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How to Log on to Pebble Pad 

When you have been added to pebble pad, you will receive an email from pebble 
pad such as the one below –

There is a blue hyperlinked ‘here’ which should be clicked to set your password. 

You will then be able to log in to pebble pad using the link in the email - 
https://v3.pebblepad.co.uk/login/herts.  

If you are navigated away from the UH-specific weblink, just scroll down to the 
University of Hertfordshire under the Organisation drop-down menu – 
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Should you not receive the initial email and you have been assured you are enrolled, 
use the web link above and use the forgot password button –  

 

You should then enter your UH username and click reset –  

 

 

You will then receive a password reset email. Once you have reset the password 
you should be able to log on. 
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How to Access Specific Module Workspaces 

Once logged on, the page should look like the following image –  

  

To open a specific workspace, select the ‘ATLAS’ button shown below –  

 

Your screen should then look like the following –  
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Ensure you are looking at the manager’s dashboard shown below –  

 

 

The specific module workspaces will be shown under ‘Workspaces I am managing’ 
shown below –  

 

 

The module workspaces that have been shared with you will be listed in that box, 
you can either click the hyperlinked module code or the arrow to the right.  

 

If the workspace is not showing, speak to the module leader to be added to the 
module workspace. 
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How to Open a Student’s PAD 

Once you have accessed the workspace, select the submissions tab –  

 

Search for the student using the search bar or filter to your marking Set.  

 

You should then see the details of the student below ‘Submission Details.’ This will 
give you information regarding when they last accessed the PAD, as well as any 
extensions in place –  

 

 

To open the pad, click the hyperlinked workspace code –  

 

How to Navigate the PAD 
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Once the PAD has been opened, the screen should resemble the photo below –  

 

 

On the right is the feedback and comments box which can be opened and closed 
using the buttons shown below –  

     

This will be discussed more in the marking and feedback section. 
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Contents, Home, and Navigation 

Along the top of the Pad is a navigation bar shown below –  

 

The PAD will automatically open on the ‘Home’ page which has an overview of the 
key information the student and PPED will need for the assessment of the module. 
At the bottom of this page will be a bold paragraph shown below –  

 

The left-most button is a contents button which will open to reveal the same drop-
down menus shown on the navigation bar –  
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Introduction Tab 

When the Introduction Tab is clicked, a drop-down menu will appear with the options 
shown below –  

 

The student details tab will be where the student enters the details below –
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The Roles and Responsibilities section does not only outline the responsibilities of 
the student and PPED. This section will also detail what additional PPEDs can do 
when the student is not with their allocated PPED – 

This section will also outline what the university recognises as a PPED –  

 

The Assessment Process section will highlight how the student is assessed in 
practice, including a brief discussion on the physical app-based process –  

There is information on the elements required to pass the pad –  

Followed by the deadline for completion –  
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There is information for the PPED regarding the need to complete Developmental 
Action Plans in any student that they believe will not meet the required standard –  

 

Followed by information regarding non-exposures and how these should be 
managed by the student and their PPED –  

 

The Development Action Plan (DAP) section outlines the need and the process of 
creating a DAP. This is complimented with a pneumonic for how DAPs should be 
viewed and generated –  

 

At the bottom of the page, there is a sentence explaining how the PPED can 
physically achieve this –  

 

The Useful Contacts section has information about university and trust contacts 
specific to that module. 

 

The Help and Support section has a link to where students can access guidance on 
completing pebble pad. 
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Statutory & Mandatory Training 

 

Each year, the students are required to demonstrate they have completed the 
mandatory e-learning modules. The student is required to upload evidence for each 
module in the SMT tab.  

The first paragraph of the page provides information on how the student should do 
this, with links to the e-lfh page. 

