Scenario of practice for e-portfolio reference model

Adult learners

Stan Lester

for Ufi / learndirect
Final draft  10.4.05

(comments to s.lester@devmts.demon.co.uk)

Note  
The following is based on the template used by the JISC project.  It refers primarily to adult learners who are aiming to make a transition e.g. into education / training, into work or into a different job.  The reference model is adaptable to include learners who are not making a specific transition, e.g. for use in CPD or learners simply aiming to gain a qualification or add to their skills or knowledge.   It should be noted that learners may want to continue using the e-portfolio without being enrolled at a centre or having specific tutor support.  Portability, communication with other systems and longevity are important if long-term use is to be encouraged.

Initial points

The discussions with providers / hubs etc indicated two main uses for e-portfolios  -  

1. to record / present evidence for a qualification or within a course, e.g. replacing a paper-based portfolio, or being more sophisticated by recording on-line learning activity for assessment etc.

2. to record achievements in a broader sense for personal use, presentation to employers, access to educational opportunities, etc.

The specification combines these uses, as ultimately they aren’t distinct  -  for instance, a learner might want to give access to a potential employer, a college, a customer etc. to something that was submitted for a qualification, as well as to certificated (and informal) achievements.  However, there are some important differences that I have attempted to draw out in the scenario and the use-cases.  I have taken three use-cases, one common to learners starting to use an e-portfolio, and the other two representing ‘type 1’ and ‘type 2’ use respectively.

The ‘type 1’ use tends to relate to a learner-centre relationship  -  i.e. the portfolio is initiated when a learner enrols for a course or qualification, and is generally limited to the learner’s involvement with the centre (though portability between centres, e.g. to take another course or qualification, is relevant).  This type of portfolio needs to be integrated with the centre’s systems for MIS, assessment, verification etc.  The tutor often becomes involved in building the portfolio, so it needs to be designed with the tutor in mind as much as the learner.  

‘Type 2’ use appears much less common at present.  It may support a specific transition (time-limited), or be maintained as an ongoing resource and repository.  There are particular issues around using on-line e-portfolios as ‘lifelong learning’ tools, including:

· the interest of the learner in using them (may expect to increase as they become easier to use and learners become familiar with the concept, e.g. from school records of achievement)

· tutor support is needed  -  where does this come from and how is it paid for?

· how does support continue beyond the learner’s time on a course / with a provider?

· what happens when the learner leaves the system (or the system is changed) – can the learner swap the information from web site to own computer or to a disk?

· confidentiality issues  -  who else can get access?

· confidence issues  -  is on-line information going to be there when I need it?

At present ‘type 2’ is likely to feature more where the learner is connected to an ongoing process, e.g. through an in-company development scheme, trade union or professional body.  I haven’t considered ‘CPD’ and personal development learners specifically although they should be accommodated within the design.

FIRST Set out brief details of the context for the scenario  
Is  the practice being developed arises from a formal policy, and whether it builds on existing paper based practice.  A reference to a scenario of policy is sufficient (See Example section I)
The scenario/s relate to progression for adult learners who are outside of full-time education and are looking to, or are in the process of, making transitions relating to work or education.  These transitions may involve moving into work;  moving into higher or work-related education, full- or part-time or work-based;  or changing job / progressing within work.  Learners may have a wide variety of backgrounds and achievement levels, although typically achievements will be below level 3 (exceptions will include higher education learners e.g. on learndirect Learning through Work, and where the portfolio is linked to a professional body CPD process).

What problem(s) does the scenario address? (See Ia of the  Example and template)
Adult learners frequently have diverse sources of learning and achievement which are primarily informal, unlikely to be recorded, and may not be recognised by the learners themselves.  Difficulties can be present in identifying this learning in order to build on it, use it as evidence for qualifications, or to present it to other parties such as employers and admissions tutors.  Records of achievements may be sparse and difficult to verify.  

How does the scenario resolve the problem(s)? (See Ib of the Example section and template)
Learners are able to build a profile of learning and achievement which they own and have responsibility for, but which includes where appropriate verifiable evidence / records of achievement.  This provides a starting-point for planning further learning and development, a base from which to discuss aspirations and development with others, and a resource that can be used or drawn on to present evidence and achievements to various kinds of gatekeeper.

SECOND note down the different types of learner who will follow this process.  
(See Vb of the Example and template)
Types of Learner : -
The following are examples of the type of learner to whom this process is relevant:

· unemployed or underemployed adults aiming to gain work

· women returning to work after a break

· people seeking work or educational opportunities at the end of a custodial sentence

· people seeking work or educational opportunities after a period of incapacity

· adults in work aiming to change job, progress or change role

· adults aiming to enter higher education or other advanced provision without conventional entry qualifications such as A-levels, BTEC National or Access courses.

There is also a significant group of potential users who will have company-supported development or support from organisations such as trade unions or professional bodies, and potential for use with HE-level adult learners.

Learner characteristics that may apply include:

· lack of recent experience of, and possibly apprehension about, any kind of formal education or training

· concerns about learning processes not suiting them, about ‘going back to school’, about failure 

· underestimating or undervaluing their learning and achievements from experience

· lower levels of qualification compared with less experienced colleagues in similar jobs (want to be qualified / recognised but may not understand processes for doing this that value experiential learning)

· limited time for distinct learning activities  -  and potentially impatience with peripheral activity (such as portfolio-building and learning to use systems with no intrinsic value) that does not contribute directly to learning

· restrictions in timing  -  learning when it suits them rather than suits a provider

· lack of support from a peer community  -  in some cases hostility

· varying levels of ICT proficiency  -  from apprehension and lack of familiarity to a high level of proficiency.

THIRD choose one type of learner and what s/he wants or cares about  from the process: -
Learners may want to:

· draw together existing abilities and achievements and present them in a way that is coherent and attractive, e.g. to a potential employer or for accessing further learning opportunities

· increase their confidence through identifying abilities and achievements they can use and draw on, particularly where these are not obvious from recent work or courses

· gain a qualification / recognition for what they can do or know

· learn to update their skills or increase opportunities for getting a job, moving on or accessing other learning opportunities

· have a resource to draw on for presenting achievements, biographical information etc to others.

Compared with younger learners in full-time education, these learners are likely to be less patient with peripheral processes (want to get on with the learning), but may need more initial support and guidance to overcome barriers outlined above.

Fourth explain in the first person how that learner experiences the process.  
(Each box may represent a part of the process covering one or more use cases.) .  
	
	Table 1
Type of Learner: -
(See Section IV column 1 of the example and template)

	
	Learner’s Perspective

	A
	Enrol / get involved with a college, training provider, learning centre or other organisation (could be employer, community organisation, union, professional or trade body etc) that provides access to the portfolio, normally along side a course or as part of a development / return to work etc programme.  Can I have a portfolio if I’m not enrolled on anything?.



	B
	Induction from tutor, learn to use software and how to use it to support learning.  Learn about communicating with tutor, other learners etc.  How do I get support if not on a course or development programme?

Do I have a mentor?  If relevant how can I find a mentor / someone external who can help with my learning?  

How does the package fit with any IT I’m happy using  -  e.g. if I want to email evidence in, email my tutor, use discussion groups, use standard files e.g. Word?  How can I be sure that the web site is secure or that the information will be there when I need it?  Do I have to duplicate everything between the site and my own computer?



	C
	Start using software to record achievements, prior learning etc.  Possibly use it for planning  -  what do I need to do / collect / put together?  Discussion with tutor either face-to-face or on-line.  May use the software to plan learning / development  -  more likely if on a general development programme rather than a specific course.  How can I contact other learners?  The package may have a role here.  



