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e2e

PASSPORT

Learner Contact

A learner comes to you for advice and guidance.
You record their personal details on your own computer system.

Connexions Connection

his simple breakdown lists the actions
Tcommonly taken by a Connexions PA using
E2E Passport Online to set-up, refer and track a
learner moving into Entry to Employment.
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Learner Assessment

You conduct assessments (eg APIR Toolkit) and interviews.

You record assessment details on your own computer system.

E2E Placement Decision Made /

Following assessment, you think placement on an E2E Programme

is the learner’s best option.

Details recorded on your own computer system.
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Start an E2E Passport

You should start an E2E Passport immediately using Adviser login.
See Starting a Passport.
You should record a Client Reference Number if given by your own

computer system when you set up the Passport.

H Overnight Data Transfer (if agreed)

Once a Passport has been started, data from your own computer
system is available for transfer to Passport without further action
on your part providing this feature has been agreed and set up.
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n Passport E2E Draft Referral Form

You should now complete a Referral form using E2E Passport.

See Making a Referral.

Draft E2E Referral Form Emailed /

Once you have created a draft referral, you can email this to any

number of potential E2E Providers.

See Making a Referral.
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ﬂ E2E Referral Finalised

Once an E2E Provider has agreed to take the learner, complete the

Adviser Assignment section of the Referral form.

You should print the Referral form for your own records.

ﬂ E2E Passport Transferred to Provider /

Choosing Save instead of Save Draft will transfer the E2E Passport
to the E2E Provider listed in the Adviser Assignment section.

An email notification will be sent if an email address is held on file.
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Next?

Use Reports, Reviews and Notes from your Adviser Login to keep in

contact with the learner’s progress.




