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Foreword

Key skills are for everyone, from learners in the workplace, colleges and schools to
chief executives in large companies. They are the skills most commonly needed for

success in education, training, work and life in general.

The six key skills are:

application of number

communication

improving own learning and performance
information and communication technology

problem solving

working with others.

In developing key skills, people improve the quality of their learning as well as their

performance in the world of work.

When QCA completed its review of the key skills qualifications and units, it was clear
that there was a need for examples of key skills portfolios. We produced example
portfolios in application of number, communication and information technology
earlier in 2004. We have now produced example portfolios for improving own
learning and performance, problem solving and working with others at levels 1 to 3.

The example portfolios provide practical guidance on organising and referencing
portfolio evidence, and on the kind and amount of evidence required. They are
intended, along with the 2004 key skills standards and guidance, to help assessors
interpret the key skills. They are based on the 2004 key skills standards and guidance
and show real work from real candidates. Their production is supported by the key

skills awarding bodies.

(

Ken Boston AO
Chief Executive, QCA
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Overview

The key skills awarding bodies and the regulatory authorities (QCA, ACCAC and
CCEA) have produced this example portfolio as a result of a collaborative project.
The purpose of the project was to produce a set of portfolios that would give
practitioners a clear understanding of the requirements for key skills portfolios.

Portfolios for each of the key skills of application of number, communication and
information technology were published earlier in 2004. There are now portfolios for
each of the other key skills:

m improving own learning and performance, levels 1 to 3

m problem solving, levels 1 to 3

m  working with others, levels 1 to 3.

The project group selected a range of learning and vocational contexts to show the
application of skills across these nine portfolios. While a specific context may not be
directly relevant to all sectors, the principles of approach, recording and assessment
apply, and should prove useful to all.

Key skills chief moderators and external verifiers for the awarding bodies have met
and scrutinised the portfolios. They agree that the portfolios meet the specifications for
the key skills qualifications. QCA chaired and facilitated the meetings.

These portfolios went through an internal assessment by a centre and then an external
verification/moderation process by the centre’s awarding body. Each of them met the
standard and received a pass. They should be viewed as such, not as perfect examples
of work.

You will see that improvements could be made to the portfolios. For example, evidence
could be more effectively or logically presented. However, room for improvement is to
be expected: candidates develop skills over time, reflecting and progressing as they do
so. Key skills are free-standing qualifications open to everyone at any age. This means
that portfolios of evidence are created in a range of academic, occupational and

vocational contexts.

Also included in the portfolios are:

m record sheets that make the feedback and assessment decisions clear

m commentaries that outline some of the issues and describe the context in which the
candidates gathered the evidence.

Some of these portfolios have been created from more than one portfolio. Some have
been reworked to avoid ‘benefit of the doubt’ situations. The record sheets have been
rewritten to make decisions clearer to the reader. During the copying process, some
loss of clarity may have occurred, especially in images that were originally in colour.

These example portfolios should be read with reference to the 2004 key skills
standards and guidance, which provides advice and guidance on the assessment of
key skills. It should also be noted that, while a portfolio may meet the standard for a
specific key skill, it might not reflect the equivalent standard in another key skill.

QCA and the key skills chief moderators and external verifiers would like to acknowledge
the valuable contribution of centres and students in the production of these materials.
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Commentary

The evidence has been generated from the activities the candidate undertook as part
of his college introductory award, a programme devised to help students identify a
vocational career path.

The portfolio is well organised and the evidence referenced so that it is easy to locate.
Assessment includes feedback to the candidate, and there is a clear outline of both
activities so that fitness for purpose can be readily determined. Assessment has been

completed for the individual candidate.

Pro formas have been used in order to guide the candidate to provide all of the
information needed to address each assessment criterion. Photographs have been
included, to which the candidate has added captions. The evidence of the activities
concludes with a witness statement from a tutor, which provides sufficient information
to confirm the statements the candidate has made, although the precise wording of
assessment criteria may not have been used.

Each activity includes more than one type of learning.

LP 1.1

For both activities, the candidate has stated the aim, and identified at least two targets
under each aim. These include study-based and practical activity, which satisfy the

requirements for two different ways of learning under the 2004 standards.
Action points, resources needed and a deadline date have all been identified.

