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Getting Started with Plan-it
1. Decide:

· Who will have overall control of Plan-it (i.e. who will have access to all the data, reports etc.)

· Which pupils will use Plan-it

· Who will supervise the pupils (supervisors will only have access to their group of pupil’s data unless they have admin status – see below)

2. Gather together the following information for each pupil (to be entered onto template provided by KFES Ltd)
· First Name

· Surname

· Year Group

· Tutor Group (Or other group. NB learners can only be in one group)

· Date of Birth

· Gender

· Ethnicity

· Password

This information will come from SIMs

3. Gather together the following information for each supervisor

· Surname

· Date of Birth or other memorable date

· Administrator or not

· Password

Once you have gathered together all the information it needs to be sent to S-Cool. This is done via a secure Web site. You will need login details available from the Plan it Data administration team. Their contact details are: data@s-cool.co.uk or call Alex Butler on 0845 6443281.
When you submit the pupil data you will need to provide a generic password for all the pupils and supervisors. This must be changed by each pupil the first time they log in.

4. Every school must have at least one Supervisor with Administrator access. This access allows the Administrator to set up the necessary settings on Plan-it and they will be able to:

· View ALL pupils throughout the school.
· Manage the tutor groups in each year, allowing them to allocate each learner to a specific group, transferring and rearranging as appropriate.

· Manage the Supervisor access to tutor groups. Without setting this up, supervisors who log in will not be able to see any data on the learners.
· Allocate the learners to either the Moderate Learning Difficulty or Mainstream. ( This can only be done before a pupil logs into Plan-it)

· Change pupils passwords
· Remove pupils from the system if necessary
· Set up the subjects available at the School/College. This is particularly important as pupils will not be able to progress on Plan-it without the subjects set up on the system. This only needs to be done once.
Schools will need to decide how many supervisors will have admin access.  Some schools have already decided that all supervisors will have admin access others have allocated specific named people.

5. Identify the expected learning outcomes for each year group who will use Plan-it and devise a scheme of work that will deliver these. Plan-it will work best if it is embedded in school systems and not duplicating them. The lesson plans offered by Plan-it are good ideas but need to be adapted.

6. Arrange training for your delivery team and Connexions PA

7. Ensure delivery team have Login details for all their pupils. New pupils log in and the supervisor verifies them.

8. Prepare learners for the first Plan-it session so that they know what it’s about and how to use it.

9. Supervisors should familiarise themselves with ‘Forgotten Passwords’ and ‘Create New User’ functions

10. Book IT rooms, one computer per learner, ensure network can cope if all year group log in at same time.

11. Work with Senior Manager to discuss how the reports from Plan-it will be used to inform the appropriate people and processes in the school. Also work out a timetable for when reports will be extracted and distributed and by whom.
12. Meet with the Connexions PA to discuss and agree how students might be referred as a result of their Plan-it work, by whom, when and how the PA should respond.
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