SKILLS SURVEY USER GUIDE

“Skills” is a simple way of monitoring the “softer skills” that are not part of the subject matter of a
course and enable the college to monitor overall attributes of each student such as employability
skills, confidence, self-awareness, satisfaction etc. as they progress through their study programme.

Schematically the Skills system consists of the elements below, each of which will be explained in
more detail in this guide:

Group Screens - where staff record

Cross-College questions Full list of questions which appear in responsesitotheSkilisquestions
OneGrade Plus for staff or students to | |
record responses Student View - where students record
Course level questions responses to the Skills questions

e |
Response categories —
Copy course questions lists of response options

Response options —

Periods — determine which sets(s) of
questions appear at a given pointin time

responses in those lists

&~ Admin

1 - Cross-College Questions These are set up centrally to apply to all [
students in OneGrade, via the maintenance section in the left hand menu: Skills

Periods
Response Category

Response Options
Click on 'Create New' to add a new question to the grid:

Cross-College Questions

Maintenance -/Skills Cross-College Questions

+ Create New

ESponse Category Y Question Cescription Y OrderBy ¢ T Is Obsolste T Inuse T

I |

Select Response Category... ¥ ‘ |

Once created, they may be managed via the Edit/Update buttons

Response Category Y Question Description T OrderBy + T is Obsolete Y inuse i

| Do you feel safe when you're at college? | [1 | [J v

StrAgree - Str.Disagree (5) Are you managing to keep up with the Work required on your course(s)? 2 v

Note that if responses exist against a question, it will be flagged as 'In Use'

Where a question is 'In Use', it may not be deleted and the Response
Category may not be edited.

Significant changes to questions flagged 'In Use' are not recommended;
instead, it is best to set the question to obsolete and create a new question.
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2 - Course Questions Different sets of questions can be created for each course or copied
from one course to another. Access is therefore via the Group Menu/Skills tab:

neGrade Plus

ONE@RADE

Course: 25077 ((3F/3N) EDEXCEL L3 Nat Ext Dip Business (16-18 FT) (36))

In Year Progress  Grouped Reporting  Progress vs Target  Progress vs Final  Details |

Bz L T QE & Excel
Pariod01: Initial Skills Assessment Sept1 [Edita Periodd4. Summer 2024 [Edable]
Cross-College Course
T | Sumame T | Forename T | Course Code Resp  Avg Q8A Resp Avg Resp  Avg asA Comm
442645 Student 25017L B & 087 6§ 083 @  Centinuing
443410 Student 250171 B 6 387 6 43 @5 Continuing
443638 Student 25017L 20] (] 067 B 167 EF Continuing
445161 Student 250171 0] 6 300 6 450 B Continuing
450584 Student 2501TL =0 6 36T B 51T Bl  Continuing
453558 Student 250171 g9 6 300 6 400 EH  Continuing
454154 Student 250171 Bm & 200 6 283 EE  Continuing
454729 Student 250171 g & 13 6 150 EF  Continuing
455675 Student 25017L BE 6 067 B 083 B4 Continuing

Click on the ellipsis to create new questions or to copy from a different course.

The popup screen below can then be used to maintain questions relating specifically to this course.

Create new questions using the “+ Create New Course Question” button.

Course Questions fef (25017L) (3F/3N) EDEXCEL L3 Nat Ext Dip Business (16-18 FT) (36)

| + Create New Course Question I

Question Text Response Category Order By Is Obsolete In Use
This course ks helping me o improve my team-working skills StrAgree - Sir Disagree (5) 1 o
This coursa is helping me 1o improve my communication skills Str Agree - Sir Disagres (5) 2 e
This course is halping me to improve my financial skills Sir Agree - Sir Disagree (5) 3 Please Select Course 1o copy...
Thi 3 - : . = . 1569W
his course is helping me lo improve my marketing skdils Sir Agree - Sir Disagrea (5) 4
(3F) OPENAWRD L3 Access HE Dip - Health EVE ¥r 1 (55) - Questions (2
This course is helping me to improve my time management skills Str Agree - Str Disagree (5) 5
- R : e : 22466W
This course ks helping me to improve my problem solving skills Yes/Mo [3 S i o
OCR A Level Psychology (71) - Questions (1
‘Wil this course improve your employment prospects? 1= low, 5 = high, Marks out of Ten 7T
2246TW
Copy questions from an existing course I_D'easc- Select Course to copy. '—l AQA A Level Sociology (71) - Questions (2

To copy questions from an existing course, use the “Please Select Course to copy” drop-down,
which contains a list of all courses that already have questions created against them.

