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Assignment 506 Developing, using and organising resources within a specialist 

area.  

Task B Information booklet  

 

As part of the project, you are required to produce an information booklet in 

which you:  

a) explain ways in which resources can be classified and stored (ref. 3.1)  

b) review ways of sharing resources with other learning professionals (ref. 3.2)  

c) review legal requirements and responsibilities relating to the development and 

use of resources (ref.  

4.1)  

d) analyse the implications of intellectual property rights and copyright for the 

development and use of resources, (ref. 4.2)  
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Defining resources  

According to (Hillier, 2012), learning does not happen in isolation. The content 

of a topic is reinforced by showing examples or providing opportunities to try 

things out. Hillier divides resources into  

 Teaching resources: these are primarily used by teachers to demonstrate 

how to do something or to illustrate a point 

 Learning resources: the resources that the learners use to learn by 

themselves  

However, the distinction is often blurred.  

The table below contains examples of resources.  

Information and communication 

technology 

computers/laptops/netbooks/tablets  

Interactive whiteboards  

Internet  

Mobile phones and smart phones  

photocopier  

 Social networking  

Video recorder • Virtual learning 

environment (VLE)  

Objects Realia  

People Colleagues 

Information, guidance and careers 

staff  

Learners  

subject experts  

Specialist speakers  

Volunteers 

Outside event  Libraries  

Museums  

Visual aids Charts/posters  

Flip chart, paper and pens  

Maps  

Presentations  

Photographs  

Whiteboard 

Other resource materials Handouts  

information leaflets  
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Maps  

Newspapers  

Photocopies of documents  

Text books  

Word searches/crosswords  

Worksheet 

Adapted from Gravells, 2013 (Gravells, 2013) 

Resources can be further subdivided into categories, depending on their 

potential usage. The illustration below is adapted from Gould and Roffey-

Barentsen (Roffey-Barentsen, 2014) 

 

 

 

Storing and classifying resources  

Teachers should provide learners with resources that are engaging and suitable 

for a range of learning experiences. Resources should also be kept up to date. In 

order to achieve this, teachers need to gather, adapt and create resources for 

a ‘resource bank’. Resource banks can include ‘hard’ or digital copies of the 

materials. There is a number of ways of organising materials. Resources can be 

organised by weeks in the SOW, by themes or tasks.  

• Simplifying
/Helping 
memory 

•Reference 
material 

•Presenting 
content 

• Recording 
learner 
contribution  

Whiteboard

Interactive 
whiteboard

Flip chart  

Overhead 
projector

PowerPoint slides 

Video clips

DVDs

Photographs 

Handouts

Worksheets

Realia

Charts and 
posters

Case studies 

Textbooks

Internet

Journals 
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Hertford Regional College (College, n.d.) 

The image above illustrates centralised storage of resources. The staff retains 

control over the content of the files.  

Learners can access materials via VLE. According to (Gravells, 2013), resources 

can be uploaded on VLE or emailed to the learners. Gravells states that it will 

also aid sustainability. Most educational institutions use Moodle. Moodle also 

contains resources organised according to the departments and courses.  
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Hertford Regional College (College, n.d.) 

 

Hertford Regional College also uses studynet which is the University of 

Hertfordshire’s Managed Learning Environment, or ‘MLE’. MLE contains course 

related resources and Wikis.  

 

Hertford Regional College (College, n.d.) 

 

Materials stored on VLE must be ‘fit for purpose’. Simply posting a set of notes 

on VLE may not be helpful. According to (Gravells, 2013) all resources must be 

inclusive, promote equality and diversity as well as be grammatically correct. 

Resources must also be accessible in terms of readability and level.  

Many educational institutions, including CONEL, have also developed learning 

resource centres in recent years. These centres consist of a traditional library 

as well as digital resources. The resource centres offer a drop in service and 

provide learners the opportunity to use materials and computers. Learners can 

write reports, use the printers, search the web for information or undertake 

learning through web-based learning. Some institutions also use these centres 

for initial and diagnostic assessments.  
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CONEL (CONEL, n.d.) 

Sharing resources with other professionals  

An educational institution should be committed to creating a ‘professional 

learning culture: a culture which views learning as a valued activity in its own 

right. This includes learners as well as teacher learning, i.e. CPD. Learning is the 

most effective when it is done collaboratively. 

Fisher (Burnaford, 2001), cited in an online document produced by Jonathan 

Crichton for the Australian Government’s Teacher Programme (Developing a 

Proffesional Learning Culture ), points out that effective teaching is informed 

by personal knowledge, reflection and networking with colleagues. Networks are 

an important part of the professional learning culture. As Lambert points out, a 

professional learning community offers opportunities for reflection and 

collaboration. (Lambert, 2000). Resources can be shared via networking with 

colleagues and attending training and CPD sessions. Resources can be emailed to 

other staff or shared via various websites or apps, such as Wikispaces 
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Classroom (Wikispaces, n.d.) or Edmodo. (edmodo, n.d.) 

