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A simple guide to help you get started using the Climbing Frame website
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Introduction

This short guide has been produced to help you get started using the Climbing Frame
website. Different sections of the website are covered with instructions which you can
follow. Further information can also be found in the ‘Using the Climbing Frame’ Learning
Theme.

To register and for more information about the union learning Climbing Frame visit:
www.climbingframe.unionlearn.org.uk

About the Climbing Frame

The union learning Climbing Frame is a free, easy-to-use website that allows Union Learning
Reps (ULRs) and others to create pathways of learning and action plans for individuals that
can be reviewed and updated as they progress on their learning journey.

The Climbing Frame provides up-to-date information and advice for ULRs about a broad
range of learning opportunities within the Learning Themes area.

ULRs can also keep an ongoing record of who they have worked with and where they are
heading in the Learner Management area.

Accessing the Climbing Frame

You can view and access the Climbing Frame by visiting the following website address:
www.climbingframe.unionlearn.org.uk

If you have any questions or need any help with using the website please email:
climbingframe®@tuc.org.uk

Welcome to the unionlearn
union igarning
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Unionlearn News:

Union Learning Fund boosts job
prospects and union membership

Welcome to the union learning Climbing Frame

Union Learning Fund 2018 Leamning
Survey This is a website designed for Union Learning Reps (ULRs) to help them in their role of supporting leamers
in the workplace. The Climbing Frame recognises that union learners have aspirations, experiences and
skills which relate to all aspects of their lives: their current jobs, possible career routes and personal
situations. This website has been designed to help ULRs effectively carry out their role in supporting union
learners and help bring learning into the workplace.

The Climbing Frame can be used to;
Opening up opportunities in film and TV

© provide up to date information to help during discussions with leamers
with BECTU ® 1 9

ing opportunities

to support negotiotons with


http://www.climbingframe.unionlearn.org.uk/
http://www.climbingframe.unionlearn.org.uk/

Registering on the Climbing Frame

In order to access the Climbing Frame website, you need to register. Click ‘Register’, then
‘Sign up now’. Complete the form and click ‘Register’. You will see a confirmation message
and your application will be sent to an administrator who will then validate it and email you
when your application has been approved.

Completing the Registration Form:

= Union — select your union

= Employer — type in your employers name

= Registration type — select ULR (other options are learner or guest)

= First name — type in your first name

= Last name — type in your surname

* Email address — type in your email address

= Choose password — type in a password

= Confirm password — re-type your password

=  Workplace — type in name of your workplace location

=  Workplace postcode — type in the postcode of your workplace if you know it
= Unionlearn region — please select your region

= Employer sector — please select your sector

= Data protection policy — read and select ‘Yes’ to accept the data protection policy
= Terms of use —read and select ‘Yes’ to accept the terms of use

= Recaptcha — select ‘I’'m not a robot’ and complete any other requests (this protects

against spam attacks)

= Register — click on the register button to submit your application



Take a closer look at the Climbing Frame

Main Home Page

Climbing Frame Logo
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unionlearn news

This is a newsfeed direct from the unionlearn
website. Click on an article of interest to view it.

Login Box - This is where a user logs into the website.

Log into the Climbing Frame website

e -

Once you have registered and received approval to
access the Climbing Frame website, you simply enter
the email address and password which you registered

with and click ‘Login’

unionlearn Logo

/

unionlearn

Main Navigation Links — click on these to view the Home page, About Us,
which gives information about the Climbing Frame, unionlearn and ULRs
and Contact Us, which gives information about how you can get in touch
with the Climbing Frame Team.

Useful Links — a list of useful websites

Facebook —links to the unionlearn Facebook page
Twitter — links to the unionlearn Twitter page
LinkedIn — links the unionlearn LinkedIn page

Print — print current page

Cimbing Frame App

Introductory welcome text — this will change from time to time, giving you
the latest updates and information.

Registration box — click ‘Sign up now’ to register for the Climbing Frame.
Simply complete the form and wait for an approval email.
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Climbing Frame App — provides links to access the Climbing Frame App.

At the bottom of the page you can view the Terms of Use, Privacy Policy,
Accessibility and Acknowledgements pages.




Logged in Home Page

Logout

This is where you can logout of the
website.

Learning Themes

Click on a Learning Theme to view it.
The Contents Page lists what can be
found within that Learning Theme.

Search — enter a keyword or term and
click on the magnifying glass to search
within the Learning Themes

Other Links

A selection of other useful links for
ULRs and learners.

What’s New?

Information recently added to the
Climbing Frame website.

Welceme to the Climbing Frame Webste
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Main Navigation Links — click on these to view
the Home page, Learning Themes — this gives you
information about the Learning Themes, Learner
Management — view, add and edit learner
information, add actions and goals onto the
Climbing Frame grid. ULR Reports —view and

print ULR Reports.

