signs, public
notices or newspaper
articles

To show learners what
progress they have made
and motivate them

Use the information
gathered to plan your
sessions to meet
learners’ diverse needs
and to personalise
learning

Continuing professional development activities toolkit
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Response cards - some suggested answers
Question 1:
Why is initial assessment
important for all learners?

Why, what, when
and how?

• To ensure that learners are on appropriate courses.
• To help teachers and trainers plan to meet learners’
needs.
• To enable learners to meet course and personal
objectives and maximise progress.

Question 2:
Why assess learners
who have been in the
same group for years?

• To identify starting points for new learners joining
the group.

Question 3:
What should be
identified during initial
assessment?

• Competence at an appropriate level in the skills of
listening, speaking, reading and writing.

• To identify starting points for existing learners
progressing from one course to another.

• Any previous learning of the taught language or
other languages.
• Personal objectives for learning the language.

Question 4:
When can you carry out
initial assessment?

• At enrolment sessions prior to registering for a course.
• At any pre-course information, advice and guidance
sessions.
• During learners’ initial sessions on the course.

Question 5:
How can you assess
learners who join
beginners’ courses?

• Assess any previous experience of learning other
languages, including community languages.
• Establish learners’ reasons for learning a language.
• Identify learners’ previous knowledge of the taught
language from holidays and other sources.

Question 6:
What if learners do not
want to be assessed?

• Adopt a positive attitude and ensure the activity is
a natural part of the learning session.
• Explain that it will help you to meet their individual
needs and personalise their learning.
• Emphasise the benefits of initial assessment for
making maximum progress.

cont. >>>
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>>>
Question 7:
How can you undertake
initial assessment of
non-beginners in
sessions?

• To assess listening and speaking skills, use role-plays,
icebreakers or discussions.
• To assess reading skills, use signs, public notices or
newspaper articles.
• To assess writing skills, ask learners to write
messages, postcards, shopping lists or letters.

Question 8:
Why record the results
of initial assessment?

• To measure learners’ progress over time.
• To show learners what progress they have made and
motivate them.
• To inform future planning of courses and sessions.

Question 9:
What next?

• Support learners in setting realistic goals for their
individual learning plans to maintain motivation.
• Use the information gathered to plan your sessions
to meet learners’ diverse needs and to personalise
learning.

Encourage participants to add additional responses
on the blank cards

Continuing professional development activities toolkit
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Participant’s recording sheet
Questions for reflection
and discussion

Why, what, when
and how?

Some responses

1. Why is initial
assessment important
for all learners?
2. Why assess learners
who have been in the
same group for years?
3. What should be
identified during initial
assessment?
4. When can you carry
out initial assessment?
5. How can you assess
learners who join
beginners’ courses?
6. What if learners do
not want to be assessed?
7. How can you undertake initial assessment
of non-beginners in
sessions?
8. Why record the results
of initial assessment?
9. What next?

>>>
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Priorities for action?

Additional notes

Continuing professional development activities toolkit
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“Caused tutors to reflect on how
to record the result of initial
assessment and how it can be
used for future planning. I found
initial assessment helped me to
organise and prepare my
teaching programme.”

Page 43

“This exercise has enhanced my
teaching performance as it has
made me more aware of individual
learner needs.”
North Yorkshire Local Education
Authority

Croydon Continuing Education
and Training Service

Continuing professional development activities toolkit
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Ways of gathering and recording
information from learners

Introduction
As a first step in initial assessment and prior to organised
initial assessment activities, teachers and trainers need to
obtain certain information directly from individual learners.
This includes in particular:
• previous language learning experience of the taught
language and of other languages
• reasons for learning the taught language
• personal objectives in learning the language.
This Continuing professional development activity is based
on video recordings of language learners. It gives participants
the opportunity of discussing the types of information
needed directly from learners and of designing a customised
proforma to gather and record this information.
Main objectives
• To discuss and determine what types of information
are needed directly from learners, as a basis for initial
assessment.
• To design customised proformas for gathering and recording
this information.
• To consider how teachers and trainers, unable to attend
a group session, could use this activity individually.
Resources
Guidance notes for facilitators
Guidance notes for participants
Video clips of interviews with learners (with transcripts)
Sample Proformas A and B
Flipcharts, sticky notes and pens
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Ways of gathering and recording
information from learners
Guidance notes
for facilitators of
group sessions

Facilitators

B

1. Share and discuss the objectives of the session with
participants and give them participants’ Guidance notes, if
appropriate.
2. Explain to participants that you will be showing video
interviews with a number of language learners.
3. Ask participants to make notes of the type of information
these learners give when interviewed.
4. Divide participants into groups and nominate someone from
each group to feed back to all participants.
5. Ask groups to discuss which parts of the information on the
video would be useful for initial assessment and why.
6. Ask them to summarise on sticky notes all the types of
information they need, directly from individual learners, as a
basis for effective initial assessment
7. Ask groups to arrange these sticky notes on a flipchart under
two headings – one for a beginners’ level course and the other
for courses at non-beginners’ level – as the basis of two
proformas.
8. Ask them then to share their findings with all participants.
9. When this has been completed, hand out the two Sample
Proforma A and B for groups to discuss and compare with
their own findings.

Variations

10. Ask groups to identify ways in which this Continuing professional development activity can most effectively be used for
individual professional development.
11. Ask them to record their findings on a flipchart and share
their ideas with all participants.
12. Discuss with participants how the Sample Proforma A
and B can be adapted to meet the needs of their own
organisation and learners.
13. If appropriate ask them to devise additional guidance notes
for individual use.

Continuing professional development activities toolkit
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Ways of gathering and recording information
Guidance notes
for participants

Participants

B

1. When viewing the video interviews, make notes of the
type of information that these learners are giving about their
language learning.
2. In your group, discuss which parts of the information on
the video would be useful for initial assessment and why.
3. Summarise on sticky notes all the types of information you
need directly from individual learners as a basis for effective
initial assessment.
4. In your group, arrange these sticky notes on a flipchart under
two headings – one for a beginners’ level course and the other
for courses at non-beginners’ level.
5. Share your findings with all participants.
6. Discuss and compare your findings with the two Sample
Proforma A and B provided.

Variations

7. Within your group discuss and identify ways in which this
activity could most effectively be used for individual Continuing
professional development.
8. Record your ideas on a flipchart and share with other
participants.
9. If appropriate, devise additional guidance notes for individual use.
10. Discuss how the Sample proformas can be adapted to make
the needs of your own organisation and your learners.
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Learner views: transcripts
In the following interviews, a number of adult learners talk about
language learning.
Learner 1

I’m interested in languages really, always have been since I was
at school. And then I used to live in Holland, and I met people
from all over the world there, so it gave me an interest then to
learn their languages so I could communicate with them.

Learner 2

I'm learning French at the moment because I started with learning
English, and now I've got confidence in English so I wanted
to start another language. That's why I just started last year
to do French.
Because I like travelling and I want to take advantage of being
close to Europe. And France, I thought, it's so close and I like
fashion, I like food and also I'm quite interested in working in
France as well. So that's really why I chose French and started
last year.

Learner 3

I'm learning Spanish because I go to Spain quite a lot and I've
possibly got plans to live there. And I think any language learning
is fascinating. And it broadens your outlook and you learn a lot
about other countries. So I would say those points really.

Learner 4

I'm learning Arabic because I work in education, and I wanted
to go and teach English in an Arabic country. Because I've got
TEFL and I've worked abroad.

Learner 5

I'm learning Spanish because it's my favourite language. I've
learnt a few languages over the years and I really, really love it
and I just wanted to be better at it. I think I always feel a little
bit ashamed when I go on holiday and I can't really speak very
much. And you come upon somebody who's foreign who
speaks perfect English, so I just wanted to improve my skills.

Learner 6

I'm learning Mandarin because I have an interest in foreign
languages. And it will be useful because my wife and I are
going this year in October to China for a holiday.

cont. >>>
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>>>
Learner 7

I want to be a proper European, to travel around, and if I'd like,
to live in France for a while. I'm learning Spanish as well, so if I
like Spain, I don't mind living there a couple of years to see the
life there. As we are free Europeans, we can go and live anywhere. I think that's a marvellous thing – to be able to travel
around without any restrictions and that's what I want to do.
So I'm learning two languages at the moment.

Learner 8

We've adopted a child from China and I wanted to be able to teach
her some of her culture. And part of that is to learn the language.

Learner 9

I go on holiday to Portugal quite a lot, and I want to become
more fluent in the language. I've been five times now and I can
say maybe half a dozen sentences. In part it's [that] I feel that
we should learn more languages as a nation. In part it's
because I look fairly Mediterranean apparently, and people talk
to me in fluent Portuguese, and I have no idea what they're
saying. So an interest, basically.

Learner 10

I'm learning Mandarin because my company has two manufacturing
partners that we work with, one in Nanjing and one in Zhengzhou,
which is in the north of China where they speak Mandarin. So
hence that's why I'm keen to learn, to be able to communicate
with the engineers and with the commercial people.

Learner 11

I'm learning actually English, also Korean at Brasshouse. And I
am learning Korean because my ex-boyfriend was Korean, but
my husband now [is] Japanese.

Learner 12

A mixture of business and pleasure. In the job that I work in media
I deal with some advertising agencies in Madrid. So it helps in that
respect. But more so for pleasure. I visit Barcelona and Madrid
quite often; I'm going to Madrid next week. Just hope to get more
out of the country by being able to speak the language.

Learner 13

I'm learning French because basically going on holiday last year
I felt a bit embarrassed not being able to ask if a chair was free
in a café, that sort of thing. So it's just, although I had learnt at
school, in that time I've forgotten everything I learnt, so it's a
matter of getting up to speed so I can go away and not feel
ashamed not being able to speak any French.
I learnt French at school, but I also learnt German at university.
So I'm able to speak German pretty well; I can't speak much
French any more.
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Sample Proforma A - Beginners’ course
Ways of gathering and recording information from learners
Please complete the following questions, to enable us to meet your individual needs and
ensure that you gain the most from your course.
Name:

Title of course:

1. Have you ever studied this language before, however long ago? Please give details:

2. Do you know any other languages? Please give details:

3. What are your reasons for learning this language? Please tick one or more below and give
as much detail as possible:
family  business or career  general interest  other (please specify) 

4. Are there any topics in particular that you would like to cover during the course?

5. What particular aspects of the course will be most helpful to you? Please tick them:
listening  speaking  reading  writing  grammar 
6. What do you hope to be able to do by the end of the course?

7. We want you to make good progress and achieve as much as possible on your course. Do
you need any learning support, resources or equipment to assist you?
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Sample Proforma B - Non-beginners’ course
Ways of gathering and recording information from learners
Please complete the following questions, to enable us to meet your individual needs and
ensure that you gain the most from your course.
Name:

Title of course:

1. How long have you been studying this language and to what level? Please give details:

2. Do you have any qualifications in this language? Please give details:

3. Do you know any other languages? Please give details:

4. What are your reasons for learning this language? Please tick one or more below and give
as much detail as possible:
family  business or career  general interest  other (please specify) 

5. Are there any topics in particular that you would like to cover during the course?

6. Please tick those aspects of the language that you are particularly interested in:
listening  speaking  reading  writing  grammar 
7. In which of the above areas do you feel most confident?

8. Which aspects do you feel less confident about?

9. We want you to make good progress and achieve as much as possible on your course. Do
you need any learning support, resources or equipment to assist you?
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Ways of undertaking and recording initial
assessment in learning sessions

“This is a very effective activity.
The teacher can record learners’
individual needs and then use this
information when actually delivering the session.”

Introduction

North Yorkshire Local
Education Authority

The aim of this Continuing professional development activity
is to enable participants to plan, in more detail, practical
approaches to conducting initial assessment at different
levels. Template boards and cards have been provided to
enable them to identify a range of appropriate activities at
different levels for each of the four main language skills.

There are many different ways of carrying out initial assessment
and some of these have already been identified in the first
activity in this toolkit.

This Continuing professional development activity can be
undertaken either as part of a group session or for individual
professional development.
Main objectives
• To identify and discuss effective activities for initial
assessment.
• To plan an initial assessment session for a group or
individual learner they teach or train.
• To discuss ways of customising a sample recording
proforma.
Resources
Guidance notes for facilitators
Guidance notes for participants
Participants recording sheet
Four identical, wipeable boards with three interlocking
circles for different levels of competence
Four sets of cards, identifying types of practical activities for
organised initial assessment
Wipeable, blank cards and pens
Sample Proforma C
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Ways of undertaking and recording initial
assessment in learning sessions
Guidance notes
for facilitators of
group sessions

Facilitators

C

1. Share the objectives of the session with participants.
2. Divide participants into small groups.
3. Decide which of the main language skills of listening, speaking,
reading and writing you would like each group to discuss.
4. Give each group: a skills template board, a set of activity
cards, including some blank ones, and some participant’s
recording sheets.
5. Either designate a particular skill to a particular group or let
each group select one.
6. Ask groups to discuss which activities would be most effective
for initially assessing the identified skill at each level and to
place each activity card in an appropriate place on the template
board.
7. Ask groups to use the overlapping spaces to show where an
activity can be used at more than one level.
8. Ask groups to record any additional ideas of their own on
the blank cards and place them on appropriate places on the
template.
9. If it is helpful, participants can record their findings on their
participant’s recording sheets – adapting the recording sheets
if they wish.

Variations

10. Ask participants, in groups, to discuss and plan an initial
assessment session for any group they teach or train, taking
into account the cultural context of the taught language and
ways of meeting the diverse needs of all learners.
11. Ask groups to use flipcharts to summarise their findings and
share with all participants.
12. Ask groups to discuss the use of the Sample Proforma C
for language learners and make any adaptations to customise it.
13. At the end of the session refer participants to the Learner
activities toolkit for ongoing discussion.

Continuing professional development activities toolkit
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Ways of undertaking and recording initial
assessment in learning sessions
Guidance notes
for participants

Participants

C

1. Discuss with your group which of the activities shown on
the cards provided would be most effective for initially assessing
the specific language skill you are considering and place each
card in the relevant place on the board.
2. Write any additional ideas on the blank cards and place these
on the board.
3. If it is helpful use your participant’s recording sheet to note
down your findings, adapting the recording sheet if you wish.

Variations

4. Within your group, discuss and plan on a flipchart an initial
assessment session for any group or individual you teach or
train, taking into account the cultural context of the taught
language and ways of meeting the diverse needs of all learners.
5. Share your ideas with all participants.
6. Discuss the Sample recording Proforma C for language learners
and make any adaptations to customise it for use with your
learners.
7. Consider and discuss the Learner activities toolkit.
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Menus and
shopping lists

Maps and
town plans

Timetables

Word searches

Matching
exercises

Visual prompts

Weather
forecasts

Debates and
discussions

Directions

Answerphone
messages

Video and TV
recordings

Newspaper and
magazine articles

Public
announcements

Questionnaires,
interviews and
surveys

Graphs and statistics

Plans of rooms and
buildings

Icebreakers

Letters
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Labels

Arranging
meetings

Photographs

Instructions and
information
leaflets

Reports

Presentations

Role plays

Board activities with
dice and counters

Songs

Faxes and e-mails

Brochures and
leaflets

Advertisements

Gap-filling

Signs and notices

Postcards
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Participant’s recording sheet - Identifying activities for Initial assessment
Activities for assessing listening skills
NQF Level 1

NQF Level 2

NQF Level 3

Activities for assessing speaking skills
NQF Level 1

NQF Level 2

NQF Level 3

Activities for assessing reading skills
NQF Level 1

NQF Level 2

NQF Level 3

Activities for assessing writing skills
NQF Level 1

NQF Level 2

NQF Level 3
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Learner 4

Learner 3

Learner 2

Reasons for learning
the language and
topics of interest and
other information,
including additional
needs.
Speaking - level of
competence.
Activity: for example
a role-play on giving
directions.

Listening - level of
competence.
Activity: for example
a role-play on booking
a hotel room.

Activity: for example
a short passage
from a letter.

Reading - level of
competence.

Activity: for example
writing a brief set of
directions.

Writing - level of
competence.

14:00

Learner 1

Previous experience
in taught language
and others.

Teacher’s or trainer’s name:

Course title:

10/9/06

Name

During the course, this record will also enable you to measure learners’ progress and
performance against their starting points.

• inform your course and session planning and schemes of work; and
• ensure that you meet the individual needs of all your learners.

Use words or grades, appropriate to your organisation, to describe your learners’
level of performance in each activity. Use the recorded information to:

Sample Proforma C - Recording outcomes of Initial assessment
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Additional notes
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“The learners - MFL teachers worked hard, they were
receptive to new ideas and
their responses were positive.
Some expressed surprise that
the training event was going
to be such fun.”

“It allowed them to reflect
upon their own experiences
of teaching and learning as
well as debating on opinions
of what makes a good and
inspirational lesson.”
The Duchess’s Community High School

Stockport Continuing Education Service

“Lots of new material has
been created and will be
shared amongst all teachers.”
Bexley College
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Section 4
Inspirational teaching and learning

“Improved teaching and learning is evident from observations
of teaching and learning. Tutors are now inviting each other
into sessions to observe particular activities.”
Hartlepool Adult Education Service

Continuing professional development activities toolkit
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What makes a learning session
inspirational?

Introduction
Inspirational language teaching and training is not only likely
to promote effective learning but also to improve retention
and achievement and ultimately recruitment. Whilst it is
not always easy to identify exactly what makes a particular
language learning session inspirational, it is important for
teachers and trainers to reflect carefully on this, in order to
maximise motivation and learning.
This activity focuses on identifying the factors which make
a session truly inspirational.
Main objectives
• To reflect on and discuss, what factors make a language
learning session inspirational.
• To share ideas and good practice.
• To consider how teachers and trainers, unable to attend a
group session, could use this activity individually.
Resources
Guidance notes for facilitators
Guidance notes for participants
Individual recording sheets - Sample Proforma D
Flipcharts
Sticky notes
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What makes a learning session inspirational?
Guidance notes
for facilitators of
group sessions

Facilitators

A

1. Share and discuss the objectives of the session with
participants and distribute participants’ guidance notes if
appropriate.
2. Divide participants into groups and nominate someone from
each group to feed back to all participants.
3. For your own reference, look at the common characteristics
of inspirational sessions listed in the inspirational teaching and
learning section of this toolkit on page 13.
4. Ask participants to reflect, individually, on the last time they
attended a truly inspirational learning session.
5. Ask them to record on sticky notes exactly what aspects
made it inspirational.
6. Ask participants, in their groups, to place these sticky notes
on a flipchart sheet under the following categories:
a. structure and organisation
b. imaginative and creative aspects
c. cultural context
d. differentiation; and
e. e-opportunities.
7. Ask groups to discuss these and add any additional factors
onto the flip charts.
8. Organise groups to feed back to all participants and allow
time for participants to make notes on the individual recording
sheets – Sample Proforma D.

Variations

9. Ask groups to identify ways in which this Continuing professional development activity could be used, most effectively, by
teachers and trainers on an individual basis.
10. Ask them to record their findings on a flipchart and share
their ideas with all participants.
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What makes a learning session inspirational?
Guidance notes
for participants

Participants

A

1. Think back to the last truly inspirational learning session you
attended, in any capacity.
2. Reflect on exactly what aspects or factors made it so
inspirational and record these on sticky notes.
3. Place these on a flipchart sheet under the following
categories:
a. structure and organisation
b. imaginative and creative aspects
c. cultural context
d. differentiation; and
e. e-opportunities.
4. Discuss, with members of your group, any additional factors
you consider would contribute to inspirational teaching and
learning, record them on sticky notes and add to the flipchart.
5. Feed back your group findings to all participants and make
any notes you wish on your individual recording sheet Sample
Proforma D.

Variations

6. Within your group, discuss and identify ways in which this
activity can most effectively be used for individual Continuing
professional development.
7. Record your ideas on a flipchart and share with other
participants.
8. If appropriate devise additional guidance notes for
individual use.
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Planning an inspirational
learning session

Introduction
This activity provides an opportunity for participants to
reflect on and discuss the planning of an inspirational
learning session
Main objectives
• To explore ways of planning for inspirational learning
sessions.
• To share ideas and good practice.
• To consider how this activity can be used individually.
Resources
Guidance notes for facilitators
Guidance notes for participants
Copies of Learner activities toolkit
Wipeable group planning templates – Proforma E
Wipeable poster-sized planning template
Pens
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Planning an inspirational learning session
Guidance notes
for facilitators of
group sessions

Facilitators

B

1. Share and discuss the objectives of the session with participants
and, if appropriate, distribute participants’ guidance notes.
2. Divide participants into groups and nominate someone from
each group to feed back to all participants.
3. Hand out wipeable planning templates, Sample Proforma E
and a copy of the Learner activities toolkit to groups.
4. Ask groups to prepare an inspirational session on a given
topic for a specific group of learners, using their own ideas or
selecting from the Learner activities toolkit.
5. Ask them to record their planning on Sample Proforma E.
6. At the end of the activity ask each group to share their key
points of planning with all participants.
7. Record a summary of all points on a poster-sized wipeable
planning template.