 

Edmodo app/website (htt32) 

 

 

Wikispaces (Wikispaces, n.d.) 
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Hillier points out that, some teachers have an attitude that if they have spent 

time creating resources, they should not have to share them. (Hillier, 2012) 

Hillier goes on to say that this is very short-sighted and that sharing strategies 

and resources can be very rewarding.  

Petty points out that gateway sites collect and share educational resources. One 

such example is the Excellence Gateway which is supported by the Education 

and Training Foundation (Petty, 2004). The Excellence gateway offers 

resources and examples of good practice with the aim to improve the teaching 

and learning provision.  

 

The Excellence Gateway (Gateway, n.d.) 

PowerPoints can be shared on a Slideshare (Slideshare, n.d.) or Prezi (Prezi, 

n.d.). Apple smartphones and iPads have a similar application to PowerPoints 

called Keynote. Keynotes can also be shared as well as converted into 

PowerPoints or PDFs using specialised software.   
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Slideshare (Slideshare, n.d.) 

Staff at Hertford Regional College share resources via STAFFNET which can 

be accessed via Staff links. Tutors can then access resources from various 

departments by clicking on ‘teaching and learning’ and accessing ePOF database. 

It is one example of internal file sharing allowing near complete access by staff.  

 

Hertford Regional College (College, n.d.) 
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As already mentioned, centralising resources via STAFFNET or Moodle enables 

staff to have control over the content of the files. This is also allows 

standardisation of resources. Standardisation is defined as a consistency and 

agreement of expected standards as well as content. (Wilson, 2014). 

Standardisation does not just concern the teaching and learning materials. 

Assessment materials and assessments must also be standardised. This means 

that all teachers must mark assessments in the same way.  

Teachers can attend face-to face case meetings to determine the validity and 

reliability of assessments. Alternatively, teachers can undertake 

standardisation online. For example, AQA’s (provider of academic qualifications) 

teacher online standardisation system allows quick standardisation of 

assessments. (AQA, n.d.). Below is AQA’s guide to online standardisation.  

 

AQA (AQA, n.d.) 

 

STAFFNET will also include links to learners’ personal details and details about 

their learning progress. All staff at the educational institution must be involved 

with an individual learner. This means that all staff must also be informed of 

the individual learner’s Individual Learning Plan. Petty states that ILP includes 

outcomes of the Initial and Diagnostic assessments, any required individual 
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learning support and the learner’s goals and aspirations. (Petty, 2004). Sharing 

ILPs with other professionals will enable teachers to devise effective resources 

and teaching and learning activities for the learner. This will allow staff to 

respond to the learner’s needs and ensure learner success. 

Legal requirements  

 

(htt33) 

A teacher’s role is to promote health and safety awareness in their learners. 

One of the ways a teacher can do this is through best practice and leading by 

example. Teachers must also adhere to rules when using resources. Some of the 

rules relate to the Health and Safety at Work Regulations (1999) and Health 

and Safety at Work Act (1974). This legislation seeks to minimise risk and 

prevent unsafe practises. Further information can be found on hse.gov.uk 

website. (Executive, n.d.). Teachers also have a responsibility to ensure the 

safety of their learners as well as of themselves. Teachers must adhere to safe 

practices when using resources in the classroom. All electrical equipment must 

be PAT tested and used in a safe way. A teacher must make sure that the plug 

sockets or extension leads are not overloaded. This applies to the safe use of 

computers, IWBs and printers. The classroom must be checked for any trailing 

cables and safe movement around the room must be ensured.  
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(htt34) 

Equality Act 

 

(htt35) 

The Equality Act 2010 consolidates all anti-discrimination legislation in the UK. 

The Act defines 9 protected characteristics: race, sex, sexual orientation, 

gender reassignment, disability, age, marriage and civil partnership, pregnancy 

and maternity, and religion and belief. An educational institution must use 

positive and inclusive messages in the teaching and learning materials which 

reflect the learners’ diversity. The images should include people from various 

cultures and the names should also reflect the diversity of the learners.  
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Stonewall poster (Stonewall, n.d.) 

