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Data Collection July 2013 

GUIDANCE NOTES FOR THE COMPLETION OF THE ONLINE DATA 

COLLECTION TOOL 

Introduction 
 
What is the CLIF online data collection tool? 
The CLIF online data collection tool is an online form which you will need to 
complete in order to submit data about your learners, learning programmes and 
volunteers. The CLIF Handbook includes detailed information about what data are 
required of you and you will have been taking steps to collect these. 
 
What are these guidance notes for? 
These guidance notes explain how to access and complete the online data collection 
tool, and take you through the questions it asks one by one. At the end of the 
guidance notes is a complete, exact copy of the questions included in the online data 
collection tool. We strongly recommend that you print this off and make a note of all 
your answers on it before accessing the online version.  
 
How to access the CLIF online data collection tool 
You will receive an email from clif@niace.org.uk on 1 July 2013. This will include a 
link to access the CLIF online data collection tool. You will need to be connected to 
the internet in order to enter and submit your data. 
 
The email which you receive will contain a link to the online data collection tool which 
is unique to your project. This means that if you complete part of the questionnaire 
and then leave it, the answers which you have entered so far (as long as you have 
saved them by clicking on the NEXT button - see below) will still be there the next 
time you click on the link in the email. Please note that using the link in this email is 
the only way you can access the online data collection tool for your project     
 
Please note that if you lose or delete the email with this link it cannot be reissued to 
you. We would only be able to send a new email with a new link. If you partially 
complete the online form, then lose or delete the email with your unique link, then we 
will only be able to send you a new link, and you will need to re-enter the data that 
you have already entered. 
 
When should you complete the CLIF online data collection tool? 
You will need to complete the CLIF online data collection tool between 1 July and 15 
July 2013. We require you to submit your data by 15 July at the latest. 
 
 

 
 

mailto:clif@niace.org.uk
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General guidance about working through the online data collection 
tool  
 
Saving your data on the online data collection tool 
At the bottom of each page is a NEXT button. You need to complete all of the fields 
on each page in order to be able to move on to the next page. When you have 
completed all of the fields on a page and clicked on the NEXT button, your data on 
that page will be saved. You can only save complete pages of data. Saving a page 
means that if you leave the online form, then return to it using the link in the email 
sent to you, your saved data will still be there. 
 
All fields must be completed 
All of the fields (the boxes in which you will enter your data) in the online data 
collection tool are compulsory. This means that you cannot save a page or move on 
to the next page until you have entered data into all of the fields on the page you are 
working on.  
 
It is very likely that there will be some fields that are not relevant to your project – for 
example you may not have any learners aged 75 or over, or you may not have any 
learners categorised as White Irish. If this is the case you will need to enter a “0” in 
the relevant field. You must not leave the field blank. If you do this you will not be 
able to save the page in question and move onto the next page. 
 
The reason that all questions have been made compulsory is so that you and we can 
be sure that no questions or fields have been accidentally missed as you work 
through the online data collection tool.  
 
Do not use the Back and Forward buttons on your internet browser window  
When working through the online data collection tool, do not use the Back and 
Forward buttons on your internet browser window (they are normally located in the 
top left or top right of the internet browser window).  
 
If you use the Back and Forward buttons on your internet browser window, the data 
you enter in to the online form will not save correctly. THIS IS REALLY 
IMPORTANT. 
 
To move through the online data collection tool you must use the green PREVIOUS 
and NEXT buttons located at the bottom of each page. 

 
Each time you click on the green NEXT button and successfully move on to the next 
page, the data you have entered on the previous page will be saved. If you wish to 
go back to a page to change something, then move back to that page using the 
green PREVIOUS button, make the changes you want, and then click on the green 
NEXT button to save again. 



3 
 

Step by step guide to completing the CLIF online data collection 
tool 
 
The following pages provide you with a step by step guide to completing the CLIF 
online data collection tool. This guide takes you through each part of the online data 
collection tool, and includes screen shots.  
 
Once you receive your email with the link to the online data collection tool on 1 July, 
click on the link and you will be taken to the introduction page which looks like this. 
 

 
 

Click on the CLICK HERE TO BEGIN button at the bottom of the page in order to 

begin working through the online form. 

QUESTION 1: Your details 
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You will now be taken to the first page of the form which asks you to complete the 
following information: 

 Your name 

 Your email address 

 Project name 

 Project code (please enter CLIF followed by the 5 digit ID code for your 
project). 

 

 
 

Remember, all of these fields are compulsory and you will not be able to move on to 
the next page until you have completed them. 
 