Variations

8. Ask groups to plan for developing specific language skills.
9. Encourage participants to consider ways of creating banks of
inspirational activities for use in their organisations.
10. Ask groups to identify ways in which this Continuing
professional development activity could most effectively be
used by teachers and trainers, on an individual basis.
11. Ask them to record their findings on a flipchart and share
their ideas with all participants.
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Planning an inspirational learning session
Guidance notes
for participants

Participants

B

1. In your groups work together to plan an inspirational
session on a given topic, referring to the group planning
template and Learning activities toolkit.
2. Record your ideas on the group template Proforma E.
3. Feed back your groups key points for planning, to all participants.
4. Make a note of the joint information recorded, on the
poster-sized template.

Variations

5. Plan for the development of specific language skills.
6. Consider ways of setting up a bank of inspirational activities
for your organisation.
7. Within your group, discuss and identify ways in which these
activities could most effectively be used for individual
Continuing professional development.
8. Record your ideas on a flipchart and share with other participants.
9. If appropriate, devise additional guidance notes for
individual use.

70

Modern Foreign Languages

MFL CPD Final Vr. 36.qxd

10/9/06

14:36

Page 71

Continuing professional development activities toolkit

71

MFL CPD Final Vr. 36.qxd

10/9/06

14:00

Page 72

“Teachers have benefited
from the introduction of
new and fresh materials.”
Itchen College

“The greatest surprise was to
witness how learners were
much more focussed on
their learning.”
Thomas Rotherham College
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Section 5
Transition

“Greater engagement, more motivation, encouraged teamwork,
improved learning, improved learners’ confidence.”
Thurrock Adult Community College

Continuing professional development activities toolkit
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Meeting learners’ needs

Introduction
This Continuing professional development activity has been
devised to provide teachers and trainers with an opportunity
to discuss and identify innovative ways of developing language
learning skills, during the transition from a course at one
level to a course at another level. For example, for learners
moving from a NQF level 1 course to a NQF level 2 course or
learners moving from a NQF level 2 course (such as GCSE)
to a NQF level 3 course (such as AS).
The activity is divided into three parts.
Part A focuses on identifying the individual needs of types
of learners and discussing ways of meeting these needs
Part B looks at approaches for meeting these needs with
regard to vocabulary building, developing language skills
and developing use of grammar, as well as providing an
opportunity for sharing of ideas and good practice.
Part C considers ways of disseminating these approaches
into teachers’ and trainers’ organisations.
Whilst the guidance notes are based on facilitating a group
development session, the activity can also be used to
support individual use.
Main objectives
• To discuss and identify the diverse, individual needs of
learners in a transition group.
• To consider priorities for action to meet these needs in
terms of vocabulary building development of language
skills and development of grammar.
• To explore approaches for meeting these needs.
• To consider ways of disseminating these approaches into
teachers’ and trainers’ own organisations.
• To share ideas and good practice.
Resources
Guidance notes for facilitators
Sets of completed learner profiles and blank cards
‘Approaches to Transition’ list of ideas
Flipchart and pens
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Meeting learners’ needs
Guidance notes
for facilitators of
group sessions

Part A
1. Share and discuss the objectives of the session with
participants.
2. Confirm that the session will focus on vocabulary building,
development of the main language skills and development of
grammar. Additional concerns raised can be recorded to form
part of future Continuing professional development activities.
3. Give sets of learner profiles to groups.
4. Ask participants to select a number of profiles from a pack
to form a relevant transition teaching group, creating additional
profiles as required on blank cards.
5. Ask groups to discuss learners’ profiles and identify the
individual learning needs of the selected group, on a flipchart.
Discuss short and long term priorities for meeting those needs
in the context of vocabulary building, the development of
language skills and the use of grammar.
6. Ask groups to give a brief feedback of their findings to all
participants.
Part B
1. Allocate to each group one of the three identified issues vocabulary building, development of the main language skills
and development of grammar.
2. Ask groups to explore which approaches would best meet
individual and group learning needs of the previously identified
transition group and record their findings on a flipchart.
3. Give a copy of the list of ‘Approaches to transition’ which is
in this booklet on page 84 and also available to download from
the Continuing professional development activities toolkit CDROM. Also encourage participants to add their own ideas for
effective approaches and activities.
4. Ask each group to report on their findings to promote wider
discussion.
5. Summarise the overall findings of the session for participants.
Part C
Ask participants, using flipcharts, to highlight priorities for action
with their own transition teaching groups and share with all
participants.
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Name Age Ethnic background Prior experience in languages General educational history -

Links with relevant country -

General interests -

Other information -

Name Age Ethnic background Prior experience in languages General educational history -

Links with relevant country -

General interests -

Other information -
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Approaches to transition
A list of ideas for supporting language learners moving from one level to another
1. You can use the following ideas, appropriate to your learners’ needs,
to support them in expanding their knowledge of vocabulary, developing their
main language skills and extending their knowledge of grammar:
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•

advertisements
brainstorming for vocabulary and ideas
brochures, catalogues and leaflets
diaries
discussions and debates – choosing a celebrity to be a new world leader
documents from businesses
drama
e-mails and faxes
external speakers and visitors
flow charts
foreign language assistants
graphs and statistics
interviews
interactive language laboratory
interactive whiteboards
letters and postcards – reading and writing
making posters
newspaper and magazine articles
New Year resolutions – choices and reasons
photographs
presentations
question and answer
questionnaires and surveys
quizzes
radio recordings
reports and evaluations
role play cards – for situations and consequences
self assessment checklists
Soap opera scenarios – facing up to incidents and crises
songs
story telling – giving first or last line
the Internet; and
video clips – making and/or watching.

2. Make a note of which approaches work best for your groups and individual
learners and give details of how you used them.
3. Add your own ideas and adaptations to the list.
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“It has been
beneficial to me
as a tutor as it
has given me
some time to
develop my own
learning regarding
ICT within the
languages classroom and broken
down a barrier to
actually getting
started and including
it in my own
teaching.”
Joseph Priestley College
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“Part-time staff
who do not have
access to ILT
benefited greatly
from the exercise.
The experienced
staff were also
prompted to reflect
on what advanced
skills they would
like to develop to
further enhance
their teaching.”
Macclesfield College

“The use of the
E-learning toolkit
has improved
assessment of
learners’ needs
within languages.”
Dorset Adult Education
Service
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Section 6
E-learning

“The E-learning toolkit is welcomed in terms of the positive
impact on teaching and learning and through individual use by
teachers and as a CPD tool.”
North Warwickshire & Hinckley College

Continuing professional development activities toolkit

87

MFL CPD Final Vr. 36.qxd

10/9/06

14:00

Page 88

“It has been beneficial to me as a tutor as it has given me
some time to develop my own learning regarding ICT within
the languages classroom and broken down a barrier to
actually getting started and including it in my own teaching.”
Joseph Priestley College
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E-learning Contents
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Throughout this section there are signposts referring to items within
the set of Mini-toolkits. The Mini-toolkits are available to download as
a pdf from the Continuing professional development CD-ROM. They
are also available as a section on this CD-ROM.
There are also other toolkits that are freely available from
www.learningtechnologies.ac.uk. The guides that can be downloaded
here (see ITQ section) allow teachers, trainers, and tutors to follow IT
skills, mapped to the ITQ qualification and e-skills UK standards.
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1. Introduction to section 6

When used selectively, e-learning can add significant value
to the learning experience of learners.
Used effectively and sensitively with learners at all levels
of technological competence, e-learning can:
• provide variety and enhance learning through the use
of images, colour, sound and animation
• stimulate and motivate learners
• provide an enhanced sense of authenticity and topicality
• encourage independent learning; and
• develop learners’ technological skills in the taught
language.
Most importantly for language learners, e-learning will provide:

“E-learning is a good tool for making
learners more independent.”
North Yorkshire Local Education
Authority
“The teachers use the Internet and
e-mail as the learners expect to
have access to the latest technologies
when learning languages.”
Carl Duisberg Centren
“The e-learning materials will help
the languages section to embed
ILT into the curriculum area, thereby
helping to promote one of the
College’s strategic objectives.”
Cheadle & Marple Sixth Form
College

• a ‘gateway’ to the culture of taught language through
communication (for example, e-mail and video conferencing),
images, sound files, film, television and the Internet; and
• a stimulating way of practising and reinforcing language skills.
The approaches and activities detailed below are contained
in the the Continuing professional development toolkit
CD-ROM.

Objectives
The approaches and activities on the Continuing professional
development toolkit CD-ROM are designed to:
• help teachers and trainers reflect on the role of e-learning
for MFL
• develop their technological skills to deliver e-learning
for MFL
• support them in the teaching and learning of MFL; and
• enable them to build up a bank of e-learning resources,
which can be adapted to meet learners’ needs and
shared with colleagues.
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“It helped teachers to be more
adventurous in their teaching
methods and try e-learning
successfully.”

Page 91

1. Introduction

Bexley College

In this booklet you will find a range of approaches and ideas
for Continuing professional development in e-learning.
It can be used in group sessions or for individual development.

“Very good response to the
session.”

When using or producing resources as an outcome of the
activities, ensure that:

Middlesbrough College

• equality and diversity are embedded throughout your
planning and delivery; and that

“The E-learning toolkit was
most useful.”
“We will continue to use it for
classroom activities and CPD.”
King Edward VI College,
Stourbridge

• resources are sensitive to the belief systems and values
of your learners.
Much advice can be gained by using this booklet on its
own, however, the CD-ROM offers additional help through
video clips of reflections on e-learning and interactive
examples of e-learning techniques.

2. E-learning overview – What is e-learning?
a. What is e-learning?
On the Continuing professional development activities
toolkit CD-ROM, you can watch some short video clips
about using e-learning. Note down your definition of e-learning.
If you are in a group, discuss your individual definitions and
any differences between them.
b. LLUK sector definition of e-learning
The Lifelong Learning UK definition of e-learning is learning
supported or enhanced through the application of information
and communications technology.
Further information on e-learning standards can be found on
the LLUK website www.lifelonglearninguk.org.
c. Advantages of e-learning
Note down, on your own or in a group, your ideas on the
advantages that e-learning can offer learners. Compare the
advantages you noted with the following potential benefits.
• Learner autonomy – Allowing learners to control the
pace of activities.
• Learner support – Facilitating communication and
constructive feedback.
• Deep learning – Reinforcing knowledge and skills with
new technology.
• Motivation – Engaging learners with active and varied content.
Continuing professional development activities toolkit
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• Authenticity – Adding meaning and relevance through
cultural context.
• Differentiation – Offering varied routes for learners at
different levels.
• Personalisation – Building on learner needs, high
expectations, and good subject knowledge.
• Retention – Aiding progress with communication and
catch-up programmes.
You will be able to think of others – now and in the future.
• Adding value
When used appropriately, e-learning can add significant
value to the experience of learners. It provides variety,
motivation and an enhanced sense of authenticity and
topicality for learners at all levels of competence.
Learners in the post-16 sector vary greatly in terms of their
motivation for learning a language, their prior experience
of language learning and their level of skills. Learners also
have varying expectations of e-learning and varying
degrees of technological competency. For example, some
learners use word processing for correspondence at home
or work or the Internet for shopping whilst others are very
highly skilled.
When using technology in language sessions it is therefore
important to plan carefully and devise appropriate strategies
in order to manage this diversity successfully. You may
also need to build on your existing IT skills, and there are
resources to help you in this toolkit.
You will find advice and support on how to use images,
colour, sound and animation in this booklet and on the
Continuing professional development activities toolkit
CD-ROM, to enhance your teaching and learning
resources for languages. There is also help on how to
use e-learning to support the specific activities described,
plus examples and templates to help you move forward.

• Feedback
E-learning can add value for learners by giving feedback
and pace to lessons.
Feedback is an important issue and a document on the
topic is included as Appendix D in this booklet. It is also
available as a download on the Continuing professional
development activities toolkit CD-ROM.
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d. Advantages for language learners
• Introduction
Technological aids have been used in language learning
for many years, including cassette recorders, videos,
satellite TV and language laboratories.
Note down your own ideas on how e-learning could be
developed in MFL.
• Reflections
On the Continuing professional development activities
toolkit CD-ROM, you will find video clips which offer
some reflections on the advantages of e-learning from
Dr Lid King (National Director for Languages) and from a
manager in a college.
e. Key features for languages
• Language learning is embedded in the culture of the taught
language. Technology can offer a ‘gateway’ to this culture
through communication (for example, e-mail and video
conferencing), images, sound files, film, TV and the Internet.
• Language learning is a skills-based process and effective
e-learning can help learners to practise and reinforce skills.
• E-learning can help learners interact more with the learning
resources and receive instant feedback to help them
move forward.
f. Reflections
You can listen to a video clip, on the Continuing professional
development activities toolkit CD-ROM, in which Dr Lid
King, discusses how e-learning helps learners to access the
culture of the language they are studying.
There are further clips from a manager, teachers, trainers and
learners; all reflecting on the benefits of incorporating e-learning
into language teaching and learning.

Continuing professional development activities toolkit
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g. Using this e-learning resource
This booklet and CD-ROM offer differentiated ways into
the e-learning world, and illustrate ways in which e-learning
can be used to add value to the teaching and learning of
languages.
These include:
• ideas for e-learning activities at various levels
• a set of Mini-toolkits to help create them (available to
download from the Continuing professional development toolkit CD-ROM)
• exemplars of good practice
• examples of e-learning (E-opportunities) to underpin
the other learning activities; and
• signposts to other helpful sources.
The resource has been devised to help you reflect on the
role of e-learning and to help you to use it in your teaching
and training. It does not aim to provide a comprehensive
range of teaching and learning materials.
Although at first it may take time to produce e-learning
resources, remember that you need only create a specific
resource once. It can then be re-used and adapted to meet
the diverse needs of your learners.
References to various web sites and useful programmes
have been included to help you. However, QIA does not
assume any responsibility for the accuracy of the information
on these web sites, nor should their inclusion or the mention
of any program* here be taken as a form of endorsement.
In the following section you will find an E-learning
Diagnostic Activity to identify how you can make best use
of the e-learning guidance. An interactive version is also
available on the Continuing professional development
activities toolkit CD-ROM.

*Program: a series of coded instructions to control the operation of a computer or other machine.
The concise Oxford Dictionary, Ninth edition, 1995, Oxford University Press, Oxford.
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3. E-learning diagnostic – Assess yourself
Mini-toolkits:
Choosing fonts
Appendix:
Foreign table (Appendix E)

a. Introduction
How often do you use e-learning skills in your teaching?
This diagnostic activity gives you an opportunity to reflect
on your current use of e-learning and ascertain which ICT
skills you can develop further.
It recommends areas for improvements and directs you to
relevant advice. As it is not possible to offer support in every
area of e-learning, it focuses on key areas for supporting
e-learning in languages.
The diagnostic questions are divided into three key sections:
• Word
• PowerPoint; and
• the Internet.
In the interactive version on the Continuing professional
development activities toolkit CD-ROM, when you have
completed the assessment, you will see a screen with the
results, and you can click on each category of e-learning
to go directly to the help you need in the set of Mini-toolkits
on the CD-ROM. Print out the outcome of your self assessment, or fill in the sheet in this booklet, for self-reflection and
the addition of any comments. You will find it helpful to come
back and reassess yourself when you have had an opportunity to put some of the ideas in this resource into practice.
b. Reflections
On the Continuing professional development activities
toolkit CD-ROM you can watch video clips of a manager and a
teacher reflecting on the advantages of using the diagnostic tool.
c. Diagnostic assessment of ICT skills
You will be presented with skills that have been selected
from the following:
• Word
• PowerPoint; and
• the Internet.
You will need to evaluate your competence based on the
following criteria:
I have not done this.
I still need practice.

Continuing professional development activities toolkit
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Evaluate your skills – How often do you…?

I have not
done this

I am starting
to learn this

I still need
practice

I know this
well

Working with a word processor
Open, close and save documents . . . . . . . . . . . . . . .







Copy, cut and paste text . . . . . . . . . . . . . . . . . . . . . .







Apply formatting to a document, for example use
bold or different font sizes . . . . . . . . . . . . . . . . . . . . .







Print documents . . . . . . . . . . . . . . . . . . . . . . . . . . . . .







Enter non-standard characters: for example é, ü, ß, ñ. . .







Insert other media such as images
and audio into documents . . . . . . . . . . . . . . . . . . . . .







Add text to slides . . . . . . . . . . . . . . . . . . . . . . . . . . . .







Use AutoShapes to insert items
such as lines and arrows . . . . . . . . . . . . . . . . . . . . . .







Insert other media such as images and sounds . . . .







Change colours . . . . . . . . . . . . . . . . . . . . . . . . . . . . .







Insert hyperlinks

. . . . . . . . . . . . . . . . . . . . . . . . . . . .







Add animation . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .







Type in web addresses to access websites . . . . . . . .







Use search engines . . . . . . . . . . . . . . . . . . . . . . . . . .







Navigate between websites . . . . . . . . . . . . . . . . . . . .







Print web pages . . . . . . . . . . . . . . . . . . . . . . . . . . . . .







Send and receive emails . . . . . . . . . . . . . . . . . . . . . .







Save images for use in teaching . . . . . . . . . . . . . . . .







Download document files from a website . . . . . . . . .







Copy text from a website into a word
processing package . . . . . . . . . . . . . . . . . . . . . . . . . .







Save a web page as a file to your computer . . . . . . .







Create web pages . . . . . . . . . . . . . . . . . . . . . . . . . . .







Working with PowerPoint

Using the Internet
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E-learning in practice: Contents

a . I n tr o d u c tio n to e - le a r n in g in p r a c tic e

100

b . U s in g s o f tw a r e

100

c . P r e s e n ta tio n s

101

i. Introduction to presentations

101

ii. Reflections

102

iii. Teacher and trainer or learner mediated?

102

iv. Dynamic presentations

103

v. Which media?

103

- Reflections
d . W o r k in g w ith te x t

104

i. Introduction

104

ii. Creating flashcards

105

-

Using Word
Using PowerPoint
Reflections
Other tools

iii. Gap-filling activities
-

Introduction
Using Word
Using PowerPoint
Using MALTED
Other tools

iv. Multiple choice
-

107

111

Introduction
Structure
Feedback
Multimedia
Which tool?

v. Matching

114

- Introduction
- When to use?
- Which tool?
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vi. Jumbled text activities
-

116

Introduction
Jumbled words
Jumbled sentences
Jumbled lines
Which tool?

vii. Story starter and skeletons

119

viii. Describing or comparing pictures

119

ix. Other activities

120

e. Working with images

121

i.
ii
iii.
iv.
v.
vi.

Introduction
Using images as inspiration
Picture based puzzles
Guess the picture
Matching pictures
Using snapshots

f. Working with sound
i.
ii.
iii.
iv.
v.

Introduction
Activities with sound
Processing and recording sound
Automatic speech recognition
Internet sound use

g. Working with television and video
i. Introduction
ii. Preparation
h. Using the Internet
i.
ii.
iii.
iv.
v.

Introduction
The World Wide Web
Reflections
Browsers
Searching the web
-
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121
121
122
123
123
124
125
125
125
126
127
127
128
128
128
129
129
130
130
130
131

Introduction
Tips for searching
Authentic texts
Images
Grammar
Advanced
Using tutorial web sites
Evaluating web pages
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vi. Exploiting the web offline
-

135

Introduction
Authentic materials
Food and drink
Weather
Shopping
Town guides
Timetables
Celebrities

vii. Translation tools

138

viii. Risks and dangers

139

ix. E-mail and forums

139

- E-mail
- Forums
x. Viruses
-

140

Introduction
Maintaining updates
Anti-virus software
Attachments
Adware and spyware
Spam
Cookies
Firewalls
Web clutter

xi. Creating web pages

144

- Introduction
- Advantages
- Web-based authoring
i. Authoring
i.
ii.
iii.
iv.
v.