 

Each module will be clearly labelled with a button underneath to add the evidence. If 
the evidence has been added, the following icon will be visible –  

 

Otherwise, it will look like the following photo which shows the name of the SMT with 
a button for the assessor to add feedback –  
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Placement Tabs 

The placement tabs are where the student will enter individual placement-specific 
information, therefore, the number of tabs will depend on the number of placements 
in the academic year. 

In the following photo, there are three tabs split into a, b, and c. The first placement 
being 2a, the second being 2b and the third being 2c –  

 

Each tab will have the same five headings as shown in the photo below –  

 

The pre-placement tab is made up of two elements, the first of which is a pre-
placement action plan which is created by the student and added as an asset. As 
with all asset fields, it will be clear if an asset is present with the presence of the 
following icon -  



 

Page | 15 
 

This section will appear as below –  

  

Below this section is a list of tick boxes the student should fill in when the action has 
been completed (when the student has been given access to GRS they can then tick 
the corresponding box). Once these have been done, the student will then input their 
signature in the signature box at the bottom. This can be seen below –  
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The placement information section is made up of four sub-sections. The first section 
is where the student inputs their main ambulance station –  

 

The second is where the student enters the dates (from and to) of their placement –  

 

The third is where the student enters the primary allocated PPED details –  

 

The last section is where the student enters the details of any PPED that has 
contributed to the PAD –  
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The placement meetings section is where the student is required to input meeting 
assets. They are required to undertake three meetings throughout their placement 
including an initial meeting, a midway meeting, and a final meeting. The guidance on 
doing so is shown below –  

 

Under the guidance are the three headings of the meetings, the first of which can be 
seen below –  

 

As with all asset fields, it will be clear if an asset is present with the presence of the 
following icon -  
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The placement hours section is where the student should input the hours they have 
completed on placement. This section has two parts to it. The first part is the hours 
table which the student fills in from their device. This can be seen below –  

 

The second part is the PPED input section at the bottom. This must be completed on 
the PPEDs device and login. The PPED should type the student’s completed hours 
which generates a digital signature. This section can be seen below –  

 

 

The End of Placement Review section is made up of two parts. The first part is a 
written comment by the PPED which is done on the PED’s device so that it is 
accompanied by a digital signature and timestamp. This section will appear as below 
– 
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The second part of the End of Placement Review section is the Standards of 
conduct, performance, and ethics part. This part is also filled out on the PPED’s 
device and consists of eleven tick boxes. These can be seen below –  

 

Each of these tick boxes must be ticked by the PPED which will leave a digital 
signature and timestamp when completed. 
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Elements of Practice Tab 

The Elements of Practice tab is made up of five sections as shown below –  

 

The first section is the main Elements of Practice (EOP) section which houses the 
EOPs the students need to demonstrate in practice. This list will depend on what 
academic year they are in as each year has a specific list they are required to get 
signed off. The EOP has a brief on what is expected from that element, as well as 
the required level. This will appear as below –  

 

The next section of the EOP tab houses the grading criteria which can be used by 
the PPED and students to determine the level they performed at in practice. 

(Please see appendix 1) 

The next section is the Index of Elements of Practice. This section highlights what 
EOPs each year group are required to demonstrate and the level at which they need 
to be doing so. 

(Please see appendix 2) 
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The Scope of Practice section is where the student and PPED can open a PDF 
document outlining the scope of practice of the students. The document is split up 
into semesters to reflect the changing scope of the student as they progress through 
the years. The initial presenting icon will appear as below –  

 

When accessed, the corresponding squares will either be red, yellow, or green to 
outline the level of involvement the student can have. The key for this is below –  

 

The whole scope of practice cannot be shared here as it is a live document which 
can be edited, however, the link for the live document can be found here –  

UH Scope of Practice 

The last section of the EOP tab is the Lifting Assessment section. This area is not an 
assessed element of the pad, however, the student cannot lift patients until this has 
been completed. This will appear as below - 

 

As with all evidence submitted by the student, if the evidence has 
been added, the following icon will be visible –  

 



 

Page | 22 
 

Development Action Plans Tab 

The Development Action Plans tab is made up of five separate development action 
plans (DAPS) which can be accessed from the drop-down menu shown below –  

 

Each section contains a list of questions and statements the PPED must outline 
when compiling a DAP. This must be completed on the PPEDs device as is shown in 
the top left of each field –  

 

A DAP can also be completed by the lecturing team or link tutors if an appropriate 
issue of practice arises. 

