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Section B:
Units, applications and tips

Application Guide for Leaders and Managers to Lead the Effective Use of Technology in the Lifelong Learning Sector in Wales

Area A: Managing self and personal skills Application

Relevant units for managers and leaders in 
the lifelong learning sector:

A2 
Manage your own resources and professional 
development (click to appendix for standard 
statements and technology elements).

Tips:

• When you’re trying out something new, why not discuss this with colleagues so that they can give
you feedback or encouragement 

• Be proactive; seek out other managers and leaders who are actively using technology

• Ask yourself/find out which new technology skills will really make an impact on how well you 
do your job

• Ensure your appraisal includes a discussion of your technology skills and knowledge

• Identify a colleague who might act as a role model in their use of technology

• Consider what software you can use to help you

• Remember that learning any new skill, including technology skills, requires practice, so make sure
you include hands-on experience

• If your organisation has a virtual learning environment (VLE), take every opportunity to use it.

Locating technology within your role and
responsibilities as a manager or leader:

• Identify your own skills in technology,
including where there are gaps and what
you need to improve on

• Identify your organisation’s developmental
needs and vision in relation to technology

• Inspire others within your organisation
through your use of technology and/or your
own personal development of understanding
and skills

• Ask others around you for help in
developing your understanding and skills
about technology.
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Supporting information:

• The annual British Education and Training Technology (BETT) show is a good place to see the
latest technologies for education, but go with an idea of what you want to look into, or you
will feel overwhelmed: www.bettshow.com

• The British Educational Communications and Technology Agency (Becta) website includes
information on emerging technologies. You can download emerging technologies for learning
at: http://publications.becta.org.uk

• Managing Information Across Partners (MIAP): http://www.miap.gov.uk

• An adult learner signed up for a landscape design course and was surprised and disappointed
when she found that computers were not used during the course. Nobody thought to ask the
learners whether they expected to use landscape design software.
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Section C: 
Glossary, acronyms and abbreviations

Application Guide for Leaders and Managers to Lead the Effective Use of Technology in the Lifelong Learning Sector in Wales

Glossary

Application guide A document which interprets and expands on the standards in relation to a 
particular subject area for a specific category of staff in the lifelong learning sector.

Application and Statements which shows an extension of the standards and elements and provides 
illustration guidance on the content of each element.

Assistive Assistive technology provides enhancements to technology which enables people to 
technology perform tasks that they were formerly unable to accomplish, or had great difficulty 

accomplishing. More information at: http://moodle.rsc-wales.ac.uk/accessibility/. 
Also see links in ‘Assistive technology’ on page 29.

Blended learning Learning that involves a ‘blend’ of methodologies, e.g. using an interactive 
whiteboard and paper based tools in a classroom setting, or making use of both 
text books and online resources.

Blog (and Short for web log, this is a personal online journal that is frequently updated: 
micro-blog) http://www.youtube.com/watch?v=NN2I1pWXjXI. Micro-blogs follow the same 

format but are limited to only a small amount of text e.g. Twitter.

Digital divide The gap between those people who have access to information technology and 
those with limited or no access: http://en.wikipedia.org/wike/digitaldivide.

Distance learning Learning that involves little or no ‘face-to-face’ teaching. This type of learning was 
typified by correspondence courses in the past, but now usually involves a large 
online component.

Element An area of knowledge, understanding and practice which details the specific 
application of the standard in a particular area.

e-assessment Assessment that involves technology in some way, for example, on-screen testing.

e-ILP Electronic individual learning plan see: 
http://en.wikipedia.org/wiki/Individual_Learning_Plan. 

e-learning ‘electronic learning’; the use of electronic technology to support, enhance or 
deliver learning.

e-portfolio A collection of electronic evidence assembled and managed by a user, see:
http://www.jisc.ac.uk/publications/documents/effectivepracticeeportfolios.asp.

Estyn The inspection service for education and training in Wales.

ICT Information and communication technologies; the combination of computing and 
communication technologies (including computer networks and telephone systems) 
that connects and enables systems e.g. the internet. 

ILT Information and learning technology, see ‘e-learning’ above.

Instant messaging A message – generally text – sent in real time via network e.g. mobile phone 
or online.
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Glossary

Interactive A whiteboard with interactive options – allows annotation of projected 
whiteboard text, images etc. Most of the interactive functionality is due to the software 

rather than the board. Examples include Smart and Promethean. Useful 
resources are often available from manufacturers’ websites.

Management Software to integrate institutional data such as attendance and achievement. 
information May also integrate with other software systems such as a virtual learning 
system (MIS) environment (VLE).

Mind-mapping Use of software to produce diagrams (‘mind-maps’ or ‘spider diagrams’) 
to summarise large quantities of data, see: 
http://en.wikipedia.org/wiki/List_of_Mind_Mapping_software. 

Mobile The use of mobile, generally handheld devices for teaching and learning. For 
technologies example; text messages for updates and reminders, phones/digital cameras 

to photograph project work, voice recordings on digital recorders/phones, 
digital timers/phones for experiments and satellite navigation devices for 
navigation/map work. Such technolgies are also useful where there is limited 
access to PCs. A case study from Wales may be viewed at: 
http://mlearn.pembrokeshire.ac.uk/files/final_report.pdf. See also list of 
appropriate websites on page 26.

