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1. Managing Key Skills

Some colleges are encouraging their tutors/teachers to take the Key Skills award, including the test, themselves. This is the best way to help your students with their portfolio preparation. It will give a greater understanding of what the portfolio involves, what is easy, what is difficult and what the pitfalls are. You’re putting yourself in the place of the student, and it’s a very sharp learning curve.

It’s very difficult for Key Skills tutors/teachers to find enough time to do this. However, it’s well worth the effort if you can fit it in.

This tutor guide will focus on the resources required for the portfolio, and includes a few tips on how to ensure the year ahead runs as smoothly as possible in a practical sense.  Two websites you should also familiarise yourself with are: 
Qualifications and Curriculum Authority (QCA): Key Skills
(http://www.qca.org.uk/qualifications/types/603.html)
Key Skills Support Programme (KSSP) 
(http://www.keyskillssupport.net/resources/workbased/online/keyfacts/compe.asp)

These sites give good advice and guidance. Your external moderator is another good source of guidance.
1.1. Tutor/Teacher Role

The role of a tutor or teacher, when it comes to portfolios, is to support and mentor the student through their Key Skills programme. It’s important to help students to maintain motivation and meet any deadlines.

Each college or school operates differently. Some timetable Key Skills for one hour a week over 30 weeks, and students are issued a choice of assignments. Some have a 10-week block and work mainly from books with some workshops. Others integrate their work with their main course of study and ‘buy in’ specialist help for test preparation.   

It would be impossible to mention all types of Key Skills and course duration here. Therefore, any models shown in our examples will be based on Key Skills in ICT Level 3, based on a 1 hour x 30-week course for approximately 500 ‘A’ Level students.  

1.2. Assessor’s Role

The assessor may also be the tutor/teacher, or could be an additional member of the team. Their role is to assess the work for its Key Skill content and ensure that the criteria is covered.

These links will provide you with additional information:
Key Skills Support - Teaching and Learning
[http://www.keyskillssupport.net/teachlearn/]
Key Skills Support - Assessment
[http://www.keyskillssupport.net/assessment/]
Key Skills Support – Students Guidance and Support
(http://www.keyskillssupport.net/studentguidesupp/)
1.3 Key Skills’ Coordinator’s Role

The Key Skills Coordinator is the person responsible for reminding assessors about up-and-coming deadlines. They ensure that the portfolios are in the right place at the right time for assessment as well as internal and external moderation. He/she generally keeps records of successes and failures and may arrange training if, and when, necessary. The Coordinator will also inform tutors and teachers about changes in the standards. They may arrange internal verification sessions and timetable test dates, etc.

The link below gives sound advice for the management of key skills.

Key Skills Support – Management of Key Skills
(http://www.keyskillssupport.net/management/)
2. How to maintain expected standards 

2.1. The Internal Verifier

The internal verifier checks that the standards of assessment are consistent across the college or school. There should be two or three internal moderation dates in the college/school year, and these should be planned into the scheme of work.  Portfolios should not be submitted for external moderation if they haven’t been part of this process.

2.2. The Standards/External Moderator

The standards, or external moderator, works for the Awarding Body. They will check that the college or school’s standards are in line with the national standards. Again, it’s a good idea to set proposed dates when working on the scheme, or work to give target dates for tutors/teachers to work towards.

OCR - Link to Key SKills Standards Moderation of Portfolio Evidence
(http://www.ocr.org.uk/OCR/WebSite/Data/Publication/Administrative%20Handbooks%2c%20Guides%20%26%20Regulations/Key_Skills20249.pdf)
Key Skills Support Programme - Maintaining Quality
(http://www.keyskillssupport.net/quality/)
3. Ways to instruct classes on how to manage portfolios

The Key Skills website contains guidance and activities on portfolio management, which is specifically aimed at students. There is information on how to understand standards and a module on how to set up and maintain a portfolio.

Key Skills: Portfolios
(http://www.bbc.co.uk/keyskills/extra/index.shtml)
3.1. Which type of portfolio is best for Key Skills?

There are different types of folders and it is down to the personal choice of the tutor/teacher/coordinator.  However, listed below are a few advantages and disadvantages of four portfolio examples. As portfolios are given different names, depending on the manufacturer, the names used by a local council County Supplies’ organisation have been used in the examples.

