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Introduction

Leading on the delivery of Alternative Provision for Schools and Academies in Coventry has resulted in our
service exploring ways that our collaborative work will be most successful, in regard to information sharing and
enabling all stakeholders to access statistical data for their learners.

Our priority is ensuring that file transfer is done in the most safe and effective way as possible.
In addition to this, for our service to be a success the recording of daily data and progress is of great importance.
To ensure our wider team have clarity of the best ways of using our systems, our service have created this guide
for both Schools/Academies and Delivery Providers.



Datalocker

This site is designed for transferring files to and from various services at Coventry City Council.
When Schools/Academies and Delivery Providers work in partnership with Coventry Alternative
Provision there will be a designated staff member, decided by the establishment, who will be issued
with a log in to this system. The designated employee will then be responsible for the transferring of

files to and from the Coventry Alternative Provision Service.

The transferring of files can be anything from; (list is not exhaustive)

e Learner support plans
e Educational Health Care Plans
¢ Risk Assessments
e Updated Contact information
e Meeting Minutes
e Social Care reports
o Safeguarding Concerns
¢ Behaviour/Attendance concerns
¢ Financial Audits
e Invoices
e Tracking

There may be occasion where the secure transfer of other documents is required. It is
recommended that Datalocker is used to replace encrypted emails.

Our service will use this system when sending any attachments to your establishment.
Please be mindful that Datalocker will only allow the transfers outlined below;
Coventry Alternative Provision to Schools ( CAP Coordinator or DSL)
Coventry Alternative Provision to Providers ( CAP Coordinator or DSL)
Schools to Coventry Alternative Provision ( CAP)
Providers to Coventry Alternative Provision (CAP)

Please be mindful that Datalocker will NOT allow the transfers outlined below;

Schools to Providers
Providers to Schools



When you start working in partnership with Coventry Alternative Provision following your
initial meeting/training session you will be provided with a log in to the system. This will be
issued by the Data locker Support Team and will be received into your work email inbox
along with the link to the site. This is also provided below;
https://datalocker.coventry.gov.uk/Login.aspx

When you enter this site you will find the logging in page, see below;

ANYCOMMS

A

Coventry City Council

Log In

Username

Password

() | accept the Terms & Conditions

Forgot password?

Contact Us

Please use the Username and Password that has been provided by the Data Locker Support team.


https://datalocker.coventry.gov.uk/Login.aspx

ANYCOMMS*

Upload to Organisation

N Upload to Organisation

' Download
£ Transfer History Select Files
SITE ADMIN
[ Activity Reports
HELP
@ Help
GD Links
E Contact
4} What's New
ACCOUNT
= My Account

e Change Password
2] Log Out

Upon logging into the system, you will always see the page above. Please note we have redacted this
account information for the purpose of the example. Ordinarily your name will be in these areas.

Although there are a number of options on this page there are only 2 icons that you will be required to use for
secure file transferring. These are;

e Select Files —this is used to share documents with CAP
° Download — this is used for CAP to share documents with schools/providers

Now let’s look at how we complete these tasks;

Send a file to CAP- From the home page shown above click on the icon (Select Files) and it will ask you to
select the file that you are wanting to transfer.




Once you have selected the file the format of the page will change to this;

Upload to Organisation

Select Files

SELECT RECIPIENTS

Copy top organisation to all Copy top role to all Copy top description to all

O Upload by organisation type

File Name Recipient Organisation Recipient Role Description Remove
test.txt Select v Filter v Remove
Upload Files
If the wrong file
is selected
please click
remove.
The name of the

selected file will Select CAP for
recipient role.
show here. Click the drop down to P
select the recipient Please add a description that allows the team
organisation, which is to identify who it is for. For example;

CAP (Coventry

. .. CFC JN- Cause for concern with learner initials
Alternative Provision)

Routes 2 JN- identifying that the document is
for Routes but also has the learner initials.

If you are transferring more than one file at a time you can use the icons at the top to autofill the fields in.
See ‘Copy all top organisations to all’, ‘Copy top role to all’ and ‘Copy top description to all’.

To add more files return to Select Files at the top of the page and these documents will appear below the
first one in the format above.

Once you have selected your files and completed the transfer data please click upload files.

You will then be asked to confirm the transfer. Once this is confirmed the files have been transferred.



Receiving file(s) from CAP

Once logged into the system click the icon ‘Download File(s)’.

ANYCOMMS*

Upload to Organisation

N Upload to Organisation

v Download
€9 Transfer History
SITE ADMIN
[ Activity Reports
HELP
@ Help
G Links
E Contact
#} What's New

ACCOUNT
= My Account

e Change Password
3] Log Out

Downloads

There is 1 new file available for you to download. To download a file tick on the box next to it and then click on Download Selected.
Alternatively, click the Download All button.

