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Elklan CFSe Renewal —
Notes for LCPs

Elklan’s CFSe procedures were updated in 2020, including the use of a new CFSe Setting Area which has replaced the old
CFSe Tracker. The updated system affects not just new settings, but also any setting wishing to renew their CFSe status
from 2020 onwards.

For notes on how to register on a CFSe Renewal course, access your resources and use the new CFSe Setting
Area please see the following pages. The renewal process will differ depending on whether you have retained all
original Level 4-trained Lead Communication Practitioners (LCPs) — PLEASE SEE SECTION 1; or need to train a new,
replacement LCP to Level 4 — PLEASE SEE SECTION 2.

To get started with your renewal, you will need:

e An Elklan tutor to mentor your setting and mark your submissions. If you do not have a tutor, Elklan can
commission one on your behalf.

e Toregister on an Elklan course (a Course Code can be obtained through your Elklan tutor).

e Updated LCP Manual/s. All LCP Manuals dated pre-2020 will require replacement. Replacement manuals are
available to existing LCPs for a reduced cost.

o If your CFSe status has lapsed and it has been 5 years or more since you achieved your last CFSe award, existing
LCPs will be required to access non-accredited e-learning sessions and complete corresponding Knowledge
Quizzes before commencement of the renewal course. Please contact us to find out more.

For more information about renewal costs, including replacement manuals and Setting Re-Accreditation Fee, please
contact katie@elklan.co.uk, clare@elklan.co.uk or phone the office on 01208 841 450.
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1. Where a renewal setting has retained ALL original Level 4
trained Lead Communication Practitioners (LCPs) and no new
Level 4 training needs to take place:

Registering on a CFSe Renewal course

Go to www.elklan.co.uk

Select ‘Log In’ from the top menu bar:

El K /k Training & Services Our Work News and Blog Shop About Elklan Log In

Special offer on Elklan e-learn'ing

Elklan e-learning sessions are now.available'to develop your knowledge and skills:
Buy now and access immediately:

Enter the Email address and Password attached to your existing Elklan account and click ‘Log in’ to
be taken to the Elklan Learners’ Area:

Log in
Email address
Email address
Password Lost Password?
Password
Log in
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NB: If it has been some time since you last accessed your account, you may need to create a new one. If
you cannot log in using your existing details, please contact katie@elklan.co.uk who will confirm. Further
instructions can be supplied on how to create a new account if required.

To register on an Elklan course, enter the Course Code and Course start date (as supplied by your Elklan
tutor) in the ‘Register on an Elklan course’ box in the Learners’ Area and click ‘Continue’ (please note if it
is agreed that Elklan will commission a tutor on your behalf, we will provide you with a booking link to
register on a course instead):

Register on an Elklan course

Course Code, obtained from your tutor *

Course start date *

8t

Continue

Once registered on a course, the next time you access your Learners’ Area under the ‘My Course’
section you will see an icon for your CFSe Renewal course. Click on this icon to be taken to the course

page:

At

CFSe Renewal
&y

Primary

ElKlang

To access the Communication Counts PowerPoints, once in the CFSe Renewals course page scroll down
to ‘Communication Counts PowerPoints’ and click on the ‘PowerPoints’ folder:

Communication Counts PowerPoints
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This will open the Communication Counts PowerPoint files with embedded video clips. Click on each
PowerPoint to open directly on your device ready to play, and to automatically download (you can find
it again by going to the ‘Downloads’ file on your device):

Communication Counts PowerPoints

=- PowerPoints
3 1y
P PPTIntro and Session 1 P PPT4
[y B . -
P P
b .
P

Below PowerPoints you will find Communication Counts Handouts, with the handouts for each session.
These can be downloaded and sent to staff or printed directly from your device:

Communication Counts Handouts

& session1

N
M 1.2.0 CFSe Communication Counts outling

.
A 132 The Communication Cha
N

A 133

.
£ oa

v,

FEERE .
b ! & &

Further down are PDF and Word copies of the Audit Visit Checklist which can be downloaded to print
and/or edit:

Audit Visit Checklist

.

A Audit Visit Checklist - Primary for face-to-face visits
[N
w  Audit Visit Checklist - Primary for face-to-face visits
[
A Audit Visit Checklist - Videe Submission - Primary to audit remotely
LN
w  Audit Visit Checklist - Videoc Submission - Primary to audit remotely

If you have retained all Level 4-trained LCP/s you will not be asked to complete a new Elklan e-log, but
there are some processes which need to be observed before your setting can achieve re-accreditation.
Please see notes below for more information about the steps required.
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How to Access your CFSe Setting Area and Staff Questionnaires — Step by Step Guide:

For renewal settings that have retained all original LCPs

Go to www.elklan.co.uk

Select ‘Log In’ from the top menu bar:

El K /k Training & Services Our Work News and Blog Shop About Elklan Log In
Y 1 I,