Once the DAP has been compiled, the student will need to sign to state they 
understand the reason and expectation of the DAP. This can be done from the 
student’s device –  
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Feedback & Marking Tab 

The Feedback and Marking tab is made up of three separate marking sections. The 
first section is the formative marking section. This section allows the marker to 
feedback on elements of the pad that are good and others that require further 
development. As this is a formative assessment, there is no tick box for pass or fail –  

 

The middle and bottom sections are summative and refer/defer sections. These 
sections appear the same as the formative section with the addition of three tick 
boxes in which the student receives their final mark –  
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How to Mark Specific Pages: Overview  

The pad specifies that every section must be complete for the pad to pass, so each 
editable page must be marked to reflect this. However, not every page will require in-
depth analysis or personalised comments. 

Several pages will require an approval mark which will mark the whole page as 
complete, whereas others will require individual assets to be marked.  

Open the marking pane on the top right-hand side of the screen -  

.  

This will display a list of all the marked fields on the student’s pad. This can be 
narrowed down to a specific page by using the filter –  

 

Page Approval 

Pages that require an approval mark can be done using the following guidance-  

 
1. Whilst on the page that you intend to mark, open the marking pane on the 

top right-hand side of the screen 

.  

2. Select the blue box that says, “I want to…”.  

  

3. Select “Add approval.” 
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4. Select the appropriate approval status.  
a. If the page has been filled in correctly select “This page meets the 

requirements” 
b. If the page is missing information, select “This page does not yet 

meet the requirements.” 
c. If the page has not been filled in, select “This page has not been 

filled in.” 
5. If the page has been filled in correctly then no comment is required, 

however, if either of the other statuses has been selected then use the 
appropriate feedback statement. This statement will be selected based on 
the specific page requirements. 
 

6. Select the “Save on this page” tick box.  

 

7. Click “Save & Hold” 

.  

 

 

Asset Marking 

Pages that contain assets need to be marked differently. Each of the assets needs to 
be checked and marked individually. This can be done using the process below- 

 

To mark assets uploaded in the elements of practice tab, first check that the asset 
has not already been marked by checking the circle on the right of the screen -  
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Once opened it will jump to the mark that was given before –  

 

If no circle is showing, then the asset has not been marked. To mark the asset, first, 
check the evidence by clicking the asset button shown below -  

 

If the button is not there, then the student has not uploaded any evidence. 

Once clicked, the marking pane will show the evidence uploaded for that section. 
Click the hyperlinked asset as shown below -  
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This will open the asset on the same tab, unlike previous versions. You will need to 
check the asset has been filled in correctly. This will include checking they have 
appropriate feedback and comments. 

 

To mark the asset, click “Add” then “Add approval” as shown below -  

 

This will open the marking pane on the right of the screen. 

Click the “Select approval status” drop-down menu to give the mark. (Levels are 
explained lower down) 

 

  



 

Page | 28 
 

If the asset meets the requirements, then no further comments are required. 
However, if the asset does not meet the requirements, there is a list of 
predetermined feedback statements which can be found in the text bubble button -  

 

Which feedback statement you use will depend on the issue with the asset. For 
instance, if the asset has not been filled in correctly, then the following feedback 
statement would be selected -  
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Once selected, the feedback statement will automatically populate the box, and the 
marker can save the mark using the blue “Save & Hold” button -  

 

 

 

To leave the asset, click the “Back to workbook” button in the top left corner –  
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Student Details and Placement Information 

Marking these pages is quick and easy. Check the information that should be there 
is there. 

