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General Information 
The Winchester Passport is an optional, non-credit bearing certificate that has been designed for undergraduate students to recognise and reward you for carrying out a range of activities and experiences in addition to your degree or diploma, that enhance your graduate employability skills. 

Achieving the Winchester Passport will help you stand out from the crowd in what is a competitive job market. It will help you to show graduate employers that you have gained essential graduate employability skills and give you the confidence to articulate these skills within future job applications. 
Find out more on the portal:  http://portal.winchester.ac.uk/careers > Winchester Passport. 

PebblePad
PebblePad E-Portfolio is an online software programme which centres on the learner. PebblePad is currently being used in over 100 Higher Education Institutions, with in excess of 500,000 users, and usage continues to rise. 
The software has easy functionality and intuitive usability, which makes it suitable for students to engage with. The main benefits for students include: a CV building application, reflection on tasks/assignments, web folio, blogs, forward planning facilities and a central information bank. Most importantly, with student permission, assets created on PebblePad can be shared with personal tutors establishing holistic relationships and dialogue which promote student progression and confidence.     
PebblePad is available to all students at the University of Winchester free of charge. Small groups of students can receive one hour training sessions throughout the year in both basic and advance functions which will be run in collaboration with the Learning and Teaching Development Unit (LTDU) and the Careers Service. Alternatively, online videos on the Pebble Pad website are very useful and will be linked to from the Careers, Blended Learning and LTDU web and Learning Network pages.


1. Getting started

Step 1:
Go to www.pebblepad.co.uk/winchester 



Step 2:
Select  ‘sign up for an account’  (see diagram)
Fill out the details
 Please use your university email address























Step 3:
Either select to go back or return to www.pebblepad.co.uk/winchester
Enter your log-on details. 
Chose your template (we recommend the default pebble template as the step by step guides use it). 





Subscribing to the Winchester Passport Gateway
Step 1:
Click on the ‘view’ pebble 
Select the ‘gateways’ option (see diagram).













Step 2:
Select  ‘tree view’  (see diagram)
Click on Winchester Passport
Click on ‘subscribe’
Exit the window - you are now subscribed to the Winchester  Passport gateway
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Accessing and filling in the Winchester Passport Activity Form
Step 1:
Click on the ‘create new’ pebble 
Select ‘more…’ then ‘form’ (see diagrams).
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Step 2:
Select ‘Winchester Passport activity record’ and click on the green tick at the bottom of the box.
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Step 3:
Click on ‘Edit title & description’ at the top right hand corner of the form.  Choose a title that reflects the activity you’re writing about
Fill out the form, using the guidelines in appendix 1 
Click ‘save changes’, this is instantly saved as an asset’








Verification 
Step 1:
View your assets by either accessing them through your PebblePad or by clicking on the ‘view’ pebble.  (see diagram).
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Step 2: 
Select your Winchester Passport Activity form
Drag the mouse over the ‘send to…’ option and a number of new options appear (see diagram).
Click on ‘Person’ 
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Step 3: 
Choose to ‘Add  a contact’ (see diagram below)
If you are sending to a PebblePad user enter their name and click the green tick. Click on the correct contact and select the green tick at the bottom of the box – this contact is now added to your shares list
If you are sending to an external user then enter their details and click the green tick at the bottom of the box -  this contact is now added to your shares list
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Step 4: 
On the ‘sharees list’ click either ‘2’ or the right facing arrow at the bottom of the box.
You MUST click the following options:
Comment
Copy 
Click on the notepad icon and enter the following statement, choosing the wording where appropriate.
I would be grateful if you could please verify my Winchester Passport Activity Record by adding a comment to my form. In order to do this [If Internal] please open the form within PebblePad, read it and then click on the ‘speech box symbol in the top right hand corner.  Please add your comments. My form will be updated immediately and there is no need to send it back to me. [If external] please view my form and select the speech box symbol in the top right hand corner.  Please add your comments; my form is immediately updated and there is no need to send it back to me.
Double check that you have selected ‘comment’ and ‘copy’, and click the green tick at the bottom of the box – your asset has now been sent for verification. [image: ]















Publishing to the Winchester Passport Gateway
Step 1:
Double check that the form is completed and sufficiently detailed, including comments from another person(s) verifying your form. If the form has been verified it will appear as an updated asset on your PebblePad (see diagram).
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Step 2:
View your assets by either accessing them through your PebblePad or by clicking on the ‘view’ pebble. 
Select the right asset! Make sure it is the latest version.
Drag the mouse over the ‘send to…’ option and a number of new options appear (see diagram). 
Chose the ‘gateway’ option.
Click on the Winchester Passport gateway and confirm with the green tick at the bottom right of the box – your asset is now published
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What Happens Next

Assessors will read your activity record form and contact the person endorsing your activity to verify the information they have given.  
Allocation of points
In order to be eligible to apply for the Winchester Passport you are required to gain a minimum of 100 points through taking part in various activities. 
The overarching criteria for the minimum and maximum allocation are the development of your skills and your performance and commitment. For example, if you: complete an activity; engage with it over and above the norm; demonstrate a clear understanding and analysis of the employability skills you’ve developed in your write-up; and this has been a long term commitment, you are more likely to gain the maximum allocation of points than a student who has demonstrated some development of skills but has engaged at the minimum level for a shorter period.  The points awarded will be added to your asset (activity record form) and you will be able to see this when logging on to your PebblePad account.
There are 3 dates for submission during 2011/2012 academic year:
	Submit your Winchester Passport activity record forms to the Gateway by:
	You will receive your points allocation by:

	18 November 2011
	16 December 2011

	10 February 2012
	9 March 2012

	5 April 2012
	11 May 2012


Please note: all students in their final year of study during 2011/2012, must have submitted all their evidence for the Winchester Passport by 5 April 2012. 
Please note, the Winchester Passport Moderator Panel... 
...will not award points to any activity that features one or more of the categories below:
Any activity that is undertaken as part of your degree programme as part of an accredited module or dissertation 
Any work or voluntary activity that discriminates against candidates on the basis of sex, ethnicity, disability, religion, sexual orientation or any other basis protected by law 
Any paid work experience that is paid solely on commission basis or below the National Minimum Wage;  this is with the exception of work shadowing which is traditionally an unpaid activity 
Any work or voluntary experience that is deemed to bring the University into disrepute 
Any work or voluntary experience that is deemed to exploit students 
The Winchester Passport Moderator Panel reserves the right to not award points to a particular activity 
The decision of the Winchester Passport Moderator Panel is final 

Further Information and Useful Sources

Links

PebblePad website: www.pebblepad.co.uk/winchester 

Help Videos, especially Creating an Asset:   PebblePad’s ‘Help Movies’ are very useful step-by-step guides to create assets in the software (see diagram).
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PebblePad’s Guide to getting started: www.pebblepad.co.uk/cs_documentation/PP_V2_Getting%20Started.pdf 


Winchester Passport information:  http://portal.winchester.ac.uk/careers > Winchester Passport  



Contacts

For queries about PebblePad:
Nicole McNab, PebblePad Co-ordinator  

For queries about the Winchester Passport:
winchesterpassport@winchester.ac.uk
Careers Service, MB40
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