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Section 1: Introduction and background

In April 2005, the publication entitled Guidelines on Building a Portfolio of Evidence for
Core Skills in Community Settings was produced to support the Adult Literacy and
Numeracy Curriculum Framework for Scotland.

The guide introduces Community Adult Learning tutors to SQA Core Skills
qualifications in communication and numeracy and contains examples of learner work
that meets the qualification standards at SCQF Level 3.

Core Skills Units are context free qualifications which mean that learners can continue to
learn the things that are relevant and meaningful to them whilst gaining national
recognition for their learning. Core Skills Units can be achieved by collecting and
storing work produced by the learner in what we call a “portfolio of evidence” which can
then be used for accreditation purposes. A portfolio is also a good way to illustrate the
distance travelled by a learner as it enables them to look back and see for themselves the
difference in the work they are producing now compared to what they used to.

Progress logs are also a useful means of motivating and encouraging the learner to take
more responsibility for their own learning through praising achievements and
encouraging the learner to do some work in areas which need some development.

This document has been produced to accompany the Guidelines on Building a Portfolio
of Evidence for Core Skills in Community Settings. The main purpose of this document is
to illustrate to tutors and learners what a portfolio being put forward for accreditation at
SCQF level 3 might look like.

It is important to point out that a portfolio is a dynamic document which evolves with the
learner in terms of purpose and direction. A learner often attends Community Based
Learning programmes to address a specific need and leaves the programme once that
need has been filled. For some learners this is enough, other learners may like to learn
other things but don’t know what.

Learners who are encouraged to retain their work in a folder may file things in a less
structured way than is needed for accreditation purposes. A portfolio being used for
accreditation purposes needs to contain certain things to assist with the internal / external
verification such as; selecting, identifying and indexing the work being used as
assessment evidence so it can be easily found; cross-referencing the evidence to the Unit
specification; authenticity of learner work through witness testimony (tutor signature).

Further guidance on Managing a portfolio for certification can be found on pages 9 and
10 in the Guidelines on Building a Portfolio of Evidence for Core Skills in Community
Settings.



What follows is an example of a learner’s portfolio which is being presented for
accreditation for the Communication Core Skill at SCQF level 3. The information within
the portfolio is based on a fictional character called Phyllis Smith.

Copies of all materials referred to in this document can be downloaded free of charge
from the Core Skills section of SQA'swebsite: www.sga.org.uk

If you would like more information on Core Skills, please get in touch with a member of
the team at: core.skills@sqga.org.uk




Section 2: Phyllis Smith

When Phyllis walked into her local Community Learning centre she had two specific
learning goals in mind. Those goals were discussed and recorded on her individual
learning plan:

Learning Plan

Learner’s Name: Phyllis Smith
Tutor’s Name: Shirley Best
Date of Interview:  23.08.06
Learner’s Aims:

e improve skills in reading, writing and spelling so | can help my son with his
homework

e learn how to use a computer so | can get a better job

Gaining a qualification was not the focus of Phyllis’s learning, however, Phyllis’s tutor,
Shirley Best, is familiar with the Core Skills Units and SCQF levels. After a period of
time working with Phyllis, Shirley recognised that the work being produced by Phyllis
was meeting the Reading and Writing requirements of the Communication Core Skill
Unit at SCQF level 2 and Shirley was confident that with a little more encouragement
and guidance Phyllis was more than capable of achieving SCQF level 3.

Shirley showed Phyllis the Communication Core Skills Unit and explained that the work
she has been doing over the past couple of months almost meets the first two Outcomes
of the Unit and were she to do a little more work on her reading and writing and some
oral communication she could get a qualification which could help her to get a better job.

Phyllis was surprised to hear that her work was good enough to get a certificate and felt
proud at the prospect of showing her certificate to her son. She had enjoyed doing the
work up to now and figured that Shirley would not encourage her to do something unless
Shirley believed she could do it so Phyllis agreed to give it a go.

Phyllis’s decision to “give it a go” gave a focus and a clear purpose to the learning she
would do over the next three months. It paid off — and she got her certificate.



Section 3: Portfolio of Evidence
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Reading

Ref No. | Content

R1b Letter from school
R2b Learn Something New Today. Learn direct leaflet
R3b Do you want to give up smoking? NHS Fife leaflet

Notes: The following section contains three examples of reading materials and learner
responses. A real learner portfolio is likely to contain much more materials than this.

The materials that follow illustrate the type of question used for each Performance
Criteria attached to the first Outcome of the Communication Core Skill Unit. They also
illustrate progression made by Phyllis i.e. as her understanding of the purpose of the text
increases so does the accuracy of her responses to the questions.

The materials are referenced so any comments relating to them in the progress log are
clear and also to make finding the piece(s) selected for accreditation purposes easier to
locate.

The progress log has been placed at the front of this section to give the reader a flavour
and understanding of what follows. The tutor’s own notes are also shown on the same
page as the learner’s progress log to illustrate to the reader where they relate to the Core
Skills Unit but would most likely be retained in a separate document by the tutor due to
them being more of a performance indicator as opposed to qualitative feedback to the
learner.



Name: Phyllis Smith

Progress Log — Reading

Date Comments

Sept1 | First day. Felt nervous. Did some reading with Shirley. She seems nice.

Sept 8 | Did some more reading. Shirley asked questions and | gave the answers.

Sept 13 | Wrote down answers this week. Went over them with Shirley. She said 1’d

(R1b) | understood the questions but needed to write a bit more — specially the last one.

Sept 22 | Looked at some more reading work. Shirley talked about how to answer the
questions. Looked at some work other people in the programme had done.

Sept 29 | Had another go at answering questions. Shirley said 1’d got the hang of the last

(R2b) | question this time - even read it out to the other people in the programme!

Oct5 Looked back at what I’d written about main points in Q2. Realised 1’d missed
out all sorts of things like not having to have qualifications! Felt an idiot but
Shirley said it’s easily done and with a bit more practice I’ll be fine. Wish |
could believe her! Still even I could see that my answers were much better this
time than the first.

Oct 12 | Looked at some other leaflets. Worked in groups, picking out main points and
that. Felt | was doing OK.

Oct 17 | Shirley gave us a leaflet on smoking to read. It was really good. 1’d never

(R3b) | heard of this service and I’d really like to kick the habit. Shirley is really

pleased with me. She said | answered the questions really well. Feeling good
about how | am doing, looking forward to next week.

Tutor’s own notes

R1b — meets PC (b) - Phyllis understood the purpose of the text but needs
encouragement to write more

R2b — meets PC (a) and (c) — Phyllis demonstrated a clear understanding of the purpose
of the text through her increased written responses. However, for Outcome 1 she must
satisfy the criteria within one task. Introduce more leaflets to the group to encourage
group discussions and identify individual interests.

