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Tutor Module for Key Skills Communications Level 2 Test

This module is divided into two skills areas, which are detailed in this introduction. Documents covering each skills area take the following form:
1) Introduction to what is required

2) Type of questions candidates may be required to answer in the test
3) Guidance (with instruction) on skills required for each skills area
4) Examples to guide candidates

5) Practise Exercises to test skills learnt

For those not familiar with the Key Skills guidelines from QCA (Quality Curriculum and Assessment Authority) the following pages provide a summary of its content.  Teachers and tutors can refer to this or link directly to the QCA website: http://www.qca.org.uk.
Introduction to Key Skills in Communications Level 2

Students must produce a portfolio of evidence and take a multiple-choice, externally marked written test.  The test and portfolio enable candidates to demonstrate that they have met the national standards in adult literacy/communication.

The Test

This is a supervised one-hour, 40-question, paper-based test.  Each question is worth 1 point. The joint Awarding Bodies are responsible for setting the pass mark, which they pre-set for each paper.

The purpose of the test is to assess reading and those technical aspects of writing that can be assessed in a fixed-response test. It focuses on specific aspects of Part A, ‘What you need to know’. It also draws on Part B, ‘What you must do’.  Candidates are tested on the purposeful and effective application of skills in reading, writing, speaking and listening.

There is no oral test. Components C2.1a and C2.1b will be tested only through the portfolio of evidence.

You can obtain materials and exemplar test papers by following the following links:
OCR Materials: Communication Levels 1 - 4 
(http://www.ocr.org.uk/OCR/WebSite/docroot/qualifications/qualificationhome/QualPubs.do?qual_oid=2339&oid=2339&server=PRODUKTION&site=OCR&filter_type=1123&x=14&y=5)

Key Skills Support: Communication Level 2 Test Paper 2 (http://www.keyskillssupport.net/files/kssp/pdf/ext_assess_contents/Commlevel2test.pdf)
QCA: Key Skills Communications Standards Levels 1 - 4 
(http://www.qca.org.uk/ages14-19/downloads/com_levels1_4.pdf)
The Portfolio

An Awarding Body moderator assesses the portfolio internally and externally.  The portfolio must contain evidence of the candidate's effective use of literacy/communication.  It must meet the full requirements of Part B of the Key Skill unit specification.  It should also include evidence of oral work (group discussion and a presentation).

Remember that this module will focus on the test. We hope to provide a portfolio module at a later date.
The Test - Form of questions

Each of the questions is multiple-choice, with four potential answers.  One is correct (the key) and three are wrong (the distractors).  They are designed to encourage candidates to reason correctly and work things out carefully. Finding the correct answer to a question will not depend on having answered the previous question correctly.

The test is made up of groups of questions based on different scenarios - usually short passages of text, such as letters, tables, memos, leaflets, etc.  At least two groups of questions will be based on longer, more complex material.

Each group will include questions from more than one skill area: 

	Skill Area
	Task
	Marks

	1
	Reading/understanding writing techniques
	30

	2
	Proof-reading
	10

	
	Marks in total
	40


Questions may be set in the context of:

· Family and home

· Leisure activities, including holidays

· Education and training

· Work

· Community and citizenship

· Media and communications

· Shopping

· Social issues

The Skills Areas

Skill Area 1
1.1 Reading for information and understanding

This skill area covers the following skills in Part A and relates to Comms 2.1 in Part B:

· Skim materials to gain a general idea of content and scan text to identify the required information from straightforward extended documents (e.g. reports, text books, articles). 1 - 5 marks per paper
· Identify main lines of reasoning (e.g. by signal words such as ‘therefore’, ‘so’, whereas’) and main points from text and images (e.g. pictures, charts, diagrams). Recognise the writer’s intentions (e.g. by tone, vocabulary, structure of text). 10 - 14 marks per paper
Total marks: 15
1.2 Understanding writing techniques

· Recognise the writer’s intentions (e.g. by tone, vocabulary, structure of text). 4 - 6 marks
· (Recognise how other writers) present written information in different forms (e.g. letters, memos). 1 - 3 marks
· (Recognise how other writers) structure the material to help readers follow what has been written and to understand the main points (e.g. use paragraphs, headings and sub-headings). 2 - 4 marks
· (Recognise how other writers) use different styles of writing to suit different purposes (e.g. persuasive techniques to present arguments, technical vocabulary, supporting evidence for reports). 2 - 4 marks
Total marks – 15
SKILL AREA 1: TOTAL MARKS: 30
Skill Area 2 

2 Proof-reading

This skill area covers the following skills in Part A and relates to Comms 2.3 in Part B:

· Make meaning clear by writing, proof-reading and re-drafting documents so that:

· words used most often are spelled correctly;
· complex sentences are formed correctly (e.g. use of ‘but’, ‘then’, ‘because’, consistent use of tense) and organise into paragraphs where appropriate;
· punctuation is accurate (e.g. use of commas, apostrophes, inverted commas).
Total marks 10
SKILL AREA 2: TOTAL MARKS: 10
BBC and QCA practice test papers – Key Skills in Communications Level 2

BBC Test Paper 1 - Key Skills in Comms Level 2 
(http://www.bbc.co.uk/apps/ifl/keyskills/quizengine?quiz=comms1;templateStyle=main;platform=keyskills_platform)
BBC Test Paper 2 - Key Skills in Comms Level 2
(http://www.bbc.co.uk/apps/ifl/keyskills/quizengine?quiz=2comms1;templateStyle=comms2;platform=keyskills_platform)
OCR Test papers - Key Skills Communication - see bottom of page for details
(http://www.ocr.org.uk/OCR/WebSite/docroot/qualifications/qualificationhome/QualPubs.do?qual_oid=2339&oid=2339&server=PRODUKTION&site=OCR&filter_type=1123&x=7&y=13)
Key Skills Specifications and Guidance
(http://www.ocr.org.uk/OCR/WebSite/Data/Publication/Specifications%2c%20Syllabuses%20%26%20Tutors%20Handbooks/cquartetOCRTempFile39dKUr5R3A.pdf)
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