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This will display4fie My
reviews and targets screen.
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You can use the My reviews and targets
screen to do the following:

View your target M Add a Literacy & ‘.

- Numeracy target -

‘7 Carry out a review ’,
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View your target

o

Target information is displayed in a tile

Literacy Target - Punctuate Correctly
@ 20/12/2024

Personal Target

0/3 steps completed

Open

The target tile displays the following information:
e Target title
Due date
Target type (for example: Staff or Personal)
The total number of steps, completed and remaining.
The target status
An 'overdue’ warning, if the review is past the relevant due
date and has a status of 'Open’

Up to three of your targets are displayed, ordered by due date.
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My reviews and targets
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You can view all of your targets by clicking
the View all button



- How to add a Literacy a Numeracy Target

My reviews and targets

Literacy Target - Punctuate Correctly
© 20/12/2024

al Target 1.Click the Add target
s completed
e button.

2. In “Enter a target title”, type in one target for each skill (Literacy / Numeracy) that
coincides with the main category that has been identified as an area of development
on your WEST Learning Plan

Enter a target title

< Personal

Details

Actions

For example, in the screenshot above ‘Punctuate correctly’ is a main category. You
should work systematically through the learning plan.

3. Set a due date: Target 1 - 20/12/2024 Target 2 - 11/04/2025 Target 3 - 20/06/25

4. In the details box, state what your current skills level is of the chosen topic. Your

current skill level is outlined in a box below the category headings on your WEST
learning plan.
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The example above shows that the learners current skill level for ‘Punctuate correctly’ is




5. Using the WEST Learning Plan identify the subcategories that need to be focused
on to allow development of the main category. You must enter these subcategories
into the “Steps” section

For example, in the screenshot above, ‘Capital letters’ and ‘End of
sentence punctuation’ are subcategories of the main category
‘Punctuate correctly’.

6.Your last step should be, complete a skills check. WEST will automatically assign a
Skills Check to your learning plan for a main category once you have visited at least
one activity in each subcategory. You will complete the Skills Check on WEST.

Literacy Target - Punctuate Comectly

@ 2011272024
£ Personal Target

e punctuation skills

[[] complete a Skills Check on WEST

_ For example, in this screenshot, ‘Accurate
writing (Care)’, ‘Capital letters’ and
‘Punctuation’ are activities.

/7.0nce you have completed all the steps. You can mark the target as complete




Carry out a review - ILP / Survey
Information for each current and outstanding review is
displayed in the My upcoming reviews section.

Review information includes:
e Review title

My upcoming reviews

o First Experience Survey

o e End date
30/06/2023 .
Overdue e The review status (In Progress,
Learner Voice Survey 2324 In reVieW and SO On)
31/07/2024 e An 'Overdue' warning, if the
In Progress . .
e review is past the relevant due
P4 date and has a status of 'Open’

31/07/2024

¥ o

1.Select the relevant review from My upcoming reviews

section. \Q
N

ILP 4

31/07/2024
In Progress

View my completed reviews

2. Click start review then the right arrow button to progress
the review

Learner review

ILP 4

@ 31/07/2024
# In Progress




N
%\\3. Use the relevant control (For example: slider, radio
\% buttons, drop-down, calendar, text box, number, time
% or check boxes)

s 4. Click the right arrow to progress the review and
> save your answer.
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5. Repeat step 3 until completion. If you are unable to complete
the review, click the Finish Later button at any point.

Complete review
ILP4

@ 31/07/2024
# In Progress

That's all for the review.

6. Click the send to tutor button if you are ready to complete
the review.

7. Click the left arrow button to return to the
My reviews and targets screen.




