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Funded by the Learning and Skills Improvement Service. Topics defined by providers of the Thames Valley, Hampshire 

and Isle of Wight regions. Written and created by Carolyn Lewis of Vocational Innovation Ltd. Managed by West 

Berkshire Training Consortium.

If you have any enquiries regarding the Safeguarding resource email Info@vocationalinnovation.co.uk, or complete an 
enquiry form at http://www.vocationalinnovation.co.uk/#/contact/4540098202  

   

 

        

Safeguarding Learners 
in the Workplace  
 
Instruction Manual 
 
 
 
E-learning created using Udutu 
online course authoring software 
 
 
 

   

Project funded by the Learning and Skills 

Improvement Service, topics defined by providers 

of the Thames Valley, Hampshire and Isle of Wight 

regions, written and created by Carolyn Lewis of 

Vocational Innovation Ltd and managed by West 

Berkshire Training Consortium. 

mailto:Info@vocationalinnovation.co.uk
http://www.vocationalinnovation.co.uk/#/contact/4540098202


Page 2 
    
 

 

Safeguarding Learners in the Workplace 
  

 

Contents 

 Page Number 

Project Overview Page  2 

Downloading the e-learning modules Page  3 

Running the e-learning modules Page  4 

Adding to and editing the e-learning in Udutu: Page  6 

 Registering as a user on Udutu Page   6 

 Importing the Safeguarding zip file to Udutu Page  6 

 The e-learning structure Page  6 

 Basic screen types Page  8 

 Adding to and editing basic screens Page  8 

 Basic screens with jumps (branching) Page  9 

  Adding and editing jumps Page 10 

 Adding images/embedded video to a text page Page 10 

 Adding your organisation’s logo to the e-learning Page 12 

 Re-packaging your e-learning following changes Page 13 

 Closing Udutu Page 13 

 



Page 3 
    
 

Project Overview  
 
The health, on-line safety and economic and social well-being of young and vulnerable adults are 

local and national strategic priorities. This project takes a collaborative approach to creating a bank 

of fully editable safeguarding e-learning modules, with a specific emphasis on supporting learners in 

the workplace. 

The planned outcomes of the project are to: 

 Support the FE and Skills sector in effectively delivering learning to cover a range of 
Safeguarding and Every Child Matters (ECM) objectives to learners in the work place 

 Share Safeguarding and ECM good practice amongst providers in Berkshire, Buckinghamshire, 
Hampshire and Isle of Wight 

 Provide the sector with resources that can contribute to off-the-job guided learning hour 
requirements, as set out in the Apprenticeship Standards for England and defined in 
Apprenticeship frameworks 

 Support providers in meeting the requirements of the Common Inspection Framework  
Safeguarding limiting grade and Outcomes for Learners 

 Provide learners and providers with the opportunity to use a range of technology for 
collaboration, learner support and delivery of learning 

 Develop providers understanding of the creation and use of e-learning in work based learning 

 Provide learners who are members of the learner consultation group the opportunity to 
practise and gather evidence towards their competency based qualification and 
Key/Functional Skills 
 

The planned outputs of the project are: 

 

 A set of e-learning modules, which are fully editable and offer flexible models of delivery 

 A project wiki, which will be available for a year after the project end 
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! 
It is not advisable to 

run the e-learning 

in Google Chrome. 

Further security 

issues occur when 

running in Google 

Chrome 
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Safeguarding for Learners in the Workplace 
Editing the E-learning Resource  

 
Instructions for Uploading the Modules for Editing 

 

1. Navigate to www. udutu.com and register as a new user:  

   

 

2. Once your account is setup navigate to www.myudutu.com, login and upload the relevant Functional 

Skills zip file to the website by selecting: 

 

 

 

 

 

 

 

 

  

  

  

3. Select to author the course  

  

 

You are now in the Workspace-Create environment 

4. Overview of the e-learning module structure 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Introductory pages 

Learning Categories 

Main Menu 

http://www.myudutu.com/
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Category Menus 

Page number 

Topic Menu 
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5. Basic screen types: 

 

 

 

 

 

 

 

 

 

 

 

6. Adding to and editing a basic screen: 

Text screen 

Media/image 

& text screen 

More info 

screen 

Image/media and text screen 

Image/media 

screen 

Place your mouse over 

the image/media side 

of the screen and the 

editing options will 

appear. 

Select add to select 

new media that will 

be added to your 

Udutu library. 

Select edit to change 

the existing media to 

a new upload or to 

stored media in your 

library.  

Select library to 

choose media that is 

already saved in your 

Udutu library. 

Place your mouse over 

the page and the text 

editing options will 

appear. 

Select add to 

completely change 

the page and to add a 

new text page to your 

Udutu library. 

Select edit to change 

parts of the text or 

the images.  

Select library to 

choose text that is 

already saved in your 

Udutu library. 
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7. Basic screens with jump.  

 

Jump screens show up to 4 buttons that can be edited to action a jump to a specified page. In the 

Safeguarding resource the jump buttons are used to move the user backwards and forwards through the 

resource.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

There are 3 

types of basic 

jump screens 

which can 

contain text 

and media. 

Back and Continue jumps 

Unused jumps 
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8.  Edit a Jump Button 

 

  

  

  

  

  

  

 

 

  

  

  

  

  

  

  

  

  

  

  

  

  

  

 

9. Adding images/embedded video to a text page 

 

Sometimes you require images or an embedded video to be placed in different parts of the page, as 

per below. To do this you need to select a text page and then add a table to the page. Add an image 

or text to cells in the table. 

  

  

  

  

  

  

  

  

  

  

 

Hover your mouse over the 

Jump button and the 

editing/delete box appears. 

Hover your mouse over Option 

to create a new Jump button 

and choose edit. 

Type the button 

text in here. 

 

 

Choose which page 

the user should be 

taken to. 

Embedded 

video  

Image with 

link to 

video on 

the BBC 

website 



Page 12 
    
 

 

 

When you edit the above page, the page below is displayed: 

 

  

  

  

  

  

  

  

  

  

  

  

 

 

 

 

 

 

 

 

 

 

 

 

Here’s another example of using a table to combine text and images:  

This is a 4 cell table with spaces in the cell, an 

image and text in the 2nd cell, spaces in the 3rd 

cell and the embed code of the NHS video in 

the 4th cell. You can resize most videos and 

images with no problem, however do not resize 

NHS videos and they do not then run. 

Two cell table with 2 

images, place on top of 

each other in the 1st 

column and text in the 

2nd column. 
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12. Adding your organisation’s logo to the e-learning 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Your screen may look slightly different to the one below, however Selkirk is the active theme for the 

Safeguarding e-learning, so Selkirk is the one you need to edit. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

With Safeguarding 

highlighted select 

my themes on the 

right of the 

screen. 

Select Browse to select 

your logo and then upload 

and save. Return to the e-

learning by selecting 

Workspace. 

Select edit 
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13. Re-packaging your e-learning following your changes 

 

To re-package your e-learning into a zip file, which you can download, you need to use the Distribute 

function. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

 

Once you have extracted your Scorm 2004 file, (default setting – see image at the top of this page), 

you can click to GET the zipped file. This will enable you to save the file to your computer.  

Select extract 

Close Udutu using the cross 