Searct Items per page: 50
Previously Downloaded Files
File Name File Type From Date/Time Uploaded ¥ Download

This will give you Here you will see

an idea of what who has sent the Select the files you would like to download and
the file is. file and the file then click download.
details. Alternatively

‘Download all’ on the left hand side.



Once you have downloaded a pop up will appear at the bottom of your screen with all downloads in.
You can now view and save these documents.

CLM, short for Collaborative Learning Manager is the current system used for all recording of
attendance, achievement and learner progress on a central platform enabling all schools, providers and
CAP team to access the data. When a schools and providers start to work with CAP, designated staff will

be provided access.

CLM should be completed each training day by providers and checked daily by schools who are then
responsible for processing any absences. In this guidance to make each role easier to understand we will give
an overview for school staff and provider staff separately.

Upon receiving your access details from CAP admin staff you will also be provided with the link to the website,
this is also provided below;

Schools-

e How to check a learner training record /What’s on the breakdown
e How to check daily attendance (register) — How to add a note to share information
® How to process absences
o How to check the Progress of units and Qual
e How to download reports on template
e Mail Merge the report

Providers —

e How to check a learner record/ where to find the emergency contacts etc.
e How to complete daily attendance
e How to add notes
e Contribution — optional
e How to update progress of units and qualification (check that qualification is correct)
* How to record an initial assessment
¢ How to record targets outside of a learner’s qualification - optional



How to check a learner training record /What’s on the breakdown

From the menu on the left, click on Learning and then on Training Records.

Collaborative Learning Manager

My Account

Today's Registers Unprocessed Absences Summary by Date
==
Show only announcements published or modified since: idd 'mmiyyyy LEJ Help on using the homepage

— — and posting announcements.
L | page 1 v of1(1records) e |

£ Welcome to CLM Unread Notifications

by CLM Support (Perspective)

Type Count
Collaborative Learning Manager (CLM) is a national web-application that Training 0
facilitates the management of collaborative learning partnerships between Lesson 375
schools, colleges and alternative training providers. CLM promotes the Student 1

safeguarding of learners by providing a central resource for the publishing
and sharing of attendance and progress data of offsite leamers.

Click these

This will bring you to the Training Records page, on which you will see a list of learners as well as details
regarding the provider(s) they attend and an overview of their attendance. By default, this will list all of your
learners, however you can filter this list by clicking on the blue buttons at the top of the page. Alternatively,

you can click on one of the training records to view that record.

Training Records $E3 Lo uau Te e

show: T Atlondarce W Pogress WAppress WMoty WigN. WG WS W Acecsmont W wpot

=D < Filters
page 1 v of 4 (80 records) L |
Leamer Training Dates Course Cohort Attendance
Warve KS& Schost St Emd  Peovider  Starn Dute Tate gty | e X X X = = §

196 w0 73 W8 2 3

- 208 A04% B3N BN 10N 15%
4 90 T 13

. 208 (was BN WS I
@2 02 8

. 206 |coon M AR

Training records Attendance summary



After clicking on the blue buttons, you will be presented with a number of filters which can be used to search

for a specific set of training records. Of particular note is the ability to search either by provider (to find all of

the learners attending that provider) or by surname (to find a specific learner). By default, each page will only

show 20 training records, however this can be changed using the records per page dropdown menu. Once you

have selected your filters, clicking on the go button will load the relevant training records. If you wish to reset
your filters to their default state, the reset button will allow you to do this.

Son by e (1), S e (35)
Start date: no earlier than l:l no later than l:l
yy =

Date closed: specify a range of dates

/yyy
Record status. | Active v |

Home schoal The City of Leicester College ¥

Lesson provider.

v < Provider

Course cohort:

Cohort age group:

|
[ ]
Trainingrecord Ds:[|(comma separated)
L 1
[ 7]
|

Sumame < Surname
Gender

Ethnicity v

Year 10 (KS4): l:l only or l:l and later

SEN provision | v ‘

School meals

Medical history: l:l
[ ]

In care (LA) [ v
Last modified Older than |[dd/mm/yyyy

Last appraisal Older than |dd/mmi

Qual type: | v

Date created:

specify a range of dates

Date modified specify a range of dates ReCO rdS er page
Records per page < per pag
Sort by: | Learner (asc), Start date (asc) v Reset ﬁlters

Go ————————————— Go || Reset <

Once you click go, the list of training records will be filtered according to the options selected. Clicking on one
of the records listed will take you to the training record that you selected.

Learner <@g+ Learner
details

Name

Home School:

KS4/Yr10 begins September 2018
, Training status
Training: Active +t—a&
Course Title:
Qualification:
Course
Provider
Partnership: dEtaIIS
Course Dates: 1st Sep 2018 - 31st Aug 2020
Attendance
Attendance <
- summary
v X X XK "a ™= 0O
198 192 175 17 6
208 970% 834% 86% 30%
Contribution
Contribution in lessons —
Balance & , ;’.0,4 : 2
0 4 187 1 0
3 00%  21% 974% 05% O
Unit
Course unit completion < ?
Bireton 6 E:0Rere, 15 DHnE AR NarooNE Solev AR EURBES. 6P (0 TTI0 > Fige Butup: Theh completion
the option 'Frint Background (colours & images

Total Not started Behind On track Under assessment Completed

m m 0 0 0 0




Most recent tutor appraisal =14

Awaiting first appraisal

Attendance In Depth IHide Attendance &!