	D
	Use the software to record learning, store evidence etc. as I go along.  This could be a mixture of files stored / attached to different places, narrative, things recorded automatically, verifications attached to certificates / documents / evidence etc.  May want some help deciding how to organise this  -  contact tutor.  Might also want to discuss with other learners.



	E
	Organise the contents of the portfolio for presentation.  e.g.

· evidence for a qualification  -  identify what’s relevant, tag it with units or criteria, add narrative etc

· learning / achievement to present to a tutor, use in an application, send to a potential employer etc  -  may need to add narrative, CV, non-linear profile etc

May want help from tutor with this  -  possibly through a dialogue.

Can I keep the information permanently, update it, and pull out / organise / give access to relevant bits at different stages?



	F
	Present the relevant contents in a way that is appropriate to the user.  Is there a quick way of doing this that doesn’t involve lots of copying and pasting, rewriting things etc.?




Features identified as being of use to learners include:

· ease of access and use  -  intuitive, not require lots of time to learn how to use it, easy to find way around the software, easy to get help (learners not interested in spending time on things not central to their learning)

· straightforward language, sentence structure and layout  -  easy to use without being patronising

· compatible with other ICT  -  interface with own computer, use email, files etc

· encouragement and simple methods to recognise achievement and take responsibility for own learning

· human help when needed  -  on-line with easy, intuitive access to communications, plus face-to-face if environment permits

· appropriate contact methods – e.g. don’t have to use a bulletin board / internal tutor contact system when email is quicker

· contact with other learners through an easy-to-use on-line system

· permanence (if being seen as a lifelong learning tool)  -  not just while enrolled for a particular course

· interface with other systems e.g. own / centre’s / employer’s computer.

FIFTH  list the types of roles that people (& systems) play to support the process & the types of people fulfilling these roles in the left hand column (See example Va) and identify what they care about (or should care about) in the system being developed to support the process
(See Vb columns 2 & 3 of the example and template.)

These roles are not necessarily discrete, e.g. a subject specialist may also act as a general tutor or as an assessor.
Table 2
	List of people (& systems) by Type of Role
	What the “stakeholder” cares about/wants to achieve through the process

	1) Tutor (general support)

Role to support the learner through the process, including recognition of learning and achievements, development planning, recording etc.  May be face-to-face or on-line.


	To be able to work with the learner on development / recording, providing relevant advice and guidance.  Needs: 

· summary access to all relevant learners’ portfolios

· detailed access to each e-portfolio including ability to manage portfolio on learner’s behalf

· easy on-line communication with the learner 

· reminders and notification of changes to the learner’s portfolio / log, and the ability to set reminders for the learner



	2) Tutor (subject specialist) 
Role to provide input on specific curricular areas / to act as an expert resource for learners undertaking e-learning / blended learning.  
	To have quick access to relevant learning that the learner has undertaken, including experiential learning.  To ensure that relevant learning and achievements are recorded adequately  -  including automatic, detailed recording for relevant material for assessment.

Tutor will have many learners and be concerned with a specific area of development for each, so will need summary access to a specific part of the e-portfolio content for all relevant learners.  



	3) ICT support

Role to assist the learner to use the ICT / software effectively through providing training, advice, troubleshooting etc.


	Package design to minimise the need for human support  -  intuitive to use with clear instructions and easy to use help and diagnostics within the package.

Easy response to user queries on-line.

Ability to track user’s use of the package.

Ability to help with non-standard requests.



	4) Mentor (outside formal learning environment)

Provides varying kinds of support in the workplace, through a formal arrangement or informally.  Not all learners will have access to a mentor.


	Overview of what the learner is doing in order to discuss progress.  May or may not be interested in using the software / having access to the portfolio.



	5) Assessor

Assessment of portfolio contents where being submitted for a qualification, credit etc
	Needs:

· summary access to all relevant learners’ portfolios

· simple and detailed access to the relevant part of each portfolio

· ability to easily match submitted work to assessment criteria

· ability to record comments and judgements

· easy on-line communication with the learner ( to query )

· summary information on progress and achievement



	6) Verifier
	Needs:

· summary access to all relevant learners’ portfolios

· simple and detailed access to the relevant part of each portfolio

· ability to easily match submitted work to assessment criteria

· ability to track assessment decisions

· easy on-line communication with the learner and assessor ( to query )



	7) Centre manager / MIS
	Sufficient and easily available information for centre management and external requirements (awarding, funding / audit, inspection).  Needs:

· summary access to all relevant learners’ portfolios

· standard and query-based reports and statistical information



	8) Potential employer


	Straightforward information about the learner’s achievements and learning relevant to the job applied for, including experiential / ‘informal’ learning.  Where relevant, verifiable evidence of achievement (e.g. a record of formal achievement that cannot be changed by the learner).



	9) Admissions or ‘receiving’ tutor (i.e. in college or university)
	Straightforward information about the learner’s achievements and learning relevant to the course etc., including experiential / ‘informal’ learning and how it relates to the entry requirements.  Where relevant, verifiable evidence of achievement (e.g. a record of formal achievement that cannot be changed by the learner).




SIXTH Choose two of these stakeholders and tell the same story from their perspective 
Use the same reference numbers for each step of the process as for the learners. 
This will inform the definition of the types of stakeholders and other ‘actors’ set out on pages 7 and 8 of the Building Scenarios paper.  (See Section IV column 1 of the example and template)

	
	Learner
	Tutor

	A
	Enrol / get involved 


	Provide help to assist the learner to log on and start using the system.

	B
	Induction 


	Induct learner into programme and use of software, sources of help etc.  Provide direct assistance as needed e.g. to put files etc on system for learner.



	C
	Start using software to record achievements, prior learning etc.  


	Work with learner to identify achievements, prior learning, sources of evidence etc.  Continuing support for use of software.

	D
	Use the software to record learning, store evidence etc. 


	Track learner’s progress and provide proactive and reactive supprt.  Continuing support for use of software if needed, including for some learners putting materials into the package.  

	E
	Organise the contents of the portfolio for presentation.  


	Provide guidance / advice, possibly direct intervention.

	F
	Present the relevant contents.  


	Check what’s being presented, appropriateness, cross-referencing (for qualification).


· Important for tutor to have relevant summary information, easy-to-access progress reports, etc.

	
	Learner
	Mentor / Supervisor

	A
	Enrol / get involved 


	

	B
	Induction 


	May need induction into system if going to help learner on-line or with presenting information.  

	C
	Start using software to record achievements, prior learning etc.  


	Work with learner to identify achievements, prior learning, sources of evidence etc.  Possibly validate evidence.

	D
	Use the software to record learning, store evidence etc. 


	As above.  May want to track progress depending on role.  

	E
	Organise the contents of the portfolio for presentation.  


	May be involved in validation e.g. if workplace supervisor.

	F
	Present the relevant contents.  


	


	
	Learner
	Assessor

	A
	Enrol / get involved 
	

	B
	Induction 
	

	C
	Start using software to record achievements, prior learning etc.  
	

	D
	Use the software to record learning, store evidence etc. 
	

	E
	Organise the contents of the portfolio for presentation.  
	

	F
	Present the relevant contents.  


	Examine contents (possibly on ongoing basis rather than a single summative assessment).

Track achievement of components.

Contact the learner and ask questions  -  simple and effective method of maklng contact.

Verify validations if needed (ideally the software should make this largely unneccessary)

Record assessment decisions and if needed rationales.

Sign off evidence being presented.

Respond to verifier’s queries.