Special offer on Elklan e-learning

Elklan e-learning sessions are’'now.available'to develop your knowledge and, skills:
Buy now and access immediately:

‘ Find out more |

Enter the Email address and Password attached to your existing Elklan account and click ‘Log in’. This
will take you to the Elklan Learners’ Area:

Log in
Email address
Email address
Password Lost Password?
Password
Log in
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Go to the ‘My Communication Friendly Setting’ section and click on the rectangular Communication
Friendly icon for your course (please note there can be a slight delay in registering on your CFSe Renewal
course, and this icon showing in your Learners’ Area):

My Communication Friendly Setting

Click on the button for Communication Counts Challenges and to track your setting's progress:

Mationally accredited by Elklan and OCN London

Friendly, erimsy

The first time you access the CFSe Setting Area you will be asked to enter further details about your
setting, including staff numbers. Once the fields have been completed click ‘Save’:

" Edit your Setting details

Edit your Setting details !
A Please compiete the required information about your setting: ,

About your School / Setting

Your School / Setting
Please let Elkian or your Tutor know if the name of your school or setting is incorrect.

Elklan Primary School

School / Setting’s Address - Line 1

Parkside

Address - Line 2 (optional)

Station Road

You can now access the CFSe Setting Area. If you need to edit your setting details at any time, you can do
so by clicking on ‘Edit details’ at the top of the page:

Ellan Primary $choal

. "
Elklan Primary School ! i
, ChElanges
About the school / setting
Elklan Prirary School Tulor{s)
Farnice Elclan Tosdring
SHation Roed

St Mabryn, Cormwal, FLID 18N

Thisi il g b 13 2alF resmmbari
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Under the ‘Renewal of CFSe Status’ section, please ensure ‘No’ is selected for training a staff member
at Level 4, and that the number of new staff members and staff members who previously completed the
Challenges is accurate. The database will use this information to determine how many staff it expects
responses from to the different questionnaires (see below).

Renewal of CFSe Status

Does the setting need to train a staff How many new staff members are there? How many staff members have previously

member at Level 47 completed the Challenges?
24

-

=3

Using your Setting Page to Renew your Setting’s CFSe Status

As part of your renewal, you need to refresh all staff with Communication Counts. Following delivery of
Communication Counts sessions, staff members will need to complete an online questionnaire to give
feedback on the Challenges.

To access questionnaires, click ‘Copy’ next to the link found under ‘Communication Counts Challenges’
and then paste it into a message and send to all staff:

Communication Counts Challenges

J

New staff members (those who have joined your setting since you last achieved CFSe) are asked to
complete online questionnaires after each Communication Counts session, to give feedback on the
Challenges. Some sessions have more than one (e.g. 1a and 1b following Session 1):

Questionnaires

lajtb| 2| 3| 4a| 4b

&

5a| | 5b
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Existing staff members (those who received Communication Counts training previously as part of your
last CFSe award) have the option to complete just the ‘CFSe Renewal’ questionnaire at the bottom of the
link page. Any existing staff completing the CFSe Renewal questionnaire only, should do so just once after

all Communication Counts sessions have been re-delivered:

The following questionnaire is for the rest of the staff members, who completed the Challenges previously

CFSe

Renewal
Ly

Each questionnaire will first ask staff to fill in their name, role and setting details, then provide brief
feedback about the corresponding Challenge (or an overall summary, if completing the CFSe Renewal

questionnaire only). When complete, they should click ‘Submit’:

In session 1 you focused on:

« What is involved in communication?
« Identifying children’s communication needs

Reflecting on the impacts that delayed communication skills can have on a child,
+ Exploring adult-child interaction and the impact it has on children's communication

Your Challenge Ta was to complete a communication chain and impacts for one child you know. The child should have Speech Language and

Communication Needs (SLCN).
As part of the evaluation of your part in helping to create a Communication Friendly Setting, please reflect on the Communication Counts session and any

ideas you have implemented following this and complete this feedback

Notuseful Slightly useful Useful Very useful Extremely usetul

ow? °
o
No  Some Moderate Considerable Significant
change change  change change change
of S

For th . indicate the lovel of ch:
ocial and emotional development

Ploase add any other comments.

==

If you have staff member/s who can’t access the questionnaires online, you can submit responses for
them. To do this, in the CFSe Setting Area under the ‘Communication Counts Challenges’ section click on

the Challenge you need to enter a response to:

Communication Counts Challenges

Staff members in this setting can complete the questionnaire:

https://

LCPs taking Level 4  are not asked to subm questic

la | b 2
&

/22 responses 1/22 responses 1/22 respo

Form | Results Form | Results Form | R
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This will bring up the questionnaire results page. Click on ‘Add a response’:

credited by Elklan and OCN London

Ccommunication

,Friendly primary

Nationally
r

Communication Counts Challenge 1a

In session 1 you focused on:

¢ What is involved in communication?

