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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 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

This portfolio meets all the requirements of the standards at level 2.

The candidate has carried out two tasks as part of his Apprenticeship in motor vehicle

maintenance, which are used as evidence here:

m Task 1, involving improving his knowledge of a vehicle transmission system in
order to resit and pass the NVQ test
m Task 2, in which the candidate has learned a form of welding called brazing.

The evidence for the plan-do-review process is recorded on pro-forma completed by
the candidate and confirmed as authentic and having met the required standard by the
assessor. The assessor is one of his FE college tutors, who worked with the candidate
throughout the course on day release.

Additional evidence of achievement, which supports targets identified as met, included
his test certificate and a witness statement from the assessor, who observed him
brazing two pieces of metal together.

The portfolio is well organised and referenced. It meets the required standard at level 2
through straightforward activities, with the candidate taking responsibility for

decision-making and working unsupervised at times.

LP2.1

The candidate set his targets with the help of his tutor. The candidate was planning to
complete two targets for each task. His action plans are included within the portfolio.

LP2.2

The candidate took responsibility for his own learning by making adjustments to his
plans. For example, he visited the library to supplement the learning taking place in
college sessions.

LP2.3

The candidate reviewed his progress with his tutor and wrote down what he had
learnt. He had collected evidence of his achievements, including passing his exam on
the vehicle transmission system and the metal pieces that he had successfully joined
together.



Improving own

learning and
performance

Level 2
IMPROVING OWN LEARNING AND PERFORMANCE LEVEL 2

ASSESSMENT CHECKLIST

You must:
LP2.1 LP2.2 LP2.3
Help set targets with an Take responsibility for some Review progress with an
appropriate person and plan decisions about your learning, appropriate person and provide
how these will be met. using your plan to help meet evidence of your achievements.
targets and improve your
performance.
Your evidence must show you can:
211 2.21 2.3.1
Provide information to help set Use your action points to help Identify what you learned, and
realistic targets for what you want | manage your time well; revising | how you have used your learning
to achieve your plan when needed in another task
2.1.2 222 2.3.2
identify clear action points for choose ways of learning to identify targets you have met and
each target and how you will improve your performance, evidence of your achievements
manage your time working for short periods
without close supervision .2'3'3 .
2.1.3 identify ways you learn best and
identify how to get the support 2.2.3 how to further improve your
you need and arrangements for identify when you need support | performance.
reviewing your progress. and use this effectively to help
you meet targets.

LOCATION OF EVIDENCE

Page List items of evidence and where they LP2.1 LP2.2 LP2.3
are located in the portfolio
112(3(1 1
2-4 Assessment records - task 1 X[ X | X| x| x|[x]|x]|x]|Xx
5 Plan sheet X | x|x
6 Action plan X | x
7 Do sheet X | x|x
8 Review sheet
9-11 Assessment records — task 2 X | X[ x| x|[x|x|x]|x]|x
12 Plan sheet
13 Action plan
14 Do sheet X | x| x
15 Review sheet X|x|x
16 Witness statement X | x

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: -““ ﬂ'rfﬁf.ﬂ'ﬂ-r Candidate Name: 'F" - L pugliclade
Assessor Signature: gﬂm Candidate Signature: —ﬂ {emellglabe
Date: J':'|-'ti--:'lll":'?I| .IIL;3 Date: 1o F-"J 03

I Page 1




Improving own

learning and
performance

Level 2

You must:

LP2.1 Help set targets with
an appropriate person
and plan how these will
be met.

Your evidence must
show you can:

2.1.1 Provide information to
help set realistic targets for
what you want to achieve;
and

2.1.2 identify clear action points
for each target and how
you will manage your time;
and

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

IMPROVING OWN LEARNING AND PERFORMANCE LEVEL 2

ASSESSMENT RECORD

LP2.1 Help set targets with an appropriate person and plan how these will be met.

Subject and purpose:
Task 1:

the system.

To re-revise notes on the vehicle transmission
system and get more information about

Supplementary evidence (if included):

Identify how to get the
support they needed and the
arrangements for reviewing
their performance?