Once a suitable course has been selected, tick the required questions and click the "Copy" button:

Copy questions from an existing course 25017L v
a Response Category Question Text Order By
n StrAgree - StrDisagree (5) This course is helping me to improve my team-working skills
[ ~] Str.Agree - Str.Disagree (5) This course is helping me to improve my communication skills
[ ~] Str.Agree - Str.Disagree (5) This course is helping me to improve my financial skills
a8 Str Agree - Sir.Disagree (5) This course is helping me to improve my time management skills
B Yes/Na This course is helping me to improve my problem solving skills
B8 Marks out of Ten Will this course improve your employment prospecis? 1 = low, 5 = high,
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3 - Response Categories

neGrade Plus

Each question needs to be allocated a Response Category that controls the available responses (the
'Response Options' within that category):

Maintenance - Skills Response Category

+ Create New
W campus Desaription T OwerByt T  isObsolate Y muse T
Str Agres - Str Désagres (5) 1 o
| Reporting
YesMo #] 4
}' Admin Str Agrea - Sir Disagrea (4) 3 m
Agree - Disagree (2) 5 J
Maintenance
1 (Low) - 5 (High) [ 7
Marks out of Ten T "
Confidence 8 o m

® Response Category

R

Once created, Categories can be deleted or edited as shown above - any flagged as “Obsolete” will
have a light red background.

4 - Response Options

These contain each individual option including a numeric score for each response within a Response
Category. They can be numeric e.g. a scale of 1 - 10, text responses such as the 5 levels from
“Strongly Agree” to “Strongly Disagree”, dichotomized responses e.g. “Yes/No”, “Agree/Disagree” etc.
or any other type which you may require.

Maintenance - Skills Response Options

+ Craate N

Response Category 1 T Description T Vive T OmerByr T isCosciess T wmisa T

1 Low 5 Hgh) 1 o C [ & Ouier |
1 Lew) - 5 {High) 5 Viery High [ # an [ 8 i |
4 w5 g o r =
TR pr : - o
1 {Lowv) - 5 (High) 2 Low 2 4 m
Ay - Dsayres (2} Ay : 1 s

Agree - Disagee (2} Disagree 1 1 s
Conbdanca Wary orfden: | & vbeen |
Mesries, cut of Te 1 1 1 ’

Marks oyt of Ten 2 - 2 o

Marks cut of Tae 3 3 3 .r =3

Marks cut of Ten 4 4 d m
Marks cut of Ten 5 L & o

Maks ot of Tee 8 8 " r

Marks cut of Tee

Marks cut of Tee s 2 8 7

Marks cut of Ten ] L v v [ # e |

Note that if you choose to use different Response Categories for your set of questions, the range of
values used needs to be consistent. For example, if you use a scale of 5-4-3-2-1 for some questions,
then any 'Yes/No' type responses should be given values of 5 and 1 respectively.
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5 - Periods and Visibility

Many colleges will already have initial and follow-up surveys in place, but the Skills function in
OneGrade Plus allows these to be monitored and stored for up to 10 periods per year. The ensuing
statistics will also be available to add into the Delta function as an additional source of overall
Student Monitoring. A feature of the Skills Periods is the ability to make each period “live” and
available to students and staff for specific durations of time between an “Open Date” and a “Close
Date”. Each period will only show if the current date falls within the duration - thereby enabling
surveys to be either open or closed. Staff and/or students will be able to input answers (responses)
during this time and each period will become selectable for inclusion in reports.

neGrade Plus

@NE@RAFLDUE = B 2324 « Q, & Andrew Genner (Admin) v

Maintenance - Skills Periods

ﬁ Groups
Default Descripti... Y Skills Period Description Y oOpenDate Y CloseDate Y  AreAnswers Editable T
W oepts Period01 Initial Skills Assessment Sept 2023 01/09/2023 30/09/2023
Period02 Autumn 2023 01/10/2023 2211212023
B Reporti )
14 Reportng Period03 Spring 2024 01/01/2024 29/02/2024
/& Admin Period04 Summer 2024 01/04/2024 30/05/2024
Period5 Late Summer 2024 01/06/2024 31/07/2024
Maintenance —
Period0s 01/01/2000 01/01/2000 # Edit
Skills
Period07 01/01/2000 01/01/2000
® Periods e
Period0s 01/01/2000 01/01/2000
Response Category = '
Period09 01/01/2000 01/01/2000
Response Options
i i Period10 01/01/2000 01/01/2000

Cross-College Questions

6 - Recording Responses

From the My Groups menu option, choose either a Course or a Group and click the “Skills” tab. This
will reveal the Period(s) that are currently available and the associated columns. Click on the Q&A
button that sits on the row of the student for whom the responses are to be recorded. Staff may
record answers for students or students may log on to answer the questions themselves.