+ Identifying children’s communication needs

» Reflecting on the impacts that delayed communication skills can have on a child.

* Exploring adult-child interaction and the impact it has on children’s communication

Results for LE Test setting All Key Stages
[S—)
A response has been received from 1 out of 21 staff members (4.7619047619048%)
Search:
Staff Member 1L Role

Katie McCormick Teacher Ed x

+ Add a response S Print these results
i

How to save thése results as a PDF

You can then enter the staff member’s details, and their responses. Once complete, click ‘Submit’:

Nationally accredited by Elklan and OCN London

Communication

,Friendly erimary

Communication Counts Challenge 1a

Please enter your name carefully as it will appear on your certificate.

Your first name

\ I

Your last name

Your satting *
LE Test setting

Your role in the setting

Pleas

Which Key stage do you work in?

Ple:

Privacy

Your feedback provides valusble information to ensure that Elklan courses are fit for purpose. Care will be taken at all times when processing and storing personal
information to comply with the terms of the General Data Protection Regulation 2018 (GDPR). Your comments will be viewed by your course tutor, the marking tutor and
Elklan’s Internal Verifiers.

Anonymised feedback comments may be shared with staff at Elklan, other Elklan Tutors, the Awarding Course € or . other
rganisations evalusting Elklan's activity or interested parties

Ancnymised feedback comments may also be used on social media, publicity materials or the Elklan website.
On occasions Elklan may want to use a quote with your name. This will only be done if specific permissien is sought and given by you.

For more information abeut Elklan and GDPR please see www.slklan co.uk/GDPR.

In session 1you focused on

» What is invelved in communication?
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will appear under ‘Responses’ so you can monitor progress:

Responses

Staff Member

Name 12 Role

Katie McCormick Teacher

Showing 1to 1of 1 entries

Please note the name and role entered by staff members each time they complete a questionnaire must
match exactly every time, for them to be counted as one staff member. If someone spells their name
differently or chooses a different role this will create a duplicate entry as shown below. To amend a
duplicate entry, click the pencil icon found next to the tick on the response you need to change:

Staff Member

Name

Kate McCormick

Katie McCarmick

Isted at least 5 questionna

s they complete questionnaires.

e or role if required. Name

es are eligible for a certificate.

Search

Challenge / Questionnaire
1A 1B 2 3 4A 4B SA 58
v

b

RENEWAL Certificate

Challenge / Questionnaire

1= Role 1A 1B 2 3 44
Teacher v
Teacher L «

Showing 1to 2 of 2 entries

The LCP can then edit the staff member’s name/role as required:

Edit Staff Member's name and/or role

Staff Member's Name *

Katf McCormick

Staff Member's role in the setting *

Teacher

Which Key stage do they work in?

Key Stage 2

When all entries match, the system will automatically update the responses to show them as one person.

Staff Member
Mame

Katie McCormick

Showing 1to 1 of 1 entries

Challenge / Questionnaire

: Role 1A 1B 2 3 4A
Teacher ' v

© Elklan Training Ltd



Elklang

Training to Support Children’s

Staff who complete 5 questionnaires or more are eligible for a Certificate of Participation. Once staff
become eligible, a section titled ‘Certificates’ will appear below ‘Responses’ with a ‘Download certificate’
button — click on this to download a zipped file containing certificates which can be sent to staff. Please
note certificates are NOT available for those staff completing CFSe Renewal questionnaires only:

Staff Member Challenge / Questionnaire
Name 12 Role 1A 16 2 3 LY 4B 5A 5B RENEWAL Certificate
Katie McCormick Teacher Lvs v L' v v v ' v Eligible

Showing 1to 1 of 1 entries

Certificates
1 staff member is eligible for a Communication Counts participation certificate, which you can download in PDF format in a zip archive:

& Download certificate

If you have staff members who have previously completed an accredited Elklan course (e.g., TAs who've
completed Speech and Language Support for 5-11s) you can add them to 'Accredited Training' at the top
of the page. In this section you will find a ‘Sharing’ code. Click ‘Copy’ and paste the code into a message
only to those staff who have completed accredited courses:

I.duccr{‘-dlt("(l Training I

Stalf Hember
Pl
Hema Homols | L3 Completed | <3ysars | Guiz L& Compisted | < Syean | contect  Memows
T o =
e o =
- 13wt
[ 1 e r—

s o] 1 g i o pbvatnng Biadwlsthieh Chairpes wh s

i 10 0 BUBIT s 4 Whah Bl Tor) whed il Taking g Bad Lak
Ares. Tha muat b sppecved by

conde via ke bestion in Sa "o & CF5e Setting” nection in the Lasmer
bt char Lavvsd dtrinasd LCPa Bocwan Bha pathing wnd allos staff masmbary’ Srsning bo be counbed to