N

Forums — links to a discussion forum

My Notes — create and maintain your own notes
Useful Links — a list of useful websites

Facebook — link to the unionlearn Facebook page
Twitter — link to the unionlearn Twitter page
LinkedIn — link to the unionlearn LinkedIn page

Print — print current page
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Introductory text — this will change from time to
time, giving you the latest updates and
information.

e e e

Information to help you get started using the
Climbing Frame website

Information about how to access the Climbing
Frame App, so you can make use of the Climbing
Frame wherever you are.

View the Terms of Use, Privacy Policy,
Accessibility and Acknowledgements pages.




Learning Themes

Learning Themes are structured articles which provide information and advice on learning
opportunities and services, including links to documents and related websites. Examples of
Learning Themes include ‘Supporting Learners’, ‘English and Maths’, ‘ICT” and ‘Learning with
your union’. There are generic unionlearn Learning Themes, as well as bespoke (customised)
Learning Themes developed for specific unions, organisations or sectors. The Learning
Themes are there to provide useful information for ULRs and Learners and to help

ULRs offer information, advice and guidance to their colleagues/learners.

The Learning Themes are located down
the left-hand side of the screen. —

Unionlearn Learning Themes are

available to all users. T~

Tetadary Syt

If your union, organisation or sector has
any customised Learning Themes these
will be listed in a section of their own,

below the unionlearn Learning Themes.

Click on a Learning Theme title to view
it.

To view the entire Learning Theme once
selected, simply scroll down the page or
select a topic of interest from the

Contents Page. e

To search for a specific term type in a i i
word/s into the ‘Search’ box. Then click
the magnifying glass. The results will
appear on the screen. Click on the
result to view it in full.



Learner Management

The Learner Management section of the Climbing Frame can be used to store information

about sessions with learners. ULRs can create a personal Climbing Frame and Action Plan for

a learner which can be regularly reviewed and updated. A variety of useful reports can also

be produced.

Create a new learner record

Ea

10.

Click on the ‘Learner Management’
tab (this automatically selects the
‘Learners’ sub tab)
Scroll down and click on the
Learner’ button

Enter the learner’s first name
Enter the learner’s surname
Enter the learner’s email address\if
they do not have an email address
you can help them set one up, click
on the ‘?’ next to this field for links
to free email providers. ,
Check with the learner and confirm | e 0
that they agree to the data
protection policy and terms of use,
change to Yes and Yes

Click ‘Create Learner’ you will then
be redirected to the ‘Learner
Details’ tab.

Please note that at this point the
learner will be sent an email
confirming they have been
recorded on the Climbing Frame.
Complete the supplementary fields
(e.g. Date of birth, gender,
ethnicity, etc) & then click ‘Save’
Please note the learner’s union will
automatically be selected as the
same union as yours, if they are not
in your union then please change
this at the top.

Click on the ‘Workplace’ sub tab
and complete the details and click
‘Save’

Click on the ‘Learning’ sub tab and
complete the details and click
‘Save’

unionlearn



Finding a learner

To find a learner which you have previously added to the Climbing Frame:

1.

2.

Click on the ‘Learner Management’ tab s e s e gt
(this automatically selects the = B e Dt Cimbig e cioeners i
‘Learners’ sub tab) ‘ :
To find a learner either click on ‘show

all learners’ (this will display a list of all

the learners assigned to you) and click bl ol P o e ] e e e vt
on the learner whose record you ;;Mddmul;ms arc5:a}c:’::Ie:’::vfﬂbc;‘yc:huvcnﬁ:::f::cisodcwnlcaduwavw‘,‘cit:a‘mchcpum"‘mb =
would like to view OR type in some of e e e i
the learner details (e.g. First name,

Save ’

LastUpdated | Last Session Next Session

Last name, Email, Last updated, Last
session, Next session) into the filter
box to show only learners matching
the criteria and select that learner
When you have selected a learner,
their name will appear at the top of ;‘;::::z::::;jj::“
the screen and also next to ‘Selected Spporng Lcnes ew

Sarah Coltman sh@wstcouk  0509/2018  12/00/2018  23/09/2018

Paget |of] [A4 View of
Free Leaming Websites

’
Lea rn e r: . Skillcheck (inticl Assessment Tool) Tomanage a leomer that has already registered on the Climbing Frome. click here

ULR Events



Editing a learner’s details
To edit a learner’s details:

Click on the ‘Learner Management’ tab o Themes Home  Leaming Theme* leamelfdanaéemem ULR Report

(this automatically selects the ‘Learners”  § . [P ————

sub tab) J . in

Find your learner (see the ‘Finding a

Learner’ section in this booklet for :sz ot g e o o ot S e
information as to how to do this) Pk ek e n e o e A e ks i e e

Workplace

a

‘Climbing Frome orea. Their complted d gocls fisted inthe ‘b, You con

CIICk on the lEdIt Lea rner' button sl uplood ond stoe any lecmerFies' you have and you can also download o variety of Leamer Reports!
. . 1CT and digtol skils

Change details as necessary, utilising the\ | [

Learner Management tabs

Click ‘Save’.