Rb3 — Phyllis’s responses to the smoking leaflet are excellent and meet PCs (a), (b) and

(©).




Rla
Read the following letter and then answer the questions below.

St Catherine’s Primary School

Springburn Road

GLASGOW

G40 7SP

Dear Parent

Summer Outing to Mugdock Country Park P1 -3

Our end of term outing this year will be to Mugdock Country Park on Wednesday June
15. We will be leaving the school at 10am and returning at 2.30pm. Your child should
bring wellies and waterproof clothes, a packed lunch and a small amount of money for
ice-creams etc.

Last year we were very grateful to all the parents who so kindly volunteered to
accompany us as helpers. I would be most delighted to have a similar response this year

as it makes the day so much more fun for everyone.

If you can spare the time please either ring Eileen the secretary on 0141 353 1006 or
indicate in the tear-off sheet at the bottom.

Looking forward to seeing you all and having a great day.

Yours sincerely

valerie Campbell

Head teacher

My child...........................will/will not be going on the outing to Mugdock Country
Park on June 15

I can/cannot be a parent helper (please delete as appropriate)

Please complete and return to class teacher by June 9



R1b

Questions - Letter from school

(PCa) 1

(PCb) 2

(PC3) 5

Why has this letter been written? Is it to tell you:
That it is nearly the end of term?
That P1 are having an outing?

That P1-3 are having an outing and parent helpers are needed?

That p1-3 are having an outing.

What are two things that the children have to take with them.

wellies and packed Luunch.
Is this the first time parents have been asked to be helpers?

no

Give two ways parents can tell the school if they are willing to be helpers

Ring the secretary or tell the teacher in the tear-off slip.

Is this a good letter? Yes/No
Choose one and give one reason for your answer.

[t Ls good because it tells the parents the chiloren are having an outing,.

Name: Ph 5LLL§ Swmith Date: 13 September 2006

10



R2a

L0 PUB|F0IS)I|PUIBS] MMM

ooom o o F wow o Auiuies] 0] kemael (Buoleu ok

ANVIL09S

|38)|pulea)

hvau
Mau suiyjawos
uJed

Read the leaflet and answer the questions below

LUIOD'PURF0I53I2UIPUIBA] MMM

0006 00L 8080

ANYI1028

JJdl|puleai

W0 PUBTI0ISIIANI PLLIBEA) MMM
1 2)1Sqam Ino HsIA 10 0006 00L BOBO Uo 3844 J1BD

‘7je2 & sn anld pue Aepol aji] oA 03 a3uaIBYIP B AYeLl 'og

"sa1y KjpInjosqe 5| pUB0DS PBIIPUIES] BUISN ‘UOIELULIOJU| 10

20uepINg 10J B NOA U31JO MOL J31IELU DU — J3qLUIBLIDY

a1jua0 Juiliea) 3sa1eau 1ok Jo sjielap 1o} «
Jasiape Sulies) e o yeads o} -

aping Bujusea) 33y4 nok Joj -

0006 00L 8080 U0 2231 PUR|JIOIS PBIIPULIE] [|BD

ZMou op | Op JeyM

11



0006 00L 8080 11e> — Aepo} Ba_.__ Suiyjawos uiea

“asjuao uluiea) puepoas PalIpLLES)
15a.eau Inok puy o7 Aepol sn JjeD ‘Buiwea) 198 ajdoad gpo'og veyl alow Juidjey
— Anunoo ayl noyEnouly] sanuan pueploas 10alIpPLLIEd)| OOk UBYI 240U MOU I8

asay] ‘nok 1ns o3 aoed pue awi e 1. ‘Wwiea) o) Aem mau e sayjo sanuad Jujwiea

ease anoA ul sasjuad Suluses]

'nok 1o} auo 35aq ay} pulj 03 Asea pue yainb 31 jew Kjduis 1),ap ‘suoiesyenb

JewLo) Aue INoLyIM 1IeTS Led Nok sasinod jo spuesnotyl ale alay] e 1e wajqosd oN

ssuonjeaytjenb Aue aaey 3,uop | J1 1BYM

182 nok uaym suoiido ay3 fje YyEnouys nok el 1j,2m Ajiuey inoA 1oy Suuted nok
punoue st 1211 3sinod e puy nok diay ued am 1Q JIpaID Xel aIEIplIyD 10} 3)qiSe
aq osje ABLL nok “faam B SN0y 9| 1SBa] 12 Y40m nok J| ‘2122p]ILyd PAIUN0DSIp Jo

221) BULIAJ0 SAIDE) BLIID DABL MOU SajuaD Sujuies) pue sada)jod Auejy

£SPD] 3Y1 1911e )H00] 1),04M

21|y 01 uipuny woly Sulygliess Juuesod

apin8 Buiea) aay B nok puas os)e J),ap ok Joj 1saq

5,1eUM appap nok djay pue 'nok 1eau s3SI pue
safa)|oo 'sasjuad Bujulea) AJUNWILOD 18 ajqejIeAe 5 JEYM

N0 ¥IBYD [1,9M 01 FABU NOA SE LIAYO SB ‘SIasIApe BullIes)

no Jo auo o] yje} pue aufdipy auoydaaly no jjea 3sn|

29w 10§ 3534 s3ey} Sujuiea) ayj puly | op moH

ONY11038

jaJipulea)

‘0006 00L 8080 UO & auodaaly no Jjea

‘nok o3 ajqejieae djpy noqe sjiejap alow o4

"BUILIES] @21y JO
pajunossip 338 Ued noA ueal Aew ease Jenoiped e vy Suiay
150l 58582 UIBLIRD U] 'SUBD] JUIPNIS pue sauesing ‘siue g

'siaAleM 99) apnPU) Akl nok o) ajgejieae suondo 8yl Jo aLLos

Aol Mo] e uo Jo pakojdwaun ase nok j1 Apenanded -

Bujusea) snok 1oy Buifed dipy 108 01 sAem jo 510] ale asay|

53502 Suiuiea] anok yum diay

“ap) anoA pue nok punose

25103 e puy nok djay ves ssasiape @

ul 9A)] NOA JpARIBYA ‘BUOAIBAD J0J S PUBJIOIS } 11Ed)

ok 10y 350000 ayl puly noA djay 1),am — ¥I0Ma

wie3a) 03 Juem Nok J1aAajey soiuedutos Buluier pue sa
Bujlwea) 3e — pueyjoos INoYSNoJY) SBSIN0T JO SPUBSNOL) WO 3500U2 NoA diay 11,2

‘0006 00L 8080 U0 33J) pL

1025 122(PLLIED) [JED 'WIED] 01 1LEM NOA 1AL

ispiy aul yua dn daay nok djay Aje 23 4nok 3500q

‘spadsosd qol 1noA asoadw 'aouapyucs anok ppng dpy ues mau Juiyiawos Sujwea]

1 198 07 JUBM

"S3951N0) JO spuesnoy |
‘ne2 suQp

12



R2b
Questions — Learn something new today

(PCa) 1 Why do you think this was written?

