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Communication – progression
Introduction 

The aim of the Communication standards is to encourage candidates to develop and demonstrate their speaking, listening, reading and writing skills for different purposes.  The standards are essentially concerned with developing and recognising candidates’ ability to select and apply communication skills in ways that are appropriate to their particular context.  However, they can also be used to help individuals make connections with less familiar contexts and develop their ability to progress to higher levels of competence.  The techniques of Communication are essential, but so too are the skills of application, such as making decisions about the relevance and quality of information and taking account of purpose and audience.  The standards are designed to recognise candidates’ progression in terms both of underpinning techniques and of the skills of application.  
Each level of the skill incorporates and builds on the previous levels.

It is important to note that, where the wording of a standard is identical at different levels, the progression is inherent in another aspect of the standard.  For example, the requirement to “ask others when you are unclear about what you have read” appears at all levels from Entry 1 to Level 3.  The progression is inherent in the fact that the complexity and detail of the reading-matter will be more demanding at each level.  
At the three Entry levels candidates are required to use speaking, listening, reading and writing skills in familiar and accessible contexts.  The Communication skills demanded by the situation or problem are clear and straightforward.  Guidance and direction are provided by a tutor, teacher or trainer.  
At Level 1 candidates are required to use speaking, listening, reading and writing skills in the context of straightforward subject matter, materials and tasks.  They must take part in formal discussions on everyday subjects, identify the main points and ideas in reading material, and produce short documents written in uncomplicated language and including compound sentences.  
At Level 2 candidates are required to give a short talk/presentation and to contribute to discussions by using more varied vocabulary and helping to move things forward.  Candidates should be able to select relevant reading material from different sources and be able to use more advanced reading skills, both in order to follow lines of reasoning in lengthier documents and to summarise information to use in their short talk/presentation and/or their writing.  They must show they can adapt the structure and style of their writing to different types of document, and show they are capable of using complex sentences that are correctly spelt and punctuated.  
At Level 3 there is an increase in the complexity of materials and subject matter.  Candidates are likely to be required to balance a number of points simultaneously, while evaluating the relative importance of each.  In discussions, candidates need to be sensitive to the contributions of others, develop points and ideas, and actively encourage others to participate.  In making presentations, candidates should demonstrate a clear sense of purpose and be able to engage their audience’s attention.  
Reading matter should include different documents about a topic that present a number of ideas, some of which may be abstract.  Documents will tend to be detailed and require close reading in order to extract lines of reasoning.  Candidates should demonstrate an ability to use materials in a systematic way so that they can quickly find relevant information, separate fact from opinion, identify bias in writing, and synthesise their findings to use in their presentation and/or their writing.  Writing should use a style suited to the complexity of its subject and purpose, and be carefully reasoned and set out in a coherent and well-crafted manner.  
At Level 4 candidates are expected to develop and apply their skills for different purposes and in different situations over an extended period of time (e.g.  about three months) with substantial independence.  This may involve them in addressing a variety of audiences.  The extended time frame is to ensure that there are sufficient opportunities for the work to develop, as well as for candidates to monitor and critically reflect on their progress and the effectiveness of their communication skills, so that they can adapt their strategy in response to new demands and feedback from others.  
Candidates need to show that they can: 

· plan strategically their use of communication skills 

· apply these skills effectively and for a purpose over an extended period of time  

· monitor and review their work, including the development of their skills
· critically reflect on their progress.  
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