A collation of all notes writterr about this learner in the course’s registers. Editing or deleting notes
here will also edit or delete the notes in the register.

Order By Date Created (DESC) v |

X 04/06/2020 09:15 (Main)

_(Thu, 84 Jun 2020 15:80:00 BST) Attendance

Art exam < notes

+ +1 02/04/2020 09:15 (Main)
positve

_(Thu, 82 Apr 2020 15:00:00 BST)

Positive and enthusiastic

Progress In Depth =24
Tutor appraisals I= 14 Tutor
Aptitude is graded A-E (A highest). Effort is graded 1-5 (1 highest) <
appraisals
Course unit completion G
! Behind schedule OK| On schedule Q|| Assessmentiverification v Completed
[+ Expand one level =l Collapse one level
i o EDEXCEL Level 2 BTEC First Diploma in Health and
E 100/56 -
Social Care
See more > Root
Full Learner Details S Learner
suneme: [ < details
First name: - ucCl:
Middle names: ULN:
Date of birth: _ UPN:
Gender: Female Ethnicity:
Duty of care &

Background information that promotes the effective education and safety of your learner.

Free school meals:
Medical flag:

Pupil premium:
Medical notes:
Gifted / talented:
SEN provision:
SEN classification:
SEN notes:

Previous year's attendance:




Emergency Contacts &

— ‘ ‘ _ Emergency
Name Relationship Daytime Tel Evening Tel Mobile Tel
Home School &
Name:
Address: SChoo'
details
Tel:
Course Provider =]
e Provider
Address: LA: .
details
Estab:
URN:
Tel UKPRN:
Miscellaneous Notes S
Notes not related to attendance at specific lessons or training progress
Order By Date Created (ASC) ¥
Subject:
< Notes

e

Add Note

The training record consists of a number of different sections. Starting at the top, you will find the
name of the learner as well as the school they attend. This is followed by the details of the course they attend,
an attendance summary (the same as appears on the list of training records), a record of the learner’s
contribution in lessons and a summary of completed units. The contribution section is optional and may not
have been completed. Next is the most recent tutor appraisal for the learner, however all of the tutor
appraisals can also be found further down the page.

Following the tutor appraisal, you will find any attendance notes that have been made for the learner.
These can be added through the register, which will be covered later in this guide. Next on the training record
is a record of all of the tutor appraisals that have been completed, as well as a section detailing the units the
learner is taking. Clicking on the + button to the left of each part of the course will reveal the unitswithin.

After the units come the learner details, including emergency contact details, the school details and
provider details. If there are any errors in the learner or school details, please inform CAP so that they can be
corrected.

Finally, there is a section for any notes not related to the learner’s attendance or training progress. These can
also be added here, by typing the note into the text box and clicking add note.




How to check daily attendance (register) — How to add a note to share information

Wy Account |

AA

Click these

- Today's

- Register Entries

- Registers

- Attendance by Month
ummary ohort

- Summary by Leamer

- Summary by Date

Notes & Comments

From the menu on the left, click on Attendance and then on Today’s Attendance.

Offsite Attendance: 31st Jul 2020

Dae: Fri 315t Jul 2020 | Records per page: 50| Sor by: Sumame (asc), Firstname (asc)

4] page |1 v |of 1 (32 records) |

key: @ completed @D overdue @ lesson in progress @ future
Entry Learner Lesson
A B

Sumame __ Firstnames _ KS4.

Period Course Provider  Location

2019 09:15 12:00 sTEC Main
2019 1330 153

53 Main
2018 12:00 Main

330 15 Main
Main
Main
Main
Main
Main
Main
Main
Main
Main
Main
Main
Main
Main
Main
Main
1330 1530 B Main

12:00 C: Main

This page allows you to see all of the registers for the day, whether or not they have been completed yet. It is
possible to select another day using the filters at the top of the page. When looking at registers that have
already been completed, the register entry will be shown in the first column on the left. Clicking on one of the
registers listed will take you to the register page.

Date: Fri 31st Jul 2020 §§ Records per page: 50 | Sort by: Sumame (asc), Firsiname (asc)
P

Date: 31072020 [ < Date
Entries per page:

Sort by: | Surname (asc), Firstname (asc) v |
Go — P | Go || Reset




egister

[ Close | [ Edit |

Lesson

Date & time:
Lesson provider:
Lesson location:
Cohort:

Tutor group:

Learner Attendance

Learner School Status Contribution DfE Code
< ™
8 S0
8 @  +0

At tendance

Once you click on the register, you will be taken to the register page where you can see the lesson that
the register is for, as well as the learner’s attendance. You can also click on the edit button at the top of the
page in order to add attendance notes. Please note that the edit button will not be present on a register for a

lesson that has not been completed yet.

