VQManager Enhancement March 2020

Progression Tracker

Ofsted need training providers to track progress and show ‘value added’ as the learners work
through their qualification. We have developed afunction which allows learners, assessors and line
managers (employers) to show a ‘rating’ against the criteriafora qualification, to show progression
whilston programme.

A new tab called “Progression tracker” is located inthe Reports area andis visible forall users.
Learners, Assessors and Line Managers are able interact withit, otherusers are ‘view only’.

Welcome Edna Krabbappel (Assessor§) | Change userlogout W Help and fraining
Manager & ‘ —
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Home My learners Assessment tools Reports
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Progression
tracker

Evaluations are initiated and completed on an ad hoc basis, with the assessor deciding how many to
do and when.

Assessor - Initiating a Progression evaluation

Initiate a new progression evaluation

Qualification | Select v

Title (max. 50 characters)

Line manager | Select v

Line manager target date

¥ Send notification email to line manager (if there is a valid email address on record)

Learner | Anderson6, Charles <0= |

Learner target date

¥ Send notification email to learner (if there is a valid email address on record)

m Downl(lad malri:':
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The firsttime an evaluationis created, the assessor will select a qualification to run the task against.
Once selected, this cannot be changed, and all subsequent evaluations will be run against this qual.

The qualification drop-down will show only the qualifications assigned to the selected learner.

v Initiate a new progression evaluation

CQualification | Select

Apprenticeship Operations/Departmental Manager L5 ST0335_01 Standards Version 1 (132)
Title (max. 80 ¢ Apprenticeship Operations/Departmental Manager L5 ST0385_AP01 Programme of Delivery W1 (131)
Diploma for Leaders and Managers L5 {QCF} ILM 603_1167_8 {133)

Once a qualificationis selected, the assessor will be presented with afield toinputatitle forthe first
evaluation, toidentify it. This will happen for each subsequent evaluation as well.

If more than one line managerislinked to the learner, thereisadrop down where the assessor will
selectthe appropriate line manager (employer) required to do the evaluation. Ifthereisnoline

managerlinked, thisareais notvisible, and the evaluation proceeds with just the assessorand
learnerinvolved.

Line manager | Select v

Line manager ta Lineman, Lineman (21) =no valid email addrass on record=
Bryson, Billy (1722) <billy@mail_.coms=
¥ Send notific| Line, Kari (1731) =kari@skillwise nat=

Enter a due date in the date field for both the line managerand the learner.

Line manager | Select v

Line manager target date

[ Feb ¥ 2020 ¥ |
¥ |Send nofification email to line manager {l‘

Su Mo Tu

Learner | Anderson0, Charles <0= |

2 3 4 5 & T ]

Learner target date 9 10| M| 12| 12| 14| 15

. : . . 16 ir | 18 19 20 29| 22
* |Send nofification email to learmer |_|flherf;]

23|\ 24 35 26| IF 2B 20

The box to send a notification viaemail is automatically ticked for both the line managerand the
learner. Where avalid email addressisrecorded in VQManager, an email will be sent.

The target date can be the same for both users, or different. The expectation would be for the target
date to be withinaweek ortwo of the assessor initiating the evaluation. This will also post a

notification onthe target users’ To Do lists. These notifications will show red if the ‘due date’ has
passed.
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For theinitial evaluation, there is no datato show againstthe “Graph” and “Download matrix”
buttons.

Select “save”; the page will refresh and display the qualification tree, and allow the assessor to rate
the learner’s currentlevel of competence against each criterion, onascale of 1 - 10.
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tracker

Progression evaluation
Title: First Scan
Learner: Anderson(6, Charles

Indicate the learner's level of competence on a scale of 1 - 10, where 1 is not at all competent, and 10 is highly competent.

i Use the 'select all' boxes to indicate the same level of competence for a whole ouicome or unit.

Open all
Close all

* Apprenticeship Operations/Departmental Manager L5 ST0385_01 Standards Version 1

m

Thereisa ‘selectall’ quicktick box at unitlevel, which when selected populates all the criteriain that
unitwiththe selected value.

Progression evaluation
Title: First Scan
Learner: Anderson06, Charles

Indicate the leamer's level of competence on a scale of 1 - 10, where 1 is not at all competent, and 10 is highly competent.

- Use the 'select all' boxes to indicate the same level of competence for a whole ouicome or unit.