Ask the staff member/s to login to their own Elklan accounts, and in the Elklan Learners’ Area tell them to
click on 'Enter Code' in the 'Join a CFSe Setting' box to the right of the page:

Join a CFSe Setting

© Elklan Training Ltd
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This will take them to 'Join a CFSe Setting', where they enter the ‘Sharing’ code you supplied and the
setting postcode (exactly as it appears in your CFSe Setting Area), and click ‘Join’:

Join a CFSe Setting

Joining a CFSe Setting will allow Level 4-trained Elklan staff members in your setting
and the setting's Elkian Tutor to see your Level 3 training progress and the results of E
any Knowlscge Asssements you take Join here

denotes required information
Please enter the share code obtained from your Level 4 trained colleague, and the post L

code of your setting. Share code, obtained from your colleague *

Please note: Your name and email address will be shown to your Level 4 trained
colleague(s) as part of this process.

Setting Post Code *

I'm not a robot

Once they have done this each staff member’s name will appear in the Setting Area underneath the
'Sharing' link with a button for the LCP to deny or authorise their request:

The following users have asked to join the setting and await authorisation:

HName 1]

Deny Authorise

Showing 1to 1 of 1 entries

Once authorised their name/s will appear under 'Accredited Training' with any Course Code/s associated
with their account. Please note only LCPs can access and edit the CFSe Setting Area.

If there is a member of staff listed under ‘Accredited Training’ who has now left your setting, you can
remove them from the list by clicking the ‘x’ under the ‘Remove’ column next to their name:

Accredited Training

Search:
Staff Member
Main
Mame It Role L3 Completed < 3 years Guiz L4 Completed < 3 years contact Remove
atie McCeormick Test LCP AUT21/417CFSB ~ E

z Lcp ] SUM21/1 X

Showing 1to 2 of 2 entries
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Once you’ve re-delivered all Communication Counts sessions and received responses to the
guestionnaires, scroll down to ‘Summary report’ to complete a summary of results and submit a new
‘Wow’ moment, and click ‘Save’. You can upload supporting images from your device using the ‘Upload’
button under point 5:

Summary report

1. Analyse the guestionnaire results from the staff

[

2. summarise each section of the results stating the progress the setting has made in each area covered in the
questionnaire

5. Please upload any photographs or images to support the details which have been provided in answer to the
sections above.

U
Once the Summary report is ready, contact your Elklan tutor who will check the report and discuss
arrangements for your audit.

Audits are usually conducted by your tutor or a partner CFSe setting. Depending on your tutor, the audit
can be completed in person or through a live video walkthrough. Please note if your tutor is employed
directly by your setting, they may need to arrange an external audit — they can contact Elklan for more
information about this, including any costs.

Once complete, scroll down to ‘Audit’ and upload the completed Audit Visit Checklist from your device
as well as your School / Setting Logo, and inform your tutor when done.

Audit

You need to have your setting audited again. This will be done by an Elklan tuter. It can be completed via a video walkthrough or a visit. Please
download the relevant checklist

You will need to organise a visit form an Elklan tuter. If you would like us to provide a tuter for this, please let us know. There is an additional charge

Completed Audit Visit Checklist

& Upload

school / Setting Logo

& Upload

On completion, your tutor will contact Elklan for verification. CFSe accreditation is awarded when the
course has been successfully verified and will last for a further 3 years from date of re-accreditation. You
will receive a new Setting Certificate, updated CFSe Logo, and a window sticker for display.

© Elklan Training Ltd
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Elklan CFSe Renewal

2.  Where the renewal setting has lost a Lead Communication
Practitioner (LCP) and needs to train a new, replacement LCP to
Level 4:

IMPORTANT: Your new LCP must have completed a relevant Level 3 course and/or accessed non-
accredited e-learning sessions and corresponding Knowledge Quizzes prior to commencement of the
CFSe renewal. New LCPs who accessed Level 3 training more than 3 years ago will need to complete
corresponding Knowledge Quizzes prior to commencement. If their Level 3 training took place more
than 5 years ago, they may also be required to access non-accredited e-learning sessions.

Registering on a CFSe course

Go to www.elklan.co.uk

Select ‘Log In’ from the top menu bar:

Elklant Training & Services OurWork Newsand Blog Shop  About Elklan
) i
- W i

Special offer on Elklan e-learr‘ii'ng

Elklan e-learning sessions are’how.available’to develop your knowledge and,skills!
Buy now and access immediately:

Tt

Enter the Email address and Password attached to your existing Elklan account and click ‘Log in’ to
be taken to the Elklan Learners’ Area:

Login

Email address

Email address

Password

Password

I Log in

C‘P

© Elklan Training Ltd
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NB: If it has been some time since you last accessed your account, you may need to create a new one. If
you cannot log in using your existing details, please contact katie@elklan.co.uk who will confirm. Further
instructions can be supplied on how to create a new account if required.

