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About

This guide should take you through the key aspects of the Responsible Futures online 
framework and help you get the most from it. 

We are constantly evaluating and developing the framework based on the feedback we receive 
from partnerships, so do feedback your thoughts throughout the year and we will consider them 
within future edits and developments.

If you have any further suggestions and ideas, please contact us on responsiblefutures@sos-
uk.org.

Please note, this system is used by other SOS-UK programmes (including Green Impact) some of 
the language (i.e. toolkit) may not be aligned with Responsible Futures framing. 
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Registering and logging in

The Responsible Futures International 
framework is located: https://toolkit.sos-
uk.org/responsible-futures-international

The Uk framework is located: 
https://toolkit.sos-uk.org/responsible-futures

When you first arrive at your framework, 
register yourself if you are new to the 
programme, by clicking on the register button 
underneath the log-in box.

Once you have registered, use the log-in box to 
log-in each time.
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Registering and logging in

You can fill out your personal details on the 
registration page.

Make sure your email address is accurate, as you will 
need to verify it in the next stage. We recommend 
using a work/study email address rather than a 
personal email. 

Your password must be at least 10 characters and 
contain at least one special character and one number. 
We strongly suggest using a unique, secure password.
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Registering and logging in: verifying your email

You will receive a verification email to the 
email address you registered with.

Click the ‘verify email address’ button to 
activate your account. If you do not receive 
an email, you can request another is sent to 
you on the framework login page. 
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Joining a partnership

Once you have verified your account, you 
can log in and will be invited to:

1. Answer any additional profile 
questions. Be sure to answer these as 
accurately as possible - this really 
helps us to monitor the reach of the 
programme.

2. Either add yourself to an existing 
partnership if your partnership has 
already created an account, or create 
a new partnership account. Make sure 
to double check the list to make sure 
your partnership doesn't already have 
an account, before creating a new one.
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Head to ‘toolkit’ on the left-hand menu to join the 
current framework.

Accessing your framework



If you need to change any of your 

profile details after registration, you 

can access your profile by clicking your 

avatar in the top right of the screen.

Here you can change your personal 

details, password, enable two factor 

authentication, log out of other 

browser sessions, and delete your 

account. You can also set a profile 

photo.

Amending your user profile



Access your partnership’s profile in the top right, 
by clicking ‘team settings’. 

On the partnership profile you can:

• Rename your partnership

• Invite new partnership members to join your 
partnership using their email address

• View members and remove any inactive 
members

If your partnership is no longer active, you will 
need to contact your SOS-UK project manager, or 
toolkit@sos-uk.org so we can de-activate it.

Amending your partnership’s profile New feature
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More information and resources

You can find information on how your programme 

works on the ‘dashboard’ page. There is a help 

page available, with information on the how to 

achieve accreditation and plan an audit, as well 

as a glossary of key terms used in the 

Responsible Futures framework.

There is also a link to the Responsible Futures 

Resource Bank.



Your online framework

The framework can be filtered by ‘mandatory’ or ‘optional’ criteria, as theme (e.g. Baselines and 
benchmarks), status (N/A, done, not, done) and who it is assigned to.

Additionally, there is an option to star criteria and filter by that. You can also sort criteria.



Engaging with criteria

Each criterion comprises 4 sections:

1. Criteria – this should be a clear outline of what criterion you can take in your partnership to make an impact 
but is open for you to complete as you wish within your partnership.

2. Further Information – this will let you know why the criteria is important, where you access further resources 
and may give guidance on how you may engage, or respond to the criterion

3. How you will be audited – simple outline of what evidence you need to collect.

4. Comments & evidence – your space to record progress to date, coordinate with your partnership members and 
upload final pieces of evidence.



Uploading evidence and leaving comments

You should upload evidence to demonstrate 
how you have completed criteria, which will 
support your audit process.

Under the 'Comments & evidence' section, 
click on the ‘Add’ button and attach your file. 
It will accept most file types (Excel, 
PowerPoint, Word, PDF, JPEG) up to a 
maximum size of 4MB. Please upload image 
files directly (do not paste them into Word 
unless there is a specific reason for you to do 
so).

Check the Responsible Futures audit guidance, 
or contact your SOS-UK lead contact if you 
have any questions around how much evidence 
to submit.



Uploading evidence and leaving comments

You should also leave comments in the 
final tab for each criterion. This provides 
information for your auditor on how you 
have approached the criterion.

You can delete your comments if they are 
no longer relevant.

Evidence will appear under the evidence 
section. 

We ask partnerships to reflect on work by 
estimating your scores for each criterion 
based on difficulty and impact. Please 
complete this section as well. 



Starring and assigning criteria

You can star criteria for easy access – just click the star next to each criterion reference. 
These will then appear on your dashboard.

To assign a criterion to yourself or a colleague, click the edit button at the bottom of the 
criterion. You will be able to select from all registered users in your partnership. Assigned 
criteria will appear on each user’s personal dashboard.
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Your dashboard

On your dashboard, you will be able to view your partnership’s progress towards your 

student-led audit, as well as your starred and assigned criteria (will look different depending 

on user)
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To help you use the framework with those who 
maybe don’t have computer access, or to enable 
you to use a hard copy of the framework to plan 
with your partnership, you can print and export 
it. 

These icons let you print the framework. 

We would naturally encourage you not to print the framework unnecessarily, so hopefully 

the excel function will help you use the framework without needing to print. The excel 

function also shows you the comments and the criteria you’ve worked on, so is a live 

representation of your work at the point of download.

Printing or exporting your online framework



When you are happy with the evidence your partnership has submitted demonstrating your 
engagement with Responsible Futures criteria, and provided relevant comments for your 
student auditors, you are ready to submit your framework!

Simply click on the black ‘submit toolkit’ button at the top of the page and your framework 
will be sent to us for to use during your partnership’s student-led audit.

Submitting your framework
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