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This request is for:

Whole School Training - standard/mainstream NCTE course:
For a list of NCTE courses, please see the NCTE website. 
Whole School Training - other, e.g., tailored NCTE course or custom-designed:
Prior approval must be sought from NCTE before this course is scheduled.
Support Group:
Support Groups can be arranged to provide less formal training and support in the area of ICT to teachers and tutors. A typical support group will be of 2.5 hours duration.

Summer Course:
Please tick this box in addition to the boxes above if your Whole School Training request is for a 20-hour summer course with EPV days. (Applications required by January 25th).

FOR EDUCATION CENTRES ONLY – please tick if this is a non-mainstream course application, open to all for non-whole school training.

Courses are funded by the National Centre for Technology in Education and delivered through the Education Centre Network.

1. Proposed Course Information:

	Course title:
Use exact NCTE course title if relevant
	

	Course venue:
Education Centre, in your school, or other suitable venue (please specify)
	

	Course start date & time:


	

	Length of each course session:
(in hours)
	

	Number of Sessions:


	

	Course finish date:


	

	Number of teacher participants:


	

	ICT skill level of the majority of participants:

	Beginner
	Basic
	Intermediate
	Advanced


2. School/Course Organiser Contact Information:

	School Name:


	

	School Roll Number:


	

	Contact Name:


	

	Contact e-mail:


	

	Contact Telephone Number:


	

	School Address:


	

	School Fax Number:


	


3. School Facilities (school’s course organiser or ICT coordinating teacher to complete)

If your preferred venue is in the school, please answer the following additional questions:

Basic computer/internet facilities – the school confirms the following:

	How many working personal computers/laptops are available in the proposed training room?
	(Please state if Apple MACs or PCs)

	Are these computers/laptops networked?


	

	If PCs are being used, what version of Windows is installed?
	

	What office package is in use?


	

	Do you have the software required to run the training? 
	Yes
	No
	Unsure

	What BroadBand Connection does the school have?
For example: ADSL, Satellite, etc..
Please note that NCTE-funded courses cannot be run in a location with a satellite connection
	

	Is the current internet connection in the school good enough to meet the demand of all course participants at the same time?
	

	Is the current internet connection filtered?
	

	Is the current internet connection part of the Dept.’s Schools Broadband Network (SBN)?
	

	If part of the Dept’s SBN, what filtering level is the school on?

Ring Schools’ Broadband Service Desk if unsure:

1800 334466
	State the level number:

1-6 available
	

	If not part of the Dept’s SBN but there is filtering on the connection, how is this controlled?
	

	Is an interactive whiteboard available in the training room, and if so, please state brand?
	Yes
	No
	State brand:

	Please state the version of software the interactive whiteboard uses 
	

	Is there a digital projector available for the course tutor to use? 
	Yes
	No

	Is there a scanner available for the course tutor to use? 
	Yes
	No

	Is there a printer available for the course tutor to use?
	Yes
	No


4. School Commitments (to be completed by school’s course organiser or ICT coordinating teacher):

The school agrees to provide the following:

· Adequate, operational computer facilities, as described on the whole school training request form and summarised above, to ensure that there are enough working computers for sole use of each participant (sharing computers in not advisable).

· All NCTE courses require internet connectivity. The current internet connection is expected to be good enough to enable quality course delivery and participation.

· Does the level of internet content filtering need to be changed, and/or do certain sites need to be white-listed?  If yes, the school agrees to arrange this well in advance of the course’s start date with the NCTE’s Broadband Service Desk (or other service provider if appropriate).

· The school agrees to provide access to/back up support from whatever technical support arrangements it has in place for the duration of the course, in case of system difficulties.

· The school agrees to provide, or facilitate provision of through the education centre (delete as appropriate), catering (tea/coffee, etc..) for participants:

Please outline catering details here (including who is organising it / relevant contacts):

	
	

	Caterer contact name and numbers:
	


5. Course Tutor Details (to be completed by school’s course organiser, with input from tutor if relevant):

	Do you have a suitable tutor on the school staff to deliver this course? 
	YES
	NO

	If  YES
	Tutor name:


	

	
	Tutor e-mail:


	

	
	Tutor telephone:


	

	
	Tutor mobile:


	

	
	Tutor qualifications:


	

	If  NO
	Do you require a locally based NCTE trained tutor?
	YES
	NO


6. Course Content Agreement (to be completed by school’s course organiser or tutor):

Where courses are non-standard NCTE courses or where the content of an NCTE course is being customised to suit the school, the school organiser, education centre and tutor should agree the course content and finalise this agreement in writing. 

Details of the agreed content/customisation are provided here:

	Overall Course Objective:
	


	
	Date/Time (from – to)
	Venue
	Specific Objective(s) of Session
	Format (lecture/workshop/demonstration, etc)
	Tutor Name

	Session 1


	
	
	
	
	

	Session 2


	
	
	
	
	

	Session 3


	
	
	
	
	

	Session 4


	
	
	
	
	

	Session 5


	
	
	
	
	


7. Additional Comments:

	


	8. PRINCIPAL to complete:

“I certify that the school commits to providing the above facilities to the best of its ability for the duration of the whole school training course, agrees to the commitments outlined on page 3 of this form and agrees that the course content will be as outlined above” 

Checked and signed by School Principal​​​​: ___________________ Date: ​​​​​​​​​​​​​​​__________




Please return this Request Form to ______________________ by e-mail (e-mail address), fax (fax number) or post (address)

Notes:

· Courses and Support Groups are provided free of charge to your school as they are fully funded by NCTE.

· They can take place in the Education Centre, in your school, or in another suitable venue.

· The absolute minimum number of teachers required is 10 (14 is preferable). In the case of courses on special educational needs and ICT, this minimum number is 8. Schools with lower numbers may wish to combine with another school


Summary instructions for completion of this Request Form:

· The school’s course organiser should complete, in full, all information required in items 1-5, with help from an ICT coordinating teacher if available, especially items 3-4

· The tutor generally completes all information in item 6. However, please note that the tutor and the school should agree on the course content that is outlined in this item

· The school principal should sign the form in item 8, on behalf of the school

· For further information, especially with relation to Whole School Training, contact the ICT Administrator in your local Education Centre
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