Course: 2501 7L ((3F/3N) EDEXCEL L3 Nat Ext Dip Business (16-18 FT) (36))

‘ Groups C
In Year Progress  Grouped Reporting  Progress vs Targel  Progress vs Final  Details | Delta £\

- A T BE @ Excel
ok L itial Skills Assessment Sept1 [Edita.. Perdodl) 2024 [Editable]
® VA Groups (7) | Course Cross-Collage Course Cross-College Coursa
| StudentRef T| Sumame T |ForenameT | Course CodaT Questions Resp  Awvg Resp  Avg Q8A Resp  Awg Resp Avg | Q&A Colwleﬁwn
Engfish 2 4426 442648 Student 25017L B 6 387 6 517 6 067 6 083 [ | Continuing
Maths Gi - | 243410 Student 260170 6 = 6 250 6 313 2] 6 3&7 6 4313 Confinuing
2 | 443638 Student 25017L 6 = 6 183 5 250 [22] 6 067 6 167 EE  Continuing
M compus 3 | 445161 Student 25017L 5 6 067 6 100 oI 6 300 6 450 [ Continuing
2 | 450584 Student 25017L & 6 200 6 300 BB & 367 6 517 [EE Continuing
| Regorting 3 | 453558 Student 250170 6 ~ 6 133 6 18 6 300 6 400 &  Continuing
& | 454154 Student 25017TL B —; [ 217 6 233 @= 6 200 [ 283 @& Continuing
& admin - 454729 Student 25017L B 6 313 6 483 20 6 133 6 150 B  Continuing
& |sssers 455675 Student 25017L 6 6 067 6 083 6 067 6 083 BE  Continuing

TOTAL COLLEGE
@° °‘*ce@

Software, Consultancy and Training to the post-16 Sector

Page 4



GONE@RADE

The popup screen below will appear to enable staff or students to choose a response from the drop
down menu that appears when they click into the “Answer” box. Once entered the response is saved
when the “Save changes” button is pressed.

neGrade Plus

Skills Questions for Student: Student 442648 (442648) [Overall Average=4.42] 3
Select Period Pericd01: Initial Skifls Assessment Sept1 [Editable] . | I sible between: 22/02/2024 & 320125 ]
Cross-College Questions [Average=3.67] -
Do you feal sale when you'rs 8 colege? Sirongly Agras T &
z - Strongly Agroe 2
Ase you managing to keep up with the work required en your course(s)? Strengly Agies . i
Stnongly.
Do you know whar bo gat stvics about other Bsues which might allect you? Yos Gy Ajree
A
e you anjoying your lessang? Stiongly Agree L i
Meither Agree nor Disagres
Are you getting usehul fesdhack about your progress on your course(s|? Stongly Agiid
Desagred -
Strongly Disagree (P TRl | Cancedl changis
Questions for Course [Average=517]
Queston Answae Comments.
This courss is halping me 1o impeove my team.waorking skils Strongly Agree T i
This course is helping me o impeove my communication skills Strengly Agres
This course & Pelping me io Improve my Erancial skits Strengly Agiew
This course is helping me 10 improve ny Sme management skils Strcngly Agies }
This course i helping me 1o mprave my problem sahing skills Yas
Wil this Courke IMprove your employnnl prospects? 1 ¥ low. 5 = high 10 Hopstully
v

+ Save changes Cancel changes

7 - Reporting

Once responses have been entered and saved the stats are available as on the selected group screen
below. Here we have comparisons between Period 1 and Period 4. Any Periods can be made current
i.e. “Live” by applying a date range that includes the present date (see Section 5). The buttons shown on
the right in the row beneath the “Skills” tab enable you to toggle additional columns in the grid.
Hovering over the buttons explains the purpose of each button. Note that the key shown in the
diagram is not shown on the actual screen.

VA Group: 25017L2 25017L2_GpA ((3F/3N) EDEXCEL L3 Nat Ext Dip Business (16-18 FT) YR2)

in Year Progress  Grouped Reporting  Progress v Target  Progress vs Final  Details I Deita A\

