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Introduction

As part of our commitment to leading the delivery of Alternative Provision for Schools and Academies in Coventry,
our service has embarked on a comprehensive approach to fostering collaborative success. This involves actively
identifying and implementing the most effective strategies for sharing information and ensuring all stakeholders are
empowered to access accurate statistical data relevant to their students.

We recognise that safe, secure, and reliable file transfer is not just a technical requirement—it is a foundational
component of the trust and transparency we strive to uphold across our partnerships. Whether between Schools,
Academies, or Delivery Providers, our priority is to protect student data while enabling smooth and timely exchanges
of essential information.

Equally important to our mission is the consistent and meaningful recording of daily student engagement, learning
outcomes, and overall progress. We believe that a strong data-driven approach allows us to continually evaluate and
improve our service provision, ensuring that every student benefits from tailored, effective support.

To ensure all members of our extended team have a clear understanding of how best to utilise our systems and
uphold our standards of practice, we have developed this guide. It serves as a detailed resource for both
Schools/Academies and Delivery Providers, outlining the key processes, expectations, and tools designed to
streamline our collective efforts and reinforce a shared vision of educational excellence within Alternative Provision.
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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 Provisionthere 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)

° Student support plans

. Educational Health Care Plans
. Risk Assessments

. Updated Contact information
. Meeting Minutes

° Social Care reports

. Safeguarding Concerns

. Behaviour/Attendance concerns
. Financial Audits

) Invoices

° 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;

e Coventry Alternative Provision to Schools (CAP Coordinator or DSL)

e Coventry Alternative Provision to Providers (CAP Coordinator or DSL) Schools to Coventry
Alternative Provision (CAP)

e Providers to Coventry Alternative Provision (CAP)

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

e Schoolsto Providers
e Providersto Schools
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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 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;

o’
L/
772

Coventry City Council

Login

Username

Password

() | accept the Terms & Conditions

Forgot password?

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

DONNA WOOD
WORK RELATED LEARNING TEAM

“ Upload to Organisation

Upload to Organisation
 Download

49 Transfer History Select Files

SITE ADMIN
M8 Activity Reports

HELP
@ Help

G Links

E Contact

4} What's New

ACCOUNT
aw My Account

@ Change Security Details

3] 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;

Select Files —this is used to share documents with WRL
Download —this is used for WRL to share documents with schools/providers

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

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

Upload to Organisation

Select Files

SELECT RECIPIENTS

A Copy top role to Copy top description
Copy top organisation to all toall

File Name Recipient Organisation Recipient Role Description Remove

[ Upload by organisation type

A62FA81E-86B3-4B96-

v Filt y
f B97D-CO7ES278B730PNG 0o i \ \
7 / N T_

7
The name of Click the drop Select CAP for Please add a If the wrong file
the selected down to select recipient role description that is selected
il il th ivient p ' allows the team to L lick
ile wi e re.C|p|.en identify who it is for. please clic
show here. organisation, For example; remove.
which is CAP CFC DW- Cause for
concern with student
initials
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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)’.

ANYCOMMSH*

Upload to Organisation

Select Files

Downloads

download. To download a file tick on the box next to it and then click on Download Selected.

lew file available for y
y. click the Download

The
Alte

age: 50

File Name File Type From Date/Time Uploaded ¥ Download
WRL File _ 26/08/2021 14:24:59

This will giveyou

an idea of what Here you will see Select the files you would like to download and
the file is. who has sentthe then click download. Alternatively

file and the file ‘Download all’ on the left-hand side.

details.

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.
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CLM

CLM, short for Collaborative Learning Manager is the current system used for all recording of
attendance, achievement and student progress on a central platform enabling all schools, providers and

WRL team to access the data. When a schools and providers start to work with WRL, 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 WRL admin staff you will also be provided with the link to the
website, this is also provided below;

Schools-
e Howto check a learner training record /What’s on the breakdown
e Howto check daily attendance (register) — How to add a note to share information
e How to process absences
e 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.
* How to complete daily attendance
* How to add notes
e Contribution — optional
* How to update progress of units and qualification (check that qualification is correct)
e How to record an initial assessment
* How to record targets outside of a learner’s qualification - optional
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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

% Today's Registers Unprocessed Absences Summary by Date

System

—
/|

Show only announcements published or modified since: [dd/mm/yyyy

Help on using the homepage
and posting announcements.