-earner Attendance

— z
Learner School ¢ @ x x - b @
bohaviewr  OTher

Add note
K

New Note

This is a public note that wiil be included in the leamer's training record.
re Data ding

otection Act Please fashion your notes accordingF

When you first enter this page, the new note section will not appear. To view this, you will first need
to click on the add note button to the left of the attendance. To add the note, type it into the text box and then
click on the save button at the top of the page. This note will then appear on the training record.



How to process absences

Today's Registers Unprocessed Absences Summary by Date

Show only announcements published or modified since: |dd/mm/yyyy E & Help on using the homepage
] S ' and posting announcements
L4 |4 page 1 v |of 1(1 records) Lk |

Unread Notifications

Welcome to CLM
=5
by CLM Support (Perspective) -

p SR enracs Type Count
Collaborative Learning Manager (CLM) is a national web-application that Training 0
facilitates the management of collaborative leaming partnerships between Lesson = 389
schools, colleges and alternative training providers. CLM promotes the Stud T

udent. 0

safeguarding of learners by providing a central resource for the publishing
and sharing of attendance and progress data of offsite learners

From the main page, click on the Unprocessed Absences button at the top of the page.

iiCK & NUMENC 0818 [0 VIeW [8COras 1or & PAITICLISr 08y or & e g 10 VIBW recoras 1or & o

September 2019
Su Sa Su Sa Su Sa Su Sa Su
‘123456789101112131415161718192021222324252627282930 4
page of 1 (5 records)
Entry Learner Lesson Course Cohort Where
At Con Surname Firstname Middle Names KS4 School Day Date Period Title Start Provider Location

2018 hu  30/07/2020 0915 12:00

2018 hu 30/07/2020 09:15 12:00

2018 hu  30/07/2020 0915 12:00

2018 hu  30/07/2020 1330 1530

2019 hu  30/07/2020 1330 15:30

This takes you to a page listing all of your unprocessed absences. To process an unprocessed absence, click on
it to go to the register.

Register

Edit

| Close | | Edit |

Click the Edit button at the top of the register page.

Leamner ‘ ,‘
B - \.J e

Absences can either be authorised (green) or unauthorised (red), with the orange X that is currently selected

representing unprocessed. Click on either the green or red X as appropriate, and then click on the save button

at the top of the page. You may also wish to add a note regarding the absence at this time, which is covered in
the previous section.




How to download reports on template / Mail Merge the report

From the menu on the left hand side of CLM, click on the “Help” button and then on “How To
Guides”.

Collaborative Learning Manager

Partnership:

eaming

Attendance

= = =]
g 3
&
g
<

Help
- How To Guides
- Support

Click these —»
—_—

Scroll down the “How To Guides” page until you reach the “Custom Learner Report Templates”
section. Click on “CLM Learner Report Template 1” to download the template.

Custom Learner Report Templates

The CLM Custom Learner Report Templates are designed to allow CLM users to customise their
own learner reports using the Mail Merge features in Microsoft® Word. Please refer to |50°
Configuring Microsoft Word To Use The CLM Custo

Configuring Microsoft Wo Jse The CLM Custom Learner Report Template prior to using the
Re pOrt templates for the first time.
» CLM Report Te - Template that includes the Home School name in the report title.
template 4
CLM Le le 2 - Template that includes the Training Provider name in the report
titie
CLM Learner Report Template 2 - Same as Template 1 but with added section for learner and tutor
to sign.
Cl ort Template 4 - Same as Template 2 but with added section for learner and tutor
Charl Lynch aa
oy Utilities
Click to : e EESE—————

open file ——» W LM Learner Repo..doc A

Open the downloaded file in word by clicking on it when it appears at the bottom of your internet
browser.




It may be necessary to enable editing for this document once it is open. You will know that this
is the case if you see the following yellow bar near the top of your screen.

o PROTECTED VIEW Be careful—files from the Internet can contain viruses. Unless you need to edit, it's safer to stay in Protected View. Enable Editing

If you do see this, click on the button labelled “Enable Editing”. Otherwise, move on to the next
step.

Returning to CLM, click on “Learning” and then “Training Records” from the menu on the left.

Click these —*

p T

Report
template

Wait for this file to download. Do not open it.

(Optional) Find this file and move it to an appropriate folder on your computer. By default, it will
have been saved in your “Downloads” folder. Please note that the following image was created
using Windows 8 and may differ if you are using a different operating system.

4 . Favarites
B Desktop

> 3 Downloads

Downloads

Recent places

T
Teil
]

Return to the currently-open template.