LP 1.2

The candidate has named sources of support, which were used, and confirmed whether
the deadline was met and if any changes were needed to the plan.

LP 1.3

There are clear and simple statements from the candidate about what he learned, what

went well and not so well, and how performance might be improved in the future.

Overall, the candidate has demonstrated a level of ownership and awareness, which is

an example of good practice.



Improving own

learning and
performance

Level 1

IMPROVING OWN LEARNING AND PERFORMANCE LEVEL 1

ASSESSMENT CHECKLIST

You must:

LP1.1

Confirm your targets and plan
how to meet these with the
person setting them.

LP1.2

Follow your plan, to help meet
targets and improve your
performance.

LP1.3

Review your progress and
achievements in meeting targets,
with an appropriate person.

1.1.1
Make sure targets clearly show
what you want to achieve; and

1.1.2
identify clear action points and
deadlines for each target; and

1.1.3

identify how to get the support
you need and the arrangements
for reviewing your progress.

Your evidence must show you can:

1.2.1
Work through your action points
to complete these on time; and

1.2.2

use ways of learning suggested
by your supervisor, making
changes, when needed, to
improve your performance; and

1.23
use support given by others to
help you meet targets.

1.3.1

Say what you learnt and how you
learnt, including what has gone
well and what has gone less well;
and

1.3.2
identify targets you have met and
your achievements; and

1.3.3
check what you need to do to
improve your performance.

LOCATION OF EVIDENCE

Page List items of evidence and where they LP1.1 LP1.2 LP1.3
are located in the portfolio
Activity 1 112131
2 Assessment sheet X[ X|X|X|[X|[X]|X]|X]|X
3 Plan
4 Log/review X|X|X|XxX]|x]|x
5 Photographs
6 Witness statement X | x|x
Activity 2
7 Assessment brief
8 Task brief
9 Assessment checklist X | X[ X |xX|[x|x|x]|x]|x
10 Plan
11 Log/review X[ X|X|X|[Xx]|X
12 Witness statement X | x|Xx
Assessor Declaration: / confirm that the details above are correct and that the evidence submitted
is the candidate’s own work and the candidate meets all the requirements for certification of this
key skill.
Assessor Name: AN fsgtss o Candidate Name: A (odide®
]
Assessor Signature: #ﬁmﬁt" Candidate Signature: H.Landdakr
pate: __I0{e o3 Date: _MY0Z/aE

I Page 1




Improving own

learning and
performance

Level 1

You must:

LP1.1

LP1.2

LP1.3

Confirm your targets and
plan how to meet these
with the person setting
them.

Follow your plan, to help
meet targets and improve
your performance.

Review your progress and
achievements in meeting
targets, with an
appropriate person.

Your evidence must
show you can:

1.1

1.2.1

1.2.2

1.23

1.3.1

13.2

133

Make sure targets clearly
show what you want to
achieve; and

identify clear action points
and deadlines for each
target; and

identify how to get the
support you need and the
arrangements for
reviewing your progress;
and

work through your action
points to complete these
on time; and

use ways of learning
suggested by your
supervisor, making
changes, when needed, to
improve your performance;
and

use support given by
others to help you meet
targets; and

say what you learnt and
how you learnt, including
what has gone well and
what has gone less well;
and

identify targets you have
met and your
achievements; and

check what you need to do
to improve your
performance.

IMPROVING OWN LEARNING AND PERFORMANCE LEVEL 1
ASSESSMENT SHEET

Activity 1 — Learning basic techniques in a new activity

You will begin work for your first activity at college, where you will be learning basic
techniques in a new sport, such as skiing, climbing or archery. If you are unable to
participate in a sports activity, you will start to develop a new skill, such as using a digital
or video camera, to help record the day’s activities.

skill, practise it and develop your performance skills. Your work at the Ski Centre may be
captured on video.
Complete your log for Improving Own Learning and Performance at Level 1.

At the Ski Centre you will have the opportunity to learn about the practicalities of your new

Activity 1: Learning basic skiing techniques

LP Level 1

Assessor’s Comments 1.1 | 1.2

1.3
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Improving own

learning and
performance

Level 1

You must:
Activity 1
LP1.2 Follow your plan, to help

meet targets and improve
your performance.

