TEEP Case study and Resource Guidance

The TEEP programme has a website which houses documents, resources, lesson plans and activities, developed by practicing teachers based on the principles of TEEP. The website aims to allow anyone trained in TEEP to contribute their own resources they have tried with students for the benefit of other practitioners. 

To ensure others can make good use of the resource and the website is able to display them accurately please follow the guidance below.

Case Studies 
The purpose of the case study is to disseminate good practice and share valuable lessons across the network.  Case studies should be 800 to 1000 word reports, illustrating innovative transferable practice.  A good case study will contain enough information about the context and focus of activity to be meaningful to an outside audience. In order to be useful to other schools it should be objective.

A template is provided at the end of this document to help provide guidance on how to structure the case study to support readers.  

Additional supporting resources can be referenced in the case study and uploaded to the same section of the website, but it is important to name the resource file the same as the reference in the case study.
Alternatively you can upload the case study and supporting resources as a zip file.

Transferable resources
The resource should be aimed for teachers at specific key stages, although may be adaptable for all. It could be a single resource for use in the classroom, or a set of lessons on a topic, including the resources to deliver it successfully. It could also be a series of activities with some suggestions about how they can be used / adapted for different groups.

It needs to have been tried and refined in the classroom.

When you upload the resource you will be asked for a title and short summary.  It is these that explain to users quickly what the resource is and how to use it so be as clear as possible. You may like to include an additional section in your resource explaining how it is used. 

A template is provided at the end of this document which you could use as a cover sheet to give more information on your resource.

In addition you may like to consider writing a short case study explaining why you developed the resource, how you used it and the outcomes. 

If your resource consists of multiple documents, you may find it easier and quicker to upload them in one zip file, rather than upload them individually



Making documents web friendly

Take a few minutes to look over the following hints on producing material for the web.

Do:
· Include your own photographs.   Remember to get permission from anyone in the photos – not everyone wants to suddenly find their photo, or their child’s photo, on the web and it is also against the Data Protection Act
· Add your own or royalty free music.   Remember songs are subject to copyright laws and professional recordings may be subject to performing rights fees 
· Include links to other websites.  Most people love you to link to their websites, but make sure you link to the actual website and not to documents or games that you have opened from the site
· Include your own short video clips.  Remember permissions and copyright music though! Think about background noise and using a tripod
· Give your work a title and summary.  Think – what helps you decide whether or not you want to open a document?

Don’t:
· Think that you can use any photo or video clip you find on the internet or photo libraries. Unfortunately these will be subject to copyright law – just link to the site where the clip can be found
· Include the latest pop song as background music.  Again the dreaded copyright – why not ask your students if you can use them playing their own compositions instead
· Include full names of pupils

Before you start think about:
· Who will be using the resource – What will they find useful?
· File size – files need to be less that 10MB in size. (If you can compress images to make the file smaller please do)
· Video length – Do you watch 15 min video clips; would a 3 min clip have been better?
· Copyright – Have you created all the material or is it someone else’s?
· If you have multiple files is it worth zipping them together so users can download them all together?  Use a programme like Winzip to this

What type of file?
We can now add most types of documents or resources onto the website. We try and use common file types so that more people can use them. Common file types:
· Word (.doc) and (.docx) 
· Powerpoint (.ppt) and (.pptx) 
· Excel (.xls) and (.xlsx) 
· Pdf (.pdf) 
· Microsoft media player (.wmv) 
· Audio/video file (.avi) 
· Jpeg (.jpg) 
· Zip file (.zip)

If you have publisher files please save them as pdf before uploading 

We cannot include any material that is not your own copyright, or where you have not obtained permission for it to be used on the TEEP website. This includes photos, music, videos and resources downloaded from other websites.

Consent forms are available from the trainers’ areas on the website or through the TEEP team at teep@ssatrust.org.uk. 

Legal requirements:

Consent from individuals mentioned:  In order to comply with the Data Protection Act 1998 we need consent from individuals mentioned in a case study before uploading that case study on our website. Please ensure that the case study consent form is completed for each individual person mentioned in the case study. It should be retained locally by the team that has commissioned the case study. To speed up the process avoid mentioning other people’s names unless absolutely necessary. 

Consent for use of photographs:  It is a legal requirement that a photo consent form be signed before photos of individuals may be posted on the website. Please ensure that all individuals included in photographs you are submitting have completed a photo consent form, which can be found on the memory stick provided in your welcome pack.  Any picture that shows a child who can be identified must have permission from the parents or your head teacher. 

Using photographs:  If you would like to include graphics with the case studies please do not embed them in a document – send them as separate files (logos as gif files and photos as jpg files). 
If you have been asked to write the case study by a member of the SSAT staff please send the files to them. 






[bookmark: _TEEP_Case_study]TEEP Case study template

	Title
	Something snappy yet descriptive. Please ensure it tells us what clearly what the case study is about so people are encouraged to open it.

	What is the project?
	Introduce the project in 1-2 sentences. Including information about who it was with (students/own department/whole school/NQT etc) and also the type of project (department training, school PD days etc) 

	Key objectives
	Why was the project started? What barrier to learning were you trying to overcome? What did you want your ultimate outcome to be for the learners involved?

	The area of innovative learning that was developed was...
	Descriptive.  

Describe how you planned and carried out the project. How did you develop your scheme of work? What materials did you produce and who did you work with? What resources can you upload to support this resource becoming fully transferrable?

	Evidence of success
	Evaluative

Did it meet its objectives?
Impact on pupils?
Impact on teachers or the wider community?
Performance indicators

	What did and didn’t work
	Evaluative.

Relate aspects of the learning, which did and didn’t work and possible causes. 
Consider the barriers and challenges to the learning.

	The future
	Is this area of learning being developed or continued?
What changes are you planning?

	Other information
	Other information you consider important to the area of learning you developed?
e.g possible websites that would be useful for users to access.

	Your name and organisation/school:
	Please provide your name and organisation. You may include contact details if you wish them to be in the public domain. 

	Context/background of organisation/school 
	A brief explanation of this will helper readers understand the background of the project and case study



In order to support our development of the web pages and in particular access to your case studies when you upload this to the website you will be asked to ‘tag’ it in relation to key stages, subjects and the TEEP cycle where relevant.  You will also be asked to provide your name and contact details to allow the TEEP team to make contact with you but these will not be made public.

[bookmark: _TEEP_Resource_cover]TEEP Resource cover sheet template

	
Title

	Something snappy yet descriptive. Please ensure it tells us what the resource is about so people are encouraged to open it.

	What is resource (explanation for website)
	Introduce the resource in a few sentences. Who is it aimed at (age group / key stage) and how can it be used? 

	Background and personal reflection
	Why did you develop this resource? What did you want your ultimate outcome to be for the learners involved? How did you use it and what was the impact/outcome? Organisation and practical considerations, next steps?

	Resource
	Explanation of what the resource is, document/activities involved, list of attachments or associated resources,

	Comments
	Any other comments about the resource

	Your name and organisation/school:
	Please provide your name and organisation. You may include contact details if you wish them to be in the public domain.

	Context/background of organisation/school
	A brief explanation of this will help readers understand the background of the project and case study
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