Once you have completed these fields, click on the green NEXT button to move on 
to the next page. Clicking on NEXT saves the information on this page.    
 

SECTION 1: About your learners 

All the questions in this section are about your learners and their characteristics. 

Question 2 is asking for the total number of distinct, individual learners on your 

project. Each learner should count only once in this total even though some of them 

may follow more than one learning programme as part of your project. 

Question 3 is asking for the total number of distinct, individual learners in each of 

the following categories: 

 Learning programmes of less than 6 hours; 

 Learning programmes of  6 or more but less than 10 hours; 

 Learning programmes of 10 or more but less than 25 hours; 

 Learning programmes of 25 or more hours. 

Each learner should only count once in answer to any one of the four questions 

above. However, an individual learner might attend courses of differing lengths and 

therefore be counted in the answers to more than one of the questions above. For 
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example, if you offer one 4 hour course and one 8 hour course the same learner 

might attend both of these courses. This learner would, therefore, be counted once 

in answer to the first question and once in answer to the second question. The total 

of your entries in the four boxes in question 3 might therefore be greater than your 

answer to question 2. It should never be less than your answer to question 2. This 

would mean that you have made an error in your data entry which you need to 

correct. 

 
 

Once you have entered all of your data, click on the green NEXT button in order to 
move on to the next page. Once you have successfully moved on to the next page, 
your data has been saved.  

 
If you wish to go back to check your data on any previous pages, or to change 
anything on any previous pages, then click on the green PREVIOUS button. If you 
make any changes you must click NEXT in order to save them.  
 
If you click on the green NEXT button without completing all of the fields, then you 
will see an error message in red towards the top left of the screen telling you which 
question is incomplete.  You need to complete any incomplete questions and then 
click  NEXT in order to save the current page and proceed to the next page. This is 
demonstrated in the example below. 
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Question 4 is asking for the gender of your learners where you know this. Each 

learner should only be counted once in answer to this question. Hence the total 

which you enter in the final box should be the same as your answer to question 2.  If 

these totals are not the same this means you have made an error in your data entry 

which you should correct. 

Question 5 is asking for the age bands of your learners where you know these. 

Each learner should only be counted once in answer to this question. Hence the total 

which you enter in the final box should be the same as your answer to question 2. If 

these totals are not the same this means you have made an error in your data entry 

which you should correct. 

Remember that you will need to complete all boxes on the page before you will be 

able to save your answers by clicking NEXT and proceeding to the next page. 
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Question 6 asks for a breakdown of the ethnic groups to which your learners 

belong. Each learner should only be counted once in answer to this question. Hence 

the total which you enter in the final box should be the same as your answer to 

question 2. If these totals are not the same this means you have made an error in 

your data entry which you should correct. 
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Question 7 asks, where you know this, for the number of your learners who consider 

themselves to be disabled and the number who have specifically indicated that they 

do not consider themselves to be disabled. Each learner should only be counted 

once in answer to this question. Hence the total which you enter in the final box 

should be the same as your answer to question 2. If these totals are not the same 

this means you have made an error in your data entry which you should correct. 

Question 8 asks for the employment status of your learners. It is possible that some 

of your learners may fall into more than one employment status category. Such 

learners should be counted once in your entry into each of the relevant employment 

status boxes. The total of your entries in the eight boxes in question 8 may therefore 

be greater than your answer to question 2. It should never be less than your answer 

to question 2. This would mean that you have made an error in your data entry which 

you need to correct. 

 
 

Question 9 asks for details about when your learners finished continuous full-time 

education. Each learner should only be counted once in answer to this question. 

Hence the total which you enter in the final box should be the same as your answer 

to question 2. If these totals are not the same this means you have made an error in 

your data entry which you should correct. 

Question 10 asks whether learners taking part in your CLIF learning programmes 

are currently, or have recently been involved in other learning activities. Each learner 

should only be counted once in answer to this question. Hence the total which you 

enter in the final box should be the same as your answer to question 2. If these totals 



9 
 

are not the same this means you have made an error in your data entry which you 

should correct. 

