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Curriculum design toolkit  
 

Introduction and welcome  
 
Welcome to the new curriculum self - review toolkit. This resource was designed in collaboration with 
recognised practitioners to support schools in identifying how they are embedding curriculum 
innovations both for students, staff and the wider community.  

The curriculum innovations toolkit has been designed as a self-evaluation resource which guides 
schools through a series of leveled statements. Each toolkit houses an ePortfolio which can be used to 
evidence the progress made. 

After completing reviews, the outcomes can be shared with all staff at your school who can access this 
evidence and guidance via the on-line toolkit. Alternatively, you can distribute the PDF which includes 
this detail to other stakeholders (Governors, business partners, community organisations) via e-mail. 
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Managing the use of the toolkit & deploying the resource  
If you have been sent this document, then you have been registered as an editor for this toolkit. The 
SSAT have a number of toolkits and access for each toolkits is managed on an individual basis. If you 
are not sure, please contact our customer support team (etools@ssatrust.org.uk or 02078020699). For 
more information on reg istering on the schoolsnetwork website, please see the section titled: 
Registering on the schoolsnetwork website. 
 
Toolkit editors can access and edit any of the reviews and amend the content therein. They are also 
able to decide whether a review is published or not. If a review is published, it can be accessed by 
using the secure PDF link. Before a colleague can become an editor they must register on the 
schoolsnetwork website. You must then tell us who you would like to be an editor. We cannot give 
editor status to a colleague unless they have registered on the schoolsnetwork website. 
 
Other colleagues in your school who are registered on the schoolsnetwork website can also view a 
review if they are logged in. They cannot edit or publish a review unless th ey have been granted editor 
status by us. If you no longer wish a colleague to have editor status, you need to tell us and we will 
remove this access for them. 
 
The toolkit has the following sections: 
 

Visions, values, principles and ethos 

Engagement 

Dimensions 

Standards, outcomes and assessment 

Efficiency 

 
When colleagues have registered on the schoolsnetwork website, please let us know, we will then 
provide them with editor status.  Please use the deployment checklist to help you here. Do note that 
tasks which involve colleagues are often more timely to set up but will yield better long term results.  
 

Deployment checklist 

 
Encourage colleagues to register on the Schoolsnetwork website 
(print out page 8 and pass this to them)  

 
When they have registered, inform us and we will arrange editor status for them  

 
Arrange a meeting with the recommended colleagues to demonstrate the resource 

 
Agree a date for the completion of sections and put it in your diary  

 
Review this with the leadership team 

 
Distribute the review to appropriate stakeholders as either a PDF or link  

 
Review how this practice could be improved 
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Keeping track of your reviews 
 

 
 
The reviews page has been designed to help you to keep track of the reviews undertaken by both 
yourself and by your colleagues.  
 

 

I tems which require immediate attention are given a red light status.  
 
This signifies that the review has either never been completed or that the review has not been 
viewed in the last year.  

  

 

Reviews which have been started but not finished are given an amber status light.  
 
When a review has an amber light, you can continue to edit your review at any time by selecting 
edit.  

  

 Completed reviews that are shown as a green status light. 
 
When a review is completed, it can be published. A published review gives you then the ability to 
download a PDF and also review the feedback that has been published about your review.  You can 
unpublish a review by selecting unpublish and this will then remove the ability for others to download 
the PDF and view the review and feedback on-line. You can also permanently delete your review by 
selecting delete. 
 
When a completed section review is over a year old, it is moved to the archive section and a new 
uncompleted review is created. This process encourages that reviews are undertaken annually.
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Getting the most out of completing a r eview 
At the beginning of each review screen there is text which aims to support you in completing each 
toolkit section. Here you will find brief instructions which are designed to help you think about what 
you need to do. Whilst you should consider how much time each section will last, you can always come 
back to a section at a later point. To start a review, click on ñStart reviewò or one of the statements to 
complete. Where there is a tick in the circle adjacent to the statement, a review has been made.  
 

 
 
When you have started a review, you will see the following:  
 

 

 
You should now review each of the statements and identify the statement which best fits your school. 
With all levelled criteria, you are looking for the best match and should consider this when making your 
selection. 
 