Course | page| 1 v|of 1 (1 records) | |
. - Unread Notifications
| Welcome to CLM JUL
by CLM Support (Perspective) s
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 Sladent 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, on which you will see a list of students as well as details
regarding the provider(s) they attend and an overview of their attendance. By default, this will list all of your
students, 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.

oo Woootty WigN. WGnde WS W Acocmont ™ oot

o
oo s st S e R

page 1 v of 4 (80 records) » M Filters
Learner Training Dates Course Cohort Attendance
Waree KS4 Schost St End Peovider  Sta Dot Take e P S 2 X X X == = §
194 180 173 18 2 3
- Wb gV BN ER R 15%
4 90 T 13 2
. 208 AN BN NN N
2 02 8
- 208 100N WIS A

Training records Attendance summary
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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 students attending that provider) or by surname

(to find a specific student). 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.

Sort iy Leame (s, Sart et avc)

Start date no earlier than v | nolater than v
Date closed ddimmiyyyy o specify a range of dates

Record status Active v
Partnership v

Home school The City of Leicester College ¥

Lesson provider.
Course cohort: v
Cohort age group

Training record IDs:

Provider

Surname

Surname <

Gender v

Ethnicity v
Year 10 (KS4) v Jon or v | and later

SEN provision
Medical history.
School meals
In care (LA)
Progress

Last modified an [ddimmiyyyy

m|
Last appraisal an [ddimmiyyyy 3
Qualtype:
Qual level

Date created specify a range of dates

Date modified specify a range of dates

20

Records per page

Sort by Learner (asc), Start date (asc)

Records per page

<
<

—————P Go|[Reset

Go

Reset filters

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 «—gv—————— Learner
Name _ detaIlS
KS4/Yr10 begins September 2018
Training: Active —— Trainingstatus
Course Title:
Qualification
Provider
Course
Partnership
Course Dates 15t Sep 2018 - 31st Aug 2020 detalls
Attendance «—
v X X =m =m Attendance
198 192 175 17 6 summary
208 97.0% 834% 86% 30%
Contribution in lessons D 1 S — Contribution
Balance 2 <, i '1. 2
2 0 4 187 1 0
*3 0.0% 21% 94 58 Y
Course unit completion < ? .
Total Not started Behind On track Under assessment Completed Completlon

m m 0 0 0

Coventry Alternative Provision — Systems Guide 25/26



COVENTRY
ALTERNATIVE
PROVISION

Most recent tutor appraisal

Awaiting first appraisal

Attendance In Depth

A collation of all notes writterr about this learner in the course’s

here will also edit or delete the notes in the register.

Order By Date Created (DESC) v |

/Hide Attendance

é |

registers. Editing or deleting notes

X 04/06/2020 09:15 (Main)
_(Thu, 84 Jun 2028 15:00:00 BST) Attendance
o
Art exam T notes
+ +1 02/04/2020 09:15 (Main)
_ (Thu, @2 Apr 2028 15:08:00 BST)
Positive and enthusiastic
Progress In Depth =12
Tutor appraisals I=1% Tutor
Aptitude is graded A-E (A highest). Effort is graded 1-5 (1 highest) < .
appraisals
Course unit completion =14
! Behind schedule OK| On schedule | N| Assessment/verification v Completed
[+ Expand one level =l Collapse one level
B 100/5073/5 EDEXCEL Level 2 BTEC First Diploma in Health and
. Social Care
See more
+# Root
Full Learner Details G Learner
Surname: - CLMID: - < detailS
First name: - ucl:
Middle names: ULN: -
Date of birth: - UPN: -
Gender: Female Ethnicity: WBRI
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:
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Emergency Contacts &
S : ‘ : Emergency
Name Relationship Daytime Tel Evening Tel Mobile Tel
contacts
Home School
Name:
Addreaa: School
ddress:
details
Tel:
Course Provider =)
Name: | 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 student 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 student’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 student, 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 student. 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 student is taking. Clicking on the + button
to the left of each part of the course will reveal the units within.