Introduction
Hot Potatoes
MALTED
Other authoring systems
Benefits
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a. Introduction to e-learning in practice
This section of the booklet and the CD-ROM contains
advice and support for using and creating good e-learning
materials. It demonstrates suitable types of activities for
language learning and examples of good practice. Rather
than providing ready-made materials, it shows what is
possible and where to find help to begin.
Some activities are suitable for use in learning sessions, such
as handouts, presentations and activities for interactive whiteboards. Others are suitable for independent use by learners.
There are also examples of how you can use e-learning to
support the activities included on the Learner activities
toolkit CD-ROM.
To help you develop the skills needed for these activities,
a set of mini-toolkits is provided on the Continuing
professional development activities toolkit CD-ROM.
The pack of resources also includes the Multimedia
resources CD-ROM, containing a variety of resources to
help you and also a copy of the MALTED authoring system,
for which you will find further instructions.

b. Using software
There are many commercial programs available for language
learning. Some are on web sites and advice is offered in the
section on Using the Internet on how to evaluate these.
Others are available for download or on CD-ROM or DVD-R
media. They are likely to be found for the most commonly
taught languages and at beginners’ level. For other
languages and levels, there is limited availablity and teachers
and trainers often need to author their own materials
– see the section on Authoring.
It is not possible to give comprehensive advice on using
third party software. However, it is helpful to consider the
following questions.
• Does the material clearly distinguish between activities,
exercises and tests?
• Unless it is a test, does the material provide meaningful
feedback and support by formative assessment?
• If learner input is allowed, does the material take alternative
correct answers into consideration?
• Does the material offer differentiated help facilities for
learners?
100
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• If there are multiple choice activities, do they meet the
standards described in the Working with text section of
this resource?
Fundamentally, you should consider whether the use of the
programmes is consistent with the principles of good
practice for language learning.
Finally, remember that using e-learning is never, by itself,
an indication of good teaching and learning.

c. Presentations
i. Introduction to presentations
It is important to be clear about why you are using the new
technologies. If there is no clear advantage in doing so, then
re-consider, because ‘e-learning’ should stress not the ‘e’
but the ‘learning’.
E-learning technology can be used powerfully to make
teaching and learning more responsive to learners’ needs,
more learner-centred and more active for learners. If however,
it is used to perpetuate a teacher-centred approach, it is not
e-learning.
Although presentations from teachers and trainers can play
an important role, it is essential to ensure that these are as
interactive as possible. It is also important to recognise the
powerful effect on learning of presentations made by learners
themselves, individually or in groups.
Teachers and trainers also need to be aware that e-learning
covers a wide range of activities apart from exercises and
tests. Research, display and presentations can form part
of these activities.
You can find practical suggestions on using these techniques
in the following activities on the Learner activities toolkit
CD-ROM:
Cartoons and pictures
Facts and statistics
Guess the personality
Jigsaw
Odd one out
Proverbially speaking

Continuing professional development activities toolkit
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ii. Reflections
On the Continuing professional development activities
toolkit CD-ROM you can find video clips of teachers and
learners reflecting on their experiences of using e-learning,
together with some illustrations of their work.
iii. Teacher and trainer or learner mediated?
For e-learning a useful sequence of events is:
Presentation > research/discovery > activity >
practice > assessment
Remember this, as you plan learning sessions. However,
not all of these steps need to rely on e-learning.
The following are some suggestions for improving presentations
to make them more active.
• If the presentation is being made in the learning session,
involve learners by questioning, revealing the information
partially and requiring them to conjecture or make
hypotheses.
• Allow learners to make the presentation themselves –
they soon master basic techniques of using PowerPoint.
• If an interactive whiteboard is available, use the full range
of its features to make the learning event more active –
for example, revealing, annotating, erasing and moving.
• Reflect on your own practice, checking whether learners
are too passive and whether you can involve them more
actively in the session.
You can find practical suggestions on using these techniques
in the following activities on the Learner activities toolkit
CD-ROM:
Ask your neighbour
Brainstorming
Daily routine
Honeycomb grid
Odd one out
Sentence building
Sure, unsure or no idea
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iv. Dynamic presentations
Mini-toolkits:
Choosing fonts
Page formatting
Inserting images

To support the visual introduction of vocabulary, create
presentations with items of vocabulary appearing randomly.
Choose a blank slide, place the required number of text boxes
in the slide and add the vocabulary you wish to practise.

Using colour
Typing foreign characters
Inserting text

Animate the presentation to make the text boxes appear
and disappear, by following the instructions to make them
flash once and disappear.

Gap-filling
Appendix:
Copyright information
(Appendix B)

Choose a striking colour that will display your text in the
boxes to good effect, but remember to consider the needs
of any visually impaired learners. More information about the
use of colour and the needs of visually impaired learners is
available on the TechDis website: www.techdis.ac.uk.
v. Which media?
For presentations, whether they involve a data projector,
an interactive whiteboard or are placed on the computer for
individual or group learner use, always consider the mix of
media to be used. Presentation software supports the use
of text, graphics (including video) and sound.
Combining these media can provide powerful effects but
sometimes simplicity is best. Always consider why you are
using an image – for accessing the cultural milieu
in question, for aiding comprehension or to avoid using
English. There should be a reason.

Continuing professional development activities toolkit
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The same applies to using sound. Evidence suggests that
sometimes our abilities as learners to process information
can be hindered, rather than assisted, by the use of too
many channels. If sound is appropriate, then use it, but do
not assume that sound always reinforces text.
Many of the sections on the Continuing professional
development activities toolkit CD-ROM, and the set of
Mini-toolkits, provide help in constructing presentations but
always bear these general principles in mind.
You can find practical suggestions on using these techniques
in the following activities on the Learner activities toolkit
CD-ROM:
Cartoons and pictures
Circle time
Fact or opinion?
Getting to know you
Jigsaw
Odd one out
Word stories

Reflections
You can watch various people reflect on this e-learning topic
on the Continuing professional development activities toolkit
CD-ROM.

d. Working with text
i. Introduction
The advantages of using a word processor to prepare your
resources include:
• effective display of text - taking into account increased
accessibility for the visually impaired
• possibilities for storage, adaptation and re-use for
maximum value; and
• opportunities to create many different types of activities
for learners, whether in learning sessions or elsewhere.
Remember also that the inclusion of sounds and images
can enhance the textual material and create true multimedia
resources. This is easier than expected, especially if you
follow the links to the set of Mini-toolkits on the Continuing
professional development activities toolkit CD-ROM.
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If you are just starting to develop effective e-learning, then
take one step at a time. If you do not yet have access to the
latest hardware, then remember that e-learning also includes
using the technology to create good quality hand-outs.
Many of the activities suggested have multiple applications
for use:
• as hand-outs in learning sessions
• with a data projector and/or interactive whiteboard
• in a supported computer environment such as a digital
language laboratory or computer suite; and
• by learners working independently.
ii. Creating flashcards
Mini-toolkits:
Page formatting
Choosing fonts
Inserting images
Using colour
Typing foreign characters
Appendix:
Copyright information
(Appendix B)

Using Word
Creating flashcards in Word is easy. Set your page orientation
to Landscape and type the text in a large ‘sans serif’ font,
such as Arial 100 point, and centre it.
Make flashcards containing a mixture of text and pictures
or just pictures. There are numerous clip-art libraries on
CD-ROM or the web, from which you can select images,
some specially designed for language teaching.
Print out these cards on paper or coloured card, for use in
learning sessions. They can also be projected via a data
projector, or used on the whiteboard.
Work with colleagues to build up a collection of flashcards to
be saved in various categories, in different folders for re-use.
Consider sharing these with colleagues in other centres.
You can find practical suggestions on using these and other
techniques in the following activities on the Learner
activities toolkit CD-ROM:
Chains
Circle time
Facts and statistics
Making connections
Opposites
Sixty-second challenge
Who and what?

Continuing professional development activities toolkit
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Using PowerPoint
You can create flashcards using PowerPoint and then project
or display them on an interactive whiteboard. PowerPoint
has the added advantage of being equipped with a slideshow
facility to display sequences. For more advice on using
PowerPoint effectively, and for details of the experiences of
some teachers and trainers, refer to the section on
Presentations in this booklet and on the Continuing
professional development activities toolkit CD-ROM.
Prepare a range of slides with the items of vocabulary on
individual slides. Do this by inserting a text box into any
blank slide and typing in the word, resizing it and colouring
it as appropriate. You can also add pictures to illustrate the
vocabulary.
Use Clip Art, as well as animated Clip Art, to visually
reinforce meaning, thus avoiding having to translate the
vocabulary during the presentation.
You can also integrate sound files that you have created to
provide a variety of modes for teaching.
First use the presentation and speak yourself, then run the
presentation again, with the integrated sound files reinforcing
the sound of the vocabulary. In a third round halt the
presentation before you play the sound file and ask learners
to suggest the vocabulary items.
You can e-mail the presentation to absent learners and if
you integrate sound files into the presentation, the resource
becomes a very effective tool for self-study. The absent
learner has the opportunity to catch up before the next
session and will be motivated to continue. This helps retention,
especially in adult learning.
You can find practical suggestions on using these techniques
in the following activities on the Learner activities toolkit
CD-ROM:
Divided opinions
Guess the personality
Internews
Jigsaw
Loops
Picture description with a difference
Twins
Word families
Word selection
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Reflections
You can see video clips of various people reflecting on this
e-learning topic on the Continuing professional development
activities toolkit CD-ROM.
Other tools
There are other ways of creating flashcards. For instance,
use the Blank template in MALTED to set up such screens
and link them together in a ‘Course’, which is then easy to
add to by copying, adjusting and re-saving frames.
There is more help in the set of Mini-toolkits which is available
to download as a pdf from the Continuing professional
development activities toolkit CD-ROM, but an example
(included on the MALTED CD-ROM) looks like this:

If you have an interactive whiteboard, your software will also
include ways of creating text to display, as well as storage
and retrieval systems.
iii. Gap-filling activities
Introduction
Gap filling falls into several categories.
• Removing words or phrases for a specific linguistic
challenge, which learners have to complete by typing in
the text from the keyboard or filling in a paper proforma.
• Removing items as before, but this time giving learners a
selection of replacement items to choose from. The difference
here is that the challenge is that of discrimination, rather
than assessing the competence in accurately writing the
text. Always ensure that the ‘options’ are greater in
number than the number of gaps, otherwise the final
activity becomes meaningless.
Continuing professional development activities toolkit
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• Using the gap-fill activity for oral practice. It may be best
to use PowerPoint or whiteboard software for this.
• Using it as a Cloze activity, systematically removing
items on a calculated basis – every tenth word deleted,
for example. This has a different objective, as learners
are now reconstructing text by reference to their own
competences, aided by the existing words and phrases.
You can find practical suggestions on using these techniques
in the following activity on the Learner activities toolkit
CD-ROM:
Anagrams
Using Word
Mini-toolkits:
Page formatting
Choosing fonts
Typing foreign characters
Appendix:
Copyright information
(Appendix B)

Gap-filling exercises can easily be created in a Word document
by removing individual words, parts of words or whole
phrases and replacing them with other characters, such as
the hyphen (-) or the underscore (_).
You can present these exercises to learners, either without
any help or with a word list added below to show which
words have been removed and need to be replaced.
These exercises can be used as:
• an individual paper exercise
• a group activity with the document projected onto a computer screen; or
• an electronic activity where learners are given a copy of
the Word file and asked to complete the exercise as
homework or as part of an activity in a computer laboratory.
If a computer is used, add sound if appropriate. You can
also provide a ‘look-up’ facility so that learners can have
feedback on the accuracy of their inputs.
If the activity is to be used on a computer screen, then a
‘table’ should not be used as it will be inaccessible for reading
by assistive technology for the visually impaired.
You can find practical suggestions on using these techniques
in the following activity on the Learner activities toolkit
CD-ROM:
Anagrams
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Using PowerPoint
Mini-toolkits:
Page formatting
Choosing fonts
Typing foreign characters
Appendix:
Copyright information
(Appendix B)

Use PowerPoint to good effect for gap-filling activities.
Create a slide with some text and a gap that needs to be
filled. The word(s) to fill the gap can appear when clicked,
and animate to the correct place on the screen.
Use this as an activity with all learners in the group, with
learners supplying the missing text, either by responding to
targeted questioning or as a team challenge. Make it more
interesting and challenging by setting the answers to fly into
place after a set time rather than when you click the mouse.
If appropriate, add sound either at the start of each activity
or as a hint.
In this type of activity it is relatively easy to provide appropriate feedback for learners, informing them whether their
answers are right or wrong.
You can find practical suggestions on using these techniques
in the following activity on the Learner activities toolkit
CD-ROM:
Anagrams

Using MALTED
Mini-toolkits:
Page formatting
Choosing fonts
Typing foreign characters
Appendix:
Copyright information
(Appendix B)

MALTED has three templates for gap-filling. The differences
relate to preferred layout, so choose the most appropriate
one for your purpose.
They are easy to create, and can be augmented in each
case by adding a media object on the screen containing
an image or a sound to act as stimulus.
These templates allow learners to check whether their
answers are correct or not and to receive a score. You can
also add an object on each screen so that they can receive
the correct answer and an enhanced feedback. The simplest
way to do this is to put the text into a text or .rtf file and
then link it to the popOutText action, by writing the link in
the Value field.
A slightly more aesthetic approach is to use the popOutFrame
action, but in this case you have to create a new frame for
your text. Decide whether it is worth the effort.
In both cases, although it may seem complex the first time,
it is very easy to copy, change and save after that!

Continuing professional development activities toolkit
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You can find practical suggestions on using these techniques
in the following activities on the Learner activities toolkit
CD-ROM:
Anagrams
Other tools
Mini-toolkits:
Page formatting
Choosing fonts
Typing foreign characters
Appendix:
Copyright information
(Appendix B)

In the Authoring section included in this booklet and on the
Continuing professional development activities toolkit
CD-ROM, there are further suggestions on how to create
your own materials.
Gap filling is a routine addressed by several programs specific
to language learning, such as TaskMagic, Fun with Texts, the
WIDA suite and Hot Potatoes. These are given as examples
only – there are many others.

Other tools give the option of automatically deleting words
at fixed intervals (though under your control) to make a
Cloze test.

You can find practical suggestions on using these techniques
in the following activities on the Learner activities toolkit
CD-ROM:
Anagrams / Music and songs / What’s missing?
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iv. Multiple choice
Introduction
Multiple-choice exercises have been used by language
teachers and trainers for many years. Although research
highlights some concerns with this traditional approach,
there is a place for carefully thought out and well designed
multiple-choice activities in language teaching.
For example, consider whether it is a good idea to present
learners with a series of wrong answers as in a traditional
multiple-choice question activity. These usually comprise a
stimulus, several wrong options, and only one correct answer.
For language learning, multiple choice activities should
essentially be exercises in discrimination - whether between
text, sound or pictures (for example to test comprehension).
You can find practical suggestions on using these techniques
in the following activities on the Learner activities toolkit
CD-ROM:
Decisions, decisions
True or false
Structure
Mini-toolkits:
Page formatting
Choosing fonts
Typing foreign characters
Appendix:
Copyright information
(Appendix B)

If the aim is to assess and extend learners, then the greater
the number of options displayed, the lower the probability
of a learner choosing the correct answer by guessing. If a
question contains five options but only two plausible ones
then there are really only two options to guess from.
The vital element of the distracting incorrect answers is that
they are plausible and the more similar the distracters are to the
correct response and to each other, the more difficult the question.
Most multiple-choice exercises ask learners to select just one
correct answer. It is possible, however, for two or more or
even all the answers to be correct, as long as the instructions
to learners are clear and indicate what learners are expected
to do. This is a more reasonable use of multiple-choice activities
and focuses more on learning than assessing.
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Feedback
Appendix:
Feedback in e-learning
(Appendix D)

If the aim is to promote learning rather than offer summative
assessment, then these activities add value to language
learning as they provide a good exercise in discrimination.
However, the key to learning with a multiple-choice activity
is for learners to receive appropriate feedback. Although this
is not easy to achieve in a written document, it is relatively
simple when using a computer. This can include screen-based
activities, whether teacher or trainer mediated through the
use of an interactive whiteboard or for individual use by
learners on a computer or other device.
For further information and help about feedback, you can
download the Feedback in e-learning document, available
on the Continuing professional development activities toolkit
CD-ROM.
Multimedia

Mini-toolkits:
Page formatting
Choosing fonts
Typing foreign characters
Appendix:
Copyright information
(Appendix B)
Feedback in e-learning
(Appendix D)

A simple multiple-choice exercise may just prompt the recall
of information such as items of vocabulary or it can involve
more subtle comprehension questions relating to a printed
or spoken text or picture. The variations are endless.
Multiple-choice exercises with texts or pictures as stimuli
can be entered into a word-processed document and used
as learners' handouts. For example, pictures or even sounds,
can be used as the options in a multiple-choice exercise.
Feedback does not have to be only text, or just a score (this
is then a test rather than an exercise), or feedback noises
(claps, ‘boings’ and so on).
As well as using the media mix for the three basic elements
of a multiple choice, (question, options, feedback), you can
include on the screen another media item which provides
the overall stimulus for one or more questions – this could
be an image, a web page or some audio to listen to.
You can find practical suggestions on using these techniques
in the following activity on the Learner activities toolkit
CD-ROM:
Decisions, decisions.
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Which tool?
Mini-toolkits:
Page formatting
Choosing fonts
Typing foreign characters
Creating multiple-choice questions
Appendix:
Feedback in e-learning
(Appendix D)

Use Word to make multiple choice questions to be used
either on paper or on a computer screen. Also, if you are
using a data projector, use the word processor for displaying
activities to use in learning sessions. You can also use the
software accompanying an interactive whiteboard to good
effect.
There are many proprietary authoring tools for creating
multiple choice exercises; one of the most relevant for
language learning is Hot Potatoes.
The MALTED system also provides a range of ways to make
these activities. You may also find this facility on a Virtual
Learning Environment if your organisation has one.
More information about creating multiple choice exercises
and tests is available in the set of Mini-toolkits.
Many teachers and trainers use existing banks of activities,
including multiple choice, on web sites, either open or by
subscription. By clicking on the relevant link on the
Continuing professional development activities toolkit
CD-ROM, you can access more advice on how to ensure
that the website you find offers pedagogically suitable
activities for your learners.
Finally, bear in mind that even though it takes time to create
an exercise, once made it is stored and can be re-used,
adapted, and added to as often as you wish. Collaborate with
colleagues to create a comprehensive bank of such resources.
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v. Matching
Introduction
A matching exercise can be used to reinforce vocabulary
and syntax, in a variety of ways, for example by matching:
•
•
•
•

synonyms
antonyms
words with pictures; and
two halves of sentences.

The editing facilities in Word can make the creation of
a matching task easier. The table in this example was
produced as follows.
A bird in the hands is

always greener on the other side
of the fence

Don’t count your chickens

before you get to them

Don’t cross your bridges

before they hatch

The grass is

worth two in the bush

The pen is

worth a thousand words

A picture is

mightier than the sword

• A blank table was set up,consisting of two columns and
six rows.
• The correct versions of six proverbs were typed in below
the table.
• The first and second halves of each proverb were selected
and then dragged out of order into the boxes of the table.
The learners’ task is to restore the sentences to their correct
forms.
You can find practical suggestions on using these techniques
in the following activities on the Learner activities toolkit
CD-ROM:
Categorisation
Divided opinions
Opposites
Pair cards
Sure, unsure or no idea
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When to use?
You can use this as:
• a paper exercise
• a group activity with the document projected onto a
computer screen
• an electronic activity, giving learners a copy of the Word
file to complete the exercise as homework; or
• part of an activity in a computer laboratory.
However, it may not be suitable for those with visual impairment
who rely on assistive technology, as these facilities have
difficulty in reading tables. For more information on creating
resources suitable for visually impaired learners, visit the
TechDis website: www.techdis.ac.uk.
Matching texts to a picture is another possibility and an
excellent way to build up or revise vocabulary.
Mini-toolkits:

Which tool?

Page formatting

You can use a word processor to create matching activities
but there are also some tailor-made authoring tools for this
purpose.