Did the candidate... (tick) Comments and examples
Provide information to help |Z] I:l A @ fult fad gt
set realistic targets for v_\)/hat Yes No pes o e bl 1n
they wanted to achieve? o

Ay i Lt
rerao FObAjguids

Did the candidate... (tick) Comments and examples
Identify clear action points |Z, I:l L ':"'Hj;: ",":';"i"e
for each target and how they Yes No achpa  PORS ki
would manage their time? seanbll dandiiass .

Did the candidate... (tick) Comments and examples

e docussed Ao b

ol gat htlp
Mg gmd b ahmr.

Assessor Name: m&’ﬂw—
[
Assessor Signature:g‘ 4’1%11'

Date: 23‘-’&54':&5

Candidate Name:

A Concl: alote

Candidate Signature: ﬁfu.@-‘-ﬁlﬂ.ﬂ:
Date: ?—3!' 3;-5'3
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Improving own

learning and
performance

Level 2

You must:

LP2.2 Take responsibility for
some decisions about your
learning, using your plan
to help meet targets and

improve your performance.

Your evidence must
show you can:

2.2.1 Use your action points to
help manage your time
well; revising your plan
when needed; and

2.2.2 choose ways of learning to

improve your performance,

working for short periods
without close supervision;
and

2.2.3 identify when you need
support and use this
effectively to help you
meet targets.

IMPROVING OWN LEARNING AND PERFORMANCE LEVEL 2
ASSESSMENT RECORD

LP2.2 Take responsibility for some decisions about your learning, using your plan to help
meet targets and improve your performance.

Subject and purpose:
Task 1:

To re-revise notes on the vehicle transmission

system and get more information about

the system.

Supplementary evidence (if included):

Did the candidate... (tick) Comments and examples
Faactidade Foffowed R

Use their action points to I:l A o ﬁ":'*""'fﬂ ant fo )
help manage their time well; Yes No e Al . i _'
revising their plan when thy sl AL@IS do sfep
needed? glowine g Gfdedox &5 el

Did the candidate... (tick) Comments and examples
Choose ways of learning to IZ I:l He was abie o "_"'m"t i
improve their performance, Yes No Bl AnMET i Py e ﬂf-..-
working for short periods Kanns @0l fo impe.e Fj
without close supervision? ir-J‘uH"*";;‘"'F‘E*‘P :: ;ﬂj‘dﬂ:

[CEIR I
Did the candidate... (tick) Comments and examples

Identify when they needed
support and use this
effectively to help them
meet targets?

Yes

e asied @ holp
G e A S atedny
.rﬂyﬁ.EU‘h -.nmmft
CONS

Assessor Name:

Assessor Signature:

Date: mhﬂ:fﬂ-ﬁ-

Candidate Name:

A Coweliolete

Candidate Signature: -ﬂ 'fm*-'-ﬁ-E-‘:ﬂLk

Date:

?ﬂ!ﬁfHE

I Page 3




Improving own

learning and
performance

Level 2

You must:

LP2.3 Review progress with
an appropriate person
and provide evidence of
your achievements.

Your evidence must
show you can:

2.3.1 lIdentify what you learned,
and how you have used
your learning in another
task; and

2.3.2 identify targets you have
met and evidence of your
achievements; and

2.3.3 identify ways you learn
best and how to further

improve your performance.

IMPROVING OWN LEARNING AND PERFORMANCE LEVEL 2

ASSESSMENT RECORD

LP2.3 Review progress with an appropriate person and provide evidence of your achievements.

Subject and purpose:
Task 1:

the system.

To re-revise notes on the vehicle transmission
system and get more information about

Supplementary evidence (if included):

Identify ways they learned
best and how to further
improve their performance?

Did the candidate... (tick) Comments and examples

. V] u 4 fanddak ha; boemad o
Identify what they learned, WiE  Srachres t'-rﬁ--rf-dr
and how they have used Yes No .r,r_T “.Fl.'.r HE Rl
their learning in another Mmﬁ
task?

Did the candidate... Comments and examples
dentify oo (tick) A- Casd ok At i
Identify targets they have gl e Sty dAa
met and evidence of their |Z, [] He1f cthfoade a3 ewling .
achievements? Yes No e @fip WA fendl e

frdacanITien Syl itm -"'t'l"f,l‘l‘ﬁ'l"

Did the candidate... (tick) Comments and examples

:J'- ﬂﬁ?

n:h-j‘“ﬁ
A.E o sk B The

mad Whrm‘ "-H'
o .rtwll‘j il Coaae fogic

A Comedihete
,ﬂﬂq-\eﬂb{ﬁiﬂ

Candidate Name:

Assessor Name: %
Assessor Signatu re:':;{'

Date: l?h‘h‘lﬂﬁ' Date:

Candidate Signature:

193 03
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Improving own

learning and
performance

Level 2

You must:

LP2.1 Help set targets with
an appropriate person L
and plan how these will PLAN
be met.