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 WRL 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.
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How to check daily attendance (register) - How to add a note to share information

CLM

AA

- Today's Attendanc

- Register Entries

- Registers

- Attendance by Month
ry by Cohort

- Summ;

y by Lea
- Summary by Date

Notes & Comments

Click these

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

Sort by: Sumame (asc), Fistname (asc)

page |1 v: of 1 (32 records)

key: @D completed @ overdve @B lesson in progress @ future

Learner

Sumame _ Firstnames _ KS4

2019 09:15

09:15

Period

12:00
12:00
12:00

12:00
12:00

Lesson

Course Provider  Location

Main
Main
Main
Mair
Main
Main
Main
Main
Main
Main
Main
Main
Main
Main
Main
Main
Main
Main
Main
Main

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)

Date

Date: 31072020 [ <
Entries per page: | 50
Sort by: Surname (asc), Firstname (asc)

Go ———» | Go || Reset
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Lesson

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

Tutor group:

Learner Attendance

Learner School Status Contribution DfE Code
< ™

0

@  +0

Attendance

g
8

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 student’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 aregister fora

lesson that has not been completed yet.

-earner Attendance
e
Learner School ¢ @ x x . @
bohavisur other

Add note
- o

New Note

This is a public note that wiil be included in the leamner's training record.
re e Dala Proteclion Act Please fashion your notes accordingly ar

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.
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How to process absences

Today's Registers Unprocessed Absences Summary by Date

Show only announcements published or modified since ldd‘mm“;yv;.‘ & Help on using the homepage
' and posting announcements

L4 (4] page}"i v of 1 (1 records) > |

Unread Notifications

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

S Lerpect 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 S 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.

UIICK & NUMENC a&Te 0 VIew |

Su Sa Su Sa Su

‘123456789101112131415161718192021222324252627282930 4
page El of 1 (5 records)
Entry Learner Lesson Course Cohort Where
Att 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 0915 12:00

2018 hu  30/07/2020 0915 12:00

2018 hu  30/07/2020 1330 15:30

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
itto go to the register.

Register

Edit

| Close | | Edit |

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

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.
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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:

System

eaming

Attendance

g S 1S
& 2
=]
< p

Clickthese —» ald
——

- How To Guides
- Support

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 aliow CLM users to customise their
own learner reports using the Mail Merge features in Microsoft® Word. Please refer to |50°
ng_Microsoft Word To Use The CLM Custom Learner Report Template prior to using the

A

Report fe?plates for the first time.
p CLW me ile 1 - Template that includes the Home School name in the report title.
template 3 g ) A - y ,
CLW Learner Report Templale 2 - Template that includes the Training Provider name in the report
title.
CLM Learner Report Templaie 2 - Same as Template 1 but with added section for learner and tutor
to sign.
CLW Learner Report Template 4 - Same as Template 2 but with added section for learner and tutor
to sign.
Charl L h Eas
Hiate Utilities
Click to m e e ntes ooy SEY SR eNgerz gl oSn empvia
H Y5 CLM Learner Repo...doc
openfile HELEED

Open the downloaded file in word by clicking on it when it appears at the bottom of your internet
browser.
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It may be necessary to enable editing for this document once itis 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.

Training Records
Show: [ Attendance ™ Progress ™ Appraisal ™ Contrib)

m | Seow: Acive] ie50ris per page:2

Clickthese —— ¥

Attendance

Tools

Click the export to Excel button at the top right of the page. It looks like a green “X”

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.

- L& Fawvorites

B Desktop

Downloads M Downloads

£l Recent places

Return to the currently-open template.

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

Double clickto B DousLe-Cuick HERE To INSERT A LoGo
add logo «school_legal_name»

Learner Report for «firstnames» «surname» (dote-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”.
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FILE HOME IMSERT DESIGM PAGE LAYOUT REFEREMCES MAILINGS

Select 4|_=‘E,_E’
recipients a ] E.'

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
> se an Existing List...
Use an > M U Existing Li
eXIStmg 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.

