Activity 10.3: An award scheme demonstrating employability skills
Tutor actions
What you need to do in PebblePad to set up the activity
Prior to the activity:
· Create a Passport Activity form in form builder for each graduate attribute so that students can accurately record their evidence for the scheme.
· Create a Passport Gateway. Select self-subscription to allow users to self-enrol onto the gateway. This means you can identify which students have chosen to join the Passport scheme. It is easy to keep an eye on students who have submitted evidence and get in touch with those who have yet to submit evidence.
· Publish the forms to the Passport Gateway.
· Create a guide for the students to take away with them.
During the activity:
· In the face-to-face session, demonstrate the process of opening a form and sending to an external verifier with comment permissions.
· Award points to the student submissions by using the grade box when they are published to the Gateway, and give feedback (not comment ensuring that no one else but Passport moderators and the student can see the feedback). 
· Notify the student when their submission has been awarded points by going to manage gateway and send a message. You can send an email to students from here.
· Once a student has earned sufficient points to be awarded the certificate, archive the forms.
Instructions to the learner
[bookmark: _GoBack]You can adapt these instructions to your learners and to your context
· Log onto PebblePad. 
· Go to the Passport Gateway. Self–subscribe to this gateway. You do not need to repeat this step.
· Go to create new and form. There will be a form for each graduate attribute. Use each form to demonstrate you have met each attribute. 
· Once you have completed your first activity, select and complete the form that most appropriately describes this activity.
· Share this form with your mentor or verifier by selecting send to person and then add a contact and external user.
· Check with the mentor or verifier that they know to put a comment on the asset you have shared with them.
· Once you have a comment from the mentor or verifier, send the form to the Passport Gateway. You can unshare the form with the mentor or verifier if you wish. You can do this by selecting the shared tab, highlighting the mentor or verifier’s name and selecting the bin icon.
· You will receive email notification when the form has been given points and feedback given.
· Repeat the process of completing the form for each graduate attribute.
· Look regularly at your assets in your asset store to find out how many points you have been awarded for that activity.
· Once you have been awarded sufficient points by the moderator team, you will be issued with a certificate.
· You can use the forms again as evidence of your skills when you are applying for a job.
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