Use this 'Leamers' screen to select o leamer to manage or click ‘Create Leomer to create a new leamer record.
Selected Leamer. Sorah Coltman (show oll leamers)

Date of Next Session

Firstrame | Last name Email ListUpdated  LastSession | Next Session
Sarah Cottman saahPustcouk 05002018 12092008 230972018
( »
Climbing Frame Support Resources Paget et 1 I View! -1 of
Climbing Frome Feedbock Survey
Free Leaming Websites
Skilcheck (initial Assessment Tool) To manage a leomer that hos already registered on the Climbing Frome, click here

ULR Events
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Adding a Goal

To add a goal to a learner’s Climbing Frame:

1.

w

The Goal Form is a simple form to
complete. If you wish to edit the goal at
any point go to the Action Plan below
the Climbing Frame grid and find the

Click on the ‘Learner Webme ot ——
Management’ tab

Click on the ‘Climbing Frame’
sub tab

Click on the ‘Add Goal’ button
Enter the Goal title (this must be
less than 30 characters)
Select a Goal area (‘Long Term
Career’, ‘Personal’ or ‘Short
Term Work’)

Complete any further details
about the goal in the ‘Details’
box.

Click ‘Save’

goal you wish to edit, within the Goals -
tab. Click on the goal and you will be
taken to the Goal Form.

11



Adding an Action

To add an action to a learner’s Climbing Frame:

ou kW

All the current actions and

Click on the ‘Learner
Management’ tab

Click on the ‘Climbing Frame’
sub tab

Click on ‘Add Action’

Enter the ‘Action Title’

Enter the ‘Action Description’
Enter the name of the ‘Person
Responsible’ (ULR/Learner/Line
Manager/Other)

Select an Associated Goal (if
you have previously set one)
Click ‘Save’.

Climbing Frame grid.

Editing an Action

You can edit an action to add additional
information at any point.

1.

In the ‘Climbing Frame’ tab click
on the hexagon for the action you
would like to edit or select it from
the Action Plan below

The edit action box will appear.
Type in your changes, for example
you might want to add further
details or select that the action is
related to Functional Skills.

Click ‘Save’ to confirm your
changes.

goals can be found in the Action Plan, located below the

Edit action 'Management Course'

AcionTrle

Functonal Sils?

Isthis ocsonfunded by ULFor WULF? 4 |

— w]
0 quaitcation?

Completed Acton

Competion Date

To v this ocion o removek o the Ciing Frome grid,cick e

[

E =

Aetie Acions
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Completing a Goal

To complete a goal, find the Action Plan,
located below the Climbing Frame grid in the
‘Climbing Frame’ tab.

1. Select the Goals tab. e s

2. Find the goal which you wish to : |
complete and click on the title of the
goal to open the goal edit box.

3. Change the ‘Have you achieved this
goal?’ button from No to Yes by clicking
on it.

4. Click ‘Save’ to confirm your changes.

Depending on the Goal area (Long Term
Career, Personal or Short Term Work) you HIDTE R
chose the Goal to relate to, on the Climbing
Frame grid you will receive a number within
the goal area, to show you have completed a
goal.

the learner has completed
e 1 Work Goal
e 1 Career Goal
e 3 Personal Goal.

All completed goals are automatically listed in
the ‘Achievements’ area.

13



Completing an Action

To complete an action go to the ‘Climbing
Frame’ tab

1. Click on the hexagon for the action
that you would like to complete

2. Complete the Further details,
results or outcomes

3. If the action is related to Functional
Skills select which area it is, if not
leave blank

4. Change the ‘Has the action earned
you a qualification?’ button to
either YES or NO depending on what
the action is. If a qualification has
not been achieved, leave as ‘NO’.

5. If a qualification has been achieved
change to ‘YES’, use the drop down
to select the level (Top Tip if you are
unsure of the level, please look at
the contextual help (the ? icon) for a
PDF which shows the levels)

6. Enter the details of the qualification
achieved

7. Change the Completed Action
button from a No to a Yes by
clicking on it

8. Click on the completion date box to
open a calendar. Select the date
that the action was completed

9. Click ‘Save’ to confirm your changes.

Once an action is completed you will see the
colour of the hexagon (action) change from
yellow to blue on the Climbing Frame grid.

