
Activity 9.2 Supporting feedback and dialogue for portfolio-building 
Tutor actions
What you need to do in PebblePad to set up the activity
Prior to the activity:
· Create a gateway for the accreditation process Add learners to the user group. The default settings for the gateway do not need to be changed.
· Create a webfolio template, with a page for each of the learning outcomes. Add this webfolio to the gateway resources with copy and auto publish permissions. Select notify the user group(s) when they login to PebblePad.
· Ask the author of a successful application for permission to share this. Add this webfolio to the gateway resources with view permissions only.
During the activity
· Check which webfolios are in the gateway as a means of finding out who has successfully copied the webfolio template.
· Visit the gateway regularly to provide feedback (feedback will be instantly released on an unlocked gateway). 
· Give the webfolio a pass grade when it is ready to be shared with the external referees. Notify the student by clicking on manage gateway and send a message. Select user group – you can send an email to the student from here. 
· Validate a webfolio when it demonstrates that the author has met all of the learning outcomes and the external referees have confirmed this in comments. Use send a message to notify the student. 
· Archive the gateway to keep a record for quality assurance purposes. 
· Send relevant documentation to the professional body confirming entry onto the register.
Instructions to the learner
[bookmark: _GoBack]You can adapt these instructions to your learners and to your context
· Follow the link in the LMS to log onto PebblePad.
· As soon as you logon you will see a notice telling you that you have one asset waiting to be copied to your asset store. Select view now and then select copy and publish. This webfolio template is now copied to your asset store and you can edit it. 
· In view, go to gateway and then in the gateway created by your tutor, view the exemplar webfolio in gateway resources and use this as inspiration when you are creating your application for professional accreditation.
· In your asset store, edit the webfolio, providing evidence of how you meet each of the learning outcomes. In your webfolio you can link to evidence you have created in PebblePad: for example, a thought. Or you can upload evidence: for example, a photograph. Your webfolio is automatically updated in the gateway every time you add or amend a page in the webfolio. Your facilitator can see your updates as you progress.
· When your tutor has added feedback to your webfolio, the current activity pane will have a message in bold telling you an asset has been updated. 
· Reply to your facilitator’s feedback and describe how you intend to act upon their feedback. You may also ask for clarification if you are unsure of the meaning of the feedback.
· Once your facilitator believes you have met all the learning outcomes, you will receive email notification that you have passed. This is your prompt to send the webfolio to two external referees who have to add their comments confirming that the webfolio meets the professional body standards. 
· Notify your facilitator by email when you have received both confirmation comments from your referees.
· You will receive an email notifying you that your webfolio has been validated. Your facilitator will contact the professional body on your behalf confirming that you have obtained professional accreditation. 
