Tender document; Production of a Web Based

Climbing Frame

This document is an invitation to tender for the production of a Web Based Climbing Frame.

1.
Background to the Project

The Web Based Climbing Frame (WBCF) will be an internet-based web application. The tool will be used by Union Learning Representatives (ULRs) to help their members with learning. It is being developed by Prospect (a professional and managerial trade union) in partnership with unionlearn (the learning arm of the TUC) and two other unions Usdaw and PCS. Once developed, trialled and tested the copyright will belong to unionlearn. 

The Climbing Frame has three functions:

· To provide ULRs with information. It does this through a series of learning themes. These are resources which ULRs can use to keep up to date with developments, research information and inform and advise learners. The resources are contained under several topics ranging from improving reading and writing to management development. Learning themes include embedded PDF documents and web links to a range of web sites relevant to learning in that subject area. Information in the learning themes can be updated by super-users or nominated editors.  Unions and employers can customise their own learning themes so that information is relevant to their own members or staff and this means different “versions” of the content are available.

· To manage learners. This enables ULRs to record information about the learner, help them to set goals and agree actions to achieve them. It also records progress towards the goals, learning undertaken and qualifications achieved. Actions are recorded on both a visual hexagon grid, reminiscent of the TV quiz show “Blockbusters” and via text fields and drop-down menus. Learners can export their action plan and achievement record for printing or emailing as PDF and RTF files.

· To provide reports. This enables ULRs, unions and unionlearn to print or export aggregated, anonymised data about learner actions, achievements and usage of the climbing frame.

An installable version of the climbing frame (ICF) is currently operating. This is a Flash based piece of software which is downloaded to be installed on the user’s own computer.  Whilst the ICF is popular with many ULRs its effective operation is restricted on organisational networks because of system rules. A demonstration ICF is available and instructions on how to download and access it are contained in Appendix 2 of this document.

2.
Scope of the work.

Organisations tendering for this contract will be expected to:

2.1
Produce the Climbing Frame tool. A detailed technical specification has been produced which sets out our requirements (see Appendix 1 for this document) though suppliers will expected to provide a detailed account of their approach to meet this specification

2.2
Amend following initial trials. Once an initial version of the tool has been developed unionlearn, Prospect and the other partner unions will trial it with a cross section of users. This will probably involve around 6 workshops across the country. The contractor will be expected to correct any “bugs” and to implement further changes and improvements in light of the feedback from users

2.3
Finalise the tool for use. Once successfully trialed, the Climbing Frame tool will be piloted by the three different unions. Each will have different learning themes. The contractor will be required to train administrators, assist in the development of a user training programme and to implement further changes and improvements in light of the feedback from users in the pilots.

3.
Project management

The development of the Climbing Frame software is being managed through a Prince 2 Project Board representing each partner union and unionlearn.  The contractor will be expected to attend the relevant Project Boards as the Senior Supplier representative.

Once the contract is awarded, the contractor will agree a detailed project plan with the project’s technical group, which consists of two Information Technology professionals, the unionlearn climbing frame officer and the programme manager. This group will monitor progress and give any necessary guidance and feedback between Project Boards

4.
Tender application and process

 Any organisation tendering for this contract will need to demonstrate the following in their tender application.

4.1. 
Experience in and knowledge of, similar software development.

We expect organisations to provide examples of similar work undertaken for clients and two references from well known clients. 

4.2.
The approach taken to developing the software

Although we have a technical specification we will be expecting organisations to provide detail on their approach to developing the tool. In particular we will wish you to demonstrate:

· How you will successfully integrate the Wiki software with non-Wiki web applications
· How you will provide the graphical hexagonal grid

· How you will provide a DDA compliant alternative to the hexagonal grid

Although we will be providing examples for the design of the website and the content for the Learning Themes, we will be interested in your graphic approach and your ability to provide an attractive and interesting site which will attract users but be easy to use for those with comparatively low IT skills.

4.3
Cost 

Your tender should outline your costs for producing the software and costings for the work under 2.2 and 2.3 above. We would expect that the costs (excl VAT) pertaining to this tender will not exceed the OJEU thresholds.
We may require more detailed costings for some items if your organisation is selected for the second stage of the tender.

4.4
Your ability to complete the work with the timescale

We expect the contractor to start the work by end of September 2009 and to provide a version of the Climbing Frame for trialling by the end of December 2009.  The contractor will provide resources to make revisions during February following the trials and once again in July when the pilot schemes have been completed. The contract will be completed at the end of July 2010.

We will require assurance that you have the resources to deliver the project on time. Your tender should include details of the company size/structure. The tender should identify the member of staff who will manage the project and details of other staff likely to work on the project together with details of their relevant skills and experience. 

It should also include a description of how the contract will be handled and the project managed in line with the description in section 3 above.

An outline of the project timetable is in Appendix 3 to assist you

5. The tender 

The tender will be a two stage process. 

All applications must be received by 5.00pm September 3th 2009. All applications will be assessed on 4th September 2009 and a short list drawn up. Organisations must supply 5 copies of their tender in a plain envelope marked TENDER to: 
Yusuf Dadabhoy

TUC Unionlearn

Congress House

Great Russell Street

London WC1B 3LS

All organisations will be informed of the outcome of the 1st stage tender process on 7th September 2009. Shortlisted organisations will be invited to a second stage interview, which will take place on 14th September 2009 at New Prospect House near Waterloo, London. We will inform the successful organisation on 15th September 2009

6.
Selection of tenders

Tenders submitted in response to this invitation will be assessed against a range of criteria. In general terms, these include:
· Experience and knowledge of software development with an ability to add to the specification to deliver an attractive, high quality product

· The approach taken to developing the software 

· Cost and value for money

· Resources to deliver on time and provide the back up to refine the tool following trialling and testing and the approach to managing the contract

Organisations wishing to discuss the technical specification can contact Simon Parry at simon.parry@prospect.org.uk. He will be available from August 17th 2009.

Appendix 1; Technical specification

Appendix 2: Downloading the ICF.

Appendix 3; Timetable and stage diagram.

Appendix 1. Web Based Climbing Frame Technical Specification
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Background

1. The Climbing Frame is an electronic tool to help Union Learning Representatives facilitate and promote learning in the workplace.

2. In 2007 an installable flash-based Climbing Frame was launched. However, due to problems with installation and use in some organisations, a decision was taken to re-develop the Climbing Frame as a website. This second phase is referred to as the Web Based Climbing Frame (WBCF).

Key Concepts

3. The main users of the Climbing Frame are Learning Administrators. Most Learning Administrators are Union Learning Representatives (ULRs). Learning Administrators use the Climbing Frame to facilitate the learning of other union members, who are referred to as Learners.

4. There are three core elements to the Climbing Frame.

5. The first element is Learning Themes. Learning Themes are structured articles which provide information and advice on learning and funding, including links to library documents and related websites. Examples of Learning Themes include “Learners with disabilities” and “Skills for Life”. There are generic Learning Themes as well as bespoke Learning Themes developed for specific unions and businesses. Some Learning Themes will be available without logging into the WBCF, whereas other Learning Themes will only be available to specific users.

6. The second element is Learner Management. Learner Management enables Learning Administrators to record details about their Learners and record learning-related actions and goals. Progress is represented visually by assigning actions to individual hexagons on a hexagonal grid. The Learner’s name is at the bottom of the grid and three goals (Personal, Work and Career) are at the top of the grid. The Learner’s journey toward their goal is represented by the path of the actions/hexagons from the Learner’s name at the bottom toward their goals at the top. The hexagonal grid is referred to as the Climbing Frame.

7. To differentiate between the Climbing Frame website and the Climbing Frame hexagonal grid, for the purposes of this specification they will be referred to as the Web Based Climbing Frame (WBCF) and the Hexagonal Climbing Frame (HCF).

8. The third element is a reporting function, which enables reports of aggregated data to be produced.

Compatibility

9. The WBCF will potentially be used by a wide range of organisations. As such it should be compatible with as wide a range of systems as possible.

