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Virtual learning packs
Teachers’ Information

Welcome 
This pack includes all of the information you need to make the most of Museum of Cardiff’s virtual learning packs. 
If you have any further questions please get in touch with our Learning and Outreach Officer: cardiffstory@cardiff.gov.uk 

Learning at Museum of Cardiff
Museum of Cardiff’s mission is to bring people together to discover more about themselves, each other and Cardiff.

This ethos is at the heart of the Museum of Cardiff’s learning programme and is integral to its every activity.
The Museum celebrates Cardiff’s heritage for residents, tourists and visitors to the city, encouraging active citizenship and lively engagement with the area’s history and culture.
The Museum runs a lifelong learning programme and is committed to enabling visitors to learn, and to enjoy learning, both formally and informally.  
Museum of Cardiff’s virtual learning packs use objects, personal stories and memories. Our packs are designed to enable learners to make connections, develop their understandings of their locality and community as well as their creative and critical thinking skills. 
A virtual learning pack provides:  
· An enjoyable and interactive experience.
· Professional museum knowledge and content.
· Content to use to suite different learning styles and ensure activities are appropriate and accessible to learning needs.





There are two types of virtual learning packs.

Option 1: Self-guided

This option includes access to one virtual learning pack, which consists of a themed pdf and easy read resource with varied activities and supporting teaching notes.

The ‘Life as a Child’ virtual learning pack includes resources related to life as a child during the Victorian period, the Second World War, leading up to life as a child today.

Option 2: museum led

This option includes access to one virtual learning pack. The pack consists of a themed pdf and easy read resource, with varied activities and supporting teaching notes. Plus a maximum of two, one hour long virtual workshops delivered over Microsoft Teams. Workshops need to be booked in advance by contacting our learning and outreach officer: cardiffstory@cardiff.gov.uk

Each virtual learning pack is colour coded based on the separate themes. 

Words with a * star after them are included in the glossary words on each resource. 

Each themed resource contains the following downloadable documents (available in Welsh or English): 
· A themed PDF resource
· An easy read, word document of the resource
· Teaching notes with suggested additional follow up activities. 


Please read the following information prior to using a virtual learning pack:

Practical information
 To make the most of our virtual learning packs, we will provide different themed resources as a pdf and easy read word document for you to use in your lessons, with additional teaching notes to support. E.g. downloadable and printable activity sheets.
Across all of our learning activities, we have developed activities that promote team work between pupils, encourage use of imagination and good wellbeing, for example; Discussions and drawing activities. 
If you’ve booked option 2, which includes a facilitated workshop led by the museum team: please see the information below on how to access the workshops, as well as our safeguarding policy.

Microsoft Teams Workshops
We will be using Microsoft Teams for facilitated workshops as it offers a secure and simple way for us to provide virtual workshops and activities. 
Our learning and outreach officer will send you a booking form to confirm your virtual workshop. Please sign and return this form by email to confirm your booking.
When you book a workshop, you will be sent a meeting joining link to enable you to join in our secure sessions on your booked date.
Further information about how to access a workshop using Teams, and our safeguarding policy for the virtual workshop, can be found below. 

How virtual workshops work on Microsoft Teams 
•Once booked details of your chosen workshop will be sent to your school in advance of the scheduled date along with a pre workshop suggested activity. 
•A Microsoft TEAMS meeting invite will be emailed to the teacher who was named at the time of the school booking as present during the workshop.
•The core requirements the school needs for the workshop are network/Wi-Fi access and laptop with camera and microphone. The teacher will also need to set up a projector or Smartboard in the classroom so that the whole class can see the presentation.
•To ensure the smooth running of the workshop on the scheduled date, a mutually convenient time to test the link / URL for the Teams meeting will be arranged with the named representative at your school.
•On the scheduled day of the workshop we ask that you access the Teams meeting link for the workshop 15 minutes before the starting time. This is to ensure that any unexpected connectivity issues can be addressed.
•In the event of the workshop needing to be rescheduled due to unexpected technical difficulties, the workshop will be rescheduled for the earliest possible alternative date.
•During the workshop, our museum learning and outreach officer will lead the workshops, facilitate the activity and interact with the class. The teacher needs to be present with the class at all times.
•The Teams Chat facility will be available for teachers to message a member of staff from the museum. However, we will request that Chat isn’t used unless for an urgent message, to avoid causing distraction while the workshop is in progress

We hope that you will enjoy your Museum of Cardiff virtual workshop!

Safeguarding and code of conduct
 Museum of Cardiff’s Safeguarding Policy remains in place in line with Cardiff Council’s policy and procedures. These guidelines have added detail to protect both our staff and participating schools and groups during online engagement. We ask teachers to read them to help us provide a safe digital learning environment:
When facilitating virtual sessions with schools: 
We will:
• School teachers will gain parental consent for pupils (children, people under the age of 18) to access the virtual session
• Log in using a museum work account, never a personal account
• Lock sessions once they begin to lower the risk of others gaining entry to the sessions
• Allow only the Museum staff to share screens (not students)
• Ensure there is a schoolteacher, carer (or guardian for home schooled) present in all sessions
• Restrict chat function to any private conversations
•Have a waiting room/lobby to monitor who is joining.
•Only run a workshop if at least one teacher from the school is present with pupils
• Disable the ability for anyone to join a session before Museum staff
• Ensure the sessions are streamed from a suitable room.  Where possible use virtual backgrounds or plain walls with good lighting to ensure the participants / students are able to concentrate on the facilitator and don’t see any personal items of the facilitator.
• Staff will be professionally dressed with camera kept at eye height and act as suitable role models to young children
•End the meeting for all at the end of the session
We will not:
•	Share any photos or videos of the sessions without school consent
•	Record any sessions
•        Share joining links with anyone outside of the organisations or group/ participants booked to attend the session

Managing Behaviour:
• We will share guidelines with teachers and/ or participants in advance of how to enter the virtual session and expectations of the session
•It remains the responsibility of the teacher to manage pupils’ conduct throughout the workshop
•All participants, including pupils, school and museum staff, will treat one another with respect, speaking with courtesy and abstaining from foul, abusive, racist, prejudice language or any inappropriate or suggestive comments
•If a student is misbehaving the facilitator will pause delivery until the situation is settled by the teacher
[bookmark: _GoBack]•If the group’s behaviour becomes disruptive, impeding delivery of content, the facilitator has the right to end the workshop.

We hope that you will enjoy your Museum of Cardiff virtual learning pack.
It’s important that we get your feedback in order for us to continue to develop our offer to schools.
Please email your feedback and any further queries to: cardiffstory@cardiff.gov.uk
Follow us on Social media: Twitter: @TheCardiffStory  Facebook.com/CardiffStory
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