MP3/MP4 An audio/video file format.

Netiquette Term referring to the correct ways of working online, see: 
http://www.bbc.co.uk/webwise/askbruce/articles/boards/netiquette_1.shtml.

Open source Software or online resources that are freely downloadable and editable.
software/resources

Pedagogic Online pedagogic planners help plan courses and lessons with access to additional 
planners materials such as lists of educational technology. Examples include Phoebe and the 

London Pedagogic Planner (LPP).

Plagiarism- Software that searches through scripts and compares with other online text, thus 
detecting software identifying possible plagiarism e.g. ‘Turnitin’ and Google search function.

Podcast A pre-recorded audio program that’s posted to a website and is made available
for download see: http://www.youtube.com/watch?v=le3qPEeaRiM

RSS feeds Allow subscriptions to updates from websites, see: 
http://www.youtube.com/watch?v=0klgLsSxGsU. 

Social Social bookmarking is a method for internet users to store, organise, search, 
bookmarking manage and share bookmarks of web pages, see: 

http://en.wikipedia.org/wiki/Social_bookmarking. A good example of a social 
bookmarking site is ‘delicious’: http://delicious.com. 
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Glossary

Social networking Online communication methods that may involve a range of media, see: 
http://www.youtube.com/watch?v=6a_KF7TYKVc.

Standard A statement which describes the skills, knowledge and understanding needed to 
undertake a particular task or job to a nationally recognised level of competence.

Teacher For the purposes of this document, the term teacher has been used generically to 
represent teachers, tutors, trainers, lecturers and instructors in the sector.

Text wall A website that receives and displays text messages from mobile devices. This 
allows feedback from learners to questions, discussions etc, and may be used in a 
similar way to voting systems.

Virtual learning A software system designed to facilitate teachers in the management of 
environment (VLE) educational courses for their learners e.g. Moodle or Blackboard, see: 

http://en.wikipedia.org/wiki/Virtual_learning_environment. 

Virtual worlds These are websites where individuals can assume the identity of specific 
characters (avatars) and interact with others. ‘Second Life’ is an example which is 
free to use. This technology is widely used for games (e.g. World of Warcraft), 
but also has significant educational potential, see: 
http://www.jisc.ac.uk/publications/publications/seriousvirtualworldsreport.aspx. 

Vodcast A ‘video podcast’ – a pre-recorded video file that is posted to a website and 
made available for download.

VOIP ‘Voice over internet protocol’; an online system allowing synchronous audio and 
video communication, using a microphone and web-cam e.g. Skype, which is 
currently free.

Voting A system involving PC, transmitter, and handsets that allow teachers to pose 
technologies questions and obtain responses from all learners in an active, anonymous way. 

Also known as ‘audience response systems’, ‘clickers’ see: 
http://www.elearning.ac.uk/innoprac/practitioner/strathclyde.html. 

Web 2.0 A second generation of websites focussing on contact, collaboration, and other 
social activities. Includes applications such as blogs, wikis and social bookmarking.

Wiki A website that allows permitted users to edit content in a collaborative way: 
http://www.youtube.com/watch?v=-dnL00TdmLY.

Wikipedia A wiki that can be edited by any user to create an ‘online encyclopaedia’. Note 
that whilst there is much useful information on the site, there is no guarantee of 
reliability and information should always be checked: http://www.wikipedia.org/.
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Acronyms and abbreviations

ACL Adult community learning

AO Awarding organisation

Becta British Educational Communications and Technology Agency

CPD Continuing professional development

DCELLS Department of Children, Education, Lifelong Learning and Skills

ENTO Employment National Training Organisation

FE Further education

FENTO Further Education National Training Organisation

HE Higher education

ICT Information and communication technologies

ILP Individual learning plan

JISC Joint Information Systems Committee

MIS Management information system

MSC Management Standards Centre

NGfL National Grid for Learning

NOS National Occupational Standards

RSC Regional Support Centre (JISC)

SSC Sector Skills Council

VLE Virtual learning environment

WBL Work based learning
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Section D: 
Online information support

Application Guide for Leaders and Managers to Lead the Effective Use of Technology in the Lifelong Learning Sector in Wales

Useful websites

NGfL Cymru http://www.ngfl-cymru.org.uk

JISC http://www.jisc.ac.uk

RSC Wales http://www.rsc-wales.ac.uk

NIACE Dysgu Cymru http://www.niacedc.org.uk/

Lifelong Learning UK http://www.lluk.org

Becta http://www.becta.org.uk

TEL Cymru http://telcymru.jiscinvolve.org

fforwm http://www.fforwm.ac.uk

Office for National Statistics http://www.neighbourhood.statistics.gov.uk

Information Commissioners Office (ICO) http://www.ico.gov.uk
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A selection of online tools and resources

Audacity® (for recording and editing audio) http://audacity.sourceforge.net

BBC Education http://www.bbc.co.uk/learning

BBC Learning for Adults http://www.bbc.co.uk/learning/subjects/
adult_learning.shtml