	Type of Folder
	Advantages
	Disadvantages

	PVC covered stiff board ring binders
	1. Easy to file work and update
	1. For carrying purposes, heavy in weight

	
	2. Identification on spine
	2. Difficult to put in pigeonholes for marking

	
	3. Can hold work, dividers, disks, etc
	3. Inflexible

	Polypropylene virtually indestructible ring binders

(the type of red ring binders used later in examples)
	1. Easy to file work and update
	1. Not easy to stand up in bookcase

	
	2. Identification on spine
	

	
	3. Can hold work, dividers, disks, etc
	

	
	4. Lighter than PVC stiff board ring binders
	

	
	5. Can bend to put in pigeonholes for marking
	

	
	6. Flexible
	

	Quote/project folders - clear front cover metal prongs


	1. Lighter than PVC stiff board ring binders
	1. Work can only easily be filed in one go

	
	2. Can bend to put in pigeonholes for marking
	2. Difficult to add work belonging part-way through

	
	3. Flexible
	3. Visual identification not easy if work in a stacked pile

	
	4. Identification on front
	

	
	5. Easier to store than rigid portfolio
	

	Pocket/envelope files
	1. Lighter than hard portfolios
	1. Difficult to index work

	
	2. Can bend to put in pigeonholes for marking
	2. Messy system of filing

	
	3. Flexible
	3. Work can easily fall out

	
	4. Easier to store than rigid portfolio
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Left – Quote/project folder

Right – Pocket/envelope file

The portfolios with most advantages and least disadvantages, from a tutor/teacher’s point of view, are the Polypropylene virtually indestructible ring binders.  However, the one downfall with them is that they don’t stand up too well on a bookcase, due to the floppy covers.  But for weight, transportation and ease of access to evidence, these seem to be the best. 

3.2. Colour coordinated portfolios

Key Skills has been running for several years, and looks as though it’s here to stay for quite a few more. The basic history below is from the DfES website:

“The genesis for Key Skills as we now know them was concern from employers in the 1980s that their young recruits did not have the general skills needed in effective employees. The skills identified deliberately went beyond basic literacy and numeracy. Their focus was the ability to use skills in a wide range of contexts and to make judgments about what skills to use and when. The 1996 Dearing Review of post-16 Education recommended that key skills should be available across both work-based and academic routes.”

http://www.dfes.gov.uk/keyskills
Because of its longevity it is a good idea to change the colour of the portfolios each year so that it is easy to identify which period in time they belong.  For example, the colours followed by one college are shown below:

2000-2001
Blue

2001-2002
Black

2002-2003
Yellow

2003-2004 Red

2004-2005
Green


Tip:  

3.3. Filing computer disks in portfolios
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There is an open hole on 

most computer disks.
On the opposite side is a covered hole – turn over the disk to pull down a small tab to reveal a second hole.  This is called the ‘right-protect’.  If it’s open, nothing can be saved or deleted from the disk.

However, once opened the disk has a hole either side.  These two holes are spaced so that they fit on the ring binders of a portfolio 
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Open portfolio and place the disk’s holes over folder’s rings for safe storage.

Don’t forget to remind students to close the right-protect before saving work to disk.

3.4. Labelling
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Students should label the outside of their portfolio with their full name, tutor group or class number on the spine.  

Open the folder and lay it flat on the desk. It’s then easier to take out the name tab and replace it if it is in a clear plastic pocket.

3.5. Planning the layout of portfolio - File dividers

Files dividers can be purchased quite cheaply in 50 sets x 5 dividers in each pack. It’s well worth the money to issue these to the students so that assessors, and internal and external moderators can find their way around students’ work quickly.

Tutors/teachers may already have an idea of what should go on dividers in the portfolio and where each piece of evidence belongs.  On the other hand, you may prefer students to sort this out themselves.  Whichever method you use, ensure that students are encouraged to keep the system as simple as possible.  A simple format will help, not only the student and assessor, but the internal and external moderators.

An example of how the layout could look is shown below:

Starting at the front of the portfolio, the file dividers could be labelled like this:
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· Key Skills Standards and Project Brief/Assignment
· Key Skills Evidence Records
· Final tasks/purposes
· Index followed by evidence which must be numbered 

· Other

Once labelled, ensure that the students file all evidence under the correct section. assessors may have to check portfolios at the end of the first half term to see if students have an understanding of filing and indexing their work.

Student Profile

It’s a good idea to have a student profile at the front of each student’s portfolio. This gives details of the student and his/her background. If colleges and schools have the facility to scan pictures, or can get a digital picture, these can be placed on a shared drive on the colleges/schools Intranet so that students can insert them into their profile. This is also helpful to tutors and teachers to identify students in the first few lessons. Key Skills’ teachers generally have quite a few names to remember.