SEVENTH  Tell the story from the perspective of an external observer, using the same references
This description is of a ‘double cycle’ process where the learner initially enrols for a qualification (type 1 use) then extends use of the portfolio to being a record of achievement (type 2 use).

Cycle 1

A/B
Learner enrols with a centre.  Introduced to the e-portfolio as part of the course, to use to record progress and assemble evidence for assessment.  Features and sources of help explained.  Where possible, learner organises a ‘mentor’ if doesn’t already have one  -  with tutor assistance if needed.

C
Tutor helps learner to use the portfolio to organise information and keep track of progress, including by logging in to it and organising files to provide the learner with a start.  Encourages learner to identify things relating to prior achievements and current abilities, add narrative to the portfolio, find relevant evidence.  Learner starting to make contact with other learners through the portfolio software.

D
Learner continues using portfolio more independently.  Tutor assists to make sure evidence is validated where relevant.  Tutor uses output from it to keep track of progress and intervene where needed.  

E
Learner starts organising evidence for assessment, cross-references it to qualification units or criteria.  Tutor checks / advises / intervenes if necessary.  First evidence presented to assessor.

F
Assessor reviews evidence on line / enters into dialogue with learner, makes and records assessment decisions.

F
Verifier samples evidence on line, enters into dialogue with assessor.

F
Certificate awarded, becomes attached to portfolio as well as paper copy.

Cycle 2

A/B
Learner encouraged to use portfolio as an ongoing record of achievement  -  initial support from tutor but encouraged to take charge of it.  Tutor explains how to add certificates and get validation for them, other kinds of evidence and narrative to include.

C/D
Learner uses portfolio’s features to help identify achievements etc. that can be recorded in it.  Starts to enter evidence, certificates etc. getting help where needed.  Learner builds narrative and links around portfolio  -  organises to suit personal context, - e.g. may have CV / profile with links to relevant evidence and narrative.

E
Learner uses portfolio in relation to a specific application:

· planned / aspirational  -  to compare current profile with aims, identify gaps and things to do (portfolio has / has links to software to help with this)

· imminent  -  to present achievements and abilities for a transition e.g. job application, course application

F
Learner puts forward relevant details within the portfolio and provides the required access to the receiving ‘gatekeeper’.  Software facilitates dialogue of appropriate.  

FINALLY    Sketch a simple diagram of the process 
(Cross reference the tables using the reference letters and numbers.)


SECTION B
BUILDING SCENARIOS of practice TEMPLATE

Metadata

	
	Institution
	
	Ufi Ltd
	

	
	Title 
	A name given to the scenario.

	Adult learners in transition
	M 


	
	Language
	The Language of the title
	English
	

	
	Description
	An account of the content of the scenario. 
	Refers primarily to adult learners who are aiming to make a transition e.g. into education / training, into work or into a different job.  Some learners will be using the portfolio to assemble evidence for a qualification or credit, although this is not a necessary part of the scenario.
	M

	
	Language
	The language of description
	English
	

	
	Date
	Date Created
	10th May 2005 
	M

	
	Language
	A language of the intellectual content of the resource.
	English
	M

	
	Creator
	A person or entity primarily responsible for providing  the content of the resource.
	Stan Lester on behalf of Ufi Ltd
	M

	
	Audience
	The intended audience for this scenario.
	
	M

	
	Source
	A Reference to a resource from which the present resource is derived/linked to, 
	
	O 


	
	Other Contributors
	.
	Michelle Gleadall (Ufi Ltd), Jill Pickles (Pendle Training), Andrew Prince (Skills-IT), Dan Pathirana (CCP Group), Ray Craven (Tyne Metropolitan College), Garrie Owens (Invicta), David Avery (Q Group)


	O


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

The scenario/s relate to progression for adult learners who are outside of full-time education and are looking to, or are in the process of, making transitions relating to work or education.  These transitions may involve moving into work;  moving into higher or work-related education, full- or part-time or work-based;  or changing job / progressing within work.  Learners may have a wide variety of backgrounds and achievement levels, although typically achievements will be below level 3.

I.a  What problem(s) does the scenario address?
Adult learners frequently have diverse sources of learning and achievement which are primarily informal, unlikely to be recorded, and may not be recognised by the learners themselves.  Difficulties can be present in identifying this learning in order to build on it, use it as evidence for qualifications, or to present it to other parties such as employers and admissions tutors.  Records of achievements may be sparse and difficult to verify.  

I.b How does the scenario resolve the problem?
Learners are able to build a profile of learning and achievement which they own and have responsibility for, but which includes where appropriate verifiable evidence / records of achievement.  This provides a starting-point for planning further learning and development, a base from which to discuss aspirations and development with others, and a resource that can be used or drawn on to present evidence and achievements to various kinds of gatekeeper.

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. 


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

Cycle 1

A/B
Learner enrols with a centre.  Introduced to the e-portfolio as part of the course, to use to record progress and assemble evidence for assessment.  Features and sources of help explained.  Where possible, learner organises a ‘mentor’ if doesn’t already have one  -  with tutor assistance if needed.

C
Tutor helps learner to use the portfolio to organise information and keep track of progress, including by logging in to it and organising files to provide the learner with a start.  Encourages learner to identify things relating to prior achievements and current abilities, add narrative to the portfolio, find relevant evidence.  Learner starting to make contact with other learners through the portfolio software.

D
Learner continues using portfolio more independently.  Tutor assists to make sure evidence is validated where relevant.  Tutor uses output from it to keep track of progress and intervene where needed.  

E
Learner starts organising evidence for assessment, cross-references it to qualification units or criteria.  Tutor checks / advises / intervenes if necessary.  First evidence presented to assessor.

F
Assessor reviews evidence on line / enters into dialogue with learner, makes and records assessment decisions.

F
Verifier samples evidence on line, enters into dialogue with assessor.

F
Certificate awarded, becomes attached to portfolio as well as paper copy.

Cycle 2

A/B
Learner encouraged to use portfolio as an ongoing record of achievement  -  initial support from tutor but encouraged to take charge of it.  Tutor explains how to add certificates and get validation for them, other kinds of evidence and narrative to include.

C/D
Learner uses portfolio’s features to help identify achievements etc. that can be recorded in it.  Starts to enter evidence, certificates etc. getting help where needed.  Learner builds narrative and links around portfolio  -  organises to suit personal context, - e.g. may have CV / profile with links to relevant evidence and narrative.

E
Learner uses portfolio in relation to a specific application:

· planned / aspirational  -  to compare current profile with aims, identify gaps and things to do (portfolio has / has links to software to help with this)

· imminent  -  to present achievements and abilities for a transition e.g. job application, course application

F
Learner puts forward relevant details within the portfolio and provides the required access to the receiving ‘gatekeeper’.  Software facilitates dialogue of appropriate.  

The same narrative told from the perspectives of different actors.

Enter here the text of the scenario told from the perspective of two or more stakeholders, one of whom must be the learner.  Each of the sections making up these narratives may represent individual use cases which you have or will be developing.  You are welcome to provide links to any resources you may feel to be relevant.  For groups developing scenarios collaboratively this is a good workshop exercise.

	Perspective 1:  Learner
	
	Perspective 2:  Tutor
	
	 Perspective 3:  Mentor / Supervisor (A-E), Assessor (F)

	Enrol / get involved with a college, training provider, learning centre or other organisation (could be employer, community organisation, union, professional or trade body etc) that provides access to the portfolio, normally along side a course or as part of a development / return to work etc programme.  Can I have a portfolio if I’m not enrolled on anything?.