 

This page should be marked as an approval mark for the whole page as discussed in 
the How to Mark Specific Pages: Overview section.   

 

If everything has been filled in correctly, the page should be marked as: 

 

No comment is necessary here. 

 

If the page has not been filled in, the page should be marked as: 

 

Followed by the drop-down comment- No evidence has been uploaded here. Please 
contact the module leader if you are unsure of how to do this, or use the following 
link - Pebble Pad Guidance 

 

If the page has not been filled in correctly, the page should be marked as: 

 

Followed by the drop-down comment– “This page has not been filled in correctly. 
Please contact your module leader for guidance, or use the following guidance link 
- Pebble Pad Guidance” 
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Pre-Placement 

There are two parts to the Pre-placement page, the first being an asset that the 
student uploads to highlight their development goals. Unlike most assets, this will not 
be marked in the traditional way. Instead, review the elements on the page, and 
mark the same as you would for the placement information page. There are three 
elements that should be on this page. 

 An asset is attached under the pre-placement action plan. 

 

 All the tick boxes should be ticked before starting placement. 
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 A corresponding signature is at the bottom of the page. 

 

Should the student leave individual tick boxes blank, check with the module lead 
before finalising the marking, the student may have already informed the module 
lead/Link tutor of a placement issue (lack of ID). 

 

This page should be marked as an approval mark for the whole page as discussed in 
the How to Mark Specific Pages: Overview section.   

 

If everything has been filled in correctly, the page should be marked as: 

 

No comment is necessary here. 

 

If the page has not been filled in, the page should be marked as: 

 

Followed by the drop-down comment- No evidence has been uploaded here. Please 
contact the module leader if you are unsure of how to do this, or use the following 
link - Pebble Pad Guidance 
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If the page has not been filled in correctly, the page should be marked as: 

 

Followed by the drop-down comment– “This page has not been filled in correctly. 
Please contact your module leader for guidance, or use the following guidance link 
- Pebble Pad Guidance” 
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Placement Meetings 

If the meetings are not filled in at all, please highlight this in the feedback and 
marking section. This should be marked as a FAIL. 

 

If not using the correct format but attempted to fill them in, please highlight this in the 
feedback and marking section. This should be marked as a FAIL. 

 

The assets on this page should be marked individually as discussed in the How to 
Mark Specific Pages: Overview section.  

 

If everything has been filled in correctly, the asset should be marked as: 

 

No comment is necessary here. 

 

If the asset has not been filled in, the page should be marked as: 

 

Followed by the drop-down comment- No evidence has been uploaded here. Please 
contact the module leader if you are unsure of how to do this, or use the following 
link - Pebble Pad Guidance 

 

If the asset has not been filled in correctly, the page should be marked as: 

 

Followed by the drop-down comment– “The evidence uploaded is in the wrong 
format and will not be accepted. Please upload it in the correct format. Contact the 
module leader if you are unsure of how to do this, or use the following link - Pebble 
Pad Guidance”  
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Statutory Mandatory Training 

These assets must be completed with appropriate evidence to show that they have 
been completed. Please check the evidence and ensure mark accordingly. 

 

The assets on this page should be marked individually as discussed in the How to 
Mark Specific Pages: Overview section.  

 

If everything has been filled in correctly, the asset should be marked as: 

 

No comment is necessary here. 

 

If the asset has not been filled in, the page should be marked as: 

 

Followed by the drop-down comment- No evidence has been uploaded here. Please 
contact the module leader if you are unsure of how to do this, or use the following 
link - Pebble Pad Guidance 

 

If the asset has not been filled in correctly, the page should be marked as: 

 

Followed by the drop-down comment– “The evidence uploaded is in the wrong 
format and will not be accepted. Please upload it in the correct format. Contact the 
module leader if you are unsure of how to do this, or use the following link - Pebble 
Pad Guidance” 
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Placement Hours 

Placement Hours 

If they have not filled in their hours at all, mark as a FAIL. 