Tutors/teachers can also produce an ‘Identity sheet’ from these pictures (in class order), before removing pictures from shared drives.  Photos shouldn’t remain on a shared drive as they can be abused at a later date and Wanted Posters may appear around colleges and schools!

4. Tips for helping students to generate evidence

More information and guidance is contained in the Students’ Guide to Portfolios section: http://www.bbc.co.uk/keyskills/extra/portfolio/portfolio_01.shtml
· Be clear about your objectives – what are you really trying to achieve with your project/assignment?

· Plan well before starting to research – focus on the task ahead and don’t be side-tracked when researching on the Internet.

· Make a checklist or action plan of things you need to collect. Check the standards. The back page (was Part C in old standards pre-September 2004) gives examples of what might be of use; Part B explains what must be included.

· Double-check against the Key Skills criteria to make sure that you have listed purposeful evidence.  Don’t collect it just for the sake of it.

· Don’t throw draft copies away, especially if they are annotated by your tutor/teacher.

· If in doubt, ask the tutor/teacher if it is of use.

· Keep copies of all emails from and to your tutor/teacher.

· If you see newspaper or magazine articles about the topic of your Key Skills work, it’s a good idea to keep a copy, if you can. If not, record the name and date of the newspaper/magazine and the title of the article. You may be able to find more information about this on the Internet.

· Make a note of any textbooks or manuals that may have contributed to the information you have collected about the subject.

· Keep a log of what you’re doing.

· Include evidence that proves that your knowledge or skills in a specific area have improved. For instance, if you’re studying Geography, you need to present evidence that you have read or researched information and have selected data that is relevant to your subject.

· Obtain feedback from others and listen to what they have to say.  Have they made valid points? Should you think again about the presentation methods you’ve used?  What about the graphs you produced to present the information?
· Evaluate your objectives as you progress. Are you sticking to your plan?  Do you need to re-focus?

· Self-review your work and your performance.  

· Record how you’ve achieved your objectives.

Logistics of transporting portfolios for marking

Delivering work to teachers

If work is carried out in a college or school, it’s possible that students will be required to hand in work for marking and, generally, in large numbers.  Most colleges or schools have a pigeonhole system for teachers’ mail, photocopying, students’ work for marking, etc.  By using flexible folders, several can be placed in pigeonholes at once, still leaving room for mail, etc. 

Collapsible boxes
Fold-down boxes are a good storage and transportation medium for tutors/teachers to move a number of portfolios in one go.  They are lightweight and easy to store when not being used.
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Collapsible trolleys

You can also get similar boxes with wheels attached, similar to an air hostess trolley. These also fold flat for storage.

4.1. Identifying portfolios for each external moderation series 

Generally, colleges and schools have two or three external moderation visits a year.  This means that portfolios may need to be ready at varying times. To help identify which EM visit the portfolios are for, different coloured sticky labels affixed to the spine immediately tells the tutor/teacher which moderation visit the portfolio is for.  That way, there should be no mistaking a verified portfolio from one waiting to be verified.

Example:

November moderation visit

Gold labels

March moderation visit

Green labels

July moderation visit

Pink labels
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Folders ready for a March moderation visit:

5. Keeping records/Tracking progress

5.1. What documentation is required from the student?

There are many good sources of example paperwork that students should have in their portfolios and, generally, awarding bodies have their own. Most can be found on the Internet and may not be issued in hard copy.  Therefore, it will be down to colleges and schools to download their own copies (and print them!).  Below are links to a couple of sources of tracking forms.  There are also examples (Evidence Records) at the end of this unit of other layouts (for Level 3 IT only)

Exexcel - Portfolio and Tracking Sheets - Key Skills
(http://www.edexcel.org.uk/VirtualContent/71116.rtf)
Edexcel - Portfolio and Tracking Sheets - Wider Key Skills
(http://www.edexcel.org.uk/VirtualContent/72401/X009106_Wider_Key_Skills_R___T_S.rtf)
CCEA – Portfolio and Tracking Sheets – All Key Skills
(http://www.ccea.org.uk/keyskills_site/assessment/ks_tracking_sheets.html)
5.2. Electronic tracking

The link below gives details of electronic tracking software from the Key Skills Support Programme.  However, it may be appropriate for tutors/teachers to set up their own database using Access or Excel, or their own college/school system.

