[image: image1.jpg]


[image: image2.jpg]Roinn Cumarsdide, Gniomhaithe
ar son na hAeraide & Comhshaol
Department of Communications,
Climate Action & Environment





2. Method (2018) - 121digital courses (Schools/3rd Level Colleges)

REPORTING  REQUIREMENTS  :

1.)  Before the end of each session - photo the RollCall Page and email it to fintan.mulligan@121digital.ie ... including the last session.
2.)  Learner Enrolment forms - EIRCODE is mandatory (find your's at www.eircode.ie Photograph each NEW Learner Enrolment form and email it with your RollCall page.
3.)  Every Learner undertakes to submit an  ONLINE  Learner Feedback form, during the second last session, it is the only way to pay for this FREE course

4.) The final RollCall page should indicate which Learners did/did not submit their feedback. Please provide a note to explain a Learner's absence. 121digital needs this information in order to complete a report to the Dept of Communications (DCCAE).

Ask the Rover(s) to familiarise himself/herself with the online Learner Feedback process and be ready to support Learners/Tutors. 
***  121digital  funding is TOTALLY dependent on the above reporting  ***
Clear Guidelines are set out below (see Page 4)
121digital relies on your support 
Call or Text any questions to 121digital - don't hesitate ...

Retain all documentation to aid inspection by the Dept of Communications, Climate Action and Environment (DCCAE) in the event of an inspection
Dear 121digital Champion, 

Congratulations on your decision to run your first/your next  121digital course. I am confident it will deliver on your aspirations and those of your volunteers. Contact 121digital for assistance ... anytime !
Decide the location and the number of Learners you will enrol for the first course (ten is a good number to start - Later, you can run larger courses).

Choose a start date 4 weeks ahead (minimum 3 weeks) and immediately announce the course publicly through all media available to you (social networking (Facebook, etc.),local newspapers/radio/social networking, etc.) and by emailing the 121digital poster (template previously provided to you or available on request).
Invite volunteer Tutors (one per Learner plus a few extra for the roles of Administrator, Rover(s) and hospitality) and volunteer Facilitators (note that Facilitators are essential for medium term/long term sustainability of the 121digital  program. They are requested to commit for more than one course and bring their knowledge/experience to bear in the next and subsequent courses. Please explain this medium term commitment to Facilitators.
Documentation : Download the latest documentation from the 121digital website by going to the link https://www.121digital.ie/facilitators.html  and printing the recommended number of copies of each document (see each file name for the recommendation) / click the documentation 'icon' / enter the password       <  natnif  > / download all document(s) / save document files (in your 121digital folder) to have at hand throughout this academic year (should extra copies be required). Print the suggested quantity of documents for your first course (they are re-usable). 
Please read through this documentation.
ESSENTIAL  DOCUMENTATION  for each Course : 
· Learner Enrolment form  (print one per Learner)
Form to be completed by each Learner at their first lesson - Retain all forms (even if Learner attends only one lesson).
· RollCall page  (print one per course ... and a spare copy or two)
Fill in the course details in every data field. This will keep everyone including 121digital to be informed for the duration of the course.
Training Centre Code and Next Trainee Number : Each training centre can find these by clicking on the link https://www.121digital.ie/courses.html Look in column 3, beside your training centre name, for your 'Training Centre Code' and in column 4 for the Next Trainee Number. Insert this number in column '1' beside the top listed Learner. Increase the number by  1 on each line down the RollCall page, e.g. if 'Next Trainee Number = 101, then the following Learner will be 102, then 103, etc. 
At the first lesson the Learner Enrolment forms are completed providing input data for the RollCall page. 
· Tutor Guides  (print multiple copies of each guide - see quantity recommended in each file's name)
There are 17 optional topics. - These guides are reused on future courses. Stamp the training centre's name on each guide ... 'Property of XYZ (school/university)'
The use of these guides is not mandatory - they offer support to Tutors if/when required.

Encourage every Tutor to work with the Tutor Guide for the topic they are teaching. 
Appoint one (or two) Tutor(s) who is/are best equipped to help other Tutors with the more complex questions raised by Learners. This Tutor is called the 'Rover'.  He/she circulates and is engaged, full-time, in supporting Tutors (and their Learners). Choose diligent/committed Rovers who will be 'pro-active'. Roving should result in the best knowledge/skill of the whole group of volunteers being available to every Learner throughout each course. Facilitators, Please delegate to the Rover(s) and the Tutor(s).
GUIDELINES for SUBMITTING Learner Feedback form 'online' - Sept-Dec 2018
Your support, as Champion or 'Main Contact Person for the 121digital program', is urgently requested to ensure that every Learner submits this form online at the link  https://www.121digital.ie/learners.html  Tutors (and the Rover) are requested to assist their Learner with this 'online' form. It takes 5/10 minutes to complete.
· On Page 1 : The 'Next Trainee Number' is the number to be assigned to your first listed Learner on this course ... subsequent Learners are numbered incrementally (e.g.  Next Trainee Number = 77, next 78, 79, 80, etc...) Every 121digital training centre can find their  'Next Trainee Number'  on our website https://www.121digital.ie/courses.html on the 'Course Details' page.  
· On Page 2 : Enter the 3-digit Training Centre (Location) Code ‘XXX’  - Please take particular care when entering this number. Every 121digital training centre can find their number on our website at the same link   https://www.121digital.ie/courses.html on the 'Courses' page. Make a note of it for all future reporting.  Your  Training Location Number is : XXX   
· Also on page 2 : Choose   'Age Action Ireland Ltd' - which is the lead partner of 121digital.
· Continue answering questions and clicking 'Next' until you see ' FINISH'
· Getting Started book : (a 60-page colour handbook is supplied when available to LOAN to each Learner)
These books are supplied in printed form. Please number these books - LOAN 1, LOAN 2 ... LOAN 3, etc. on the front cover. Stamp the training centre's name on each book.