	A *
	Provide help to assist the learner to log on and start using the system.
	A *
	

	Induction from tutor, learn to use software and how to use it to support learning.  Learn about communicating with tutor, other learners etc.  How do I get support if not on a course or development programme?

Do I have a mentor?  If relevant how can I find a mentor / someone external who can help with my learning?  

How does the package fit with any IT I’m happy using  -  e.g. if I want to email evidence in, email my tutor, use discussion groups, use standard files e.g. Word?  How can I be sure that the web site is secure or that the information will be there when I need it?  Do I have to duplicate everything between the site and my own computer?


	B
	Induct learner into programme and use of software, sources of help etc.  Provide direct assistance as needed e.g. to put files etc on system for learner.


	B
	May need induction into system if going to help learner on-line or with presenting information.  

	Start using software to record achievements, prior learning etc.  Possibly use it for planning  -  what do I need to do / collect / put together?  Discussion with tutor either face-to-face or on-line.  May use the software to plan learning / development  -  more likely if on a general development programme rather than a specific course.  How can I contact other learners?  The package may have a role here.  


	C
	Work with learner to identify achievements, prior learning, sources of evidence etc.  Continuing support for use of software.
	C
	Work with learner to identify achievements, prior learning, sources of evidence etc.  Possibly validate evidence.

	Use the software to record learning, store evidence etc. as I go along.  This could be a mixture of files stored / attached to different places, narrative, things recorded automatically, verifications attached to certificates / documents / evidence etc.  May want some help deciding how to organise this  -  contact tutor.  Might also want to discuss with other learners.


	D
	Track learner’s progress and provide proactive and reactive supprt.  Continuing support for use of software if needed, including for some learners putting materials into the package.  
	D
	As above.  May want to track progress depending on role.  

	Organise the contents of the portfolio for presentation.  e.g.

· evidence for a qualification  -  identify what’s relevant, tag it with units or criteria, add narrative etc

· learning / achievement to present to a tutor, use in an application, send to a potential employer etc  -  may need to add narrative, CV, non-linear profile etc

May want help from tutor with this  -  possibly through a dialogue.

Can I keep the information permanently, update it, and pull out / organise / give access to relevant bits at different stages?


	E
	Provide guidance / advice, possibly direct intervention.
	E
	May be involved in validation e.g. if workplace supervisor.

	Present the relevant contents in a way that is appropriate to the user.  Is there a quick way of doing this that doesn’t involve lots of copying and pasting, rewriting things etc.?


	F
	Check what’s being presented, appropriateness, cross-referencing (for qualification).
	F
	Assessor

Examine contents (possibly on ongoing basis rather than a single summative assessment).

Track achievement of components.

Contact the learner and ask questions  -  simple and effective method of maklng contact.

Verify validations if needed (ideally the software should make this largely unneccessary)

Record assessment decisions and if needed rationales.

Sign off evidence being presented.

Respond to verifier’s queries.


* Cross references to the Flow Diagram
A list of stakeholders

Enter here the stakeholders involved in the scenario and what each wants.  By adding in attributes and comments you can capture some of the information on which more formal representations of the scenario may be based.
b) Main types of stakeholder

	Stakeholder
	What the stakeholder wants

	Learner

	Learners may want to:

· draw together existing abilities and achievements and present them in a way that is coherent and attractive, e.g. to a potential employer or for accessing further learning opportunities

· increase their confidence through identifying abilities and achievements they can use and draw on, particularly where these are not obvious from recent work or courses

· gain a qualification / recognition for what they can do or know

· learn to update their skills or increase opportunities for getting a job, moving on or accessing other learning opportunities

· have a resource to draw on for presenting achievements, biographical information etc to others.

Features identified as being of use to learners include:

· ease of access and use  -  intuitive, not require lots of time to learn how to use it, easy to find way around the software, easy to get help (learners not interested in spending time on things not central to their learning)

· straightforward language, sentence structure and layout  -  easy to use without being patronising

· compatible with other ICT  -  interface with own computer, use email, files etc

· encouragement and simple methods to recognise achievement and take responsibility for own learning

· human help when needed  -  on-line with easy, intuitive access to communications, plus face-to-face if environment permits

· appropriate contact methods – e.g. don’t have to use a bulletin board / internal tutor contact system when email is quicker

· contact with other learners through an easy-to-use on-line system

· permanence (if being seen as a lifelong learning tool)  -  not just while enrolled for a particular course

· interface with other systems e.g. own / centre’s / employer’s computer.



	Tutor (general support)

Role to support the learner through the process, including recognition of learning and achievements, development planning, recording etc.  May be face-to-face or on-line.


	To be able to work with the learner on development / recording, providing relevant advice and guidance.  Needs: 

· summary access to all relevant learners’ portfolios

· detailed access to each e-portfolio including ability to manage portfolio on learner’s behalf

· easy on-line communication with the learner 

· reminders and notification of changes to the learner’s portfolio / log, and the ability to set reminders for the learner



	Tutor (subject specialist) 
Role to provide input on specific curricular areas / to act as an expert resource for learners undertaking e-learning / blended learning.  
	To have quick access to relevant learning that the learner has undertaken, including experiential learning.  To ensure that relevant learning and achievements are recorded adequately  -  including automatic, detailed recording for relevant material for assessment.

Tutor will have many learners and be concerned with a specific area of development for each, so will need summary access to a specific part of the e-portfolio content for all relevant learners.  



	ICT support

Role to assist the learner to use the ICT / software effectively through providing training, advice, troubleshooting etc.


	Package design to minimise the need for human support  -  intuitive to use with clear instructions and easy to use help and diagnostics within the package.

Easy response to user queries on-line.

Ability to track user’s use of the package.

Ability to help with non-standard requests.



	Mentor (outside formal learning environment)


	Overview of what the learner is doing in order to discuss progress.  May or may not be interested in using the software / having access to the portfolio.



	Assessor


	Needs:

· summary access to all relevant learners’ portfolios

· simple and detailed access to the relevant part of each portfolio

· ability to easily match submitted work to assessment criteria

· ability to record comments and judgements

· easy on-line communication with the learner ( to query )

· summary information on progress and achievement



	Verifier
	Needs:

· summary access to all relevant learners’ portfolios

· simple and detailed access to the relevant part of each portfolio

· ability to easily match submitted work to assessment criteria

· ability to track assessment decisions

· easy on-line communication with the learner and assessor ( to query )



	Centre manager / MIS
	Sufficient and easily available information for centre management and external requirements (awarding, funding / audit, inspection).  Needs:

· summary access to all relevant learners’ portfolios

· standard and query-based reports and statistical information



	Potential employer


	Straightforward information about the learner’s achievements and learning relevant to the job applied for, including experiential / ‘informal’ learning.  Where relevant, verifiable evidence of achievement (e.g. a record of formal achievement that cannot be changed by the learner).



	Admissions or ‘receiving’ tutor (college or university)
	Straightforward information about the learner’s achievements and learning relevant to the course etc., including experiential / ‘informal’ learning and how it relates to the entry requirements.  Where relevant, verifiable evidence of achievement (e.g. a record of formal achievement that cannot be changed by the learner).




c) sub types of stakeholder

	Sub types of stakeholder: -

	Wants: -

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


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) 
	Central (e.g. Ufi / learndirect) development and support staff



	b) 
	Centre ICT manager / support staff



	c) 
	Awarding organisation (where qualifications / credit are involved)



	d) 
	Learner’s employer where relevant




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.