 
  

Question 11 asks for information about the intended progression routes of your 

learners where these are known. Some of your learners may intend to progress in 

more than one direction (for example one of your learners may intend to progress 

both to further community learning and also to take up volunteering). Such learners 

should be counted once in your entry in each of the relevant progression destination 

boxes. The total of your entries in the nine boxes in question 11may therefore be 

greater than your answer to question 2. It should never be less than your answer to 

question 2. This would mean that you have made an error in your data entry which 

you need to correct. 
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SECTION 2:  About your learning programmes 

This section asks for information about your learning programmes.  You will be 

asked separately for information about learning programmes of the following lengths: 

 Learning programmes of less than 6 hours; 

 Learning programmes of  6 or more but less than 10 hours; 

 Learning programmes of 10 or more but less than 25 hours; 

 Learning programmes of 25 or more hours. 

Question 12 asks whether you offered any learning programmes of less than 6 

hours. If you answer NO you will skip to question 16. 

Question 16 asks whether you offered any learning programmes of 6 or more but 

less than 10 hours. If you answer NO you will skip to question 20. 

Question 20 asks whether you offered any learning programmes of 10 or more but 

less than 25 hours. If you answer NO you will skip to question 24. 

Question 24 asks whether you offered any learning programmes of 25 or more 

hours.  If you answer NO you will skip to Section 3. 

Please note that if in Section 1 you have entered data on learners engaged with your 

project then you must answer YES to at least one of the four questions 12, 16, 20 

and 24 listed above. 
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If you answer YES to question 12 then you will proceed to questions 13, 14 and 15 

which ask for further information about your learning programmes of less than 6 

hours. 

Question 13 asks for the number of distinct (i.e. different) learning programmes of 

less than 6 hours. If you deliver exactly the same learning programme several times 

to different sets of learners this counts as one distinct learning programme.   

Question 14 asks for the titles of all your distinct learning programmes of less than 6 

hours. Please put each title on a new line. The number of titles you enter should be 

the same as the number of distinct learning programmes you recorded in answer to 

question 13. 

Question 15 asks you to identify which kinds of support you provide to learners on 

learning programmes of less than 6 hours. If none of the options apply then you 

should select „None‟. 
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If you answer YES to question 16 then you will proceed to questions 17, 18 and 19 

which ask for further information about your learning programmes of 6 or more but 

less than 10 hours. These are similar to questions 13, 14 and 15 above. 

If you answer YES to question 20 then you will proceed to questions 21, 22 and 23 

which ask for further information about your learning programmes of 10 or more but 

less than 25 hours. These are similar to questions 13, 14 and 15 above. 

If you answer YES to question 24 then you will proceed to questions 25, 26 and 27 

which ask for further information about your learning programmes of 25 or more 

hours. These are similar to questions 13, 14 and 15 above. 

SECTION 3:  About your volunteers 

Section 3 is the final section of the online data collection tool, and contains two 
questions relating to your volunteers.  By 'volunteers' we mean people who are 
supporting you in an unpaid capacity to develop and/or deliver your project, rather 
than learners participating in the project. 
 
Question 28 asks you to indicate the number of volunteers and the total number of 
volunteer hours involved in different activities in your project. All parts of this 
question are compulsory so please enter „0‟ in any boxes that do not apply to your 
project. 
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Question 29 asks you to describe any capacities in which volunteers have been 
involved in your project other than those listed in Question 28.  
 

 

Your Response - Checking and submitting your data 

Once you have completed question 29 and clicked on NEXT you will see a page 
titled Your Response. At this stage please note that your data have not been 
submitted to NIACE. Before submitting your data, please check that they have all 
been entered correctly. You can move backwards and forwards throughout your 
completed response by using the green PREVIOUS and NEXT buttons at the bottom 
of each page. You can also print a basic copy of all your responses, which can be 
seen on the Your Response page, by clicking on the green PRINT button.  
 
Once you click on the green FINISH button at the bottom of the screen you will not 
be able to re-enter the online survey to check or change any of your data. 
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We strongly recommend that prior to completing the online data collection tool, you 
enter your data on to the template provided at the end of this document, and keep a 
copy of this version of your data for your own records.  
 
Once you are happy that your data are correct, please click on the FINISH button at 
the bottom of the screen.  

 
 
 

 
 
 

 

Once you have clicked FINISH you will see a new page with the message below.  
 
Your data have now been submitted and you can no longer access your responses 
via the online data collection tool. 
 
Please remember to email your learner postcode list to clif@niace.org.uk using the 
template emailed to you.  

mailto:clif@niace.org.uk
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The following pages contain a blank template containing all the questions asked on 

the online data collection tool. We very strongly encourage you to use this template 

to record your answers in advance before you start to enter them into the online data 

collection tool. 

If you have any queries or concerns about the online data collection tool please 

contact clif@niace.org.uk as soon as possible. 

