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1 Introduction  
The purpose of this document is to provide you with a guided tour of the Climbing Frame and 

how it can help you in your role as a Union Learning Representative.  In this document we 

will look at the Climbing Frame website its navigation, features, and functionality.  

2 About the Climbing Frame 

2.1 What is the Climbing Frame 
The union learning Climbing Frame is a free website for Union Learning Reps (ULRs). 

¶ The Climbing Frame allows ULRs to create pathways for learning and action plans 

for individuals that can be reviewed and updated as they progress on their learning 

journey. 

¶ The Climbing Frame provides up-to-date information and advice for ULRs about a 

broad range of learning opportunities 

¶ The Climbing Frame can be adapted by individual unions and organisations to suit 

their own needs. 

¶ ULRs can keep an on-going record of learners they have worked with and where 

they are heading. 

¶ Unions can obtain an accurate profile of their own learners. 

2.2 What can you do with the Climbing Frame? 
As a Union Learning Representative using the Climbing Frame you can: 

¶ View and use Learning Themes 

¶ View and amend your own Climbing Frame 

¶ Add your learners on the Climbing Frame system 

¶ Create a learning plan for yourself and your learners 

¶ Print statistical reports 
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3 Accessing the Climbing Frame  

3.1 Registering on the Climbing Frame 
Step 1) Click on the óSign Up nowô button 

 

   

Step 2) Complete the form & click 

óRegisterô.  Please note: all fields 

are mandatory except workplace 

postcode. 
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Step 3) Youôll receive an onscreen 

confirmation message and your 

application will be sent to an 

administrator who will then 

validate it and email you when you 

application has been approved. 

 

 

Tip: if you do not understand what you need to enter in any of the data entry fields within the 

climbing frame simply click on the  next to each field and it will open up the contextual 

help which will give you a fuller explanation of what data is expected for each field as well as 

links off to additional information in certain cases.  

 

3.2 How to access the Climbing Frame 
Once your application has been approved you can log into the Climbing Frame using the 

steps outlined below.  

Step 1)  To login to the website go to: 

www.climbingframe.unionlearn.org.uk 

 

http://www.climbingframe.unionlearn.org.uk/
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Step 2) Enter your email address 

 

Step 3)  Enter your password 

 

Step 4) Click on the login button 

 

3.3 Forgotten Password? 
If you have forgotten your password, donôt worry!  By following the steps below you can have 

another password sent to your email address.  

Step 1) Click on the óForgotten your password?ô 

link underneath the login box area. 
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Step 2) Enter your óRegistered email addressô.  

This is the email address that you used 

when you first registered to use the 

Climbing Frame.   

Step 3) Click the óSend emailô button.    

 

A new password will be sent to your email inbox and you will then be able to use this to 

access the Climbing Frame.  Once in the Climbing Frame you can then change your 

password to something more memorable.  

You can also change your password at any time by logging into the Climbing Frame and 

amending the password yourself ï see section 6.8 Changing your password. 

3.4 Forgotten your Password and Email? 
If you have forgotten both your password and email please contact the unionlearn Climbing 

Frame team.  Email: climbingframe@tuc.org.uk or complete the Contact Form.  

 

 

mailto:climbingframe@tuc.org.uk
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4 Your ULR Home Page 

4.1 About your ULR Home Page 
When you log into the Climbing Frame you will see a home page and like most websites this 

will contain a mixture of navigation links (buttons that take you around the site) and text or 

images with information on the site. 
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4.2 What does the ULR Home Page look like? 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

Forums ï links to a discussion 
forum 
Useful links ï a list of web 
resources 
My notes ï create and maintain 
your own notes page 
Help ï a page of frequently asked 
questions 
Print ï print the current page  

View the terms & 
conditions, privacy 
policy, accessibility 
information & 
acknowledgement 
pages 

Search ï enter a keyword and click 
Go to search for a specific term 
within the Learning Themes 
Learning Themes ï click on a 
Learning Theme to view it 

View the about us, Climbing 
Frame courses, Climbing Frame 
News and Contact us pages. Visit 
the unionlearn learning and 
careers advice service website. 

Introduction text ï 
this will change from 
time to time, giving 
you the have latest 
updates and 
information, e.g. free 
materials for ULRs, 
etc. 

Main Navigation Links 
ï click on these to 
view: 
Learning Themes ï 
information about the 
Learning Themes 
Learner Management 
ï view, add & edit 
learner information & 
Climbing Frame actions 
& goals 
Reports ï view & print 
ULR reports 

Case Studies ï expands to show 
the latest case studies relating the 
Climbing Frame 
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5 Learning Themes 

5.1  What are Learning Themes 
Learning Themes are online articles about a variety of topics that either you or your learners 

might find useful.  The Learning Themes are visible down the left hand side of the screen no 

matter where you are on the Climbing Frame website.   