A teacher can include positive images of same sex families or portray people 

with disabilities as successful and autonomous individuals, as opposed to 

portraying them as victims. Another way of including images that challenge 

stereotypes is portraying a female construction worker, a male nurse or an 

academic traveller, as opposed to portraying travellers as fortune tellers. For 

example, a charity Stonewall provides a number of resources, including posters, 

for teachers as well as trainee teachers as a part of their campaign to prevent 

homophobic bullying. (Stonewall, n.d.) 
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The Equality Act 2010 (htt36) 

Data Protection Act 1998 

Teachers may wish to use videos and photographs of the learners as teaching 

and learning resources. Asking permission to take photographs or videos is, 

under most circumstances, enough to ensure compliance with the Data 

Protection Act.  

 

Data protection image (htt38) 

 

 



16 
 

 

 

Copyright  

Similar rules apply to the legislation and copyright. Copyright legislation 

protects the rightful owners against compromising the intellectual ownership of 

their material, i.e. plagiarism. . All resources must comply with the intellectual 

property rights. Wilson (Wilson, 2014) defines plagiarism as a writer using 

somebody else’s work without acknowledgement. Plagiarism is against the 

Copyright, Designs and Patents Act 1988, and the Copyright and Related Rights 

Act 2003. (Wilson, 2014). The copyright and licensing laws govern how much of 

the material can be reproduced using a reference. Referencing is used to 

acknowledge the rightful owner of the material. Materials can include books or 

journals. All materials used or developed by the teacher must acknowledge the 

source. This means that a teacher must always acknowledge where the material 

came from and include the references on any materials used in the class. This 

includes citing the author, the title of the book or website where the material 

was adapted from, and the publisher.  

Depending on the employment contract, the educational organisation may be 

entitled to own resources created by teachers.  
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Copyright image (htt37) 

 

Bibliography 
(n.d.). Retrieved from http://www.mguhlin.org/2012/08/4-easy-ways-to-host-video-for-sharing.html 

(n.d.). Retrieved from http://www.oininteractive.com/tutorials/health-and-safety-pc-repair/ 

(n.d.). Retrieved from http://www.ymca-

wales.ac.uk/client_files//Photos%20(Edited)/health_and_safety1.gif 

(n.d.). Retrieved from http://www.salaam.co.uk/muslimsinbritain/wp-

content/uploads/2014/04/equality-act.gif 

(n.d.). Retrieved from http://www.equality-law.co.uk/images/web/discrimination-table.jpg 

(n.d.). Retrieved from http://cdni.wired.co.uk/1920x1280/a_c/copyright_2.jpg 

(n.d.). Retrieved from 

http://e08595.medialib.glogster.com/media/8a/8a42441a82aec151b43ca08bcd6beb899645dc0

d3653bcc95f4ef6c7fe6f284e/dataprotectionact.jpg 

AQA. (n.d.). AQA. Retrieved from AQA: http://www.aqa.org.uk/ 

Burnaford, G. E. (2001). Teachers doing research: The power of action through inquiry. Mahwah: 

Lawrence Erlbaum Associates. 



18 
 

College, H. R. (n.d.). Hertford Regional College . Retrieved from Hertford Regional College : 

http://www.hrc.ac.uk/ 

CONEL. (n.d.). Facilities for you . Retrieved from CONEL: http://www.conel.ac.uk/facilities-for-you.html 

Developing a Proffesional Learning Culture . (n.d.). Retrieved from Research Centre for Languages and 

Cultures Education : http://www.iltlp.unisa.edu.au/doclibpapers/iltlp_paper8.pdf 

edmodo. (n.d.). edmodo. Retrieved from edmodo: https://www.edmodo.com/ 

Executive, H. a. (n.d.). Health and Safety at Work etc Act 1974. Retrieved from 

http://www.hse.gov.uk/legislation/hswa.htm 

Gateway, E. (n.d.). Excellence Gateway. Retrieved from Excellence Gateway: 

http://rwp.excellencegateway.org.uk/ESOL/ 

Gravells, A. (2013). The Award in Education and Training. London: Sage. 

Hillier, Y. (2012). Reflective teaching in further and adult education. London: Continuum International 

Publishing Group. 

Lambert, L. W. (2000). The constructivist leader. New York: Teachers College Press. 

Petty, G. (2004). Teaching Today. Cheltenham: Nelson Thornes. 

Prezi. (n.d.). Prezi. Retrieved from Prezi: https://prezi.com/ 

Roffey-Barentsen, J. G. (2014). Achieving Your Diploma in Education and Training . London: Sage. 

Slideshare. (n.d.). Slideshare. Retrieved from Slideshare: http://www.slideshare.net/?ss 

Stonewall. (n.d.). Stonewall. Retrieved from Stonewall: http://www.stonewall.org.uk/ 

Wikispaces. (n.d.). Wikispaces . Retrieved from Wikispaces : 

https://www.wikispaces.com/content/classroom/about 

Wilson, L. (2014). Practical Teaching . Hampshire: Cengage Learning. 

 

 


