VQManager Enhancements January 2017

Adding to Learner Entry Details report

Welcome Kari North (Centre administrator 96736) | Logout options ¥ | Help and training 9

Manager, S B B & =

Home Qualifications My centre Users Reports
= | Py ~ .’fw\\'\ =L P
i & L = e = %
/ N — ; b (S | = 1
Learner
entry details

We have added several new data columns for the Learner Entry details report for the Centre

Administrator, namely the following.
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Adding Learner and Line Manager confirmation to Progress Reviews

Assessors are now able to ask Learners and Line Managers, if applicable, (this is hidden if no LM is
assigned to that learner) to confirm Progress Reviews. This applies to both pre-set and ad-hoc
Progress Reviews.
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v Progress reviews (Gillett, Graham)
Date Date Actual Summary Logged by Motes Attach-
logged planned date menis
02/12/2016 02/12/2016 02/12/2016 Progress review 02/12/2016 Krabbappel, Edna [ ] Edit

v Add new progress review

Summary

Planned date 16/01/2017

Actual date 16/01/2017

Motes

v Learner confirmation

Request learner to confirm?

v Line manager confirmation

Fequestline manager to confirm?

» Upload and attach files in support of this progress review

Save Cancel
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The audit trail includes an entry as to when the confirmation has been completed.

v Learner confirmation

“ Leamer confirmed on 02/12/2016

v Line manager confirmation

¥ Line manager confirmed on 02/12/2016

» Upload and attach files in support of this progress review

v Audit trail
Date Time Action Content User
02/122016 09:54:08 Mew log added - Krabbappel, Edna (5}
021212016 09:54:08 Confirmation requested from learner ] Krabbappel, Edna ()
021272016 09:54:08 Confirmation requested from line manager (] Krabbappel, Edna (6)
021272016 08:54:43 Confirmed by learner Gillett, Graham (38)
02/122016 09:55:01 Confirmed by line manager Lineman, Lineman (21}

The Learner receives a notification on the ToDo tab to “View/confirm” the entry. Select the hyperlink
to reveal the Progress Review and the confirmation box.
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v Confirmation of progress reviews
Planned date ‘Summary Actual date
19/12/2018 Progress Review 3 1911212016 View / confirm
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v Progress review (A2 change, A2)
Summary Progress Review 3
Planned date  19/12/2016

Actual date 1912/2016
Motes

progress review

v Learner confirmation

I hereby confirm that | agree to the above

The Line Manager receives a notification on the ToDo tab to “View/confirm” the entry. Select the
hyperlink to reveal the Progress Review and the confirmation box.
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v Progress review (A2 change, A2)
Summary Progress Review 3
Planned date  qg9/12/2016
Actual date 19/12/2016
Notes
progress review
4
v Learner confirmation
¥ Learner was requested to confirm on 19/412/2016
v Line manager confirmation
I hereby confirm that | agree to the above
-

This is not available to the Other System User, only Line Manager
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Add notification for assessor when new learner is added.

We have added a notification for the Assessor on the To Do list when new learners are assigned.

This table has a 'remove' tick box in it so that the assessor can hide the entry if already viewed.
There is a link “view” which when selected takes the assessor to that new learner’s Unit Assignments

page.

New learners assigned (last 30 days)

Date assigned Leamer Eemove

16/01/2017 Motification, Kari (1640} View

/ Update page

Upcoming (next 7 days) and overdue learner journey record delivery dates

¥ Show 66 overdue learner journey records

Qualification and

Due Leamer Leamner journey record performance criteria

BTEC Extended Diploma in Music Technology L3 {QCF}
31M0/2016  newton, chris (1630)  Music performance Edexcel 500_7716_8 (96} Edit
41A B C D EFGH,I

3141012016 Flanders,Rod (7)  ILP —

Opening criteria when 'select all' is ticked for a group of criteria

When you select the “tick all” icon the unit (or Performance criteria or range — depending on which
“tick all” you select) opens up all the relevant ticked criteria beneath.

.

- Unit 5§ NEW: Evaluate Benefit Claims

Show gaps

Open all

Open all checked items
Open all linked items
Close all

+ BTEC in Hairdressing (Test)
+| Customer Services NVQ - L2
-1 Housing Benefits NVQ
+ Unit 5 Evaluate Benefit Claims
+ Unit 5 NEW: Evaluate Benefit Claims
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Because the example below was ticked at unit level, the criterai for the whole unit including PCs and

range all become ticked and the elements open up to show you what has been ticked. (Previously

you had to open them up to ensure the elements were definitely ticked).

= Housing Benefits NVQ

Unit 5 Evaluate Benefit Claims & O

=l Unit 5 NEW: Evaluate Benefit Claims 4 [
= Element 5.1 Identify and Collect Information
=l Criteria 5.1 M O

) ¥ A Check all claims to establish the claimant's eligibility for the benefit claimed in accordance with statutory
requirements

Written storyboards and list work actioned to be checked by your supervisoriquality checker. You should also produce a
witness statement from them confirming that your assessment of the claimant's eligibility is correct. Also, highlight
specific regulations involved.