Using images
Using tables
Choosing fonts
Typing foreign characters

Use PowerPoint to create learning activities. Showing
connections between linguistic items is a useful way of
promoting language learning.
A dynamic presentation, can be used to reinforce either a
grammatical structure or items of vocabulary. For example,
you can achieve this by asking learners to reflect on or discuss
the relationship between words and their opposites or
between verbs and endings.
Present mismatched pairs of vocabulary items or examples,
illustrating the grammatical point. Then, either under teacher
or trainer control or by involving learners, especially if an
interactive whiteboard is available, show arrows ‘flying in’
to match up the correct pairs.
MALTED provides several matching templates, but you
can also use the Association template, which allows learners
to drag arrows to match up items, which need not be
purely textual.
If you have TaskMagic, it also offers a range of matching
activities.
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With all matching activities, if the number to be matched is
the same on each side, then the final match becomes meaningless! Learners also need to receive feedback on why their
choice was a good one or not.
You can find practical suggestions on using these techniques
in the following activities on the Learner activities toolkit
CD-ROM:
Categorisation
Divided opinions
Odd one out
Sure, unsure or no idea

vi. Jumbled text activities
Introduction
Mini-toolkits:
Page formatting
Choosing fonts

Restoring texts that have been jumbled up in different ways is
a useful activity for language learners, as it consolidates and
revises their existing knowledge of vocabulary and grammar.
An unjumbling exercise works as:

Typing foreign characters
Editing in Word
Using the thesaurus

• a paper exercise
• a group activity with the document projected onto a screen
• an electronic activity where learners are given a copy of the
Word file and complete the exercise as homework; and
• part of a learning activity in a computer laboratory.
Learners can also use the Word thesaurus or a dictionary as
an aid.
Some learners with difficulties such as dyslexia may not find
this activity suitable.
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Jumbled words
Mini-toolkits:
Page formatting
Choosing fonts
Typing foreign characters
Editing in Word
Using the thesaurus

In the following text, each word appears in the position in
which it appeared in the original text but its letters have
been jumbled up. Single-letter words have been replaced
with the letter ‘x’.
The learners’ task is to restore the text to its original form.
x nadedrwe leyonl sa x duclo
tTah lfsato no ghih roe' aelsv dan shlli,
nhWe lal ta nceo x asw x owcdr,
x osth, fo dnogel lisffaddo;
edeisB eth klea, ehbtaen het setre,
rugittnelF nda incgnad ni hte ebezre.
Setting up this kind of exercise will save time in the long
term as, once created, it can be shared with colleagues and
adapted to meet the diverse needs of learners.
You can also download programs from the web or buy
commercial programs that will do this for you.
You can find practical suggestions on using these techniques
in the following activities on the Learner activities toolkit
CD-ROM:
Anagrams
Daily routines
Re-ordering sentences
Jumbled sentences
The words in each of the following sentences are out of
order. The learners’ task is to restore the sentences to their
original order. In some cases alternative correct sentences
may be acceptable.
in the is of beauty eye beholder the
birds a flock of together feather
in packages things good come small
money doesn't trees grow on
spoil broth the many too cooks
You can find practical suggestions on using these techniques
in the following activities on the Learner activities toolkit
CD-ROM:
Anagrams
Daily routines
Re-ordering sentences
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Jumbled lines
Mini-toolkits:
Page formatting
Choosing fonts
Typing foreign characters
Editing in Word
Using the thesaurus

In the following text (Shakespeare's Sonnet Number 14) all
the lines have been jumbled. The learners’ task is to restore
the original text.
This activity works especially well with well-known poems,
song texts, sets of instructions that must be carried out in a
particular order such as a recipe, making a phone call or
your daily routine and also for conversations between two
speakers.
By chance or nature's changing course, untrimm'd;
And every fair from fair sometime declines,
Nor lose possession of that fair thou owest;
Nor shall Death brag thou wander'st in his shade,
So long as men can breathe or eyes can see,
Sometime too hot the eye of heaven shines,
But thy eternal summer shall not fade,
And often is his gold complexion dimm'd;
Rough winds do shake the darling buds of May,
And summer's lease hath all too short a date:
When in eternal lines to time thou growest;
Thou art more lovely and more temperate:
Shall I compare thee to a summer's day?
So long lives this, and this gives life to thee.
Restoring jumbled paragraphs can also be set as a task
for learners at a more advanced level of competence.
You can find practical suggestions on using these techniques
in the following activities on the Learner activities toolkit
CD-ROM:
Anagrams
Daily routines
Which tool?
Create these activities using a word processor for paper
or computer use. It is easy for learners to move text around
and re-order sentences in Word, then print out or e-mail
their version.
There are specific authoring tools for this, such as Fun with
Texts and TaskMagic, which semi-automate the process for
you. MALTED provides a word re-ordering template which
achieves the same objectives.
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Note that you can use jumbled pictures to be re-sorted according
to the understanding of a written text or a sound file. You can
also ask learners to re-sort jumbled audio or video clips. Some
of the same tools can be used, although they may present
more of a challenge. MALTED may help here.

Using images
Typing foreign characters
Using the thesaurus

You can find practical suggestions on using these techniques
in the following activities on the Learner activities toolkit
CD-ROM:

Editing in Word
Appendix:
Copyright information
(Appendix B)

Anagrams
Daily routines
Re-ordering sentences
vii. Story starter and skeletons
Type the beginning of a story into a Word document and ask
learners to complete the story using a picture or series of
pictures, as a stimulus. Pictures can be from a newspaper,
magazine or a set of photographs.
Alternatively, type the skeleton of a text into a Word document
and ask learners to expand upon it to create flowing text.
Give learners topics to write on or focus the text on a
famous person, famous place or significant historical event.
You can also use PowerPoint or whiteboard software if
appropriate. MALTED will allow learners to use the text
template and then either print or e-mail their results.
viii. Describing or comparing pictures
Ask learners to provide a description of a picture or respond
to a series of printed questions.
This can result in written descriptions or answers by individual
learners but if the document containing the picture can be
projected onto a screen, a group of learners can also give
an oral description of the picture. You will find suitable
pictures on the Multimedia resources CD-ROM.
A picture with plenty of action will provide good opportunities
for learners to practise verb forms as well as naming various
objects.
Comparing two pictures is a useful activity. For example,
find pictures of two famous people on the web and ask
learners to describe them, using constructions of comparisons such as “A has brown hair but B has blonde hair” or
“B has longer hair than A”.
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This type of activity can also be used for oral work in learning
sessions, language laboratory or computer laboratory. See the
section on Using images in this booklet and on the Continuing
professional development activities toolkit CD-ROM.
You can find practical suggestions on using these techniques
in the following activities on the Learner activities toolkit
CD-ROM:
Picture description with a difference
What happens next?
ix. Other activities
There are many other types of textual activities that you can
develop, such as:
• wordsnakes
Chains of words with spaces and punctuation removed
that need to be restored.
• restoring an incomplete text
Restoring texts with key items removed.
• allocating words to categories
Categorising items such as vocabulary.
• spot the inappropriate word
Detecting inappropriate synonyms using a thesaurus.
• making a story more interesting
Adding adjectives, adverbs and so on to a simple story.
• focusing on grammar
Highlighting parts of speech in texts for manipulation.
• illustrating linguistic points
Using images to illustrate text, such as prepositions; and
• using animation.
To support learning with visual illustration, animate endings,
paradigms and patterns. Add slides that use the verb endings
in a whole sentence context, in order to consolidate knowledge
of the structure. The next step can then be an activity
prompting learners to produce short sentences practising
the new structure.
Most of these activities can be created using a word processor,
but you can also adapt them for an interactive whiteboard or
using software such as MALTED’s ‘Blank’ template to make
interesting activities of discovery.
Animation using PowerPoint is made easier if you have version
2003 or later, as ‘Motion Paths’ make the task much quicker.
120
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e. Working with images
Mini-toolkits:
Page formatting
Choosing fonts
Using images
Typing foreign characters
Editing in Word
Appendix:
Copyright information
(Appendix B)

i. Introduction
In the section on Working with Text, many of the activities
proposed for using text can be successfully adapted for
the use of images.
For example, flashcards can include images which can
represent the stimuli, questions, options or feedback for
multiple choice exercises. Gap-filling activities can include
images, and describing images clearly bridges the media.
Many other activities benefit from the inclusion of images,
either to aid comprehension, to avoid the use of English,
to act as stimuli or to provide access to the cultural
background for the taught language.
When choosing images, it is important to respect the cultural
sensibilities, beliefs and needs of your learners and to
adhere to copyright law.
In this section there are additional suggestions for good use
of images. Tools and advice for the use of graphics, photos
and videos can be found by accessing the set of Mini-toolkits
on the Continuing professional development activities toolkit
CD-ROM.

ii. Using images as inspiration
Use images:
• as a sequence or as an introduction to a topic to stimulate a
discussion in learning sessions. This can be effective as a
group activity, in a plenary session or as the starting point
for a written exercise. It is especially useful at an
advanced level
• to stimulate a presentation by individual learners or
groups of learners
• to display a topic such as 'The Environment'
• to demonstrate a sequence of events such as preparing
a meal, also known as a storyboard; and
• to assess vocabulary either as a writing task or orally
in learning sessions, to avoid the use of English.
The tools you can use to create these activities include
PowerPoint, TaskMagic, MALTED, and even a word processor,
by inserting images.
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You can find practical suggestions on using these techniques
in the following activities on the Learner activities toolkit
CD-ROM:
Cartoons and pictures
Fact or opinion?
Internews
Jigsaw
Making connections
Odd one out
Proverbially speaking
iii. Picture based puzzles
Mini-toolkits:
Page formatting

Images can be used in many ways to create different sets of
activities such as puzzles, picture riddles and ‘guess the picture’.

Choosing fonts
Using images
Typing foreign characters

There are several crossword-creation programs available.
For example, Hot Potatoes and MALTED include one. In
crosswords, images for clues can avoid the use of English.

Editing in Word
Appendix:
Copyright information
(Appendix B)

A further creative use of images is to crop an image and
gradually reveal parts of it until learners are able to identify it.
For Picture Bingo, give learners a range of ‘bingo cards’
with pictures on them and read out words, phrases, and
sentences that relate to the images. Ask learners to tick off
the ones they hear.
This can also be done in reverse, with words on the cards
and the teacher using flashcards with the images.

You can find practical suggestions on using these techniques
in the following activities on the Learner activities toolkit
CD-ROM:
Jigsaw
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iv. Guess the picture
Mini-toolkits:
Choosing fonts
Inserting images
Typing foreign characters
Appendix:

This can provide an imaginative and motivating starter
activity to revise vocabulary.
Use the pictures prepared for flashcard presentations and
crop them in an unusual way, using the Crop picture option
from the pictures toolbar.

Copyright information
(Appendix B)

Once you have saved the pictures you can re-use them and
share them with colleagues.
v. Matching pictures
This activity is particularly suited for use with an interactive
whiteboard, providing a stimulating way of revising vocabulary
or grammatical structures.
Prepare a PowerPoint slide with a row of pictures at the top,
and a row of words relating to those pictures at the bottom.
Ask learners to come up to the board to participate or use
the activity on a computer if more appropriate. Learners can
drag and drop to match pictures with text and so on.
MALTED also provides templates for this type of matching
activity, as well as promoting retention of structures or
vocabulary, by using the MemoryGame template (sometimes
referred to as Kim’s Game or Pelmanism). The matching
items can be images or sound, as well as text.
Always have an alternative method available for learners
with motor skills difficulties, who cannot drag and drop.
You can find practical suggestions on using these techniques
in the following activities on the Learner activities toolkit
CD-ROM:
Fact or opinion?
Word stories
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vi. Using snapshots
Using the snapshot function built into the whiteboard
software on some boards gives you the potential for using
images a step further.
Whereas other packages allow the use of whole images from
the Internet or other sources, the snapshot function allows
you to tailor images to meet the needs of your learners.
Examples included on the Continuing professional
development activities toolkit CD-ROM show how the two
approaches differ. The first two examples show the difference
between two pictures and the second two demonstrate the
difference between a screenshot and a snapshot using
whiteboard software.
A screenshot provides great potential for integrating authentic
pictures and images for example, to help learners infer
meaning.
A snapshot goes beyond this since you can integrate
images that you have annotated or images and their context.
Images can thus become more flexible and tailored to meet
the needs of a specific group of learners.
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f. Working with sound
Mini-toolkits:
Sound formats
Sound hardware
Sound software
Appendix:
Copyright information
(Appendix B)

i. Introduction
Sound is essential for language teaching. It can be used to
provide examples of authentic language, feedback in learner
interactivity and recording facilities for practice.
This section contains advice on making best use of sound in
e-learning. You can find more via the following links included
on the Continuing professional development activities
toolkit CD-ROM:
www.ict4lt.org
- Module 2.2 of the ICT4LT website
www.aulc.org/audio/soundrec.pdf
Sound files are commonly found in .wav or .mp3 formats.
Most sound programs can cope with either of these formats,
and placing a sound file in a program such as Word or
PowerPoint is essentially the same process as inserting any
other file, such as an image.
Many sounds can be found by searching the Internet. The
same restrictions concerning copyright apply as in the case
of text or images.
It is important not to overdo the use of sound alongside text.
There is evidence that using both media can overload the
channels used for processing textual information. It is often
better to allow learners to choose whether or not to have both.
ii. Activities with sound
Adding sound files to Word or PowerPoint documents
enables learners to take their independent learning beyond
completing worksheets or reading comprehensions. See the
set of Mini-toolkits to find out how to do this.
If you are using MALTED, you can add an audio file onto
any screen.
Here are some ideas for activities that will benefit from the
inclusion of sound.
• Use pre-recorded sound files, perhaps with images, for
learners to listen for familiar and unfamiliar words and phrases,
specific points of grammar or words linked to a topic.
• Activities where learners respond non-verbally. For example,
ask learners to raise their hand when they hear words
from a certain category or hold up true or false cards
or count the number of times they hear certain sounds.
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• Use a speculative speaking activity after you have
checked comprehension. Ask learners to identify notions
of agreement and disagreement, continue the dialogue
beyond the recording or formulate a question they would
like to ask a speaker.
• Letter, word or number bingo.
• Completion of information gaps in a description of place
or room where learners have to fill in the gaps in a map or
in a plan.
• Activities on directions that combine sound files and simple
maps. For instance, ask learners to decide where they will
end up if they follow the directions in the sound file.
You can find practical suggestions on using these techniques
in the following activities on the Learner activities toolkit
CD-ROM:
Fact or opinion
Getting to know you
Jigsaw listening
Music and songs
Seeing is believing
iii. Processing and recording sound
Mini-toolkits:
Sound formats
Sound hardware
Sound software
Appendix:
Copyright information
(Appendix B)

Some sound files are suitable for immediate use, but others
may need editing to remove unnecessary pauses, change
the volume or split a long recording into sections. There is
advice in the sound Mini-toolkit available to download as a
pdf from the Continuing professional development activities toolkit CD-ROM on how to do this.
You can record sound files as part of the creation of a learning
program. Your learners can also record their voices as part
of the development of their oral skills. The simplest way to
do this is with Sound Recorder, a limited programme that is
found on every Windows PC. Ask learners to create sound
files to practise, save their recordings and, if appropriate,
e-mail them to you as attachments.
A more sophisticated and effective recording facility is
included in some authoring programs and many other
sound processing programs are available.
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iv. Automatic Speech Recognition (ASR)
There have been many advances in the field of recognition
of speech input, and commercial programs allow you to do
this. However, their reliability and breadth of application is
still fairly limited.
You can find out more about speech technologies through
the following website links, included on the Continuing
professional development activities toolkit CD-ROM:
You can find practical suggestions on using these techniques
in the following activities on the Learner activities toolkit
CD-ROM:
Fact or opinion
Getting to know you
Guess the personality
Jigsaw listening
Music and songs
Playing cards
Seeing is believing
iv. Internet sound use
Mini-toolkits:
Sound formats
Sound hardware
Sound software
Appendix:
Copyright information
(Appendix B)

There are several ways the Internet can be used to exploit
sound and to benefit language learning.
• Internet telephony is a new phenomenon which allows
free ‘telephone’ contact between users who are online,
whether teachers, trainers or learners. A well-known
example is Skype, which also offers a video facility.
• Using NetMeeting (usually included with Windows), learners
can talk, one-to-one or in conference mode, as well as
sending text chat and using a shared whiteboard.
• Podcasting is a new phenomenon. Sound files such as
radio programmes can be recorded and uploaded to
websites and then downloaded by others to MP3 players
such as ‘i-Pods’. This may appeal to learners, as an effective
way of using sound files for listening comprehension.
More information is available from www.pie.org.uk.
• Sound files can be sent as an e-mail attachment but a
new facility allows for direct e-mailing of sound so that
recordings can be corrected easily. There are rapid
advances in this field and there is more information from
www.horizonwimba.com.
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Further information on all of these ways to use the Internet
to exploit sound is available in the set of Mini-toolkits available
to download as a pdf from the Continuing professional
development activities toolkit CD-ROM.
You can find practical suggestions on using these techniques
in the following activities on the Learner activities toolkit
CD-ROM:
Getting to know you
Music and songs
Seeing is believing

g. Working with television and video
Mini-toolkits:

i. Introduction

Using TV and video
Appendix:
Copyright information
(Appendix B)

Video and television have been used for many years
in language learning sessions to enrich the learner’s
experience.
The advent of the new digital technologies provides further
opportunities to add variety for language learners. There are
many Internet sites, which offer video or live television, which
you can make available (subject to copyright restrictions) to
your learners. Satellite TV is also now more accessible and
easy to bring to the computer.
ii. Preparation
Most television programmes are not intended for language
learners, and the language used will be authentic. For that
reason, using them needs preparation and care. Learners
need to be aware that they may not be able to understand
every word, even with the visual clues available. So tasks
such as gist or other forms of comprehension are appropriate
here. At a more advanced level, you can use several saved
clips to stimulate discussions or for learners to form opinions
or make presentations. (See Flood tide on the Learner
activities toolkit CD-ROM).
Further help is available to download as a pdf from the set of
Mini-toolkits on the Continuing professional development
activities toolkit CD-ROM.
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h. Using the Internet
i. Introduction
The Internet is a computer network connecting millions of
computers all over the world. Any up-to-date computer can
be connected.
Schools, colleges and universities normally access the
Internet via their own educational networks, but private
organisations or individuals generally have a subscription
with an Internet Service Provider (ISP) and gain access via
a modem and home telephone or broadband connection.
For language teachers and trainers the main areas of interest
are the World Wide Web, e-mail and discussion lists.
• The World Wide Web is only part of the Internet, but is
sometimes mistaken for the same thing.
• E-mail is part of the range of services provided by ISPs and
involves using the Internet to send messages, as well as
word-processed files, pictures, audio files and video files.
• Discussion lists, also known as forums, are a form of
communal e-mail, where members of the discussion list
post messages to initiate discussions and get replies from
other subscribers.
You can find practical suggestions on using these techniques
in the following activities on the Learner activities toolkit
CD-ROM:
Brainstorming
Desert island
E-mail tourism
Internews
Virtual tourist 1
Virtual tourist 2
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ii. The World Wide Web
Mini-toolkits:
Using a browser
Navigating with a browser

Tip: Many sites for those learning
foreign languages are included in
the following publication:
Beyond Babel: Language Learning
Online, Felix U. (2001), Melbourne:
Language Australia.
(ISBN 1 876768 25 8).

Generally known as ‘the web’, this is the most powerful and
fastest growing Internet service. It is accessed by a computer
program known as a browser.
Most web pages include pictures, and many include sound,
animated graphics, video and links - known as hyperlinks to other websites. All websites have their own address,
known as the Uniform Resource Locator (URL).
The web has numerous sites providing useful material for
language teachers, trainers and learners.
iii. Reflections
You can watch video clips, on the Continuing professional
development activities toolkit CD-ROM, to see learners
reflect on the advantages of using the Internet for research.
iv. Browsers
To view pages on the web, use a computer program called
a browser. This is a software application that carries your
messages to computers all over the world and returns
messages to your computer.
The two most common browsers are:
• Internet Explorer; and
• Netscape.
There are others however, such as Firefox.
Using a browser, you can access websites all over the world
and download pages of information.
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v. Searching the web
Mini-toolkits:
Using a search engine

Introduction
The web is a huge collection of information, resembling an
enormous library. Unlike a traditional library, the information
on the web is not tidily organised. It is more like a library
where all the books have been piled in a single heap on the
floor, with truckloads of new books arriving every day and
old books being removed at regular intervals. You therefore
have to develop special skills in searching for information on
the web.
The main tool for finding information is a search engine
which searches the entire web. The most commonly used
search engines are Google, AltaVista, Yahoo and Lycos.
Tips for searching
There are many useful materials that can be found on the
web and the pages in this section explain more.
Authentic texts
Use a search engine to find authentic texts such as newspaper
and magazine articles by simply entering the newspaper or
magazine name in the search box. Most newspapers and
magazines offer a digest of their articles and also post their
archives on the web.
If you are looking for news items, enter your keywords in the
search box and then click on News above the search box.
When the links appear, select a country, and the news headlines
from a selection of that country's press will then be displayed.
Subject to copyright rules, you can copy and paste text into
a word document.
Use a search engine to locate the full text of a poem, song or
speech. The Mini-toolkits link gives advice on how to do this.
You can find practical suggestions on using these techniques
in the following activities on the Learner activities toolkit
CD-ROM:
Brainstorming
Debatable!
E-mail tourism
Internews
What do you want to know?
What’s your line?
Word families

Continuing professional development activities toolkit
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Images
Mini-toolkits:
Using a search engine
Using a browser
Inserting images
Appendix:
Copyright information
(Appendix B)

Use a search engine to find images that can be pasted into
Word documents and used as handouts for learners. For
example, enter ‘Eiffel Tower’ in Google's search box and then
click on Images above the search box. This should result in
Google displaying a selection of images of the Eiffel Tower
that can be downloaded and used in activities. See the Using
a search engine Mini-toolkit for further advice and bear in
mind copyright rules.
You can find practical suggestions on using these techniques
in the following activities on the Learner activities toolkit
CD-ROM:
Guess the personality
Making connections
Matches
Picture perfect
Too many cooks
Word trail
World leader
Grammar

Mini-toolkits:
Using a search engine

Use a search engine to check points of grammar or usage.
For example, if you are unsure which auxiliary verb to use
with the German verb ‘surfen’ in the perfect tense, search
for “ich habe gesurft” and “ich bin gesurft” (including the
quotation marks) in Google. You will find that the former is
normally used for surfing the web but the latter is used for
surfing the waves.
This is also a useful technique for finding examples of
usage, such as common collocations of adjective plus noun
or verb plus adverb in context.
Advanced
Google has a very useful utility called ‘define’, although this
may be more useful for your personal professional development
than for your learners.
If you need to check the meaning of a new technical term
or one of the many acronyms and abbreviations in ICT
terminology and educational jargon, enter define: followed
by the term of abbreviation, for example, define: “URL” or
define: “browser” or define: “learning outcome”. (The quotation marks are essential if you are searching for terms
consisting of two or more words.) This will result in Google
presenting you with a range of different definitions.
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Using tutorial web sites
Mini-toolkits:
Using a search engine
Using a browser
Appendix:
Copyright information
(Appendix B)

Many web pages offer learning opportunities in modern
foreign languages but the quality can vary. The best way
to decide whether or not to use or recommend sites is to
check the following.
• Does the material clearly distinguish between activities,
exercises and tests?
• Unless it is clearly a test, does the material provide
meaningful feedback to learners to give them support
by formative assessment?
• If learner input is allowed, does the material take alternative
correct answers into consideration?
• Does the material offer differentiated help facilities for
learners?
• If there are multiple choice activities, do they meet the
standards described in the Working with text section of
this resource?
Subject to copyright, some web pages may be downloaded
for use and adapted to meet the individual needs of learners.
If websites allow you to do this freely, it is always clearly
stated.
Many websites contain collections of language exercises that
can either be downloaded or used online. A web-authoring
package for creating language exercises known as Hot
Potatoes, has been developed by the University of Victoria,
Canada. There is more on this topic in the Authoring section
included in this booklet and on the Continuing professional
development activities toolkit CD-ROM.
Always try out the activities thoroughly before giving them
to learners and obtain their reactions after using them for
the first time.
Remember that an activity that works well on one computer,
with a high-speed connection used at a quiet time, might
slow down considerably on a slower connection, making the
learning experience of limited value.