Blogs 2 Teach http://www.blogs2teach.net

Britkid http://www.britkid.org

CamStudio (for production of ‘how to’ http://www.camstudio.org
guides using PC content/applications)

Centre for Learning and Performance http://www.c4lpt.co.uk/index.html
includes Directory of e-learning tools

Excellence Gateway http://excellence.qia.org.uk

Fast Tomato http://www.fasttomato.com

Ferl: Teaching and Learning Resource Bank http://www.excellencegateway.org.uk/
page.aspx?o=nav-resources

Flickr (photo upload and viewing) http://www.flickr.com

Gathering the Jewels (images of http://www.gtj.org.uk
Welsh culture)

Generator http://www.generatorfeandskills.com

Gold Dust (teacher training support) http://excellence.qia.org.uk/GoldDust

Hot Potatoes™ (interactive quizzes) http://www.halfbakedsoftware.com/hot_pot.php

Internet Detective (tutorial on http://www.vts.intute.ac.uk/detective/
internet searching)

Intute (subject specific resources and http://www.intute.ac.uk
free internet tutorials) http://www.vts.intute.ac.uk

JISC Collections Catalogue of http://www.jisc-collections.ac.uk/
Online Resources

KnowUK and NewsUK http://library.wales.org/reference-resources/
knowuk-newsuk/

Learning Technologies http://www.learningtechnologies.ac.uk

Learning and Skills Improvement Service http://ecpd.bdplearning.com/ecpd/index.php
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A selection of online tools and resources

Moodle http://moodle.org/

NLN Materials http://www.nln.ac.uk/materials

Staff Development E-learning Centre http://www.sdelc.co.uk
(SDELC)

Survey Monkey http://www.surveymonkey.com/

TeacherTube (many subject specific videos) http://www.teachertube.com/index.php

UK Adult Basic Skills Resource Centre http://www.skillsworkshop.org

Videojug (a range of ‘how to’ videos) http://www.videojug.com

Virtual Training Suite of Internet Tutorials http://www.vts.intute.ac.uk/

Webquest UK http://www.webquestuk.org.uk/webquestuk_library.htm
http://webquest.org/search/index.php

Wikibooks http://wikibooks.org

Wikispaces http://www.wikispaces.com

Wink (screen capture application) http://www.debugmode.com/wink

Xerte (content creation with http://www.nottingham.ac.uk/xerte
accessibility features)

YouTube http://www.youtube.com
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Assistive technology

AbilityNet http://www.abilitynet.org.uk

AccessApps http://www.scottish-rscs.org.uk/access/?page_id=217

SimDis http://www.techdis.ac.uk/simdis

TechDis http://www.techdis.ac.uk

TechDis Accessibility Essentials http://www.techdis.ac.uk/index.php?p=3_20

TechDis: aspects of accessibility legislation http://www.techdis.ac.uk/resources/sites/staffpacks/
Staff%20Packs/Accessible%20Learning/Intro%
20to%20Legislation.xml

HiSoftware http://www.contentquality.com

I am Dyslexic http://www.iamdyslexic.com

Deafsign http://www.deafsign.com/ds/index.cfm

Mobile technologies

M-learning http://www.m-learning.org

Mobile technologies – the handheld choice http://www.niace.org.uk/mobiletechnology

Molenet http://www.molenet.org.uk/

TechDis – m-learning and accessibility http://www.techdis.ac.uk/index.php?p=9_5
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Section E: Appendix 1
Unit A2: Manage your own resources and professional development

Application Guide for Leaders and Managers to Lead the Effective Use of Technology in the Lifelong Learning Sector in Wales

You must be able to do the following: Element:

1. 1.1
Evaluate, at appropriate intervals, the current Use technology to help you evaluate the
and future requirements of your work role, requirements of your work role.
taking account of the vision and objectives of 1.2
your organisation. Take account of your organisation’s vision and

objectives for use of technology when 
undertaking evaluations.

2. 2.1 
Consider your values, career and personal goals Understand how you can use technology to help
and identify information which is relevant to you consider your goals and identifying 
your work role and professional development. information relevant to your work role.

2.2
Identify the development of your technology 
skills and knowledge.
2.3
Work with colleagues to arrive at your shared 
values in relation to technology, then investigate 
where technology can serve these values.

3. 3.1 
Discuss and agree personal work objectives Understand how technology can help you to 
with those you report to and how you will discuss and agree work objectives and also 
measure progress. measure progress.

3.2
Include your use and potential use of technology 
when discussing your work objectives.

4. 4.1 
Identify the learning styles which work best Consider your preferred learning styles when 
for you and ensure that you take these into deciding how to learn new technology skills.
account in identifying and undertaking 4.2
development activities. Recognise developments in learning technology 

and how these can support or challenge the 
learning styles that work best for you.

5. 5.1
Identify any gaps between the current and Use technology to help you identify gaps in your 
future requirements of your work role and your knowledge, understanding and skills.
current knowledge, understanding and skills. 5.2

Consider aspects of your work that relate to 
use of technology.


