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Funded by BBC Children In Need
This booklet is for you to manage your progress towards producing a news feature, article or story about you and your community.  From each of the stages you will be able to take as long as you like and ask for volunteer mentoring from one of our Online Chums to help you with each of the tasks. You will have the opportunity to search, track and connect with your community and identify personal outcomes from socially essential support too financial services.  The aim is to enable and empower you to learn how to use digital products and the internet in a way that provides you with a ‘take control attitude’. In the event there are areas of confidentiality and are only applicable to you, we give you assurances that any material you collect is archived securely abiding for the Data Protection Act 2018 and that you will have a complete portfolio for you to take away.     
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Personal Details

First Name: _______________________________________________________
Middle Name: ______________________________________________________
Surname: _________________________________________________________
School: (If applicable) ________________________________________________
Postcode: __________________________________________________________
Email: _____________________________________________________________
Telephone: _________________________________________________________
Mobile: _____________________________________________________________
Do you have a disability or health problem: (Please tick)?
YES □ 
NO   □

Do you have any physical, sensory or communication needs? (Please state?) ___________________________________________________________________
Gender (Please tick)?

Male □  
Female □
Date of Birth: ____________
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Stage 1: Thinking about your Article
(Start date: ________________________)
Consider one of your interests/hobbies that you would like to publish about and briefly write down what this involves. It could be an up and coming event; something that is happening in your community/local area that you would like to share with others.
_________________________________________________________________________________________________________________________________________________________________________________________________________
Stage 1.1: Planning your article

Now have a think about how you are going to put your article together. Please tick one of the following if this applies to you?

Taking pictures 
Yes □ 
No □

Using web-based searches 
Yes □ 
No □

Interviewing people 
Yes □ 
No □

Sound recording 
Yes □
 No □
(Completion Date: ________________________)
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Stage 2: Different Stages of Article Planning
(Start date: ________________________)
Stage 2.1: Thinking of a Title
In a lot of articles that you see there is a title at the top which catches peoples eye and makes them want to read more into the article. Have a think and see if you can come up with a title for your article.
Title: ________________________________
Stage 2.2: Gathering Information for Article

Organising the interview:  If relevant, talk to a representative who is authorised to discuss the activity or event; but remember: If they want to quote something, make sure you report exactly what they say.
Will you need to interview someone before writing your article?

Yes □

 No □
If yes, please tell us below who you are contacting _________________________________________________________________________________________________________________________________________________________________________________________________________
If you only need to use web-based research for your storey/article, please tell us which search engines, websites, etc., you want to use: _________________________________________________________________________________________________________________________________________________________________________________________________________
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Taking photos: Do you want photos to go with your article?
Do you have a Camera?

Yes □

 No □
If No are you able to get a hold of one? ___________________________________
It is so important to ask before taking a shot, particularly if this features people as some people don’t like having their photograph taken.
Have you asked permission to take some photos?

Yes □

 No □
If yes, are they happy with you taking a few shots?

Yes □

 No □
It is always worth Taking more than one so that you can choose the best one for your article. 
Do they have any leaflets/publicity about the event, organisation or activity that will back up your report?   
Yes □

 No □
If yes, please tell us what information you have gathered. _________________________________________________________________________________________________________________________________________________________________________________________________________

(Completion date_________________________) 
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Stage 3: Designing your article 
(Start date____________)
Now you have got your material, you now have to look at design a layout for your finished article. 
Do you need to crop or edit the photographs you have taken? 
Yes □

 No □
Please give us a short description of what you need to do in order to complete your article.

_________________________________________________________________________________________________________________________________________________________________________________________________________ _________________________________________________________________________________________________________________________________________________________________________________________________________
(Completion date_________________)  
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Stage 4: Writing Up Your Article

(Start date____________)

Now it is time to write up your story (The story just needs to be short and straight to the point). Think about the interview questions.  Remember: when an interviewee makes a statement, you say it as it is. 
(Please give a short description) __________________________________________
_________________________________________________________ 
Do you need to use ‘Google’ or another search engine for further information for your chosen topic? (This may be background information about the organisation). 

Verify that you have all the correct contact details of the story you are writing, especially address & postcode, especially if it is an event. 
(Completion date_________________)  
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Stage 5: Preparing for Production

(Start date________________) 
Now you have come to the time of producing your article, all of your hard work is nearly completed. 


Stage 5.1 Final Checks
Just take some time to have a look through your article and see if everything is there and finished.
Have you got everything you need for your article to be produced?

Yes □ 
No □ 
If no, what do you need to finish your storey?   ______________________________________________________________________________________________________________________________________
(Completion date__________________)
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Stage 6: Proof Reading Your Article
(Start date________________)
It is really important that you get your article Proof read as often another person may spot an error that you haven’t noticed.

Have you had your article proof read?

Yes □ 

No □
Is there anything that needs altering?

_________________________________________________________________________________________________________________________________________________________________________________________________________ 
(Completion date__________________)
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Stage 7: Learning to use Fireside Group weblog & Weevl to upload your work 
(Start date_______)

Practical introduction to the use of Weevl blogspot, this will include setting up your account and uploading your project. 

(Completion date__________________)    
Stage 7.1: Use of social media 
(Start date_______________) 
Exploring safe & secure use of social media you connect with Twitter, Facebook, Tumblr and Pinterest & Flckr, and many more, so that you can link your storey/article using our new Weevl blog.     

(Completion date________________)
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Stage 8: To be completed after training
Has this Active Learning Module been useful to you? 
_____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Would you like to continue as a volunteer Online Chum?  
Yes □   
No   □   

Would you like to become an Online Chum, and help others to get on-line? 
Yes □ 
No   □
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Project Questionnaire:

Finally, please complete the attached questionnaire, which would be very helpful for staff and volunteers to develop the News & Views of North Tyneside.  This gives you an opportunity to make suggestions about your experience with us, what we could do better, and what you would have liked to have completed (See final page of your workbook)

Your completing the questionnaire will also assist plan for future funding requirements.  

Name: _________
Learner Start date: _____  
Learner end date: ______  
Was there sufficient support from staff and volunteers for you to complete the training? (Please explain) ____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
What would you have liked to have achieved but didn’t (Please explain) ___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Did you find our premises accessible, including access to computers and other facilities?  If not, how can we improve? (Please explain) ____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Has your involvement been satisfactory, increasing your networks and made available resources you were not aware of?  (Please explain) ____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Has your involvement helped in your ongoing studies at school, college or work? (Please explain) ____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Would you like to be involved in helping to manage and develop Information Rangers project as a volunteer? (We have other roles such as Information Buddies) _____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Please submit this workbook along with all your production material (photographs, original notes, any statements from those you have interviewed and any publicity materials about the event, activity, or organisation you collected during your assignment).  You will be able to take with you either electronically or in ‘hard copy’ a portfolio of the training you have undertaken) 
Many Thanks from Park View Project.
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This project was made possible by the generous support of BBC Children in Need. 
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