To register on an Elklan course, enter the Course Code and Course start date (as supplied by your Elklan
tutor) in the ‘Register on an Elklan course’ box in the Learners’ Area and click ‘Continue’ (please note if it
is agreed that Elklan will commission a tutor on your behalf, we will provide you with a booking link to
register on a course instead):

Register on an Elklan course

Course Code, obtained from your tutor *

Course start date *

Bk

Continue

Once registered on a course, the next time you access your Learners’ Area under the ‘My Course’ section
you will see an icon for your CFSe course. Click on this icon to be taken to the course page:

My Course

Click on the course icon for resources, Learning Log access, downloads and more:

r cl.w.';
R

Corpmunicanon Friendly Settings
Primary &,

Elklant

To access the Communication Counts PowerPoints, once in the course page scroll down to
‘Communication Counts PowerPoints’ and click on the ‘PowerPoints’ folder:

Communication Counts PowerPoints

© Elklan Training Ltd
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This will open the Communication Counts PowerPoint files with embedded video clips. Click on each
PowerPoint to open directly on your device ready to play, and to automatically download (you can find
it again by going to the ‘Downloads’ file on your device):

Communication Counts PowerPoints

= PowerPoints
3 8
P PPTIntro and Session 1 P PPT4
- N N N
P 2 P P
3 -
P

Below PowerPoints you will find Communication Counts Handouts, with the handouts for each session.
These can be downloaded and sent to staff or printed directly from your device:

Communication Counts Handouts
& session1

N
M 1.2.0 CFSe Communication Counts outling

.
A 132 The Communication Chain

v,

FERRR .
@ & 4 @

Further down are PDF and Word copies of the Audit Visit Checklist which can be downloaded to print
and/or edit:

Audit Visit Checklist

LY
A Audit Visit Checklist - Primary for face-to-face visits
[N
w  Audit Visit Checklist - Primary for face-to-face visits
[
A Audit Visit Checklist - Video Submission - Primary to audit remotely
LN
w  Audit Visit Checklist - Videoc Submission - Primary to audit remotely
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Your NEW LCP:

« Will need to complete a Learning Log to achieve their Level 4 accreditation.

e Will need to attend 4 x Seminars (3 if you are completing CFSe — Early Years) with your Elklan
tutor at key stages during the process, either face-to-face or via webinar; your tutor will
arrange these with you. Existing LCPs may find it useful to attend also so they can support the
new LCP.

PLEASE NOTE: LCPs who have already achieved Level 4 accreditation do NOT need to complete a new
Learning Log and should not register for an Elklan e-log. It is important that existing LCPs allow the new
LCP to take the lead as much as possible so they can achieve their accreditation.

NEW LCPs ONLY: To register for your Elklan e-log, go to the ‘Elklan e-log’ box and click ‘Register for your
Elklan e-log’:

Elklan e-log

Watch this video [ for essential informaticn on how the E L
system works and how easy it is to complete yvour Learning = Og
Log online. |

Please read the document How to complete your Learning .
Log before you start. El K )‘?

Register for your Elklan e-log

Hed

This will take you to the e-portfolio site to access your CFSe Learning Log. Once registered, you can
continue to access it through the ‘Elklan e-log’ box by clicking the ‘Go to my Elklan e-log’ button:

Elklan e-log
Watch this video [ for essential information on how the systermn works and how E L
- Og

easy it is to complete your Learning Log online.

Pleasze read the document How to complete your Learning Log before you start.

Elka¥”

Y,

© Elklan Training Ltd
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If you are on a commissioned course which is using Elklan’s Zoom platform to host seminars, at the
top of the page you will also find a section titled “Your Webinars’ with a ‘Join webinar now’ button:

Your Webinars
‘Webinars are conducted via Zoom.
Please download the Zoom app and join a test session to be ready for your next webinar.

It is & condition of attending the webinars that your camera remains on to facilitate group discussion and learning unless
there is prior agreement with your tutor.

Your next webinar begins on (UK time). You will be able to join the webinar using the button
below. If it's now time for your webinar, please refresh the page.

Ioin webinar now Show Meating

This button will become active approx. half an hour before each webinar is due to begin. When this
happens, click the green ‘Join webinar now’ button to join the live session:

Your Webinars

webinars are conducted via Zoom.

It is a condition of attending this webinar that your camera remains on to facilitate group discussion and learning unless
thers is prior agreement with your tutor.

Your webinar is now live! Click the button to join the webinar

Show Meeting ID and Passcods

This will launch Zoom on your device. Follow instructions to join the meeting. The session will commence
when your Elklan tutor starts the meeting.

If you have trouble using the ‘Join webinar now’ link, you can also join through Zoom (https://zoom.us/).
Copy the Meeting ID and Passcode by clicking on the ‘Show Meeting ID and Passcode’ button and paste
them directly into Zoom using their ‘Join a Meeting’ option, following instructions to join the meeting:

Your Webinars

‘Wehbinars are conducted via Zoom.