Key Skills Support – Software for tracking Key Skills evidence
(http://www.keyskillssupport.net/files/kssp/pdf/softwarefortrackingkeyskillevidence.pdf)
5.3. Tutors’/teachers’ records using Access database
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At the beginning of the year, it’s a good idea to have details of all your students, including their tutor code, surname and forenames, date of birth, college candidate number awarding body candidate number, etc.  If they’re in a Key Skills’ block, or timetabled slot, this could also be added.  

The illustration shows the relationship between tables in an Access database, which could be used to record your students’ progress.

5.4. Coordinators’ records using Access database

This database model could be used for recording test and portfolio results, although most colleges and schools have their own systems. 
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5.5. Records using Excel spreadsheet/database

If you’re using Excel, filters can be added to enable the selection of certain groups of students to establish their date of birth, tutor group, Key Skills block, etc. (see illustrations below). However, it’s much more efficient to use Access. Both of these are packages that some of your students may be using for their own work. So, it would be a good idea to learn how to use them effectively yourself. 

Unfiltered spreadsheet 
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Filtered spreadsheet 
This selects students in Key Skills block C2.
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5.6. Record of entries for portfolio moderation

Colleges and schools may supply tutors/teachers with their own system of tracking evidence. However, if it’s down to the individual, it’s important to keep the system as simple as possible, so that it isn’t difficult to update it.

Tutors/teachers could use a written register or spreadsheet to record attendance and portfolio completion, or incorporate it in a database (see previous examples). Written records could be colour-coded when students’ portfolios are complete and ready for external moderation.  

Some colleges and schools have hundreds (literally) of portfolios, and ensuring that a complete portfolio is entered for moderation is of vital importance. It’s only fair on a student that his/her portfolio is accredited as soon as possible after it has been internally verified.

The colour-coding system could tie in with labels on the back of students’ folders, so that it’s clear whether or not they have passed their portfolio work. Have a look at the example below:

Colour-coded spreadsheet
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Stickers on the spine of portfolios show that these portfolios were completed and ready for the March moderation in our example.

As they are red folders, by using a colour-coded system, we know that these were the 2003-2004 cohort.

5.7. Students’ Evidence Records

Tutors/teachers should comment on work. They should also sign and date students’ Evidence Records as soon as possible. Once one element has been signed off, it’s an encouragement for the student to complete a second. At this time, it’s important to give some good feedback and check that the student is aware of any forthcoming deadlines (see Fig. 1 at end of section for example of Evidence Records).

5.8. Tutors’/teachers’ feedback forms

These can be simple forms. For an example, have a look at Figure 5 in the Figures section, at the end of this document. These form part of the evidence for the external moderator. Good feedback from assessors is of vital importance for the development of the student.

However, if tutors/teachers have a lot of portfolios to mark and, for instance, the ICT work also has to be marked for English, it might be more effective time-wise to produce a marking checklist. The example in Figure 6 shows a feedback form for marking an 8-slide PowerPoint Presentation for ICT Level 3 Key Skills.

5.9. Awarding body paperwork

As well as your own records, there are generally three forms to complete for awarding bodies. These are:

· individual certification records, 
· a portfolio attendance list
· a certification record summary sheet, 
It is generally the Key Skills Coordinator’s job to complete these.

However, most awarding bodies will allow centres to use a spreadsheet or database and pass an electronic list on to them, as long as it’s agreed with the awarding body and verified by a senior member of staff at the college or school.

5.10. Example paperwork from OCR

CRF Form – one per student
PAL Form – detailing the names of students and Key Skills being claimed
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D50 Form – summarising all Key Skills being claimed – total certificates claimed.

6. FAQs dealing with popular problems that tutors/coordinators might encounter

1. I am new to Key Skills and don’t feel confident about teaching it or coordinating the course. What can I do?

· If you’re a tutor/teacher, ask your coordinator, Head of Department or line manager to arrange some specialised training for you. The KSSP (Key Skills Support Programme) offer free training, although they do expect to have a group of people to train, rather than individuals.  Click on the link below for details.

KSSP – Training Programme – April 2004-March 2005
(http://www.keyskillssupport.net/files/kssp/pdf/Training0405.pdf)
· Ask your Awarding Body if they have training available.  

· Find out about meetings and conferences where Key Skills are being discussed (AoC – Association of Colleges, for instance).
· Ask more experienced tutors/teachers if they mind you observing them during lessons. 
· If you’re a new coordinator, you could contact other colleges in your area and ask if you can visit them to see how they carry out their Key Skills programme.  Most colleges are more than happy to share good practice.  

· KSSP training is also available for coordinators and managers (see link above).