Tick the cell(s) on the Roll-Call page when each book is loaned  and returned.

Getting Started books will be recycled and loaned to Learners on the next course.

Getting Started books are costly for 121digital to supply at € 6 (the printing cost) per book - Getting Started books are not for sale. Please remind Learners to return them before the last lesson. A Learner may photocopy a book for their own use, only.
ESSENTIAL  READING :
· Training Notes - Tutors :   ... to be read before training course​ - See document '29_Pre-Training Reading...'
The Facilitator(s) train the Tutors, ideally, in the week preceding the first lesson for Learners. Use this  'Training Notes - Tutors' document as a source of content for the training. Furthermore, it is beneficial for these notes to be read by Tutors, again, after the first lesson because, then, they will understand the notes better. 
· Training Notes - Facilitators : ... to be read before training course - See document '29_Pre-Training Reading...'
Facilitators bring their knowledge of 121digital forward from previous courses. Replacement Facilitators are trained 'on-the-job' by observing existing Facilitators. Facilitators should take time to read and study these Facilitator training notes.  Keep the notes and re-read them after the first lesson because, then, they will be easier to understand - after the experience of running a lesson. Please also read 'Checklist - Facilitators' and 'Notes - Lesson Preparation'. Both documents provide ideas to support the Facilitator in their role. The Facilitator's preparation and commitment maximises the positive outcomes for all Learners and all Tutors by offering strong support.
RECOMMENDED  DOCUMENTATION :
· 121digital Champion's Tasks : This document sets out the responsibilities of 121digital's main contact in preparing for each 121digital course/lesson.
· Administrator Notes : In Universities/Companies the Admin role is handled by a Facilitator. This document sets of the responsibilities of the Administrator and reminds the Facilitators (in schools) of the support needed by the Administrator. Choose an enthusiastic/capable Administrator with an out-going personality. A well suited Administrator will facilitate the best outcomes for all participants.
· Notes - Lesson Preparation (for Facilitators) : - ideas for enhancing the experience of Tutors and Learners on 121digital courses.

· Initial Introduction to 121digital  (for use by Facilitators who are inviting students/colleagues to volunteer for the program) : Facilitators can use some of the points listed when introducing 121digital to potential volunteers. A summary of benefits is included which helps to condense the important points - if time is limited.
OPTIONAL  DOCUMENTATION :
· Volunteer Contract : This is an optional document favoured by schools and also used in third level colleges . It helps safeguard the Tutors by clearly defining the boundaries of the volunteer's role in the 121digital program. It is an MS Word doc and can be edited to omit points or include extra points.
· Checklist  Facilitators : - a reminders list for Facilitators when preparing / planning each lesson.

· Questionnaire - Tutors/Administrator/Rovers/Hospitality team  : To get feedback please ensure that every volunteer of 121digital completes the end-of-course questionnaire (in as much detail as possible).

· Questionnaire - Facilitators : New Facilitators (and current Facilitators) - please complete the end-of-course questionnaire with as much detail as possible. Your candid comments/constructive criticism/observations and ideas are invited and are welcome. All input will help to improve 121digital courses, for all participants, in all training centres.
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Dear 121digital Champion,
Thank you for engaging your volunteers (Tutors and Facilitator(s)) in 121digital and making it possible for them and Learners in your local community to experience the 121digital program. I hope that you, too, will enjoy the experience and that you will repeat it, soon and often. Please invite visitors (teachers, school management, administration staff, colleagues and others) to drop-in to a lesson, to see for themselves the magic of 121digital. This will spread the 'word' and result in Learners coming forward to book a course. 
Use Facebook/Twitter, etc. to 'post', 'like' and 'share' the 121digital message to your contacts.

My  sincere thanks are offered to you, as Champion, for supporting 121digital and for overseeing the necessary email reporting. 

 I am available, even at short notice, to respond to your queries via text/phonecall/email ... don't hesitate to ask ...
Please tell other Learners & Schools/Universities/Companies in Ireland, about the 121digital program.
Regards,
Fintan Mulligan
Program Manager/Founder
   
121digital 


www.121digital.ie
September 2018
Mob  086 8199 752  (Mon to Fri : 8 am to 6 pm)
Postal Address :  7 River Walk,  Ashford,  Co Wicklow, A67 PF29




***
  YOUR  COURSE  DETAILS  (and bookings phone number)  are on  https://www.121digital.ie/courses.html  
ARE THE DETAILS UP TO DATE/CORRECT ?? 
TO  COMPLETE  THE  COURSE


... the job is not complete until the paperwork is done ...


NOTE : If the reporting was done during every lesson... then simply keep all papers in case of a visit by the Dept of Communications.


Otherwise please urgently post the following documents


to avoid missing the reporting deadline.


to 121digital  at the postal address below :


 ALL completed Enrolment forms (one per Learner). Keep a copy.


The up-to-date Roll-Call page after final lesson (one page per course)


Any hardcopy Learner Feedback form (where a Learner did not successfully submit their feedback online) - NOTE - it may be necessary to post a blank Learner Feedback form to an absent Learner ... asking them to complete it  and post it to 121digital at the address on the end of the form.


(Optional) Completed questionnaires of all the ... Tutors/Administrator/Rover(s)/Facilitator(s)/Champion.





  KEY  STEPS  for running 121digital courses  


  under DCCAE (government) funding 
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