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Introduction

The Devon ACL ‘Moodle’ web site (www.dacl.org) can help you offer your learners more. 

It can also help you fulfil some of the ‘new & emerging technology’ requirements set out in the ‘Professional standards’ issued by the LLUK including:
BP 3.1 
Communicate effectively and appropriately using different forms of language and media, including … new & emerging technologies to enhance learning.

CP 3.5 
Make appropriate use of, and promote the benefits of, new & emerging technologies.

DP 1.2 
Plan teaching sessions which meet the aims and needs of individual learners and groups, using a variety of resources, including new & emerging technologies.

EP 1.2 
Devise, select, use and appraise assessment tools, including where appropriate, those which exploit new & emerging technologies.

(For more details, go to www.dacl.org then click on ‘Professional standards from the LLUK’) 
1. How Moodle can be of practical use

1a) In between sessions it can help learners to:

· look at related topics that might interest them;
· have another go at topics you put there from the latest session – to help understand them better (if using audio files they can listen too);
· catch up on a missed session so they don’t fall behind;
· do ‘homework’ activities you put on Moodle for them;
· look at things – that you put there - ahead of the next session.
1b) During a session (if you have access to it) it can help you to:

· Use learning materials - saved on the Moodle or accessed via links on it:  

· for whole-class work eg using materials that require discussion to provide an answer – with a data-projector so all learners can see and be involved;
· for individuals or pairs – using interactive materials eg for differentiation, or personal learning – whilst other learners work on non-computer activities. 

· Remind learners of what has already been covered on the course.
· Show learners what is coming up next, and relevant inspirational work.
· Demonstrate what’s available on the Moodle so learners are motivated to go home (or to the library etc) and try for themselves.
2. Equipment – anyone using it will need:

· A computer connected to the Internet.  This could be, for example: at home, at the local library, at work, at a friend’s house - or at an ACL centre.

· Alternatively, any other item that connects to the Internet can be used - including a mobile phone with web-browser facility on it.

Note: The main DACL centres now have wireless systems so tutors – and learners - can connect to the Internet from most rooms, using eg a wireless-enabled laptop.  You will need to contact admin staff in advance to get the security code in order to use this system.

3. To make the most of the DACL Moodle you will need to be able to:
· Upload copies of your notes, handouts, homework activities, plans etc.
· Create simple pages on the Moodle to give advice and information to learners.
· Add links to the items you have uploaded, and to external websites.
If you can already do these basic activities you may also want to:

· Set up and use one or more forums to encourage learners to share & compare

· Use a ‘virtual gallery’ as a place to store and display images relevant to the course
· Add quizzes or questionnaires to check on learning and record progress

Working with Moodle need not require extra time from you, overall.  For example, by putting handouts on Moodle you may then avoid searching around for paper copies whenever learners ask for one they’ve lost or missed.  

4. Health & Safety

When you use a computer, please make sure you can tick all of the following:
	Is the seat at a height where you feel comfortable using the keyboard & mouse?
	

	Is the screen set to a comfortable angle and height for viewing?
	

	Is the screen placed so that there is no glare from windows or lights

 - either behind the screen or reflected on it?
	

	Do you look away from the screen, every few minutes, at something across the room or out of the window? (Important for relaxing your eyes.)
	

	Do you take a break every 15-20 minutes, get up & briefly do something else?

(Helps concentration and helps prevent muscle problems.)
	

	Do you sit upright (and not slumped in the chair!) when using the computer?

(This is important to prevent aches and pains later)
	


For more details on Health & Safety when using a computer:

· go to www.dacl.org 

click on ‘Are you sitting comfortably? - Health, Safety & Computers Resource’

· Skills involved in using the DACL Moodle – as a Tutor

Name: 
   Date: 


This checklist should give you an indication of the skills required to make use of Moodle. 
For each item below, please tick a box on the right to show what you can currently do.

	A
	Basic Skills – general computer and Internet
	Don’t

know
	No
	With

help
	Yes

	
	Use a keyboard to type in short pieces of text, and a mouse to point and click items on screen. See Note 1 below.
	