Continuing professional development activities toolkit
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Evaluating web sites
Mini-toolkits:
Using a browser
Navigating with a browser
Working with text
Authoring

The web is totally unregulated, which means whilst there are
huge amounts of good material, there is also material of
dubious quality.
Before using materials with learners, it is important to determine
certain facts about the website's origin and content, checking
the following points.
• Who created the site?
• What is the background of the site creators?
• What are the credentials of the site creators?
• Who is the site aimed at?
• When was the site created and how regularly is it updated?
• Is the information accurate and presented in an objective,
balanced manner?
• How stable is the connection to the site? Is it likely to be
there when you try to access it in a week's time?
• Do links to other sites work?
• Is it easy to move around and locate information?
• Does the site require additional software to make it accessible, for example, plug-ins such as RealPlayer or Flash?
• Is the site easy to access and quick to download?
For language teaching and learning, useful websites fall into
two categories:
• those offering information in one form or another; and
• those which offer some form of teaching and learning
opportunity, either tutorials or assessment.
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vi. Exploiting the web offline
Mini-toolkits:

Introduction

Using a browser

Many resources found on the web can be used offline,
as well as online.

Navigating with a browser
Downloading from the web

A live Internet connection is useful if you want to make
use of online learning activities or browse the web at will,
but this can be risky during learning sessions. Access to
websites can suddenly slow down at peak times and
websites that you have located previously, may disappear.
It is often better to use the web as a resource bank and to
prepare materials for use offline. There are sections on the
Continuing professional development activities toolkit
CD-ROM, that offer hints and tips for preparing your own
materials in this way. If you do use them online (for example,
for a particular event) have a back up activity prepared in
case there are technical difficulties.
You can find practical suggestions on using these techniques
in the following activities on the Learner activities toolkit
CD-ROM:
Brainstorming
Debatable!
E-mail tourism
Internews
What do you want to know?
What’s your line?
Word families

Authentic materials
Mini-toolkits:
Using a search engine
Using a browser
Navigating in a browser
Downloading from the web
Printing pages
Saving text and images
Appendix:

Authentic materials destined for native speaker audiences
can include texts, pictures, and audio and video recordings.
These can be a useful resource for bringing language learners
into contact with authentic language at a variety of levels.
Authentic materials can be found at websites maintained by
newspapers, magazines, radio stations and TV stations.
Download the materials and adapt into activities and resources
for handouts, for learning sessions or for individual study.

Copyright information
(Appendix B)
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Food and drink
Mini-toolkits:
Using a browser
Printing web pages
Saving text
Saving images
Appendix:
Copyright information
(Appendix B)

The best sources of information about food and drink are
websites maintained by supermarkets, restaurants and
hotels.
This information can be used to create word handouts to
form the basis of simple written exercises, such as writing
the names of different items of food and drink underneath
a series of pictures or creating role plays for customers and
servers based on an authentic restaurant menu.
You can find practical suggestions on using these techniques
in the following activities on the Learner activities toolkit
CD-ROM:
Too many cooks
Weather
Find a weather report for a country or region. Most weather
reports consist not only of descriptive text containing the
key vocabulary items that need to be learned, but also maps
showing the weather conditions across a country or region.
This information can be used to introduce weather vocabulary
and to provide a stimulus for talking about the weather in
different parts of the world.
Shopping
Up-to-date information about shopping in the countries
whose languages are being studied can be downloaded
from the web.
Most supermarkets and department stores have websites
providing information in the taught language about local
food, drink and household items, including descriptions and
prices. This can be pasted into Word and used for a variety
of activities, such as putting together a shopping list or
transactional dialogue.
Town guides
Town plans and guides can be downloaded and incorporated
into Word documents and used for a variety of different
exercises, such as answering questions of the type “Where
is...?” and “How does one get to...?”. If projected onto a
large screen they may also provide a stimulus for oral work
in learning sessions.
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Mini-toolkits:
Using a browser
Navigating with a browser
Downloading from the web
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Town guides also contain information in the form of texts,
pictures and location plans regarding hotels, restaurants,
shops, public transport systems and entertainment. This
can be downloaded and used as stimuli for written and
oral activities.

Printing web pages

For example, ask learners to use this information to:

Saving image

• plan a sightseeing trip to the town

Appendix:

• arrange an evening at the cinema, theatre or a club; or

Copyright information
(Appendix B)

• choose a restaurant to visit.
Timetables
Airlines and national railway systems maintain websites
that are full of information that can be used as the basis
for written or oral activities.
Find the website of a national railway system or airline and
enter an enquiry about a possible journey. Print the information
provided and use it for activities in which learners have to
answer questions such as, “Do you have to change trains
anywhere?”, “Does the train have a buffet car?” or “How
much is a return ticket?”.
You can also create role plays in which one learner attempts to
buy a ticket from another learner, using the same information.
Celebrities
Find information on the web about famous people from the
countries where the taught language is spoken. Use it to
create handouts for your learners and ask them to write a
short biography of a famous person of their choice.

Continuing professional development activities toolkit
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vii. Translation tools
It is possible to make use of automatic translation tools on
the web. Google offers this facility under Language Tools,
to the right of its search box and there is also the Babel Fish
translator at the AltaVista website. Both allow you to enter a
short text to be translated or request a whole web page to
be translated.
The translations given are often unreliable but this provides
an interesting activity for learners.
• Obtain translation of a short text and copy and paste the
result into Word.
• Invite your learners to criticise and correct the translation
and offer explanations of why certain mistakes may have
been made. The way in which automatic translators
handle idiomatic expressions is an interesting area for
discussion, especially for learners at an advanced level.
The following translation is an example of a text that has
been translated reasonably well from French into English:
In the large cities it is enough to go to the tourist office.
One will give you the list of the hotels with, of course, all
the details necessary to make your choice: the price of
the room, the price of the breakfast, the number of rooms
with or without, shower and w.c., if there are the restaurant,
the private car park, elevator.
The following translation is an example of a dialogue that
has been translated rather badly from German into English:
You would like to order good day?
Yes. As hors-d'oeuvre we would have gladly twice.
Nice salad.
And as main food?
What can you recommend?
Our house speciality is Forelle blue.
Well, then once Forelle blue, asks, and a pepper steak.
And to the dessert?
We decide later.
Well. And to drinking?
A bottle red wine and a bottle mineral water asks.
With or without carbonic acid?
Consider how you might use this with your learners.
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viii. Risks and dangers
The dangers which exist in using the Internet are well documented. In many organisations, the local network helps by
restricting access to many dubious websites. It is difficult,
however, to achieve total protection and in any case many
learners also access the web directly from their homes.
However, there is a duty to exercise care by always thoroughly
testing out any websites you recommend to ensure they are
not offensive, in any way to learners, bearing in mind not
only the obvious perils of pornography but also any issues
of cultural sensitivity.
There is more help on this issue in the section on e-mail |
and forums.
ix. E-mail and forums
Mini-toolkits:
Using e-mail and forums

E-mail
Communications is another key function of the Internet.
Through contacts with partner institutions, friends or
pen-pals, language learners can have access to the key
language e-learning resource of the people living in the
country where the taught language is spoken. There are
special websites, carefully controlled, which offer the facility
for making useful contacts.
Think also of other uses such as e-mailing work to learners
who might have missed a session. This could help improve
retention and encourage them to continue.
There are ways of using audio e-mail and video conferencing
for language learning, although this may not be easy in
adult learning.
You can find practical suggestions on using these techniques
in the following activities on the Learner activities toolkit
CD-ROM:
E-mail tourism
Guess the personality
Headlines
Transformation
What happens next?
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Forums
Whilst e-mails are mainly used for personal communication,
you can also use them for contact with your learners or for
joining in a professional discussion list with other teachers
or trainers.
Discussion lists, often known as forums, are a form of communal e-mail whereby members of the discussion list can
post messages to every subscriber and invite responses or
initiate discussions.
In the meantime, a discussion list of interest to language
teachers and trainers is:
• ALLNET
The discussion list for members of the Association for
Language Learning (ALL):
www.jiscmail.ac.uk/lists/allnet.html
You will find joining instructions and the archives of current
and older discussions.
x. Viruses
Introduction
When you use the web, you are connecting with billions
of other computers and users throughout the world. If you
are using a broadband connection, then you are probably
connected every time you switch on your computer.
It is important to protect your computer from invasions
from intruders, both electronic and human. If you are using a
computer in an educational institution then the ICT manager
is normally responsible for security and privacy issues. If you
are using a computer at home, you need to address these
issues yourself, particularly if you use the Internet regularly.
Whilst all the issues cannot be addressed, some guidance
is offered in this respect to increase your awareness of the
dangers.
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Maintaining updates
It is essential that you regularly update your Windows
software with the recommended routines, which become
frequently available. On fast connections (broadband), this is
best done by setting your computer so that it's done
automatically when you are online.
Anti-virus software
It is very easy to become complacent about computer viruses,
trojans or worms that seek to invade your computer while
you are connected to the Internet.
Most modern computers come with anti-virus software
pre-installed, but make sure you keep it up-to-date by
downloading data about new viruses, at least once a week
from the anti-virus manufacturer's website. Ideally this
should be done daily or you can set up the anti-virus software to keep checking for new data while you are connected
to the Internet. A comprehensive anti-virus package will also
protect you from adware, spyware and spam.
Remember that some of these routines, especially ‘worms’,
can infect not only your machine, but can send themselves
automatically to many others through your e-mail address
book, especially if you are using Outlook.
The same is true of anti-virus software. Many users buy a
software protection package but do not regularly update or
even renew it. Updates should be done regularly, once or
twice a week as a minimum or automatically, according to
the service provider. Set update to automatic if possible.
Renewing subscriptions is essential each year, and it
pays to upgrade to new versions for better protection. The
creators of malicious software are always one step ahead
of the protectors!
Attachments
Attachments to e-mail messages can be harmful as they
often harbour viruses. This is a common way for a virus to
enter your system.
If you receive an e-mail that contains an attachment, such
as a picture file, a music file or any other kind of file, do
not open the attachment unless you are sure that it is one
you want or are expecting. Delete all incoming e-mails that
contain suspicious-looking attachments.
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Similarly, if you send someone an attachment to an e-mail
message, indicate clearly what it is in the body text of your
message, and always use a meaningful title for your e-mail.
Adware and spyware
Adware is software that has been installed on your computer
by a remote website. Many free utilities that you download
from the Internet install hidden software that sends details
of the websites you visit and other information from your
computer (which can include your e-mail address) to advertisers so they can target you with pop-up advertisements
and spam. A comprehensive anti-virus package, regularly
updated will protect you from most adware.
Spyware is similar to adware and the term may be used
synonymously. It implies, however, more sinister motives
on the part of the person who has dumped it onto your
computer. They may steal private information such as bank
account numbers, credit card numbers and passwords.
A comprehensive anti-virus package will also protect you
from most spyware if you keep it up to date. Alternatively,
there are a number of free anti-spyware programs available.
For advice contact your telephone support.
Spam
Spam is the term for unsolicited e-mail advertisements, the
Internet equivalent of junk mail. A ‘spammer’ can e-mail an
advertisement to millions of e-mail addresses. It is a growing
problem and can cause your mailbox to receive dozens of
unwanted messages every day. Some spam is malicious
and involves offers of pornography, and many others offer
illegal sales of prescription and other drugs.
E-mail filtering software will help keep spam at bay. Filtering
software check e-mails for you and enables you to delete
spams from your mailbox before they reach your computer.
Most filtering software will also trap incoming viruses as well
as spam. Some anti-virus packages will also protect you
from spam.
Several Internet Service Providers are now automatically
filtering e-mails for their clients. In some cases, however,
the filter may cause you to lose important e-mails.
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Check how your provider handles this issue. Some providers
offer you the chance to look inside your ‘spam folder’ before
e-mails are deleted. On the other hand, you can help yourself
by using meaningful titles in the subject line of your e-mails,
and avoiding strings of characters or abbreviations.
Cookies
Cookies may be dumped onto your computer when you visit
a website.
A cookie is a piece of information stored on a user's computer
by a web browser, when the user visits a website for the first
time. Websites use cookies to recognise users who have
previously visited them. The next time the user visits that
site, the information in the cookie is sent back to the site so
that the site can tailor what it presents to the user.
Cookies may be used for innocent purposes, such as
recording your preferences at an online shopping site, but
they can also be used in more insidious ways. It is possible
to remove cookies from your computer via your web browser
by selecting Tools | Internet Options from the main menu
bar and then clicking Delete Cookies.
You can also set up your firewall software to block cookies.
Some websites, however, will refuse access if you block
cookies permanently.
Firewalls
You are always vulnerable to hackers who can access your
computer while you are connected to the Internet. Some
websites also contain invisible scripts that can spy on you
or damage your computer.
Hackers are people who trawl the Internet looking for unprotected computers from which they can steal important data,
such as information you may have stored on your computer
about your bank accounts or credit cards.
It is therefore essential to install firewall software on your
computer to keep out potential hackers and other unwanted
intrusions. Firewall software will render your computer ‘invisible’
to other users on the Internet and will ward off invasions from
hackers or malicious scripts emanating from some websites.
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Web clutter
It is a good idea to get rid of web clutter at regular intervals.
Whenever you browse the Internet dozens of files are
dumped into a temporary folder on your hard disk. In time
this temporary folder can become enormous, containing
large amounts of useless information that take up space on
your hard disk and slow down your computer. The data may
also contain harmful code such as adware or spyware.
You should regularly remove web clutter via your browser
by selecting Tools | Internet Options from the main menu
bar and then clicking Delete Files. There are also commercial
software packages available that will do this automatically
each time you shut down or start your computer.
xi. Creating web pages
Mini-toolkits:
Using a browser
Saving text
Creating web pages

Introduction
Although this may sound advanced, it is not difficult to
achieve once you are familiar with some of the basic tools
in other sections of this resource.
The set of Mini-toolkits provided on the Continuing
professional development activities toolkit CD-ROM will
take you through some of the initial steps to create very
simple web pages using Microsoft FrontPage. This software
can achieve much more than shown here.
This software has been chosen because it is relatively easy
to use and it follows the look and feel of many other
Microsoft applications. All the approaches demonstrated
can be followed in other programs.
You can find practical suggestions on using these techniques
in the following activities on the Learner activity toolkit
CD-ROM:
Interpreting
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Advantages
Advantages for you and your learners include:
• making banks of resources available for colleagues and
learners
• possibilities for collaborative development of materials; and
• remote access for learners and colleagues.
Creating web-based material helps provide learners with an
increased number of resources for use in and out of learning
sessions. It also increases their skills as lifelong and increasingly
autonomous language learners.
Creating web pages does not necessarily mean putting
materials on the World Wide Web. In some organisations
there is likely to be a local network or intranet, for posting
resources. There may also be a Virtual Learning Environment
(VLE).
Web-based authoring
Using a web-based authoring tool allows a standardised
approach to creating e-learning resources for your organisation
or department. Some guidelines on style, appropriateness,
accessibility and so on will ensure a ‘corporate look’ for your
resources.
There are many ways to create web pages. You can even
save Word documents as web pages with current versions.
Some image-manipulation software also offers the facility to
create web pages.
Specific authoring software for creating learning activities
usually also has this facility, for example Hot Potatoes.
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i. Authoring
i. Introduction
It is not always easy to find quality resources that meet the
needs of your learners and you may often need to adapt or
personalise many learning materials. Resources in your
taught language may also be hard to find.
If you have worked through the sections on using Word and
PowerPoint, you are already an author of handouts and
materials for PCs and whiteboards. Some more sophisticated
tools for e-learning are generally called ‘authoring tools’.
Many non-language-specific programs can be used to create
quality resources, though some are difficult to use. Included
in this section, however, are some authoring tools that
require very little training and effort for maximum results.
ii. Hot Potatoes
Developed specifically for language learning, Hot Potatoes
is one of the best-known authoring packages, and can be
used free as long as certain restrictions are observed (check
the terms and conditions). On the following website you can
download Hot Potatoes and a library of Clip Art designed for
language learning: http://hotpot.uvic.ca/.
Hot Potatoes is very easy to follow and offers several types
of activity. It enables you to create pedagogically sound and
stimulating exercises. For example, with multiple-choice
exercises you can provide feedback in a variety of media
or have a number of correct answers.
You can sequence the activities you create, using the
‘masher’ provided. However, there is no way of linking the
activities together into coherent language learning ‘packages’,
unless you create sets of written hints or guidance.
With effort and practice with the program, you can soon
learn how to include other media apart from text to enhance
the effectiveness for language learning.
iii. MALTED
MALTED (Multimedia Authoring for Language Tuition and
Educational Development) is a sophisticated and flexible
authoring system that offers a wider range of template types
and additional facilities, including multiple-choice activities,
matching exercises, crosswords and memory games.
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Developed as a European project, it has been enhanced in
particular by the Spanish Ministry of Education and by
University College London Language Centre.
A CD-ROM is included in this set of resources which contains
the full MALTED system, the required JAVA routines (which
may already be on your computer system), some exemplars
(referred to from the set of Mini-toolkits and from the
Learner activities), and a Tutorial.
It is perfectly legal to copy and use this freeware, as it was
created for public dissemination and is covered by a GNU
agreement which allows for any non-commercial usage.
Please note that, as for other programs in this resource,
QIA, by mentioning their existence, is not offering any form
of endorsement or recommendation, nor any level of support
or training, for which you should contact the creators or
distributors.
You can use MALTED to create one-off activities, but
you can also link any screen you create to other screens,
programs or web pages. MALTED screens can be made
to link to others, based on conditional responses. In other
words, you can offer different routes to your learners
according to the level of their performance, thus achieving
effective personalisation and differentiation.
MALTED provides sophisticated facilities so you need to
spend time and effort to achieve familiarity with its routines.
MALTED has an ultimate aim of providing instant access to
an ‘asset bank’ of resources for inclusion in their activities.
For further information and examples of some materials
produced, see these websites:
www.MALTED.com
which also includes the on-line tutorial
and
http://MALTED.cnice.mec.es
which is the Spanish Ministry site from which you can
download all you need to install version 2.3.
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iv. Other authoring systems
Besides programs such as PowerPoint and the specific
tools associated with Interactive Whiteboards, such as
ACTIVstudio, many other authoring systems are available.
Some of these include:
• Fun with Texts
Use this to create a range of text activities
www.camsoftpartners.co.uk/fwt.htm
• The Authoring Suite from Wida Software
Seven language-specific activities can be created
www.wida.co.uk
• TaskMagic
A suite of multimedia activities
www.taskmagic.co.uk
• Clic
A free program created in Catalonia, but there are also
English web pages and free examples posted
http://clic.xtec.net/en/index.htm
• WinCALIS
Developed by language experts in the US
www.humancomp.org/wincalis.htm
• Quia
Although not specific to MFL, this program is used by
many language teachers and trainers
www.Quia.com
Please note that QIA does not support, endorse, recommend or offer training in any of these programs and the
above details are purely for information purposes.

v. Benefits
You can see video clips of people describing the benefits
of using the Internet on the Continuing professional
development activities toolkit CD-ROM.
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“The learners – MFL teachers –
worked hard, they were receptive
to new ideas and their responses
were positive. Some expressed
surprise that the training event was
going to be such fun.”
Stockport Continuing Education Service
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Appendix A: National Teaching and Learning
Change Programme overview

The National Teaching and Learning Change
Programme brings together ‘three enablers’
to support the transformation of teaching,
training and learning:
• subject specific teaching and learning
resources

• Regular Network meetings help to
foster the development of subject learning
communities and provide the Subject
Learning Coaches with peer support from
a range of different backgrounds as well
as opportunities for practising their
coaching skills with their fellow peers.