Open all
Close all

= Apprenticeship Operations/Departmental Manager L5 ST0385 01 Standards Version 1

= Unit 1 Knowledge - Interpersonal Excellence 12 3 45 €7 8 35 10
= Unit 2 Knowledge - Crganisational Performance 12 3 4 5B 7 8 3 10
= Unit 3 Knowledge - Personal Effectiveness 12 3 45 €7 8 35 10
= Unit 4 Skills - Interperzonal Excellence 12 3 45 €7 8 35 10
s Unit 5 Skills - Organisational Performance 12 3 4 5B 7 8 3 10
# Unit 6 Skills - Personal Effectiveness 12 3 45¢E7 895 10
# Unit 7 Behaviours 12 34567 8 3 10
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Only unitsassignedtothe learnerwill display. The system allows forunitsto be added and removed
throughoutthe learner’s time on programme.

Thereisa ‘selectall’ quick tick box atlearning outcome level too, which when selected populates all
the criteriainthat learning outcome with the selected value.

= Apprenticeship Operations/Departmental Manager L5 ST0385_01 Standards Version 1
= Unit 1 Knowledge - Interpersonal Excellence 1 2 3 4 56 7 8 5 W0

= Leaming outcome 1 Leading People

1 2 3 4 5 B 7 & 3 10
* Assessment criteria 1

|II

Usingthe “openal
individual criteria.

radio button, the qualification tree opens and the user can assign a value for

*! Open all
Close all

=1 Apprenticeship Operations/Departmental Manager L5 ST0385_01 Standards Version 1
= Unit 1 Knowledge - Interpersonal Excellence 1 2 3 4 5 8 7 8 9 10

= Learning outcome 1 Leading People

1 2 3 4 5 E 7 & 3 10
= Assessment criteria 1

K1 Understand different leadership styles, how to lead multiple and remote teams

and manage team leaders ooooOoooooo
K2 Know how to motivate and improve performance, supporting people using

coaching and mentoring approaches Doo0oooooo
K3 Understand organisational cultures and diversity and their impact on leading

and managing change Doo0oooooo
K4 Know how to delegate effectively OooOoooooo

Each criterion can only have one option selected. Range and K&U are excluded, if you selecta
qualificationin which these elements are applicable.
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agin | Salesforce

-l Learning outcome 3

- Assessment criteria 3

-l Learning outcome 4 Professionalism

@ Skillw

dev.vgmanager.co.uk says
(=Y

All the items have been scored. Do you wish to close this evaluation

] - P . . . .
B2! nhow? select Cancel if you want to edit the evaluation again and close it

later.
“ Can ce'

B1 Flexible to the needs of the organisation.

B2 Is creative, innovative and enterprising when seeking solutions t§ business
needs.

B3 Positive and adaptable, responds well to feedback and need for change.

B4 Open to new ways of working

-| Assessment criteria 4

81 Sets an example, and is fair, consistent and impartial.
§2 Open and honest.

$3 Operates within organisational values.

|Manager e-port.. ™% My page - Skilly

LS Ny NNy W W W Ny W

Ooooo0ooooo

12 3 4 5 6 7 & 3 10

0000000000

0000000000
0oO00o00oooo
00o0ooooooo

1 2 3 4 5 6 7 8 93 10

0000000000
Oooooooooa
OoNOOoO000o0oao

B

The evaluation is complete when every criterion has avalue assigned. Clicking ‘save’ that this point
will openadialogue box, offering two options.

Select “Cancel” inthe dialogue box if you wish to save the evaluation and come back and finishit

later.

Select “OK” if you have finished the evaluation completely.

(Selecting “Cancel” in the bottom right instead of “Save” will exit the evaluation without saving

changes.)

Upon the assessor savingthe evaluation, whetherit’s complete ornot, VQManger will send
notifications (email if applicable, and the To Do tab) to the other usersto work on the tracker,

stating a target date. For a completed evaluation, the assessor’s view shows like this:
v Previous progression evaluations

Date
initiated

2710212020

VQManager enhancement

Qualification Assessor

compieted

Leamer Leamer

completed

Leamer
target

Apprenficeship First 270212020 Anderson06, 28/02/2020 Line, Kari
Operations/Deparimental  Scan Charles {(1731)
Manager L5 ST0385_01  (18) (1695)
Standards Version 1
(132)

V2

Line manager

Line Line
manager manager
target completed

28/02/2020 View
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v Previous progression evaluations

