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

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

 
• learn how to use a computer so I 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. 
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Section 3: Portfolio of Evidence 
 
 

 

 
 

PERSONAL PORTFOLIO 
 
 
 
 
 
 
 
 
 

Phyllis Smith 
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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. 
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Name: Phyllis Smith   
 
Progress Log – Reading 
 
Date Comments 
Sept 1 
 

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

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

Sept 13 
(R1b) 
 

Wrote down answers this week.  Went over them with Shirley.  She said I’d 
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 
(R2b) 

Had another go at answering questions. Shirley said I’d got the hang of the last 
question this time - even read it out to the other people in the programme!  
 

Oct 5  Looked back at what I’d written about main points in Q2. Realised I’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 I 
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 I was doing OK.   
 

Oct 17 
(R3b) 
 
 
 

Shirley gave us a leaflet on smoking to read. It was really good. I’d never 
heard of this service and I’d really like to kick the habit.  Shirley is really 
pleased with me.  She said I answered the questions really well.  Feeling good 
about how I 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 
(c). 
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R1a 
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 
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R1b 
Questions - Letter from school 
 
 
(PCa) 1 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. 
 
 
(PCb) 2  What are two things that the children have to take with them. 
 

Wellies and packed lunch. 
 

3  Is this the first time parents have been asked to be helpers? 
 

no 
 

4  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. 
 
 
(PC3) 5  Is this a good letter? Yes/No 
 

Choose one and give one reason for your answer. 
 

It is good because it tells the parents the children are having an outing. 
 
 
 

Name:   Phyllis Smith    Date:  13 September 2006
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R2a 
Read the leaflet and answer the questions below 
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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 money and childcare. 
 
 
(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 in touch so it is helpful. 

 
 
 
 

 Name: Phyllis Smith    Date: 29 September 2006
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R3a 
Read the leaflet and answer the questions below 
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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 is available in the area to help you stop smoking. 
 
 
(PCb) 2  Write down the two types of support that are available. 
 

Community Pharmacy Support 
Specialist 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 into your nearest pharmacist. 
 
 
(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 know. It 
is quite easy to read because it has headings. It 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 
W1 
 

Wrote Two crows. Shirley said she could see the crows as she was reading it.   
She says my spelling and punctuation are ok but I 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 
W2 

Tropical Fish. Shirley says this is much better. But she says the middle paragraph 
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 
W3 
 

Shaz. Success! Shirley says this is great.  It has got a beginning a middle and an 
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. 
  
W2. 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.  
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W3. Shaz.  I 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.   
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W1
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W2 
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W3 
Shaz 

 
Shaz was born on the 9th 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 I 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 I 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.  I love my cat.  
To me she is the best cat in the world. 

 

 
 
 
 

Written by Phyllis Smith on 6 January 2007 
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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.  I 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: I can’t believe how far I’ve come since September. You’ve no idea how scared I 
was when I started coming to this programme. I 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 I 
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 I 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.  I’m not short on ideas for things to write about but I’d never really got 
the hang of paragraphs at school. I found it really helpful when you talked about – what 
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do you call it? Structure? I 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: I 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 I was at school! When you said we were going to use them, I don’t mind telling 
you I was terrified. Even now I 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: I 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 I 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 I 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 I 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? I 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 I 
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 I’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 I was reading it. 

Feb 28 Shirley has come up with an idea to help. She showed me how to do power 
point. I 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. I 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. I asked questions at the end. Very good 
practice for my talk. I’m still terrified but having the slides should help. At 
least I won’t forget what I 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. I 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 / S2 

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 I 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 I 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 I remember from 
when I 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.  I 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.  I 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 I 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
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Slide 3

• What the children 
thought of it

• What the teachers 
thought of it

• What I thought of it

 
 
 
 

Slide 4

• Conclusion

• Why I will be back 
next year
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Reflection and Evaluation 
 
April 4. Once again Phyllis and I 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.  I 
always try and encourage him to do that little bit extra as I 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 I was thinking about trying 
for.  I 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.  I 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 
the communication 

R3b 

PC (c) 
 

Make a basic evaluation of the communication supported by a 
single piece of evidence 

R3b 

Outcome 2  Produce simple written communication  
PC (a)  The techniques used are mainly appropriate for the writer’s 

purpose and audience 
W3 

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 

convey meaning 
W3 

Outcome 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: 
    Yes  No 
 
(a)  used an appropriate range of spoken language structures    □
 
    Yes  No 
 
(b)  conveyed simple information, opinions or ideas 

   □ 
 
    Yes  No 
 
(c)  

 
attempted to sequence and link information, opinions or ideas 
 

  □ 
 
    Yes  No 
 
(d)  

 
used delivery which takes account of situation and audience 
 

  □ 
 
    Yes  No 
 
(e)  

 
offered responses which take account of the contribution of others 
 

  □ 
 
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 Shirley Best   Date   28 March 2007 
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Appendix A 
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Copies of Unit specifications are available to download free of charge from the Core 
Skills section of the SQA website. www.sqa.org.uk 
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