10. The WBCF should be compatible with all versions of major web browsers in popular use, especially Internet Explorer 6, 7 & 8, Firefox 3 and Safari.

11. The WBCF should avoid use of any special software or plug-ins such as Flash, Active X, Java, etc.

12. PDFs generated by the WBCF should be compatible with PDF 1.4 / Acrobat 5.0.

Accessibility

13. The Disability Discrimination Act 2005 (DDA)
 makes it a legal obligation to meet accessibility standards.

14. The WBCF should be designed in such a way that a text-only alternative is not necessary.

15. The WBCF should meet World Wide Web Consortium (W3C) Web Accessibility Initiative (WAI) Web Content Accessibility Guidelines (WCAG) 2.0
 Priority Level AA success criteria
.

16. The WBCF should meet PAS 78
 success criteria.

17. The WBCF should be tested against these success criteria by automated testing tools supplemented with manual testing by an accessibility expert. Code should be validated to ensure it upholds W3C specifications. The WBCF should also be tested against popular assistive technology. Testing should be balanced against time and cost implications.

18. In the event that the WBCF does not meet the aforementioned standards, the burden will be on the service provider to bring the WBCF up to standard, at no additional cost.

Security & Performance

19. Access to the some parts of the WBCF (e.g. Learner Management, restricted articles) should be limited to login by successful entry of a registered email address and password.

20. Users should only have access to elements of the WBCF for which they have permission.

21. The website should be hosted on a physically secure, firewalled server with adequate redundancies and regular backups.

22. The website should have high availability and an up-time requirement of 99.99% (maximum downtime of about 50 minutes per year).

23. The server should have adequate physical protection (e.g. typical data centre facilities such as private, locked spaces accessible only to authorised personnel, 24-hour monitoring by on-site staff, video camera surveillance and security breach alarms). The server should be firewalled to detect and prevent unauthorised attempts to access data. The server should include redundancies to deal with unexpected power failures, internet connection failures and hard drive failures (e.g. typical data centre facilities such as backup power supply, multiple internet connections, effective disk management and regular data backups).

24. The website should use a unique IP address.

25. The website should ideally but not necessarily use 128-bit Transport Layer Security.

26. The supplier will be responsible for arranging or supplying hosting, in consultation with unionlearn.

Usability & Style

27. The content of the WBCF will be stored in a neutral, open standards compatible format, entirely separate to the structure and style of the WBCF.

28. The format of the WBCF will be determined by Cascading Style Sheets (CSS).

29. Note that a significant proportion of users have a relatively low level of IT skills and the WBCF should be designed with this in mind.

30. The graphical theme for the WBCF should be simple, easy to use, and meet accessibility and usability standards.

31. Where they do not contradict web accessibility guidelines, unionlearn Identity Guidelines
 will be used as the basis for Climbing Frame palette, font and style choices.

32. Web browser will automatically print main content of page only, and ignore menus and style sheets.

33. The WBCF will be fixed width, not 100% expandable. The WBCF may use the same fixed width specification as the BBC
 website. The width should be easily adjustable via the CSS.

URLs

34. All pages in the WBCF, including Wiki articles and user-specific pages, will have simple, short, clean, unique and persistent URLs i.e. cool URIs
.

35. For example: http://climbingframe.unionlearn.org.uk/home

36. If a URL is no longer being used, it will not be deleted but will be marked as retired. Users with appropriate permissions navigating to such a page will receive an appropriate message e.g. “This page has been retired.”

37. When accessing a URL which the user does not have permission to view, the user will receive an appropriate message e.g. “You do not have permission to view this page.”

38. The URL for the WBCF site is likely to be:
http://climbingframe.unionlearn.org.uk

Contextual Help

39. Most fields in the Learner Management, Self-Registration, Profile Management and Admin sections will feature contextual help.

40. A question mark (?) symbol next to fields will link to a pop-up help statement about that field.

41. Unionlearn will be responsible for identifying what elements of the WBCF require contextual help and will provide the text for each item of contextual help.

42. Alt text for the question mark links will give context for the help. For example, the question mark link for the field labelled “Ethnicity” will feature alt text such as “Help on completing the Ethnicity field”.

Content Management Platform

43. From our initial analysis, it appears possible that the article content of the WBCF could be hosted on an appropriate Wiki platform, providing in built functionality for content editing, mark-up, URL creation, aggregation, etc.

44. The Wiki software would drive the Learning Themes element of the WBCF, as well as the majority of simple content such as the Home, Contact Us, About Us, Terms of Use, Privacy Policy, Accessibility, and Copyright pages.

45. The Learner Management element of the WBCF, and the underlying systems which will enable the Admin pages and dictate Learning Themes access permissions, must be successfully integrated with the Wiki software.

46. The supplier must demonstrate a thorough understanding of open source content management so that they can validate our analysis and provide evidence of their ability to successfully integrate Wiki software with non-Wiki web applications.

47. In the event that further analysis shows that Wiki is not the appropriate choice of platform, the supplier should be able to suggest an equally open platform.

WYSIWYG Editor

48. Some elements of the WBCF require a rich text editor.  Many of these are automatically provided by Wiki software but for the avoidance of doubt, the required functionality is specified here.

49. The editor should include both WYSIWYG and HTML views.

50. An Edit link/button will open the editor.

51. The WYSIWYG Editor will have Save and Cancel links/buttons. The Save button will close the editor and save any changes made. The Cancel button will close the editor without saving.

52. Once saved, any URLs typed or pasted into the editor will be live (clickable).

53. The editor should include the following functions:

· H1, H2, H3, H4

· Bold, Italic, Underline

· Left-justify, Center, Right-justify, Full-justify

· Ordered (numbered) list

· Unordered (bullet) list

· Spell check

· Insert hyperlink*

· Insert email link*

· Insert image link*

· Insert video link*

· Insert mp3 link*

· Remove formatting from selection

· Delete selection

54. Items marked with an asterisk (*) above should include prompts for ALT tags.

55. The supplier may be called on to provide training in editing articles, either face-to-face, by providing articles in the WBCF, or by developing interactive tutorials.

Home Page

56. The WBCF home page features simple content editable by Superusers.

News

57. The WBCF home page shows news items fed by the unionlearn RSS feed:
http://www.unionlearn.org.uk/rss.xml

Feature Box

58. The WBCF home page features randomly presented case studies drawn from Learning Themes case study sections. A different case study is presented each time the home page is refreshed.

59. These case studies are taken from the Case Study sections of Wiki articles.

Top Menu

Navigation Bar

60. Across the top of every page in the WBCF is the main Navigation Bar.

61. The Navigation Bar is two-tier. It is presented in a tab format.

62. The Navigation Bar is supported by or integrated into the Wiki software.

63. Whether links are visible or not depends on the level and role(s) of the user.

Logos

64. Above the Navigation Bar, at the top left corner, are the Climbing Frame logo(s).

65. The image(s) can be changed by Superusers via Admin: Manage Content page, subject to compatibility with template design.

Top Links

66. Above the Navigation Bar, at the top right side, are more links:

	Link Name
	Links To

	Logout*
	Logs user out of WBCF. Links to Home page

	Change my details*
	Links to Profile Management page.

	Discussion Forum*
	Links to an external forum. Opens in a new tab or browser window. URL TBC.

	Links
	Links to Links page.

	* Only visible when logged in to WBCF.


Navigation Bar Links

	Link Name
	Links To

	Home
	Links to Home page.

	Learner Management*

     My Learners*

     My Administrators*

     Add New Learner**

     Learner Details**

     Climbing Frame**

     Add Action**

     View Actions**

     Learner Report**
	Links to My Learners

Links to My Learners

Links to My Administrators

Links to Add New Learner

Links to Learner Details

Links to HCF

Links to Learner Action

Links to View Actions

Links to Learner Report

	Statistical Reports*
	Links to Statistical Reports.

	Admin*

     Manage Users*

     Manage Registrations*

     Manage Learners*

     Organisation Settings*

     Manage Content*

     Manage Data*

     Link Checker*

     View Logs*
	Links to Manage Users page.

