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| PROCESSESS AND TUTOR CHECK LIST
Resp. Ilmiolavoro 

The expected process are:
· WBL training design
· Management and monitoring
Here follow the description of these processes. The informative elements are:
· flow-chart in which it is possible to understand what are the expected activities, who does what, the used tools, grid, modules etc. 
· a detailed description of each activities
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WBL training design process 

The flow chart [image: ]

	[bookmark: bookmark=id.gjdgxs]Process activities descritption

	1
	The tutor studys and learns in depth the activities that have to be done to launch and manage the Housing Care WBL Pathway

	2
	The tutor have to take in account the designed macro-learning unit

	3
	The tutor have to contact the host organization asking a meeting (in presence or online)
During the meeting the tutor have to ask the host organization a short description of the senior/s, the needs, available the technologies.
The the tutor have to co-individuate with the host organization the WBL activities/experiences that are consistent with Housing Care training pathway. For each WBL activities/experiences the tutor should define the expected Performance.
The the tutor can connect the shared WBL activities/experiences with the expected Learning outcomes defined in the Macro Learning Unit
At the end the tutor have to ask the host organization if there are some specific rules or law related the safe and security dimension

	4
	The tutor invites the care worker to do the self-assessment. The care worker does it autonomously

	5
	The tutor organize a meeting (in presence or online) with the host organization and the care worker aimed at co-define the terms of the WBL pathway

	6
	The tutor, based on the type of care worker, individualize her/his WBL learning pathway

	7
	The care worker accept and validate the individualized learning plan

	8
	The tutor co-define with the care worker the calendar fo the WBL pathway. It can be 7 weeks or 4 weeks long











Management and monitoring process 

The flow chart 
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	Process activities description

	1
	Plan the daily schedule for working on the Housing Care Project. 
Analyzing the tools, clients, time available e.g. smartphone, tablet, smart TV, age and ability of client, how much time is available with each client.  
Identify client interests to tailor activity.
Identify any additional tools or training that may be required.

	
	
	

	2
	TUTOR - explain to care worker what the formative assessment will involve and what is required from them. Reference back to Guildlines and MOOC where possible (as information is already there and they have already completed learning).  Reflection and discussion with tutor and care worker is very important, identiy any area which may need to be reviewed, other ways the tutor can help the care worker learn.
CARE WORKER - Reflection and discussion will help identiy any area which may need to be reviewed and other ways in which to learn.  Option to link in with tutor at any time with queries, concerns.
	

	3
	TUTOR -  Learner Log to note any queries as they arise, online or paper based option. Group discussions via online Zoom, Whatsapp etc
	

	4
	TUTOR - Invite the care worker to do the final self assessment questionnaire. 
CARE WORKER - Does the final self assessment questionnaire
	

	5
	TUTOR - Invite the care worker to do the Quality feedback form. 
CARE WORKER - Does the Quality feedback form
	

	
	
	

	6
	TUTOR - Does the final report where he or she describes quantitative data and qualitative information related the implemented WBL pathway 
	







WBL Pathway check list 
 
In order to ensure that the tutors implement the tutoring processes correctly while maintaining the shared standard, a check list was created. Using it, the tutors will be able to:
-       develop a systemic awareness of the activities to be implemented;
-       know each single activity;
-       implement every planned activities;
-       check if some activities have not been implemented.

Check list n° 0 - WBL Pathway check list
	ACTIVITY
	TICK
	DATE
	SIGNATURE

	Before WBL Activities

	1. You have promoted the WBL programs for the involvement of the host organizations and you acquired the availability of some of them
	
	 
	 

	2. You have contacted the Care Workers that participated the MOOC and you have proposed her/him to do the Self Assessment tool
	
	 
	 

	3. You have contacted the Care Workers that have done the Self-Assessment tool in order to understand if they know an available host organization/family
	
	 
	 

	4. You have matched the care workers that don’t have an available host organization with the available host organization 
	
	 
	 

	5. You created the calendar of the WBL pathway related the single care-worker
	
	
	

	6. You launched the WBL pathway
	
	 
	 

	During WBL activities 

	1. You have met the host organization and the care worker to co-plan the WBL pathway starting from the learning outcomes
	
	 
	 

	2. You have met the care worker to design the individualized WBL pathway
	
	 
	 

	3. You have shared with the care worker and with the host organization the WBL pathway calendar (30 hours)
	
	 
	 

	4. You launched the WBL pathway
	
	 
	 

	5. You have monitored the care workers WBL learning activities during the WBL pathway through an in presence or online meeting and on the base of the management and monitoring plan
	
	 
	 

	6. You have communicated the monitoring activities to the interested parties (the responsible of project partner staff, learner/care worker...)
	