I IMPROVING OWN LEARNING AND PERFORMANCE LEVEL 2 I
TASK 1

| Name of candidate: A. Candidate |
LP2.1 Help set short-term targets with an appropriate person and plan how these
will be met.

Your evidence must What is your goal? _
[To pass vehicle transmission exam. |
show you can:

What are your two targets?
Re-revise my notes on the vehicle transmission system.
Get more information about the system to pass the exams.

2.1.1 Provide information to
help set realistic targets for
what you want to achieve;

and When will you complete these targets?
[July 2003 |

2.1.2 identify clear action points
for each target and how
you will manage your time;
and

What did you take into account when you set these targets?

| need to make sure that | have all the knowledge | need to be able to pass the exam so | must
go over all the notes that | wrote when | was learning about the system to make sure that |
remember it all. | also need to make sure that | have all the information that | need, so | need
to see if | should get more information than | have already in my notes.

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

What help will you need?
I will need help from my tutor so I can understand why | did not pass the test and what extra ‘
knowledge | need to have so that | can pass it.

How will you get it?
I will talk to my tutor about what | need to do and then | will use books he suggests or other ‘
things he suggests.

Who will review your progress? When? Where?
A Tutor When | need to on the  In college.
one day a week | have
at college.

The candidate has worked with me to set realistic targets and planned to meet them effectively.
Assessor signature:
Date: 3/5%/n 3

Candidate name: 1, e

I Page 5
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Improving own

learning and
performance

Level 2

You must:

LP2.2 Take responsibility for

some decisions about your
learning, using your plan
to help meet targets and
improve your performance.

Your evidence must
show you can:

2.2.1

Use your action points to
help manage your time
well; revising your plan
when needed; and

choose ways of learning to
improve your performance,
working for short periods
without close supervision;
and

identify when you need
support and use this
effectively to help you
meet targets.

I IMPROVING OWN LEARNING AND PERFORMANCE LEVEL 2
TASK 1

DO

Name of candidate: A. Candidate

LP2.2 Take responsibility for some decisions about your learning, using your plan
and support from others to help meet targets.

As you followed through your action plan, how did you learn?

| pictures v/ reading v/ writing v/ listening v/ watching v/ doing

Describe the learning activities you chose

| went through my notes with my tutor to make sure that | understood all the things there.

| went through the feedback from the test with my tutor and he explained the things | had not done
well and needed to know better.

| looked at books in the library to find extra information that | needed and | talked to my tutor about
the information that | found and | wrote notes on the information | found.

On advice from my tutor, | stripped a gearbox down so that | could see how it was really put together.
| showed my tutor the work | had done and worked with him to identify the layout of the gears.

Describe any changes that you made to your plan

When | was planning | did not realise that | needed to spend time actually stripping down a
gearbox. | thought that the work | would do would just be going through my notes and
looking up in the library and checking back with my tutor. | didn't realise that | needed to
work with him on a real box so | needed to find extra time to do this, see action plan.

What did you do on your own (without supervision)?

| found my notes myself. | went to the library myself and found the information my tutor said | needed
and then | made my notes to put with my other notes. | stripped the gearbox down.

What support did you need?

My tutor helped me to see where | needed extra information and to see what | had not done
properly in the test. He helped me to identify the things | needed to understand from the
gearbox when | stripped it down, the components and their layout.

| confirm that the candidate has managed time well to complete tasks and revised the plan when needed.
| confirm that the candidate has worked unsupervised for short periods and used support when needed.

Assessor signature: == LS",Lm,.'
Date: S

Candidate name:

[t Y

I Page 7




Improving own

learning and
performance

Level 2

You must:

LP2.3 Review progress with

an appropriate person
and provide evidence of
your achievements.

