TSH Berkshire UCL Extend guide
Getting started
Extend is UCL’s virtual platform. This is where all the resources for the programme are hosted.


Your school has to register your details on the DfE online portal. The DfE share your details with UCL
who will then create an account for you. If your school hasn’t registered you with the DfE yet, they
need to do that first.



You should receive an email from UCL with your username and password. It takes a few days for the
registration with the DfE to filter through the system and your Extend account to be created.



Do not try to create your own account on Extend – you can’t enrol yourself on the ECF Extend site.



If you don’t get an email with log in details, check your junk email folder.



If you’ve checked your junk folder and there is still no email try the re-set password option. This
should work even if you haven’t had the original email with password from UCL:
1. Go to https://extend.ucl.ac.uk/course/view.php?id=1024
2.Ensure on the login page
you go to "Already have an
account“ on the right hand
side:

2. Click on forgotten your
password?

4. This takes you to the
following screen:

5. Enter your email – this must be the same as the email that your school registered you with on the
DfE online service. You should then get the following message and an email with a new password.



Everyone is enrolled as a “learner” – whether they are a mentor, ECT or induction coordinator.



The first time you access Extend you need to accept the privacy policy to be able to see the
materials. The privacy agreement is easy to miss – it is under the welcome video with the title
“questionnaire”.




If you’ve done all that and it still doesn’t work, check that your school firewall isn’t blocking the
site.
Any other problems contact your local area coordinator or TSH Berkshire.

To Access Materials
There are some UCL materials you might want to look at before you start – click on “before you begin” to see
a guide to the site structure as well as a guide on managing ECF discussion forums.

To Access Module Resources
From the home page click on Year 1.

Then click on the module you are working on.

You will then see different “gateways”, depending on your role in the programme.

Click on your “gateway” to access your resources. Here is an example from the ECT gateway:

The module guidance explains how to use the material. You will also find the module summary and
the module progress tracker and learning log in here (more about these later).
The module summary guide gives you a week- by-week breakdown of the activities you should be
completing. You can download this if you find that easier.

If you want to download other material for the module, click on the link in the module guidance and
you will get to the following screen:

You can then download individual files, or the material for the whole module. The DfE does require
lead providers like UCL to track engagement of participants, so please make sure you log on to
Extend regularly to give us update your progress. See the module guidance for how to do this.
To access your material (if you haven’t downloaded everything), click on the relevant week e.g in
week 2 there is ECT self-study material (NB the materials for the weekly mentor meetings are in the
mentor gateway.)

When you click on the link, that takes you to a screen like this:

Click on ‘Attempt quiz now’. It’s not really a quiz – it’s just what the platform calls it.
Don’t worry about the fact is says “attempts allowed:1” - you will be able to visit the material as
often as you need to.
The session may be divided into a couple of pages. Navigate between the pages by using the Next
Page and Previous Page buttons.
At the end of the last page, you will be asked to ‘Click Yes, and Finish Attempt, to mark the session
as complete.’ If you forget to do that, you will be told you have ‘Not yet answered.’ When you are
ready, click ‘Submit all and finish’. Your progress will have been recorded. You will also then be able
to view the whole session as one page.
If you want to print it off, you can right-click and select print.
If you want to go back and look again at material you have already completed, click on the “review”
option on the right. This applies to anything you complete on Extend, including end of module
completion forms.

Progress Tracker and Learning Log
There is a mentor and ECT version of this document for each module.
It is a personal, reflective document where you can make your own notes on your learning through
the module.
You can download this from Extend and either print off and hand write your comments, or you can
save it and complete it electronically.
This is not mandatory and you do not have to upload it to Extend, or share it with anyone from
TSH Berkshire or UCL. The ECT learning log can be used to inform discussions with your mentor.
Your induction tutor might want to see the log, as they have to confirm your engagement at the end
of each module. If you choose to record your learning from the programme in a different way,
that is fine.
ECT Progress tracker and learning log
The first part of this just asks you to tick off which elements of the programme you have completed.
Don’t worry if some weeks are only “partially completed” – there may be times when you can’t get
through all the material. The second part is the reflective log.

Mentor Learning Log
The mentor log is laid out in a similar way:

End of Module Completion Form
In the final week of each module ECTs and mentors are asked to complete an “End of Module
Completion Form” on Extend. You access this via the final week link on Extend:

The link takes you to a “quiz”, as with some of the other materials:

Click on “attempt quiz now” and submit at the end.
The form will ask you to rate different elements of the module, and you may add additional
comment if you want to, but you don’t have to. There is also an opportunity to comment on your
learning through the module, but all comments are optional.
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