Please make your selection by clicking on the statement and you will then be directed to an evidence 
screen where you can justify your choice. 
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Uploading evidence to justify your decision provides you with the access point for your ePortfolio. Here 
you are presented with the statement that you have selected and a text entry screen.  

 

 
 
When the text entry box has loaded, you are able to copy and paste information from your word 
processor directly here. In addition, you are able to upload images and documents us ing the other 
boxes. The text entry box additionally has many standard formatting boxes which can be used to 
better present your evidence. 
 
 
 

 
 
 
 
 
Top tips: 

 Use pictures sparingly- too many may distract from the key messages 
 Do try to maintain consist ent formatting, keep titles the same size and try to avoid changing 

the font. Additionally avoid colouring text unless particularly necessary.  
 Use bullet points as this will help you to keep evidence brief.  
 Use the full screen mode (remember to press it again to return to the normal view)  
 If you have lots of evidence to include, save your evidence regularly by navigating forward and 

then return to the evidence screen to continue your work.   
 Do save your work if you plan to leave your computer as for securit y you may be logged out 

after 30 minutes of no activity.  

 

Opens the text box as a full screen 

Add media (ie. video/ sound) 

Add a picture 

Add a file 
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Using the media, file and picture uploading ePortfolio  
When each of these tools are pressed, a pop up window will appear.  
 
You do need to check that you have not disabled pop-ups or otherwise th is will not work correctly. See 
the troubleshooting section if you are unsure about this.  

 

 

 

Insert/ edit embedded media  
Use this screen to upload media from 
elsewhere on the internet.  
 
You need to navigate to the media which 
you wish to include and then  copy the 
URL (Web address) of the media and then 
paste it in the File/ URL box. 
 
You also need to enter the dimensions for 
the embedded media. 
 
When you have done this, please select 
Insert and the window will close and the 
media will be embedded in the t ext entry 
box. 
 
Embedded media may not play correctly 
in a PDF and this is an advanced feature 
which should be used with caution. 

 

 

 

Insert file   

On selecting the insert file button, 
you will be presented with a list of 
the files in your ePortfolio.  
 
I f you wish to add a file, select 
Upload. Now find the file that you 
wish to upload.  
 
To insert the link to your file in the 
text entry box, select the check box 
adjacent to the file that you wish to 
include and then select insert. 

 
 

You can upload the following file types to the ePortfolio:  

gif, jpg, png, htm, html, pdf, txt, zip, doc, pdf, ppt, xls  

Files must be smaller than 10MB 

 

If you want to view a file that you have uploaded, you need to check the tick box next to the file and 
then select download. 
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Insert image 
On selecting the Insert image button, 
you will see all of the images which you 
have uploaded.  
 
To add other images choose upload.  
 
To insert an image into your text, click 

on the image. 
 

 
Tricks and tips: 

 If you wish to include evide nce in more than one toolkit (ie. the school development plan), you 
need only upload this document once. If you wish to upload the same file (perhaps after it has 
been updated), delete the old file from the ePortfolio, ensure that the file has the same nam e 
and upload it into the ePortfolio (This will ensure that existing links work).  

 Avoid duplication and to make using your folders easier, you should consider giving files 
appropriate file names. 

 Use the modification date to help you identify when files hav e been added and review these 
annually to ensure that the most up -to-date file is used. 

 

Now share ité 
Online reviews can be shared will all stakeholders at your school but they do need to register on the 
schoolsnetwork website.  
 
Alternatively, you may wish to send the PDF version of the review to colleagues. The link to the PDF 
has been designed as a method which does not require stakeholders to log in- yet it keeps the 
evidence and the guidance secure.  
 
To do this, go to the Reviews screen and right click on the PDF of the report tha t you wish to share 
with others and then select Copy Shortcut. This action copies the URL/ internet location of the PDF that 
you wish to share. 
 

 
 
The URL/ internet location can then be forwarded to others in an e -mail. You may wish to send this to 
all colleagues or if you are particularly proud of the review - include this on your school website/ portal. 
Do ensure that if you do the latter that you have followed your school guidelines for publishing content 
on the internet.  


