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Introduction 
Scholars is our virtual learning environment (VLE) which enables pupils to message their 

Tutor outside of tutorials and submit homework and assignments, and enables PhD 

Tutors to register pupil attendance, share feedback and grade assignments. You can 

find out more about the Scholars VLE by watching this video: The Brilliant Club - An 

Introduction to Using The Scholars VLE as a Tutor 

Please note this is the only way in which you should communicate with your pupils 

outside of tutorials. Email addresses must not be shared, as outlined in our 

safeguarding policy. 

  

https://www.youtube.com/watch?v=rjUxIbqUXeQ&list=PLQ6KeG5SE5YaKcab48346Y3eAhr_c2zcd
https://www.youtube.com/watch?v=rjUxIbqUXeQ&list=PLQ6KeG5SE5YaKcab48346Y3eAhr_c2zcd
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Signing Up and Logging In 
Signing up for the first time 

If you are a new tutor or a pre-Spring 2019-20 tutor and therefore have not used 

Scholars VLE before, please look out for an email from Scholars inviting you to set up 

your Scholars account by creating a password. Your placement(s) should 

automatically appear as you log in.  

The email expires after 30 days so please ensure you click on it as soon as possible 

and create your account. 

When you first sign up, you will receive a user tour which guides you through the 

functions of the platform. This will disappear when you next log in but if you wish to 

reset it, you can do so at the bottom of the page. 

 

 

Logging Back In  

If you have worked with us in previous terms and created an account, you will need 

to use the following link to log in: scholarsvle.thebrilliantclub.org/ 

New placements will be automatically visible once your Lead Teacher registers pupils 

for the programme.  

If you forget your password, you can reset it by entering your email address which will 

trigger a password reset link to be emailed to you. 

 

 

 

 

https://scholarsvle.thebrilliantclub.org/
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Accessing Your Placement(s) 

Once you log in, you will be directed to the Dashboard home page. From here, click 

on the tile entitled ‘The Scholars Programme’ 

 

You will be able access your different placements within each area e.g. for Tutorials 

by selecting the group from a drop-down menu.   

 

Logging Out 

To log out of Scholars, go to the profile icon on the top right-hand side and click on 

the arrow beside it to open a drop-down menu. ‘Log out’ is at the bottom of the 

menu. 
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Monitoring Pupil Sign Ups 

To check if a pupil has signed up to Scholars, go to the placement and click on 

‘Start a conversation’ on the right-hand side. 

 

 

 

This will take you to a list of your pupils. You can see whether they have logged on 

and entered The Scholars Programme area in the final column entitled ‘Last access 

to course’. 
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Marking Tutorial Attendance and 

Providing Tutorial Feedback  
PhD Tutors are required to indicate their pupils’ attendance within 24 hours of each 

tutorial. To do this, click on the ‘Tutorials’ tile and follow the steps outlined below. 

Click on ‘Tutorial Attendance’ from your Scholars Programme placement area. 

 

 

You will need to select your placement from the drop-down menu on the top left 

first. Then click on the blue arrow below ‘Actions’ on the right-hand side for the 

relevant tutorial to enter attendance. 
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New for 2021-22 is a tutor feedback section, which you must complete before saving 

the attendance. This is to support our tutors to provide feedback to both teachers 

and Brilliant Club staff on pupil engagement in tutorials. You will need to rank pupils’ 

engagement in the tutorial from 1-10 and also provide some comments that 

teachers will be able to read on their teacher dashboard. Please be aware that 

both The Brilliant Club staff and teachers will be able to read your comments. If you 

have anything outside of engagement or content covered in the tutorials that you 

would like to discuss, please let your Programme Officer know. 

 

Once you have completed the feedback, mark each pupil as Present (P) or Absent 

(A). If all pupils are present, you can use the ‘set status for all users’ function to mark 

this. 

 

Please ensure you click ‘Save Attendance’ at the bottom of the page before 

exiting. 

Changing Attendance Records 

If you need to go back into a tutorial and change attendance, simply follow steps 1 

and 2. You will notice the button below ‘Actions’ is now a green curved arrow – click 

on this to change attendance and complete step 3. 

If you notice that an individual pupil is not available on your attendance records, 

please get in touch with your Programme Officer. 

Your tutorial dates should pull through from our system but please note that the 

exact timings will not so you should refer to your placement form for these. 
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Messaging 
Scholars allows pupils to ask you questions about their course, and for you to give 

feedback and additional support between tutorials. All messages are moderated by 

The Brilliant Club for safeguarding purposes; however, if you do spot any comments 

that you feel are a safeguarding risk, please contact us immediately as per the 

Safeguarding Policy.  

Accessing Messages from Pupils/Placement Groups 

The message area is located on the right-hand side of the banner at the top of your 

screen and is marked with a speech bubble icon. If a pupil messages you or posts 

within group chat, a red number will appear next to the speech bubble. 

 

Click on the speech bubble to see your messages.  

To expand the messages area to a full screen, click ‘see all’ at the bottom. 