• subject coaching networks
• professional training for subject learning
coaches.
The coaching model
This model of support for tutors, teachers
and trainers using our subject specific teaching
and learning resources has been designed
according to research evidence on the most
effective ways to support professional development and the sharing of best practice.
How is the coaching programme
organised?
• Providers offering courses in Business
Education, Entry to Employment (E2E),
Construction, Science, Health and Social
Care, ICT, Land-based Studies,
Mathematics, Adult Learning, Engineering
and Modern Foreign Languages have
been invited to nominate Subject Learning
Coaches in these priority subject areas.
• The Subject Learning Coaches meet in
Subject Networks, either regionally or sub
regionally. They participate in a free
national professional training programme
that can lead to accreditation. This programme then prepares them to provide
peer coaching for their colleagues to help
them adopt the new approaches and
teaching and learning resources in their
own organisation.
152

What is the background and evidence for
this model?
Joyce and Showers studied 200 In-Service
Education and Training programmes for
teachers and trainers, each of which was
designed with the specific aim of changing
classroom practice. The research findings
revealed that, even though teachers and
trainers were often very enthusiastic about
the training they received, they rarely applied
it in a sustained way that led to long-term
change in practice.
Joyce and Showers concluded that, for
training to be truly effective, it needs to
include the following five components or
stages:
• theory – where the new approach is
explained and justified
• demonstration – to give a model of how
this can be put into practice
• practice – so that the teacher can try out
the new approach
• feedback on how well the new approach
is working; and
• coaching – to help the teacher discuss the
teaching in a supportive environment and
consider how it might be improved.
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Their research shows that, without the
opportunity to receive feedback and coaching,
there is no measurable impact on classroom
practice. However, once these two components
are added, in particular the final coaching
stage, there is a large and measurable impact
on practice. Figure 1 offers a diagrammatic
representation of the model.

1

Showers B. et al.: ‘Synthesis of research on
staff development’, Nov.1987 Educational
Leadership

2

Joyce B. R.and Showers B., Student
Achievement through Staff Development,
3rd edition, 2002, Association for
Supervision and Curriculum Development.

Figure 1
Explain the theory
+
Show an example of
good practice

Teacher receives feedback
on their practice

+

+

Teacher practises the
new approach

Teacher receives coaching

=

=

No measurable impact on
classroom practice

Large, measurable impact
on classroom practice

The feedback might be provided by a colleague who observes the session. Alternatively, the
teacher delivering the lesson might simply describe to colleagues what they did and what
happened as a result, including things that went well and things that did not. Coaching goes one
step further. It provides an opportunity for the teacher to reflect on the lesson and consider, in a
supportive climate, why an approach did or did not work and how it might be changed or refined.
We hope that you will follow the guidance in this resource. For more information on how
you can share in the professional Subject Networks and join in our coaching programme call
020 7297 9281 or visit www.subjectlearningcoach.net.
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Developing schemes of work and
session plans
Guidance notes
Introduction

Some schemes of work will provide a
detailed breakdown of course content
including the time required to cover each
topic. In other curriculum areas this may
not be appropriate.

The approaches and supporting materials
developed in the teaching, training and learning resources are intended to enrich the
experience of learners. They will support
teaching, training and learning in a wide variety of courses and offer opportunities for further development in other areas of the curriculum.

Although there are key differences in the
planning required for different programmes,
there are also some common principles that
can be employed when creating an effective
scheme of work.

Any learning programme has to be planned
carefully if it is to be successful. These notes
outline some essential elements that can be
incorporated into a successful scheme of
work and give some guidelines on effective
session planning.

An effective scheme:

It is fully recognised that many teachers,
trainers and tutors may already use the
principles described below. The notes
provide generic guidelines that describe
good practice and may be used in
Continuing Professional Development
activities and when mentoring or coaching
colleagues.

• helps teachers, trainers and tutors to
plan common activities, for example:
work experience, visits, visiting speakers

There is no single solution to curriculum
design. Each curriculum area will have its
own requirements and approaches and
these notes are not intended to provide a
rigid structure that must be adopted.

• helps new teachers, trainers and tutors
joining the programme

The notes are divided into two sections:
1 Developing a scheme of work.
2 Developing a session plan.
1 Developing a scheme of work
The scheme of work organises course content, and describes how it will be delivered.
It allows teachers, trainers and tutors to plan
a programme that is appropriate for their
learners. It will also provide a framework for
session planning.
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Purpose of a scheme of work

• underpins a comprehensive learning
experience for the learner
• requires teachers, trainers and tutors
to work together to plan a coherent
programme

• helps teachers, trainers and tutors to
plan resources
• helps teachers, trainers and tutors to
create their individual session plans

• requires us to think about the essential
underpinning skills that learners need and
to incorporate strategies to ensure these
skills are learnt
• requires us to think about a variety of
learning and teaching styles that are
appropriate for our learners
• helps teachers, trainers and tutors plan
assessment methods and a coherent
schedule.
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Creating a scheme of work

• How will the workload be managed?

As a starting point it is useful to think of
the scheme of work as a comprehensive
document that explains the learners’
‘learning journey’.

• How will feedback be given?

This will mean that we consider:
• initial assessment to identify weaknesses
in prior learning of both curriculum specific
and essential skills
• developing and assessing essential/generic
skills
• resources including workshops and study
centre inductions

• What will the completed programme
look like?
Thus the scheme of work:
• should be constructed by the team of
teachers, trainers and tutors working with
a group or with individuals
• should be held centrally and integrated
into the system operated by the institution,
for example, on a provider network
system or virtual learning environment

• integrating key skills

• should be reviewed regularly and adjusted
by the team in the light of review.

• including opportunities for e-learning
and ILT

Using the scheme of work

• guest speakers/visits/work experience
• a variety of teaching methods, learnercentred activities, plans for differentiating
learning
• an assessment programme that includes a
variety of assessment methods and
opportunities
• strategies for providing individual feedback and target setting for improvement
and success.
Designing a scheme of work is a creative
process and can be time consuming. There
are clear advantages, however, for learners
and teachers, trainers and tutors in investing
time to create a well planned learning programme.
Important considerations are outlined below:
• What skills will the learner need to cope
with the work at each stage?
• How will skills acquisition be built into the
programme?
• Are there opportunities to practise newly
acquired skills?
• How will achievement be measured?

Continuing professional development activities toolkit

Whether the plan has been developed to
cover an entire programme or an element
within a programme, it is essential that all
teachers, trainers and tutors have access to
it. Many learners will be on individual programmes, which are built on the learner’s
experience. However, the principles of
design are the same.
Plans that form part of a larger programme
should be coordinated so that an overview
of assessment and workload is available.
This is an essential role for a personal tutor
or programme manager. An overview of the
programme should be shared with learners
so that they are familiar with the programme
structure.
When all plans are available it will be possible to assess the overall work load for a
learner and it may be necessary, at that
stage to create an assessment schedule or
make ammendments to individual schemes
to ensure that the learner is not faced with
impossible or conflicting deadlines.
It may also be possible to review the activities in each plan at this stage to make sure
that the programme is varied and interesting.
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Developing a session plan
When the scheme of work is complete,
consideration can be given to individual
sessions. In some curriculum areas a ‘session’
can be easily defined as an event that happens at a particular time on a particular day,
with a clear start and end time.
However, for many learners a session is not
time bound in this way. In this type of learning
environment a useful first step may be to
decide what a ‘session’ may look like and
how long it will last.

There is no perfect session plan or one
method that can be used by all areas in the
learning and skills sector. To provide a
sample framework could limit the imagination
and flair of teachers, trainers and tutors.
However, there are key features that form
part of a successful session. These are
shown in the diagram below and may be
useful in developing your session plans.

Factors that influence session design

Learning objectives
Climate for learning
Teaching and learning strategies
and approaches
Questioning

Session

Explaining
Organisation of the learning environment
Health and safety

Learning objectives
The nature of the learning objective will
influence the approach that the teacher,
trainer or tutor adopts.

that every session should cater for the full
spectrum of learning styles but that all learners
should have regular opportunities to learn in
their preferred style.
• prior attainment and knowledge.

Climate for learning
Two aspects are important here:
• Learning style.
Constantly working outside a learner’s
preferred learning style can lead to frustration
and lack of motivation. This does not mean
156

Learners need to be encouraged to work at
a level in advance of their current attainment
level but not to the degree where they
become stressed by the learning opportunities developed.
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Teaching and learning strategies and
approaches

Explaining

Effective teaching uses a wide range of
different teaching and learning strategies.

• Abstract concepts, principles, rules
and important ideas can be difficult to
understand without explanation.

Teaching and learning strategies are vital in:

• Common types of explanation deal with:

• presenting key concepts and ideas
• demonstrating skills and processes
• engaging and supporting learners in
active learning
• establishing an interactive and well-paced
dialogue with the learners
• creating the right level of challenge so that
learners can make progress.
Some common teaching skills are:
Questioning
• Questions need to be planned in a
sequence that guides and reinforces.
• Certain types of questions have inbuilt
challenges that require learners to think
deeply. Examples include:
- open ended questions
- questions that demand and develop
higher-order thinking skills such as
analysis, synthesis and evaluation
- questions that encourage learners to
speculate and take risks; and
• teachers, trainers and tutors should build
in ‘wait time’ so that learners can reflect
before answering.

Continuing professional development activities toolkit

-

concepts
similarities and differences
cause and effect
purposes
processes
reasoning and proof.

• Explanations contribute to learners’ ability
to learn and to connect new information
to what they already know.
• Explanations can be improved by using a
range of techniques including illustration,
use of props, voice or body.
• Asking learners to explain their thinking
and reasoning helps them to crystallise
and consolidate their learning.
Organisation of the learning environment
This is more than the arrangement of the
furniture. It includes using displays of learners’
work, choice of equipment, and the role
of learning assistants. Attention needs to
be given to the impact of different social
settings and equality and diversity issues
on effective learning.
Health and safety
This may be an obvious point, but teachers,
trainers and tutors have a responsibility to
ensure that the learning environment is safe
and comfortable for all learners. Your plans
should indicate any special health and safety
features that need to be taken into account.
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Appendix B: Copyright information

Teachers, trainers and developers

Implications

Although there are certain concessions to
using materials in education, these only
apply where there is a specific licensing
agreement, such as the arrangements in
the UK for photocopying and making
off-air recordings of TV and radio broadcasts. These agreements are subject to
clear restrictions and to penalties for misuse.
There also exists the category of ‘fair use’
or ‘fair dealing’, which is enshrined in a new
Act in the USA but is not easily defined in
the UK and Europe in general.

There are obvious implications for the developers of learning materials and teachers
and trainers when taking copyright into
consideration. Not only do they have to
ensure that they themselves have complied
with the law in all respects but, given that
multimedia creation is very often a collaborative venture, they should also make
arrangements so that all those colleagues
who might have contributed parts to the
work guarantee in writing that they own the
rights to the work in question and indemnify
against breach of copyright.

Developers of materials, as well as users such
as language teachers and trainers, should
be aware that what applies in a teaching and
learning session becomes a quite different
matter when creating materials for distribution
(whether or not they are to be sold for gain).
Unless the original material is clearly stated
to be free of copyright or unless it is not
covered by copyright legislation by virtue
of its age, it is illegal to photocopy, photograph, record, download, scan or otherwise
copy materials for onward distribution (even
if no financial gain takes place). It is a
common misconception to think that there
is an exception for educational usage. In
most countries no such exemption applies,
other than certain specific arrangements
for research. Nor is it the case that because
an item is ‘in the public domain’ – which is
often interpreted (wrongly) to mean that it
is published on the Web – it is free from
protection. In fact all work is protected. A
work is only in the public domain and free
to use if it is specifically stated to be so.
This does sometimes occur and is often
referred to as ‘copyleft’ material.
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Further information
i. The UK government’s comprehensive
website on copyright and related matters:
www.intellectual-property.gov.uk
ii. A fairly recent and useful article which
concentrates on the application of copyright law to e-learning is to be found on:
www.jisclegal.ac.uk/
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Appendix C: Glossary

Aims

ILT

Clear and concise statements that describe
what the tutor, teacher or trainer hopes to
achieve in a learning session.

Information and Learning Technology.
Supporting and delivering effective learning
supported by technology.

CPD

Individual review, action planning and
target setting

Continuing professional development, sometimes referred to as staff development. Any
activity that helps tutors, teachers and trainers maintain, improve or broaden their
knowledge, understanding and skills, and
become more effective in their role.
Differentiation

A type of formative assessment that takes
place outside the classroom or workshop
where learners review their progress on a
one-to-one basis and formulate actions and
targets for improvement.

Differentiation is about identifying and
addressing the different needs, interests and
abilities of all learners to give them the best
possible chance of achieving their learning
goals.

Individualisation

E-learning*

The overall process of assessing individual
learners’ needs, aptitudes, preferences and
prior learning in order to plan and provide an
appropriate learning programme to meet
their needs.

E-learning is learning supported or
enhanced through the application of ICT.
There are a broad spectrum of activities
which constitute e-learning, from straightforward applications which enhance classroom
activities to full distance, online and remote
learning.
ESOL
English for Speakers of Other Languages.
Expert learner
A learner who is encouraged and supported
by their teachers and trainers and programme of study to develop a range of
effective learning styles and to be confident,
informed and inquisitive, taking on responsibility for managing their own learning.
QIA is working with other agencies across
the schools and learning and skills sectors,
to develop a definition of and standards for
the ‘expert learner’.
Continuing professional development activities toolkit

Recognising and responding to individual
needs.
Initial assessment

Learning cycle
The learning process in which the experience
of trying something new is followed by reflection
and evaluation on what was effective.
Reflection is supported by reference to existing theory and then followed by a new plan of
action, taking into account what has already
been learnt. The learning process is cyclical
and can go on indefinitely.
Learning outcomes
Statements indicating what a learner should
know or be able to do at the end of a given
period.
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Learning preferences

Reflection

A preferred way of learning, for example,
learning through computer technology or
learning through visual, auditory, practical
or kinaesthetic activities.

The process whereby a learner takes time to
consider an experience they have been
involved in or any new learning experience
and reflect on how it has been done. It may
also refer to teachers’ and trainers’ consideration of their own work.

Learning programme
Strategic programme for learning including
schemes of work and session plans that
ensure coherence and continuity across the
learning experience.
Learning styles inventory**
A diagnostic instrument used to assess
learners’ preferred learning styles.
Motivational dialogue
Motivational dialogue is a learner-centred
approach to influencing a young person’s
motivation to change behaviours that stand
in the way of their progress. It was designed
as a non confrontational way of trying to
help individuals recognise and do something
about their present or potential problems.
Objectives
Precise and measurable statements describing
what you intend learners to learn in the time
specified.
Open or closed questions
Open questions cannot be answered with a
‘yes’ or ‘no’ response or a one-word answer
and encourage higher-level thinking skills.
Closed questions have only one satisfactory
answer, usually very short. These questions
can be useful when testing knowledge.
Peer assessment
Learners check each other’s work, using
clear criteria. This helps them develop and
use skills required to check or evaluate their
own work.

160

Self-assessment
The type of assessment undertaken by
the learner in order to evaluate his or her
performance, strengths and weaknesses.
It may also refer to teachers’ and trainers’
consideration of their own work.
Session plan
A timed plan for a learning session that
specifies aims, learning objectives, learning
activities, resources and support needs.
Summative assessment
An end test or assessment, usually at the end
of a unit, module or programme, to record a
learner’s attainment for that unit of learning.
SMART objectives
Objectives that are Specific, Measurable,
Achievable, Realistic and Time-related.
Team teaching
Working with a colleague to deliver learning
sessions that can provide you both with
useful feedback on the effectiveness of your
strategies.

*Based on LLUK’s definition of e-learning.
**If you look up ‘learning styles’ on the internet, you will
discover dozens of different questionnaires for assessing learning preferences. But beware! A study by the
Learning and Skills Research Centre found that some
of the most widely used instruments had
low reliability and poor validity. The report recommended that ‘teachers and trainers should look
instead at broader notions of how learners approach
learning. (Coffield F. et al., Learning styles and pedagogy in post-16 learning. A systematic and critical
review, 2004, Learning and Skills Research Centre/
Learning and Skills Development Agency.)
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Appendix D: Feedback in e-learning

Why use feedback?

• presentation

Feedback is one of the most powerful features
which e-learning can offer, both in learning
sessions and for independent learning.

• activity

Feedback, when used effectively, can:
• provide assessment of learning for teachers,
trainers and learners

• exercise or practice; and
• assessment or testing.
It is important not to confuse the purposes of
these different activities when giving feedback.

• motivate and engage learners
• provide a differentiated approach by
addressing learners’ individual needs and
promoting inclusivity; and
• support learners’ progress.

What is feedback?
Feedback is defined as a response to a
learner’s input that supports learners and
their teachers and trainers in the learning
process. Whilst assessment is one form of
feedback, it is not the only one.

If used ineffectively, it can:
• confuse, by not being accurate

Types of feedback

• demotivate, if overcritical

It is important to distinguish between ‘intrinsic’
and ‘extrinsic’ types of feedback.

• lack differentiation, if not carefully
applied; and
• deceive learners by giving unrealistic scorings.
When to use feedback
Before deciding on what type of feedback to
use, take into account the type of learning
environment and type of learning activity.
For feedback, the learning environment is
important in terms of the level of teacher or
trainer involvement. For example, where the
teacher or trainer presence is high in a group
activity around an interactive whiteboard,
less feedback is needed in the software than
for an independent learning situation.
Any teaching and learning activity falls
broadly into one or more of the categories:

Continuing professional development activities toolkit

Intrinsic feedback is the best to aim for as
it comes from deeper learning. E-learning is
one of the most powerful ways in which
deeper learning can be achieved, since it
enables learners to see the consequences
of their decisions, identify whether their
decisions are right and encourages further
analytical skills. When effective, intrinsic
feedback avoids the need for any noises,
messages or scores from the computer
Extrinsic feedback implies that a judgement
is to be made by the designer of the software
and communicated to learners. There is less
engagement of learners’ critical faculties and
in some respects this leads to shallower
learning. Extrinsic feedback includes a
whole range of techniques such as:
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• bells and whistles

Media types of feedback

• congratulatory messages

A classic multiple-choice question activity
normally consists of a textual stimulus, three
or so choices in the form of text, usually
with only one correct response among
them, together with feedback in the form
of a sound or textual response.

• ‘put-down’ messages
• requirements to repeat; and
• scores and running totals.
These techniques can be divided further
between those that are ‘contextualised’ and
those that are not.
Among non-contextualised feedback techniques, the ‘boings’, ‘claps’ and other
noises offer little help to learners. Messages
such as ‘Well done’ or ‘Try again’ similarly
offer little positive assistance and can even
demotivate, especially if learners see them
as patronising. Differentiated feedback,
which offers support and a way forward,
is much more effective.
Scoring is contentious. It has its place for
assessment purposes, but does not in itself
promote learning unless accompanied by
some analysis and offering of a way forward,
or remedial loops for help. This then
becomes contextualised feedback.
When feedback is contextualised, a different
aspect is opened up for learners. Instead of
telling them that they are wrong, it tells
them how or even why they are wrong (or
how or why they are right). In addition, the
feedback can give pointers to the appropriate action that learners need to take to
make progress.
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But even using simple routines such as Hot
Potatoes, you can move away from this
mode. It is quite possible to mark more than
one or even all responses as correct. You
can also easily introduce feedback lines for
each learner input.
You can also move away from the pure
text mode and use other media mixes to
create a more dynamic multiple-choice activity. (Some authoring tools can do this quite
easily, such as MALTED). If you consider
that a multiple-choice activity consists of
three elements – stimulus, choice and feedback – then by mixing the media you can
easily achieve 27 different combinations.
Using these combinations, and by contextualising the feedback elements, you can provide far richer learning experiences for your
learners.
Implications and conclusions
Feedback, when well handled, helps your
learners to make constructs, which help to
personalise their learning process, providing
differentiation and engagement.
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Appendix E: Foreign character table
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Appendix F: Other resources

Here is a list of resources which you may find useful for further development of e-learning
techniques. They are divided into web sites and printed references.
Please note that the web site references were accurate at the time of compilation for
publication, but it cannot be guaranteed that they will all continue to be ‘live’.
Also, by including these references, QIA does not necessarily recommend, endorse or support any of them. They are included as a selection in order to include extra points of help,
and there are of course many others available; many of these sites also provide links for further help.
There are many other sites which provide language learning opportunities. It would be
impossible and inappropriate for these to be listed in any systematic way. However, note
that in the e-learning in practice section of these resources there is advice on evaluating
web sites.