Tutor

Used to refer to various people assisting the learner or handling applications for a course.  ‘Tutor’ in the learndirect context may be involved in supporting the learner face-to-face e.g. at a learning centre, or may be an on-line tutor.  Tutors may have different roles e.g. subject specialist, general support, ICT training and support.  When ‘tutor’ is used to mean an admissions tutor, this is made clear in the context.

Mentor

A person outside the centre / college environment, e.g. in the workplace, a trade union learning representative, resettlement or rehabilitation worker, professional body CPD mentor, person identified by the learner etc., who provides varying kinds of support through a formal arrangement or informally.  Not all learners will have access to a mentor.

Assessor

A person responsible for assessing portfolio contents when submitted for a qualification, credit etc
Verifier

A person responsible for the quality assurance of assessments.

Gatekeeper

A person responsible for making a decision about a learner’s application, e.g. an admissions tutor, employer, personnel manager or membership panel.

VIII. References and Bibliography

Add here references to other resources and more general materials which other practitioners may wish to follow up.
SECTION CI
USE CASE (I) of intended practice TEMPLATE

Note, this template follows the same order as the example.

Note  This is the first of three use-cases.  (I) describes the initial processes connected with developing an e-portfolio.  (IIa) and (IIb) concern, respectively, using the portfolio (a) for presenting and assessing qualification evidence and (b) for presenting evidence of achievement.  In some instances use-case I can be regarded as complete in itself, e.g. if the learner goes on to use the portfolio without using it to submit evidence or achievement formally.
General information about the use case

	
	Institution
	
	Ufi Ltd
	

	
	Title 

	The  name of the use case. 

	Adult learners engaging with e-portfolios.


	M

	
	Language
	The Language of the title
	EN
	

	
	Description
	An account of the content of the use case. 
	Describes processes used in starting to use an e-portfolio as part of a process of learning or preparing for assessment.
	M

	
	Language
	The language of the description
	EN
	

	
	Date
	Date Created
	10th May 2005
	M

	
	Language
	A language of the intellectual content of the resource.
	EN
	M

	
	Creator
	A person or entity primarily responsible for providing  the content of the resource.
	Stan Lester on behalf of Ufi Ltd
	M

	
	Audience
	The intended audience for this use case.
.
	
	M

	
	Source
	A Reference to a resource from which the present resource is derived/linked to,   
	Scenario of practice:  ‘adult learners in transition’
	M

	
	Coverage
	e.g. UK, schools, colleges,
	UK (technically EW&NI) adult learning in a variety of contexts
	M

	
	Other Contributors
	.
	Michelle Gleadall (Ufi Ltd), Jill Pickles (Pendle Training), Andrew Prince (Skills-IT), Dan Pathirana (CCP Group), Ray Craven (Tyne Metropolitan College), Garrie Owens (Invicta), David Avery (Q Group)


	O


I The Significance of this Use Case

	 What Problem(s) does this use case address? And how does it address the problem (s)?
Adult learners frequently have diverse sources of learning and achievement which are primarily informal, unlikely to be recorded, and may not be recognised by the learners themselves.  Difficulties can be present in identifying this learning in order to build on it, use it as evidence for qualifications, or to present it to other parties such as employers and admissions tutors.  Records of achievements may be sparse and difficult to verify.  

This use case is concerned with getting learners to start using an e-portfolio to record achievement and evidence.


II     Link to a scenario in which this use case takes place (optional)

’Adult learners in transition’
III   Link to an application profile of the data provided for this use case (optional)

IV  Link to an application profile of the data provided by this use case (optional)

V  List of Actors

· Review the lists of actors and stakeholders you provided in the Section V of the Scenario Template.  List those who play an active role in this Use Case or are a subject of the use case (for example a use case may involve information about the information a learner provides even though the learner has no active role)
· Always begin with  the learner. 
· In the 2nd column identify which of the particular benefits in the previous list each stakeholder actor receives.  A cross reference is sufficient, but you may say more if it is useful.(A stakeholder is an actor who has a particular interest in what the use case delivers.)  
 (As a result of this process you may sometimes wish to amend the information you provided in the scenario.)
	Actor or Subject
	Benefits to stakeholders

	The Learner
	Learners are able to build a profile of learning and achievement which they own and have responsibility for, but which includes where appropriate verifiable evidence / records of achievement.  This provides a starting-point for planning further learning and development, a base from which to discuss aspirations and development with others, and a resource that can be used or drawn on to present evidence and achievements to various kinds of gatekeeper.

	Tutor


	Tutors are able to support learners to use and adapt a standard-format package to record achievement.  The tutor has access to summary information about learners’ progress and to (relevant) portfolio content, and can set reminders, comment on content and assist with organisation.  The portfolio facilitates distance support.

	Mentor / Supervisor


	Where relevant mentors are able to have access to summary information about learners’ progress and to (relevant) portfolio content.  The portfolio can contribute to the possibility of geographically distant learner-mentor relationships.

	Centre manager / MIS
	The portfolio provides summary and statistical information about learners enrolled at the centre, and their progress.

	Assessor


	Not involved in this part of the process unless the assessor is also the tutor.

	Verifier
	Not involved in this part of the process.

	‘Gatekeeper’ (e.g. admissions tutor, potential employer etc)
	Not involved in this part of the process.


VI    The  Use Case in context

If this is the first use case, or a standalone use case, set out the “pre-conditions” such as the systems that will be used 
	  A.       Relationship with preceding Use Cases
Not applicable  -  initial use case.



	B         What is the Trigger for the Use Case?
The learner enrols on a course or programme with a centre (which may or may not lead to a qualification or credit), or engages in a development process supported by an organisation using the e-portfolio (which could be for instance a return-to-work scheme, employee development programme, trade union supported programme or professional body CPD scheme).



	C      What are the types of information provided for the Use Case?

This refers to information provided by actors in the use case rather than that programmed into the portfolio.
i. Learner personal and contact information
ii. Learner administrative information (e.g. courses enrolled on, tutor etc)
iii. Learner statistical information (e.g. employment type, sector, ethnic and disability 
monitoring information)
iv. Tutor and other relevant participant contact etc. details

v. Learner-provided information  -  personal to learner

vi. Communications between learner and tutor (and mentor where relevant)  

vii. Learning, evidence and achievement  -  open to tutor and learner

viii. Achievement and evidence  -  validated and locked to learner

ix. Specifications  -  e.g. standards, level statements, assessment criteria etc.

x. Organising information (cross-referencing etc)

.

	D   The Use Case 
What information listed in the previous section is used in sequence by whom and how is it processed? The text for each step should indicate how the information is used or processed and by which actor.  You should provide a cross- reference to  the types of information you listed in the previous section.  
The raw materials you provide here will allow formal representations of your requirements to be developed  and identify similarities with other people’s requirements.  This will be used to develop common solutions to common problems which can also be customised to support the diverse practice different kinds of learner require.
 

	i. Learner personal and contact information

Entered by learner in response to standard fields in the portfolio.  Used by the centre for administrative purposes and by the tutor etc for contact.  Updated by the learner as necessary.

ii. Learner administrative information

Generated by centre to indicate e.g. courses enrolled on, tutor/s etc.;  accessible to learner as read-only.

iii. Learner statistical information

Entered by learner in response to standard fields in the portfolio.  Used by the centre and e.g. learndirect for statistical purposes only (processing safeguards needed).  Can be updated by learner.

iv. Tutor and other relevant participant contact etc. details

Entered by centre and verified automatically with tutor etc.  Mentor etc information results from mentor completing an electronic form which is approved by centre.

v. Learner-provided information  -  personal to learner

Entered and controlled by learner  -  cannot be accessed by anyone else without learner’s permission.  

