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Introduction 
Good Things Foundation is working with Google.org to create and test a new Learning 

Pathway. The pathway is for people who are limited users of the internet to gain and apply a 

broader range of digital skills that will help them make positive changes in their careers. 

 

This handbook provides guidance on how you and your organisation can use the learning 

pathway to support people in your community. 

 

What is a learning pathway? 

It’s the term we’re using to describe the journey a person goes on, from becoming aware of 

the support available to them through to achieving a positive outcome. On the way, they’re 

able to find out what skills they have and what they need, learn new skills, and make sure 

they can apply these skills in real life situations. 

 

Who is the learning pathway for? 

‘Limited users of the internet’ are people who have a narrow set of digital skills and 

experience. That’s not to say they are starting from scratch – they could be proficient in one 

particular area or piece of software. However, as a whole, with access to a broader range of 

experience and skills, they could be in a better position to find work or move forward in 

their career. 

 

This could be people who are: 

● unemployed and looking for work 

● employed but want to get promoted 

● employed but want to move into a different career  

● looking to start their own business 

● self-employed and want to use the internet to promote and manage their business. 

 

Note: this learning pathway is designed for people who already use computers and the 

internet. You can find resources and support for helping people learn basic digital skills for 

the first time on Learn My Way. 

 

https://www.learnmyway.com/


What does the learning pathway look like? 

The learning pathway for limited users of the internet will take them from their initial 

engagement through to a positive outcome. 

 

There are four main parts in the pathway: 

1. Engagement – An online and offline campaign to raise awareness of the Learning 

Pathway and signpost people to the support available. 

2. Diagnosis  – Online and offline activities to help people identify the skills they already 

have and what skills they need to improve their employment prospects. 

3. Learning – Supported learning in Online Centres using the new Digital Skills 

Directory website. 

4. Application  – Support to apply newly acquired skills and confidence to make 

positive employment changes. 

 

 

 



Our Test and Learn approach 

Throughout the project we’ll review and reflect on what is working, what’s not working and 

what we need to do to improve it. 

 

This will allow us to stop doing things that aren’t working and try different ways of working 

to improve people’s learning experience and your experience of delivering the project. 

 

For this to work we need to talk to you regularly. This will include: 

● Monthly catch ups from a project evaluation perspective. 

● Partner events – eg. bringing all Centres together on 29th August 

 

   



Engaging people 

The Engagement Campaign 

We will run  an online and offline engagement campaign to make people in Sunderland 

aware of the support available. The campaign will encourage people to visit an Online 

Centre and/or access the Digital Skills Directory, which they can do independently. 

 

As a provider of support on this project, you can use the  marketing materials we will give 

you to promote your organisation and raise awareness of digital skills for limited users. In 

due course we’ll also be running visible public marketing, and street level activity that helps 

to promote the support you’ll be providing through Online Centres. 

 

We’ll be sharing more about the campaign and how you can get involved soon, including 

the marketing materials and a brand identity. 

 

How to engage with people in your community 

As well as the local campaign, we encourage you to carry out your own marketing activity. 

It’s an opportunity for you to  engage with people in your community who may not be aware 

of your organisation or the support you offer. 

 

Reaching people who are unemployed or want to change job 

Here are some ideas for you to reach people who are unemployed and looking for work, or 

who are employed but want to change their job. 

 

● Work with your local Jobcentre Plus , which can signpost suitable people. 

● Work with local recruitment and employment consultants, such as Adecco , who can 

signpost people who are looking for employment or on temporary contracts  

● Promote the Learning Pathway on local job advertising Facebook pages, such as 

North East Jobs  and Jobs Sunderland. 

● Promote the learning pathway on Twitter using hashtags that local organisations use 

to promote jobs, such as #NorthEastJobs  or #SunderlandJobs. 

