Teaching – First Day Guide
The first day of teaching will all be delivered online. All of the learners are familiar with BBB from the previous semester, however, as the layout has changed somewhat on Moodle, we expect teething issues.
This is a guide on how to manage the first lessons of the semester.
Starting the lesson
Recording
Start the recording and inform the learners that the lesson is being recorded. They can access the recording after it is processed in the next 24 hours.
Tutorials
Ask the learners to watch the BBB tutorial at the top of the chat panel while you wait for everyone to join, even if they have seen it before. This is only for the first lesson of the day for the first week.
Registers
We are using Moodle registers to begin with which will be located in a hidden tab on the BBB course page, however, these won’t be ready until all students have been enrolled and placed in groups.
In the meantime, take a manual register. Use the Groups tabs on the timetable spreadsheet to identify the students who should be in your group. You can save the names of all learners quickly by clicking settings cogs above the list of User names >> Save User Names.
Please send your manual register to Tracey.
Introduction
Covid-19
We are still very much in the throngs of the pandemic and there many implications for the centre.
· Special rules in place in the centre including Social Distancing and reducing numbers in the building
· As many courses as can be delivered online will be taught online until half-term in 5 weeks
· We would like students to return to the centre for physical teaching but health and safety and government guidance remains paramount
· Some courses have a requirement for practicals / labs / specialist software for which you must attend the centre. Your lecturer will inform you about this
Moodle
Moodle has been restructured and students will need to re-enrol after they have logged in / made an account. Joining instructions have already been emailed to all students.
BTEC and VRQ – Learners will automatically be enrolled on to these course pages.
HNC – To enrol go to Courses >> Categories >> Higher Education >> Higher National Certificate. The enrolment key is HNCY1
Foundation Degree Y1 - To enrol go to Courses >> Categories >> Higher Education >> Higher National Certificate. The enrolment key is FD1
Foundation Degree Y2 - To enrol go to Courses >> Categories >> Higher Education >> Higher National Certificate. The enrolment key is FD2
Big Blue Button
All online lessons will take place on the BBB course page. Students will use their timetable to identify the lecturer they are with and then join their lecturer’s BBB room.
All lessons will be ended at the end of a session to save the recording. Learners will need to find the lecturer’s room for their next lesson using the timetable.
The Introduction tab on the BBB course page will highlight any key changes to the timetables. Click on Announcements for key information including the latest timetable.
Introduce the course and your unit
It is important to familiarise or re-familiarise the students with the course in terms of grading and structure.
Additionally, it’s important to introduce the students to the unit, no. of assessments, assessment timeline, resources etc. Take your time with this in the first lesson
Baseline Test
As mentioned, there should be a baseline test in the first lesson, to identify the strengths and weakness of your learners to help you with future planning. Please record the results of this and send to Sid.
The format of this could be a quick quiz with 10 questions.
Ending the lesson
Inform the students that the classroom will be closed at the end of the lesson and everyone must rejoin after break or move on to their next lecturer’s lesson. Closing the classroom will save the recording. 
Ensure you rename the recording when it is processed as follows:
[bookmark: _GoBack]Engineering Maintenance, Group 2A.