T

{

Your evidence must
show you can:
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1.2.1 Work through your action
points to complete these
on time; and

i

1.2.2 use ways of learning
suggested by your
supervisor, making
changes, when needed, to
improve your performance;

and

123 oot 5”pp°: Igi"e” by This picture shows me making a descent. | did a few of these. | would have
others to help you meet . N
targets. liked more tries.

=
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In this picture, | am learning by watching the Instructor demonstrate ski
positions. | am the one on the left.
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Improving own

learning and
performance

Level 1

You must:

LP1.2 Follow your plan, to help
meet targets and improve
your performance.

IMPROVING OWN LEARNING AND PERFORMANCE LEVEL 1
WITNESS STATEMENT

This form should be used to confirm that evidence has been generated. Most commonly,
this will be naturally occurring evidence (e.g. serving a customer, searching a database).

Your evidence must

show you can: r ' N )
Name: ;4 Bfrss Date/period of activity 1: 'ﬂ,ﬂ‘-ﬁﬂ ik len'l-r;rr a3

1.2.1  Work through your action
points to complete these

on time; and Description of activity

Students were shown how to put on boots and attach skis. They were shown how to fall
1.2.2 use ways of learning and remove skis. They were shown how to crouch and lean to help balance and how to
suggested by your ascend the slope sideways. They were instructed in a number of ways of using their skis
supervisor, making in a V-shape. They were encouraged to seek help when necessary and to help and
icr:a':g\?:' when nieded, t°. encourage each other. They were given a limited time in which to practise and master
P your pertormance; downhill runs. They experienced a variety of ways of learning through a practical

and activity — listening to instruction, watching a demonstration and practising runs, using
1.2.3 use support given by different techniques.

others to help you meet

targets. Achieved
Assessment Criteria LP1.2 Yes No
Did the candidate: u_...-'
e Work through action points to complete tasks on time?
e Use different ways of learning suggested by your supervisor? v
e Use support given by others to help meet targets? ol

Witness comments
iil.f-'hm L antrally agprehonve A udidaty approalad this dask ol
ﬁ% AT -n1.~rarh" Allbcdipnd o e ST

_'“H g nl B LRIt e wal f.n-uﬁq{.m_ﬂ'?u .I'.I'.'.-.q.f et d ol cueg
L=
Witness name Signa}_qre Date
1
i _J:J. beitss { T dady M0 203

Witness designation/address/organisation

._|1.Ei-.|ﬁ-|.- -lr;.'p.- -\_I;I‘.l ["FHH

Assessor name Signature Date

A Assesen ey P e fed
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Improving own

learning and
performance

Level 1

IMPROVING OWN LEARNING AND PERFORMANCE LEVEL 1
ASSESSMENT BRIEF

Activity 2 — Orange Market

Industry Week: Presentation Skills

During Industry Week you will learn how to develop your presentation skills through a
series of talks, leading to your contribution to a group presentation in which you will be
marketing a product. If you would like to, you may use this as an opportunity for
Improving Own Learning and Performance Level 1. You must agree targets with your
tutor and work out an action plan you can use to help meet your targets (LP1.1).

You need to keep a record of what you need to do, the ways you can learn and any help
you get (LP1.2). You also need to agree a time when you can discuss with your tutor your
progress, success in meeting your targets and how you could improve your performance
in the future (LP1.3).

Use your log to record what you do (your tutor can complete the log by writing down
what you say).

You will have the opportunity to generate the following key skills evidence:

a record from your assessor, confirming you have succeeded in this unit; a log, showing
your targets, your action points, your methods of learning and your review points;
witness statements from people who have seen you practising.

I Page 7




Improving own

learning and
performance

Level 1

Activity 2

Task Brief
THE ORANGE MARKET

Your Task:

* Your team, along with other teams, will be given an ordinary orange. Each
orange is similar and there are no obvious differences. All the oranges were
bought from the same shop this morning.

¢ You must persuade the Judge to choose your orange rather than any
other team's orange. How you appeal to the Judge is up to your ingenuity.

* You will be given three minutes to persuade the Judge.

Rules:

* You may use any of the resources supplied. You may make use of any
other material or equipment that you have or can borrow.

¢ You will have 45 minutes to prepare your presentation.