● Work with local employers who can encourage their staff to access support. . 

https://find-your-nearest-jobcentre.dwp.gov.uk/
https://www.adecco.co.uk/find-a-branch/sunderland-england
https://www.facebook.com/NorthEastJobs.org.uk/
https://www.facebook.com/jobssunderland/
https://twitter.com/search?q=%23northeastjobs&src=typed_query&f=live
https://twitter.com/search?q=%23sunderlandjobs&src=typed_query&f=live


 

Reaching people who are self-employed or starting a business 

And here are some ideas for you to reach those people who are self-employed and want to 

use the internet to promote their business, or who are looking to start their own business. 

  

● Work with local organisations who are actively supporting people to start their own 

business and can promote the support you offer, such as North East Growth Hub, 

North East Business Support Fund and North East Business and Innovation Centre 

(BIC). 

● Promote your services in local trade stores, such as building and plumbing centres. 

   

https://www.northeastgrowthhub.co.uk/
https://nbsl.org.uk/
https://www.ne-bic.co.uk/
https://www.ne-bic.co.uk/


Helping people decide what skills they want to learn 
Before people start their learning journey, they often need support in working out what they 

need to learn. The diagnosis stage of the learning pathway is aimed at helping people 

answer the following questions. 

● What digital skills do they already have? 

● What digital skills do they need to learn? 

● How do they want to learn? 

 

The Learner Questionnaire 

The CaptureIT form that we have created for this project includes a set of initial questions to 

help you work with people to diagnose what they need. You can find a printable copy of the 

learner questionnaire  at the back of this document. 

 

How to identify what people need 

Here are some ideas for how you can work with people to help them think about, discuss 

and decide what they need. 

 

● Carry out an initial, informal interview with them using the questions from the 

diagnosis questionnaire. 

● Ask them to complete the diagnosis questionnaire on their own and then use that to 

choose where to start together. 

● Some people work better in a group situation. You could use the diagnosis 

questionnaire when working with a group so that everyone can discuss their skills. 

 

   



Using the learning materials 
As part of the Make It Click project, we’ve developed a new website called the Digital Skills 

Directory, together with this Handbook, to give learners a blend of online and offline 

learning materials. 

 

The Digital Skills Directory is a collection of online courses, guides, tools and templates that 

help people build their digital skills. They are carefully picked from established websites 

with a track record of providing reliable digital skills content. 

 

The Directory only features learning content that is good quality, up-to-date and reliable. 

When learners find something they want to try, they can click through and start learning – 

no learning takes place on the Directory itself.  

 

There are currently six topic areas and lots of ways to learn, from video courses and 

screencasts to written guides. You’ll also find online tools and templates that people can 

use at home or at work. 

 

You can find the Digital Skills Directory at https://www.learnmyway.com/directory. 

 

The Directory has been designed to be used in different ways. You can choose how you 

use it with someone depending on the support that they need. 

 

Using topics 

The Directory currently has over 60 courses, guides, tools and templates grouped into six 

topics: 

● Email 

● Documents 

● Spreadsheets 

● Presentations 

● Social Media 

● Online Security. 

 

https://www.learnmyway.com/directory


You can use these topics to find learning content that will help people learn the specific 

skills that they have identified they need. 

 

Using Playlists 

It may be that the people you support don’t need to learn skills in a specific topic, such as 

Email. They may instead want to learn how to complete a task, like apply for a job. We’ve 

created three Playlists that bring together courses, guides, tools and templates from 

different topics. 

 

The three playlists currently available are: 

● Apply for a job 

● Create an online profile 

● Learn a new app. 

 

We will create more playlists over the course of the project as we get to know how people 

use the Directory and what they want to learn. 

 

Bookmarking courses and resources 

Learners can use the Digital Skills Directory without creating an account. However, those 

people who do register will be able to create their own Playlists by bookmarking resources. 

These Playlists are a good way to create an individual learning pathway for each learner. 

