9. Template 

An online template will be provided for entering this information to the Insight Website. You may use the template provided below to hold information you can cut and paste into the website.  Short comments on each section are provided.  Most of the metadata, some of which will be published at the top of the scenario are provided at the end of the template. 

NOTE The precise structure of this template section, especially the metadata, is subject to detailed discussion with European Schoolnet for final publication in version 3 of this paper. 

Metadata

General information about the scenario

	1.1.2

 
	Title 


	Full –time learner with disability

	
	M

	
	Language
	English
	
	

	1.1.3


	Description
	A view of teaching and learning aspects of progress file and PDP across FE and HE from the perspective of a full-time learner with disabilities in FE.  The disability in this scenario is that of visual impairment.
	
	M

	
	Language
	English
	
	

	1.1.4
	Date
	14.12.2004
	
	M

	1.1.5


	Language
	English
	
	M

	2.1
	Creator
	Bill Leivers and Fiona Henry
	
	M

	1.2.2
	Audience
	Progress Tutors, Subject Tutors, Learners, Policy Makers, Technologists, Managers, College Administrators.
	
	M

	1.2.4


	Source
	http://www.loucoll.ac.uk  
	
	O

	2.7
	Other Contributors
	
	
	O


I. The policy and practice context in which the scenario was developed

Loughborough college has been involved in the development of the post 16 ‘Progress File’ since 1997 when the first pilots of Widening Horizons were introduced by DfES following the Dearing report.  In order to pursue this further Loughborough College in partnership with colleagues at Loughborough University and RNIB Vocational College placed a bid for funds from JISC’s Lifelong Learning Programme to develop the teaching and learning aspects of progress file and the personal development profile across FE and HE.

The project team are committed to developing and piloting a web based electronic progress 'portal' and Individual Learning Plan which will capture the achievements of FE students at Loughborough College and the RNIB Vocational College a in fully accessible form.  We know that we have used an effective paper based product for a number of years now, but the time has come to move away from paper to the web!

We are also committed to ensuring that this 'electronic progress portal' will provide evidence of achievements, including academic performance and wider evidence of skills, achievements and experiences that is fully compatible with the Personal Development Profile in HE.  The scenario describes how the development of a web based progress file can be accessed by learners with the use of ACCLIP standards and when they move from FE to HE, how the information can be transferred to their chosen destination.

Although not part of the project as such, the Project team will also consider how the Progress File based work and ILP being produced by students in feeder schools to Loughborough College can be taken into account in developments made. 
II. The flow diagram

Enter here a simple flow diagram with reference numbers to link it into the text provided in the next 2 sections.  Some of the key sections of the diagram may represent more detailed use cases of how an e-portfolio is used. 

Flow Diagram from the tutor/learner’s perspective
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III. The Scenario

Enter here the text of the scenario told from the perspective of an external narrator linked by reference numbers to the flow diagram and the next section.

Loughborough College has developed an efficient and effective model for collecting and recording the progress of students, post 16, who enter the college either directly from schools or returning to study after entering work.  The Loughborough College Progress File as a paper based system had reached the point where it needed to be made available electronically, this would allow access from where ever the student was, either in college or off site.  LC had been working closely with RAPID at the Loughborough university to try and develop a similar system within the college that would allow transfer of information gathered by students during there period of study with the college to the university and be the starting point of their PDP process.  During this time Loughborough College was approached by DfES to pilot a new electronic version of ‘Widening Horizons’ and as the basis was similar to the paper based version already in use permission was gained from DfES to use the software in developing a Loughborough College e-progress file.

When students apply to Loughborough College their details are entered unto the central database, this then populates the first two documents in the e-ILP (See A in the flow diagram).  These are the documents that the learners use to record their previous successes and add to as they progress through the college until they complete their course and move onto either university or work.  On entering the college the learner is introduced to their progress tutor, and they check their details that have been entered directly from the central database system (EBS), if there are any errors the progress tutor will inform MIS and they will make the amendments (see B in the flow diagram above).

As the learner progress through the college they take part in regular group and one–to–one tutorials.  At the one-to-one tutorials the tutor and learner discuss progress and any difficulties the learner is encountering.  The process is seen to be a training of learners to develop the skills required for them to self-evaluate and reflect upon what they have done in the short-term. Learners should have a one–to–one tutorial 5 or 6 times during an academic year (see C in the flow diagram).