 

To come out of the messages area, click on the speech bubble icon again.  

 

 

 

 

 

  

https://thebrilliantclub.org/wp-content/uploads/2019/09/Safeguarding-Guidance-for-Tutors.pdf
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Messaging individual pupils 

To send a message to an individual pupil or a tutorial group (e.g. just the 6 pupils in 

Tutorial Group A) for the first time, go to the placement area and click on the ‘Start a 

conversation’ link on the right-hand side of the screen 

 

 

 

A list of all pupils attached to your placement(s) will appear. You can then select the 

pupil(s) you wish to message by ticking the box on the left beside their name(s). 

Once you have selected your recipient(s), go to ‘With selected users’ underneath 

and choose ‘send a message’. 

You will also be able to select your Programme Officer to message here.  

 

You will now be able to write your text and click the ‘Send message to...’ button. 
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This will initiate a conversation which means all messages for this particular pupil or 

sub-group will now appear in your messages area which is accessed by clicking on 

the speech bubble on the top right-hand side of the screen. 

 

Messaging the whole placement group 

The Group Chat function allows you to continue group discussion beyond the 

tutorial and share key advice or actions with all your pupils. 

The group chat for each of your placements will already be set up in your message 

area so you simply need to go to the speech bubble on the top right of the screen 

to access this. 

Please reiterate the expectation that pupils should be using the group chat function 

for Scholars Programme work and university-related conversations only. 
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Homework and Feedback 
Pupils should submit all homework on the Scholars platform using the ‘Homework 

and Feedback’ area. Pupils have been asked to submit their work either as a 

Microsoft Word or PDF file, and have been told not to use Google Docs as this would 

result in them sharing personal details. If a pupil does share a Google Docs link, 

please do not click on this. 

Notification of Submissions 

When a pupil submits a piece of homework, you will receive a notification in the 

form of a number next to the bell icon on the top right-hand side of your screen. 

 

To access their submission, click on the bell icon to expand the notifications list and 

then click on the notification. This will take you to the relevant homework area e.g. if 

the notification reports that a pupil has submitted Homework 3, you will be taken to 

the submission summary for Homework 3.  

Accessing Submissions 

You can access all submissions for a particular piece of homework by clicking on the 

‘Homework and Feedback’ tile on your Dashboard and selecting the relevant 

Homework task. This will take you to the submission summary page below. 
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To access further submissions details, click on ‘View all submissions’, where you will 

see which pupils have submitted. 

To download the file, click on the file name under the ‘File submissions’ column. 

 

*If you cannot see pupils here, check in the ‘Options’ section at the bottom of the 

page that ‘No filter’ is selected.  

 

If you wish to download all submissions at once, go to ‘Grading action’ underneath 

the Homework title and select ‘Download all submissions’.  

 

 

Giving Feedback for Tutorials 2-6 

For homework assignments, pupils should receive qualitative feedback rather than a 

grade. Scholars can be used to send this feedback to pupils outside of tutorials. In 

some cases, you may feel that giving feedback in person at the next tutorial is more 

appropriate.  

If you are sending feedback online, please follow the steps below: 

Once you are on the submissions list, click on the ‘Feedback/Grade’ button to enter 

the feedback area.  
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To submit feedback, you can drag a file from your documents or desktop into the 

‘Feedback files’ section on the right-hand side.  

You can either upload an annotated copy of pupils’ assignments or write and 

upload feedback in a separate document.  

To upload the work you can either click on the blue arrow or drag your document 

into the box. 

 

Your file should now appear in the box. 
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Pupils have the option of re-submitting work for Homeworks 2-6. If you feel that the 

pupil should have a second attempt at the task or they ask to re-submit, you can 

allow this by clicking on the ‘Attempt setting drop-down menu’ and selecting ‘Yes’ 

for ‘Allow another attempt’. 

 

Once you have completed these steps, change the Feedback/Grade status to 

‘Feedback complete’ and click ‘Save changes’. If you wish to move onto the next 

pupil’s submission, you can click ‘Save and show next’. 

 

 

If you wish to return to the submissions list, click on ‘View all submissions’ on the top 

left of your screen. 
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Your feedback will now show back in the Submissions table under ‘Feedback Files’. 

 

 

You can also use the ‘Edit’ button to update the status to ‘Grading complete’ or 

‘Please try again’ (to allow a second attempt).  
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Baseline Assignments  
Baseline assignments are submitted by pupils in the same way as homework but the 

process for tutors is two-fold. In addition to providing qualitative feedback to pupils, 

grades need to be awarded for The Brilliant Club to report on pupil outcomes from 

start to end of Programme. These grades are not seen by pupils and we would ask 

that they are not shared in tutorials either.  

Please note that even if a pupil hands in their baseline assignment on paper or 

emails it via the Lead teacher, you should still grade it on Scholars.  

 

Accessing baseline assignments   

To access pupils’ baseline assignments, follow the same steps as for homework: Click 

into the ‘Homework and Feedback’ tile on the Dashboard, Click on ‘Baseline 

Assignment – Submissions and Feedback’ and ‘View all submissions’. 