. — Finishand
Preview <@> L e |_|j-) T
. - ¥ merge
results ——» [0 Find Recipient _
Preview Finish & | Merge to
Results [ Check for Errors Merge = | Foxit PDF )
Preview Results Bl Edit Individual Documents... Edit
documents

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

Merge all Merge records
records

Click here
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How to check the Progress of Units and Qualifications

Training Records

Show: [ Attendance Apprai Grade t ™ 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.
Name KS4  School Start End Provider  Start Date Title Total Sections  Not Starfed ° Behind = Onfrack ° Inassssement  Completed
fl GLG | 01082018 oeston 010 10(?0% m:‘n% U nit
fl LG 010972019 ol 01/ 16’35%%’ .1&..1[] UD% p rog ress
i cLc 01/08/2018 ogston 0170 518/2] 103%% WUAU BU%

If you require more information regarding an individual student, 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 G«

Tutor appraisals P= 1%
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
Social Care

100/5073/5

+ Root
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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: jdd 'mm/yyyy s Help on using the homepage

- r and posting announcements
page 1 v of1(1records) B 9

Unread Notifications

3 Welcome to CLM JUL

, =

by CLM Support (Perspective,

y upport (Perspective) 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 Student 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 students, 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.

L4 Pid_ 4023 T 00 1

Training Records

show: T Atlonderce M Progress W Appcsesd Mooty WigN. WG Wsr W Acecmont ™ Lwpot

Filters

o
ot Th Coy o e Cotoge | R e g 76 v b Lt s 5l a3 ]

page 1 v of 4 (80 records) » M
Learner Training Dates Course Cohort Attendance
Warve KSE& Schost  Stat Emd  Poovider  Stan Date Tate gy | X X I_ . - =

196 w0 73 W8 2 3

a 208 ELELE Vo N PR L 158
2 90 14 13 2

. 206 ELE LN L S TR LS
2 02 84 8

= 208  woon MIN AN

Training records
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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 students in that cohort) and by surname (to find a specific student). 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

Partnership v

Home school

Course cohort: v COhort
Cohort age group: v

Training record IDs comma separated

Sumame Surname
Gender v

Ethnicity v

Year 10 (KS4) ¥ |only or v | and later

SEN provision v

Medical history: v

School meals v

In care (LA): v

Progress: A

than [ddimmlyyyy  FE andlor more

Last modified ecent than [ddimmlyyyy

HE

® 0

Last appraisal than |dd/mmiyyyy nt than |dd/mmiyyyy
Qual type v
Quallevel:

Date created: ddimmlyyyy specify a range of dates

specify a range of dates Records per page

e |

Date modified ddimmlyyyy

Records per page: | 20 v

Sort by: Learner (asc), Start date (asc) v H
Go Reset filters

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 student. This section also

contains the provider’s details. If either set of information is incorrect, please contact WRL so the details
can be updated.

Emergency Contacts =]
Name Relationship Daytime Tel Evening Tel Mobile Tel
Home School =]
Address: LA:
Estab:
URN:
Tel: UKPRN:

Course Provider

Address: LA:
Estab:
URN:
Tel: UKPRN:
Miscellaneous Notes =1
Notes not related to attendance at specific lessons or training progress.

Order By Date Created (ASC) ¥

Subject:

P

Add Note
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How to complete daily attendance

Learning

Attendance <

Cverdue regisiers are now f

accessed via "Registers” P Click these
- Reqgisters -

- Register Enfries

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

ools

&
5
3
i

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

key: @B completed @D overcue @ lesson in progress @B future Attendance Statistics

Date Provider Course Cohort Eny  Group wfi. ¥ D X X X =E =B @ Timeto complete
010972018 A
010972019 A

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- <5 specify a range of dates Date
Show: | All registers v
Lesson IDs | | (comma separated)
Cohort age group: l:l < Cohort
Cohort | v
Group: EI

GO Registers per page:
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Edit

Lesson

Date & time:
Lesson provider:
Lesson location:

Cohort:

Tutor group:

Learner Attendance

Learner School Status Contribution DfE Code

v +0 Edit
@ 0

Once you click on the register, you will be taken to the register page where you can see which lesson
and students 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

L School J x x =N =u ® Contribution
eamer itk bohaviowr  Other x +1 +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.
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How to add notes

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

-earner Attendance
Learner School ¢ @ x x .- @
bohaviewr  Other

Add note
< o

New Note

blic note that wiil be included in the leamer's training record
e Dala Protection Act. Please fashion your notes accordingf

ease fashion your n

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 anoteto a
student’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 Ev
Notes not related to attendance at specific lessons or training progress.