If the hours are below 10 per cent of the requirements of the module, please let the 
module leader know the student’s name so they can review it. 

This page should be marked as an approval mark for the whole page as discussed in 
the How to Mark Specific Pages: Overview section.   

If everything has been filled in correctly, the page should be marked as: 

 

No comment is necessary here. 

If the page has not been filled in, the page should be marked as: 

 

Followed by the drop-down comment- No evidence has been uploaded here. Please 
contact the module leader if you are unsure of how to do this, or use the following 
link - Pebble Pad Guidance 

If the page has not been filled in correctly, the page should be marked as: 

 

Followed by the drop-down comment– “This page has not been filled in correctly. 
Please contact your module leader for guidance, or use the following guidance link 
- Pebble Pad Guidance”  
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End of Placement Review 

If the End of Placement Review has identified any problems (e.g., some of the SOCs 
have not been ticked), use the following phrase in the feedback and marking section  

“Some of the Standards of Conduct elements have not been signed off. These 
elements are mandatory to pass the pad.” 

Mark as a FAIL. (This should have been expected due to a pre-existing DAP, so 
please inform the module leader if a corresponding DAP is not present). 

 

This page should be marked as an approval mark for the whole page as discussed in 
the How to Mark Specific Pages: Overview section.   

 

If everything has been filled in correctly, the page should be marked as: 

 

No comment is necessary here. 

 

If the page has not been filled in, the page should be marked as: 

 

Followed by the drop-down comment- No evidence has been uploaded here. Please 
contact the module leader if you are unsure of how to do this, or use the following 
link - Pebble Pad Guidance 

 

If the page has not been filled in correctly, the page should be marked as: 

 

Followed by the drop-down comment– “This page has not been filled in correctly. 
Please contact your module leader for guidance, or use the following guidance link 
- Pebble Pad Guidance”  
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Development Action Plans 

If there are any DAPs in place that have NOT been resolved, use the following 
phrase in the feedback and marking section-  

“Current unresolved Development Action Plans in place. Unfortunately, you 
cannot progress with an unresolved DAP.”  

Mark as a FAIL. 

 

This page should be marked as an approval mark for the whole page as discussed in 
the How to Mark Specific Pages: Overview section.   

 

If there are any DAPs in place, mark the page as below- 

 

 

Followed by the drop-down comment- “Current unresolved Development Action 
Plans in place. Unfortunately, you cannot progress with an unresolved DAP.”  
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Elements of Practice 

To mark assets uploaded in the elements of practice tab, first check that the EOP 
has not already been marked by checking the circle on the right of the screen -  

 

Once opened it will jump to the mark that was given before –  

 

If no circle is showing, then the EOP has not been marked. To mark the asset, first, 
check the evidence by clicking the asset button shown below -  

 

If the button is not there, then the student has not uploaded any evidence. 
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Once clicked, the marking pane will show the evidence uploaded for that EOP. Click 
the hyperlinked asset as shown below -  

 

This will open the asset on the same tab, unlike previous versions. You will need to 
check the asset has been filled in correctly. This will include checking they have 
appropriate feedback and comments –  

 

Check the level of competency has been achieved -  
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Finally, check the asset has been signed by the student's PPED -  

 

To leave the asset, click the “Back to workbook” button in the top left corner –  

 

To mark the asset, click “Add” then “Add approval” as shown below -  

 

This will open the marking pane on the right of the screen. 
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Click the “Select approval status” drop-down menu to give the mark. (Levels are 
explained lower down) 

 

If the EOP meets the requirements, then no further comments are required. 
However, if the EOP does not meet the requirements, there is a list of predetermined 
feedback statements which can be found in the text bubble button -  
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Which feedback statement you use will depend on the issue with the EOP. For 
instance, if the asset is not at the correct level, then the following feedback statement 
would be selected -  

 

Once selected, the feedback statement will automatically populate the box, and the 
marker can save the mark using the blue “Save & Hold” button -  
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When Assessing the EOPs, Please Use the Following Phrases. 