(Optional) Add your school’s logo to the template by double-clicking where indicated.

[

DOU b|e CliCk to P DousLe-Cuick HERE To INSERT A LoGo
add Iogo «school_legal_name»

Learner Report for «firsthnames» «surname» (date-of-birth: «dob»)

Begin a mail merge by clicking on the “Mailings” tab at the top of Word, followed by “Select
Recipients”. From the menu which appears, choose to “Use an existing list”.



FILE HOME INSERT DESIGM PAGE LAYOUT REFEREMCES MAILINGS

Select = B Eﬁ

recipients _ _ R :
Envelopes Labels @ Start Mail ~ Select Edit Highlight Address Greeting Insert Merg
Merge ~ Recipients = Recipient List | Merge Fields Block  Line Field
Create E Type a New List... Write & Insert Fields
Us.e .an . » ] Use an Existing List...
existing list
B3 Cheose frem Outlock Contacts...

In the window which appears, navigate to the “Downloads” folder (or location to which you
moved the file containing the exported training records) and select your training records. They
should be in a file called “training-records.csv”.

Click “Preview Results” in the “Mailings” tab and use the arrows to view each record. Once you are
satisfied, press “Finish & Merge” and then “Edit Individual Documents”. Please note that you may
not have the merge to Foxit pdf button as this is added by another program which is installed on the
computer used to create this guide.

. M 4 > M L Finish and
Preview ‘@’ D'l‘ v
— [, Find Recipient merge
results : A Fin P —
Preview Finish & | Merge to
Results [ Check for Errors Merge = | Foxit PDF Edi
Preview Results E'D Edit Individual Documents.., <€— dit
documents

Ensuring that “All” in the resulting dialogue box, press “OK”. A new document will be created,
containing each of the merged reports. Save this document.

Merge all
records

Merge records

Cancel

Click here




How to check the Progress of Units and Qualifications

Training Records

Show: & Attendance Apprai > BgF MAssessment M Target

School: The Cily of Leicester College [ Records per page: 20 [ Sort by: Leamer (asc), Start date (asc)

Returning to the training records page, you will find a number of checkboxes at the top of the page (above the
filters). Clicking on the Progress checkbox (and deselecting attendance if desired), will allow you to see a
summary of unit progress listed alongside your training records.

IEERER page El of 4 (80 records) LR

Learner Training Dates Course Cohort Progress.
Mame KS4  School Start End | Provider  Start Date Title Total Secfions | Mot Starfed | Bening  Onfrack . Inasseasment  Compiated
01/08/2018 01704 9 . g U n It
100.0% 100.0%
i i 10 10
0110972019 t 01/ 3
o i ' iG0.0%  id0.0% progress
01/09/2018 oeston 0170 A48 48

If you require more information regarding an individual learner, you can view the individual units as
well as any tutor appraisals that have been made by clicking into the training record. Clicking the + button next
to each section of the unit completion will reveal the units within it.

Progress In Depth =14

Tutor appraisals =14

Aptitude is graded A-E (A highest). Effort is graded 1-5 (1 highest)

Course unit completion G
! Behind schedule OK| On schedule Q|| Assessment/verification v Completed

[+l Expand one level =l Collapse one level

EDEXCEL Level 2 BTEC First Diploma in Health and

5980/ 56735 Social Care

# Root



How to check a learner record/ where to find the emergency contacts

From the menu on the left, click on Learning and then on Training Records.

Collaborative Learning Manager

Today's Registers Unprocessed Absences Summary by Date

Show only announcements published or modified since: idd 'mm/yyyy | Help on using the homepage

T and posting announcements
page 1 v of 1(1records) postg

. - Unread Notifications
3 Welcome to CLM

X e

by CLM Support (Perspective,

i pport] P ) Type Count
Collaborative Learning Manager (CLM) is a national web-application that Training 0
facilitates the management of collaborative leamning partnerships between Lesson 375
schools, colleges and alternative training providers. CLM promotes the Shident 1

safeguarding of learners by providing a central resource for the publishing
and sharing of attendance and progress data of offsite leamers.

Add a comment

Click these

This will bring you to the Training Records page. By default, this will list all of your learners, however you can
filter this list by clicking on the blue buttons at the top of the page. Alternatively, you can click on one of the
training records to view that record.

Training Records
show: T Atlonderce M Progress W Appraesd Mooty WigN. WGove WS W Acecmont ™ Lwpot
o < Filters
page 1 v of 4 (80 records) » M
Learner Training Dates Course Cohort Attendance
Worse KS& Schost St Emd  Provider  Stan Dt Tate gy X X x. . a5

194 189 173 8 2 3
208 ELELE > S PR L 158

w2 90 7 13 2
28 WiIs BIS W I

°” 02 84
208  woon M AN

Training records




After clicking on the blue buttons, you will be presented with a number of filters which can be used to search
for a specific set of training records. Of particular note is the ability to search either by cohort (to find all of the
learners in that cohort) and by surname (to find a specific learner). By default, each page will only show 20
training records, however this can be changed using the records per page dropdown menu. Once you have
selected your filters, clicking on the go button will load the relevant training records. If you wish to reset your
filters to their default state, the reset button will allow you to do this.