Order By Date Created (ASC) v

Subject:

s Add Note | 1

Add note

Contribution — optional

Returning to a register which has been completed as per the prior instructions, it is possible to record a
student’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

. itioon 0/ x x =N =m @ Contribution
SoEnet ool o\ A A A .. ather x w2+ +0 1 2

Increase
8 v‘ : + O/ ¢ Expecieg
| - ' standar
5 Decrease
e < +

From here, it is possible to change a student’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.
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How to update progress of units and qualification

From a student’s training record, it is possible to create a progress report to update which units havebeen
completed, as well as the student’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

student’s progress with their units. To update the course unit completion, first expand any unit groups by
clicking on the + button to their left.

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 it from inclusion in progression statistics.

= 500/1397/X EDEXCEL Level 2 BTEC First Diploma in

Construction
Expand
»+ ¥ Root
group 2
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 it from inclusion in progression statistics.
re
EDEXCEL Level 2 BTEC First Diploma in
S DT Construction
= # Root
[ - «  Core Units ]
UnltS > «| A/508/3367 An Introduction to the Construction Industry
> #| F/5@8/3368 Exploring Health, Safety and Welfare in Construction

Clicking on one of the units will give you the option to report on the student’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

DrOdeWH—Ewg‘(m_> l Not started v
Predicted > ’:
menus grade
Comments
Enter
comments
4 here

4
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An Introduction to the Construction Industry
Progress >
menu Progres's Not started v
Predicted Not started
grade
Comments Behind schedule
On schedule
. 4 o 4
Under assessment and/or verification
Completed ¥
4 »

How to record an initial assessment

From a student’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’ learning e.g. Baseline Assessments. Assessments relating to the qualification
should be recorded in the progress review section of the training record.

Assessment Record

Assessment ‘
Description:

Assessment Details: Date Level Comments

|dda‘mm;’yyyy E| ~
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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
Clickhere  [|ER

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 learners 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.
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Website

The Coventry Alternative Provision website can be found at https://www.coventry.gov.uk/wrl. On this
website, you can find a directory of the provision offered by WRL, as well as the online forms needed to
make an application or withdrawal.

This guide will cover the following topics:

. How to use the online directory to find a course
o How to download a copy of the directory

. Making an application

. 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 2025-2026 Directory button.

COVENTRY
ALTERNATIVE
PROVISION

4

Coventry ) CAP Graduated T — Click Here
69 Alternative Ii—:‘ 2025/26 Directon Model of Support Eﬂﬁ R
B ————— z carers
Provision (CAP) Brochure 2024/25 a—
Coventry Coventry Primary Coventry West Midlands
XEL approved training 88 School 288, Secondary School 9 and National
providers Partnership Partnership Based Schools

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 or select a category to view. Alternatively, by scrolling down the page, you can search the directory
in a variety of ways.

Information on Coventry Alternative Provision (
25/26

Wiew the A to Z of records )

* A-Z of CAP Providers AY * Primary School Provision

25/26 ..
* Secondary School Provision

* CAP 25/26 Tier 1/2 Courses
Overview

Search the directory
Required fields are marked with an asterisk (%)

Keywords ©

Category

‘ All Categories ~ ‘
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When searching for a specific course, you can use a combination of keywords, a category and student interest.
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.

Tier 1 Universal Qualification/Award Courses

Home | Schools, libraries and learning | Schools and schooling | Coventry. ive Provision (CAP) | Coventry ive Provision 25/26 |

Secondary School Provision | Tier 1 Universal Qualification/Award Courses.

Categories in Tier 1 Universal
Qualification/Award Courses

¢ Core Curriculum

* ESOL

* Personal Development

* POST 16 Pathways (Careers/Employability/Work Experience)
* Transition

* Vocational (Work Based Learning) and Practical Skills

* Vocational 6 week Taster Courses

Clicking on the course name displays the full details of the course. This includes the qualification (if applicable),
as well as the availability, days, price and address.