If the EOP is not evidenced and falls into the following categories, use the 
subsequent phrase: (see Appendix 3 for the Non-Exposure Matrix) 

 Communication (and technologies) 
 Moving & handling 
 Scene safety 
 Personal protective equipment (PPE) 
 Infection prevention and control 
 Patient health and wellbeing 
 Patient involvement 
 Consent 
 Confidentiality 
 Capacity 
 Patient records 
 Vulnerable Adults / Children 
 Monitoring, recording and interpreting observations (adults) 
 Monitoring, recording and interpreting observations (paediatrics) 
 Lead II ECG acquisition, analysis and interpretation 
 12-lead ECG acquisition, analysis and interpretation 
 History-taking - adults and paediatrics 
 History-taking - mental health 
 Primary survey 
 Time critical patients 
 Respiratory system examination and management 
 Cardiovascular system examination and management 
 Nervous system examination and management 
 Gastrointestinal and genitourinary systems examination and management 
 Musculo-skeletal system examination and management 
 Obstetrics and gynaecological presentations and management 
 Multiple casualties 
 Medicine management 
 Intravenous cannulation 
 Wound care and dressings 
 Cervical spinal care and immobilisation 
 Patient transport and positioning 
 Clinical decision making - including care pathways 
 Patient handover 
 Multidisciplinary working and collaboration 

 
“No evidence has been uploaded here. Please contact the module leader if 
you are unsure of how to do this, or use the following link - Pebble Pad 
Guidance” 
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For the following EOPs please use the subsequent phrase: 

 Oxygen therapy 
 Basic Airway Management 
 Recognition, assessment and management of cardiac arrest (all ages) 
 Advanced airway management 
 Ventilation 
 IM/SC injections 
 Intravenous infusion 
 Fractures - including splinting and management 

 

“No Evidence has been uploaded here. If you were not exposed to this element, then 
a signed asset explaining the lack of exposure should have been submitted and 

marked as partially completed.” 

 

If the EOP is in an incorrect format (no signed asset/comment/post), please 
use the following phrase: 

 

“The evidence uploaded is in the wrong format and will not be accepted. Please upload 
it in the correct format. Contact the module leader if you are unsure of how to do this, 

or use the following link - Pebble Pad Guidance” 

 

For any EOP that is not at the required level, please use the following phrase: 

 

“This asset is not at the minimum required level for this element of practice and 
cannot be accepted.” 
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Final Marking Guidance 

There are several guide comments set out below, however, this section of the PAD 
should be personalised to the student so feel free to write your comments in this 
section. Any specific feedback relating to errors identified can be added below 
comments resembling the following sentences: 

Formative Assessment 

No Errors Identified 

“Well done insert name here. Your EPAD is at an acceptable standard for a 
formative submission, and no issues have been identified. Please review any 
guidance you may have been given.” 

Errors Identified 

“Whilst efforts have been made to fill in the necessary elements of the PAD, it is 
clear some errors have been made in the process. There are several elements of 
practice in the wrong format/not at the required standard. There are several 
meetings that have been uploaded incorrectly. Please review the guidance or 
contact me or the module lead for further guidance” 

Summative Assessment 

PASS 

“Congratulations insert name here, you have passed your summative assessment of 
your EPAD. You are still required to fill in the remainder of the EPAD for all future 
placements. Please review any comments you may have been given.” 

FAIL 

“Unfortunately insert name here, you have not passed at this assessment stage and 
will need to ensure the EPAD is up to the required standard for the REFER 
submission. There are several elements of practice missing/in the wrong format/not 
at the required standard. There is an outstanding DAP in place with no evidence that 
this DAP has been rectified. Please review all the comments that have been made 
on your PAD for further details.” 

Refer/Defer Assessment 

PASS 

“Congratulations insert name here, you have passed your summative assessment of 
your EPAD. Please review any comments you may have been given.” 