As the learner approaches the end of their course at Loughborough College they will select information from their e-ILP in order to prepare a revised CV and personal statement, which they can either take with then in a variety of formats, printed, electronically on a CD-Rom, or copied onto a memory stick.  Electronic transfers to university via the use of IMS LIP/UkLEAP.  The college will also archive the documents for a maximum of three years and the learner can request the transfer of the documents via the e-mail (see D of the flow diagram).  

IV. The same narrative told from the perspectives of different actors.

Flow Diagram from the perspective of the full-time learner

	Pre-course (A)
	Induction (B)
	On-course (C ) 
	End of course/transfer to HE (D)

	I apply for a course at Loughborough College, with my agreement any disability information that I disclose is passed to Learner Support

With my agreement, my invitation to interview initiates access to the portal and my e-progress file

With my agreement, information from my application form populates my e-ILP documentation

College communicates with me and vice-versa via the portal, to keep me informed of college events etc.

At interview, I complete a computer based initial assessment (Basic Skills) with my agreement, information from this populates the initial assessment part of my e-ILP

If I need additional support an AS plan is included in my e-ILP

If I disclose a visual impairment all materials accessed through the Portal will be automatically configured to meet my needs.


	I am able to access the induction section of Widening/Broadening Horizons on-line from college computers and off campus, through the portal

Evidence of my strengths and weaknesses, how I learn best, personal qualities, wider Key Skills, is recorded in the personal statement area of my e-ILP

With support from my progress tutor and careers advisers, I prepare a career plan.

Through the portal, I can access UCAS and University websites.

My career plan becomes part of my growing e-ILP

If I have a visual impairment, all materials accessed through the portal will be automatically configured to meet my needs.
	Prior to a one-to-one progress tutorial, I access preparatory guidance and activities on-line from Widening/Broadening Horizons through the portal.  

This enables me to assess my progress on my course.

The portal allows me read only access to current progress reports from my subject tutors.

During the progress review, I negotiate short term targets (6-8 weeks) with my progress tutor and record them in the progress review area of my e-ILP.

The portal allows me to access a range of on-line materials for study skills, etc and my curriculum VLE.

If I have a visual impairment, all materials accessed through the portal will be automatically configured to meet my needs.
	I am able to access the Moving On section of Widening/Broadening Horizons through the portal.

This enables me to prepare a CV and up date my personal statement and career plan in my e-ILP.

The information in my e-ILP is directly relevant to my UCAS application and/or application for work.

Guidance I am given for this ensures that the information I record is relevant to my PDP when I go to University.

I am able to negotiate, what information will be transferred and what will remain confidential.

My progress tutor will ensure that information to be transferred is validated.

If I have a visual impairment, all materials accessed through the portal will be automatically configured to meet my needs.


Flow Diagram from the perspective of the part-time learner (150 – 450 GLH)

	Pre-course (A)
	Induction (B)
	On-course (c )
	End of course/transfer to HE (D)

	I apply for a course at Loughborough College, with my agreement any disability information that I disclose is passed to Learner Support

With my agreement, my invitation to interview initiates access to the portal and my e-progress file

With my agreement, information from my application form populates my e-ILP documentation

College communicates with me and vice-versa via the portal, to keep me informed of college events etc.

At interview, I complete a computer based initial assessment (Basic Skills) with my agreement, information from this populates the initial assessment part of my e-ILP

If I need additional support an AS plan is included in my e-ILP

If I disclose a visual impairment all materials accessed through the Portal will be automatically configured to meet my needs.


	I am able to access the induction section of Widening/Broadening Horizons on-line from college computers and off campus, through the portal

Evidence of my strengths and weaknesses, how I learn best, personal qualities, wider Key Skills, is recorded in the personal statement area of my e-ILP

With support from my progress tutor/course leader (face to  face or electronically) and careers advisers, I prepare a career plan.

Through the portal, I can access UCAS and University websites.

My career plan becomes part of my growing e-ILP

If I have a visual impairment, all materials accessed through the portal will be automatically configured to meet my needs.
	Prior to a one-to-one progress tutorial (face to  face or electronically), I access preparatory guidance and activities on-line from Widening/Broadening Horizons through the portal.  

This enables me to assess my progress on my course.

The portal allows me read only access to current progress reports from my subject tutors.

During the progress review, I negotiate short term targets (6-8 weeks) with my progress tutor and record them in the progress review area of my e-ILP.

