Activity 11.3 Creating an audit report of a service/organisation
Tutor actions
What you need to do in PebblePad to set up the activity
Prior to the activity:
· Create a form in form builder designed to encourage students to apply their new knowledge. Allow evidence to be added to each question.
· Create a gateway set to lock on the date when the final audit report is due.
· Add students to the user group. If you are working with large numbers of students and several tutors you could use the manage tutor groups option.
· Within form builder make form available to gateway group. Select auto publish responses. This automatically submits the forms back to the gateway as soon as the student saves their form response.
· In the gateway add your frequently used feedback phrases to the comment bank, which allows you to quickly and easily add common feedback statements which can then be personalised.
· If your students have not used PebblePad before, insert a hyperlink in the learning management system resources area to the PebblePad log on page.
During the activity:
· Give feedback to your students on a regular basis, using the comment bank to save time.
· Once the assignment due date has passed, give summative feedback to each student and grade each form. 
· Release the grades and feedback when the marking process is complete.
Instructions to the learner
You can adapt these instructions to your learners and to your context. 
· Log onto PebblePad and go to create new. 
· Select thought and complete it following the instructions given in the LMS module.
· Go to create new and this time, choose more and then form. Open the form that corresponds with the instructions you have been given in the LMS. Attach the thought you created earlier, as evidence. When you save the form it will automatically be submitted to the gateway so your tutor can provide feedback.
· At the start of your course you won’t be able to complete all the form in one go. You will need to regularly create thoughts and add them as evidence to the form in your asset store as the module progresses. Every time you update your form, it is updated in the gateway. 
· Your tutor will give you regular formative feedback.
· Once the assignment due date has passed you will not be able to change/amend your form or any assets attached to it, but you will be able to view your form at any time. 
· You will receive an email notifying you of when the form has been marked and feedback given. 
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