 

  

mailto:clif@niace.org.uk
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Community Learning Innovation Fund 

Data Collection tool TEMPLATE 

We strongly recommend that you complete this template before transferring your 

answers to the online data collection tool. This will ensure you have a complete copy 

of your data in case you experience any difficulties with the online tool. 

1. Please provide the following information (*Required) 

*Your name:  
 

*Your email address:  
 

*Project name:  
 

*Project code:  
 

 

 

Section 1: About your learners 

 

*2. Please indicate the total number of distinct (i.e. different) learners taking part in 

your learning programmes. (*Required) 

Enter a number. 

 
 

 

 

3. Please indicate the number of distinct learners taking part in learning programmes 

of the below lengths. (Any one learner may follow learning programmes of different 

lengths and hence be counted in more than one of the boxes below. If you are not 

offering a learning programme of one of the below lengths, please enter 0.) 

(*Required) 

*Less than 6 hours:  
 

*6 or more hours but less than 10:  
 

*10 or more hours but less than 25:  
 

*25 or more hours:  
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4. Please indicate the number of distinct learners of each gender taking part in your 

learning programmes. (*Required) 

*Male:  
 

*Female:  
 

*Not known:  
 

*Total of the above (this should be the same as the number given in 

answer to question 2): 

 
 

 

 

5. Please indicate the number of distinct learners in each age category. (*Required) 

*Under 19:  
 

*19-24:  
 

*25-49:  
 

*50-74:  
 

*75 or over:  
 

*Not known:  
 

Total of the above (this should be the same as the number given in 

answer to question 2): 
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6. Please indicate the number of distinct learners from each ethnic group. (*Required) 

*White: Welsh/English/Scottish/Northern Irish/British:  
 

*White: Irish:  
 

*White: Gypsy or Irish Traveller:  
 

*Any other White background:  
 

*Mixed/multiple ethnic groups: White and Black Caribbean:  
 

*Mixed/multiple ethnic groups: White and Black African:  
 

*Mixed/multiple ethnic groups: White and Asian:  
 

*Any other Mixed/multiple ethnic groups:  
 

*Asian/Asian British: Indian:  
 

*Asian/Asian British: Pakistani:  
 

*Asian/Asian British: Bangladeshi:  
 

*Asian/Asian British: Chinese:  
 

*Any other Asian background:  
 

*Black/African/Caribbean/Black British: African:  
 

*Black/African/Caribbean/Black British: Caribbean:  
 

*Any other Black/African/Caribbean background:  
 

*Other ethnic group: Arab:  
 

*Any other ethnic group:  
 

*Not known:  
 

*Total of the above (this should be the same as the number given in 

answer to question 2): 
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7. Please indicate the number of distinct learners who consider themselves to be 

disabled. (*Required) 

*Learners who consider themselves to be disabled:  
 

*Learners who do not consider themselves to be disabled:  
 

*Not known:  
 

*Total of the above (this should be the same as the number given in 

answer to question 2): 

 
 

 

 

8. Please indicate the number of distinct learners with the following employment 

statuses. (Learners may have more than one employment status and hence be 

counted in more than one of the boxes below) (*Required) 

*Currently in paid work – employed:  
 

*Currently in paid work – self employed:  
 

*In full time education or training:  
 

*In part time education or training:  
 

*Not in education or training:  
 

*Not in paid work:  
 

*Other:  
 

*Not known:  
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9. Please indicate the number of distinct learners who finished continuous full time 

education at the following ages. (*Required) 

*16 or below:  
 

*17 or 18:  
 

*19 or 20:  
 

*21 or above:  
 

*Not known:  
 

*Total of the above (this should be the same as the number given in 

answer to question 2): 

 
 

 

 

10. Please indicate the number of distinct learners that, at the time of starting their 

informal adult learning with you. (*Required) 

*were currently involved in other adult learning activities:  
 

*had recently been involved in other adult learning activities (within the 

last three years): 

 
 

*had been involved in adult learning activities since finishing full-time 

education but not within the last three years: 

 
 

*had had no involvement in adult learning since leaving school:  
 

*Not known:  
 

*Total of the above (this should be the same as the number given in 

answer to question 2): 
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11. Please indicate the number of distinct learners who intend to progress onto the 

following. (Any one learner may intend to progress to a number of different 

destinations and hence be counted in more than one of the boxes below) (*Required) 

*Further community learning with your organisation:  
 

*Further community learning with another organisation:  
 

*An accredited course other than literacy, language or numeracy:  
 