 

Offline learning 

The Digital Skills Directory is always available and learners can access it any time and from 

any location. However, you can also work with people to blend online learning with offline 

learning. Here are some examples 

 

● Some people are visual thinkers who may find it easier to understand if you sketch 

out the concept of a task they need to do. For example, you might explain how 

attaching a CV to an email is a similar process to posting an image on Facebook.  

● Don’t be afraid to go back to pen and paper. If you help someone to create 

something online, such as a CV, it can be easier for them to sketch out the whole 



document on paper first. They can decide what information to put where and then 

move to the computer to create what they’ve already designed offline. 

 

Suggest new learning content 

The Digital Skills Directory is not a complete list. There will be other online learning 

resources that you may already use or discover over the course of this project. You can 

suggest learning content that you think we should add to the Directory by filling out the 

suggest a resource form – https://www.learnmyway.com/directory/suggest 

 

Ideas 

How you support someone to broaden their limited digital skills depends on their needs 

and their preferred learning style. 

 

Here are some ideas for how you can use the Digital Skills Directory: 

● Use the Directory as a learning tool to practice digital skills, such as logging in, 

creating secure passwords, bookmarking learning content and searching. 

● Support someone to create their own Playlist based on the needs they identified 

during the diagnosis. 

● Start with a group activity where you discuss and list the different digital skills that 

people think they need to be able to complete a task, such as applying for a job. 

Then introduce them to the Digital Skills Directory and the learning content related to 

those skills.   

https://dsd.learnmyway.com/directory/suggest
https://www.learnmyway.com/directory/suggest


Helping people progress and apply their skills 
The goal of Make It Click is not only to help people learn new skills but to support them to 

apply those skills to improve their employment and career prospects. 

 

Helping people to apply their new skills 

The Digital Skills Directory has been designed to include courses and guides for people 

who are at different stages of learning. That includes getting started with the basics to using 

templates to put the skills people have learned into practice. 

 

Ideas 

● Use the templates available – some of the topics include templates eg. 50 Free 

Microsoft Word CV Templates. You can support people to download the templates 

and start to use one to create a new and improved CV using the skills they’ve 

learned from other courses and guides. 

● Provide opportunities for people to try their new skills out – one of the topics 

included on the Digital Skills Directory is presentations. As well as supporting people 

to create presentations, you could ask them to deliver their presentation to you and 

your team or other learners. 

 

As part of the project, we’ll be conducting progression surveys with people who have been 

supported. The surveys will help us understand and show how the project and support from 

Online Centres has helped people both progress and improve their employment or career 

prospects. 

   



 Learner Questionnaire 
Please complete the following form with a learner at the start of their learning journey. 

 

 

Name of learner 

 

 

 

1. How did the learner hear about the project? [pick one] 

Word of mouth    Poster, leaflet or printed advert   

Referral from another organisation    Already attending centre   

Saw something online     

Any other source of awareness 
(please specify) 

 

 

2. What does the learner want to achieve?  
Please select all the statements that apply. [multiple choice] 

Enter into employment    Change career   

Learn new skills for a current job    Become self-employed   

Learn new skills for a future job    Learn to run own business better   

Get a better paid job     

Anything else (please specify)   

 

 

 



3. Can the learner currently do the 
following things by themselves, and do 
they want to learn to do them (either for 
the first time, or better than they 
currently can)? 

Can’t do 
this now 

Can do 
this now 

Want to 
learn to do 
this (better 
or for the 
first time) 

Search and apply for jobs online 
 

     

Search the internet for information to solve 
problems 

     

Send an email with an attachment 
 

     

Set up an account and fill in forms on websites to 
buy goods or services 

     

Create a document using a word processing 
programme like Microsoft Word or Google Docs 

     

Cut, copy and paste text 
 

     

Create a spreadsheet using a programme like 
Microsoft Excel or Google Sheets 

     

Organise information in files and folders on a 
device or online (in “the cloud”) 

     

Use social media to promote or organise 
something 

     

Recognise and deal with online risks 
 

     

Create and maintain a website 
 

     

Sell goods or services online 
 

     

 


