
Getting Ready for the New Academic Year 

This checklist has been created to help you to prepare your data and devices ready for a new academic year. It is 

designed for organisations that have already been using Evidence for Learning during the previous academic year and so 

assumes that there is already data in your Cloud and possibly on some (or all) of your devices. 

Plan who is going to do what and by when to ensure that you are ready for the new academic year. 

TASK WHERE COMMENTS LINK TO SEE THE 
GUIDE 

 WHO WILL 
COMPLETE 

TASKS 

BY 
WHEN 

 
COMPLETED 

Ensure all evidence 
is saved to the EfL 
Cloud and 
therefore, there is 
no evidence saved 
on your Devices 

Devices (All) We strongly advice that all evidence 
you wish to keep is securely saved 
in the EfL Cloud to avoid losing any 
valuable data. 

https://resources.e
videnceforlearning
.net/article/96-
ensure-all-
evidence-in-
saved-to-your-
cloud-and-
therefore-there-is-
no-evidence-
saved-on-your-
devices 

   

Removing Learners 
and Groups from 
Devices 

Devices (All) This will make it easier when you 
come to set up your devices later 
with all the new Groups and 
Learners. 

https://resources.e
videnceforlearning
.net/article/102-
removing-
learners-and-
groups-from-
devices-where-
necessary 

   

Archive (and Delete) 
any Learners who 
have left 

Admin Web 
Console               
(via a computer) 

After archiving, Learners’ details 
and evidence will still be stored in 
the EFL Cloud. Archived Learners 
can be activated at a later date or 
deleted permanently. 

https://resources.e
videnceforlearning
.net/article/93-
archive-learners-
who-have-left 
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Add the new intake 
of Learners 

Admin Web 
Console                 
(via a computer) 

Start by Exporting existing Learners 
to Excel and then adding the new 
Learners to the spreadsheet before 
Importing it back to your Cloud. You 
can also update any details for 
existing Learners. 

https://resources.e
videnceforlearning
.net/article/94-
add-the-new-
intake-of-learners 

   

Update Groups for 
existing Learners 
and add new 
Learners to Groups 

Admin Web 
Console             
(via a computer) 

You can add all Learners to Groups 
as part of the Import process for 
adding/updating Learners (above). 

https://resources.e
videnceforlearning
.net/article/95-
update-and-add-
the-new-groups-
that-learners-are-
in 

   

Update existing 
PLGs (including 
changing the 
owners and access 
permissions where 
needed) 

Device (Any) 
 
(All changes can 
be done on any 
single device) 
 
In the Assessment 
and PLGs area of 
the app. 

Changes made via a device are 
reflected across the system. 

https://resources.e
videnceforlearning
.net/article/97-
update-existing-
plgs-including-
changing-the-
owners 

   

Add any new PLGs Device (Any) 
 
(All changes can 
be done on any 
single device) 
 
In the Assessment 
and PLGs area of 
the app. 

Changes made via a device are 
reflected across the system. 

https://resources.e
videnceforlearning
.net/article/160-
add-any-new-plgs 

   

Create any new 
Assessment Books 
for non-PLGs 

Admin Web 
Console             
(via a computer) 

These would be used to track 
evidence and progress against 
general assessment frameworks 
such as literacy progression 
framework, etc. 

https://resources.evi
denceforlearning.ne
t/article/161-create-
any-new-
assessment-books-
for-non-plgs 
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You may want to 
add new 
Frameworks, Tags, 
Date Ranges and 
Comment 
Templates to your 
Cloud 

Admin Web 
Console (via a 
computer) 

Review “Set up your Cloud” guides 
to review how to add these. 

https://resources.e
videnceforlearning
.net/article/98-
review-or-add-
new-frameworks-
tags-date-ranges-
and-comment-
templates-to-your-
cloud 

   

You may want to 
add new Indicators 

Device (Any) 
 
(All changes can 
be done on any 
single device) 
 
In the Assessment 
and PLGs area of 
the app. 

 https://resources.e
videnceforlearning.
net/article/162-
you-may-want-to-
add-new-indicators 

   

Get Your Devices 
ready for the New 
Academic Year 

Devices (All) Each device can be set up with 
specific Learners, Groups, 
Frameworks/PLGs, Comment 
Templates and Tags needed for that 
teacher or class.  

https://resources.e
videnceforlearning
.net/article/99-get-
your-devices-
ready-for-the-new-
academic-year 

   

Plan any training 
requirements to 
ensure that all new 
and existing staff 
understand how 
best to use The 
Evidence for 
Learning App in 
Relation to their 
Role 

 Consider what sessions you will 
hold: e.g. training for new staff; 
refresher courses for existing staff; 
sharing best or what works for me. 
Get these sessions booked into the 
calendar for all relevant staff. 

https://resources.e
videnceforlearning
.net/article/101-
ensure-all-staff-
understand-how-
to-use-evidence-
for-learning-in-
relation-to-their-
role 
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