To tell people about how to get help with learning.

(PCb) 2 What are the main points?
Yoy get help with wmoney and childeare.
(PCc) 3 How useful is it?
It is useful because it tells you everything you need to know about how

to get help with courses. It gives you Lots of information and it tells you
how to get ln touch so it Ls helpful.

Name: Phyllis smith Date: 29 septenber 2006

13



R3a

;bupjows dn aalb o)
Juem noA o(

m —l— z dHD yinowuana] R Apjesyy

Read the leaflet and answer the questions below
<0
4

*£00Z Ui AQ MaIARY "S00Z Y2IeN Paleald
*3j14 LUONOWOL] L[eaH
‘a1alas uonesiunwiwo) § buiwea Aq paubisaq

"SSEEP9 T6S L0 Apjedyany ‘jeydsoy

¥8 ¥8 ¥8 0080

€LTSLL T6S10

£LTEOSE €EELO
9/TETY EEELO
PL20ZE TEELO
EELECY EEELOD
06£€TF EEELO

SZTLELB 6510

SLEWSI 76510
¥£89%9 €6510
6ELFP9 26510
Z¥e09¢ 6510
0Z189¢ 76510
$Z609¢ ¢65L0
#8897 76510

eLoIp ‘4abeuepy sp1oday Judlied ay) 1orju0D ‘abenbue| Jayjoue

Ul 10 ~ 66/9Z9/ S¥80 UO 3Ul|Ul[eaH dji4 U} 1DLIU0D 3jjieig 10 Olpne
“uud abiej ul uoneuLojul sIY1 saanbal ‘mouy nok suokue Jo ‘nok j|

auljowls SHN
201Al95 uonessa) buyowig

Kemouuay ‘Aoeuneyd spAof
ey “Aoeuwnieyq ssop
foeuueyq syur upun

uanea ‘ueueyong m |
uand ‘Aoeuieyd uaaa
YInowuaaa]

puesnuing ‘Axeweyy sphofi
puejsnuing

peoy Auaque) “feuneyd yasy
1925 ybiH Asiwayd ay sjoog
(g |18y )14 1siway) ay) sjoog
anuQ weaung ‘“Aoeunseyd sphof]
sbunsod ay “Aoeunteyd spAop
10045 Aosadip ‘Aoeurteyy sphof]
aeug suewAypp “Aoewteyy sphofy

- Apjexspiny

uoddng uonessa) bupjows bupayjo sedewlRy(

14



‘a1ep unb inoA sayje syuow 7 |
pue ¢‘| 1e bulop aie nok moy 23s 0] Ja)33| Jo auoydaja) Aq noA 1oe3u0d |IM
am ‘uoissiuiad InoA LA “paysiul aAey suoissas Loddns aayy Jaye bupjouws

dn aaib 03 Bulkn yym uo 126 ajdoad moy Jno puy o3 uaay A1eA ale ap

{unb | saye suaddey jeyp

‘uopeLIojul
210 10§ 3IIAIIS JaUYI8 12e3U0D ued nok ‘suondo ay) ssnasip 01 ysim nok §|

‘eale
INOA Ul 9|qejIeAR SUOISSaS [enpiAlpul Jo sdnosb au jo sjierap uaalb ag [im
noA "€ 1ZS 14 265 10 |22 ‘21a1as woddns ysijeinads ayy asn o} Juem noA |

1apea] sy Jo abed yoeq ayy uo punoj aq ued sapeueyd
Bunedpiued ¢ sy jo speiag Aoewueyd jedo) buedidiped isaseau inok
Pejued asead ‘91195 Joddng Adeweyd Aunwiwo) auyy asn 0} Juem nok |

1saq noA syns Joddns jo adAy
Ua1ym asooyd 0] aney nok ‘Bupjows dojs o) papap asey nok jeyy mon

£I%aU Op | OP 1RYM

sbuiuana Buipnpul sawn Juasayp 1e

ajqe|ieAr ae pue sanuaA [e20] ul 2oejd ey suoissag *bupjows dn Buiab osje
24P OUM SIBLI0 Yim saouatiadxe Bupeys wouy jipeuaq sdnoib puape oym
ajdoay “Buoj seynuiw gg-0z 248 suoissas [enpialpul pue buoj anoy | 1noge aie
suojssas dnoun "a|qejieAr SUOISSIS [ENPIAIPUL JO JBCLUNU PajiLuLl| e 31e a13L) Inq
*sdnosb ur papiaoad Ajensn st woddng “sasinu AJUNLWWIOD paules] 10 S13}iom
sijedads Aq papinoid poddns aaisuaiun jo swwesboid spam-z e si syl

iModdng 3sijenads st ey

‘eaJe ayy ul sapeuneyd Bunedpnued ¢ | ale asay | ‘spuadaam pue

sBuiuaaa Buipnpul ajqe|ieae aie saLul UOISSas JUaIRIp Jo AaueA y sapewueyd
1220 ur 20e|d e} pue Buoj saInNUILL (| JNOge 3. suoissas “jjers Aewleyd
pauies; Aq papiaoid poddns jenpiaipul jo awwesboud yaam-g ue si siyg

;Moddng Aewueyd Aunwiwod st ey

“Joddng jsijenads
woddng fewueyyd Aunwwo)
:ajqejieae woddns jo sadf] 7 ale asay |

;a|qejieae a1e poddns jo sadA 1eym

dwaije ynb inoA poddns
djay 07 12npoud uonessad BupjoLus ajgeuNns e asooyd NoA djay osfe |[Im I

‘Buminb ajym
aney Aew nok swajqoid Aue abeuew 0) moy uo adiape [eandeld nok Jago e

dn Buinib yim uo Buimab aie nok moy ssnasip e
Bunjows dojs 0} asedaid noA djay e

am a1aym suoissas dnoib Jo [enpiaipul Jaylia sanjoaul poddng
;anjoaun poddns saop 1By

‘Adde
sabuey uondudsaid jeuuou dwaxa Jou ase noA | sabaeyd uondudsaid woy
1dwaxa ate oym syuald 03 3aly osje st (LYN) Adesay | Juswaede|day aunodiN