The portal allows me to access a range of on-line materials for study skills, etc and my curriculum VLE.

If I have a visual impairment, all materials accessed through the portal will be automatically configured to meet my needs.
	I am able to access the Moving On section of Widening/Broadening Horizons through the portal.

This enables me to prepare a CV and up date my personal statement and career plan in my e-ILP.

The information in my e-ILP is directly relevant to my UCAS/professional course application and/or application for work/progression in work.

Guidance I am given for this ensures that the information I record is relevant to my PDP when/if I go to University.

I am able to negotiate, what information will be transferred and what will remain confidential.

My progress tutor/course leader will ensure that information to be transferred is validated.

If I have a visual impairment, all materials accessed through the portal will be automatically configured to meet my needs.


Statements in bold are specific to part-time learners.

Flow Diagram from the perspective of the progress tutor

	Pre-course (A)
	Induction (B)
	On-course (C )
	End of course/transfer to HE (D)

	I will produce a forward plan for the tutorials and include information relating to group and individual activities to done across the year.

I will book speakers/events/ computers for the times I require them.

For the learner’s allocated to my tutor group, with their agreement, I can access information already available on their e-ILPs.

If initial assessments indicate that additional support is required, I will ensure that this is put into place quickly.

If the learner discloses a visual impairment, I will ensure that access to the e-ILP/materials in Widening/Broadening Horizons via the portal meets his/her needs.

I can communicate with learners and they can communicate to me via the portal.


	I will check with the learner’s that the information already held in their e-ILPs is accurate.  If not, I will ensure that amendments are made and communicated to MIS.

I will introduce the learners to the on-line materials and explain the purpose of the process and commence activities.

I will conduct 1 to 1s with each learner in the group and guide them in completing initial documentation.

If initial assessments indicate that additional support is required, I will discuss this with individual learners.

If the learner discloses a visual impairment, I will check that access to the e-ILP/materials in Widening/Broadening Horizons via the portal meets his/her needs.

I will check that learners know that I can communicate with them and they can communicate to me via the portal.


	I will follow the plan I produced before the course and assist students with developing their e-ILP/UCAS research and application/careers advise/work related advise and how to source materials on-line.

I will amend my plan if need be and update the details of visits/group activities as appropriate.

Prior to one to one progress reviews I have access to current progress reports from subject tutors.

During the 1 to1s I will discuss with the learner subjects that are relevant to themselves and exchange comments made by staff in order to assist them in setting short-time goals, which they record in their e-ILP.

This process of reviews will take place at regular intervals across the year.

At designated times across the year I will review the status of the learners activity within the college; i.e. what subjects they are studying and if anything has change I will record this and communicate it to MIS.
	I will assist the learners in reviewing the evidence within their e-ILP and discuss with individuals what they will put into the CV and Personal statement.

This will depend on the progression of the learner – FE/HE/employment.

I will produce a reference for each learner either for UCAS or employer purposes.

I will complete a summary sheet to identify where my learners are progressing to and send this information to MIS.

I will ensure, with the agreement of the learner that the relevant information is transferred to HE or employer.

I will ensure that the learner receives a copy of their e-ILP on CD-Rom.




V. A list of stakeholders

	Main Types of Learner: -
	Wants:-

	1.   Entering from school for full time study
	An electronic Progress File and ILP which facilitates a high quality tutorial process, including identifying longer term aims, shorter term targets, specific actions and monitoring progress against these. 

Important information at the end of the learners time in FE to transfer effectively to University or employment

	2. Entering from school for substantial part-time study
	An electronic Progress File and ILP which is easily accessible via the internet from work or home, and which facilitates a high quality tutorial process, including identifying longer term aims, shorter term targets, specific actions and monitoring progress against these. 

Important information at the end of the learners time in FE, if appropriate, to transfer effectively to University or employment

	3.   Learners with disabilities
	An electronic Progress File and ILP which provides enhanced accessibility functionality to enable appropriate access to all learners

	
	

	Common attributes belonging to any of these types: -

· Mainly 16 –19 year old
	Comment: -



	Main types of Adviser:
	Wants:-

	4. College progress tutor
	An electronic Progress File and ILP which facilitates a high quality tutorial process within which the benefits of the one-to-one tutorial are fully preserved and not compromised by the use of technology.

