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[bookmark: _Toc62945212][bookmark: _Toc62946443]About this document and the resource
The resource is linked below, within this document (see ‘Template resource’). 
You may decide to just progress through the contents in the linked files, or you may decide to adopt the resource and make a working copy. This document supports adoption of the resource and contains the instructions you will need to replicate it. You will find hyperlinks to template files of the content and brief instructions, on how to copy and assemble a working version. We encourage creating your own copy to deploy to students through your usual learning environment, such as Microsoft 365 (M365) or a VLE. 

[bookmark: _Toc62945213][bookmark: _Toc62946444]Using M365 and Accessibility
In order to get the most out of this resource, please use your provider’s Microsoft accounts. 
We have chosen to use M365 applications as we recognise many FE institutions and workplaces are working within predominantly Microsoft environments, so the apps used are familiar and the skills are transferable. We have made use of some key features of the M365 environment, like using Sway for the presentation of learning materials and Forms Quizzes for formative assessment. 
Using M365, we benefit from Microsoft’s accessibility features, such as the Immersive Reader and various user controls, which support our aims to maximise the inclusivity of the resource(s). Where it has been possible, Styles are used to structure text, and images in the learning materials use alternative text which is read by assistive technologies, such as screen readers. Office apps work seamlessly with screen readers and keyboards on most devices. Step-by-step guidance is available per application to help you get started: Use Office apps with screen readers. More information about Microsoft’s accessibility features. 
Where third-party apps are embedded in the template, or added by you, we understand that most apps provide accessibility features themselves, such as YouTube’s Captions. 
We have endeavoured to include supporting documents in the resource’s folder, titled ‘ACCESSBILITY DOC_...’ and ‘FORM_...’. These are the Sway Export to Word and the assessment Form Quiz printed to a PDF, respectively. You could use these as offline or printed versions with your students.

[bookmark: _Toc62946445]Level of learning
As a suggestion, the resource is aimed at Level 2 or 3 based upon the subject matter and is intended to form part of your instruction with students at this level. The ability to customise aspects of this resource, means you can optionally align it more closely to the level you need.

[bookmark: _Toc62946446]Template resource
See the Template resource here https://sway.office.com/DPdiIKosNieXePuw?ref=Link

[bookmark: _Toc62946447]Length of study
As you will see in the Template resource, the Sway contains text, audio, video and assessment which as a guide, should take approximately 1 hour to complete.

[bookmark: _Toc62946448]Key points and considerations about the resource
Please carefully consider which Microsoft account you will use to host the apps, such as Forms, as that account will own the Sway and receive the responses to the Forms Quiz. Ideally, this would be the facilitator / teacher of the subject area, allowing their access to the responses and feedback to be provided to students. 

[bookmark: _Toc62945150][bookmark: _Toc62945218][bookmark: _Toc62946449]How to make your copy of this resource
[bookmark: _Toc62945219][bookmark: _Toc62946450]Copying and Editing this Sway
Sway template – https://sway.office.com/DPdiIKosNieXePuw?ref=Link
1. Click the above link to access the Sway and view the resource Template. You must sign into a work or education account to use view this Sway.
2. Click the ellipsis button (top-right of your screen) and select ‘Duplicate this Sway’ to create your own copy of the Sway presentation. You will need to do this to add in your assessment (see below section for guidance)
[image: ]
3. On the ‘Duplicate this Sway’ prompt title your Sway appropriately. The Sway is then added to your account. Click the ‘Edit Now’ button to begin editing the Sway.
[image: ]
4. On the Storyline tab go to the Text Card where the assessment is mentioned. Just beneath the Text Card, click the ‘Insert Content’ plus symbol to add another card and select Embed from the options. This is where you will add your assessment (see below section for guidance)