vi. Communications between learner and tutor (and mentor where relevant)  

Email / discussion group / bulletin-board type communications archived and kept on the system.  Accessible only to participants in them (tutor communications available to centre for audit).

vii. Learning, evidence and achievement  -  open 

Items entered by the learner (or tutor on learner’s behalf, e.g. files emailed to tutor and added to portfolio).  Can be accessed by learner and tutor (and others where learner gives permission).  Learner able to hot-link between items (e.g. to create a CV or narrative that links to pieces of evidence).  Tutor able to add comments that ‘attach’ to items entered by learner.  Items can be modified by the learner.

viii. Achievement and evidence  -  validated and locked to learner

Items added by the learner or by others (e.g. tutor, centre, third party) which have a secure validation  -  e.g. qualification certificates, references and testimonials, witness statements.  Items can only be modified by the originator or someone with their permission.

ix. Specifications

Normally added by centre or by another authority with access permission, but with facility for learner to add.  Need facility for learner to select from specifications and to create own (with approval process involving tutor and centre).

x. Organising information (cross-referencing etc)

Information added by learner or tutor to cross-reference evidence-type information to specifications and to tag evidence items as relevant for different purposes.  Learner (and tutor with learner’s permission) able to reorganise and delete cross-referencing.

	E     What are the types of  information provided by the Use Case? 
Please list any new types of information captured by or arising from processes in the use case using the same sequence of numbers used in section C.
i. Learner personal and contact information

Output to learner records for centre use and checking with learner.  Output for tutor contact.  Statistical outputs e.g. learners by postal area.

ii. Learner administrative information

Summary outputs e.g. number of / list of learners enrolled on course ‘x’.

iii. Learner statistical information

Summaries by category.

iv. Tutor and other relevant participant contact etc. details

Output for learner contact.  Output for checking by tutor.

v. Learner-provided information  -  personal to learner

None other than search / reorganise for learner to use.  

vi. Communications between learner and tutor (and mentor where relevant)  

Summary data including dates of messages and last contact, flag where learner has missed deadline or not responded within a defined time period, flag where tutor has not responded within a defined time period.

vii. Learning, evidence and achievement  -  open 

Summary of information for indexation (automatic index).  List of information by type.

viii. Achievement and evidence  -  validated and locked to learner

Summary of information for indexation.  List of information by type.

ix. Specifications

Information by level of detail (e.g. title, main components, sub-components etc.)

x. Organising information (cross-referencing etc)

Progress summary (which terms have items identified against them) and percentage or similar summary.


	F  Information no longer required
Please list any types of information which have no continuing function once the use case is finished
None at this point (see cases IIa/b) unless learner moves on from specific centre support in which case ii and iv become redundant and learner should be able to delete any of vi.




SECTION CIIa
USE CASE (IIa) of intended practice TEMPLATE

Note, this template follows the same order as the example.

Note  This is the second of three use-cases.  (I) describes the initial processes connected with developing an e-portfolio.  (IIa) and (IIb) concern, respectively, using the portfolio (a) for presenting and assessing qualification evidence and (b) for presenting evidence of achievement.  In some instances use-case I can be regarded as complete in itself, e.g. if the learner goes on to use the portfolio without using it to submit evidence or achievement formally.
General information about the use case

	
	Institution
	
	Ufi Ltd
	

	
	Title 

	The  name of the use case. 

	Adult learners – using e-portfolios to present evidence for qualifications or credit.


	M

	
	Language
	The Language of the title
	EN
	

	
	Description
	An account of the content of the use case. 
	Describes processes used in using an e-portfolio to prepare for assessment.
	M

	
	Language
	The language of the description
	EN
	

	
	Date
	Date Created
	10th May 2005
	M

	
	Language
	A language of the intellectual content of the resource.
	EN
	M

	
	Creator
	A person or entity primarily responsible for providing  the content of the resource.
	Stan Lester on behalf of Ufi Ltd
	M

	
	Audience
	The intended audience for this use case.
.
	
	M

	
	Source
	A Reference to a resource from which the present resource is derived/linked to,   
	Scenario of practice:  ‘adult learners in transition’
	M

	
	Coverage
	e.g. UK, schools, colleges,
	UK (technically EW&NI) adult learning in a variety of contexts
	M

	
	Other Contributors
	.
	Michelle Gleadall (Ufi Ltd), Jill Pickles (Pendle Training), Andrew Prince (Skills-IT), Dan Pathirana (CCP Group), Ray Craven (Tyne Metropolitan College), Garrie Owens (Invicta), David Avery (Q Group)


	O


I The Significance of this Use Case

	 What Problem(s) does this use case address? And how does it address the problem (s)?
Adult learners frequently have diverse sources of learning and achievement which are primarily informal, unlikely to be recorded, and may not be recognised by the learners themselves.  Difficulties can be present in identifying this learning in order to build on it, use it as evidence for qualifications, or to present it to other parties such as employers and admissions tutors.  Records of achievements may be sparse and difficult to verify.  

This use case is concerned with learners using an e-portfolio as a means of organising and presenting evidence.


II     Link to a scenario in which this use case takes place (optional)

’Adult learners in transition’
III   Link to an application profile of the data provided for this use case (optional)

IV  Link to an application profile of the data provided by this use case (optional)

V  List of Actors

· Review the lists of actors and stakeholders you provided in the Section V of the Scenario Template.  List those who play an active role in this Use Case or are a subject of the use case (for example a use case may involve information about the information a learner provides even though the learner has no active role)
· Always begin with  the learner. 
· In the 2nd column identify which of the particular benefits in the previous list each stakeholder actor receives.  A cross reference is sufficient, but you may say more if it is useful.(A stakeholder is an actor who has a particular interest in what the use case delivers.)  
 (As a result of this process you may sometimes wish to amend the information you provided in the scenario.)
	Actor or Subject
	Benefits to stakeholders

	The Learner
	Learners are able to build a portfolio of evidence for a qualification or credit that can be organised and cross-referenced checked easily by a tutor and assessed at a distance.

	Tutor


	Tutors are able to support learners to use and adapt a standard-format package to record evidence.  The tutor has access to summary information about learners’ progress and to (relevant) portfolio content, and can set reminders, comment on content and assist with organisation.  The portfolio facilitates distance support.

	Mentor / Supervisor


	Where relevant mentors are able to have access to summary information about learners’ progress and to (relevant) portfolio content.  The portfolio can contribute to the possibility of geographically distant learner-mentor relationships.  Validation (e.g. witness statements) can be added securely to the portfolio.

	Centre manager / MIS
	The portfolio provides summary and statistical information about learners enrolled at the centre, and their progress.

	Assessor


	The portfolio provides an easily-accessible means for the assessor to access, assess and comment on evidence, both on an ongoing and a summary basis. The assessor has access to summary information about learners’ progress and to (relevant) portfolio content, and can add reminders, queries and comments.  The portfolio facilitates distance assessment.

	Verifier
	The portfolio provides an easily-accessible means for the verifier to sample evidence and assessment decisions remotely, including on an ongoing basis.  The verifier can query evidence or assessment decisions quickly and simply.

	‘Gatekeeper’ (e.g. admissions tutor, potential employer etc)
	Not involved in this part of the process.


VI    The  Use Case in context

If this is the first use case, or a standalone use case, set out the “pre-conditions” such as the systems that will be used 
	  A.       Relationship with preceding Use Cases
Follows on from use case I.



	B         What is the Trigger for the Use Case?
The learner registers as a candidate for a qualification or enrols on a course that includes formal assessment leading to credit or a qualification.



	C      What are the types of information provided for the Use Case?