Start date: no earlier than ¥ | nolater than v

Date closed dd/mmlyyyy ] specify a range of dates

Record status Active v
Partnarship v

Home school

Course cohort: v

Cohort

A

Cohort age group: A
Training record IDs: (comma separated)
P
Surname i) Surname

Gender v

Ethnicity: v
Year 10 (KS4): ¥ [only or ¥ [and later
SEN provision v

Medical history: v

School meals v

In care (LA): v
Progress: v

Last modified Older than |dd/mm/yyyy B andlor more recent than dd/mmiyyyy

Last appraisal E®l andlor more recent than dd/mm/yyyy =

Qual type v
Qual level: r
i specify a range of dates

= specify a range of dates
| specivarEnge ofdat Records per page

Records per page: | 20 v |

Sort by Learner {asc). Start date (asc) v Reset ﬁlters
Go —>G70 Reset 4

Date created

Date modified

Once you click go, the list of training records will be filtered according to the options selected. Clicking
on one of the records listed will take you to the training record that you selected. Scrolling down towards the
bottom of the page, you will find the emergency contact details for the learner. This section also contains the
provider’s details. If either set of information is incorrect, please contact CAP so the details can be updated.

Emergency Contacts =]

Name Relationship Daytime Tel Evening Tel Mobile Tel

Home School

Address: LA:

Estab:
URN:
Tel: UKPRN:

Name:

LA:

Estab:

Address:

URN:
Tel: UKPRN:

=]
Course Provider &
=

Miscellaneous Notes tl

Notes not related to attendance at

Order By Date Created (ASC) ¥

Subject:

P

Add Note




How to complete daily attendance

d
|
COverdue regisiers are now :
accessed via "Registers” P Click these
- Reqgisters -

- Register Enfries

- Attendance by Month
- Summary by Cohort
- Summary by Leamer
- Summary by Date

MNotes & Comments

ools

From the menu on the left, click on Attendance and then on Registers.

key: @ completsd @ overdue @D lesson in progress @D future Attendance Statistics

Date Provider Course Cohort Enty  Growp wf. ¥ D X N K em =m @ Tineto complete
Tue 0915-1200 01092018 A

i 5

Tue 09:15-12:00 01/09/2019 A

4ih Aug 2020

This page allows you to see all of your registers for the day. It is possible to select another day using the filters
at the top of the page. You can also choose to view the registers for a specific cohort. Clicking on one of the
registers listed will take you to the register page.

Date: 04/08/2020 <5 specify a range of dates Date
Show: | All registers v |
Lesson IDs | (comma separated)

<4———————— Cohort

]

Cohaort age group:

Cohort

Group:
Registers per page: | 30 T

>

IIBD

Go




Lesson

Date & time:
Lesson provider:
Lesson location:

Cohort:

Tutor group:

Learner Attendance

Learner School Status Contribution DfE Code

S0 Edtt
@ 40

Once you click on the register, you will be taken to the register page where you can see which lesson
and learners the register is for. You can also click on the edit button at the top of the page in order to
complete the register.

Learner Attendance

Loarnar School ¢ x =H ==u @ Contribution
ke other x +2+ +0 1 2

From this page, you can complete each register by clicking on the appropriate option. From left to
right, the options are: present, late, authorised absence, unexplained absence, unauthorised absence,
dismissed (behaviour), dismissed (other) and not required. Please note that you cannot mark an absence as
being authorised or unauthorised. Instead, you would mark it as unexplained and then it would fall to the
school to process that absence as being either authorised or unauthorised. Once you are done, click on the
save button at the top of the page.

How to add notes

Following the previous instructions to edit a register, it is possible to add a note regarding a learner’s
attendance by clicking on the add note button to the left of the register.



-earner Attendance
Learner School ¢ @ x - B @
S bohaviewr  OTher

Add note
“ - o

New Note

Tms |s a pubhc note that wu be mcluded m the Ieamers trauung recorcl
ed the

To add a note, type it into the text box and then click on the save button at the top of the page. This
note will then appear on the training record.

Alternatively, for notes that do not relate to attendance or a specific lesson, you can add a note to a learner’s
training record. To do this, go to the training record in question and scroll to the bottom of the page where you
will see a miscellaneous notes section. Enter your note into the text box there and then click on add note.

Miscellaneous Notes =X
Notes not related to attendance at specific lessons or training progress.
| Order By Date Created (ASC) v |

Subject:|

adinee | «——  Add note

Contribution — optional

Returning to a register which has been completed as per the prior instructions, it is possible to record a
learner’s contribution to the lesson. To do this, you must first click on the edit button at the top of the
register page.