	
	
	

	
	Use a web-browser (eg Internet Explorer) to visit a website if you have been given its address (eg www.bbc.co.uk).
	
	
	
	

	
	Use links within a web page (eg the ‘pointing hand’ symbol) to go to other places.
	
	
	
	

	
	Use the Back and Forward buttons in the web browser to go back one page, or more, then forwards again.
	
	
	
	

	
	Print out web pages from within the web browser.
	
	
	
	

	
	Preview before printing, then print just chosen pages (especially if it’s a long document).
	
	
	
	

	
	Use ‘Save target as…’ or similar to save a file to the computer – and so get round problems downloading.
(eg by right-clicking an item then selecting ‘Save target as…’)
	
	
	
	

	
	In the web browser, save a web address as a Favourite (or similar) to avoid the need to re-type it in future.
	
	
	
	

	
	If watching a video clip online, or listening to a sound file, use the on-screen pause, rewind and stop buttons.
	
	
	
	

	
	Download and install a free piece of software 

eg Macromedia Flash player.
	
	
	
	

	
	Use a ‘bread-crumb trail’ to move about within a website.

(This is the line at the top of some websites, including Moodle,  that shows where you are in the system.)
	
	
	
	

	
	Read and reply to items in an online ‘forum’
	
	
	
	

	
	Upload digital photos or other images to a web-site
(eg using the ‘Browse’ button & finding the file to upload)
	
	
	
	

	
	Use email software to send, read and reply to emails.

(Yahoo, Hotmail, Outlook or any other email software).
	
	
	
	

	
	Attach a file to an email that you are sending and 

download (save) an attached file that has been sent to you 
	
	
	
	


Note 1:
Users with disabilities may wish to use other methods of interacting with the computer including voice recognition software, specialist input devices, track balls etc.

Technical Things – don’t worry if you don’t know the answers here – but it helps if you do
	B
	About the computer you are likely to use…
	Don’t

know
	No
	I think so
	Yes

	
	Does the computer you use have access to the Internet?
	
	
	
	

	
	And if it does, is this fast speed eg ‘broadband’?
	
	
	
	

	
	Does it have antivirus software that is frequently updated?
(Eg it updates automatically whenever you are online.)
	
	
	
	

	
	Does it have a ‘firewall’ that is frequently updated?

This is often included with the antivirus software.
	
	
	
	

	
	Does it play sounds – eg through speakers or headphones?
	
	
	
	

	
	Does it have a ‘media-player’ programme on it?

(eg Windows Media Player – which is free with Windows.)
	
	
	
	

	
	Does it have Adobe Reader software on it?

This can be downloaded for free.
	
	
	
	

	
	Does it have Macromedia Flash player on it?

This is also free to download.
	
	
	
	

	
	Does it have Microsoft Word or the free ‘Word Viewer’ on it?
	
	
	
	


Moodle Experience
Have you used Moodle (or a similar ‘virtual learning environment’ system)?

( No
- please read through section C below, but don’t answer the questions
( Yes
- please use this box to say what you have used it for, then do section C below.
	C
	Basic Moodle Skills
	Don’t

know
	No
	With

help
	Yes

	
	Turn editing ‘on’ in a course, and ‘off’ again.

(You need to be logged in as a tutor first.)
	
	
	
	

	
	Create a topic heading or a label in Moodle.
	
	
	
	

	
	Create a ‘web’ page within Moodle and type in text.
	
	
	
	

	
	Move items up or down within a Moodle course page.
	
	
	
	

	
	Upload files from a computer or memory stick etc to a course, using the ‘Files’ section of the Admin block.
	
	
	
	

	
	Create a link from within a Moodle page to an uploaded file
	
	
	
	

	
	Create a link from within a Moodle page to connect to an external website – so that it opens in a new window.
	
	
	
	

	
	Create a forum in Moodle and type in the introductory text.
	
	
	
	

	
	In a ‘wiki’, type text in to the editing window, format it (eg using the Bold button, or bullets button) and save
	
	
	
	


Thank you for completing this questionnaire.
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