Links to Manage Users page.

Links to Manage Registrations page.

Links to Manage Learners page.

Links to Organisation Settings page.

Links to Manage Content page.

Links to Manage Data page.

Links to Link Checker page.

Links to View Logs page.

	Help

     FAQ

     How Do I?

     Tutorial
	Links to FAQ page.

Links to FAQ page.

Links to How Do I? page.

Links to Tutorial page.

	Courses
	Links to Training page.

	Feedback
	Links to Feedback page.

	Contact Us
	Links to Contact Us page.

	About Us
	Links to About Us page.

	* Only visible when logged in to WBCF.

	** Only visible when logged in to WBCF and a Learner is selected.


Bottom Menu

67. Centred at the bottom of each page of the WBCF are simple text links:

	Link Name
	Links To

	Terms of Use
	Links to Terms of Use statement.

	Privacy Policy
	Links to Privacy Policy statement.

	Accessibility
	Links to Accessibility statement.

	Acknowledgments
	Links to Acknowledgments statement.

	Copyright (c) Trades Union Congress 2009
	Links to Copyright statement, year updates automatically.


68. These links each point to a single page of text. The content of each page is TBC and is editable by Superusers.

69. Beneath the links are small logos of the organisations that helped develop the WBCF.

70. The bottom of each page (where appropriate) may also include a “Go To Top” anchor link.

71. The Bottom Menu may also reproduce the main Navigation Bar links as simple text links.

Right Menu

Login Box

72. When a user is not logged in, the WBCF shows the Login Box.

73. The Login Box contains:

	Label
	Description

	Email Address
	Field to enter primary email address.

	Password
	Field to enter password.

	Login
	Button to submit email address and password.

	Remember Me
	Leaves a cookie to remember username only.

	Lost username or password?
	Links to Forgot Login page.

	Not registered? Sign up
	Links to Registration page.


74. This website gives an example of a Login Box: http://fantasy.premierleague.com/

75. The Login Box guidance should make it clear that signup is only for Union Learner Administrators (or Union Learners).

Learner Selection Box

76. When logged in, the WBCF shows the Learner Selection Box, for users with access to Learner Management only.

77. If the user is a Learner, the Learner Selection Box shows the Learner’s First Name and Last Name.

78. If the user is a Learner Administrator, then when a Learner has been selected from the My Learners page, the Learner Selection Box shows the Learner’s First Name and Last Name.

79. Clicking on the Learner name(s) navigates to the Learner Details page.

80. If the user is a Learner Administrator, and no Learner is selected, the Learner Selection Box shows “No Learner Selected” instead of a Learner’s name. If a new Learner is being created (via Add Learner) but the Learner’s name has not yet been saved, the Learner Selection Box shows “New Learner”.

81. If the user is a Learner Administrator, the Learner Selection Box also shows the following links:

· “Select Different Learner”, a link to the My Learners page.

· “Deselect Learner”, replaces Learner with “No Learner Selected”.

82. If the user is a Learner Administrator, the Learner Selection Box also shows the Date of Next Session field. The Date of Next Session field allows the Learner Administrator to record the date and time of their next meeting with the selected Learner.

83. If no Learner is selected, the Date of Next Session field is not visible or is shaded out (not editable).

84. The supplier may recommend a calendar widget for use with the date field, subject to approval and DDA compliance.

85. A button next to the Date of Next Session field sends an icalendar
 file to the primary email address recorded for both the Learner Administrator and the Learner.

Horizontal Navigation Menu

86. Below the Login Box / Learner Selection Box is a horizontal navigation menu.

87. Further details will be specified during development.

Forgot Login Page

88. The Forgot Login page presents a field for an email address and related instructions such as “To have your password emailed to you, please enter your registered email address below.”

89. There is also a button to submit the email address.

90. If a registered email address is found in the database, then the user’s password is emailed to the relevant email address.

91. If no registered email address is found in the database, the user receives an appropriate error message.

92. Text “Forgotten your password and your email address?” links to Feedback page.

Learning Themes

Left Menu

93. The WBCF always shows the Left Menu, down the left side of the page.

94. The Left Menu will list available categories and sub-categories, divided into meaningful groups (as determined by Unionlearn).

95. The Left Menu includes a Search field.

Articles

96. Learning Themes are essentially Wiki articles, i.e. structured articles with blocks of text divided into sections and sub-sections, each with a URI.

97. All articles have a unique URL/URI.

98. Every article will include category tags. Categories will be drawn from controlled lists.

99. Each article will begin with metadata including the article’s categories and sub-categories.

100. The main body of each article will include a number of sections and sub-sections.

101. Articles can contain embedded links to other articles and external sources.

102. The bottom part of each article will include a See Also section with appropriate links and references.

103. A Library section, listing all resources mentioned in the article, is a standard section type common to multiple (but not necessarily all) articles.

104. A Case Study section is a standard section type common to multiple (but not all) articles, with content specific to individual articles. Case Study sections feed the home page Feature Box.

105. The bottom of each article shows “Last updated at <time> on <date>”.

News

106. News will be a special category in the Left Menu.

107. News articles will listed in chronological order (possibly using an international standard date notation
 prefix).

Access to Articles

108. Superusers may class articles with certain category tags as only being available to users with certain permissions.

109. Permission to access such articles is determined by the selection the user makes from the “Union” and “Employer/Sector” Learning Themes selection during user registration, combined with the privacy settings set by Superusers via the “Admin: Manage Organisations” page. For example, if Superusers set Usdaw Learning Themes as private, then only users who select Usdaw as their Union can view articles tagged with the Usdaw category. Similarly, users must have selected Usdaw as their Union for any articles tagged with the Usdaw category to be included in their Learning Themes search results.

Editing Articles

110. Users with appropriate permissions will be able to edit articles using a WYSIWYG Editor.

111. Only users with a Theme Editor role have permission to edit articles.

112. Editing permission will be limited to articles with the appropriate category tags.

Search

113. The Wiki search for all public content will be driven by Google, using the Google Custom Search
 service.

114. Whether Google Custom Search will index all public pages or only Learning Themes articles is TBC.

115. The Wiki search all private content will driven by a search tool provided by the supplier.

116. There will be a single search field and combined search results covering both public and private content.

Disambiguation

117. There may be a number of articles which share the same topic e.g. Learning with Disabilities (Prospect), Learning with Disabilities (PCS), Learning with Disabilities (Usdaw). When navigating to such a topic, users will be presented with a disambiguation page.

Library

118. All linked items in articles will link to a landing page in the Wiki. This includes all images (JPG, PNG, etc), documents (PDF, DOC, etc), media (MPG, FLV, etc), and external links (URLs).

119. The page will include metadata for the item such as category, title and date.

120. The page will include a summary of the item.

121. The page will include a thumbnail of the item where appropriate.

122. The page will include a hyperlink to the actual item.

123. This library system will be supported by a plug-in which will (a) upload the item and its thumbnail to an FTP store (if appropriate), (b) record metadata and summary information, and (c) create the aforementioned wiki page to store this information.

124. All FTP store items will have a unique URL but may share a prefix, for example: http://library.climbingframe.unionlearn.org.uk/

125. A library overview page showing all library items broken down by category and sub-category may be linked from the top Navigation Bar.

My Notes

126. Every user has a My Notes page featuring a WYSIWYG Editor.

127. Any data saved in the My Notes page is available to that user only.

128. Any links saved in the My Notes page become clickable.

Sub Themes

129. It may be appropriate to support limitation of access and edit rights to articles by use of separate subsystems for “Union” and “Employer/Sector” category tags.

130. For example, for articles with a Tesco category: http://tesco.climbingframe.unionlearn.org.uk/

Learner Management: My Learners Page

131. This page is only available to Learner Administrators.

132. This page enables users to select existing Learners and create new Learners. 

Add New Learner

133. The “Add Learner” button selects “New Learner” in the Right Menu Learner Selection Box and navigates to a new, empty Learner Details page.