*6°2 uoneapay uonessad) Bupjolus *ab.eyp jo aaly s papiroid poddns ||y

£1500 11 S30P LaNW MOH

sju uipun
10 Aemouuay) ‘usaepng ‘UsAaT ‘JIIYIIYIRIAL ‘IR ‘puejsiuing ‘uloybury
‘Apleasny Ul 92100814 D) € UYim paialsibal ale nok JI 931498 S|Y) asn ued Noj

£9DIAIDS SIY] @SN UBD OUAN

-poob 1oy Jigey auy 3| nok djay ued am sawwesboid yoddns
1no jo auo utol noA J| abuajjeyd ybnoy e si Bupjows dn Buialb jeyy
mouy ap “nok djay pjnod aoiasas uonessa) bupjows ano ual ‘op NoA j|

;bupjows dn aA1b 03 Juem nok o

15



R3b
Questions - Smoking leaflet

(PCa) 1 Why has this leaflet been written? Is it to tell you;
Smoking is bad for you?
How much it costs to go on a programme?
What support is available in the area to help you stop smoking?

what support Ls available tn the area to help You stop smoking.

(PCb) 2 Write down the two types of support that are available.

Commumtg Pharmacg Support
Specmtist Support.

3 How much does the support service cost?
It is free
4 What is one way the leaflet tells you to find out more information about

the services?

You could call tnto your nearest pmrmacLst.

(PCc) 5 Is this a good leaflet? Yes/No
Give one reason for your answer

Yes it supplies you with all the information you would need to kmnow. It
Ls quite easy to read because it has headings. tt is helpful.

Name: Phyllis smith Date: 17+ October 2006
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Writing

Ref No. | Content

w1 Two Crows
W2 Tropical Fish
W3 Shaz

Notes: The following section contains three examples of written work produced by
Phyllis. A real learner portfolio is likely to contain much more materials than this.

The materials that follow illustrate the standard of writing needed to achieve the second
Outcome of the Communication Core Skill Unit. They also illustrate progression made
by Phyllis in terms of content, structure and spelling etc.

The materials are referenced so any comments relating to them in the progress log are
clear and also to make finding the piece(s) selected for accreditation purposes easier to
locate.

The progress log has been placed at the front of this section to give the reader a flavour
and understanding of what follows. The tutor’s own notes are shown on the same page as
the learner’s progress log to illustrate to the reader where they relate to the Core Skills
Unit but would most likely be retained in a separate document by the tutor due to them
being more of a performance indicator as opposed to qualitative feedback to the learner.
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Name: Phyllis Smith

Progress Log — Writing

Date Comments

Oct 30 | Did some spelling and punctuation work. Shirley helped me to use dictionary.

Nov 6 | Wrote Two crows. Shirley said she could see the crows as she was reading it.

W1 She says my spelling and punctuation are ok but | need to put in more
information. She said a story should have a beginning, a middle and an end.

Nov 13 | Started new piece of work. Shirley discussed paragraphing. Tried to use word-
processor. Didn’t break it!

Nov 20 | Did some work on paragraphs. More practice on word-processor. Getting better!

Nov 27 | Tropical Fish. Shirley says this is much better. But she says the middle paragraph

W2 is more of a list. It is still quite short but it is longer than the first piece so that is
progress!

Dec 3 More work on paragraphs. Looked at work done by other learners. Getting good
at word-processor. Shirley showed me how to put pictures in.

Dec 10 | Started new piece about my cat. Shirley suggested some changes. Talked about
importance of structure.

Dec 17 | Revised new piece. Put in more information and wrote a conclusion. Shirley
helped to find a picture.

Jan 6 Shaz. Success! Shirley says this is great. It has got a beginning a middle and an

W3 end. This time I’ve got 5 paragraphs and each paragraph is giving the reader more

detail about Shaz. My spelling and grammar are correct. I’d like to use more
interesting words. Tutor says she will help me.

Tutor’s own notes

W1. Two Crows. This is Phyllis’s first piece of writing which achieves PC (a) and (d).
Need to work on structure — encourage her to write more.

W?2. Tropical Fish. Phyllis’s second piece of writing which is a great improvement. She
has taken my previous comments on board by producing a more structured piece of
writing. This piece achieves PC (a), (c) and (d). Two Crows and Tropical Fish taken
together would meet PC (b) as they are thematically linked (animals) and are over 100
words. However, Phyllis seems to enjoy writing so build on this — lots of encouragement.
She is a willing and able learner who with a little more work on structure could easily
achieve the whole Outcome.

18




Wa3. Shaz. | knew she could do it! This piece of writing meets the criteria for all four PCs.
Discuss the possibility of certification with Phyllis as she is more than capable of
achieving it.

19
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w3
Shaz

Shaz was born on the 9™ November 2005. She was the fourth kitten born
out of a litter six. She is ginger with a white tummy and white paws. When
I got her she was the smallest kitten in the litter and she is still quite small
now.

When | got her home, I let her play in the living room. My husband Paul got
a tray and put some cat litter in it. When Paul put the tray in the living
room, Shaz used it and she has never made a mess anywhere in the house.

When Shaz went for a wander around the house one day she went into my
son’s bedroom. When Paul found her she had scratched the wallpaper next
to the door. Paul and my son, Jonathan were angry with Shaz so | had to tell
her off and give her no treats that day.

She is now a year old and she is still a mischievous little monkey. She
chases spiders, flies, moths and birds and so far she has caught two birds and
some moths.

She is a lovely cat, who loves to play with her toys, getting treats and her
dinner too. She also loves to sleep, which she does a lot of. | love my cat.
To me she is the best cat in the world.

Written by Phyllis Smith on 6 January 2007

22



Reflection and Evaluation

Reflection is perhaps the most import part of learning. Being aware of the things you are
good at and the things you are not so good at enables you to make more informed
decisions on what you want to do next. It is important to encourage learners to reflect on
their learning so in time they take more responsibility for their own learning. It is also
important for a tutor to reflect on the suitability and effectiveness of their delivery.

The portfolio approach provides an ideal method of reflecting on the learning journey. If
a learner is producing work that meets the Core Skill standards then the opportunity for
certificating that learning should be discussed with the learner.

Shirley and Phyllis agreed to review how things are going. They also decided to review
things orally as a change from all that writing! What follows is a transcript of their
discussion:

Shirley: Hi Phyllis. I’d like us to discuss how you feel about the work you have been
doing in the programme over the past six months. | think your reading and writing skills
have come on leaps and bounds but it’s what you think that really matters so tell me, how
do you think you are doing?