Art and Design - Career Seekers Direct Limited - Coventry
Alternative Provision 25/26

Mome | Schools libraries and learning | Schooks | Coventry Aiternative Provision (CAP) | Cowentry Alternative Provision 25/26 |

Secondary School Provision | Tier 1 Universal Qualification/Award Courses | Vocational 6 week Taster Courses |
Al anel Design - Career Seekers Direct Lirrited - Coventry Allamative Provision 25/26

Tier 1- Universal Pathway
Vocational/Work-based Learning - 6 Week Taster

p—
o Ol

Art and Design - Career Seekers Direct Limited

Or ion fact sheet  https/iwww.coventry.gov. 8228/ factsheet-csd-2526

Organisation Loga

CAREER
SEEKERS
DIRECT

Address for Course Delivery Coventry or Warwickshir location accessible by public transport
Lead Contact for Course  Euz Harrizan
Lead Contact Number 07301517012
Lead Contact Email  eva@careerseekersddirect co.uk

CourseName A and Design
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How see the factsheets of Providers

In addition to the online directory, it is possible to download a factsheet for each provider. To do this, click on the
hyperlink on Organisation factsheet on the course page and this will allow you to download the information. The
factsheets also contain further details about the providers including details of safeguarding and Health & Safety.

Art and Design - Career Seekers Direct Limited - Coventry
Alternative Provision 25/26

Home | Schools, libraries and learning | Schools and schooling | Coventry Alternative Provision (CAP) | Coventry Alternative Provision25/26 |
Secondary School Provision | Tier 1 ificati Courses | Vocational § week Taster Courses |

At ol Design - Carees Seehers Direct Linvited - Coventy Allemative Provision 25126

Career Seekers Direct
Limited
Provider Fact Sheet

| Coventry

We base bost an arp
Abrrrostes Prov
Brickayng cours

e sppier for Perscnul & Socil Developaneat elernesu of Convery Clty Councl’s

gy amime drce 2012 Most recenidy we devgnd a2d deltvered 3 sew nsrodicricn to
s feexiock froen the first chiocd 1o prticipate: *Feedbock roms the
ke acivieg shils and
184, The CSD team are

it

Tier 1- Universal Pathway

Vocational/Work-based Learning - 6 Week Taster

detvered more thin

chsbire Conery Councl Fesure Careeys Fund Many of
e 2 ot ek of berrming NEET. A msrrber hone been denpgeed with and debvered foe

ey
i
. b O
e 304 T aducarion sitings ans
What we offer
Art and Design - Career Seekers Direct Limited Asa Muerix Sundand sccredited
one with young peoghe 1o belp
4 being support and v
Organisation fact sheet  hitpsu coventry.gov. 8228/ factsheet csd-2526 ::'mrx-wrw- and we are w
Student Outcomes

Organisation Logo A
we recently ran a full day vocackooal asters
sctors with empioyer imulvement, We alas
sk workihiopss and our CEIAG work in schee

FECENE S0CCess SLockes can

e viewed 00 the hame fage of our webske www careesseckersdirect.oouk. For exergle
Jshop for 3 whole year 9 group at The Nuneaton Academy feaniring several
ily ran a ootk for Life woekshop for Woodnds SEND School. Through
s we smpport maore than cee thousand youey people In schooks and coliegs

each year.
Safeguardin
CAREER eg 9
DSL - Bva Harrison, eva@ careerseckersdirect couk, 1ol 07903 $17012
s E E K E R s DDSL - Yvoane Matthews, yvonne g Greerseckersdirect.couk,
DIRECT el 07496 875238

Erivnced DBS Stff
Safeguarding pollcy
Tneurance Documents - Exp 04/03/2026

Address for Course Delivery  Coventry or Warwickshire location sccessible by public transport

Health and Safety ortad
Lead Contact for Course  Zuz Harrison ; bt
As cur peovidon takes place a1 A& J <
conduct a risk assessment for each cour pecuich b explained in cur
Lead Contact Number 07301577012 Risk Asscsammenn Policy which can be provided ca regpict
Lead Contact Email  eva@careerseekersddirect co.uk | "o ) oo

M@ M (OON e [ p) ctrssariiy i

=] coma (@) F oocurmerts on Srcrepore L)

CourseMName  Arand Design
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Making an application

The online form to make an application can be found in each School area (i.e
Primary/Secondary/West Midlands and national based Schools) it can also be found on the Key
Forms and Documents page

CAP operates a Multi-Agency Application form for ease of use

Details for the application process is found in each Tier

Coventry Secondary School Partnershi

Home | Schools, libraries and learning | Schook ing | Coventry Alternative Bvision (CAP) | Coveriry Secondry Sehoal Partnership

Contents

1. Welcome pack for Coventry Seconda . Year 11 Pathways

Partnership X )
7. Tier 2/Tier 3/ST Referral Deadlines and Panel
2. Service Level Agreement and Cay€ntry School Dates - AY 25/26
Access AY25/26

8. Safeguarding procedures

3. Tier 1 - Universal Offer
9. Change of Day Request

4. Tier 2 - Targeted Support
E A 10.Withdrawal process

5. Tier 3 - Time-Limited Placement )
11.Quality assurance

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 Albernative Provision provide a template Risk Assessment fior schools to use if required.
Download and print the CAP student risk assessment.