1. WEB SITES
i. General:
www.languages-ict.org.uk
www.teachernet.gov.uk/wholeschool/ictis
www.direct.gov.uk/EducationAndLearning/AdultLearning/fs/en
Department for Education and Skills: www.dfes.gov.uk
Includes information on ICT in schools and learning centres, publications, policies and links
to websites and research and development, such as:
www.dfes.gov.uk/research/data/uploadfiles/RR739.pdf.
This web site contains some research on the impact of e-learning in Further Education.
Becta: www.becta.org.uk
British Educational Communications and Technology Agency: this is the government lead
agency on the use of information learning technology. This specific page on research into
ICT and MFL might be of interest:
www.becta.org.uk/page_documents/research/wtrs_mfl.pdf
CILT: Centre for Information on Language Teaching (National Centre for Languages):
www.cilt.org.uk
European Centre for Modern Languages Web Literacy, written by Bernard Moro and
located at the website of the Council of Europe's European Centre for Modern Languages:
www.ecml.at/projects/voll/literacy.
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European Computer Driving Licence (ECDL): www.ecdl.co.uk
Note in particular the ECDL for Education, which is designed specifically to help teachers
and trainers, support staff and ICT coordinators develop practical computing skills for
teaching and learning and leads to an internationally recognised level of certification:
www.educatorsecdl.com.
ICT4LT: www.ICT4LT.org
A comprehensive site for language-specific information, advice and training in the use of
ICT and e-learning for teachers and trainers, written by practitioners.
JISC: www.jisc.ac.uk
Joint Information Systems Committee. Supports further and higher education by providing
strategic guidance, advice and opportunities to use information and communications
technology to support teaching, learning, research and administration.
Learndirect: www.learndirect.co.uk
A national service providing learners with access to learning opportunities, including
e-learning.
LSC: www.lsc.gov.uk
Learning and Skills Council. Working in partnership with providers to improve learning
through technology. Key partners are Becta, DfES, JISC, LSDA, NIACE, NILTA, UKERNA
LSN: www.lsneducation.org.uk
The Learning and Skills Network (LSN) is an independent not-for-profit organisation committed to making a difference to education and training.
It aims to do this by delivering quality improvement and staff development programmes that
support specific government initiatives, through research, training and consultancy; and by
supplying services directly to schools, colleges and training organisations.
LSN: www.learningtechnologies.ac.uk
The guides that can be downloaded here (see ITQ section) allow teachers, trainers and
tutors to follow IT skills mapped to the ITQ qualification and e-skills UK standards.
NIACE: www.niace.org.uk
The National Institute of Adult Continuing Education (England and Wales). A non-governmental organisation working for more and different adult learners. NIACE’s formal aim is
“to promote the study and general advancement of adult continuing education.” This
includes the use of ILT.
TechDis: www.techdis.ac.uk
Provides support and advice in all aspects of technology related to people with disabilities
and/or learning difficulties.

Continuing professional development activities toolkit

165

MFL CPD Final Vr. 36.qxd

10/9/06

14:00

Page 166

Web Enhanced Language Learning project (WELL) website: www.well.ac.uk
This contains a (somewhat dated – 1998) introduction to the Web, entitled Web skills for
language learning, written by Charlie Mansfield and Tony McNeill, University of Sunderland:
www.well.ac.uk/wellproj/booklet/booklet.htm. Note: The WELL project is no longer an active
project, but there are useful archives at the site.
Virtual Training Suite - Internet for learning languages tutorial, written by Yvan Tardy, Senior
Lecturer in French, De Montfort University. Aimed at FE students:
www.vts.rdn.ac.uk/tutorial/langs.
www.support4learning.org.uk/education - a website for the development and
promotion of information and learning technologies.
Camsoft maintains a useful set of links: www.camsoftpartners.co.uk/freestuff.htm.
There is further help for ICT training on: www.camsoftpartners.co.uk/lspinset.htm.
The Pathfinder project web site offers help on: www.bcsip.org/pathfinder.
ii. Audio software, hardware and techniques:
www.goldwave.com
www.voyetra.com/site/products/audiosurgeon
http://audacity.sourceforge.net/about
www.adobe.com/products/audition/main.html
www.horizonwimba.com
www.auralog.com
www.pie.org.uk
www.aulc.org/audio/soundrec.pdf
www.languages-ict.org.uk

iii. Authoring help:
Hot Potatoes: http://hotpot.uvic.ca
MALTED: http://MALTED.cnice.mecd.es
Or www.MALTED.com (contains a tutorial in English).

iv. Copyright
See also the section on copyright which is included with these resources.
The UK government’s comprehensive website on copyright and related matters:
www.intellectual-property.gov.uk.
A fairly recent and useful article which concentrates on the application of copyright law
to e-learning is to be found at: www.jisclegal.ac.uk/publications/johncasey_1.htm.
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General guidelines on copyright at the ICT4LT website (© Thames Valley University):
www.ict4lt.org/en/en_copyright.htm (written by Graham Davies).
v. Forum help:
ALLNET: The discussion list for members of the Association for Language Learning (ALL):
www.jiscmail.ac.uk/lists/allnet.html

vi. Text and word processing:
CILT/ALL Languages ICT site: www.languages-ict.org.uk includes help on scripts
and characters: www.languages-ict.org.uk/managing/managing_scripts.htm.
Pam Haezewindt, Leicestershire Comenius Centre, UK: A word-processor is more than a
writing machine, the second in the MFL ICT series, Twenty ideas that work, at the Virtual
Teacher Centre: http://vtc.ngfl.gov.uk/docserver.php?docid=2536.
Case studies on word-processing in MFL sessions, at the Virtual Teacher Centre:
http://vtc.ngfl.gov.uk/docserver.php?docid=1618.
Claire Bradin, University of Pittsburgh, USA: Word-processing-based activities for a
language class. Available at: http://edvista.com/claire/wp.html.
Vance Stevens, Consultant and CALL Coordinator for the Amideast UAE / MLI Project:
Language learning techniques implemented through word-processing: grammar-based
exercise templates for becoming proficient with word-processing. Available at:
www.geocities.com/Athens/Olympus/4631/wordproc.htm.
The Teacher's Pet website, created by Chris Lacey. This site offers a free text tool, a
Microsoft Word template which contains sets of macros that can make simple but very
useful changes to texts in order to create word-processing exercises, for example, removing
spaces, removing vowels, word-jumbling, sentence jumbling and breaking sentences in half:
www.teachers-pet.org.
Worksheet Generator: Enter a text and convert it into a worksheet with your chosen
percentage of words blanked out. Multiple-choice, matching and scrambling exercises
can also be created via this website:
http://school.discovery.com/cgi-bin/wcblanks.cgi?T=blank.
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vii. Whiteboard help:
Becta: Getting the most from your interactive whiteboard – a guide for secondary schools
www.becta.org.uk/corporate/publications
Ferl: Working with electronic whiteboards
http://ferl.becta.org.uk/display.cfm?page=864
www.prometheanworld.com/uk
and:
www.smartboard.co.uk
these manufacturers offer resource information as well as hardware and software marketing.

viii. Others:
À Tantôt: A website that provides French and German online resources which are designed
to be used in class on an interactive whiteboard. Resources include videos, starter and
plenary activities, games, useful links and much more: www.atantot.com.
Comenius Centre at Trinity and All Saints College, Leeds, maintains a website offering free
resources for use with PowerPoint and interactive whiteboards – plus other free resources:
See the index page at: www.tasc.ac.uk/depart/comenius/free-resources/index.htm.
REVIEW Project: Research and Evaluation of Interactive Electronic Whiteboards, University
of Hull in collaboration with Promethean: www.thereviewproject.org.

2. PRINT REFERENCES
Felix U. (2001) Beyond Babel: language learning online, Melbourne: Language Australia.
Felix U. (2003) Language Learning Online: towards best practice, Lisse: Swets & Zeitlinger.
Gläsmann S. (2004) Communicating online, London: CILT.
Stephenson J. (2001) Teaching & Learning Online: pedagogies for new technologies,
London: Kogan Page.
Townshend K. (1997) E-mail: using electronic communications in foreign language teaching,
London: CILT.
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Appendix G: Glossary of terms for e-learning
*These definitions are based on ICT as a tool.

Accessibility
The degree to which computers are usable
by (or available to) users with visual, hearing
or mobility needs. Accessibility examples
include the ability to change font sizes,
alter colour schemes, increase contrast and
include audio as an option on websites.
ADSL
Asymmetric Digital Subscriber Line.
A high-speed digital telephone connection
that operates over an existing telephone
line, allowing the same line to be used for
voice calls. ADSL lines offer fast transmission speeds and are used mainly for Internet
access, for example for e-mail and browsing
the web. See broadband link.
Acrobat
A program from Adobe Systems which
converts text and pictures into a format (see
PDF) which enables them to be displayed on
any computer exactly as they were created.
Adware
Software that may have been installed on
your computer by a remote computer, for
example via the web. Many free utilities that
you download from the web install hidden
software that sends details of the websites
you visit and other information from your
computer, which can include your e-mail
address, to advertisers so they can target
you with pop-up advertisements and spam.
See spam, spyware.

Continuing professional development activities toolkit

Alt key
Alt keys are located either side of the space
bar on a computer keyboard and are used
to change the function of other keys that
you press. The left Alt key is commonly used
in conjunction with the number pad, to the
right of the main keyboard, in order to generate non-standard characters, for example
Alt+130 = é and Alt+225 = ß.
AltaVista
A popular search engine.
ANSI
American National Standards Institute.
A system of code numbers for all the characters that appear on a computer keyboard,
plus the extended character set used in
Microsoft Windows. It includes all the ASCII
codes plus many others. Each character on
the keyboard of a computer is assigned a
unique ANSI code number, for example
A=ANSI 065. Characters that do not appear
on the keyboard can be typed by holding
down the left Alt key and pressing a series
of digits on the number pad to the right of
the keyboard. See ASCII and Unicode.
Anti-virus software
Software used to protect your computer
against the invasion of computer viruses.
See virus.
AOC NILTA
National Information Learning Technologies
Association. An association supporting
member organisations in the use of ILT
within all areas of the post-16, lifelong
learning sector.
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AOL
America Online, the world’s largest Internet
Service Provider. See ISP.
Application
A computer program or a suite of computer
programs that performs a particular function,
such as a word processor, (for example,
Microsoft Word) or a range of functions, such
as Microsoft Windows or Microsoft Office.
ASCII
American Standard Code for Information
Interchange. A system of code numbers for
all the characters that appear on a computer
keyboard, plus other specialised characters.
Each character on the keyboard of a computer is assigned a unique ASCII code
number, for example A=ASCII 65.
Characters that don't appear on the keyboard can be typed by holding down the left
Alt key and pressing a series of digits on the
number pad to the right of the keyboard.
The ANSI character set (used in Windows)
includes many more characters. See ANSI
and Unicode.
Assistive technology
This term is used to describe computer software or devices used by people with special
needs to enable them to access the services
provided by ICT, for example, computer
programs, e-mail and websites.
Technologies under this heading include Text
to Speech (TTS) screen readers for the
unsighted or partially sighted, alternative
keyboards and mice for people with handeye coordination problems, head-pointing
devices, speech recognition software, and
screen magnification software.
Asynchronous learning
Learning opportunities and support that
do not have to be accessed at fixed times.
Interaction between tutors and learners
occurs intermittently with a time delay.
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Attachment
A file that may contain, for example, a
document, a picture or an audio or video
sequence that is attached as an addition to
an e-mail message for transmission to a
remote recipient.
AUP
Acceptable Use Policy. A good practice
guide making users of IT systems within
educational organisations aware of their
legal obligations regarding use of ILT and
the Internet and VLEs.
Authoring tool
Any software that is used to produce content
for publishing on the web or on a CD-ROM.
Becta
British Educational Communications and
Technology Agency. The government’s lead
agency on the use of ICT/ILT in education,
helps to maximise the benefits to all teachers,
trainers, practitioners and learners that using
ICT/ILT can bring.
Blackboard
A software package that integrates online
communications software with content
development software enabling teachers
and trainers to create courses that are
delivered partially or entirely via the web or
an intranet. One example of a VLE (Virtual
Learning Environment) – see VLE. See also:
www.blackboard.com
Blended learning
Describes the combination of face-to-face
and online delivery of learning or the mix of
using ’traditional’ teaching and learning techniques with the use of digital technologies.
BMP
Abbreviation for bitmap, a file format for
storing images. This is the standard format
used, for example, by the Windows Paint
program. BMP image files occupy quite a lot
of space compared to other formats. BMP
files can be recognised by the extension
.bmp. See .gif and .jpeg/.jpg.
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Blogs
Weblogs or ‘blogs’ are personal websites
that consist of regularly updated entries
displayed in reverse chronological order.
They read like a diary or journal, but with
the most recent entry at the top.
Bookmark
A paper bookmark is used to remind you of
the page you have reached, while reading
a book. In a similar way, an electronic bookmark is used to remind you of a website
that you have visited and may wish to return
to. It may also be used to mark a position in
an electronic document, for example, a
Word document. A web browser lets you
bookmark websites and save the bookmarks
in a file that you can access at any time.
Microsoft Internet Explorer uses the term
favorite (sic) instead of bookmark to
describe the same idea.
Broadband link
A communications link that may be able to
carry information fast enough to sustain the
succession of images in a video file or
presentation. Broadband access allows for
rapid viewing of Internet sites, whilst allowing telephone calls to be made at the same
time (see ADSL).
Browser
A piece of software designed primarily for
viewing web pages on the Internet. The
most commonly used browser is Microsoft
Internet Explorer, however others are available such as Netscape, Firefox and Manilla.
Bulletin board
A forum on the Internet or an intranet where
users can post messages for other users to
read and respond. (See also discussion
board.)
Camcorder
A portable video camera capable of recording live motion video for later replay on a
video cassette recorder (VCR), DVD player
or computer.

Continuing professional development activities toolkit

Capture card
Computer hardware used to capture, or
transfer, video and audio material, and save
to a hard drive. A capture card usually
consists of a printed circuit board that can
be connected to the computer through a
FireWire port.
CBT
Computer-based training. A term used,
particularly in the context of work-based
skills learning, to describe teaching and
learning which uses a computer as the
instructional implementation medium.
CD-ROM
Compact Disc Read-Only Memory. A computer storage medium suited to information
that requires large storage capacity such as
graphics, sound or video. The disc is ‘read’
by laser and the contents cannot usually be
altered by the user unless they are of the
type CD-RW (Re-write).
Chat
Live (real time) instant messaging online.
Once a chat has been initiated, either user
can type text and it will appear on the other
user’s monitor. Chat is enabled through
Internet Relay Chat (IRC), web-based chat
or VLE chat rooms. The term ‘chat room’
relates to each topic or subject area.
CILT
Centre for Information on Language
Teaching, also known as the National Centre
for Languages. A government agency that
aims to provide information on language
teaching and research and to promote the
nation’s capability in languages. See
www.cilt.org.uk.
Clip Art
Collections of images in electronic format that
can be used on a computer, for example
inserted into a Word document or PowerPoint
presentation. Clip Art is usually available on
CD-ROM or on the web (often free of charge)
and may be used in learning and teaching
materials for non-commercial purposes.
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Cloze
Cloze was originally conceived by W. Taylor
in 1953 as an exercise or test procedure for
measuring a learner’s reading comprehension,
whereby every nth word of a text is blanked
out – usually every fifth to seventh word –
and learners have to fill in the blanks with a
suitable word using contextual clues.
Computer programs are available that will
carry out the deletion process automatically.
CMS
Content Management System. A system
used to manage the publication of content
on a website.
Collaboration technology
Software platforms or services that enable
people at different locations to communicate
and work with each other in a secure, selfcontained environment.
Conferencing software
Software that enables users connected to
the system to take part in a virtual conference from any location. The software can
enable users to view text messages within
an electronic discussion group.
Conferencing software can include audio
and visual communication between users.
Cookie
A piece of information stored on a user's
computer by a web browser when the user
visits a website for the first time. Websites
use cookies to recognise users who made
previous visits. The next time the user visits
that site, information in the cookie is sent
back to the site so that it can tailor what it
presents to the user, for example tastes in
music or shopping habits.
Copyright
The rights of the owner or creator of any material which is published, and which protect them
from illegal copying, exploitation or distribution.
Contrary to popular belief, there is no specific
exception for educational use. (See the document downloadable from the CD-ROM).
172

Ctrl
A key on a computer keyboard that allows
the user to quickly access a variety of
functions when used in combination with
another key, for example Ctrl+S saves a
file in most Windows programs. Users can
define how certain key combinations with
Ctrl work, for example, you may decide that
you want Ctrl+E to generate the French
character é when typing a Word document,
but you have to be careful not to overwrite
Ctrl functions that are already built into
Windows, the most useful being Ctrl+X for
‘cut’, Ctrl+C for ‘copy’ and Ctrl+V for ‘paste’.
Courseware
Computer software and associated materials
designed for educational or training purposes.
Data projector
A projector that connects to a computer,
then magnifies and projects the contents
of the monitor directly onto a screen.
Default
A value or setting that a computer program
automatically selects if you do not specify
an alternative value or setting. One may also
talk about the default route in electronic
learning materials, the route that the teacher
recommends but does not oblige learners to
follow.
Desktop
(1) The main workspace in Windows - an electronic desktop displayed as the opening screen
when Windows is started. The electronic desktop is a metaphor for the top of a real desk on
which one finds folders, pens, paper. Users
open and work with programs by selecting
icons on the desktop. They can store files and
shortcuts there as well. Users can customise
the look of the desktop with background
images of their own choice.
(2) A desktop computer is one that is
designed to sit permanently on a desk,
as opposed to a laptop computer that
can easily be carried around.
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Diacritic
A mark such as an acute, grave or circumflex
accent, a cedilla or an umlaut, which is
added to a letter to give it a special phonetic
or other value.
Digital camera
A camera that captures images electronically
and stores them on disks as digital files.
These can then be downloaded onto a computer for viewing, manipulating and printing.
Directory
A named area on a computer disc in
which are stored the names and locations
of programs and files (for example, Word
documents or PowerPoint files). Discs
usually contain dozens of directories and
sub-directories. Also known as a folder.
Discussion board
A forum on the Internet or an intranet where
users can post messages for other users to
respond to. (See also bulletin board.)
DOC
The standard file format used by Microsoft
Word for storing word-processed documents. Word DOC files can be recognised
by the extension .doc. See rtf.
Download
To copy a file from a remote computer via
the web to a local computer either by means
of a modem and telephone line or an institutional network connection. The opposite to
download is upload, where a local file is
copied from a local computer to a remote
computer, (for example to a website) or
from a digital camera to your computer.
Dump
A colloquial term referring to the transfer
of data from one location to another. For
example, to copy data in a readable format
to an external medium such as a disc,
CD-ROM or printer.
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DVD
Digital Video Disc or, more properly, Digital
Versatile Disc. An optical disc that looks the
same as an audio CD or a CD-ROM. DVDs
are especially suited to computer programs
and data that require large storage capacity,
such as graphics, sound or video or for storing
complete feature films. A DVD has a much
higher storage capacity than a CD-ROM.
Electronic whiteboard
A whiteboard connected to a computer,
which not only displays the contents of the
computer monitor, but also has the facility for
users to edit and save the content displayed,
using either a special pen or by touching the
screen with a finger or hand. Systems are
also available which enable traditional whiteboards to have electronic functionality.
E-learning*
E-learning is learning supported or
enhanced through the application of ICT.
There are a broad spectrum of activities
which constitute e-learning, from straightforward applications which enhance classroom
activities to full distance, online and remote
learning.
E-mail
Electronic mail. A system whereby a computer
user can compose and send and receive
messages to and from other computer users
or groups of users via electronic communication systems. E-mail is one of the most
popular uses of the Internet.
E-portfolio
The definition of e-portfolio is still evolving.
It is often software or a system that handles
the formal assessment and evidence collation
processes associated with a qualification. It
can also be an electronic record of a lifelong
learning process, with a closer relationship
to a curriculum vitae or record of achievement.
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Eudora
A popular program for composing, sending
and receiving e-mail messages.
Facilitative tools
Electronic applications used in online courses
as part of course implementation. Examples
are mailing lists, chat programs, streamed
audio, streamed video and web pages.

Font
The terms typeface and font (also fount)
are often confused or interchanged.
Typeface is the name given to the style of
a particular set of letters, numerals, symbols
and punctuation marks. Font refers to a
complete collection of letters, numerals,
symbols and punctuation marks that have
common characteristics, including their style
and size. The two most common fonts are
Times New Roman, a serif font characterised by cross lines that finish off the
stroke of each letter and Arial, a sans serif
font with no cross lines. The acceptable
minimum font size for screen or printed
text is 12 point.

Feedback
Essentially an automatic response from a computer (which may take the form of text, image,
audio, video or any combination of these) to a
learner’s input, for example the selection of an
answer in a multiple-choice exercise, an
attempt to fill in a blank in a gap-filling exercise
or a spoken response. Feedback in interactive
language learning materials should go beyond
‘boings’ and ‘try again’ messages for wrong
answers or applause for right answers and
attempt to mimic the live situation with either a
proper response or an action showing that the
language used was appropriate.