Phyllis: | can’t believe how far I’ve come since September. You’ve no idea how scared |
was when | started coming to this programme. | was always hopeless at English at
school.

Shirley: Well the progress you have made has been purely down to you. You’ve really
stuck at it. Let’s have a look at the Learning Plan you wrote at the beginning and see
what you think about things now. Let’s start with the reading. How do you feel about
that now?

Phyllis: I feel much more confident. I think what helped the most was being able to go at
my own pace and not feeling pressured. It was good being in a group of other adults. At
first I didn’t like other people looking at my work — even you Shirley — but after a bit |
relaxed. After all we are all in the same boat.

Shirley: Lets look back at the three pieces you did for reading, can you see any difference
in your responses?

Phyllis: Yes. At first | just didn’t have a clue what the questions were on about. It really
helped when you talked about it and reading the leaflets together was a big help.

Shirley: Okay — lets look back at your written work. Do you see a difference?
Phyllis: Definitely. I found writing quite an effort to begin with so kept my stories as

short as possible. 1’m not short on ideas for things to write about but 1’d never really got
the hang of paragraphs at school. | found it really helpful when you talked about — what
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do you call it? Structure? | realised what it meant when we discussed the difference
between my first piece and my second and looking at examples of what other people had
written helped me a lot.

Shirley: 1 know. You moved from Two Crows to Tropical Fish. What a difference —
great! And then Shaz — brilliant! Your spelling and grammar has really come on too. Is
there anything else you found helpful apart from what we’ve already talked about?

Phyllis: Well, learning to use the word-processor was great. If only they’d been invented
when | was at school! When you said we were going to use them, | don’t mind telling
you | was terrified. Even now | can’t believe how quickly I got the hang of it! The spell
check is the best invention since sliced bread. I think the rest of the people in the
programme would agree on that.

Shirley: | see you’ve written in your progress log that you want to widen your vocabulary
and knowing how much you have enjoyed using the computer, would you like me to
show you how to use the Thesaurus which lists alternative words from the one you are
thinking of.

Phyllis: Yeah, that would be great. I really enjoy writing about things now and find
myself telling the stories to my son at bedtime. He loves them and thinks | am really
clever!.

Shirley: That is a very wise boy you have there!. So to round off, Phyllis, do you think
this portfolio approach has been right for you?

Phyllis: Definitely. It’s really encouraging for me to look back and see how I’ve come
on. There’ll be no holding me now!

Shirley: I’'m delighted to hear that because there is something I would like to show you.
This is what is known as a Core Skill Unit Specification for Communication. What it
does is identify the skills needed to be a good communicator such as reading, writing and
speaking. The Unit is broken down into three Outcomes, respond to simple written
information, produce simple written communication and produce and respond to simple
oral communication. The Unit also identifies the performance criteria and evidence
requirements for each Outcome. People who meet these requirements get a certificate
from the Scottish Qualifications Authority. How do you think you would feel if | were to
tell you that the standard of work you have been producing recently meets the evidence
criteria for the first two Outcomes of this Unit?

Phyllis: Gob smacked!
Shirley: Well believe me, you have so well done you. How would you feel if | said to

you that with a little bit of work on your oral skills you could get that third Outcome
which would then mean you would get a certificate. What do you think about that?
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Phyllis: What me? | never got a certificate in my life!

Shirley: Well you say in your learning plan that you’d like to get a better job. A
certificate would help to show employers what you are capable of.

Phyllis: What would I have to do?
Shirley: In a word “talk”.

Phyllis: No problem, you know that is something I like to do. Mind you, who would |
have to talk to and what about

Shirley: Don’t look so worried — you know about structure now and you seem
comfortable with the group — how about telling them about something your interested in
or that you believe strongly in.

Phyllis: If you’d said to me back in September that 1’d be standing up giving talks I’d
have run a mile but Ok let’s give it a go.

Shirley: Fantastic Phyllis, we will get started on it next session. And well done.
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Speaking

Ref No. | Content

S1 Notes for talk

S2 Power point slides

Notes: The following section contains the progress log which shows how Phyllis got to
the point of being able to give her talk. What is not shown is how her original notes were
re-worked to get to the format they are presented in this document.
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Name: Phyllis Smith

Progress Log — Speaking

Date

Comments

Jan 24

Shirley let us listen to a tape of talks some learners had given before. I’ll never
be able to do it!

Jan 31

Shirley is really positive and has convinced my to give it ago. Discussed with
Shirley what I’'m going to talk about. We agreed on the school visit to
Mugdock country park. I’ll never make it last 2 minutes.

Feb 7

Shirley talked about structure. It’s just like the writing piece really. Got to have
a beginning, a middle and an end.

Feb 14

We all practised to see if we could speak loud enough. Then we talked about
body language. Had a laugh!

Feb 21

Did a run through of the speech. Shirley said it was good, plenty of
information and she could hear me fine but I didn’t look at the audience. That
was because | was reading it.

Feb 28

Shirley has come up with an idea to help. She showed me how to do power
point. | put my notes on the screen and then I can use them and still look at the
audience. Can’t wait to tell my son what I’ve learnt!

Mar 7

Spent a long time on my power point. | thought it would be really tricky but it
isn’t. Shirley says it makes the talk more professional. I’m going to do a run
through to the family.

Mar 14

Two people did their talks today. | asked questions at the end. Very good
practice for my talk. I’m still terrified but having the slides should help. At
least | won’t forget what | want to say.

Mar 21

Did a run through. Shirley reminded me about speaking clearly and to slow
down. Helped me find pictures for the slides. | was worried that it wouldn’t be
long enough but she said she had timed me and it was just 2 minutes. She says
I’m ready to do it. Fingers crossed!

Mar 28
S1/8S2

Did the talk. Went really well. Shirley says she wants to talk about
certification. Cannot believe it — feel like bursting into tears - so happy!

Tutor’s own notes

21 Feb — Phyllis did a first draft which satisfied all the PCs but was just under 2 minutes
because she talked so fast which made it difficult to follow. Discussed pace and structure
and looked at ways to help with this. Phyllis jumped at the chance of trying power point
as she is becoming really confident on the computer — look at criteria for Core Skill Unit
in Information Technology.

21 March — Phyllis did a practice today and did really well but needs to talk slower so
talk last 2 minutes.

28 March - She did it! — fantastic. No qualms in ticking the boxes on the assessment

checklist.
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S1
Talk on visit to Mugdock Country Park.

Hi Everyone, my name is Phyllis. My talk is about my visit with my son’s school to
Mugdock Country Park.

The trip was on Wednesday June 15 and | had offered to be a helper.