It is a condition of attending this webinar that your camera remains on to facilitate group discussion and learning unless
there is prior agreement with your tutor.

Your webinar is now live! Click the button to join the webinar:

Show Meeting ID and Passcode

If you have any problems, please email itsupport@elklan.co.uk.
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How to Access your CFSe Setting Area and Staff Questionnaires — Step by Step Guide:

For renewal settings that have lost an LCP and need to train a new LCP to Level 4:

Go to www.elklan.co.uk

Select ‘Log In’ from the top menu bar:

El k /k Training & Services Our Work News and Blog Shop About Elklan Log In

Special offer on Elklan e-learning

Elklan e-learning sessions are’'now.available'to develop your knowledge and skills:
Buy now and access immediately:

Enter the Email address and Password attached to your existing Elklan account and click ‘Log in’. This
will take you to the Elklan Learners’ Area:

Log in
Email address
Email address
Password Lost Password?
Password
Log in

© Elklan Training Ltd
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Go to the ‘My Communication Friendly Setting’ section and click on the rectangular Communication
Friendly icon for your course (please note there can be a slight delay in registering on your CFSe course,
and this icon showing in your Learners’ Area):

My Communication Friendly Setting

Click on the button for Communication Counts Challenges and to track your setting's progress:

Mationally accredited by Elklan and OCN London

Friendly, erimsy

The first time you access the CFSe Setting Area you will be asked to enter further details about your
setting, including staff numbers. Once the fields have been completed click ‘Save’:

" Edit your Setting details

Edit your Setting details !
A Please compiete the required information about your setting: ,

About your School / Setting

Your School / Setting
Please let Elkian or your Tutor know if the name of your school or setting is incorrect.

Elklan Primary School

School / Setting’s Address - Line 1

Parkside

Address - Line 2 (optional)

Station Road

You can now access the CFSe Setting Area. If you need to edit your setting details at any time, you can do
so by clicking on ‘Edit details’ at the top of the page:

Ellan Primary $choal

. "
Elklan Primary School ! i
, ChElanges
About the school / setting
Elklan Prirary School Tulor{s)
Farnice Elclan Tosdring
SHation Roed

St Mabryn, Cormwal, FLID 18N

Thisi il g b 13 2alF resmmbari
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Under the ‘Renewal of CFSe Status’ section, please ensure ‘Yes’ is selected for training a staff member at
Level 4, and that the number of new staff members and staff members who previously completed the
Challenges is accurate. The database will use this information to determine how many responses it
expects to the questionnaires (see below).

Renewal of CFSe Status

Does the setting need to train a staff How many new staff members are there? How many staff members have previously

member at Level 47 completed the Challenges?
7

Yes No 3
-«_-I
Save

Using your Setting Page to Renew your Setting’s CFSe Status

As part of your renewal, you need to refresh all staff with Communication Counts. Following delivery of
each session, staff are asked to complete online questionnaires to give feedback on the Challenges. Some
sessions have more than one (e.g. 1a and 1b following Session 1).

All staff need to answer the questionnaires (both existing staff who were present for the last award, and
new staff who have joined your setting since). This is so that your new LCP can collate the results for their
Level 4 Learning Log.

To access questionnaires, click ‘Copy’ next to the link found under ‘Communication Counts Challenges’
and then paste it into a message and send to all staff:

Communication Counts Challenges

Staff members in this setting can complete the questionnaires at:

n the setting, asking them to complete the relevant J
e enge. The same link is used after each Challenge.

la 1b 2 3 4a 4b

0/37 responses 0/37 responses 0/37 responses 0/37 responses 0/37 responses 0/37 responses

Form Results Form Results Form Results Form Results Form Results Form Results

5a 5b

0/37 responses 0/37 responses
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Each questionnaire will first ask them to fill in their name, role and setting details, then provide brief
feedback about the corresponding Challenge. When complete, they should click ‘Submit’:

In session 1 you focused on:

What is involved in communication?

Identifying children’s communication needs

Reflecting on the impacts that delayed communication skills can have on a child,
Exploring adult-child interaction and the impact it has on children's communication

Your Ch la was to a chain and impacts for one child you know. The child should have Speech Language and
Communication Needs (SLCN).

As part of the evaluation of your part in helping to create a Communication Friendly Setting, please reflect on the Communication Counts session and any
ideas you have implemented following this and complete this feedback

Not useful  Slightly useful Useful Very useful Extremely useful

How useful was the communication chain in helping to guide your observations of the child you know? o
How useful was the chain in heiping you understand the link between behavior and learning? [
No Some G
change change change change change
Thinking about the child you used in your challenge, indicate the level of change in your understanding of )

his/her communication difficulties.

