
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 
 
 
 

How to… Upload into the Network database 

1. The Network database is 
located in the Networking tab. 

2. Click on the icon Network 
to access the database. 

3. The database 
appears as a list.  The 
contributor provides 
appropriate data. 
You can comment on 
the networks provided 
by others. 
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4. At the bottom of the screen, there are some options. 

5. You can choose how 
many entries you wish to 
view on one page by using 
the drop-down box. 

7. You can sort the database by 
time, author etc. 

8. At the top of the page, you will see further options. 

9. The system will automatically 
show you the complete list. 
 
You can view a single item by 
clicking the View single tab. 

10. You can search 
the database using 
the Search tab. 

11. You can add an 
entry by clicking the 
Add entry tab. 

6. You can 
search using 
keywords. 
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12. Clicking on View single will show details of a particular network. 

13. Added by shows the contributor 
details – clicking on the name will take 
you to that person’s profile. 

14. Title and Description details 
provided by the contributor. 

15. Keywords provided by 
the contributor – used in the 
Search tool. 

16. Weblink is the URL for the network 
– clicking on this will take you directly to 
the web site. 

17. If there are any member comments on the network, 
you will be able to read them all here. 

18. To add an entry click on Add entry.  You will 
be taken to a ‘form’ for you to complete with 
appropriate details. 

19. Type in the name 
of the network in the 
title field. 

20. Provide a short 
description of the 
network. 

21. Enter appropriate 
keywords so that others will 
be able search for your entry 
more effectively. 
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22. Tip: The Enlarge Editor tool 
can be used if you find the text 
boxes too small and wish to 
have a larger view of the text 
you are entering. Next screen 
shows the larger space to type. 

23. To close Enlarge Editor, click 
again on the icon and you will return to 
normal view. 

24. To obtain the URL, 
you need the web address 
of the network. 
 
Tip: You can either type in 
the URL yourself or, to 
avoid any inputting 
mistakes, copy and paste 
that URL from the address 
bar of a browser. 
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25. To obtain the URL, open the 
appropriate web site, highlight the 
URL by right clicking on it and then 
left click on copy. 
 
This method minimises the 
chances of any inputting mistakes. 

26. Paste the URL into the 
space provided. 
 
Note: http:// is provided as a 
default in the web link box – 
make sure that there is only 
one http:// in the address 
when your have pasted the 
URL. 
 
Check the link carefully. 

27. When you are happy with what you have uploaded, click Save and view. 
 
If you wish to add further networks, click Save and add another. 
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28. This message will appear. 
 
You can either click Continue or wait a 
few seconds – the following screen will 
automatically appear: 

29. Your contribution will appear like this. 
30. Click the Edit icon if you 
need to edit your entry.  This 
will take you back to the 
‘form’ and you can make 
any necessary changes. 

31. Click the Delete icon if you want to delete your 
entry. 
 
Don’t worry about deleting anything by accident – the 
system will always ask if you are sure whether you 
want to delete an entry. 
 
You can only edit or delete your own entries.  Only the 
moderator can edit and delete the postings of others. 

32. When you return to the 
list, you will see your 
contribution. 
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How to…Comment on a network 

33. Select the network 
on which you wish to 
comment by clicking on 
more details. 

34. Click on Add comment. 

35. Enter your comments. 

36. Remember: 
You can use the 
Enlarge Editor 
tool to see a 
larger view of 
the text you are 
entering. 
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37. When you are happy 
with your entry, scroll 
down the page and click 
Save changes. 

38. Your comment will 
appear like this. 
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Practitioners and the Network database 
 

If you are a: Utilisation of  the Network database 

Teacher 
Educator 

1. Demonstrate tutor activity: upload details of a network in your own specialist 
database.  Display this to your trainees to encourage them to utilise their own 
specialist network databases. 

2. Encourage trainees to use their engagement with ASSOCiate Online to 
evidence achievement of ITE assessment criteria: For further details, see 
OurSubject and LLUK Units of Assessment: Information and Guidance for 
Teacher Educators and Initial Teacher Education Trainees. 

3 See Case Study below. 

Practitioner 
applying for 
A/QTLS 
(Professional 
Formation) 

Evidence of engagement with other subject specialists through specialist 
networks could be utilised as evidence for Personalised Element 1 – Subject 
Currency. 

Evidence of membership of and contribution to ASSOCiate Online 
demonstrates engagement with a wider community of practice, which could be 
used as evidence for Personalised Element 5 – Reflective Practice. 

Practitioner 
collating CPD 
activity records 

Evidence of engagement with a wider community of practice through networks 
could be used as evidence of CPD. The IfL’s requirements must be 
remembered; that is, the practitioner must be able to provide evidence of:  

1. critical reflection on activity; 

2. impact on practice; 

3. impact on learners’ achievement and success. 

ITE trainee Engagement with Networks of specialists can be utilised as evidence of 
achievement of many ITE assessment criteria, e.g. engaging with a wider 
community of practice, updating subject specialist knowledge, utilising new and 
emerging technologies.  For further details, see OurSubject and LLUK Units of 
Assessment: Information and Guidance for Teacher Educators and Initial 
Teacher Education Trainees. 

 

Case Study – ASSOCiate Online and ITE 

Margaret is a teacher educator in a small FE college and follows a National Awarding Body ITE 
specification.  The number of trainees in the ITE group is modest and none of the trainees shares 
a subject specialism. 

All ITE curricula require trainees to demonstrate engagement with other subject specialists.  This is 
often evidenced in the file that a trainee creates to demonstrate their professional practice and 
personal development, e.g. a Personal Development Plan, ILP, Personal and Professional Practice 
File. 

Margaret decided to use the network database in conjunction with peer review.  She asked each 
trainee to research a network from the database and record their findings in the appropriate 
section of their Personal and Professional Practice file.  She asked each trainee to bring their file to 
a session and exchange it with a peer.  When the trainees had read each other’s documents, they 
were asked to discuss their use of the network database and how/whether they had differed in 
their responses to the opportunities the networks provide.  The trainees then reflected on this 
discussion and recorded suggestions and ideas that evolved from it.  Follow-up work was set 
which involved each trainee joining the network of their choice and continuing to record the 
development opportunities offered.  Through this exercise, the trainees had evidenced 
achievement of some of the assessment criteria of their ITE course. 

For further details, see OurSubject and LLUK Units of Assessment: Information and Guidance for 
Teacher Educators and Initial Teacher Education Trainees. 

 