This refers to information provided by actors in the use case rather than that programmed into the portfolio.  Bold text indicates information additional to use case IIa.
i. Learner personal and contact information
ii. Learner administrative information (e.g. registration, tutor, assessor etc)
iii. Learner statistical information (e.g. employment type, sector, ethnic and disability 
monitoring information)
iv. Tutor, assessor and other relevant participant contact etc. details

v. Learner-provided information  -  personal to learner

vi. Communications between learner and tutor (and mentor where relevant)  and between assessor and learner, assessor and verifier

vii. Learning, evidence and achievement  -  open to tutor and learner, presented for assessment

viii. Achievement and evidence  -  validated and locked to learner

ix. Specifications  -  e.g. standards, level statements, assessment criteria etc.

x. Organising information (cross-referencing etc) 

xi. Assessment records

xii. Verification records

xiii. Confirmation



	D   The Use Case 
What information listed in the previous section is used in sequence by whom and how is it processed? The text for each step should indicate how the information is used or processed and by which actor.  You should provide a cross- reference to  the types of information you listed in the previous section.  
The raw materials you provide here will allow formal representations of your requirements to be developed  and identify similarities with other people’s requirements.  This will be used to develop common solutions to common problems which can also be customised to support the diverse practice different kinds of learner require.
 

	i. Learner personal and contact information

Entered by learner in response to standard fields in the portfolio.  Used by the centre for administrative purposes and by the tutor etc for contact.  Updated by the learner as necessary.

ii. Learner administrative information

Generated by centre to indicate e.g. courses enrolled on, tutor/s, assessor/s etc.;  accessible to learner as read-only.

iii. Learner statistical information

Entered by learner in response to standard fields in the portfolio.  Used by the centre and e.g. learndirect for statistical purposes only (processing safeguards needed).  Can be updated by learner.

iv. Tutor and other relevant participant contact etc. details

Entered by centre and verified automatically with tutor, assessor etc.  Mentor etc information results from mentor completing an electronic form which is approved by centre.

v. Learner-provided information  -  personal to learner

Entered and controlled by learner  -  cannot be accessed by anyone else without learner’s permission.  

vi. Communications between learner and tutor, learner and assessor, assessor and verifier (and mentor where relevant)  

Email / discussion group / bulletin-board type communications archived and kept on the system.  Accessible only to participants in them (tutor, assessor and verifier communications available to centre for audit).

vii. Learning, evidence and achievement  -  open and presented for assessment

Items entered by the learner (or tutor on learner’s behalf, e.g. files emailed to tutor and added to portfolio).  Can be accessed by learner and tutor (and others including assessor where learner gives permission).  Learner able to hot-link between items (e.g. to create a CV or narrative that links to pieces of evidence), and identify items to present for assessment.  Tutor able to add comments that ‘attach’ to items entered by learner, and assessor able to attach queries similarly.  Items can be modified by the learner, but evidence marked as assessed becomes locked until after verification.

viii. Achievement and evidence  -  validated and locked to learner

Items added by the learner or by others (e.g. tutor, centre, third party) which have a secure validation  -  e.g. qualification certificates, references and testimonials, witness statements.  Items can only be modified by the originator or someone with their permission.  Items can be identified by the learner to present for assessment.

ix. Specifications

Normally added by centre or by another authority with access permission, but with facility for learner to add.  Need facility for learner to select from specifications and to create own (with approval process involving tutor and centre).

x. Organising information (cross-referencing etc)

Information added by learner or tutor to cross-reference evidence-type information to specifications and to tag evidence items as relevant for different purposes.  Learner (and tutor with learner’s permission) able to reorganise and delete cross-referencing.

xi. Assessment records

Notes and decisions made by assessor attaching (a) to specifications and (b) to the overall qualification or credit.  

xii. Verification records

Notes and decision made by the verifier attaching to the overall qualification or credit.

xiii. Confirmation

When qualification or credit approved by the awarding authority, a validated record is placed in the validated section of the portfolio.



	E     What are the types of  information provided by the Use Case? 
Please list any new types of information captured by or arising from processes in the use case using the same sequence of numbers used in section C.
i. Learner personal and contact information

Output to learner records for centre use and checking with learner.  Output for tutor contact.  Statistical outputs e.g. learners by postal area.

ii. Learner administrative information

Summary outputs e.g. number of / list of learners enrolled on course ‘x’ and for qualification ‘y’.

iii. Learner statistical information

Summaries by category.

iv. Tutor and other relevant participant contact etc. details

Output for learner contact.  Output for checking by tutor, assessor etc.

v. Learner-provided information  -  personal to learner

None other than search / reorganise for learner to use.  

vi. Communications between learner and tutor, assessor etc (and mentor where relevant)  

Summary data including dates of messages and last contact, flag where learner has missed deadline or not responded within a defined time period, flag where tutor or assessor has not responded within a defined time period.  Audit trail.  

vii. Learning, evidence and achievement  -  open 

Summary of information for indexation (automatic index).  List of information by type.  Summary of items included in evidence for qualification.
viii. Achievement and evidence  -  validated and locked to learner

Summary of information for indexation.  List of information by type.

ix. Specifications

Information by level of detail (e.g. title, main components, sub-components etc.).  Summary of components chosen by learner for assessment.
x. Organising information (cross-referencing etc)

Progress summary (which terms have items identified against them) and percentage or similar summary.
xi. Assessment records

Summary table of assessment decisions.  Audit trail.

xii. Verification records

Summary table of verifier decisions.

xiii. Confirmation

Output for approved parties in approved format e.g. centre, employer, learndirect.



	F  Information no longer required
Please list any types of information which have no continuing function once the use case is finished
All information relating to registration etc. to be updated.

Assessor / verifier (and tutor if appropriate) details archived to centre.

Learner’s ‘write’ access restored for Items locked for verification etc. 

Learner able to delete evidence etc, delete links.

Assessment and verification records archived to centre.


SECTION CIIb
USE CASE (IIb) of intended practice TEMPLATE

Note, this template follows the same order as the example.

Note  This is the third of three use-cases.  (I) describes the initial processes connected with developing an e-portfolio.  (IIa) and (IIb) concern, respectively, using the portfolio (a) for presenting and assessing qualification evidence and (b) for presenting evidence of achievement.  In some instances use-case I can be regarded as complete in itself, e.g. if the learner goes on to use the portfolio without using it to submit evidence or achievement formally.
General information about the use case

	
	Institution
	
	Ufi Ltd
	

	
	Title 

	The  name of the use case. 

	Adult learners – using e-portfolios to present evidence for qualifications or credit.


	M

	
	Language
	The Language of the title
	EN
	

	
	Description
	An account of the content of the use case. 
	Describes processes used in using an e-portfolio to organise information for presentation.
	M

	
	Language
	The language of the description
	EN
	

	
	Date
	Date Created
	10th May 2005
	M

	
	Language
	A language of the intellectual content of the resource.
	EN
	M

	
	Creator
	A person or entity primarily responsible for providing  the content of the resource.
	Stan Lester on behalf of Ufi Ltd
	M

	
	Audience
	The intended audience for this use case.
.
	