On the day of the trip my son got me up at 6 in the morning cause he was so excited. It
was the first morning in ages that | haven’t had to shout at him to hurry up and get ready
or he would be late for school.

All the kids had been told to bring wellies, a jacket, sun cream and sun hats just in case!
They all brought along sweeties too, most of them were eaten before they even got on the
bus.

We went on the school mini-bus which was a laugh as we sang songs | remember from
when | was wee, like “Ye cannae shove yer granny aff a bus” and “stop the bus”.

It took an hour to get to the park which is great by the way. It has an adventure
playground and lots of picnic areas and loads of space for the kids to run around.

When we got there we went to the adventure playground first. There were slides and
swings and all sorts of exciting things. The kids had a ball and weren’t happy when we
told them it was time to go for lunch. We took them down to the loch for a picnic. There
were lots of sandwiches and juice and for a treat they got an ice-cream from the icey.

In the afternoon Mr Smith the P2 teacher organised races and games. All the kids got
prizes — more sweets! There was a wheel barrow race for the adults. | came last but it
was a laugh, my son likes to kid me on about how daft I looked, even now.

The trip back to school was a lot quieter than in the morning as most of the kids had gone
to sleep. We got back to school at 3 30.

All the kids said it was fantastic and some asked if we could go back tomorrow!

The teachers thanked the helpers and said it had been a good day. | really enjoyed it. It
was lovely to see the kids having fun and all the teachers and the other helpers were
really nice and friendly.

I will definitely be a helper next year. The kids and I are looking forward to it already.

Thank you for listening. Are there any questions?
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S2
Power Point Slides

My talk on the school outing to
Mugdock Country Park

Date of outing

Why | went on it

How we got there

What the park is like

Slide 2

 What we did first
 Where we had lunch

 What we did in the
afternoon

29



Slide 3

* What the children
thought of it

* What the teachers
thought of it

* What | thought of it

Slide 4

e Conclusion

* Why | will be back
next year
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Reflection and Evaluation

April 4. Once again Phyllis and | agreed that we would do the evaluation orally. What
follows is a transcript of our discussion.

Shirley: Hi Phyllis. Congratulations. You’ve done it!
Phyllis: What? You mean I’ve got a certificate?

Shirley: You certainly have. A certificate from the Scottish Qualifications Authority will
be coming through your letter box soon.

Phyllis: I can’t believe it. My family will be thrilled to bits.

Shirley: Do you remember this?

Phyllis: My learning plan! — it’s not very exciting?

Shirley: It is not about imagination, it is about what you need at the time and setting
realistic targets. Do you feel that you have achieved what you wanted to through your
learning sessions?

Phyllis: Definitely. Being able to help Sean with his homework means the world to me. |
always try and encourage him to do that little bit extra as | know how important it is and
how good it makes you feel when something you thought was hard sinks in and you end
up thinking — that wasn’t hard at all

Shirley: And what about getting a better job? Have you given any thought to that?

Phyllis: Well there’s a job coming up at Sean’s school that | was thinking about trying
for. 1 know I won’t get it though.

Shirley: How could you possibly know that? What skills are they looking for?

Phyllis: I have the ad here — Admin Assistant, must have good communication skills, able
to use a computer and work well within a team.

Shirley: You have a certificate to prove you have good communication skills, you used
the computer to help you produce the evidence to get that certificate — remember how
you enjoyed using the word processing package and power point?. Work well within a
team — you have been doing that from the day you walked in here. Go for it, Phyllis!

Phyllis: Will you help me fill in the application form?
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Shirley: I’d be delighted — we can start on that right away. We could also practice
interview techniques and do some more work on your IT skills. | have a copy of the Core
Skills Unit for Information Technology here. Would you like to see it?

Phyllis: Go on then!

Shirley: Fantastic - you’ve taken to learning like a duck to water.

Phyllis: Like the ugly duckling eh?

Shirley: And look what he turned into!
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Section 4:

Assessment Evidence

The way that Phyllis’s portfolio has been presented in this document does not reflect the
fact that evidence can be gathered across the learning and need not be gathered on an
Outcome by Outcome or Unit by Unit basis. For example: The final draft of the notes
used by Shirley for her talk in Outcome 3 could contribute to Outcome 2 and if you
remember it all started with the letter from the School used in Outcome 1. Also, by using
power point and the word processing package as part of evidence gathering for the
Communication Core Skill this could also contribute as evidence for the Information
Technology Core SKill.

An holistic approach can and should be used whenever possible to avoid over
assessment; to keep the learning focused on what the learner wants to do; and to enable
the learner to recognise transferability of skills. What is crucial, regardless of the
approach taken, is the indexing of the materials selected for assessment purposes so it can
be easily found. An example is provided below.

D01B 09 — Communication

Outcome 1 | Respond to simple written information Evidence Ref
PC (a) Identify the purpose of a communication R3b
PC (b) Identify the significant ideas or main points of information in R3b
the communication
PC (c) Make a basic evaluation of the communication supported by a | R3b
single piece of evidence
Outcome 2 | Produce simple written communication
PC (a) The techniques used are mainly appropriate for the writer’s W3
purpose and audience
PC (b) All essential information or ideas are presented W3
PC (c) Some evidence of structure is discernible in the communication | W3
PC (d) Spelling, punctuation and syntax are sufficiently accurate to W3
convey meaning
QOutcome 3 | Produce and respond to simple oral communication Evidence Ref
All PC’s covered Observation
checklist
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Observation checklist

Name Phyllis Smith
Topic Produce and respond to simple oral communication

The learner has:

@) used an appropriate range of spoken language structures

(b)

Yes

Yes
conveyed simple information, opinions or ideas ZI

Yes

(c) attempted to sequence and link information, opinions or ideas

(d) used delivery which takes account of situation and audience z |

(e) offered responses which take account of the contribution of others f

Tutor comments

Phyllis delivered a power point presentation to the other members of her group today
which was excellent. Her talk was based on her experience of helping out on a school
trip which she articulated in a warm and friendly way. All members of the group were
able to relate to her experience which was apparent by their comments at the end such as
“I remember going on a school trip to ...... ” Who remembers that song about a jammy
piece ...?”

In my opinion, Phyllis’s presentation today meets the criteria required for Outcome 3 of
Communication at Access 3.

Tutor signature SéozZa/ Beor Date 28 Warct 2007
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National Unit Specification: General Information QUALIFICATIONS

AUTHORITY
UNIT Commmmucation {Access 3)
NUMEER DB
COURSE
STMMARY

This core skills unit seeks to develop the ability to respond to and produce simple brief written
and oral commumication which is familiar and routine to the candidate’s setting. This wnit 15
designed to develop communication skills at a basic level It should guide the candidate
towards the acquisition of broadly-based skills in commeon language contexts, helping the
candidate to mamntain social and worling relations.