For the same child, indicate the lovel of change In your awareness of the impact this might be having on their o
learning, social and

Please add any other comments

If you have staff member/s who can’t access the questionnaires online, you can submit responses for
them. To do this, in the CFSe Setting Area under the ‘Communication Counts Challenges’ section click on
the Challenge you need to enter a response to:

Communication Counts Challenges

Staff members in this setting can complete the questionnaires at:
https://

Copy the above link and paste to an email, document or text to se
* & banrsae-wasn Communication Counts session and whe
LCPs taking Level 4 tr§ining are not asked to submit these questic

la| b 2
{7

1/22 responses 1/22 responses 1/22 respo

Form Results Form Results Form R
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This will bring up the questionnaire results page. Click on ‘Add a response’:

Nationally aceredited by Elklan and OCN London
mmunication

( :
,Friendly primary

Communication Counts Challenge 1a

In session 1 you focused on:

¢ What is involved in communication?

+ Identifying children’s communication needs

» Reflecting on the impacts that delayed communication skills can have on a child.

* Exploring adult-child interaction and the impact it has on children’s communication

Results for LE Test setting All Key Stages -
[S—)
A response has been received from 1 out of 21 staff members (4.7619047619048%)
Search:
Staff Member 1L Role

Katie McCormick Teacher Ed x

+ Add a response S Print these results
i

How to save thése results as a PDF

You can then enter the staff member’s details, and their responses. Once complete, click ‘Submit’:

Nationally accredited by Elklan and OCN London

Communication
,Frlendly erimary

Communication Counts Challenge 1a

Please enter your name carefully as it will appear on your certificate.

Your first name

\ I

Your last name

Your satting *
LE Test setting

Your role in the setting

Pleas

Which Key stage do you work in?

Ple:

Privacy

Your feedback provides valusble information to ensure that Elklan courses are fit for purpose. Care will be taken at all times when processing and storing personal
information to comply with the terms of the General Data Protection Regulation 2018 (GDPR). Your comments will be viewed by your course tutor, the marking tutor and
Elklan’s Internal Verifiers.

Anonymised feedback comments may be shared with staff at Elklan, other Elklan Tutors, the Awarding Course € or . other
arganisations avaluating Elklan's activity or interested parties

Ancnymised feedback comments may also be used on social media, publicity materials or the Elklan website.
On occasions Elklan may want to use a quote with your name. This will only be done if specific permissien is sought and given by you.

For more information abeut Elklan and GDPR please see www.slklan co.uk/GDPR.

In session 1you focused on
+ What is involved in communication?
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As responses are received, each staff members’ name, role, and the questionnaire/s they’ve completed
will appear under ‘Responses’ so you can monitor progress:

Staff Member Challenge / Questionnaire

Name It Role 1A 1B 2 3 4A 4B 5A 5B
lan Scott Practitioner v v v v v

Jess Harris SENCO v v v v v

Karen Daniels Teacher v v v v v

Kelly James Teaching Assistant v v v v v

Please note the name and role entered by staff members each time they complete a questionnaire must
match exactly every time, for them to be counted as one staff member. If someone spells their name
differently or chooses a different role this will create a duplicate entry as shown here:

Staff Member Challenge / Questionnaire

Name 1% Role 1A 1B 2 3 4A
lan Scott Practitioner v v v v v
Jess Harris SENCO v v v

Jessica Harris SENCO v

To amend a duplicate entry, click the pencil icon found next to the tick on the response you need to
change:

Staff Member Challenge / Questionnaire

Name I£ Role 1A 1B 2 3 4A
lan Scott Practitioner v v v v v
Jess Harris SENCO v v

Jessica Harris SENCO \/D
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You can then amend the staff member’s name or role to match their other entries. Once you have made
the necessary changes click ‘Save’:

Edit Staff Member's name and/or role

Staff Member's Name *

Jess Harris

Staff Member's role in the setting *

SENCO

Which Key stage do they work in?

Key Stage 1

i i

Once complete, the system will automatically update results to show them as one person:

Staff Member Challenge / Questionnaire

Name I Role 1A 1B 2 3 4A
lan Scott Practitioner v

Jess Harris SENCO

You can view a summary report of results to the questionnaires by clicking the ‘Results’ button under
each Challenge. Some tasks may require the new LCP to upload these reports into their Learning Log —
there are instructions on how to save the results as a PDF on the Results page:

la 1b

4/12 responses 4/12 responses

[r— —

Results for Elklan Primary School PP = How useful was the communication chain in helping to guide your observations of

the child you know?

Responses have been received from 4 out of 12 staff members (33%)

Search:

Staff Member 11 Role g
lan Scott Practitioner s x ':
Jess Harris SENCO z & ‘ )
Karen Daniels Teacher ’ x &
Kelly James. Teaching Assistant ’ x o
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If a member of staff leaves your setting before they have completed all questionnaires, they will need to
be removed from the 'Responses’ table. You can do this by clicking the pencil icon next to each of their
ticks, and then clicking on ‘Delete’ to delete each of their responses:

Edit Staff Member's name and/or role

Staff Member's Name *

Jess Harris

Staff Member's role in the setting *

SENCO

Which Key stage do they work in?