Forum
Often used synonymously with bulletin
board or discussion board. An electronic
forum on the Internet or an intranet
enables users to post messages by e-mail
or via the web for other users to read and
respond to.

FENC
Further Education National Consortium. A
collection of learning and teaching materials
offered to colleges on a membership basis.

FTP
File Transfer Protocol. A means of downloading or uploading computer file and
programs from and to other sites.

Firewall
Software designed to prevent unauthorised
access to private data on a network
by potentially malicious users. It can also
provide some measure of protection against
computer viruses.

GIF
Graphic Interchange Format. A file format
used for storing simple graphics. GIF files
use a palette of 256 colours, which makes
them practical for almost all graphics except
photographs. Generally, GIF files should be
used for logos, line drawings, icons, and so
on, such as images that don't contain a rich
range of colours. A GIF file containing a
small number of colours tends to be quite
small, but it will be large if the image has a
wide range of colours, for example, a photograph. GIF files are also suitable for animated
images. GIF files can be recognised by the
extension .gif. See .bmp, .jpeg/.jpg.

Flash/Flash Player
Software created by Macromedia for the
development and viewing of animation and
other interactive elements.
Folder
Another word for a directory, a named area on
a computer disc where programs and files are
stored. Folder is a useful metaphor, implying
that your computer’s disc is rather like a filing
cabinet in which folders containing important
data are stored.
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Google
A popular search engine.
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Granularity
The level of the smallest piece or chunk of
learning content in e-learning materials –
these may be combined to make up a
coherent piece of learning content.
Hacker
A person who attempts to gain access
to information stored on other people's
computers all around the world. Some hackers are harmless browsing types, but others
have more invidious aims such as grabbing
details of credit cards or bank accounts,
which may be stored in a file on your computer. If you access the Internet regularly
you should consider installing a firewall to
protect yourself against hackers.
Hardware
The physical elements of a computer system
– the bits you can see, touch, drop, kick or
knock over. Contrasted with software.
‘Harnessing Technology: Transforming
learning and children’s services’
A strategy published in March 2005, which
describes the use of digital and interactive
technologies to achieve a more personalised
approach within all areas of education and
children's services. This is downloadable
from the CD-ROM.
Hit
A colloquial term often used to refer to a
successful search for information on the
web, such as using a search engine.
Host
A computer that acts as a file server and
enables others to access material.
Hot Potatoes
A software program that enables you to create
interactive exercises for the web, in a range of
formats. Hot Potatoes is free of charge for
non-profit educational users so long as users
make their Hot Potatoes quizzes available on
the web.
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HTML
Hypertext Markup Language. The coding
system used for documents on the World
Wide Web, which enables the document
author to control how the page appears and
to insert hypertext links to other documents
on the web. Web files end with the extension
.htm.
Hypertext
A means of linking a word or longer text,
as well as images and icons, so that when
clicked on by the user another screen or
part screen of information will appear – often
used to link web pages, but also useful
within documents.
ICT
Information and communication technology.
Any technology incorporating the networking
together of computers.
ILT
Information and learning technology.
Supporting and delivering effective learning
through the application of IT and ICT.
Interactive whiteboard.
See electronic whiteboard.
Internet
The worldwide network of computers. The
Internet is the collection of interconnected
networks that evolved from the ARPANET of
the late 60s and early 70s. It has grown from
a handful of interconnected networks into a
huge network of millions of computers.
Many people use the terms Internet and
World Wide Web as synonyms, but the
World Wide Web is in fact only a subset
of the Internet.
Internet Explorer
Microsoft’s browser, provided as part of
Windows, that enables you to access and
navigate the web.
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ISP
Internet Service Provider. A company that
provides a subscription service and related
software, to enable users to access the Internet.

JPEG/JPG
Joint Photographic Expert Group. A file
format used for storing images. The
JPEG/JPG format uses a palette of millions
of colours and is primarily intended for
photographic images. JPEG/JPG files
containing photographic images are normally
smaller than GIF files containing photographic
images. JPEG files can be recognised by the
extension .jpeg or .jpg. See .bmp, .gif.

IT
Information technology. The hardware,
software and skills that surround a single
stand-alone computer or laptop.

Laptop computer
A laptop computer is one that is designed to
be portable in contrast to a desktop computer
that is designed to sit permanently on a desk.

JANET
Joint Academic Network. A private, government-funded network for education and
research. All further and higher education
organisations are connected to JANET, as
are all the research councils.

Learndirect
A national service providing learners with
access to learning opportunities, including
e-learning.

Intranet
An internal network that functions essentially
like the web, except that users usually
require some form of authorisation for login,
to access its resources and facilities.

JAVA
A program from Sun Microsystems increasingly used for interactive applications,
including games and ‘drag and drop’
software, and which can be used across
different computer systems and even on
mobile phones.
Javascript
Not the same as Java, but also enables
more interactive use of browser-based
programs.
JISC
Joint Information Systems Committee.
A strategic advisory body working on behalf
of the funding bodies for further and higher
education in England, Scotland, Wales and
Northern Ireland. It also works in partnership
with the research councils.
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Learning environment
The physical or virtual setting in which
learning takes place.
Learning object
A self-contained piece of learning material
with an associated learning objective, which
could be of any size and in a range of
media. Learning objects are capable of reuse by being combined together with other
objects for different learning purposes.
Learning platform
A term used to describe the software and
systems that are used to deliver e-learning.
The software facilitates access to and management of learning materials. Examples
range from CD-ROM materials being used
on laptops to MLE and VLEs.
Lycos
A popular search engine.
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Macro
A mini program that can be incorporated
into other programs, which comprises a
series of keystrokes you may wish to use
over and over again. For example, if you
perform a task repeatedly in Microsoft Word,
you can automate the task using a macro.
A macro is a series of commands and
instructions that you group together as a
single command to accomplish a task automatically. Instead of manually performing a
series of time-consuming, repetitive actions,
you can create and run a single macro – in
effect, a custom command that carries out
the task for you. A macro can be saved and
called up whenever you need it.
Main menu bar
The menu bar, located at the top of the
screen when you are using an application
such as a word processor or browser
that consists of a set of names of dropdown
menus, for example File, Edit, View, as
in Word or Internet Explorer.
MCQ
Multiple-choice question.
Memory stick
A small electronic card, which is inserted
into a digital camera or camcorder for
storing photographs or movie files that
can then be uploaded to a computer.
MFL
Modern Foreign Languages. The term
favoured in the UK to describe this subject
area. In European Commission parlance,
FL (Foreign Languages) is more common.

MLE
Managed Learning Environment. All the
information systems and processes in an organisation (including its VLE, if it has one) that contribute directly or indirectly to learning and the
management of that learning.
M-learning
Mobile learning. The use of mobile and
handheld IT devices, such as PDAs (personal
digital assistants), mobile phones, laptops
and tablet PCs in teaching and learning.
Mentoring
Educational and professional development
support provided by experienced colleagues.
Examples provided through the NLN
programme in the e-learning context are the
ILT champions and e-guides.
Modem
Short for modulator/demodulator. A device
that converts computer data to a signal that
can be transmitted over a telephone line. It
can also reconvert a signal coming into a
computer via a telephone line so that it can
be understood by the computer. Modems
are used to connect computers with the
Internet.
Moodle
A software package that integrates online
communications software with content
development software, enabling teachers
and trainers to create courses that are
delivered partially or entirely via the web:
http://moodle.org. One example of a VLE
(Virtual Learning Environment).

MIS
Management Information System (also
known as Corporate Information System).
A computer system designed to help
manage, plan and administer organizational
procedures and information.
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Mouse
A pointing device that is used by moving it
around on your desk and pressing (clicking)
a button. Most mice have two buttons (left
and right) but some have three or two and a
scrolling wheel. Mac computers usually use
a mouse with just one button. Moving the
mouse moves a pointer or cursor on the
screen. Clicking a mouse button once
or twice when the pointer is hovering over
an icon or word activates a command, (such
as opening a computer program) or initiates
an action within another program such as
Microsoft Word.
MPEG/MPG
Motion Picture Expert Group. A standard file
format for storing movies electronically and,
more recently, high-quality audio files in a
variation known as MP3. Video files stored in
this format can be recognised by the extension.
.mpg or .mpeg. The .mp3 format is
favoured for audio files. MP3 audio files
stored in this format can be recognised by
the extension .mp3.
MP3
The technology used to process and download music from the Internet. A standard
technology and format for compressing a
sound sequence into a very small file
(about one-twelfth the size of the original
file), while preserving a high level of sound
quality when it is played back.
Multimedia
Multimedia or ‘multiple media’ is the use of
computers to present text, graphics, video,
animation, and sound in an integrated way.
In learning materials these range from
simple PowerPoint slide shows, to complex
interactive simulations.
Navigation
This describes the process of finding
your way around a series of menus within a
computer program or finding your way
around the web.
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Netscape
A popular web browser.
NGfL
National Grid for Learning. A gateway to educational resources on the Internet. It provides
a network of selected links to websites that
offer high-quality content and information.
Offline
Not connected to a network of computers.
Normally used to describe working on a
stand-alone computer.
Online
Connected to a network of computers,
especially the web.
Online learning
A method of learning whereby some of the
learning takes place via the web or a similar
network (such as an intranet).
Operating system (OS)
A computer program that manages all other
programs on the computer. Windows is
Microsoft’s own operating system.
Outlook
A popular e-mail program, produced by
Microsoft.
Package
Often used synonymously with program, but
may describe a group of programs supplied
as a suite, for example, Microsoft Office.
PDA
Personal digital assistant. A handheld device
that combines computing, telephone, filofax
and networking features.
PDF
Adobe Portable Document Format. A file
format which enables users of any hardware
or software platform to view documents
exactly as they were created, with fonts,
images, links and layouts as they were
originally designed.
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Pelmanism
A card game involving finding matching pairs.
Pixels
These are the tiny dots which make up
the computer screen. The more of them
and the denser they are, the higher the
screen ‘resolution’ and the clearer the
image.
Platform
Often used as an alternative term for a
computer system, including both the
hardware and the software. The term
platform independent – used to describe
software – means that the software can be
run on any computer. The term learning
platform, refers to the technology used to
provide a single online location at which
course resources can be made available to
learners. These resources can include course
materials, communications tools such as
e-mail and conferencing, and a storage area
for learners’ work.
Plug-in
A small program that adds functionality to web
browsers – usually allowing users of the web
to display different file types such as Flash
animations, PDF documents and audio files.
Plug-ins can be downloaded from the web.
Podcasting
A relatively new facility which takes advantage
of the download technology principally used
for transferring music files to MP3 players or
iPods. Commercial broadcasters such as the
BBC are beginning to use this technology
to allow for radio programs to be listened to
on demand. Podcasting is beginning to be
used in language learning by allowing downloads of specially prepared audio materials.
Sometimes uses RSS for delivery.

Continuing professional development activities toolkit

Pop-up
A small window that appears within another
program, for example, Microsoft Word or
over the top of a visited web page to deliver
additional information. Pop-ups on the web
often display advertisements.
PowerPoint
Software developed by Microsoft. Used to
create presentations for display on a screen
or an interactive whiteboard for viewing by
a group of people and also initiating learning
activities by the group.
Public domain
Material that is copyright free, copyright
expired or which cannot be copyrighted.
Many people think that because something
is on the web that it must be in the public
domain. This is not so. A work is in the
public domain only if it is explicitly stated
to be so. You may be lucky to find material
on the web that is stated to be copyright
free or in the public domain, and then the
terms of using it are much more liberal.
Look for a clear statement. If you wish to
use materials from someone else's website,
check the terms of use, which you will
usually find at the bottom of the web page
or via a clickable link at the bottom of the page.
QuickTime
QuickTime enables Mac and Windows users
to play back high-quality audio and video on
their computers.
RAM
Random Access Memory. This is the working memory environment of the computer –
the larger it is the faster (usually) programs
will operate. In modern computers at least
512Mb is recommended.
RealAudio/RealVideo
A program for streaming both audio and
video over the Internet.
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Repurpose
To reuse content – by revising, restructuring or
repackaging it – for a different purpose or in a
different way than was originally intended.
RSS
Stands for ‘Really Simple Syndication’. This
is a system which enables you to see when
web sites you regularly visit have been
updated with new material thus saving considerable time. Many web sites, including
newspapers and media organisations such
as the BBC, now offer this facility and
explain it, and you will learn to recognise the
red RSS symbol. This technology is also
sometimes used for delivering Podcasting.
RTF
Rich Text Format. An alternative way of
storing a document created with a word
processor. RTF-formatted files can be
moved relatively easily between different
computer systems. RTF format is also
recommended when transmitting an e-mail
attachment as it is much safer than the
Word DOC format, which can harbour viruses
(see virus). RTF files preserve most of the
formatting contained in DOC-formatted files
and can be recognised by the extension .rtf
(see .DOC).
Sans serif
A type of font, for example, Arial, that is characterised by an absence of cross lines on the
ends of its letters and symbols. See font.
Scanner
A device used to convert hard copy, for
example, a printed page, photograph or
photographic negative, into a form that can
be stored on a computer.
SCORM
Sharable Content Objective Reference
Model. A series of e-learning standards that
specify ways to catalogue, launch and track
course objects.
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Search engine
A search facility provided at a number of
sites on the World Wide Web. Search
engines enable the user to search the whole
of the web for keywords and phrases and
to locate related websites. This is a useful
facility for finding information. Commonly
used search engines are provided by
AltaVista, Google, Lycos and Yahoo.
Serif
A type of font, (for exampleTimes News
Roman) that is characterised by the presence of cross lines on the ends of its letters
and symbols. See font.
Shockwave Player
Macromedia Shockwave Player displays
web content that has been created by
Macromedia Director Shockwave Studio.
This web content includes 3D games and
entertainment, interactive product demonstrations and online learning applications.
Software
The opposite of hardware. A generic term
describing all kinds of computer programs,
applications and operating systems.
Spam
Unsolicited e-mail advertisements, the
Internet equivalent of junk mail. A spam
business can e-mail an advertisement to
millions of e-mail addresses and discussion
lists at very little cost in money or time. See
adware, spyware.
Speech recognition
Software which will interpret speech it
‘hears’ and convert it into text or other
commands. Can be seen in some language
learning applications but more developments
are awaited in the future. See Voice recognition.
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Spyware

Trojan

A term that may be used synonymously with
adware but it implies more sinister motives
on the part of the person who has dumped it
onto your computer, for example, with a
view to stealing private information such as
bank account numbers, credit card numbers
or passwords. See adware, spam.

Trojans are programs – usually malicious –
that install themselves or run surreptitiously
on a victim’s machine. They do not install or
run automatically but may entice users into
installing another program, for example,
a game that actually installs a hostile piece
of software and causes considerable
damage to your computer. The name derives
from the Trojan horse of Greek legend in
which the Greeks hid to gain entrance to
Troy. See virus, worm.

Streaming media
A technique for transferring data so that it
can be processed as a steady and continuous stream. This enables users to download
and view audio and video files effectively.
Synchronous learning
Learning which takes place in an environment
where the tutor and learners are simultaneously present, although perhaps at different
locations and communicate with each other
in real time.
TechDis
A JISC-funded service supporting the further
and higher education community in all
aspects of technology related to those with
disabilities and/or learning difficulties.
TechDis works with a variety of organisations
across the education sector and has strong
links to national technology organisations.
Thesaurus
Microsoft Word contains a thesaurus, a kind
of dictionary that suggests synonyms and
words related to a chosen word.
Toolbar
A menu bar, normally located at the top
of a computer screen, that contains buttons
or icons for the most commonly used commands in an application, for example, in a
word processor or browser. Typically, a
toolbar appears under the main menu bar,
which normally consists of a set of names
of drop-down menus, for example (as in
Microsoft Word) File, Edit, View.
Continuing professional development activities toolkit

Typeface
See font.
UfI
University for Industry. A public-private
partnership in England, Wales and Northern
Ireland, helping to put individuals in a better
position to get jobs, improve their career
prospects and boost business competitiveness. UfI delivers its services through
Learndirect.
UKERNA
United Kingdom Education & Research
Networking Association. The organisation
that manages the operation and development
of the JANET network (in agreement with
JISC) of the UK higher and further education
funding councils.
UK online
A government initiative to help everyone
in the UK make the most of the Internet.
Activities have included increasing the
number of government websites, launching
and developing UK online centres and
conducting a media publicity campaign.
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Unicode
A character coding system designed to
support the interchange, processing and
display of the written texts of the diverse
languages of the modern world. In addition,
it supports classical and historical texts of
many written languages: www.unicode.org
See ASCII and ANSI.
URL
Uniform Resource Locator. A URL is the
address (a unique Internet server location
and page address) of a file accessible on the
Internet.
Usability
An aspect of the design and testing process
for a media product. The aim is to ensure
that the product is effective by providing a
fulfilling end-user experience. The term is
often used as for ‘accessibility’, for example,
to describe software applications and websites in relation to disabled users. It is also
used in relation to the re-use of digital
resources to build content and learning
objects.
Video conferencing
A method by which users connected to the
system can take part in a virtual conference
from any location via a video link.
Virtual classroom
The online learning space where learners
and tutors interact.

Virus
A virus is a program devised by a programmer
usually with malicious intent. Viruses can be
highly contagious, finding their way on to
your computer's hard drive without your
awareness and causing considerable
damage to the software and data stored on
it. Viruses can be contracted from files
attached to e-mail messages (for example,
Microsoft Word files) or direct from the web.
Be very wary of opening an e-mail attachment of unknown origin, as this is the commonest way of spreading viruses. Software
used to protect your computer against the
invasion of computer viruses is known as
anti-virus software. See firewall, hacker,
Trojan, worm.
VLE
Virtual Learning Environment. An integrated
system that allows practitioners and learners
to access teaching and learning resources,
communicate with one another, and give and
receive support within an online environment
at a time, place or pace to suit their needs.
Voice recognition
Unlike Speech recognition, this software
enables the program to recognise an individual
voice – for instance to allow access to software or even to open doors.
Voting device
A method that allows interactivity with
questions, quizzes and tests enabling users
to gain immediate feedback.
W3C (World Wide Web Consortium)
A group that develops interoperable technologies (specifications, guidelines, software
and tools) to lead the web to its full potential.
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Weblogs
Often referred to simply as Blogs, these
web pages have become very popular,
very quickly. The way they are set up can
vary but they are, in their simplest form, a
kind of electronic diary, although many also
have the characteristics of a Forum.
The diary format is most often used by
someone who wishes to comment on any
aspect of life day by day. Others may, if
allowed, participate. Teachers and trainers
are already beginning to use this format to
communicate with learners.

White space
A term deriving from the print industry.
White space is space on a printed page or a
computer screen with nothing on it. White
space is important in order to avoid a cluttered appearance on a printed page or
screen. Too much white space detracts from
the content, but insufficient white space
makes the page or screen overcrowded and
difficult to read.

Webcam
A camera linked to a computer and to the
Internet. A live picture is uploaded from the
camera to the Internet every few minutes,
recording ‘real life’ in action. The image can
then be viewed from a web page.

Wildcard
A character, such as the asterisk (*), that
is used to stand for one or more letters
in a word, for example, if you use a search
engine to search for ‘*ffect*’, it will find
‘effect’, ‘effects’, ‘effecting’, ‘affect’, ‘affects’
and ‘affecting’.

Webcasting
The delivery of live online presentations or
broadcasts over the Internet.
WebCT
A software package that integrates online
communications software, with content
development software, enabling teachers
and trainers to create courses that are
delivered partially or entirely via the web:
www.webct.com. One example of a Virtual
Learning Environment – see VLE.
Website
An area on the World Wide Web where an
organisation or individual stores a collection
of pages of material. The pages are usually
interlinked with one another and with other
websites. Every website has a unique web
address - see URL.

Continuing professional development activities toolkit

Whiteboard
See electronic whiteboard.

Windows
Microsoft’s computer operating system
(OS). A computer program that manages
all other programs on the computer.
Windows Explorer
Microsoft’s tool, provided as part of
Windows, that enables you to inspect and
manage folders and files stored on your
computer. My Computer is an alternative
tool, also provided as part of Windows.
See folder.
Wireless mouse
A simple, cable-free input device that
communicates to a base station receiver
using infrared or radio signals.
Word
A popular word-processing package,
produced by Microsoft.
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World Wide Web
All network-accessible information; that is, all
the resources and users on the Internet using
the Hypertext Transfer Protocol (HTTP).
Worm
A computer worm is a self-replicating hostile
computer program, similar to a computer
virus. A virus attaches itself to and becomes
part of another program, but a worm is self
contained and does not need to be part of
another program to propagate itself. Worms
can cause considerable damage to computers.
Yahoo
A popular search engine and Internet
Service Provider – see ISP.

*Based on LLUK’s definition of e-learning.
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