Achievements

All completed actions are automatically
listed in the ‘Achievements’ area.
Within the Achievements tab you ca
switch between either completed Actions
or completed Goals.

The number in the brackets tells you how -
many completed items there are in each

tab.

Learning with Usdaw

Leoming discounts for unon members

\

Edit action 'Management Course'

Action Tite

Parson Rezponsble

Associated Gool
ervote goa)

Further detods, resuts
oroutcomes.

N O ergisn
a

Maths

Oesar
O
UL or WULFY wl i
Hos this oction eamed you L) I
0 qualication?
Completed Action L l
"
Completon Dote I

Toarchivethis oction and emove t from the Cimbing Frome gridcick e

¥ Home

Leamers

Achievements

Meeting with other GMB ULRs

dated: 13 August 2018
LR Mestings

Basic database course
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Reports

There are two types of report which are available to ULRs from the Climbing Frame - Learner
Reports and ULR Reports.

Learner Reports

The Climbing Frame can collect information on each learner, if recorded. This includes
information on actions they have completed, learning undertaken, qualifications gained and
goals achieved. There are some predefined Learner Reports which a ULR can generate
which includes a Record of Achievement and a Personal Development Plan. A ULR can also
generate Custom Reports from a range of listed options. The Learner Reports can be

produced in a variety of formats and the information can also be exported.

unionlearn

To access the Learner Reports, click on the
'‘Learner Management' tab. Within the
‘Learners’ tab select the learner who's
record you wish to view (click on their

name). Click on the 'Learner Reports' tab.

You will then see the Learner Reports

available.

To view the Record of Achievement click
on 'Download PDF' to access the PDF
(Portable Document Format) or ‘Download

CSV’ to access an Excel report.

To view the Continuous Personal
Development Plan, click ‘Download CSV’ to
download the information in an Excel

format.

To generate Custom Reports, tick the fields
that you would like to report on, for
example 'My Details' and 'Current actions'
and click on 'Download PDF' or ‘Download

CSV’, depending on the format you require.

15



ULR Report

ULRs are able to print off statistical
information about all of the learners which

they have recorded on the Climbing Frame.

This information can be found in the 'ULR
Report' tab which is located to the right of

the top navigation tabs.

Some of the information in these reports
depends on how much information learners
have provided you with or how much you
have filled in. For example, the report gives
information about the gender of the
learners you have recorded on the Climbing
Frame, but this information will not be listed
correctly if the gender option has not been
completed. Itis therefore suggested that
you complete the Climbing Frame learner
forms with as much detail as possible to
ensure you will be able to generate

complete reports.

unionlearn
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My Notes

My Notes is the area of the website where you can store your own notes which can be
viewed by just you. This can include for example local contacts, useful websites, minutes
from meetings, events etc. whatever information you like to help you in your ULR role.

Create a Note

1. To create a new note simply
click on the ‘My Notes’ icon

2. Click on ‘Create new note’

3. Give the note a title

4. Input information which is
helpful to you in your role
as a ULR.

5. You are able to set up
hyperlinks and email links
and are also able to change
the font, style etc.

6. To save the note click
‘Save’.

17



Discussion Forum

The Climbing Frame Discussion Forum can be found if you click on the 'Forums' icon. Here
you can share and receive advice from the Climbing Frame Team and other Climbing Frame
users. All Climbing Frame users are able to access the Forums and you can just view the

discussions if you wish.

Climbing Frame Forums sdscussions ot

recent

If you wish to contribute to a forum topic, or

291082018

simply read what other members have

posted, click on the relevant title.

This will take you to a list of topics on that

board and give you the opportunity to read

Regional / Devolved Nations Forums Sdiscustions

what other users have posted, reply to a

topic or start a new one. i

vent in the

When a topic is started, a new page is
created, with the posting user’s name,
union, and the text of their statement.
Other users are then able to add a comment
or answer on the same page. Over time,
these will each be listed underneath the

topic.
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Additional Functionality

There are a number of other features on the Climbing Frame which you can make use of.
Please see the Using the Climbing Frame Learning Theme for further information about all
aspects of the website. Some things you may like to find out about include; sharing learners
with other ULRs, archiving actions, setting and storing a date for a next session with a
learner and deleting actions and goals. These and more options can all be found in the Using
the Climbing Frame Learning Theme, one of the unionlearn Learning Themes which is
available to all users.

Contact Us

If you have any questions or need any help with the Climbing Frame please email unionlearn
at climbingframe@tuc.org.uk or call 020 7467 1212.

unionlearn

from the TUC
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