
 

The Planner - Tutor Support  
 

Introduction 
 

● The Planner aims to help learners identify a starting point when first learning 
digital skills. 

● It aims to create an initial learner journey plan that is personalised to the 
individual. 

● The plan is a starting point only. Learners are free to continue with other courses 
as they progress.  

● The tool suggests Learn My Way courses. It also states the skills the learner 
requires so that you can match them to other learning resources and materials.  

● The tool is designed to facilitate a conversation with the learner so that the tutor 
can assess soft skills during the process e.g. learner’s confidence and motivation.  

● The accompanying record sheet allows learners to track their progress and 
evidence improvement in skills. 
 

 

The Planner Tool Kit - Contents  
 
 

- Starter question sheet (A4)                               - The Discussion Board (A3)  

         
  

- 24 Reversible Cards with 9 categories               -    Learner Record Sheet  
of symbols. 

                            



 
How to Use the Planner Tool 
 

 

1. Begin with the Starter Question sheet 
and the cards in two piles: Square 
symbols and all other symbols.  
 
The set of cards with only a Square 
symbol at the top are mapped to the 
Foundation and Safety elements of the 
Essential Digital a Skills standards.  
 
The other cards have mixed symbols. The 
symbols link to the statements of what the 
individual learner wants to do online.  

 

2. Each learner should pick up the 8 cards 
with the square symbol. 
 
Ask the learner “What do you want or 
need to do online?” 
 
Each answer has its own symbol. Select 
the 4 cards which carry the symbol 
associated with the learners answer.  
 
In this example, the learner has answered 
“I want to talk or communicate with people 
online”. Therefore they pick up the 4 cards 
that have a black circle at the top (ignore 
the fact there are other symbols).  

 

3. The learner now has 12 cards. These 
represent Safety and Foundation skills as 
well as the parts of the Essential Digital 
Skills Standards that are linked to what 
they individual wants to learn. 
 
Ask the learner to assign each card to one 
of the statements (0-4) along the top of 
the planner sheet.  
 
Cards can be used in any order. 



 

 

4. The learner should place the cards in 
piles beneath the statement they choose. 
 
The learner should assign all 12 cards.  

 

5. The cards in slot 0 can be disregarded. 
These cards are no longer used.  
 
You might want to congratulate the leaner 
on their existing skills and experience.  
 

 

6. Take the cards from slot 1.  
 
Place these cards under slot 1 of the 
learner journey.  
 
These should be familiar skills for the 
learner. 
 
Turn over the cards to reveal the courses 
and skills recommended.  



 

 

7. Take the cards from slot 2.  
 
Place the cards under slot 2 of the learner 
journey.  
 
These are skills the person most wants to 
learn.  

 

8. Turn these cards over. 
 
If any courses or skills are repeated, they 
should be piled up at the earliest point in 
which they appear in the learner journey.  

 

9. Take the cards from slot 3.  
 
Place the cards in slot 3 of the learner 
journey.  
 
Turn them over to show the Skill or 
Course.  
 
These are skills the person would like to 
learn. 



 

 

10. The cards assigned to slot 4 can be 
disregarded, used as extension activities 
or returned to review at a later date. This 
is down to the judgment of the tutor. The 
tutor should base this judgment on the 
learners confidence, requirements and 
motivation.  

 

11. If the same skill/ course is repeated, 
move it to the earliest point it appears in 
the learner journey.  

 

12. The order of the cards reflects the 
learners personal choices.  
 
The cards that represent Foundation and 
Safety skills are written in green ink. It is 
advisable for these to be near the start of 
the learner journey. 
 
The cards with blue ink represent all the 
other categories on the Essential Digital 
Skills framework. 



 

 

13. The selected courses and skills should 
be arranged in a linear order.  
 
These are the recommendations for the 
start of the learner journey.  

 

14. The skills or courses identified can be 
copied onto the Learner Journey Planner 
sheet. This can help the learner record 
progress in the digital skills learner 
journey.  

 