Date Qualification Assessor Leamer Leamer Leamer Line manager Line Line
initiated completed target completed manager manager
target completed

27/02/2020  Apprenticeship First 27/02/2020  Anderson06, 28/02/2020 Line, Kari 28/02/2020 View

Operations/Deparimental  Scan Charles (1731)

Manager L5 ST0385_01  (18) (1695)

Standards Version 1

(132)

Download matri

At thisstage thereis still nothingtosee inthe graph and download matrix area.
The workflow can be represented like this:

Learner
Assessor>>
Line Manager

Before an assessor has beguntheinitial evaluation, learners and line managers will see amessage
lettingthem know the assessorhas yettoselecta qual and start the process.

v Previous progression evaluations

Date Qualification Title Assessor Assessor Leamner Learner
initiated completed target completed

Mo previous progression evaluations

Line manager and learner - completing the Progression tracker request

On receipt of an email and/orTo Do tab request the usershould follow the link “Evaluate”.

Welcome Kari Line (Line manager 1731) [ Logout options ¥ Help and training
- m
[:"4 'Y P AYS
" e

Home Reports

Lo ] | _

To do

it

» Confirmation of progress reviews

» Confirmation of OTJT hours

v New and incomplete progression evaluations

Date initiated Initiated by Date due

2710212020 First Scan Krabbappel, Edna Anderson06, Charles 28/0212020
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For the learnerandline manager, the qual tree of the relevant qual will display inthe “Progression
tracker” tab whenthey click “Evaluate”.

Progression evaluation
Title: First Scan
Learner: Anderson08, Charles

Indicate the learner's level of competence on a scale of 1 - 10, where 1 is not at all competent, and 10 is highly competent.
Use the 'select all' boxes to indicate the same level of competence for a whole outcome or unit.

Open all
Close all

+ Apprenticeship Operations/Departmental Manager L5 ST0385_01 Standards Version 1

The line managerandthe learnerfollowthe same process as the assessorto compete the

evaluation. Theytoo have the quicktick options atunitand learning outcome levels. Learnersand
line managers can save an evaluation to complete later, orsave itas complete, justlike the assessor.

Previous progression evaluations

Date Qualification Assessor Assessor Leamer Leamer Leamer Line Line
initiated completed target completed manager manager
target completed
271022020  Apprenticeship First Krabbappel, 27/02/2020 Anderson06, 28/02/2020 28/02/2020 27/02/2020
Operations/Deparimental  Scan Edna (6) Charles
Manager L5 ST0385_01 (18) (1695)

Standards Version 1
(132)

Download matrix

Before all usersinvolved have completed their evaluations, selecting the “view” button will show the
user’sown evaluationonly, ina“read only” view.

Until all three people (two wherethereisnoline managerassigned) have completed theirinitial
evaluation, the graph and the download matrix buttons will have no datato show.

The assessorwill receive anotification onthe To Do tab if the Learnerand/or Line Manager have not
completed the evaluation by the target date.

Viewing previous Progression tracker evaluations
Users will notsee each other’s work until all have completed theirown evaluation and savedit.

At this point, the previous “view” link will change to “view all”, and the new view will show each
user’s rating against each criterion, side by side. These are colour-coded for clarity.
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v Previous progression evaluations

Date Qualification Assessor Leamer Leamer Line manager Line Line

initiated completed target completed manager manager
target completed

30/01/2020  Apprenticeship January  30/01/2020 learn 3110172020 30/01/2020 Line, Kari 310172020 30/01/2020
Operations/Deparimental  PT (7) inca (1731)
Manager L5 (1732)

ST0385_AFP01
Programme of Delivery
V1 (131)

Progression evaluation
Title: January PT
Learner: learn, inca

'* Open all
Close all

- Apprenticeship Operations/Departmental Manager L5 5T0385_AP01 Programme of Delivery V1
= Unit 3 End Point Assessment
-1 Learning outcome 1 End Point Assessment
Line

-1 Assessment criteria 1 Learner Assessor manager

1 Knowledge test using scenarios and questions
2 Structured competency based interview
3 Assessment of portfolio of evidence

4 Presentation of work based project with Q&A

() &) (2 (o) [
[ () () [ [
() () [+ (o) [

5 Professional discussion relating to CPD activity

Viewing a graph of Progression tracker
The results of the evaluations are availablein agraph format.

The firstgraph shows the average score per evaluation, with adifferent coloured line forlearner,
assessorand line manager, matchingthe coloursabove inthe summary view of the evaluation.