	5. College subject tutor
	An electronic Progress File and ILP which ensures that progress information from subject tutors is gathered effectively and used as part of the one-to-one progress review process and which provides effective feedback from the progress review process to subject tutors.

	Common attributes belonging to any of these types: -

  - Monitor and mentor the individual students


	Comment: -



	Main types of Recruiters
	Wants:-

	6. Loughborough College
	High quality learner information to effectively inform the admissions process and to provide essential information to ensure that the needs of all learners are effectively met after transfer to another FE course



	7. Loughborough University
	High quality learner information to effectively inform the admissions process and to provide essential information to ensure that the needs of all learners are effectively met after transfer to HE



	     8. RNIB Vocational College


	High quality learner information to effectively inform the admissions process and to provide essential information to ensure that the needs of all learners are effectively met after transfer to the RNIB




VI. A list of other actors 

Enter here information about any other people or systems which play a role in the scenario, but have no interest in its outcome, for example a human or electronic filing system.

	a) 
	College MIS system

	b) 
	IT Support

	c) 
	

	d) 
	


VII. Definitions of terms

This is not intended as an exhaustive definition of all the terms used in the scenario, but as a means of ensuring that terms which are used in a specialised way are easily understandable by other readers in different contexts.  However, you are welcome to offer your own definitions of key terms. One specific intention of the scenarios is to help develop vocabularies which can define the different aspects of e-portfolios.

ILP – Individual Learning Plan

FE – Further Education – Post 16 years 

HE – Higher Education – Post 18 years

DfES – Department for Education and Skills (UK)

VIII. References and Bibliography

Add here references to other resources and more general materials which other practitioners ,may wish to follow up.

information about the context of the scenario 
This element describes the context where the resource takes place, such as the subject area, the audience, the resource type, the source it is derived from, the entity who has contributed to the content of the resource and their logo. Here also the information about the temporal and geographical coverage is explained. 

	
	
	
	
	Example
	

	1.1.6
	Language
	Language of these metadata
	
	English
	

	1.2.1


	Subject


	A topic of the content of the resource. 


	 
	
	M

	1.2.5


	Organisational

Contributor
	An entity responsible for making contributions to the content of the resource.
	
	Loughborough University, RNIB Vocational College 
	O

	1.2.6


	Logo
	This defines the Url of the logo identifying the entity 
	
	
	O

	1.2.7


	Coverage, physical
	The physical extent or scope of the content of the resource for example, a city, region, country or group of countries.
	
	UK
	M

	1.2.8
	Coverage,

sector
	The sectors covered (including training and employment.)
	
	Schools, colleges, first cycle of higher education, employers
	M


Information about the format of the resource.

	1.3.1


	Format
	The physical or digital manifestation of the resource. Vocabulary list of Internet Media types [MIME]
	
	.doc
	O


information about the Rights Management's regarding the contribution
This element describes rights related to this resource, this is related to the user management system and the roles that user have. E.g. whether the resource is available to anyone or restricted to project partners or PIC and SC members 

	1.4.1


	Rights Management
	Information about rights held in and over the resource.
	To be advised by European Schoolnet
	M


Information about the person who enters the object/resource
This element provides information about the submitter, i.e. name, role of the person, the entity (e.g. name of the university, company, role within Insight, and the expertise area of the person. 

	
	
	
	
	
	

	2.2
	Role of the creator of the scenario listed at 2.1 at the top of this template
	Select from the Vocabulary provided: -

· Author

· Publisher

· Unknown

· Initiator

· Terminator

· Validator

· Editor

· Graphical designer 

· Technical implementer

· Content provider

· Technical validator

· Educational validator

· Instructional designer

· Subject matter expert

· Peer Reviewer
	
	Author

Subject matter expert
	M

	2.3
	Publisher
	An entity responsible for making the resource available
	
	Loughborough College
	M

	2.5
	Subject Keywords
	To be advised
	
	
	M

	2.6
	Personal ePortfolio
	Enter here a link to your personal ePortfolio, if you have one.
	
	
	O
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Learners will select information from e-ILP to be transferred to HE or work.  They will also receive a CD-Rom of their e-ILP





Develop and up date e-ILP





Learners check details and request amendments





Details recorded in MIS and learner gains access to initial e-ILP entries





Learners supported to complete course and progress into HE or work.





On-course group and individual activities in order to develop and update e-ILP





Induction activities including checking details and group/1to1





Learners apply to LC for a specific course
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