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8a. Administrator Notes (schools)
The Administrator holds a very important role. The efficiency of Tutors and Facilitators on this 121digital course is dependent on their commitment and efficiency. Tutors and Learners will get better results, more enjoyment and satisfaction when the Administrator performs their role efficiently.

The Administrator is best equipped with a concertina style folder (to hold ALL documentation) -  ideally 30 pockets (minimum). Find and agree a safe/accessible storage place for the Administrator's Folder
Collect the Administrator's Folder and bring to the 121digital classroom before each lesson.
Return the folder to the agreed storage place after each lesson.
Prepare name tags in advance - Have Name Tags ready before every lesson  (see details of equipment needed, below) *
Essential reporting :  

RollCall page :


Fill in each field with your training centre's details

Dates of each lesson : Write in the dates in the yellow spaces provided (row 3)
Mark Learners  as present or absent  30 minutes after lesson starts (1 = present, 0 = absent)
Ask Learners if they will miss any of the lesson dates (highlighted in yellow). Mark '0' if absent

... and ensure that every Learner completes a Learner Enrolment form at their first lesson ... and submits their online Learner Feedback form at their 2nd last lesson and without fail before leaving the course.
Meet ‘n Greet ? – Consider laminating 'A4' signs for display to new Learners arriving for first lessons
During Lessons :

ALL  Lessons : 
on arrival - give everyone their name tag (prepare one set of adhesive labels with the first name of every participant - make enough photocopies for each remaining lesson). Keep a few blank pages of adhesive labels handy, with a marker, for late arrivals.
Lesson 1 : 
· Facilitator announces the Learner Enrolment form - Distribute a form to each Learner
· After 5 minutes - Collect Enrolment forms  checking that they are completed ... as you go
· Fill in the Rollcall Sheet with Learners names/mobile numbers/Tutor names (working from the completed Enrolment forms) and mark each Learner present ('1') for this lesson
Make available the following two forms for sending to 121digital by the person responsible 
· email the updated RollCall page to (fintan.mulligan@121digital.ie).
· also, email each NEW Learner Enrolment form.
Please check that all forms photographed are legible !!
ALL  Subsequent lessons : 
Early in each lesson :
· Distribute an Enrolment form to any NEW Learner

· Offer a choice of Tutor Guides to Tutors - See Program A & B of DCCAE guidelines.
· Ten minutes before the end of  each lesson : take back and store the Tutor Guides  
· email each NEW Learner Enrolment form to 121digital with the RollCall page.  

At Any Learner's 2nd Last Lesson : 
Learner Feedback form - see next below ...
On the 2nd Last Lesson of the Course  (or sooner for early leavers): ensure the completion of the Learner Feedback form 'online'.
· Guidelines for completion and submission are set out in detail on document '2. Method - 121digital  Courses ' and in 'Training Notes ....' documents.
· Explain to Learners that forms unsuccessfully submitted will require the Learner to fill the form on paper and post same to 121digital within one week
· As a fallback (if internet/wifi fails) have blank Learner Feedback forms ready to give to Learners for completion and posting to 121digital. The postal address is on the form.
· STORYDAY - Remind Facilitators to invite Learners to tell their story to their Tutor ...  or to the whole group.
On the Last Lesson of the Course : 
· Ensure that all Learners have submitted the necessary Learner Feedback form online. If not - please, complete/submit  it online now ... (or at the very least get it filled out on a paper form) and sent to 121digital.
· email the final updated RollCall page to 121digital .
· Post Learner Feedback forms to any absent Learner who has not completed the form ONLINE or on paper with request to complete it and post it to 121digital at the address provided on the form.
Whiteboard  

· Whiteboard Pens (blue/red/black/green)

· Whiteboard Eraser or tissues

Forms  : The Administrator will have multiple copies of the following forms in the Administrator's Folder. see '1. List of Docs - 121digital '
ALL  forms should be collected by the Administrator and stored at the end of every lesson 

Announcement : Fire exits (2) (detailed directions) and Toilets (detailed directions). Remind Facilitator to invite a volunteer to prepare and deliver this announcement during lesson 1 (or at the start of lesson 2). 
If in doubt about any of the above guidelines - Check with your Facilitator or Champion or with 121digital for guidance.

Thank you for volunteering for the Administrator role - make this role your own by proactively supporting your Facilitators/Champion.

Remember to add this valuable experience to your CV.

Fintan Mulligan

Program Manager/Founder

121digital   

7 Riverwalk, Ashford, Co Wicklow
September 2018
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