The date used foran evaluationinthese reportsisthe date the assessor started the evaluation.
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Averages of completed progression evaluations

B Leamner A\ Assessor ’ Line manager

Arerage score

1

0
0111172019 01/12/2019 01/01/2020 01/02/2020 01/03/2020

Months on programme

By clicking onthe individual data pointsin the graph, it is possible to drill down and see the results of
a single evaluation as a graph, again with separate coloured linesforlearner, assessorand line
manager:

Unit averages for progression tracking: January Start PT (30/01/2020)

W Leamer 4\ Assessor ‘ Line manager

Average score
on

Units
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Selectingthe “download matrix” button, an Excel spreadsheet will download revealing the scores for
all usersand all evaluations forthe selected learner. This matrix alsoincludes the average score for
each criterion.

A B c D E F G H 1 J K L M N o P
1 pmgressu_lntracker(zzr/nzlznzn}
2 |Gillett, Graham Average all evaluations 13/11/2019-Nov 2019 Progressi 13/11/2018-Dec 2019 27/02/2020-feb test
3 |V1AssessorsvQ
4 Learner  Assessor Line man:Learner Assessor Line manzlearner Assessor Line manglearner Assessor Line manager
5 Average all criteria 5 5 5 7 5 g 3 5 2 5 6 7
6 Unit 1 Conduct internal quality assurance of the assessment process
7 Element 1.1 Carry out and evaluate internal assessment and quality assurance systems
8 A Put your organisation&#39;s requirements into practice for auditin 5 3 5 7 1 8 3 3 2 5 6 7
9 B Identify the outcomes needed by the agreed standards and their cc 5 3 5 7 2 8 3 3 2 5 6 7
10 C Carrying out appropriate administrative and recording arrangemen 5 4 5 7 3 8 3 3 2 5 6 7
11 D Identify and ensure the agreed eriteria for choosing and supparting 5 4 5 7 4 8 3 3 2 5 5 7
12 E Carry out assessment standardisation arrangements 5 5 5 7 5 8 3 4 2 5 6 7
13 F Ensure a procedure for complaints and appeals is in place, which m 5 5 5 7 6 8 3 4 2 5 6 7
14 G Identify and use internal and external measures of performance tc 5 5 5 7 7 8 3 4 2 5 6 7
15 H Make recommendations to improve internal quality assurance arra 5 6 5 7 8 8 3 4 2 5 6 7
18 Element 1.2 Support assessars
17 A Ensure assessors have appropriate technical and vocational experiv 5 6 5 7 9 8 3 4 2 5 6 7
18 B Ensure assessors are familiar with and can carry out the specific ass 5 6 5 7 10 8 3 4 2 5 6 7
19 Cldentify the development needs of assessars in line with assessme 5 3 5 7 1 8 3 4 2 5 6 7
20 D Give assessors the chance to develop their assessment experience 5 4 5 7 2 8 3 4 2 5 6 7
21 E Ensure assessors have regular opportunities to standardise assessn 5 a 5 7 3 8 3 4 2 5 6 7
22 F Monitor how assessors are capable of maintaining standards 5 4 5 7 a 8 3 4 2 5 6 7

Adding date of last action to Evidence list

To improve visibility, we have added the date of the last action for each piece of evidence inthe
Evidence List.

==v ~ = i et = .
‘—x == o [ c | = 5:: o .
SN s gy ===} X — O iy >4
"~ Evidence
list

Qualification All qualifications v

Unit All units ¥

Method All methods v

BTEC in Hairdressing (Test)
Sort by oldest first
Date created 27/08/2018 Number IBEMN133
Method Witness testimony
R
Qualification Flease open the evidence to see the items covered .| Rework
Description Off the job training
Last action 08/07/2019 - Assessor edited evidence and saved to continue later
Date created 27/08/2018 Number IWEM132
Method Work products
A )

Qualification Please open the evidence to see the items covered ) Edit
Description Cff the job training
Last action 19/11/2018 - Assessor edited evidence and saved to continue later
Date created 28/10/2010 Number 38/Ef228
Method Work products, Witness testimony
Qualification BTEC in Hairdressing (Test) 2 o View
Description This is the test
Last action 04/03/2016 - External verifier verified evidence
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Showing Expert Witness requests waiting more than 7 days in red

This enhancement highlights any Expert/Evidence Witness requests that have been waiting more
than 7 days inred onthe Infotab.