OUTCOMES

1 Fespond to simple written commuidcation.

2 Produce sumple written communication.

3 Produce and respond to simple oral communication.

RECOMMENDED ENTRY
While entry 15 at the discretion of the centre, candidates would normally be expected to have
attained Commmication (Access 2).

CREDIT VALUE
1 Credit at Access 3.

Appendix A

Administrative Information
Superclass: FB
Publication date: Dhecember 1993
Source: Soomish Cmalifications Awthority
Version: o1
@ Scomtzsh Cuzlifications Anrthoriny 1989

This publicaton may be reproduced in whole or in part for educations] purposes provided that no profit is derdved from
reproducton and thar, if reproduced in par, the source is ackvowledzed.

Addittonsl copies of s specification can be purchased froum the Scostdsh Qualifications Awthortty. The cost is £2.30
(nuninmm charge £5.00)
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COEE SKILLS
Information on the awtomatic certification of core skills is published in Auromarnc Carfification
af Core Skills in National OQualifications (SQA, 1909).

The attainment of this unit will lead to the automatic award of'

* Commmuication at Access 3.
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National unit specification: statement of standards
UNIT Commmaication (Access 3)

Acceptable performance in this unit will be the satisfactory acluevement of the standards set
cut in this part of the unit specification. All sections of the statement of standards are
mandatery and cannet be altersd without reference to the Scottish Qualifications Auntherity.

Note on range for the unit
The outcomes should be demonstrated in relation to matenial which is fanuliar and routine to
the candidate’s setting.

OUTCOME 1
Bespond to simple written communication.

Performance Criteria

a) Identifyy the purpose of 2 commmnication.

b) Identify the significant ideas of main points of information in the communication.

cl Make a basic evaluation of the commumnication suppotted by a single piece of evidence.

Evidence Requirements

Written o1 spoken evidence that cn one occasion the candidate has read an appropriate non-
fiction text and shown understanding of basic information and an ability to make a single,
simple evaluation of the conmmmdcation. All performance criteria minst be met within one
task.

Simple written communication

Nen-fietion texts nmst be used. Texts will be related to the candidate’s personal experience.
an area of smdy or the work setting. The commmnication will be brief clearly presented and
will contain several items of mfosmation The comtent will be expressed in a direct,
uncotnplicated way and the key points will be explicit.  The vocabulary will be familiar to the
candidate and sentences will be simple in stucture.  Where linkage occuss, it will be
straightforward.

OUTCOME 2
Produce simple written communication.

Performance Criteria
a) The technigues used are mainly appropriate for the writer™s purpose and avdience.
)] All eszential information or ideas are presented.

c) Some evidence of structure is discernible in the communication.
d) Spelling, punctuation and syntax are sufficiently accurate to convey meaning.
Evidence Requirements

One prece of written evidence or a portfolio of thematically linked pieces to show that the
candidate has aclueved all the performance criteria.  The piece, or pieces taken together,
should amount to no fewer than 100 words.

37



Mational unit specification: statement of standards
UNIT Communication (Access 3)

Simple written communication

The candidate will produce simple written comnmnication which presents information of a
basic nature. It will comvey several items of information and'or opindons o ideas. Where
appropriate, opinions of ideas may be presented in concrete personal terms. The layvout. word
cheotce and any use of graphics or pictures will be appropriate to purpose, comtext and target
audience. The vocabulary and sentence structure will be simple. Scme errors may be present
but these will not prevent the reader from grasping the meaning.

OUTCOME 3
Produce and respond to simple oral communication.

Performance Criteria

a) An appropriate range of spoken language structures s used.

()] The communication conveys simple information. opindons or ideas.

cl An attempt 15 made to sequence and lnk information. opindons or wdeas.
d) Delivery takes account of situation and audience.

&) Fesponses take account of the contributions of other(s).

Evidence Requirements

All the performance criteriz must be met in one spoken interaction (discussion or presentation)
with ocne or more people. A brief note of context and source will accompany the evidence.
which could take the form of a checklist or recording. An individual presentation should last
for a numimmm of two nunutes with additional time for questions.

In a spoken inferaction at this level

The candidate will convey simple information, opindons or ideas with sequencing and linking
appropriate to purpose and situation.  Simple vocabulary in an appropriate register will be
used and the vocabulary and the structare of the commuucation will allow the speaker’s
meaning to be conveyed. Delivery will be audible with some use of appropriate non-verbal
conventions. The candidate will respond to points of view or questions from others.
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National unit specification: support notes
UNIT Conmmnieation (Access 3)

This part of the umit specification is offered as gmidance. None of the sections of the support
notes is mandatory.

GUIDANCE ON CONTENT AND CONTEXT
The content and context for this core skills wnit should be appropriate to the personal and/or
vocational needs of the candidate.

Core slalls units are stated at five levels of attaimment, with activities becoming progressively
more demanding in breadth and depth, and in the extent of individual autonomy required. The
appendix to this vt shows the relationship between the levels in Communication.

The programme in Communication should develop:

 the basic slalls required for reading texts

the basic skills required for reading and researching topics and texts
the basic skills required for informatienal and expressive writing
the basic skills required for writing notes and plans

the basic skills required for talk, discussion and listening.

The programme in Conmmumication should provide opportiadties to:

¢ use language for a vanety of pueposes with a balance between productive and receptive
modes

use language in a range of settings - personal, social and vocational

read a variety of texts which offer a range of reading demands

use a range of written forms including graphical and pretorial

use a range of forms of oral communication with a balance between productive and
receptive modes.

Outcome 1

Non-fiction texts mmst be used. Candidates” reading should include a variety of texts and
graphical and pictorial representations which offer a range of reading demands. ez books:
newspapers and magazines; pamphlets; notices; advertisements; instructions: graphs; diagrames:
tables; charts; and reposts. The texts should be selated to candidates” personal interests, the
area of study or the wosk setting.  All voeabulary should be familiar to the candidate.
Sentences should be simple in stucture. Where linkage cccurs it should be straightforsard.
The commumication should be brief  The texts should express content in a direct
uncomplicated way and the key points should be explicit.  Texts should contain several items
of information.

Texts can include, e 2., a short item from a popular newspaper of magazine; a short letter to a
newspaper of magazine; a short business letter; a leaflet; a notice. Texts may also include
images, e.g. mail order catalogues; simple advertisements; instruction leaflets. In these, the
text may be supported by simple diagrams. tables, charts or photographs.
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Mational unit specification: support notes (cont)
UNIT Commummuication (Access 3)

The puwrpose of the commuication should be to convey several items of information and'or a
discernible personal point of view. Main pwposes can include to inform or report; to
persuade; to express feelings or reactions; to share an experience; to entertain. The candidate
should be able to wdentify the main purpose of the text and to show some awareness of the
context in which the information 15 comveyed.