B Check all claims for sufficiency of evidence to support the claim

Written storyboards and list work actioned to be checked by your supervisoriquality checker. You should also produce a
witness statement from them confirming that the evidence you have collected is correct and suficient.

C Act promptly to obtain any missing information where evidence is insufficient

List work actioned to be checked by your supervisor/quality checker. You should also produce a storyboard detailing the
action taken and the relevant timescales.

D Offer appropriate advice/help where a claimant requires assistance in pursuing a claim

List work actioned to be checked by your supervisor/quality checker. You should also produce a storyboard detailing
your action and advice given.

) ¥ E Conduct all communication with claimants in a professional manner and in a format useful to the claimant
Witness statement and list work actioned to be checked by your supenvisoriquality checker. You should also produce a
witness statement from them confirming that your assessment of the claimant's eligibility is correct. Also, highlight
specific regulations involved.

=l Range 5.1 Claimants 4 [

¥ Private tenants

¥ Local Authority tenants

If the selection had been at criteria level, only the criteria would open and not the range.

=l Criterra 5.1 4 O

Fd ¥/ A Check all claims to establish the claimant's eligibility for the benefit claimed in accordance with statutory
requirements
Written storyboards and listwork actioned to be checked by your supervisor/quality checker. You should also produce a
witness statement from them confirming that your assessment of the claimant's eligibility is correct. Also, highlight
specific regulations involved.

¥ B Check all claims for sufficiency of evidence to support the claim
\Written storyboards and listwork actioned to be checked by your supervisor/quality checker. You should also produce a
witness statement from them confirming that the evidence you have collected is correct and suficient.

¢ CAct promptly to obtain any missing information where evidence is insufficient
List work actioned to be checked by your supervisor/quality checker. You should also produce a storyboard detailing the
action taken and the relevant timescales.

“| D Offer appropriate advice/help where a claimant requires assistance in pursuing a claim
List work actioned to be checked by your supervisor/quality checker. You should also produce a storyboard detailing
your action and advice given.

Ba ¥ E Conduct all communication with claimants in a professional manner and in a format useful to the claimant
Witness statement and list work actioned to be checked by your supervisorfquality checker. You should also produce a
witness statement from them confirming that your assessment of the claimant's eligibility is correct. Also, highlight
specific regulations involved.

Range 5.1 Claimants & [

Range 5.1 Information = O

Range 5.1 Statutory Requirements & O

This function does not work for BTEC — pass, merit, distinction type qualifications due to the way

criteria are graded rather than met.
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Change to how default units tick box works

Default units are assigned to qualifications by the Organisation Administrator. See the support area
for guidance in respect of this functionality, www.skillwise.net/support . Default units are generally
mandatory units but can also be optional units which are always completed by your learners doing
that particular qualification with your organisation.

Where no default units are set up for that qualification and organisation, the box is greyed out and
therefore cannot be ticked and this pop up displays:

= A

S
7

Where default units have been assigned to a qualification for your organisation the box is darker and
able to be selected.

Hairdressing NVQ 2 (18) Ld 24/08/2016 04/022017

Housing Benefits NVQ (9)

When the CA has ticked the box to assign default units and clicked save at the bottom of the page,
the tick box will now remain ticked in the user profile, but it will now be greyed out so it can't be un-
ticked.

Certificate in Pharmacy Service
Skills L2 (Edexcel) QCF Ld 201272016 011272017
500_9351 (GW) (90}

When you hover over the tick box this pop up displays.

If checked, this option will add all default units from this
qualfication to the leamers unit assignments (if not
already assigned). If the option is not checked,
previously assigned units will NOT be removed from the
leamer

Simplification of EQA/EV selectors

On the Verify tab, in order to simplify the EQA/EV access to information, we have removed the
requirement to select a Verifier or Assessor on all the tabs. The EV/EQA can select “All” in both these
drop down categories. This means that as long as the EV/EQA has the correct verifiers, assessors
and learners assigned to then they can go straight to the learner they wish to view, rather than
needing to know which verifier and assessor to select to see the learner they are interested in.
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Vwelcome vgmev wgmev (External verifier 15} | Logout options ¥ | Help and fraining 9
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Home Verify EV tools Reports

Leamner Gillett, Graham (38) v

Learner Progress Summary:

We have added an “All” option in the IQA selector so this area can filter learners by assessor only.

Welcome womev vgmev (External verifier 15) | Logout options ¥ | Help and training 9

Manager, A 88 M pe

— .
Home Verify EV tools Reports
5 W9 & U a8 L
Learner
progress summary
1QA All v
Assessor Flanders. Ed (39) v
v Krabbappel, Edna (748)
X GLH GLH
" . Current Target Target Esfimated
AT complefion start daie end date further days L fne _()Ime
job job
Customer Services NVQ- L2 (1) 24 % 31/07/2015 31/07/2016 1694 0:00/3:00 0:00/1:30

Assessor Activity Log:

We have added an “All” option in the IQA/ IV selector so the EV/EQA can simply choose the progress
reviews of any linked assessor.
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Simplifying the setting of an assessor as trainee or qualified

In order to simplify this process we have added a new box in the “Roles” section of the “User profile”
area for the Centre Administrator. It is now at this point where the CA selects whether the assessor
is a trainee or a qualified one. You cannot tick both.