5.2 Viewing Learning Themes 
Step 1) You can view a Learning Theme by 

clicking on the name. 

 

Step 2)  Either scroll down to view the whole 

Learning Theme or select a topic of 

interest from the Contents page 
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5.3 Searching Learning Themes 
Step 1)  To search for a specific term type a 

word, e.g. Language into the search box  

 

Step 2) Click Go  

 

Step 3) Results will appear onscreen 
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Step 4) Click on either the title or read more to 

view the Learning Theme.  Tip: you can 

get back to your search results again by 

clicking the back button on your web 

browser.  
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6 Learner Management 

6.1 About the Learner Management section 
The Learner Management section allows you to access your own learning details and 

Climbing Frame action plan.  It also allows you to add learners to your Climbing Frame and 

then work with him/her in a variety of ways.  You can  

¶ Help the learner to set goals for their learning. A goal is what they want to achieve 

from their learning, for example be more confident, become a team leader, get an IT 

qualification etc. Goals can be personal, short term work or long term career. Note 

that learners do not need to set goals if they donôt want to. 

¶ Put together action plans for their learning. This can be linked to any goals the 

learner has set. This is saved as a graphic and text file on the Climbing Frame 

¶ Review progress on learning and record their achievements ï learning undertaken, 

goals achieved, qualifications gained etc. 

6.2 Adding a new learner 
Step 1)  Click on the óLearner Managementô tab 

 

Step 2) You will see your name at the top of the 

Learner Management and also above 

the filter box.  
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Step 3) Click on the Create Learner button  

 

Step 4) Enter the learnerôs First Name, Last 

Name and Email Address in the boxes 

provided 

 

Step 5) Make sure that you take time to read the 

data protection policy and the Climbing 

Frame terms of use with the learner. 

You can view this by clicking on the links.  

If the learner agrees click on the boxes to 

change them from a no to a yes.  

NB: if a learner doesnôt agree to either 

the data protection policy or terms of use 

then they will not be able to use the 

Climbing Frame tool. 

 

Step 6) Click the Create Learner button 
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Step 7) The learner has now been created and 

you can then complete the remainder of 

the Learner Details form by clicking each 

of the 3 tabs (Personal, Workplace, and 

Learning) and completing the 

supplementary fields (e.g. Date of birth, 

gender, ethnicity, etc.) & then click 

óSaveô.  

Tip: there is a save button on each of the 

3 learner details tabs.   

The learner will receive an email confirming that they will have been registered on the 

Climbing Frame and a copy of the data protection policy 

6.3 Finding an existing learner 
Step 1)  Click on the óLearner Managementô tab 

(automatically selects the learner sub 

tab) 

 

Step 2)  To find a learner either   

 a) Click on the show all learners - 

this will display a list of all the 

learners assigned to you 
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 b) Type in some of the learner 

details (e.g. First name, Last 

name, Email, Last updated, Last 

session, Next session) into the 

filter box to show only learners 

matching your criteria  

 

Step 3) To view the learnerôs details click on 

their name and this will then change 

the selected learner. 

 

Step 4) When youôve selected a learner their 

name will appear at the top of the 

screen 
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6.4 Editing a learnerõs details 
Step 1)  Click on the óLearner Managementô tab 

(automatically selects the learner sub 

tab) 

 

Step 2) Find your learner (see finding learners) 

 

Step 3) Click on the learnerôs name 
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Step 3) Click on the Edit Learner button 

 

Step 4) Click each of the 3 tabs (Personal, 

Workplace, and Learning) to change 

the supplementary fields (e.g. Date of 

birth, gender, ethnicity, etc.) & then click 

óSaveô. Tip: there is a save button on 

each of the 3 learner details tabs.   

 

6.5 Sharing learners with other ULRs 
The Climbing Frame allows you to share learners with other ULRs ï this means that the 

learnerôs details and Climbing Frame action plan can be centrally updated by all of the 

nominated ULRs.  

Step 1)  Click on the óLearner Managementô tab 

(automatically selects the learner sub 

tab) 
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Step 2) Click on the Add Learner button 

 

Step 3) Type in the learnerôs email address (you 

will need to ask them for this information 

if you donôt already have it).  Tip: if the 

learner isnôt already registered on the 

Climbing Frame you will get an 

onscreen message informing you ï in 

which case you should add the learner 

as a new learner.  