2. How can I get college students to accept that Key Skills are part of their normal programme?

· By ensuring that Key Skills are on their timetable when they first start their course. This may seem obvious, but it is possible for this to be missing, with so many other subjects being timetabled.  At college, students choose their subjects, and their choice don’t always include Key Skills! If it appears when they first start, it’s far more likely to be accepted.

· By making Key Skills sessions and assignments relevant to the subjects they DO choose.

3. How can I encourage students to complete the portfolio part of their Key Skills course?

· Use work from the student’s main subject, if possible. Subject tutors/teachers should be encouraged to track Key Skills against the criteria so that the students are developing their Key Skills work as they complete tasks for their main subject. Some tutors/teachers ‘hide’ the Key Skills, and the students aren’t aware of this until the end of their course when they complete the Key Skills paperwork.

· Mark students’ work each step of the way, signing off each element when it is completed. Don’t leave this until the end of the course. Once one element has been signed off, students are encouraged to get a second element signed as well.

· Give good feedback and return the work within a few days. This is quite a task for a tutor/teacher, but it pays off as students are encouraged to commence the next task knowing that the tutor/teacher is closely monitoring their work.

· Check the portfolio itself every few weeks. Students may tell you that they are on track, but the likelihood is that they aren’t. Unless you carry out a physical check, you might find that students are lagging behind, or even worse, have lost their portfolio. Don’t find this out when it’s too late, i.e. when the moderator is due the following week!

4. How can I reduce absences from Key Skills lessons, in particular by confident, able students?

· Offer choices, i.e.
1. Carry out an initial assessment to sort out the confident from the non-confident students.

2. If they feel confident that they can pass the test part of the Key Skill early, give them the option to take it at the next possible opportunity.

3. Suggest that by completing the portfolio and taking the test early, confident students can be exempt from attending any more lessons. 

4. For non-confident students, give them the opportunity to decide which level is best suited to them. It may be a level lower than most of the other students, but if this helps the student’s confidence (and they are happy to do this) they are more likely to achieve and go onto the next level later.

· Integrate Key Skills with the main course of study so that it’s achieved with minimum disruption to the students’ other studies.

· Get all staff at the college or school on your side. Ask for co-operation in disciplining students who fail to attend lessons, if these are outside the main course of study.  

· Set up procedures for tracking student absences. Ensure that tutors/teachers/Heads of Department, etc. are informed as soon as a student has been absent from more than 2 classes. If the student knows that he/she won’t get away with it, they are more likely to attend.

· Link EMA’s (Education Maintenance Allowance - £30 student allowance) to Key Skills’ attendance. Although this doesn’t apply to all students, it may help with a few. Click on this link for details.

http://www.dfes.gov.uk/financialhelp/ema/
(http://www.dfes.gov.uk/financialhelp/ema/)
· Obtain students’ email addresses so that you can contact them by email.  Most students’ read their emails several times a day.  Don’t over-do this medium, however, or they may delete your email as soon as they see it!  Send cc (copies) of the email to the students’ tutor so they are aware of any problemsarising.
5. As a coordinator, how can I ensure that the external moderation visit goes well?

· Prepare well beforehand. Make a list of all portfolios ready for moderation once they have been internally verified. Check you have the awarding body registration numbers next to names, as well as the Key Skill and level, or use the Awarding Body recognised forms. Have a look at the example table on the next page.
	Student Reg No
	Surname
	Forenames
	Key Skill
	Level
	EM's Choice