System information

-
User name

Password

Force password L

change

Status = Active Disabled Archived
Roles

Diefault
Learner

Assessor
Cualified
Trainee L

QA

External verifier

Instead of assigning the assessor to each qualification and selecting trainee or qualified, there is now

just a single column to indicate which qualification/s they will be assessing. We will be running an

update process to populate this column for all existing assessors on VQManager for your
organisation.

Assessor qualification assignments

Assessor Toolkit - YWarehousing Apprenticeship L2 {linking test} (92) o
BTEC Extended Diploma in Music Technelegy L3 {QCF} Edexcel 500_7716_8 (96) L
BTEC in Hairdressing (Test) (76)

Certificate in Equality and Diversity L2 (NCFE) - question bank (102)

When the assessor becomes qualified the qualified box needs to be ticked. This will automatically
remove the tick from the trainee box.

Assessor (1641) /

Cualified
Trainee
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The trainee assessor's To Do list must be empty before making the change (if the assessor has work
pending at the time of the change, it can make some evidence disappear from view for users). There

is a pop up reminder for this.

dev.vgmanager.co.uk says:

Once a trainee assessor is changed to qualified this can not be undone.

Please check that the trainee's To Do list is empty before making this
change.

Click OK only if you are sure you wish to continue.

Note that it is not possible to change a qualified assessor to a trainee. If you need to do this, you will
need to contact SkillWise.

Automatically updating sampling plan when evidence signed off by IQA/IV

There is a new section within the sampling plan “sampled in evidence” which now allows for an
automatic update to the plan when a piece of evidence is sampling for that unit. It is located below
the existing "Sampled in sampling plan" section.

10 @

100%
04/03/2011

Planned: ¥ |

Type | Select v

@

Assessment cyc

Select v

Sampled in Click to sample
sampl.plan: «([=z 13/,01/2017

Sampled in
evidence:  ¥'l=| 17012017

The idea of adding "Sampled in evidence" under the existing "Sampled in plan" checkbox in the
sampling plan is to allow these two sections to function independently of each other and hopefully
will also be easier for the IQA/IVs to view. By putting them in separate boxes, it shows users which
dates were manually entered, and which were placed there by the system. 'Sampled in sampl. plan’
for manual dates, and 'sampled in evidence' for automated dates.
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10 < G 1

100%
04/D3/2011

Planned: ¢ ]

Type | Select
Assessment cycle
Select

Sampled in Click to sample
sampl. plan: ﬁ 130172017

n
A Ti7012017

.

Unit marked as sampled in the sampling Unit marked as sampled in the evidence
plan on the dates listed below listed below
Learner: Welford, James (872) . Learner: Welford, James (872)
Unit: Promote additional services or Unit: Promote additional services or
products to customers products to customers
13012017 Evidence 872/E/2598 on 17/01/2017
P i
Cance Cance

When a piece of evidence is sampled but NO units are ticked as sampled within the evidence —

nothing is recorded in the sampling plan.

Criteria met

Mavigate to and select the relevant Linit, Element, Assessment criteria, R

logged.
Open all
Open all checked items

Close all

= Customer Services NVQ - L2
EIDUniH Frepare yourself to deliver good customer
= Element 2 My new Elementis this one
[= Element 1.2 Describe your organisations products
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When a piece of evidence is sampled and units are ticked as sampled within the evidence, dates are

added to the new sampling section against all of the selected units.

Criteria met

Mavigate to and select the relevant Unit, Element, Assessment criteria, F

legged.
Open all
Open all checked items

Close all

= Customer Services NVQ - L2
:-:Humﬁ FPrepare yourselfto deliver good customer

[ Element 2 My new Element is this one
# Element 1.2 Describe your organisations products

When a unit is signed off this is still displayed at the top of the sampling plan cell. This doesn't pull

through into the sampling area at the bottom. This has not changed.

5 <@

100%

1710112 Q4 signed off date
17001 2avr

Planned: [£] [

Type Select E
Assezsment cycle

Select [=]

Sampled in Click to sample
sampl. plan: [ [

The only exception to Unit sign off is if 'unit not sampled' is selected at Unit sign off, because that

does go into the sampling area at the bottom. This has not changed.

5 < 5

100%
12/10/2016

Planned: ) L

Type | Select
Assessment cycle
Select

bl 12102016
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The most recent date is displayed in the summary view. Previous dates can be viewed by clicking to
view the audit trail. This will include the most recent date as well, for clarity.

We know that an IQA/IV may need to verify a unit in the sampling plan more than once and this is
now possible without losing the information around the previous sampling. Multiple sampling events
in the sampling plan plus audit trail is now available, but currently limited to one sampling per

IV/learner/unit per day. See screenshot below for how the system records and displays multiple
manual sampling dates.

Unit marked as sampled in the sampling
plan on the dates listed below C
Learner: newton, alfie (1631)

Unit: Prepare yourself to deliver good

customer service

03012017
12/01/2017

Cancel
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