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Connexions PA’s checklist

Plan-it can support the role of the Connexions PA, as follows:

· In your work with those at risk of NEET

· In diagnosing universal IAG needs
· In Transition Review Planning

	Action
	Completed

	Understand how the Plan-it system works.
	

	Find out the names of the staff leading on Plan-it in your school: SLT link, coordinator, etc.
	

	Be involved in any Plan-it planning meetings e.g. Joint Action Planning/Partnership Agreement meetings, etc.
	

	Be familiar with the school’s plans for delivering Plan-it: which year groups, when, the outcomes the schools would like, your role, etc.
	

	Be involved in / jointly present the introductory session for students and show the links between: Plan-it/IAG/the role of Connexions, etc.
	

	Where possible attend training for the school’s delivery team so you can learn each other’s role.
	

	Have your own password to the Supervisor Area (change it in ‘My Profile’ in Supervisor Area).
	

	Be able to perform the ‘Forgotten Password’ and ‘Create New User’ functions in the Student Site using your password (see Quick Start Guide).
	

	Be able to use data provided by the system to support your role as follows:

(This will only be possible if your school is using the Plan-it system with the year group below)

Risk of NEET young people:
· As part of or before Guidance Interview access young person’s Plan-it’s work – Summary, Action Plan.

· If young person hasn’t completed some sections of Plan-it then encourage them to.
Those with a Statement of SEN:
Y9: Use the young person’s Plan-it information to support the Transition Planning process. 

Universal IAG:
Y9: Access ‘My School Life’ & ‘Ambitions’ Cause for Concern reports and discuss with the relevant person in school (e.g. Head of Year, etc.) to agree action needed.

Use the information in ‘Your School Data’ to link careers information to academic monitoring and achievement.

Y10: As for Y9 and….

Look at Careers Report (Can export to Excel and filter results – click on ‘Export to CSV’) discuss with relevant person/people at school whether the results indicate the potential for group-work sessions with some young people.

Y11: As for Y9 and Y10 and…

Access Ambitions Quiz – Cause for Concern report and offer individual or group work to those indicating a negative response to the question regarding their post 16 plans.
	

	Be able to use the ‘Progress Report’ in the Supervisor Area to monitor and access student’s work.
	

	Be able to use the ‘Plan-it Comments Report’ in the Supervisor Area.
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