Learner Attendance

L School ¢ x ) =m =m @ Contribution
camer i bohaviewr  Other x +2+ +0 1 .

Increase
(3 o +0 L=
standar

3 Decrease
e < +1

From here, it is possible to change a learner’s contribution. To the right of the register you will see the
contribution, separated into two buttons (above and below the line). Clicking the top button will increase
the contribution, while clicking the lower one will decrease it. There is a maximum contribution of +2 and a
minimum of -2, as shown at the top of the register.




How to update progress of units and qualification

From a learner’s training record, it is possible to create a progress report to update which units have been
completed, as well as the learner’s progress with the qualification as a whole. To do this, first click on the
new progress report button at the top of the page.

Training Record

Click this

This will take you to the new report page, from which you can complete a tutor appraisal or update the
learner’s progress with their units. To update the course unit completion, first expand any unit groups by
clicking on the + button to their left.

N

Section 2: Course Unit Completion

Click on a component to record progression data. If the leamner is not studying towards a listed
component, unicheck the checkbox next to it to remove it from inclusion in progression statistics.

EDEXCEL Level 2 BTEC First Diploma in

EEben/1IaTix Construction

Expand -
T C—— +
group ——># ¥ Root
Doing this will allow you to see the individual units.
Section 2: Course Unit Completion
Click on a component to record progression data. If the leamer is not studying towards a listed
component, uncheck the checkbox next to it to remove if fram inclusion in progression statistics.
-~
EDEXCEL Level 2 BTEC First Diploma in
S snesamn Construction
= ¥ Root
[ =«  Core Units ]
= |« A/58873367 An Introduction to the Construction Industry
Units
> |#| F/5ee/3368 Exploring Health, Safety and Welfare in Construction

Clicking on one of the units will give you the option to report on the learner’s progress with the unit, as well
as their predicted grade. You can also make comments. To complete this section, click on the dropdown
menus and select the appropriate option, before entering any comments and clicking on the save button at
the top of the page.

An Introduction to the Construction Industry

Dropdown —Progress—p | Not started =
e
menus grade 1
Comments
Enter
comments
“ here




An Introduction to the Construction Industry

Progress B
menu Progresrs Not started v
Predicted Not started
grade
Comments Behind schedule
On schedule

Vi

Under assessment and/or verification

Completed ¥

How to record an initial assessment

From a learner’s training record, it is possible to record the results of their initial assessment. To do this, first
click on Manage Assessment at the top of the page and then click the New button on the following page.

Training Record

Manage Assessment | | Manage Target |

Click these

Manage Baseline Assessment

| New | | Close |

This will take you to the New/Edit Assessment screen. On this screen, you will be able to create a new
assessment record. Enter the assessment subject (e.g Mathematics, English) into the assessment description
field and then select a date. Please provide the outcome in the comments box and leave the level field blank as
the dropdown menu does not include the required options. Finally, click the save button at the top of the screen

to save the record.

New/Edit Assessment Record

['save | [ cancel |

Assessment

This section enables you to record assessments which lie outside of the qualification the pupil is undertaking
yut may be relevant to this pupils’ leaming e.g. Baseline Assessments. Assessments relating to the gualification
should be recorded in the progress review section of the training record.

Assessment Record

Assessment ‘
Description:

Assessment Details: Date Level Comments

|ddimm;’yyyy ﬁ| v




How to record targets outside of a learner’s qualification — optional

CLM can be used to record targets which lie outside of a learner’s qualification, for example targets relating to
attendance or punctuality. To do this, click on the Manage Target button at the top of the page when you are on
the learner’s training record. This will take you to the Manage Non Academic Targets screen.

Training Record

| Close || Edit | | New Progress Report | | Manage Assessment | | Manage Target | Click here

Manage Non Academic Targets

| New | | Close |

Click here

Target

This target setting section can be used to record any target set for a learner which lies outside of their
gualification e.g. Soft Skills Targets. Target grades relating to the qualification should be recorded within
the progress section of the learners ILR.

Target Details

Target Target Set Date Target Reviewed Date Target Achieved

Clicking the New button will allow you to create a new target.

Target

This target setting section can be used to record any target set for a learner which lies outside of their
qualification e.g. Soft Skills Targets. Target grades relating to the qualification should be recorded within
the progress section of the learmers ILR.

Managing Target

Target Description: |

Set Date:
Target Date:

Achieved:

On this screen, you can enter the target in the Target Description field. The Set Date should be the date on
which you are setting the target, while the Target Date should be set to the date when the target should be
completed. Finally, the Achieved drop-down menu should be set to no. This can be changed to yes when
editing the target, if it has been completed.




The Coventry Alternative Provision website can be found at HERE. On this website,you can find a directory of
the provisions offered by CAP, as well as the online forms needed to make
an application or withdrawal.