	8001
	Adams
	Alan
	IT
	3
	 

	4003
	Adie
	Georgia
	IT
	3
	 

	8003
	Akberali
	Patrick
	IT
	3
	 

	8005
	Alexander
	Janine
	IT
	3
	 

	8006
	Allen
	Shehna
	IT
	3
	 

	8010
	Anderson
	Meghan
	IT
	3
	 

	3015
	Apperley
	Hilary Mae
	Comms
	2
	 

	8016
	Arnison
	Kate
	IT
	3
	 

	8017
	Arthurs
	Gregory
	IT
	3
	 

	8019
	Ashbaugh
	Beth
	IT
	2
	 

	8021
	Ashton
	Eleanor
	IT
	2
	 

	8022
	Atkins
	Sean Thomas
	IT
	3
	 

	8023
	Austen
	Caroline
	IT
	3
	 

	8030
	Bambling
	Lisa
	IT
	3
	 

	8033
	Barlow
	Clare
	AoN
	2
	 

	8035
	Barrett
	Karen
	IT
	3
	 

	8039
	Bartlett
	Nicole
	IT
	3
	 

	8049
	Bennett
	James Paul
	Comms
	2
	 

	8057
	Bird
	Kelly
	Comms
	2
	 

	8062
	Blakemore
	Emily
	IT
	3
	 

	8064
	Bolderston
	James Michael
	IT
	3
	 

	8071
	Bowden
	Megan  
	IT
	3
	 

	8073
	Bowden
	Emma Claire
	IT
	3
	 

	8074
	Boxall
	Lauren  
	IT
	3
	 

	8078
	Breeze
	Sarah Anne
	IT
	3
	 

	8080
	Brett
	Kerry Louise
	IT
	3
	 

	8083
	Brght
	Damian
	IT
	3
	 

	8081
	Brice
	Emma Jane
	IT
	3
	 

	3074
	Britchford
	Richard
	IT
	3
	 

	8087
	Brown
	Kelly
	IT
	3
	 

	8087
	Brown
	Jon  
	IT
	3
	 


· Carry out a physical check to ensure that the portfolios you have match the list you’ve prepared.

· Store in a secure place.

· Send your list (paper-based or electronic depending on prior agreement) to the external moderator several weeks before the visit (the Awarding Body should tell you how many weeks notice are required).

· Select the required portfolios requested by the moderator.

· Store in a secure place together with all relevant paperwork, ready for the visit.

· Keep all other portfolios securely stored.

· Once the moderator visit is over and he/she is satisfied with the standard of work, return all portfolios to the students. Inform them of the moderator’s decision.

· Use any uncollected portfolios as exemplars for next year’s students.

6. Can I process my portfolio entries electronically to the Awarding Body, rather than complete reams of paperwork?

· Yes – but you will need to discuss this with your external moderator. If you’re a new centre, you may need to use the normal paperwork for a while, until the Awarding Body is happy to accept this electronically.

7. I am an assessor and one of my students has completed their work, but has now lost/mislaid their portfolio. Can I still enter them for moderation?

· It is not good practice to lose a portfolio. Arrange for secure storage of all students’ work and treat it like any other final course work or test preparation.  As soon as the student has been signed off as complete, collect the portfolio and retain it yourself.

· Ask the student to check at home, in their bag, their locker, their classroom and/or tutor room.  It’s possible the student has overlooked it.

· Check your own storage facilities. Has the label dropped out? Is it jammed at the back of the cupboard?

· As a last resort, talk to your external moderator about the situation.  Is the assessor trustworthy?  If they say the student has finished, can they be believed?  If so, the moderator may make an allowance.  However, this is not the norm and your external moderator’s decision on this must be final.  Don’t assume, but don’t sit there and do nothing.

8. Who can I go to if I disagree with my external moderator’s decision about the portfolios they have seen?

· You should firstly go to your line manager, then to the school Head or college Principal to discuss this.
· If you really feel that your moderator’s decision is wrong (and you have discussed this with them and feel they are not listening to you), you can contact the Awarding Body themselves.  However, you really must ensure that you have a good case before you do this.

If there are any other questions, please contact the BBC Key Skills team, who will endeavour to answer them for you or point you in the right direction to go for guidance.
7. Figures 
The next few pages provide examples of forms mentioned in this document.

Figure 1
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ICT3.1  
Search for information, using different sources, and multiple search criteria in at least one case

	Task 1
	
	Audience
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	Audience
	







        Candidate
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ICT3.2  Enter and develop the information and derive new information
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      ICT3.3  Present the information. Your work must include at least ONE 

example of text, ONE example of image and ONE example of number




Figure. 2

 



	Evidence No
	Evidence Description

	1
	Action Plan

	2
	Search Sheet
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Worked example

INFORMATION & COMMUNICATION TECHNOLOGY – LEVEL 3

ACTION PLAN

	Name:
	Patrick Henry
	Tutor Group:
	159H
	Date:
	20/9/04


	Project:
	 Planning a Trip


	Task  1

Purpose
	PowerPoint presentation to show costs on flights and insurance for a trip to St Augustine, Florida for 2 people to visit family
	
	Audience 1
	Parents

	Task 2

Purpose 2
	Publisher leaflet about costs and places of interest in St Augustine, Florida
	
	Audience 2
	Other students


	Task
	Resources required

	Look for costs of flights from London Gatwick to Orlando, USA during October half term 22-29 October 2004. Direct flights only. Code for Gatwick: LGW.  Code for Orlando: MCO

	Internet

	Produce a graph to compare


	Excel

	Find out how much insurance will cost for an annual trip package
	Leaflets from shops and travel agents. 

