Learner Activity Logs for Assessors and IQA/IVs

There is a Learner activity log area you are able to record specific activities you do with the learner.
This should not be used for evidence or formal progress reviews (unless you are not using the
designated Progress review tab.
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Any items as specified by the drop down selection in the category index can be uploaded. Below is
an example of a list of some of the options you might find in your centre.

v Add new log

Category ABL contact v
CHOC form a
Summary fitle E-mail
Employer feedback

Activity date Employer Prevent Handbook
Enrelment farm

Exit interview

Final visit checklist

Activity detail (ma Health & Safety

IAs

ILP . p
B I U Learner at risk Rl v S
Learner certificate
Learner disciplinary
Online test

Other

Peer observed activity
» Guided leg Phone call

PLTS

N Recording GLH P P
» Upload an Recording OJT . this activity log
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You are able to create a new log any time you like by populating the Add new log area. Within this
area you can describe any actity completed by you:

v Add new log

Category 12 Week Review b
) 12 Week Review

Summary title  Assessment Meeting

Assessment Plan
Activity date On-site meeting

Other

Phone Call

Progress Review
Actmty detail

» Guided learning hours

» Upload and attach files in support of this activity log

You can add Off the job training hours for your learner if you wish to and you can also ask the
learner’s line manager to confirm the hours too, if the line manager is using VQManager.

v Off the job training
Start time :

End time .
Duration hours minutes

Request assessor to confirm the above OTJT hours?

[ Request line manager to confirm the above OTJT hours?

You can also populate the Guided Learning Hours section if applicable

v Guided learning hours

Start time :
Endtime |00 v]:
Duration hours minutes

Select qual [Select qualification to log GLH against A
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You can upload any number of documents to the activity log too.

v Upload and attach files in support of this activity log

8 files 100 Mb total maximum
Choose File | No file chosen

Upload Files

Once saved you can vie or edit any of the Activity Logs in the Previous logs section.

v Previous logs

OTJ hours key: Leamner logged, Line manager confinmed, Assessor confirmed, Assessor and Line manager confirmed

Activity Category Summary ftitle Logged by Start End Activity Attach- GLH? Offthe job
date time time detail ments training?
17/05/2018  17/05/2018  Other workshop Knee, Sid 9:00 13:00 ] 4:00 Edit
17/05/2018  17/05/2018  On-site Meeting Knee, Sid 9:00 11:.00 2:00 Edit
17/05/2018  17/05/2018  Other training Knee, Sid 2:00 Edit
17/05/2018  17/05/2018  Other training Rose [2A], 2:00 Edit
Honey
18/05/2018  18/05/2018  Other sales training Rose [2A], ] 10:00 Edit
Honey
31/05/2018  31/05/2018  Other Training Rose [2A], ] 6:00 Edit
session Honey
271M11/2018 271172018 Assessment new Knee, Sid (] Edit
Meeting
13/0212019  13/02/2019  Assessment Test Rose [24], "] 6:04 Edit
Meeting Honey

There is a key which outlines any OTJ hours which have been recorded and of those hours, which
have been confirmed by the line manager and which have been confirmed by you the assessor

v Previous logs

OTJ hours key: Leamner logged, Line manager confinmed, Assessor confirmed, Assessor and Line manager confirmed
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Only applicable to assessor:

If you add or make any amendments to an existing log, your learner will receive a notification to this

effect.

If your learner adds or amends an existing review, you will also receive a notification to this effect.

v Activity logs added or altered by others in the last 14 days

Date 3 - " Remaove

logged/edited Category Summary fitle Logged/edited by s @

2210652020 Training session Knee, Sid (96980) O

2210612020 Other 2019 - Aftended "The Pharmacy Show" Knee, Sid (96980) O
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