eLearning Guidance and Best Practice
DMBC employees should follow the corporate guidance provided on the Council’s Intranet by clicking here (Insert link). 
All external partners, organisations and individuals, please refer to the following guidance: 
1. Have a discussion with your manager to establish your learning and development needs and see if these can be met using eLearning.  This may be during an informal meeting, your PDR or supervision meeting(s).  
2. Access to the Doncaster Council Learning Zone is available by accessing http://doncaster.learningpool.com/ from any device with internet access. 
3. To register for the first time click on ‘Partner Organisation’ and complete the details as requested.

4. Step by step guidance is provided in the ‘First Time Here’ section on the right hand side of the homepage.
5. Select the appropriate course and proceed through all aspects of the course until you have completed it in an appropriate timescale. To ensure your eLearning is manageable, we recommend that you do not enrol on any more than two modules at one time. 

6. Your manager can request a report on your progress at any time and use this information to manage your progress by emailing: Adultsworkforce@doncaster.gov.uk
7. Please ensure you complete the feedback form to ensure your e-learning is recorded. This will be reviewed to ensure the on-going quality and effectiveness of eLearning is sustained.
8. You will be able to obtain a certificate after completing the module and feedback form. This will confirm your completion of the module. The eLearning Administrators will maintain a central record of all courses accessed and completed for statistical purposes.
9. You should discuss your learning achievements with your manager and agree appropriate objectives for the transfer of learning into the work place. 
If you have any queries about Doncaster Council’s Learning Zone please contact Adults Workforce Development (contact details below).
Insert appropriate contact details
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Adult’s Workforce Development Team Contact Details:

adultsworkforce@doncaster.gov.uk
01302 ????????? 