Search Function

134. The search function searches First Name and Last Name of all Learners associated with the user.

135. No search results are shown until the user clicks on the “Search Learners” button. Clicking on a search result selects that Learner and navigates to Hexagonal Climbing Frame page.

136. The Learner shows as selected in the Right Menu Learner Selection Box.

List of Learners

137. The third element on this page is a list of Learners.

138. Above the list there is a “Hide/Unhide List” button/link to toggle the view. The default view is ALWAYS hidden.

139. When unhidden the list shows the User ID, First Name, Last Name, Email Address, Date of Next Session and Date of Last Session columns for all Learners for that user. Clicking on the header of any column sorts the list by the contents of that column in order. Clicking on the header again reverses the order.

140. Clicking on any Learner name selects the Learner and navigates to the Hexagonal Climbing Frame page.

141. Next to each Learner name are the buttons Edit and Unmanage.

142. Clicking on the Edit button selects the Learner into the in the Learner Selection Box and navigates to the Learner Details page for that Learner.

143. Clicking on Unmanage removes the Learner from the list of Learners, subject to popup confirmation: “Are you sure you want to stop managing this Learner? Yes/No”. Removing a Learner from this list means that the Learner Administrator no longer has access to that Learner’s data.

Learner Management: My Administrators Page

144. This page is only available to Learners.

145. This page enables users to view a list of their Learner Administrators. 

Add New Learner Administrator

146. Text advice that the Learner can recruit existing Learner Administrators to manage them via their Profile Management page (with a link to that page).

List of Learner Administrators

147. This page lists all of the Learner’s Learner Administrators. 

148. Above the list there is a “Hide/Unhide List” button/link to toggle the view. The default view is ALWAYS hidden.

149. When unhidden the list shows the User ID, First Name, Last Name, Email Address, Date of Next Session and Date of Last Session columns for all Learner Administrators for that user. Clicking on the header of any column sorts the list by the contents of that column in order. Clicking on the header again reverses the order.

150. Next to each name is the button Remove.

151. Clicking on Remove removes the Learner Administrator from the list, subject to popup confirmation: “Are you sure you want to stop being managed by this Learner Administrator? Yes/No”. Removing a Learner Administrator from this list means that the Learner Administrator no longer has access to the Learner’s data.

Learner Management: Learner Details Page

152. The Learner Details page includes four tabs.

153. Each tab includes a Save button and a text reminder to save data.

154. Drop down options are presented with “Please select” as the default option.

155. Data Protection Text is editable by Superusers via Admin pages and should include a reference to the Terms & Conditions.

156. Drop-down options for some questions (e.g. Ethnicity, Qualification Gained), may be replaced by national standards, if adopted by unionlearn.

157. If the Data Protection box is not checked, none of this Learner’s information is available for export or via Statistical Reports.

158. The bottom of each tab shows “Last updated at <time> on <date>”.

Learner Details Tab 1: “My Details”

	Label
	Field Text
	Field Type
	Notes

	Union
	TBC
	Drop down
	List of all unions

	First Name* ¥
	TBC
	Text
	

	Initial(s) ¥
	TBC
	Text
	

	Last Name* ¥
	TBC
	Text
	

	Email Address ¥
	TBC
	Text
	Unique, check for email format

	Secondary Email Address ¥
	TBC
	Text
	Check for email format

	Contact Telephone ¥
	TBC
	Text
	

	Unique Learner Number ¥
	Unique Learner Number (if known)
	Text
	

	Date of Birth
	TBC
	Drop down


	Provisional options: 01-31; 01-12; 1909-2009

(100 year range based on current server year)

	Gender
	TBC
	Drop down
	Provisional options: Male/Female

	Disability
	TBC
	Drop down
	Provisional options: Yes/No/Undeclared

	Support
	Any support you would like to help you learn?
	Text
	Only asked if “Yes” to Disability

	Ethnicity
	TBC
	Drop down
	Provisional options: White, Asian, African, African/Caribbean, Other BME, Other, Undeclared

	* Mandatory fields for Learner registration by Learner Administrator.

¥ Fields which are not exportable and which are not included in Statistical Reports.


Learner Details Tab 1: “My Details” (continued)

	Label
	Field Text
	Field Type
	Notes

	Language
	Is English your first language?
	Drop down
	Provisional options: Yes/No

	Enable Learner Login
	TBC
	Button
	Only visible if Learner Login is enabled for union

	Data Protection Statement
	TBC
	Check box
	


Learner Details Tab 2: “My Workplace”

	Label
	Field Text
	Field Type
	Notes

	Employer
	TBC
	Text
	

	Workplace
	TBC
	Text
	

	Workplace Postcode
	TBC
	Text
	

	Employer Sector
	TBC
	Drop down
	Options TBC

	Unionlearn Region
	Unionlearn Region/Country

(where you work)
	Drop down
	Provisional options: North West, North, Yorkshire & the Humber, Midlands, South West, South East, Wales, Scotland, Northern Ireland, Other


Learner Details Tab 3: “My Learning”

	Label
	Field Text
	Field Type
	Notes

	TBC
	What learning have you done?
	Text
	

	TBC
	How do you like to learn?
	Text
	

	Support
	Is there any additional support you would like to help you learn?
	Text
	Mirrors content of entry in Learner Details Tab 1: “About You”

	Highest Level Qualification Gained
	TBC
	Drop down: 
	Menu options: Qualifications (Level) global list

	Most Recent Qualification Gained (Level)
	TBC
	Drop down
	Menu options: Qualifications (Level) global list

	Most Recent Qualification Gained (Year)
	TBC
	Drop down
	Provisional options: 1909-2009

(100 year range based on current server year)

	Apprentice
	Are you an apprentice?
	Drop down
	Provisional options: Yes/No

	Any other information
	Any other information that would be useful?
	Text
	


Learner Details Tab 4: “My Goals”
159. This tab has three main sections: “Add New Goal”, “Current Goals” and “Completed Goals”.

Add New Goal

160. Add New Goal contains:

· Goal (text field)

· Goal Area (drop down: Personal, Short Term Work, Long Term Career)

· Completed (check box)

· Add (button)

161. Clicking on the Add button lists the goal under Current or Completed goals. 

162. If the “Completed” box is unchecked, the Goal moves to the Current Goals section.

163. If the “Completed” box is checked, the Goal moves to the Completed Goals section.

Current Goals & Completed Goals

164. Both Current Goals and Completed Goals sections list goals in the same way.

165. One goal is listed per row, along with Edit and Delete buttons/links.

166. Clicking Edit allows that goal to be edited.

167. Clicking on Delete removes the goal from the list and the database, subject to popup confirmation: “Are you sure you want to permanently delete this goal? Yes/No”.

168. When either section reaches more than 10 goals they are split across subsections with links in tens e.g. 1-10, 11-20, 21-30, so that page is not too heavy for loading in older or slower web browsers.

Completed Goals

169. The number of completed goals relates to the number shown on the HCF, on the appropriate goal hexagon, next to a star.

170. For example, three completed Personal Goals results in “(3” being shown on the Personal Goals hexagon on the HCF. If a Personal goal is deleted or marked as not completed, the Personal Goals hexagon shows “(2”.

Learner Management: Hexagonal Climbing Frame Page

171. The HCF consists of a hexagonal grid, 7 hexagons across and 3 hexagons high. In additional there is a top row consisting of three hexagons labelled Work Goals, Career Goals and Personal Goals. There is also a solid bottom row labelled with the Learner’s name (if Learner’s name has not yet been saved it shows “New Learner”).

172. An example HCF:

[image: image1.jpg](completed)





173. Next to the top row of hexagons there is an “Add New Row” button and “Delete Row” button. The “Add New Row” button allows infinite vertical expansion of the HCF. The “Delete Row” button only works if the row is empty (i.e. no actions have been assigned).

174. On the bottom row the Learner’s name links to that Learner’s “Learner Details” page.

175. Next to the bottom row there is an option to “Hide Row”/”Unhide One Row”/”Unhide All Rows”.

176. Clicking on an empty hexagon links to an empty Learner Action page. Clicking on a hexagon which has content links to that action’s Learner Action page, for editing.