| BE : B R Excel I
‘ Period01: Initial Skiis ] y 2024 [Eatable]
| |
® VA Groups (6) : ! Course  Cross-College  Course Cross-College  Course
::stuoemmf"f,sm T | Forename T CouseCode Y Questions Resp Avg Resp Awg O8A Resp Awg Resp Avg OQ8A Completion
English ( & | 442648 442648 Student 25017L 6 = 6 367 6 517 PH 6 067 6 083 B Continuing
e i 443410 Student 25017L 6 - 6 25 6 333 B 6 367 6 433 EF Contnung
i 443638 Student 25017L 6 = 6 18 6 25 BY 6 |
m Campus - 445161 Stugent 25017L 6 = 6 067 6 100 B@ € Key to Toggle Buttons
2 450584 Student 25017L 5 - 6 200 6 2300 EH s
(=N
|8 Reporting 2 453598 Student 25017L 6 = 6 133 3 183 B9 s - a
F 3 454154 Student 25017L [ - 6 217 & 233 B9 s -
F a & | 454729 454729 Student 25017L 6 - 6 333 6 48 PB 6 >
Admin -
: & | 455675 455675 Student 25017L 6 = 6 067 6 08 B 6
-
@ Help
E
A
Total: 9 Records, Showing 9 Filtered Records (Completed or Continuing) X Excel
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Here we have added the 'Overall' column to give an aggregated score of both the cross-college and
course specific questions:

eGrade Plus

@NEGR ADE

VA Group: 25017L2 25017L2_GpA ((3F/3N) EDEXCEL L3 Nat Ext Dip Business (16-18 FT) YR2)

I Year Progress  Grouped Reporting  Progress ve Target  Progress v Finad  Detads Ioen..g
| E| PRl i Excel

| | [ Penoont” Intat Saks Assessment Septt [Edtabie] Penoatd [Ectasic]
jngmm‘rm T | Ferename T CoumeCode T Cuestions Resp Avg Resp A | Resp Mg | 0SA Resp awp mwmmmm
2 |aazsam 442648 Susnent 25017 [ =~ & 387 & 517 |12 442 |EH & o087 & 083 |12 075 | EY continung a
3 4431470 Shusent 28087 3 - & 280 5 3m |12 29 |@E s 367 6 433 |2 400 [ B Contiumg

a2 443638 Stusent 25017L 6 = 6 183 6 2% |12 27 |EW & o087 & 167 | 12 147 | EE Continung

;3 245151 Shssent 250U 6 = & 08F 6 100 | 12 o8y | BB s 300 & 450 | 12 375 | By Continuing

2 450588 Student 28017L & = 6 200 6 300 |12 z50 | & 36 & 8517 |12 442 |E Comnung

3 453598 Stusent 25017L & = (3 123 B 18 | 12 158 | B & 300 [ 400 | 12 350 | EY Contimang

5 454158 Sthucent FS0VTL 6 = & 27 6 21w |12 235 |BE & 200 6 283 |12 242 | EE Contung

& 45729 454729 Suent 25017 & —~ 6 333 & 483 |12 408 |8 & 133 & 150 |12 14 |E) cootinung
FRr 455675 Stugent 280171 6 - 6 osF & o83 |12 ors|E® & o0&7 6 w082 |2 ors |EH) contnuing

Total # Records, Shawing 9 Filvered Records (Completed or Continuing)

CROSS-COLLEGE REPORTING
Data for the whole college is available under the Reporting - Skills Reports in the left hand menu.

Period Summary - average scores for all Skills Questions by period:

Shills - Period Summarny

............ rr— . 20 s
I v 18] (BRI R e we I
'il-l-! ¥ Fowaws T ey ¥ Cmaslolage JurirgPeisd 7 Creelolage VesfageuPond T Ovent Peiodilieg T Ot FosgliAg T Ovwoll Ofewecy 7 Ovenlt SaringPecd 7 Dvarpt Mpeiflacems Paved T
oy Seucsart Aam 1 . e L] A 1 .
s ot in 1 L] 1 . ¢l ] La LR 1 -
I Snvoet t2 ] i 19 1 4 s ia EL 1 “
waan et T im a5 1 . = iw o 1 .
dazy Sedbart 1] e LR L] . 1 e 4 1 .
s St (28] w EL ] i Ll t ] L Bl i -
oTE e L) ane L 1 Ll i i 3 1 .
. Secwet 1 b LBES 1 . I o 10 1 .
wer Secent m 1% o 1 . 1% i sm 1 .
18 draset i e 412 1 . 1. e # i -
e Shutert - EL e 1 % e AL 1 .
e e 1 L1 "W 1 . I 1T aw 1 .
Lt e 1. 100 e 1 . = R iae 1 .
Lo St bt s dod ] . (1] o iw ] .
Question breakdown - detail of responses for each question, with each period selectable:
Shills - Question Breakdown
2 et
T Crom-Cobege Sarimg Pescd T Colage:

g : : ; : ; :

8T Sudere 4 -2 t - 4 ]

4a8348 Snudare ‘ L] 1 - 4 “

AL radere % Ll 4 4

- = , : : : ; :
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