If =chzol=s continwe to wuse their own risk assessments they must be clear, detziled and relevant with
updated informadon upon the point of referral.

We will not accept any risk assessments that have been completed longer than three months
prior to the point of referral.
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CAP referral form tiers 1-3

Privacy notice ~ CAP referral form  School details ~ Student details Parent or carer details ~ Safeguarding  Attendance

Behaviour Summary  Academic attainment, curriculum, interests ~ CAP Provision  Agency involvement

We will use the information you provide to provide you with the necessary and appropriate training through our service.

We will share this information with your Coventry Alternative Provision Training Provider and any potential providers you may apply to and also
internal Coventry City Council services such as Educational Entitlement and Government departments for statistical returns.

More information on how we handle personal information and your rights under the data protection legislation can be found in our full privacy
notice.

We will keep all information you provide confidential and treat it in accordance with the requirements of Data Protection legislation.

Save

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.

CAP referral form tiers 1-3

Privacy notice ~ CAP referral form @  School details ~ Student details ~ Parent or carer details ~ Safeguarding  Attendance

Behaviour Summary Academic attainment, curriculum, interests CAP Provision Agency involvement

This form is intended to support professionals in decision-making, ensuring that provisions implemented are providing the right
support at the right time and in the right place.

Submission of this form does not negate the school's responsibility in carrying out their duties to safeguard and promote the welfare of
children, which includes following all relevant safeguarding practice and procedures.

This Multi-agency form has been created for schools to apply for provisions from our graduated model Tier 1-3. Please see Tier
descriptions below;

« Tier 1 - Universal offer (Work-based Learning, Practical 5kills, Core-Curriculum, Personal Development, Employability)

» Tier 2 - Targeted Support - (Insight/Flourish)

s Tier 3 = Time-limited placement (Supported transfer, Coventry Academy Re-focus Programme)

Which Tier are you applying for? *

() Tier 1 - Universal Support (Work-based Learning, Core-Curriculum, Personal Development, Employability)
() Tier 2 - Targeted Support - (Insight/Flourish)

() Tier 3 - Time-limited Support (Supported transfer, Coventry AP Academy Re-focus Programme, Year 11 bespoke)

B save

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.
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Withdrawing a student from a provision

The form to withdraw a student can be found either in the School Area or through the following link: Coventry
Secondary School Partnership — Coventry City Council

Withdrawal process

COVENTRY
ALTERNATIVE
Subrit a withdravel larm PROVISION

® Step 1-School or Training Provider have identified a provision/student that they wish to
withdraw from CAP.

* Step 2 - School ar Training Provider must consider the impact of this withdrawal on student
achievement, health and well being.

®* Step 3 - Ifitis the Training Provider who are requesting the withdrawal 3 mesting must be
arranged with CAP and School to discuss prior to the official withdrawal form being submitted.

® [fthe School are reguesting the withdrawal, we encourage a discussion with our Monitoring
Officers prior to the offical withdrawal form being submitted.

® Step 4 - School ar Training Provider representative completes the online withdrawal form via
the service website.

Step 5 - Withdrawal form is received by CAP.

Step 6 - CAP admin access the Withdrawal form and identify whether the request has come
from a School or Training Prowvider.

®* Admin also check if the student is being withdrawn from all provisions/days spedific to that
course and then proceed with the withdrawal on CLM and Capita.

* Step 7 - Withdrawal form iz sent to the Training Provider or School, dependant on who has
reguested the withdrawal.

To withdraw a provision, the referring School or Training Provider must submit a withdrawal form and
allow 5 working days for this to be processed.

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 questions on the Withdrawal form are mandatory.

Coventry Alternative Provision — Systems Guide 25/26


https://www.coventry.gov.uk/work-related-learning/schoolacademy-guide/10
https://www.coventry.gov.uk/work-related-learning/schoolacademy-guide/10