Internet – use the best website first then look for others

	Produce a graph to compare


	Excel

	Find out cost of car hire


	Internet

	Produce a PowerPoint presentation to show the information found
	PowerPoint

	Carry out a secondary search of the Internet to find information about St Augustine


	Internet

	Look for pictures to illustrate my work


	Internet Search Images

	Produce of Publisher leaflet to show others what’s available and prices


	Publisher

	Email work to assessor for marking
	Email




Figure. 3
KEY  SKILLS  LEVEL  3  ICT  -  EVIDENCE  CHECKLIST

	Name of Student:
	
	Tutor Group:
	


	Evidence
	Completed & in portfolio (

	Personal Profile
	With photograph (introduction to student)
	

	Standards/Assignment
	Key Skills Standards + Assignment Brief
	

	Action Plan 


	Initial/draft Action Plan 
	

	
	Amended Action Plan (if amendments/corrections needed) - 2 Tasks & 2 audiences
	

	Search Sheet 
	Including minimum 8 searches (initial searches & additional searches for 2nd Task)
	

	
	MUST include manual search/es (eg statistics sheet, magazine, newspaper, prospectus, leaflets)
	

	Statistics Sheet/

Printouts from Internet/Notes


	Manual sources – highlighted and annotated (eg statistics sheet, pages/notes from prospectus, magazine)
	

	
	Printouts from Internet - highlighted and annotated (explanatory notes, criteria, reasons why chosen, how info will be used etc)
	

	Spreadsheet
	Details combined in consistent format, ie in spreadsheet
	

	
	Printout showing at least 3 different formulae used
	

	Graphs/Charts
	At least 2 graphs – to show information in graphical format
	

	PowerPoint Presentation
	Minimum 8 slides – 1st slide to include: Name, Title, Tutor Group, Key Skills Block, Task, Audience
	

	
	Including graph/chart
	

	
	Including pictures/images
	

	
	Including Transitions, Custom Animation
	

	
	Including Summary/conclusion slide
	

	
	DRAFT  (6 slides to a page) with assessor feedback
	

	
	FINAL VERSION (6 slides to a page) amended, 100% accurate and consistent layout etc, 
	

	
	Final Version copied & saved on disk in portfolio
	

	Screenshots/Screen Dumps
	Showing Automated Routines used in PowerPoint Presentation – ie Transitions, Custom Animation
	

	Publisher Newsletter, Leaflet or Web Site
	Initial Draft from Publisher example with proposed headings and layout
	

	
	Including graph/chart or figures (eg table)
	

	
	Including images
	

	
	DRAFT VERSION with assessor feedback
	

	
	FINAL VERSION amended and 100% accurate
	

	Emails
	Must include an email and an email with an attachment (eg Personal Profile, automated routines, presentation, etc)
	

	Index
	Providing list of numbered evidence in portfolio – filed at front of Evidence section
	

	Evidence Record 
	3.1
	Completed
	
	Signed by assessor
	

	Evidence Record 
	3.2
	Completed
	
	Signed by assessor
	

	Evidence Record 
	3.3
	Completed
	
	Signed by assessor
	


Figure. 4

ICT Search Sheet
	Name:
	Tutor Group:
	Date:


	Project:


	Data Source (Website, magazine, book, newspaper, etc)
	Was the information found useful?  Explain what was good or bad about it.
	Tick if you will use it

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Example 

ICT Search Sheet

	Name:
	Georgia Dobbyn
	Tutor Group:
	159H
	Date:
	20/9/04

	Project:
	 Planning a Trip


	Data Source (Website, magazine, book, newspaper, etc)
	Was the information found useful?  Explain what was good or bad about it.
	Tick if you will use it

	Leaflets from Travel Agencies
	Picked it up from variety of agencies to compare.  All look interesting. Can use to show comparisons in prices.
	

	http://www.bbc.co.uk/webwise/askbruce/articles/cool/onlinetravel_1.shtml
	Good information on things I need to know about online travel sites.
	(

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Figure 5

Key Skills Portfolio Feedback Report
	Name:
	Tutor Group:
	Date:

	Assessor Name: 


	Project:


	Feedback:



	Additional Action Points:




Signed by assessor: ………………………………………..  Date: ……………………………

Figure 6

KEY SKILLS IN ICT LEVEL 3

PRESENTATION – FEEDBACK SHEET

Student Name: ……………………………………………………………… Block:………

Errors which must be corrected on ALL slides: 

	Item
	Action?(Ref in draft*)

	1st Slide – MUST include:  


