How do I go about it?

1. Refer to the learning plan to remind yourself of the learner's (and by implication, your) original intentions. 
2. Use the outcomes of formative and summative assessment the learner has undertaken to help you and the learner make some sound judgments about how successful he or she has been in relation to planned learning outcomes.  Identify what has been achieved fully, in part, or not at all. 
3. Discuss how far, as a result of achieving planned learning outcomes, the learner has progressed towards achieving his or her personal learning goals. 
4. Look out for any unanticipated benefits, gains and achievements, and record them. 
5. Explore how the learner can build on strengths and overcome weaknesses. (Learning strategies.) 
6. Encourage the learner to explore how they learn best and what approaches to teaching and learning the have found most helpful over the last few weeks, including how they have sorted out any problems themselves. 
7. Review whether all support needs are being met. 
8. Discuss and agree new goals and targets. 
9. When discussing learning strategies, consider how the learner might consolidate or extend learning between sessions or over the holidays. 
10. Capture, in manageable form, what has been discussed and agreed.
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