*A literacy, language or numeracy accredited course:  
 

*Volunteering:  
 

*Paid work – employed:  
 

*Paid work – self employed:  
 

*No plans to progress on to any of the above at this time:  
 

*Not known/information not available:  
 

 

 

Section 2: About your learning programmes 

 

The pages in this section relate to your learning programmes. You will be asked 

whether you offered learning programmes of various different lengths. You will only 

have to enter data if you confirm that you offered at least one learning programme 

within the specified lengths on each page. If you did not offer any learning 

programmes of a particular length then you will be able to skip the related questions. 
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Learning programmes of less than 6 hours 

 

*12. Have you offered learning programmes of less than 6 hours?(*Required) 

Select one. 

 
 Yes (Go to question number 13.) 

 No (Go to question number 16.) 

 

 

*13. Number of distinct learning programmes of less than 6 hours:(*Required) 

Enter a number. 

 
 

 

 

*14. Please provide the titles of these learning programmes:(*Required) 
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*15. Which of the following kinds of support do you provide to learners as part of 

these learning programmes? (Please select all that apply)(*Required) 

Select all that apply. 

 
 Learning materials 

 Learning support 

 Care costs (including childcare and other care) 

 Travel costs 

 Refreshments 

 Costs of accreditation 

 Advice/counselling 

 Classroom support 

 None 

 Other, please state:: 

 
 

 

 

Learning programmes of 6 or more but less than 10 hours 

 

*16. Have you offered learning programmes of 6 or more but less than 10 

hours?(*Required) 

Select one. 

 
 Yes (Go to question number 17.) 

 No (Go to question number 20.) 

 

 

*17. Number of distinct learning programmes of more than 6 but less than 10 

hours:(*Required) 

Enter a number. 
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*18. Please provide the titles of these learning programmes:(*Required) 

 

 

 

 

 
 

 

*19. Which of the following kinds of support do you provide to learners as part of 

these learning programmes? (Please select all that apply)(*Required) 

Select all that apply. 

 
 Learning materials 

 Learning support 

 Care costs (including childcare and other care) 

 Travel costs 

 Refreshments 

 Costs of accreditation 

 Advice/counselling 

 Classroom support 

 None 

 Other, please state:: 
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Learning programmes of 10 or more but less than 25 hours 

 

*20. Have you offered learning programmes of 10 or more but less than 25 

hours?(*Required) 

Select one. 

 
 Yes (Go to question number 21.) 

 No (Go to question number 24.) 

 

 

*21. Number of distinct learning programmes of more than 10 but less than 25 

hours:(*Required) 

Enter a number. 

 
 

 

 

*22. Please provide the titles of these learning programmes:(*Required) 
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*23. Which of the following kinds of support do you provide to learners as part of 

these learning programmes? (Please select all that apply)(*Required) 

Select all that apply. 

 
 Learning materials 

 Learning support 

 Care costs (including childcare and other care) 

 Travel costs 

 Refreshments 

 Costs of accreditation 

 Advice/counselling 

 Classroom support 

 None 

 Other, please state:: 

 
 

 

 

Learning programmes of 25 or more hours 

 

*24. Have you offered learning programmes of more than 25 hours?(*Required) 

Select one. 

 
 Yes (Go to question number 25.) 

 No (Go to question number 28.) 

 

 

*25. Number of distinct learning programmes of more than 25 hours:(*Required) 

Enter a number. 
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*26. Please provide the titles of these learning programmes:(*Required) 

 

 

 

 

 
 

 

*27. Which of the following kinds of support do you provide to learners as part of 

these learning programmes? (Please select all that apply)(*Required) 

Select all that apply. 

 
 Learning materials 

 Learning support 

 Care costs (including childcare and other care) 

 Travel costs 

 Refreshments 

 Costs of accreditation 

 Advice/counselling 

 Classroom support 

 None 

 Other, please state:: 

 
 

 

 

Section 3: About volunteers 

 

The following question is about volunteers involved in your project.  By 'volunteers' 

we mean people who are supporting you in developing and/or delivering your project 

rather than learners participating in the project.  
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28. Activities that volunteers are involved in (*Required) 

 Total number of 

volunteers 

Total number of volunteer 

hours 

*Development of the learning 

programmes 

 

 

 

 

*Community outreach  

 

 

 

*Delivery of the learning 

programmes 

 

 

 

 

*Other capacities  

 

 

 

 

 

29. Please describe the other capacities in which volunteers are involved: 

 

 

 

 

 
 

 

 