* Every member of the team must contribute to the presentation and must
be seen to do so.

¢ During the presentation your team will be observed in action.

The Judge will be judging your presentation on these criteria:

* Imagination of approach

* Quality of presentation

* Team improvement

¢ Length of presentation (You will be penalised if your presentation is
under two minutes thirty seconds or over three minutes thirty seconds)
¢ Overall impression

Page 8 I




Improving own

learning and
performance

Level 1

You must:

LP1.1 Confirm your targets and IMPROVING OWN LEARNING AND PERFORMANCE LEVEL 1

plan how to meet these
with the person setting ASSESSMENT CHECKLIST

them.

LP1.2 Follow your plan, to help
meet targets and improve

your performance. Activity 2: Improving Own Learning and Performance through Communication and

Orange Market (Industry Week)
LP1.3 Review your progress and

achievemgnts in meeting Assessor Comments
targets, with an Fon hetu clateil) Pated niad ym A fomilesss iv doner Lo theet aind LP Level 1
appropriate person. ot il Ths e e T FHE FrLTASTT i i g el Sy v i 11112 [13
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points to complete these e i G'*ﬁm Fhi /AR g AcrE. y Bl Tl iel et 1l
on time; and fagets Tevnbtel fa deting Achine B LR flal A e S THA
ﬁ:u i il mt.'pp:?nuu@.'ag're [ T T Rl e T
1.2.2 use ways of learning it Tl by i LS g a1 e fkiing gl fn REE e

suggested by your
supervisor, making
changes, when needed, to .
improve your performance; Assessor Name: A 4 Argisses Slgnature:"i.i-l"l'aﬁ-!'.l?ﬂ'-' Date: 2 0% |

and

Candidate Name: P i Signature: # casclidaje Date: Is 0i-0%

1.2.3 use support given by
others to help you meet
targets; and

1.3.1 say what you learnt and
how you learnt, including
what has gone well and
what has gone less well;
and

1.3.2 identify targets you have I Page 9

met and your
achievements; and

1.3.3 check what you need
to do to improve your
performance.
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Improving own

learning and
performance

Level 1

You must:

LP1.2 Follow your plan, to help
meet targets and improve
your performance.

Your evidence must
show you can:

1.2.1  Work through your action
points to complete these
on time; and

1.2.2 use ways of learning
suggested by your
supervisor, making
changes, when needed, to

improve your performance;

and

1.2.3 use support given by
others to help you meet
targets.

IMPROVING OWN LEARNING AND PERFORMANCE LEVEL 1
WITNESS STATEMENT

This form should be used to confirm that evidence has been generated. Most commonly,
this will be naturally occurring evidence (e.g. serving a customer, searching a database).

Name: M (albneds Date/period of activity 2: 17 - 21 feb @3

Description of activity

A. Candidate was required to prepare and then carry out a presentation on three topics:
1) Holidays 2) My future 3) Someone I admire. The candidate was allowed 20 minutes,
15 minutes and 10 minutes respectively to prepare for the presentations lasting 1) 30
seconds 2) 1 minute and 3) 1 minute and 10 seconds.

Achieved

LP1.2 Yes No
Assessment Criteria

Did the candidate:
e Work through your action points to complete these on time?

e Use different ways of learning suggested by your supervisor?

SINS

e Use support given by others to help you meet targets?

Witness comments

A Caneleads o ke aad P .-qn..l’-tl.F 'l'h-n...:ln Flat P;.nu b el el
grod by sl iflpe ahowk The Ml deaslfad® g, 20, M fasd 10 muas der
Pl gratenbadide Prah . M pafed & peplerd fpe both fufors desd
fosap ppibers ansl el oupred  lia )l g wa, iy Jhraegy il
"F»uuf'u-l appl b . Ceamuin My R .--u:ft:l:. b 1,4-.Fn--'_-1..r--L L= b

i i Bgprenl ey _nﬁjtj}ul ll_l L Sty ¥ AT

Witness name Signature Date

A wlikmrry A Ldotrg T Zifot fo3

Witness designation/address/organisation

Assessor name Signature Date

A& Aipecsor ‘.?"u['ﬁ':-?'-’_'i."fir-l.f 2ufas fel
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