	M

	
	Source
	A Reference to a resource from which the present resource is derived/linked to,   
	Scenario of practice:  ‘adult learners in transition’
	M

	
	Coverage
	e.g. UK, schools, colleges,
	UK (technically EW&NI) adult learning in a variety of contexts
	M

	
	Other Contributors
	.
	Michelle Gleadall (Ufi Ltd), Jill Pickles (Pendle Training), Andrew Prince (Skills-IT), Dan Pathirana (CCP Group), Ray Craven (Tyne Metropolitan College), Garrie Owens (Invicta), David Avery (Q Group)


	O


I The Significance of this Use Case

	 What Problem(s) does this use case address? And how does it address the problem (s)?
Adult learners frequently have diverse sources of learning and achievement which are primarily informal, unlikely to be recorded, and may not be recognised by the learners themselves.  Difficulties can be present in identifying this learning in order to build on it, use it as evidence for qualifications, or to present it to other parties such as employers and admissions tutors.  Records of achievements may be sparse and difficult to verify.  

This use case is concerned with learners using an e-portfolio as a means of organising information about achievements to present, e.g. to a propspective employer or for admission to college or university.


II     Link to a scenario in which this use case takes place (optional)

’Adult learners in transition’
III   Link to an application profile of the data provided for this use case (optional)

IV  Link to an application profile of the data provided by this use case (optional)

V  List of Actors

	Actor or Subject
	Benefits to stakeholders

	The Learner
	Learners are able to build a portfolio of information about their achievements and extract relevant information to support for instance a job or course application or make a case e.g. for promotion, job change etc.

	Tutor


	Tutors are able to support learners to use and adapt a standard-format package to record achievement.  The tutor has access to summary information about learners’ progress and to (relevant) portfolio content, and can comment on content and assist with organisation.  The portfolio facilitates distance support.

	Mentor / Supervisor


	Where relevant mentors are able to have access to summary information about learners’ progress and to (relevant) portfolio content.  The portfolio can contribute to the possibility of geographically distant learner-mentor relationships.  Validation (e.g. testimonies and statements of authenticity) can be added securely to the portfolio.

	Centre manager / MIS
	The portfolio provides summary and statistical information about learners enrolled at the centre, and their progress.

	Assessor


	Not involved in this part of the process.

	Verifier
	. Not involved in this part of the process.

	‘Gatekeeper’ (e.g. admissions tutor, potential employer etc)
	The ‘gatekeeper’ is provided with relevant information backed as appropriate by validation.  Where appropriate, information can be presented in a way that allows ‘gatekeepers’ to access additional detail through links and cross-references.


VI    The  Use Case in context

If this is the first use case, or a standalone use case, set out the “pre-conditions” such as the systems that will be used 
	  A.       Relationship with preceding Use Cases
Follows on from use case I.



	B         What is the Trigger for the Use Case?
The learner wishes to present information from the portfolio to support an application or ‘case’ as outlined above.



	C      What are the types of information provided for the Use Case?

This refers to information provided by actors in the use case rather than that programmed into the portfolio.  Bold text indicates information additional to use case IIb.
i. Learner personal and contact information
ii. Learner administrative information (e.g. registration, tutor etc)
iii. Learner statistical information (e.g. employment type, sector, ethnic and disability 
monitoring information)
iv. Tutor, and other relevant participant contact etc. details

v. Learner-provided information  -  personal to learner

vi. Communications between learner and tutor (and mentor where relevant)  
vii. Learning, evidence and achievement  -  open to tutor and learner
viii. Achievement and evidence  -  validated and locked to learner

ix. Specifications  -  e.g. job / entry requirements etc
x. Organising information (cross-referencing etc) 


	D   The Use Case 
What information listed in the previous section is used in sequence by whom and how is it processed? The text for each step should indicate how the information is used or processed and by which actor.  You should provide a cross- reference to  the types of information you listed in the previous section.  
The raw materials you provide here will allow formal representations of your requirements to be developed  and identify similarities with other people’s requirements.  This will be used to develop common solutions to common problems which can also be customised to support the diverse practice different kinds of learner require.
 

	i. Learner personal and contact information

Entered by learner in response to standard fields in the portfolio.  Used by the centre for administrative purposes and by the tutor etc for contact.  Updated by the learner as necessary.

ii. Learner administrative information

Generated by centre to indicate e.g. courses enrolled on, tutor/s, etc.;  accessible to learner as read-only.

iii. Learner statistical information

Entered by learner in response to standard fields in the portfolio.  Used by the centre and e.g. learndirect for statistical purposes only (processing safeguards needed).  Can be updated by learner.

iv. Tutor and other relevant participant contact etc. details

Entered by centre and verified automatically with tutor.  Mentor etc information results from mentor completing an electronic form which is approved by centre.

v. Learner-provided information  -  personal to learner

Entered and controlled by learner  -  cannot be accessed by anyone else without learner’s permission.  

vi. Communications between learner and tutor (and mentor where relevant)  

Email / discussion group / bulletin-board type communications archived and kept on the system.  Accessible only to participants in them (tutor communications available to centre for audit).

vii. Learning, evidence and achievement  -  open and presented for assessment

Items entered by the learner (or tutor on learner’s behalf, e.g. files emailed to tutor and added to portfolio).  Can be accessed by learner and tutor (and others e.g. ‘gatekeeper’ where learner gives permission).  Learner able to hot-link between items (e.g. to create a CV or narrative that links to pieces of evidence), and identify items to put forward.  Tutor able to add comments that ‘attach’ to items entered by learner.  Items can be modified by the learner.

viii. Achievement and evidence  -  validated and locked to learner

Items added by the learner or by others (e.g. tutor, centre, third party) which have a secure validation  -  e.g. qualification certificates, references and testimonials, witness statements.  Items can only be modified by the originator or someone with their permission.  Items can be identified by the learner to put forward.

ix. Specifications

Normally added by centre or by another authority with access permission, but with facility for learner to add.  Need facility for learner to select from specifications and to create own (with approval process involving tutor and centre).  In this use-case ‘specifications’ might be e.g. a job description / person specification, or any stated entry requirements for a course, membership etc.

x. Organising information (cross-referencing etc)

Information added by learner or tutor to cross-reference evidence-type information to specifications and to tag evidence items as relevant for different purposes.  Learner (and tutor with learner’s permission) able to reorganise and delete cross-referencing.



	E     What are the types of  information provided by the Use Case? 
Please list any new types of information captured by or arising from processes in the use case using the same sequence of numbers used in section C.
i. Learner personal and contact information

Output to learner records for centre use and checking with learner.  Output for tutor contact.  Statistical outputs e.g. learners by postal area.

ii. Learner administrative information

Summary outputs e.g. number of / list of learners enrolled on course ‘x’ 

iii. Learner statistical information

Summaries by category.

iv. Tutor and other relevant participant contact etc. details

Output for learner contact.  Output for checking by tutor.

v. Learner-provided information  -  personal to learner

None other than search / reorganise for learner to use.  

vi. Communications between learner and tutor (and mentor where relevant)  

Summary data including dates of messages and last contact, flag where learner has missed deadline or not responded within a defined time period, flag where tutor has not responded within a defined time period.  

vii. Learning, evidence and achievement  -  open 

Summary of information for indexation (automatic index).  List of information by type.  Summary of items included for presentation.
viii. Achievement and evidence  -  validated and locked to learner

Summary of information for indexation.  List of information by type.

ix. Specifications

Information by level of detail (e.g. title, main components, sub-components etc.).  

x. Organising information (cross-referencing etc)

Progress summary (which terms have items identified against them) and percentage or similar summary.
Exportable output for presentation to suit a variety of formats e.g. zipped set of files, html plus associated objects.  Includes index file.



	F  Information no longer required
Please list any types of information which have no continuing function once the use case is finished
All information relating to registration etc. to be updated.

None specifically but llearner able to delete / modify evidence etc, delete links.
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� M = Mandatory


� O = Optional


� Each of these learners might be the subject of a more specialised scenario.





