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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.   

Assessor view: 

 

IQA/IV view 

 

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.  
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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: 
 

 
 
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. 
 

 
 
You can also populate the Guided Learning Hours section if applicable 
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You can upload any number of documents to the activity log too. 
 

 
 
 

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

 
 
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 
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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. 
 

 
 
 
Enable assessor to copy Activity Log entries to other learners 

Where a whole class or group has completed the same activity, assessors are now able to log this 

once, and then copy that log to all the learners involved. 

There is now a new link at the top of the Activity Log page, similar to the one that allows assessors 

to sign off multiple units at once. 

 

Select the hyperlink and the page refreshes to allow one or more logs to be copied. 
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Click on Select learners for copying to: 

 

If required, use the filters at the top of the tab to strip down the learner selection and then select 

the appropriate learners using the tick box on the right hand side.  
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A reminder of the logs about to be shared is visible at the bottom of the page. 

 

Select Copy selected logs to selected learners to complete the task. 

If off the job hours (OTJH) form part of the Activity log, those hours are also copied across to the 

new learner entry. Where OTJ hours are copied, the system assumes the assessor is also confirming 

those hours for the learners they are copied to. This is regardless of whether the hours were 

approved in the source log. You may wish to consider this aspect prior to copying. 

A particular log entry may only be copied to a particular learner once. Where one of the selected 

learners already has a copy of the record(s) selected, a pop up message appears letting the assessor 

know that has happened.  
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Exporting Activity Log for EPA 

A new function allows the assessor to export all the activity logs for a learner. 

 

A new button appears underneath the table of activity logs called Prepare activity logs for EPA. 

When the arrow is selected all activity logs are added to a single PDF document. 

 

The link can be copied or the document can be downloaded, either by selecting the download icon 

or selecting the Download arrow. 
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When downloaded the PDF displays like this: 

 

The report captures all data (where applicable) from the following areas: 

 Activity Log category 

 Summary title 

 Activity date 

 Activity detail 

 GLH 

 OTJ hours 

 OTJ Tutor confirmation date 

 OTJ Tutor confirmation comments 

 OTJ Employer confirmation date 

 OTJ employer confirmation comments 

 Attached files.  The files can be opened by selecting the link in the right hand column. 

 

The number of OTJ and GLH hours in this list are totalled at the bottom. Any OTJ hours that have not 

been approved by an assessor are excluded, and show as 00:00 in the OTJ hours column.  

Note that, if you also have some OTJ hours recorded in the Diary, these are not included in the total 

here. If your EPA wants to see OTJ hours records, you will need to check if these are split between 

the Diary and Activity log, and download both PDFs if necessary. 

 

 
 
 

 