FAIL 

“Unfortunately insert name here, you have not passed this assessment. There are 
several elements of practice missing/in the wrong format/not at the required 
standard. There is an outstanding DAP in place with no evidence that this DAP has 
been rectified. Please review all the comments that have been made on your PAD 
for further details.” 
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Releasing of Grades 

Go back to the main page and select all the students using the link shown-  

 

 

Once all the EPADs have been selected, click the “Manage feedback” box-  

 

Click the release feedback option then select continue-  
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Using the Timeline Function 

You may occasionally want to mark an EPAD up to a specific time or view what changes had 
been made before a specific time. This can be done using the following steps –  

 

The assignment can be paused using the pause button on the top right of the screen; 
however, this will prevent changes being made during the time the assignment is paused-  

 

Alternatively, you can alter the time and date you are viewing the EPAD to by clicking the 
following dropdown selector-  

 

This will give you the option of specifying the date and time you would like to view the EPAD 
to-  

 

Once you select GO, any changes to the EPADs after the specified date and time will not 
show. 
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Generating Reports 

Generating reports can make the marking process easier. You can view exactly who has 
DAPs in place, or who has not filled in specific EOPs for example, without needing to look 
through each EPAD. 

To generate a report, select all students-  

Go back to the main page and select all the students using the link shown-  

 

Click the Report tab- 

 

Click Workbook Page –  
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Use the dropdown menu to select the template you wish to view (for example DAPs)- 

 

Now you can either choose to download the report as a CSV document –  

 

Or you can use the “Show Responses” tabs to look through the results on the browser –  
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Setting Deadlines 

This section will detail how to set the timing parameters in which a student can access and 
alter their PAD. Follow the guide below: 

 Open the module workspace – 

 

 

 Select the ‘Management’ tab –  

 

 

 Select the ‘Assignments’ tab –  
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 Scroll down until you see these four headings –  

 

 

 The first heading depicts when the students can gain access to the workspace. 
 The second tab depicts when the deadline is set for. 
 The third and fourth heading are available for late submissions and editing of a 

submitted piece, however, this should be managed by the extension function to avoid 
marking PADs that are actively being edited. 
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Giving a Student an Extension 

Individual extensions can be given to prevent changing the deadline for the whole cohort. In 
the event a student has been given an extension, follow the guidance below: 

 Open the module workspace – 

 

 

 Select the ‘Management’ tab –  

 

 

 Select the ‘Assignments’ tab –  
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 Select the ‘Manage extensions’ button –  

 

 

 Select the ‘Add new extensions’ button –  

 

 

 Type the number of days the student has been given as a deadline –  

 

 

 Search for the student that is receiving the extension –  

 

 

 Select and Save –  
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Add a Manager 

 

Ordinarily, this will have been done when the workspace was created, however, if a member 
of staff needs to be added to the workspace for marking purposes, follow the guidance 
below: 

 Open the module workspace – 

 

 

 Select the ‘Management’ tab –  

 

 

 Select the ‘Managers’ tab –  
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 Select the ‘Add a manager’ button –  

 

 

 Search for the manager by searching for them using their name OR by inputting their 
UH email –  

 

 

 Select and Save –  
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Reviewing Externals 

 

There are very few incidences where this will be required, however, if you wish to check an 
external has been correctly shared to a workspace (The student is unsure etc), follow the 
steps below: 

 Open the module workspace – 

 

 

 Select the ‘Management’ tab –  

 

 

 Select the ‘Externals’ tab –  
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 Use the search bar to search for a specific external –  

 

 

 Click on the blue ‘x shares’ link under the ‘Shares’ section –  

 

 

 This will take you to the information regarding who has shared the PAD and when –  
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Appendix 1- Grading Criteria for the Elements of Practice 
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Appendix 2- Index of EOPs 
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Appendix 3- Non-Exposure Matrix 

 