Key Stage 1

o [

When you have removed the entries for the member of staff who has left, you can amend the numbers
of staff in your setting:

About the school / setting
Total Number of Staff Members *

Elklan Primary School Tutor(s)
Parkside Elklan Training X
Station Road 13

St Mabyn, Cornwall, PL30 3BN
+ Add a tutor

This setting has 13 staff members. including Teachers and TAS

# Edit details

Staff who complete 5 questionnaires or more are eligible for a Certificate of Participation. Once staff
become eligible, a section titled ‘Certificates’ will appear below ‘Responses’ with a ‘Download certificate’
button — click on this to download a zipped file containing certificates which can be sent to staff:

Staff Member Challenge / Guestionnaire
Name != Role 14 B 2 3 44 4B SA 5B Certificate
Clare McKee SENCO

Katie McCormick Teacher o W vy vy vy vy v v

Showing 1to 2 of 2 entries

Certificates
1 staff member is eligible for a Communication Counts participation certificate, which you can download in PDF format in a zip archive:

& Download certificate _

© Elklan Training Ltd



Elklang

Training to Support Children’s

If you have staff members who have previously completed an accredited Elklan course (e.g., TAs who’ve
completed Speech and Language Support for 5-11s) you can add them to 'Accredited Training' at the top
of the page. In this section you will find a ‘Sharing’ code. Click ‘Copy’ and paste the code into a message

only to those staff who have completed accredited courses:

Accredited Training

Tt Fember
L
Hama B nole L3 Completed || £ 3 puan [T Completad < 3 prary corgscl  Mamoss
= L4 £
LR B =
grwing 11 3 ol 3 wesivies
[ R ]
Shading
[ P v i il paiiing whe i LBking g R g o e bagheh G wby e b
sted aicren. Thary can shin ook vie She bratton in She o 8 CFSe St : r 2
rig LCP, npmad slcrs Thea will let cotar Lavs! & -trporeed LB Bocen S5 petbng o allos phef maembary & pneng bo b cosmied towendh tha
AT Foe P pinn
Thae deftpdy =l pppee beiow ol thae reguaat o suthoriased by an LOD o the pettng

qm

Ask the staff member/s to login to their own Elklan accounts, and in the Elklan Learners’ Area tell them to
click on 'Enter Code' in the 'Join a CFSe Setting' box to the right of the page:

Join a CFSe Setting

This will take them to 'Join a CFSe Setting', where they enter the ‘Sharing’ code you supplied and the
setting postcode (exactly as it appears in the CFSe Setting Area), and click ‘Join’:

Join a CFSe Setting

Joining a CFSe Setting will allow Level 4-trained Elklan staff members in your setting
and the setting's Elkian Tutor to see your Level 3 training progress and the results of Join here

any Knowlscge Asssements you take
* denotes required information.

Please enter the share code obtained from your Level 4 trained colleague, and the post

code of your setting, Share code, obtained from your colleague *

Please note: Your name and email address will be shown to your Level 4 trained ‘
colleague(s) as part of this process.

Setting Post Code *

I'm not a robot
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Once they have done this each staff member’s name will appear in the Setting Area underneath the
'Sharing' link with a button for the LCP to deny or authorise their request:

The following users have asked to join the setting and await authorisation:

MName

x -
Creny Authorise

)

Showing 1to 1 of 1 entries

Once authorised their name/s will appear under 'Accredited Training' with any Course Code/s associated
with their account. Please note only LCPs can access and edit the CFSe Setting Area.

If there is a member of staff listed under ‘Accredited Training’ who has now left your setting, you can
remove them from the list by clicking the ‘x” under the ‘Remove’ column next to their name:

Accredited Training

Search:

Staff Member

Main
Name Role L3 Completed < 3 years Guiz L4 Completed < 3 years contact Remove

ckTest LCP v EI

LCP =] SUM21/174CFSB =

Showing 1to 2 of 2 entries

The Audit

Your tutor will discuss Audit arrangements during Seminar 4 (or Seminar 3 for CFSe - Early Years). This is
usually conducted by your tutor or a partner CFSe setting. Depending on your tutor, the audit can be
completed in person or through a live video walkthrough. Please note if your tutor is employed directly
by your setting, they may need to arrange an external audit — they can contact Elklan for more information
about this, including any costs.

Your new LCP will be asked to upload the completed Audit Visit Checklist to their Learning Log, along with
your School / Setting Logo.

CFSe accreditation is awarded when the course has been successfully verified by Elklan, and will last for a
further 3 years from date of re-accreditation. You will receive a new Setting Certificate, updated CFSe
Logo, and a window sticker for display. On successful completion of their Learning Log, your new LCP will
also receive Level 4 accreditation.
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