(a) Title     (b) Task - what presentation is about     (c) Audience - who it is 
aimed 
at    (d) Your name     (e) Tutor Group    &    (f) Key Skills Block
	

	Not too much text – too much text not appropriate for slide show – MUST be 
short, 
brief items of information (eg bullet points) giving the main 
details ONLY, not long sentences and paragraph style
	

	Graph? – you MUST include at least 1 graph/chart
	

	Pictures/images – MUST include some pictures/images
	

	8 slides or more – MUST have at least 8 slides
	

	Summary/Conclusion – MUST include final slide with summary or conclusion
	

	Background – MUST be CONSISTENT, same styles and colours
	

	Headings (use of capitals) - MUST be CONSISTENT on all slides, ie


all words in all capitals, all words initial caps, or only 1st word with capital
	

	Headings (style) - MUST be CONSISTENT on all slides, ie


(a) same font style (b) same font size (c) all underlined, or not underlined
	

	Capital letters for proper names – MUST use initial capital letter for proper names, eg Chessington World of Adventures, Ford Fiesta, Estee Lauder, etc
	

	Bullet points – MUST be CONSISTENT, ie space after bullet points (between 
bullet 
point and text), indent of 2nd line etc
	

	Line space – MUST be CONSISTENT space between paragraphs and bullets
	

	Legible – text MUST be legible, ie background may be too dark, may need to 
lighten background or make font white so CLEARLY legible
	

	Hyphen or dash? + colon – If a hyphenated word no space (eg make-up, first-
time). 
If a dash (pause between 2 words) there is a space either side, 


eg distance – 10 miles. No space before colon: space after colon.
 
	

	Apostrophes – MUST use apostrophe correctly, ie: indicate missing letter, eg you’re (‘you are’ – not to be confused with  ‘your’), that’s (that is), it’s (only ever used for ‘it is’, otherwise always ‘its’). Indicate possession, eg a student’s first car, students’ bar, etc
	

	Actions:

1.  Make corrections as indicated above.

Correct other individual errors marked on the draft copy.

Email (or hand in printout of) corrected version to teacher by next week.


*  In your draft presentation a number/symbol may have been used referring you to the type of corrections needed as per list above. 

Assessor’s signature: …………………………………
Date: ………………………………

Flat – dimensions:  35 cm wide x 


47 cm in length x 5 cm deep
























































































































































Key Skills							Evidence Record

















This unit is about applying your ICT skills to suit different Tasks. Complete the record sheet before you hand in the work for assessment.



































Page





The evidence to prove it















































Plan how to obtain and use the information required to meet the Task of your activity

















Make selections based on judgements of relevance and quality





Criteria you have to meet





Information  & Communication Technology Level 3





Assessor’s comments/Candidate Action Plan (if applicable)   Verbal feedback given: Y/N

















Initial Assessment – Assessor’s Signature:				Date:


3.1 Achieved  								3.1 Criteria met:  Y


Assessor Name: 			Signature:				Date:  





Verifier:			Signature:				Date:





Agree: Y/N Y/n





Key Skills							Evidence Record








This unit is about applying your ICT skills to suit different Tasks. Complete the record sheet before you hand in the work for assessment.





























Criteria you have to meet
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The evidence to prove it






























































Information  & Communication Technology Level 3








Enter and bring together information using formats that help development














Use software features to improve the efficiency of your work











Annotate/document your work to show to show that you have understood the processes followed and have taken account of the views of others.








Assessor’s comments/Candidate Action Plan (if applicable)   Verbal feedback given: Y/N

















Initial Assessment – Assessor’s Signature:				Date:


3.2 Achieved  								3.2 Criteria met:  Y


Assessor Name: 			Signature:				Date:  





Verifier:			Signature:				Date:





Agree: Y/N





Y/n





Key Skills							Evidence Record








This unit is about applying your ICT skills to suit different Tasks.  Complete the record sheet before you hand in the work for assessment.
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The evidence to prove it





















































Criteria you have to meet





Information  & Communication Technology Level 3








Develop the presentation so it is accurate, clear and presented consistently, taking account of the views of others.

















Present your final output effectively using a format and style that suits your purpose and audience.





Assessor’s comments/Candidate Action Plan (if applicable)   Verbal feedback given: Y/N

















Initial Assessment – Assessor’s Signature:				Date:


3.3 Achieved  								 3.3 Criteria met:  Y


Assessor Name: 			Signature:				Date:  





Verifier:			Signature:				Date:





Agree: Y/N





Y/n
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Student’s Name: 	





Tutor Group:





EVIDENCE INDEX
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