	 
	 

	7. You have completed the formative assessment 
	
	 
	 

	8. You have the evidence the care worker has ended the WBL pathway 
	
	 
	 

	9. You have done the monitoring report with the most important information acquired during the monitoring meeting
	
	 
	 

	10. You have asked the Care Workers to do the final Self-Assessment tool
	
	 
	 

	ACTIVITY
	TICK
	DATE
	SIGNATURE

	After WBL activities 

	1. You have evaluated the need for modification, correction, remodulation path and, if necessary, has modified, corrected, reshaped the path
	
	
	

	2. You have reported the progress of the WBL pathway to the learner/care worker
	
	
	

	3. You have prepared a final monitoring report (comment on the results)
	
	
	

	4. You have ensured that the care workers have received the certificate of competence
	
	 
	 


 

The tasks of the tutors is outlined below in some frameworks. They could be helpful as alternative tools to the checklist above. Their main quality is they provide an overview of the tasks to be performed by the tutors.
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1 Housing Care WBL 
Pathway   understanding Check list n° 0 - WBL Pathway check list



2 Learning Unit Design Tool n. 2 - Learning Unit model                                                                          



3 WBL training pathway co-
design



Tool n. 3 Co-planning with the Workplace 
host                                



4 Care worker initial self-
assessment Tool n. 1 Selfassessment tool



5
Meeting between Tutor, 
Care Worker and Host 



Organization



Guide lines n. 4 How to organize a the 
meeting (tutor) 



6
Individualized training 



design Tool n. 4 – Individualized plan                                                            



7
Validation individualized 



training design
(learning agreement?)



8 WBL pathway calendar 
creation 



Calendar template



WBL training design



DOC.Activities Tutor Host 
Organization Care worker
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3 Monitoring activitiy at the 
workplace



Tool n. 5 Monitoring visit/online meeting WBL 
workplace  



4
Care worker final self 



assessment Tool n. 1 Selfassessment tool



5
Collection of feedback from 



the care workers Form n. 1 - Quality Feedback form



6 Finanl monitoring report



DOC.



Grid n. 1- Give and communicate formative 
Assessment (for tutor) 



Grid. N. 2 – learner/care worker grid to receive 
formative feedback  



Grid. N. 3 – learner/care worker grid to receive 
formative feedback                    
Tool 6 - Logbook



Management and monitoring 



Care WorkerActivities Tutor



2 Formative assessment



1
WBL activities 



implementation in an host 
organization
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TUTOR’S TASKS



ARROW
INFOGRAPHIC



1. BEFORE WBL ACTIVITIES



Preparation
A



2. DURING  WBL ACTIVITIES



Direct support
B



3. AFTER WBL ACTIVITIES



FInalization
C
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A. BEFORE WBL ACTIVITIES
TUTOR’S TASKS



You have promoted the WBL programs 
for the involvement of the host 



organizations and you acquired the 
availability of some of them 



1. PROMOTION OF THE 
WBL PROGRAMS



You have contacted the Care 



Workers that participated the 



MOOC and you have proposed 



her/him to do the Self 



Assessment tool



2. CARE WORKERS SELF 
ASSESSMENT



You have contacted the Care 



Workers that have done the 



Self-Assessment tool in order to 



understand if they know an 



available host 



organization/family



3. HOST ORGANIZATIONS 
AVAILABILITY AWARENESS



You have matched the care 



workers that don’t have an 



available host organization with 



the available host organization 



4. CARE WORKER-HOST 
ORGANIZATION MATCH



You created the calendar of the 



WBL pathway related the single 



care-worker 



5. CALENDAR 
CREATION



You launched the WBL pathway



6. WBL PATHWAY 
LAUNCH 
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B. DURING WBL ACTIVITIES
TUTOR’S TASKS



You have met the host 
organization and the care 



worker to co-plan the WBL 
pathway starting from the 



learning outcomes 



1. CO-PLAN MEETING



You have met the care worker 
to design the individualized 



WBL pathway 



2. INDIVIDUALIZED 
WBL PATHWAY



You have shared with the care 
worker and with the host 



organization the WBL pathway 
calendar (30 hours) 



3. CALENDAR



You launched the WBL pathway 



4. WBL PROGRAMS 
LAUNCH



You have monitored the care 
workers WBL learning activities 



during the WBL pathway 
through an in presence or 



online meeting and on the base 
of the management and 



monitoring plan 



5. WBL PROGRAMS 
MONITORING



You have communicated the 
monitoring activities to the 



interested parties (the 
responsible of project partner 
staff, learner/care worker...) 



6. MONITORING 
RESULTS SHARING



You have completed the 
formative assessment



7. WBL PATHWAY 
FORMATIVE ASSESSMENT



You have the evidence the care 
worker has ended the WBL 



pathway 



8. END OF WBL 
PROGRAM DETECTION



You have done the monitoring 
report with the most important 
information acquired during the 



monitoring meeting 



9. MONITORING 
REPORT



You have asked the Care 
Workers to do the final Self-



Assessment tool 



10. FINAL SELF-
ASSESSMENT
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C. BEFORE WBL ACTIVITIES
TUTOR’S TASKS



You have evaluated the need for 
modification, correction, 
remodulation path and, if 
necessary, has modified, 



corrected, reshaped the path 



1. WBL PATHWAY 
EVALUATION



You have reported the progress 



of the WBL pathway to the 



learner/care worker 



2. CARE WORKER PROGRESS 
COMMUNICATION



You have prepared a final 



monitoring report (comment on 



the results) 



3. MONITORING REPORTING



You have ensured that the care 



workers have received the 



certificate of competence 



4. COMPETEMCE 
CERTIFICATE
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