[image: ]
5. If adding the Forms Quiz for assessment, select ‘Media’ as the type of card to insert and select ‘Embed’ from the Media options presented.
[image: ]
6. Paste the embed code to the Forms Quiz (see below section for Forms guidance) where the card indicates (see below section for guidance on duplicating the Form and creating the embed code needed).
[image: ]
7. After adding the assessment card, please delete the ‘Insert assessment here’ placeholder card using the bin icon in the top-right of the card, as seen in point 4 above (click on the card to show the available controls).
You may also find these videos helpful in customising the Sway:
Microsoft 365 YouTube Channel: Sway Playlist
[bookmark: _Toc62946451]Editing the assessment Forms Quiz
We have used a Microsoft Forms Quiz as the formative assessment in this resource, however, our use of M365 apps allows you to adapt the resource further if required. You may choose to insert an alternative assessment method, for example an embedded Kahoot quiz or Flipgrid activity. 
Forms assessment template – https://forms.office.com/Pages/ShareFormPage.aspx?id=poKfG04M7k2KvWYATRvC6MuRr1AiZk5Iiyrvw3NRijtURTE0UVFMOVozRVhKN1BVVkg3VUxRWFpPSy4u&sharetoken=DzCqQ3vbkhBd0844THUP 
1. Click the above link to access the Form template and view the resource Template. You must create your own copy to use the Form.
2. Click the ‘Duplicate it’ button at the top of your screen to create your own copy
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3. Click the Form’s title to remove the appended text ‘Copy’ and adjust the title if needed. Add a Description to the assessment Form if you want to. 
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4. Carefully make any changes necessary to further customise the assessment Form, it will save updates as you go (there is an Undo button).
5. When you are happy with the assessment, create the embed code by clicking the ‘Share’ button (top-right of your screen) and configuring your sharing options. We suggest you share only within your organisation (staff and students at your institution). Under the initial link, change the sharing method to ‘Embed’ by clicking the embed symbol and then click the ‘Copy’ button – the embed code is now ready to paste into your Sway (see above).
 [image: ]
In the sharing options you can optionally invite colleagues to collaborate on the Form before you share with students, by using the ‘Share to collaborate’ link. Your account remains the owner of the Form if you do this.
You may also find the link below helpful in customising the Forms Quiz:
Microsoft Forms Help and training Resources

[bookmark: _Toc62946452]Deploying the Sway
To share the completed Sway with students, first ensure you have made your own copy of the Sway and replaced the placeholder assessment with your own.
1. Click the ‘Share’ button (top-right of your screen) and configure your sharing settings. We suggest you share only within your organisation (staff and students at your institution). Ensure you invite people to ‘view’ (and not ‘edit’) the Form. 
2. Click the copy symbol next to the initial link to copy the URL to your clipboard, paste where you wish to deploy it. Optionally, share via ‘Get visual link’ or by embedding using ‘Get embed code’. You can further control access by selecting ‘Require a password to view’, which you can share with applicable students. You may also choose if you’d like the recipients to have their own sharing options from the ‘More choices’ menu (click to expand).
[image: ]

[bookmark: _Toc62946453]Using the Sway
After sharing the Sway with students, they will need to click the link to access, then click Play and use the built-in controls to progress through the learning contents. 

To share the completed Sway with students, first ensure you have made your own copy of the Sway and replaced the placeholder assessment with your own.
1. Students click the link and immediately see the viewing page of your Sway.
a. It’s important to note that the presentation layout can be changed using the settings cog icon (see below):
[image: ]
b. Also important to note that the ellipsis button is where to go for the ‘Accessibility View’ for applicable users (see below):
[image: ]

[bookmark: _Toc62946454]Support, credits and enquiries
This resource was created by the BTC Barbering team, primarily by Richard Bell and further developed in collaboration with Jim Odams of the QTDI department at BTC for the CCF Project.
For enquiries and support, please contact either Bridgwater & Taunton College, or Wiltshire College and University Centre using the contact links on the website where the resource is hosted.
Supported by the College Collaboration Fund.
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