Welcome kari leam (Leamer 1730) | Logout options ¥ Help and training
- @
[m & % . P A
|

Home My portfolio Reports
. P A L T )
B 9 = E = k8 W
Info
v Evidence submitted to Workplace training supervisor
Date submitted Evidence number ~ Summary
17/02/2020 1730/E/1196 Test Re-send

Improving error message for duplicate usernames

We have improvedthe error message when addinganew learner where the username has already
beenusedinVQManager. The old message read:

@ Edit user - Google Chrome = m} s
8 vgmanager.co.uk/cgi/radSVQ.cgi/eu?&r=1510818&i=rmmccccdsrsemccemvlgfsmrmkv8iosu=08g=8lorg=2198&sc=28su=0 Q

www.vgmanager.co.uk says

) Please note: This new user W \Warning! The specified user name zlready exists. Please specify a
| different user name.

System information n

®
User name learner@ukmi
Password

Force password cd

change

Email a password
set | reset link to
this user

Status ®Aclive 'Disabled ' Archived

Roles
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The new message reads:

@ Edit user - Google Chrome = O X

A Mot secure | dev.vgmanager.co.uk/cgi/radSVQ.cgifeu?8tr=58=cfkldIrkrdrkfmvvgkskkc8losu=08.g==8lorg=18sc=18su=0

dev.vgmanager.co.uk says
@ Please note: This new user will ng warning! The specified username already exists. Usernames must be
| unique across the whole VQManager system, not just within your
organisation. Please specify a different username. We recommend using

System information an e-mail address, or a format like name@trainingprovider, to avoid
this problem
User name * A2AzA2 | “ |
password *
Force password o
change

Email a password
set | reset link to
this user

Adding reminderon how to setup an EQA

Whenan EV/EQAis setup in VQManager, quite often the Centre Admin only assigns the learners to
therole. The assessor(s) and IV/IQA(s) also need to be assigned to the role too. To help remember
thisimportantelement, we have added anew reminder when assigning users tothe EV/EQA role.

External verifier associate with users

To see a learner's work the EQA must be linked to all users in the ‘chain’, i.e. a correctly et up EQA will be linked to at least one IQA, one assessor and
one lzarner. You will also need to change the status of any archived users to "active’.

Associate with... Employer

2016_12_16_L_1, 2016_12_16_L_1 (1639) Learner

2017_02_13_Wil_test_L_1, 2017_02_13_Wil_test_L_1(1642) Learner

Add option to prevent an Expert/Evidence Witness from sending evidence back to the learner

Thisenhancement removes the ability for the Expert/Evidence Witness (EW) to send evidence back
to the learner. Thisisthe defaultformatif you have the EW function switched on foryourcentre.
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Comments

Foundation pharmacist comments to tutor (Foundation, Learner)

By submitting this evidence for aggessment, | confirm that it is the result of my own work.

Assessor comments
By agreeing with this evidence, | confirm that this account is a true and accurate reflection of the activity | observed thig learner undertake, on the date

stated.

15:03 GMT 27/02/2020

Under the new option, the EW isasked only to add feedback comments and to move the evidence
on to the assessorforaction. This isso that the assessorisable to deal with anyissuesinrespect of
the work ratherthan the EW “assessing” the work first.

Evidence witness comments

By agreeing with this evidence, | confirm that this account is a true and accurate reflection of the activity | observed this learner undertake, on the date
stated.

18:20 GMT 15/04/2019

Send evidence to assessor

When the optionis switched onto prevent EWsreturning work to learners, the text of the e -mail
theyreceive is automatically altered appropriately.
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Subject H‘Ql'\',ﬂ,mmgz Assessor request [F4849285-CDE0-4411-A841 -COBT102D84C 10 vam

VOManager Assessor request

Kari North has requested that you confirm an evidence item which has been logged.
Please click on this link, review the evidence and add any feedback relevant. Once you
have passed the evidence on the link will become inactive.

https://www.vgmanager.co.uk/cgi/radSVQ.cgi/vl?

un=UN238915&up=PW238915&ca=2389678&ewg=BD6354F0-FF3C-49DA-876F-
1C198C657951

Please do not respond to this email but refer to Kari North if you have any guestions.

VOManager Support Team

This last item s available by request. If you have the EW function switched on and would like the
workflow to be limited as outlined, please contact Kari or Jo.
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