177. Actions can be marked “Completed” in the Learner Action page.

178. Different hexagon types (i.e. action unassigned, current action, completed action) plus the top row (goals) and bottom row (Learner Name) show as different colours. The colours are derived from CSS and can be changed.

179. If possible actions can be moved to a different hexagon via drag and drop.

180. Bottom of page shows “Last updated by <user> on <date>”.

Goals

181. The text on the goal hexagons (i.e. Work Goals, Career Goals, and Personal Goals), all link to Learner Details Tab 4: My Goals.

182. If a goal has been marked as completed in Learner Details then a star appears in the appropriate goal hexagon with a number which reflects the number of completed goals in that area e.g. “(1”.

183. If zero goals have been completed in that area no star or number appears. 

184. The number is a clickable link which generates and navigates to a printable page listing a summary of completed goals for that goal type.

185. A line beneath each link indicates that it’s clickable.

Text Based Alternative

186. There is a link on the HCF screen to toggle to a text-based alternative.

187. The text-based alternative is presented as a list.

188. H2 headers include:

· Learner Name (plus link to Learner Details)

· Goals 

· Completed Actions

· Current Actions

189. Under the Goals heading is a H3 list of all three goals along with the number of goals complete, plus a link to a page showing all completed goals for that goal type.

190. Under Completed Actions and Current Actions headings there is a H3 list of each action plus a link to that action’s Learner Action page.

191. There is also an option to “Add New Action” which links to an empty Learner Details page.

Learner Management: Learner Action Page

192. When a Learner Action is saved for the first time, the user is prompted to assign the action to an empty HCF hexagon.

193. Actions are always Current, Completed or Archived (depending on what boxes are checked).

194. Drop down options are presented with “Please select” as the default option.

195. The supplier may recommend a calendar widget for use with Date fields, subject to approval and DDA compliance

196. Bottom of page shows “Last updated by <user> on <date>”.

197. The following Learner Action fields are available:

	Label
	Field Text
	Field Type
	Notes

	Action
	TBC
	Text
	This text appears on the assigned hexagon.

	Completed Action
	TBC
	Check box
	Whether this box is ticked or not determines whether an Action is considered Current or Completed.

	Person Responsible
	TBC
	Text
	

	Completion Date
	TBC
	Calendar
	

	Learning Begun
	Has learning begun?
	Check box
	

	Details on Learning
	What type of learning?
	Text
	

	Type of Goal
	TBC
	Drop down
	Provisional options: Work, Career, Personal

	Skills For Life?
	TBC
	Drop down
	Provisional options: English, Maths, ESOL, IT?

	Qualifications Gained
	TBC
	Check box
	

	Qualifications Gained (Level)
	TBC
	Drop down
	Options: Qualifications (Level) global list

This data NOT included in Record of Achievement

	Details on Qualifications Gained
	TBC
	Text
	

	Archive Action
	TBC
	Check box
	If an Action is marked as Archived this overrides the Current or Completed setting.

	Delete Action
	TBC
	Check box
	Prompt on save: “Are you sure you wish to permanently delete this action? Yes/No”

	Save
	Save
	Button/link
	Save and do not navigate away

	Save and Return
	TBC
	Button/link
	Save and navigate to HCF

	Return without Save
	TBC
	Button/link
	Navigate to HCF without saving


Learner Management: View Actions Page

198. This page gives a summary of all actions associated with the selected Learner.

199. Headings:

· Current Actions

· Completed Actions

· Archived Actions

200. All actions are listed under the appropriate heading.

201. All actions have an “Edit” link next to them which navigate the appropriate Learner Action page.

202. Archived actions also have an “Unarchive Action” link next to them. When clicking on “Unarchive Action” user is prompted to assign the action to an empty hexagon (with an option to cancel).

Learner Management: Learner Report Page

203. This report can be exported as PDF, CSV, RTF and XML. Appropriate buttons/links are available.

204. The report includes information on the selected Learner taken from Learner Details and Learner Action pages.

205. Check boxes next to the following options allow the selection of elements for a bespoke report:

· Learner Details: My Details

· Learner Details: My Workplace

· Learner Details: My Learning

· Date of Next Session

· All Current Goals

· All Current Actions

· All Completed Goals

· All Completed Actions

· All Archived Actions

· Summary of Details on Qualifications Gained for all Current Actions

· Summary of Details on Qualifications Gained for all Completed Actions

· Summary of Details on Qualifications Gained for all Archived Actions

206. A second series of check boxes allow the selection of predefined reports.

207. Record of Achievement (predefined report) includes:

· Learner Action data for all Completed Actions

· My Goals data for all Completed Goals

· Summary of Details on Qualifications Gained for all Completed Actions

208. All reports include appropriate contextual information such as: Learner name, current date, name of predefined report.

209. The PDF report will include a Climbing Frame or unionlearn logo plus a logo for the union the user belongs to. Union logos will be defined by Superusers via the Manage Organisations page. Logos will be included at top of first page or could possibly be included as a watermark.

210. PDF report should meet usability standards. Layout TBC.

Statistical Reports Page

211. This report can be exported as PDF, CSV, RTF and XML.

212. The report includes anonymous aggregated data only.

213. Fields marked ¥ in earlier sections are not included in statistical reports e.g. First Name, Last Name, Email Address.

214. All exported data should include appropriate metadata, such as which dataset was used, and check box option to include user’s name.

215. The PDF report will include a Climbing Frame or unionlearn logo plus a logo for the union the user belongs to. Union logos will be defined by Superusers via the Manage Organisations page. Logos will be included at top of first page or could possibly be included as a watermark.

216. PDF report should meet usability standards.

217. The datasets available depend on the user:

	User Type
	Datasets Available

	Learner Administrator
	All Learners for current user.

	Employer
	All Learners for employer.

	Union
	All Learners for union.

	Unionlearn
	All Learners.

All Learners by employer.

All Learners by union.

All Learner Administrators.

All Learner Administrators by employer.

All Learner Administrators by union.


218. User can filter data by the datasets available to them (e.g. all, specific employer, specific union).

219. The report includes data on Learners collected from Learner Details and Learner Action entries (including archived entries), as shown in the Statistical Report Headings table below. 

220. User can filter data by the Sub Headings shown in the Statistical Report Headings table below. 

Statistical Report Headings:

	Main Headings
	Sub Headings

	Number of learners seen* ≠


	In the past 7 days

In the past 30 days

In the past 60 days

Total since the start of the program

	Age
	Age bands TBC

	Gender
	Male, Female

	Disability


	Yes, No, Undeclared

	Ethnicity
	White, Asian, African, African/Caribbean, Other BME, Other, Undeclared

	Union
	Full list of unions (alphabetical order)

	Employer Sector*
	Full list of sectors TBC

	Are you an apprentice?*
	Yes, No, Unknown

	Type of learning which has taken place*


	Personal

Work 

Career

Skills for Life

	Qualification Achieved*


	Yes, No

	Highest Qualification Held (TBC)*
	List of categories TBC

	Short Term Goals for Work (TBC)*
	List of categories TBC

	Referral (TBC)*
	List of categories TBC

	* Only applicable to statistical reports on Learners (not Learner Administrators).

≠ Based on the last time any data associated with the Learner was saved.


Profile Management Page

221. This page enables users to edit their own profile. Profile Management fields:

	Label
	Field Text
	Field Type
	Notes

	Union*
	TBC
	Cannot be edited
	

	Employer/Sector Learning Themes*
	TBC
	Cannot be edited
	

	First Name* ¥
	TBC
	Text
	

	Initial(s) ¥
	TBC
	Text
	

	Last Name* ¥
	TBC
	Text
	

	Email Address* ¥
	TBC
	Text
	Must be unique, check for email format

	Secondary Email Address ¥
	TBC
	Text
	Check for email format

	Current Password* ¥
	TBC
	Text
	

	Choose New Password
	TBC
	Text
	

	Verify New Password
	TBC
	Text
	Must match Choose New Password

	Contact Telephone ¥
	TBC
	Text
	

	Union Membership Number ¥
	TBC
	Text
	

	Role
	TBC
	Check boxes
	Provisional: ULR, Other Union Rep, Learner, Other

	Role - Other
	TBC
	Text
	Space for more detail on role.