This guide will cover the following topics:

e How to use the online directory to find a course
e Making an application
e  Withdrawing a student from a provision

How to use the online directory to find a course
To access the online directory, first go to the CAP website as given in the link above. Then, scroll down the page until
you see the 2023-2024 Directory icon.

Click here
Coventry ini
6QB Alternative @ 2023/24 Directory Eﬁﬁﬁ :::eegts and 3'\‘3‘1 T:Z:,r;:jnj-s
Provision (CAP) e

Schools and N %/ e e
“Em academies Students 9 Routes 2 ﬁ Sustainability

Clicking this button will bring you to the front page of the directory. From here, you can view all of the courses in
the directory available for primary and secondary schools, see below.

Information on Alternative Provision Directory
23/24

* Primary School Provision * Secondary School Provision


https://www.coventry.gov.uk/wrl

Search the directory

Required fields are marked with an asterisk (%)

Keywords *

Category

All Categories v

Click to search
Postcode

Search directory
[

When searching for a specific course, you can use a combination of keywords, a category and the distance from a
given postcode. Once you have set these, click on the Search button to search.

No matter which method you use, you will find yourself on the directory. The directory will show you courses which

match the criteria you provided. Clicking on one of the courses will expand it, as well as providing a link to view the
full details of the course.

Each course that is offered through CAP has its own page which informs schools of course content, qualifications,
Contact details for the Training Provider and cost.
If you have used the key word search to check courses offered by a particular Training Provider the courses will
be presented as shown below:

The following matches were found:

* Protective Behaviours - Intuitive Thinking Skills

* Substance Misuse (Alcohol) - Intuitive Thinking Skills

* Confidence Building - Intuitive Thinking Skills

* Substance Misuse - Intuitive Thinking Skills

* Crime Reduction (Knife Crime) - Intuitive Thinking Skills
* Crime Reduction (OCG) - Intuitive Thinking Skills

* Employability Skills - Intuitive Thinking Skills

* Personal Development - Intuitive Thinking Skills



Making an application

The online form to make an application can be found HERE.

This link can also be found at the bottom of any course page in the directory.
To make an application through the website, please see the icon for Schools and Academies then, click the
Application process. On this page you will see the links for both applications for Tier 1 and Tier 2 please selec
the relevant application form to apply for a Coventry Alternative Provision course.

Q Covently 2 : Parents and Training
Alternative Wi 2023/24 Directory {ﬁﬁs J@I :

Provision (CAP) Sili providers

Schools and Q 9/ i abili
IEm academies Students 9 Routes 2 ﬁ Sustainability

b

Secondary Schools and Academies

Click here

Home | Schools, libraries and learning | Schools and schooling | Coventry Alternative Provision (CAP) | Secondary Schools and Acaden
Contents
1. Welcome pack 4. Safeguarding
2. Application process 5. Quality Assurance and KCSIE
3. Withdrawal process 6. Staff
Click here

Application process
4 ' Tier 2

Tier 1 Insight

( Apply for Tier 1. ;\ ( Apply for Tier 2 ‘L
Click here

Click here

Just below this, you can find the CAP risk assessment, which will be required as a part of the application.

CAP Student Risk Assessment

Coventry Alternative Provision provide a template Risk Assessment for schools to use if
required. Download and print the CAP Student Risk Assessment.

G
<

If schools continue to use their own Risk Assessments they must be clear, detailed and relevant with Rjsk

updated information upon the point of referral. assessment

We will not accept any risk assessments that have been completed longer than three months


https://myaccount.coventry.gov.uk/en/service/Work_Related_Learning_application
https://myaccount.coventry.gov.uk/en/service/Coventry_Alternative_Provision___application
https://myaccount.coventry.gov.uk/en/service/Coventry_Alternative_Provision___application

At the top of the application, you can see the sections of the application form. As you complete each section, click
Next to move to the next section.

Coventry Alternative Provision - application

Privacy statement  Student details @  Academic information ~ Courses applied for ~ Risk assessment ~ Commissioning agreement

Parent/Carer agreed to application *
(O Yes
(O No

Please note that a * next to a section indicates that it is mandatory. As a part of the application process, you will be
asked to provide a risk assessment — this must have been completed within the last three months at the point of
referral. At the end of the last section, click the Submit button.

Withdrawing a learner from a provision

The form to withdraw a learner can be found HERE.

Aternatively, from the School/Academy Guide page, click on withdrawal process and then on the onlin
withdrawal form link.

3. Withdrawal process

Click these

Withdrawal process

Submit a withdrawal form

As with the application process, you can see each section listed at the top of the form. Click the Next button at the
bottom of the page to move between the sections, and the Submit button when the form is completed. All of the
guestions on the Withdrawal form are mandatory.

CAP Tier 1 student withdrawal
Privacy statement  Details ©

Cohort year *


https://myaccount.coventry.gov.uk/en/service/CAP_Tier_1_student_withdrawal
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