
 

 
 
 
 
 
 
A Guide to Participant Evidence Forms 
 

 
In order to make collecting learner evidence as easy and time efficient as possible for 

our trainers we have multiple formats available for you to use. We have an offline 

downloadable Word document and a live online Microsoft forms link available. If you 

wish to use the downloadable word document you can find that here. If you are using 

this method, when you have collated learners’ evidence, you can send this with a 

completed Certificate Request Form to evidence@carbonliteracy.com.  

 

If you would like to use our online formatted participant evidence form, you can use our 

template as an example to create your own. Please use the following link as a template 

to ‘duplicate’ and edit the form based on your learning group. 

 

For instructions on this process please see the notes below. 

 

To ‘duplicate’ and reuse our template: 

 

Once you click on the above link, you will be taken through to our template form page - 

click the ‘Duplicate it’ button, which is located top right. It will either ask you to log in to 

an Outlook or Hotmail account, or if already logged into an account, it will bring up a 

new copy of our form. Please ensure that you have full access to this account, as your 

learner responses will be sent here, ready for you to collate and send onto us for 

processing. Once logged in and duplicated, you should be able to make edits to the 

form by clicking through each section on the ‘Questions’ tab and save your own version 

– this allows you to make any specific changes based on your learners needs and 

locality. 

 

Please duplicate the form using your Hotmail/outlook email address to ensure 

responses are returned and accessible to you as the trainer to check, collate and 

https://carbonliteracy.com/wp-content/uploads/2021/10/Participant-Details-and-ZCB-Evidence-Form-v6.2-1.doc
https://carbonliteracy.com/wp-content/uploads/2021/09/Certification-Request-Form.doc
mailto:evidence@carbonliteracy.com
https://forms.office.com/Pages/ShareFormPage.aspx?id=5h69uub_b0i4Oi28B7V_6j6ypvR5mW5EiBkZsQuk7TBUQUk1SVFGMDRJSkdUQkVZQlpYSDBXUlZTRi4u&sharetoken=cF19PBDJupg1jFuy5lFl


send to us. If trainers share the link to the template form without duplicating the form, 

learners will not be able to submit their answers (the submit button will be greyed out). 

Once duplicated with your own email address, please share your unique link with your 

learners. Once all learners have completed their evidence form (by the deadline you 

have set them), please collate all of your learner evidence and send it through to us at 

evidence@carbonliteracy.com with a completed Certificate Request Form. 

 

See the following page for detailed instructions on how to do this.  

mailto:evidence@carbonliteracy.com
https://carbonliteracy.com/wp-content/uploads/2021/09/Certification-Request-Form.doc


 
Step by Step Guide:  

 

1. After you have opened the link, click on ‘Duplicate it’.  

 

Note: You will need to log in or be logged in to a Microsoft outlook/hotmail account to 

get to the next page.  

 
                       

 
  



2. You should now have access to alter the form on the ‘Questions’ tab. Please go 

to Section 4 to amend the target that your organisation or locality has committed 

to (whichever is most relevant for learners) and make any further adjustments, 

including renaming the form to remove (copy), and deleting any specified lines 

that are just for trainer use. 

 

 
 

 
 

 
 
 
 

 

 

 



 
 
 

3. After making any changes, you can now share the link with your learners to 

collect your learners’ answers. Click ‘Share’ to see the sharable link. You may 

wish to send this to learners via your Teams/Zoom Chat or in an email, and it 

might be good to ask a colleague or training partner to test the link before 

sending out to learners to ensure it all looks correct. 

 

 
                             
 

                             
 

 



4. You can also access your learners’ submission by logging in to your 

Outlook/Hotmail accounts and look for the App launcher   on the top left 

corner, and then select Forms. 

Notes: You can also sign in to Microsoft Forms with your Microsoft 365 work credentials, 

Microsoft 365 school credentials, or Microsoft account (Hotmail, Live or Outlook.com).  

Find the form that you have duplicated, and you shall see how many responses have 

been submitted and viewed their answers.  

 

 

5. After the training, the trainer can view learners’ submissions by clicking on the 

‘Responses’ tab, and clicking View results to see their individual answers. We 

suggest doing this where possible to ensure learners have completed all 

sections, and are up to submission standard. For advice on this, please refer to 

our CL Certification Marking Guide. Learner submissions can be exported to an 

excel file by clicking Open in Excel.  

 

Note: We advise the trainer to check if there are learners who have submitted their form 

multiple times as sometimes technical issues do happen. 

 

 

 

 

http://forms.microsoft.com/
https://carbonliteracy.com/wp-content/uploads/2021/09/CL-Certification-Marking-Guide.pdf


 

 

 

We recommend that trainers send learners’ evidence in excel file format alongside a 

completed Certificate Request Form straight to evidence@carbonliteracy.com to enable 

your learner evidence to be evaluated by our certification team. 

 

We look forward to receiving evidence from your learning cohort and returning 

certificates & feedback to you as the trainer to distribute.  

 
 
 

https://carbonliteracy.com/wp-content/uploads/2021/09/Certification-Request-Form.doc
mailto:evidence@carbonliteracy.com