	Date of Birth
	TBC
	Drop down
	Provisional options: 01-31; 01-12; 1909-2009

(100 year range based on current server year)

	* Mandatory fields for login-type registration.

¥ Fields which are not exportable and which are not included in Statistical Reports.


Profile Management fields (continued):

	Label
	Field Text
	Field Type
	Notes

	Gender
	TBC
	Drop down
	Provisional options: Male/Female

	Disability
	TBC
	Drop down
	Provisional options: Yes/No/Undeclared

	Ethnicity
	TBC
	Drop down
	Provisional options: White, Asian, African, African / Caribbean, Other BME, Other, Undeclared

	Employer
	TBC
	Text
	

	Workplace
	TBC
	Text
	

	Workplace Postcode
	TBC
	Text
	

	Unionlearn Region
	Unionlearn Region/Country

(where you work)
	Drop down
	Provisional options: North West, North, Yorkshire & the Humber, Midlands, South West, South East, Wales, Scotland, Northern Ireland, Other

	Text-Only HCF
	TBC
	Drop down
	Provisional options: Yes/No

“Yes” switches HCF view to text-only as default.

	Data Protection Statement
	TBC
	Check box
	If the Data Protection box is not checked, none of this user’s information is available for export or via Statistical Reports.

	Add Existing Learner
	TBC
	Button
	Only available to Learner Administrators.

	Add Learner Administrator
	TBC
	Button
	Only available to Learners.

	Change My Union/Employer
	TBC
	Button
	

	Delete My Account
	TBC
	Button
	User is prompted with guidance on moving Learners to a new Learner Administrator, and a Feedback form to request details (see Feedback page).


Add Existing Learner / Learner Administrator

222. Pressing either of these buttons prompts the user to enter an email address for the requested Learner or Learner Administrator.

223. If the email address exists in the database, and the user if of the correct type (Learner or Learner Administrator), then an approval request email is sent.

224. The recipient email address is informed that the named user wishes to add them as a Learner / Learner Administrator.

225. The message contains a link to a webpage where the user can approve or deny the request.

226. If the request is approved, the Learner is added to the Learner Administrator’s My Learners page, giving the Learner Administrator access to that Learner’s data.

227. Text advice for a Learner without access to any Learner Administrators to use the Feedback page to request help.

Change of Union/Employer

228. Pressing the Change My Union/Employer button prompts the user with the following questions.

· Is your Union or Employer merging with another? Y/N

· Is your Union or Employer changing its name (not merging)? Y/N

· Are you changing to a new employer? Y/N

· Are you changing to a new union? Y/N

· Do you wish to retain this account? Y/N

· If Learner Administrator: Do you wish to move your Learners to another Learner Administrator? Y/N

· If Learner: Do you wish to move to a new Learner Administrator and disable access for current Learner Administrators? Y/N

229. The user is prompted with appropriate guidance, for example:

· Union mergers and name changes will be automatically reflected by the system at an appropriate time.

· How to move Learners to a new Learner Administrator.

· How to request account deletion.

230. The user is prompted with a Feedback form to request further details.

Role Based Access Control (RBAC)

231. All users are automatically assigned a unique and permanent numerical identifier. If a user is deleted the assigned number is not re-used.

User Levels

232. There are five user levels:

· Unionlearn

· Union

· Employer/Sector

· Standard

· Guest

233. Users must be assigned a single level.

234. User data is stored in a user database.

235. In many cases Unionlearn, Union, Employer/Sector and Standard users have a hierarchical relationship.

236. Guest user data (e.g. Learner Management data) is saved in a separate user database table which allows Guest users to create and work with dummy data. Alternatively, Guest data can be saved in the main user database table, as long as any saved data is flagged as Guest, only available for the Guest’s own use, and not available for any other Statistical Reports or data export.

Roles

237. There are several roles which can be assigned to users.

238. Users can be assigned any combination of roles, apart from Learner Administrator and Learner, which are mutually exclusive.

239. Roles data is stored in a roles database.

240. A combination of Unionlearn level user and Admin role is referred to as Superuser i.e. Unionlearn + Admin = Superuser.

241. Superuser has access to all administrative functions governing all users.

242. Learner Administrator and Learner roles are mutually exclusive.

Theme Editor role only has edit access to:
· Articles with tags specified via Manage Users page.

· Articles the user has login access to view.
243. Admin role has access to additional functions:

· Manage Users

· Manage Registrations

· Manage Learners

· Organisation Settings

244. Superusers have access to additional functions:

· Manage Learning Themes

· Manage Content

· Manage Data

· Link Checker

· View Logs

245. Table of roles:


	Role
	Description
	

	1
	Admin
	Assigned Roles 2-5 by default. Access to additional functions.

	2
	Approve Registrations
	Will be emailed requests to approve self-registrations which have been set to manual approval. Automatically has Role 3 Registration Notification.

	3
	Registration Notification
	Will be emailed notification of approval or denial of self-registration (whether automatic or manual).

	4
	Learning Theme Editor
	Can edit Learning Themes articles via WYSIWYG Editor. Learning Theme Editors are assigned access to articles with specific tags only.

	5
	Statistical Report Viewer
	Can view Statistical Reports of aggregated Learner data for All, Union, Employer or Learner Administrator, depending on user level.

	6
	Learner Administrator
	Can access Learner Management and create Learner data. Automatically has Role 5 Statistical Report Viewer.

	7
	Learner
	Can access Learner Management and create Learner data, depending on Admin settings.


Self-Registration

246. The self-registration process can only be used to register as a Learner Administrator or a Learner.

247. The self-registration process can only be used to register as a Standard level user.

248. The default role for self-registration is Learner Administrator.

249. If Learner self-registration is enabled at union level, then users will be asked to identify which role they are registering for during self-registration, Learner Administrator or Learner. This is the Registration Type question.

250. Drop down options are presented with “Please select” as the default option.

251. Data Protection Text is editable by Superusers via Admin pages.
252. The first page of self-registration defines the Learning Themes available to the user and contains the following fields:

	Label
	Field Text
	Field Type
	Notes

	Background Text
	TBC
	None
	Background on Learning Theme selection e.g. helping to define appropriate Learning Themes, what to do if your union is missing from the list

	Union*
	TBC
	Drop down
	List defined by Superuser

	Employer/Sector Learning Themes*
	TBC
	Drop down
	List defined by Superuser

	Terms of Use*
	TBC
	Check box
	Links to Terms of Use page.

	* Mandatory fields for login-type registration.


The second page of self-registration contains the following fields:

	Label
	Field Text
	Field Type
	Notes

	Registration Type*
	Provisional: Are you registering as a Learner or Learner Administrator (ULR)?
	Drop down
	Provisional options: Learner Administrator/Learner

Only visible and mandatory if self-registration for Learners is enabled for that union.

	First Name* ¥
	TBC
	Text
	

	Initial(s) ¥
	TBC
	Text
	

	Last Name* ¥
	TBC
	Text
	

	Email Address* ¥
	TBC
	Text
	Must be unique, check for email format

	Secondary Email Address ¥
	TBC
	Text
	Check for email format

	Choose Password* ¥
	TBC
	Text
	

	Confirm Password* ¥
	TBC
	Text
	Must match Choose Password

	Contact Telephone ¥
	TBC
	Text
	

	Union Membership Number ¥
	TBC
	Text
	

	* Mandatory fields for login-type registration.

¥ Fields which are not exportable and which are not included in Statistical Reports.


The second page of self-registration contains the following fields (continued):

	Label
	Field Text
	Field Type
	Notes

	Role
	TBC
	Check boxes
	Provisional: ULR, Other Union Rep, Learner, Other

	Role - Other
	TBC
	Text
	Space for more detail on role.