The conventions used - layout, use of graphics, vocabulary, degree of formality and stucture -
should support the pupose of the communication and be wholly consistent with the type of
text. e.g. use of headlines. columns and appropriate style in a newspaper article.

Evaluation by the candidate will be at a basic level and should be supported by a single piece
of evidence from the text.

Outcome 2

Candidates should use language for a variety of puweposes appropriate to their individual needs,
ez comveying information; describing feelings; putting forward a point of view; requesting
information; keeping reconds.

Whitten conmmuuication which the candidate produces should be related to persenal interests
or to an area of study or the work setting. Texts may include, e g short letters, articles,
diaries. log books. Texts may also include images. 2 g simple diagrams. maps. charts. tables,
sketches or photographs may be used in support of the written text. The images may be
produced by the candidate or selected from a bank of images.

Layout, word choice and any use of graphics or pictures should be appropriate to purpose,
context and target audience.

It is anticipated that a word length of ne fewer than 100 words would be required two
demonstrate competence at this level. Where a postfolio of evidence is bemgz used for
assessment requirements (e.g. letter, diary entry. log, and information sheet) the pieces should
be linked and cover an issue related to personal interest. an area of study or the work setting.
The pieces taken together should amount to no fewer than 100 words.

Outcome 3
Candidates should use language for a variety of purposes appropriate to their individual needs
e.g. conveying information. opindons or ideas at a simple level on a strarghtforward topic.

Inn their spoken interaction, candidates may, for example:
o grve a short talk which conveys basic information

¢ grve simple directions

+ take part in a discussion on a simple, familiar topic.
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Mational unit specification: support notes (cont)
UNIT Commumcation (Access 3)

Topics might include, for example, findings from a project o a plece of research on which the
candidate has been working, or a tutorial toptc which is explored in discussion. Individual talk
will convey basic information or express a point of view on a straightforward topic. At this
level. an sndividual presentation should last for a menimm of two minutes with additional time
for questions. A group discussion will deal with a simple topic.

Candidates should attempt to sequence and link ideas, e g. directions should be given m the
comrect order; a short talle should include a recognisable beginming and end and mdimentary
linkage.

It iz likely that group discussion would wvolve two or more people but an interview
conducted on a one to one basis could alse be vsed to demonstrate the standard of oral
commumication skills which covers the performance criteria.

Inn taking account of conhibutions of others candidates should be able to repeat information,
ask questions of answer questions as appropriate.

Delivery should be audible and candidates should male some use of appropriate non-verbal
conventions, e g maling appropriate eye contact or gestures; pausing at appropriate points.

Inn creating a checklist for Outcome 3, teacher/lecturers should find the detail provided wnder
Evidence Requirements helpful.

GUIDANCE ON TEACHING AND LEARNING APPROACHES
The learning and teaching approaches should encowage candidates to identify the evidence of
their attainment and to transfer the slalls acquired to other contexts.

Programmes of work in Communication should be designed to engage candidates in the varied
and purposeful use of imterrelated skills of language through a range of tasks. These tasks
may reflect the candidates” vocaticnal interest or may be of more general imferest. It is
recommended that these tasks should be negotiated and planned in such a way that the
evidence required for assessment 13 generated in the course of ongoing work rather than as a
discrete exercise.

Leaming and teaching in Comumudeation should be active and candidate-centred. Candidates
should have the opportunity to plan and make decisions for themselves, to show imtiative and
independence and to wotk co-operatively in groups. Activities should provide opportundties to
use language in real situations for real purposes and may be part of projects or practical
exercises sef within the Commmnication programme of drawn from activities in other
vocational and social contexts.
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Mational unit specification: support notes (cont)
UNIT Commmrcation (Access 3)

Opportunities for rewriting, reviewing, revising and evaluating by the candidate, by peers and
by the teacherlecturer should be seen as an essential feature of all formative activities. The
candidates should be involved m activities which stretch their capabilities.

The use of dictionaries should be encouraged at all stages. Word processors, incloding those
which can male use of spelling check tvpe software, may be used by candidates.

In oral commmuucation, recordings of candidate performance at this level would enable others
to appreciate the standard required. Fecorded evidence of candidate performance would also
assist internal and external verification.

Where the Communmication wut 15 being combined with another unit to create an enhanced
learning and teaclung programme. care must be taken to ensure that all aspects of each umit
are covered and adeguate time mmst be allowed for the coverage of both wmits. Such a
programme would create opportunities to consolidate the skills gained in this unit.

GUIDANCE ON APFROACHES TO ASSESSMENT

The statement of satisfactory performance for each outcome indicates the mindmmm reguired
for the purpose of sumimative assessment. However, the oumber of activities undertaken by
the candidate in the course of the unit should not be linuted to those specified for assessment
purposes. In awarding the candidate Communication at Access 3 the teacher/lecturer must be
confident that the candidate will be able to demonstrate these skills in any context and set of
circumstances.

Teachers/lecturers must remember to distingnish between their differing roles in formative and
summative assessment. In the former. as mmch help and suppost as i3 required by the
candidate may legitimately be grven by the teacherlecturer. Tasks which are used to provide
evidence for summative assessment musit be completed by the candidate unaided. Tt would,
however, be acceptable for the teacherlecturer to draw the candidate’s atfention to any
general area of error in relation to particular performance criteria or redirect him or her to the
task in hand.

Where the candidate i1s responding orally in Outcome 1, detaled evidence (transeript,
recording) must be retained for verification purpeses. In Outcome 3, a brief note of context
and source, whether for an indrnidual presentation or group diseussion, should accompany the
evidence which could take the form of a checklist or recording.

Evidence of attainment should be gathered, whetever possible, from integrated activities,

whether this unit i3 being studied as a stand alens unit of is being used in combination with
others.
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MNational unit specification: support notes (cont)

UNIT Commrcation (Access 3)

SPECTAL NEEDS

This unit specification is intended to ensuze that there are no artificial bamers to leaming or
assessment.  Special needs of mdividual candidates should be taken into account when
planning learning experiences. selecting assessment mstruments or considering altematrve
cutcomes for units. For information on these, please refer to the SQA document Guidance on
Special Assessment and Certification Arrangements (SQA, 1998).

Copies of Unit specifications are available to download free of charge from the Core
Skills section of the SQA website. www.sga.org.uk

43