 

Step 4) Click OK 

 

Step 5) You will receive an onscreen 

confirmation message that the learner 

has been emailed and informed that you 

would like to access their Climbing 

Frame details.  If the learner accepts 

you will see them added into your list of 

learners. If the learner rejects access 

they will not appear in your list of 

learners.  Click OK to remove the 

onscreen message.  
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6.6 Deleting a learner 
Step 1)  Click on the óLearner Managementô tab 

(automatically selects the learner sub 

tab) 

 

Step 2) Find your learner (see finding learners) 

 

Step 3) Click on the learnerôs name to change 

the Climbing Frame to the selected 

learner 
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Step 4) Click the Delete Learner button 

 

Step 5) Youôll receive an onscreen message 

checking that you definitely wish to 

delete the learner. Click OK to 

permanently remove the learner from 

the Climbing Frame 

 

6.7 Deleting yourself from the Climbing Frame 
Should you wish to delete yourself from the Climbing Frame please contact either your union 

Climbing Frame administrator or the unionlearn Climbing Frame administrator.  

6.8 Changing your password 
Step 1)  Click on the óLearner Managementô tab 

(automatically selects the learner sub 

tab) 

 

Step 2) Click on the Learner Details tab  

(NB: Please ensure that you are working 

on your Climbing Frame, you can check 

this by making sure it is your name 

thatôs visible on the Climbing Frame 

screen, as indicated on the screenshot)  
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Step 3) Scroll down the page and enter a new 

password in the Set Password box 

 

Step 4) Retype your new password in the 

Confirm Set Password box 

 

Step 5) Click Save and your new password will 

be saved and ready to use the next time 

you log into the Climbing Frame 

 

6.9 Unmanaging a learner 
If you are no longer working with a learner then you can use the unmanage learner 

functionality to remove them from the list of learners that are assigned to you.  When you 

unmanage a learner you will no longer have access to their Climbing Frame details and their 

statistics will no longer appear in your ULR reports.   
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Step 1)  Click on the óLearner Managementô tab 

(automatically selects the learner sub 

tab) 

 

Step 2) Find your learner (see finding learners) 

 

Step 3) Click on the learnerôs name to change 

the Climbing Frame to the selected 

learner 

 

Step 4) Click the Unmanage Learner button 
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Step 5) Youôll receive an onscreen message 

checking that you definitely wish to 

unmanage the learner. Click OK to 

permanently remove the learner from 

your Climbing Frame 

 

6.10 Adding / changing date of next session 
Step 1)  Click on the óLearner Managementô tab 

(automatically selects the learner sub 

tab) 

 

Step 2) Find your learner (see finding learners) 

 

Step 3) Click on the learnerôs name to change 

the Climbing Frame to the selected 

learner 
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Step 4) Click on the Date of Next Session box 

 

Step 5) Use the back and forward buttons on 

the calendar to navigate to the month 

and then click on the date that you wish 

to set the review for 

 

Step 6) Click Save 

 

Step 7) Youôll see the date of the next session 

has been added to the learnerôs details 
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6.11 Downloading the date of next session 
You can download the date of your next session with a learner to your calendar.  

Step 1)  Click on the óLearner Managementô tab 

(automatically selects the learner sub 

tab) 

 

Step 2) Find your learner (see finding learners) 

 

Step 3) Click on the Add to Cal button 

 

Depending on your browser this will either download an ICS file to your PC or youôll see a 

pop-up box asking you to either open or save the file ï please click Open and this should put 

the calendar appointment into your Outlook calendar.  
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6.12 Viewing the Climbing Frame grid 
Step 1)  Click on the óLearner Managementô tab 

(automatically selects the learner sub 

tab) 

 

Step 2) Find your learner (see finding learners) 

 

Step 3) Click on the learnerôs name to change 

the Climbing Frame to the selected 

learner 
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Step 4) You can then either click on the 

Climbing Frame tab or click on the 

learners name again to open the 

Climbing Frame grid 

 

Step 5) You should now see the Climbing Frame 

grid 

 

6.13 Adding a goal 
Step 1)  Open the Climbing Frame grid 
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Step 2) Click on the Add Goal button 

 

Step 3) Enter the Goal Title (maximum of 25 

characters)  

 

Step 4) Click on the dropdown to select a goal 

area: Long Term Career, Personal or 

Short Term Work.  
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Step 5) Click Save  

 

Step 6) The goal will have been saved to the 

Climbing Frame action plan 

 

Step 7) Click Show to view the Climbing Frame 

grid  
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6.14 Completing a goal 
Step 1)  Open the Climbing Frame grid 

 

Step 2) Scroll down to the Action Plan and click 

on the Goal tab  

 

Step 3) Click on the title of the goal that you 

want to complete 

 








































