	Date of Birth
	TBC
	Drop down
	Provisional options: 01-31; 01-12; 1909-2009

(100 year range based on current server year)

	Gender
	TBC
	Drop down
	Provisional options: Male/Female

	Disability
	TBC
	Drop down
	Provisional options: Yes/No/Undeclared

	Ethnicity
	TBC
	Drop down
	Provisional options: White, Asian, African, African / Caribbean, Other BME, Other, Undeclared

	Employer
	TBC
	Text
	

	Workplace
	TBC
	Text
	

	Workplace Postcode
	TBC
	Text
	

	Unionlearn Region
	Unionlearn Region/Country

(where you work)
	Drop down
	Provisional options: North West, North, Yorkshire & the Humber, Midlands, South West, South East, Wales, Scotland, Northern Ireland, Other

	Text-Only HCF
	TBC
	Drop down
	Provisional options: Yes/No

“Yes” switches HCF view to text-only as default.

	Data Protection Statement
	TBC
	Check box
	


Self-Registration Approval Process

253. Self-registration is subject to approval.

254. There are three approval settings:

· Automatically approve

· Manually approve or deny

· Automatically deny

255. Access to Learner Management and restricted Learning Themes is not given until registration is approved.

256. The default setting will be to automatically approve self-registration unless the union/employer specifies that approval must be manual or otherwise. The union/employer administrator will be responsible for manual approval.

257. After submitting a self-registration form, the system checks if the specified Employer/Sector Learning Theme requires manual approval:

· If yes, an approval request is sent to the specified employer email addresses. 

· If no, the system checks if the specified union requires manual approval.

· If yes, an approval request is sent to the specified union email addresses.

· If no, the system checks if unionlearn requires manual approval.

· If yes, an approval request is sent to specified unionlearn email addresses.

· If no, the system automatically approves or denies the registration.

258. If at any point the system encounters a command for manual approval, the registering user is given an on-screen message to that effect (e.g. “Your approval is pending”). If at any point the system encounters a command to auto-deny approval, the registering user is given an on-screen message to that effect (e.g. “Your organisation has requested that its members do not have access to the WBCF”).

259. Manual approval request emails will contain a link to the Admin: Manage Registrations page which includes a list of all pending registrations with Approve/Deny links/buttons.

260. A reminder email is sent for each pending manual approval request at predetermined intervals e.g. every 2 weeks.

261. When registration is approved, a notification email is sent to appropriate users with Registration Notification (same Union/Employer), and to all Superusers.

Enabling Login for Learners

262. If a Learner has already been registered to the system by a Learner Administrator, and the Learner Administrator wishes to enable login access for a Learner, then assuming that their union has enabled Learner login, the following procedure is followed.

263. The Learner Administrator completes the Email Address fields for the Learner on their Learner Details page.

264. The Learner Administrator clicks on the “Enable Learner Login” button on the Learner Details page.

265. The Learner Administrator is emailed a single-use random password which they give to the Learner.

266. There should be safeguards so that the random password is random characters only, not a real word.

267. The Learner receives an email with a link to the WBCF self-registration page.

268. After clicking on the link, upon entry of the single-use password the Learner gains access to self-registration.

269. Any fields already completed by the Learner Administrator on the Learner Details page are filled in for the Learner already (but can be changed).

270. Registration Type, whether visible or not, is set as “Learner” and cannot be changed by the user.

Admin: Manage Users

271. Union level users only have access to view and manage users who are from their own union.
272. Employer/Sector level users only have access to view and manage users who are from their own union AND their own Employer/Sector.
Search Users

273. Search all users.

274. Filter search by any combination of registration data, plus/including:

· User ID

· Name

· Email address

· User level (e.g. Union, Standard, etc).

· Role (e.g. Admin, Theme Editor, Learner, etc).

· Number of months since last login (type number of months or select number of months from drop down menu).

275. Clicking on column headings sorts results alternately in ascending and descending order.

Add/Edit User

276. Add/Edit/Delete users.

277. Save/Cancel edit.

278. Editable fields will include:

	Label
	Field Type
	Notes

	First Name*
	Text
	

	Initial(s)
	Text
	

	Last Name*
	Text
	

	Union*
	Drop down
	From global list

	Employer/Sector*
	Drop down
	Employer/Sector Learning Themes list

	Level*
	Drop down
	

	Role(s)
	Check boxes
	

	Theme Editor Tags
	TBC
	Specify tags for Theme Editor role only.

	Email Address*
	Text
	Must be unique, check for email format

	Secondary Email Address
	Text
	Check for email format

	Contact Telephone
	Text
	

	Password*
	Text
	

	Verify Password*
	Text
	Must match Password

	* Mandatory fields for login-type registration.


Automatically Delete Users

279. Learner Administrators will be automatically deleted from the database if they have not logged in for a certain amount of time.

280. Learners will be automatically deleted from the database if they have not logged in for a certain amount of time and they have not been managed by a Learner Administrator for a minimum of the same amount of time.

281. Timeframe is adjustable: set number of days until automatic user deletion.

282. Note that users on long term sick leave or maternity leave may not log in for several months at a time.

Admin: Manage Registrations

283. Union level users only have access to view and manage users who are from their own union.
284. Employer/Sector level users only have access to view and manage users who are from their own union AND their own Employer/Sector.
Pending Registrations

285. The pending registrations facility is only available to union and Employer/Sector level users if their self-registration approval setting is set to manual in Organisation Settings.

286. List of all pending registrations.

287. Filter list by any combination of registration data, including:

· User ID

· Name

· Email address

· Role (Learner or Learner Administrator)

· Union

· Employer/Sector
· Date of application for registration

288. Approve/Deny pending registrations.

Manage Emails

289. Edit content of Approved/Pending/Denied emails sent to registering users.

290. Edit content of Registration Notification emails sent to users with Registration Notification role.

291. Add/Edit/Delete additional non-user email addresses for Registration Notification.

Admin: Manage Learners

292. Union level users only have access to view and manage users who are from their own union.
293. Employer/Sector level users only have access to view and manage users who are from their own union AND their own Employer/Sector.
Select User

294. Search all Learner and Learner Administrator users.

295. Filter search by any combination of registration data, including:

· User ID

· Name

· Email address

296. Select user.

Manage User

297. This facility manages relationships between Learner Administrator and Learner users. Learner Administrators can manage multiple Learners. Learners can be managed by multiple Learner Administrators.

298. Work with user selected using Select User, above.

299. If selected user is a Learner Administrator:

· First column shows currently managed Learners.

· Second column shows all other (unmanaged) Learners.

· Buttons to move Learners from one column to the other.

· Filter lists by any combination of registration data including User ID, Name, Email address.

300. If selected user is a Learner:

· First column shows Learner Administrators user is currently managed by.

· Second column shows all other Learner Administrators.

· Buttons to move Learner Administrators from one column to the other.

· Filter lists by any combination of registration data including User ID, Name, Email address.

Admin: Organisation Settings

Select Organisation (Superusers only)

301. Add/Edit/Delete Union (global list).

302. Add/Edit/Delete Employer/Sector (global list).

Rename Organisation (Superusers only)

303. Rename Union or Employer/Sector.

Organisation Learning Themes (Superusers only)

304. Associate Wiki tag(s) with selected Union or Employer/Sector.

Organisation Logo (Superusers only)

305. Upload logo for use on Learner Reports.

306. Enable logo use (check box).

Organisation Transfer Wizard (Superusers only)

307. Select existing Union or Employer/Sector to Merge into.

308. Merge organisations.

309. Where organisations have conflicting settings, prompts for which setting(s) to adopt for merged organisation e.g. name, Wiki tag(s).

310. Show warnings e.g. “X users will have Learning Theme access disabled”.

311. Confirm and automatically update all user settings.

312. Low priority: use a relational table to remember which users had which Learning Themes so that they can be reinstated.

