MyGuide Learner Progression
This document aims to inform staff of the new process, from start to finish, of the MyGuide system. The following is a flowchart of learner progression through the centre as if they are learning with us on the MyGuide project.
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Step By Step Staff guide to Learner Progression

1. Introduction: The initial stage of the learner journey is that they would be introduced to the MyGuide course through some means. At this point they would approach reception to get basic information about the course and be booked into one of the sessions. This involves using the “MyGuide booking sheet” which is in reception (Ask reception staff).
2. Session one: During this session the learner will be informed about basic centre operations and given an introduction to the course. The stages that the learner must complete are as follows:

· Completing the first half of the “self assessment” helps to grade their level of IT skills (see image A for an example). 
· Creating an “Individual Learning Plan” which is developed with the tutor and must contain 2 Online Basics modules to guide progression (see image B for an example).

· Creation of a MyGuide account must use our centre code (5894) and tutor email (NPCLTutor5894@myguide.net).

3. All Sessions: The standard progression for a learner is set out by the “session plan” which is developed by the tutor depending on what learners have on their ILP. This is then followed through to the end of the 8 hour course. At the end of each session the ILP is to be updated, and the learners should complete the “session log” detailing how they progressed. These are then collected into a pile of paper and filed into the “A-Z to be updated” filing cabinet.
3.5. MyGuide Promotion: Sometimes we run a promotion to help raise awareness of the services we offer. This involves the learners who are interested completing the necessary 2 online basics modules, which then qualifies them for a £5 shopping voucher. Evidence must be provided of this (for example, printed out learning log, or the MyGuide system showing “complete” on the modules. See image C for an example).
4. Final session: During the last session of the course, the learners should fully complete their ILP and session log, identifying things they perhaps missed, additionally completing the second half of the “self assessment” sheet.

5. Further learner progression: At this point the learner has several choices on how they can continue with us:

· If they have outstanding MyGuide work or wish to continue with it they are welcome to join our tutor attended “surfers” sessions at £1.50 per hour.

· Advancement onto another course such as “Introduction to computing basics” or “ITQ”.
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2. Session one Intro: learner turns up and works through the introduction to the centre and what they will be learning. This includes completing a “self assessment” for them to gauge their own opinion of their computer skills as well as an individual learning plan to identify what modules they want to do in the MyGuide session.





1. Learner is shown the session times/timetable and booked into a particular session. (12 slots max) They are informed of basic information e.g. the length (4 weeks) of the course.





Learner is recommended to do MyGuide as they have low/no computer skills. Possibly introductions coming from marketing, IAG, work club, reception, outreach events and similar events.





3.5. Promotional offer: if there is an offer of a £5 shop voucher on at the time, the learner must complete 2 online basics modules to quality and prove this via paperwork/digital evidence.





3. MyGuide session plan is followed, the learner turning up each week at their allocated time. This happens once a week for 2 hours, over 4 weeks. The learner will record how they are progressing on the session log on the back of the ILP at the end of each session.





4. MyGuide completion requires that the learner have completed 2 online basics modules within the 8 hour session period, as well as hopefully meeting what is written on their ILP. Additionally the learner will do a completion “self assessment” to see how confident they are with computers after the course.





5. Progression onto one of our other courses such as “basic computing” or “ITQ” is the next step up from MyGuide.





5. Further MyGuide/generic computer use in our paid “surfers” sessions at £1.50 per hour allows learners to continue at their own pace.





Further Learning / other training courses / leaving the centre.