Again, you can download individual files by clicking on them under the ‘File 

submissions’ column or you can choose to download all assignments using the 

‘Grading action’ drop-down menu on the top left.  
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Grading baseline assignments  

For the baseline assignment you will be asked to input a mark out of 100 for each of 

the mark scheme criteria.  

You need to enter marks for each pupil even if they submit their assignment via their 

teacher or hand it in on paper rather than using the Scholars virtual learning 

environment.  

The grading sheet is pre-populated with the mark scheme criteria so you can enter a 

number out of 100 in each box. Please do not leave any boxes blank.  

If you are delivering a STEM course with a ‘Problem set’ as part of the assignments, 

please let your Programme Officer know as this will require a different process. 

The platform will then calculate an average from the criteria to form an overall 

baseline grade.  

Providing qualitative feedback  

The process for providing qualitative feedback is also the same as for homework 

submissions. Upload or drag your feedback file into the feedback box on the right-

hand side.  

Please note that pupils cannot submit another attempt for their baseline assignment 

so you will not be able to adjust the attempt setting.  

We would ask that you message pupils to let them know when you have submitted 

qualitative feedback for assignments as they do not receive a notification about 

this, unlike for homework tasks. 

Marking Workflow State 

When you click to provide feedback to pupils on their baseline assignments, you will 

see the option to update your marking workflow state.  

 

Please ensure this is kept up to date with the following options: 

• Not marked 

• Marking Complete – this will release your marks to The Brilliant Club, 

regardless of feedback status. 

• Feedback released – this will release the qualitative feedback to the 

pupils. This should only be updated after you have received the 

moderated marks. 

Please note that pupils will not be able to see their marks or grade when feedback is 

released. Pupil should not be given any marks for the baseline assignment.  
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Final Assignments 
Pupils must submit their Final Assignments through Scholars in the same way as for 

Baseline Assignments and Homework tasks. 

Accessing Final Assignments   

To access pupils’ final assignments, follow the same steps as for homework and 

baseline assignments: click into the ‘Homework and Feedback’ tile on the 

Dashboard, then click on ‘Final Assignment – Submissions and Feedback’ and ‘View 

all submissions’. 

Again, you can download individual files by clicking on them under the ‘File 

submissions’ column or you can choose to download all assignments using the 

‘Grading action’ drop-down menu on the top left.  

 

Grading Final Assignments  

As with the Baseline Assignment, you will need to enter marks and provide 

qualitative feedback.  

There will be a Feedback/Grade button next to each pupil so even final assignments 

are submitted via teachers or handed in on paper, you should enter the marks here.  

The grading sheet is pre-populated with the mark scheme criteria so you can enter a 

number out of 100 in each box. It is essential that all boxes are completed. 
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The platform will then calculate an average from the criteria to form an overall initial 

final assignment grade, subject to moderation. Your Programme Officer will be in 

touch about the moderation process as we approach the final assignment and will 

send you a moderated marks report to confirm grades.  

 

This time, as with homework, you will have the option of allowing a second attempt.  

 

If a pupil submits a second attempt of their final assignment, you can refer back to 

your previous grades/feedback by clicking ‘view a different attempt’. 

  

If you wish to deduct marks for a late submission or plagiarism, please let your 

Programme Officer know and they will adapt the marks on our system.  

If you are delivering a STEM course with a ‘Problem set’ as part of the assignments, 

please let your Programme Officer know as this will require a different process. 
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Providing qualitative feedback  
The process for providing qualitative feedback is the same as for homework 

submissions and the baseline assignment however we ask that you wait to submit 

feedback until you have received your moderated marks report from your 

Programme Officer. This is so that any moderation rules can be applied before pupils 

see their grade. 

Once you have completed the marking of assignments, you will need to change the 

status to “marking complete” so that The Brilliant Club can read the marks and start 

the moderation process. 

Once you have received your moderated marks, you can upload your feedback. 

Your Programme Officer will provide you with a template for this feedback. To submit 

your feedback, click ‘Feedback/Grade’ and upload or drag your feedback file into 

the feedback box on the right-hand side. After Tutorial 7 has taken place, please 

change the status to “feedback complete” to allow pupils to access it and message 

pupils to let them know you have submitted the qualitative feedback online. 

Please do not share pupils’ grades or feedback until you have received a 

moderated marks report from your Programme Officer.   

 

 

 

 

 

 

 

 

 

  



Page | 22  

 

Useful Documents  

This section contains useful generic documents for all users. There is also a 

designated area for Tutors to upload specific documents for their placements.  

To upload resources for your group, you need to click into the ‘Documents from your 

Tutor’ folder.  

  

Click the ‘Add a new document’ button, then ‘Add document’ 
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You will then be prompted to add a subject (title), upload an attachment’ and 

select how long you want the document to be displayed. Once you have 

completed these steps, click ‘Post’ 

 

 

Please send your pupils a message to notify them when you have uploaded a new 

resource as they will not automatically receive a notification.  
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