Organisation Settings (Superusers & Union Admin only)

313. Learner login:

· Disabled

· Enabled as read-only

· Enabled with editing rights

314. Enable Learner self-registration:

· Yes

· No

Organisation Settings (All Admins)

315. Learning Themes

· Private

· Public

316. Self-registration approval settings:

· Automatically approve

· Manually approve or deny

· Automatically deny

Admin: Manage Content

317. Add/Edit/Remove items from global list: Qualifications (Level). Provisional list: None, Below Level 1, Level 1, Level 2, Level 3, Level 4, Level 5, Other.
318. Edit Data Protection Statement(s).

319. Add/Edit/Remove email addresses for Feedback form. 

320. Edit confirmation message for Feedback form.

321. Change website logo.

322. Add/Edit/Remove navigation links. Link to new pages created from the Wiki or a CMS as required.

Admin: Manage Data

Export

323. Export user data as CSV or XML.

324. Filter list by any combination of registration data, including:

· Role (e.g. Learner or Learner Administrator)

· Union

· Employer/Sector
325. Select whether to export personal data (fields marked ¥ in earlier sections) or demographic data. Cannot export both together.

Import

326. Import user data as CSV or XML.

327. Select whether importing Learner or Learner Administrator.

328. Check data matches system format for successful import.

329. Identify parts of data which do not match.

Conversion

330. Supplier will provide a map of user data fields and field options for Learner and Learner Administrator users, including all user-specific settings.

331. This will enable data fields from the earlier, installable Climbing Frame (ICF) to be mapped against those from the WBCF.

332. This will enable ICF data to be converted to a format compatible with the WBCF prior to import.

333. Supplier may be asked to provide a data conversion script or tool.

Admin: Link Checker

334. List all external links in WBCF.

335. List all broken external links in WBCF.

336. Lists can be exported as CSV, RTF and XML.

Admin: View Logs

337. This page consists of links to different types of logs.

338. View log of changes to Learner records. Can be filtered by user details, date and time.

339. View log of exported Learner Reports. Can be filtered by user details, date and time.

340. View log of logins. Can be filtered by user details, date and time.

341. View log of changes to Wiki articles, including details of changes made and option to revert article to previous version. This log can be filtered by category tag as well user details/date/time.

342. View general website statistics plus stats on web pages accessed, specifically Learning Theme articles: can filter by article, number of hits, date range.

 Feedback Page

343. This page presents a feedback form which uses captcha
 validation and sends comments to a predefined email address or addresses. There must be an accessibility-friendly alternative to the captcha (e.g. sound) and the option to generate new captcha should the first prove problematic for the user.

344. The user will receive an onscreen confirmation message when the form has been submitted.

345. Email addresses and submission confirmation message can be defined by Superuser using the Admin system.

Contact Us, About Us, Links, FAQ, Courses, How Do I? and Tutorial Pages

346. These pages will have simple content which can be defined by Superuser using the WYSIWYG Editor.

347. The About Us page will have similar content to:
http://www.unionlearn.org.uk/climbingframe

348. The Tutorial page may contain links to interactive tutorials.

Draft Design Template

349. Fuller details of the design template will be provided at a later date.
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Appendix 2. Downloading the Demonstration Climbing Frame

Please find below information as to how you can download the Demonstration Climbing Frame.
 

The Demonstration Climbing Frame has been designed to provide people with an overall picture of the Climbing Frame and how it works.  It enables them to try it out and it can also be used for training and awareness raising events.  I must stress that this version of the Climbing Frame is not for use with 'real learners'.  It has a common password and any information that is uploaded will not be protected and therefore is purely for you to look at, practice using and for demonstration purposes.
 

An updated version of the Demonstration Climbing Frame will be available every six months.                                                        

 
Download Instructions
Before downloading the Demonstration Climbing Frame it is recommended that you close any files or programs which you currently have open.  Please note unfortunately the Climbing Frame is not compatible with Windows Vista. 

A) Go to www.unioncframe.org.uk
B) Log in using the username 'demo' and the password 'demo1'.   Then click 'Log in'.

C) In the left hand menu, click 'Download CFT'.

D) Click 'Download CF software' and when a pop up box appears, click on 'Save' and save it to your desktop.

E) Once the download has completed, click 'close' and close down the page.

F) Click on the Climbing Frame Installation icon on the desktop and then click 'Run'.

G) Follow the instructions from the wizard, which are likely to be, click 'Next', tick 'I accept the terms in the licence agreement', click 'Next', (The file path should automatically be C:\Program Files\Union Learn\Climbing Frame), click 'Next' and click 'Install'.

H) Once installed click 'Finish'.

I) Click on the purple and white Climbing Frame Shortcut icon, on the desktop.

J) Enter the same username 'demo' and password 'demo1'.  Then click 'Login' and 'OK'.

K) The content for the Climbing Frame will start to download.  This may take a while if for example the network is busy.

L) If the content download does not work first time an error message such as 'Fatal Exception. The programme must close now' comes up.  Don't panic if this happens, as the system will attempt to download the content again at a slower speed.  Click on the purple and white Climbing Frame Shortcut icon again and enter the password 'demo1'.  Once in the Climbing Frame click on 'Update' in the top right and 'OK'.  The system will attempt to download the content again.  The estimated time left will be shown.

M) Once it has completed click 'Finish'.   Please do not attempt to change the password. 
 
If you have difficulty downloading the Climbing Frame and are using a computer within your workplace or college it is advisable that you contact your IT department.  If they are unable to resolve the issue then please let us know.  

 
Please see the 'Help' document which can be found within the Climbing Frame, this is a useful guide as to what the Climbing Frame is and how to use it.  

 

It is strongly recommended that in order for people to get the most from the Climbing Frame they should attend a Climbing Frame training course.  Dates for regional training sessions are posted on the unionlearn website.

 

If you have any problems or require further information about the Climbing Frame please contact Louisa Shaw, lshaw@tuc.org.uk.  For further information about the Climbing Frame please log on to: www.unionlearn.org.uk/climbingframe
 

Please email any comments and feedback about the Climbing Frame to: climbingframe@tuc.org.uk
Appendix 3. Outline timetable for stage plans for the Web based CF and projects

A.
Produce web based software stage plan.

	Stage
	Precedent
	Start date
	End date

	A1 Research spec
	NIL
	Feb 09
	End Apr 09

	A2 Produce outline spec
	A1 B1
	Mid Apr 09
	End May 09

	A3 Produce full spec
	A2
	Mid May 09
	End Jul 09

	A4 Run tender
	A3
	Mid July 09
	End Aug

	A5 Develop CF tool
	A4
	Oct 09
	End Dec

	A6 Test and trial CF tool
	A5 B2
	Jan 10
	Jan 10

	A7 Finalise pilot CF tool
	A6
	Feb 10
	End Feb 10

	A8. Revise and finalise CF tool
	B6
	July 10
	End July 10


B. Generic project stage plan

	Stage
	Precedent
	Start date
	End date

	B1 Scope projects
	NIL
	Feb 09
	End Apr 09

	B2 Prepare agreed sites
	B1
	May 09
	Nov 09

	B3Write up date CF themes
	B1
	May 09
	End Feb 10

	B4 Produce customised CFs
	A7 B3
	Mar10
	Mar 10

	B5 Pilot customised CFs
	B4 
	Mar10
	May10

	B6 Review pilots
	B5 
	June 10
	June 10

	B7 Finalise  customised CFs
	A8
	Aug 10
	Aug 10


Network diagram for stages in web based CF programme.
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� http://www.opsi.gov.uk/acts/acts2005/ukpga_20050013_en_1


� http://www.w3.org/TR/WCAG20/


� http://www.w3.org/WAI/WCAG20/quickref/


� http://www.equalityhumanrights.com/Documents/Disability/Accessibility_guidance/PAS78.pdf


� http://www.unionlearn.org.uk/ul_guidelines.zip


� http://www.bbc.co.uk/


� http://www.w3.org/Provider/Style/URI


� http://en.wikipedia.org/wiki/ICalendar


� http://en.wikipedia.org/wiki/ISO_8601


� http://www.google.com/coop/cse/


� http://www.captcha.net/
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