Your evidence must
show you can:

2.3.1

2.3.2

2.3.3

Identify what you learned,
and how you have used
your learning in another
task; and

identify targets you have
met and evidence of your
achievements; and

identify ways you learn
best and how to further

improve your performance.

I IMPROVING OWN LEARNING AND PERFORMANCE LEVEL 2
TASK 1

REVIEW

Name of candidate: A. Candidate

LP2.3 Review progress with an appropriate person and provide evidence of your
achievements, including how you have used learning from one task to meet the demands
of a new task.

Discuss with your tutor/supervisor and write down/enter here:

What you think you have learned - | have a much greater understanding of the vehicle
transmission system and | am much better at taking the system apart and putting it back
together.

Give an example of something you have learned and explain how you have used it
in doing another task

| learned that it is much better to be able to see how something works as well as reading
about it because when | see it the explanation makes sense and | can remember it. Now we
are working on brake systems | know | have to practise draining brake fluid myself.

How do you think you learn best?

It was really helpful to have somebody to help me sort out what | did not know and what else
| needed to find out. | enjoyed finding the information | needed from the books and writing it
down and then it was really the best when | could see what the book meant when | stripped
down the gearbox.

What are your achievements including targets you have met?

I went through my notes and the feedback from the test and the found the extra information
| needed.

| worked on ways of improving my knowledge of the gearbox as suggested by my tutor and |
took the test again.

What evidence do you have of your achievements?
The new notes and diagrams in my file.

| passed the test and have a certificate dated 17th July 2003.

In what ways could you further improve your performance?

I need to work differently from the way that | have worked before so that | am checking
things how they really are as well as just learning them from books and notes.

| confirm that the candidate has managed time well to complete tasks and revised the plan when needed.
| confirm that the candidate has_werked unsupervised for short periods and used support when needed.

Assessor signature: yd L ein
Date: SijEfnd O s
:':ll gl i =

Candidate name:

Page 8 I




Improving own

learning and
performance

Level 2

You must:

LP2.1 Help set targets with
an appropriate person
and plan how these will
be met.

Your evidence must
show you can:

2.1.1 Provide information to
help set realistic targets for
what you want to achieve;
and

2.1.2 identify clear action points
for each target and how
you will manage your time;
and

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

IMPROVING OWN LEARNING AND PERFORMANCE LEVEL 2

ASSESSMENT RECORD

LP2.1 Help set targets with an appropriate person and plan how these will be met.

Subject and purpose: Supplementary evidence (if included):

Task 2:
To learn how to braze safely.

Did the candidate... (tick) Comments and examples
Loagidfate sl abiy da gef
Provide information to help IZ] I:l ALa ar ey

{.:u.-j-eu At oy hilae
o' .E:pﬁé‘n{e e e an flae
cossge of Aoy fong of
mffﬁ, o el d Al e

i H

set realistic targets for what Yes No
they wanted to achieve?

Did the candidate... (tick) Comments and examples
el Podabs
Identify clear action points IZ I:l ﬁl,qég,ﬂ_ﬁi il
for each target and how they Yes No ?: weeki  Of Phe rouiere

would manage their time?

Did the candidate... (tick) Comments and examples
IZ] HE Enfns paad by mould
Identify how to get the I:l ] &
support they needed and the Yes No plrismnisie ntgiger Of 1“-“""-#"‘,
arrangements for reviewing i FE ol
their performance? Ko i oad woule! aged

D gt el 0 platck] das
o

it 2

Assessor Name: 4!_0% Candidate Name: 'P"- e ""'E-q:ﬂlﬂi-H

Assessor SignatureSf' i Candidate Signature: ﬂ fﬁ,.i_[.;i.,..,h"_'

Date: ﬂ],"ﬁ&:?’. Date: b =||¢.1.|'¢-':_|
I Page 9




Improving own

learning and
performance

Level 2

You must:

LP2.2 Take responsibility for
some decisions about your
learning, using your plan
to help meet targets and

improve your performance.

Your evidence must
show you can:

2.2.1 Use your action points to
help manage your time
well; revising your plan
when needed; and

2.2.2 choose ways of learning to

improve your performance,

working for short periods
without close supervision;
and

2.2.3 identify when you need
support and use this
effectively to help you
meet targets.

IMPROVING OWN LEARNING AND PERFORMANCE LEVEL 2
ASSESSMENT RECORD

LP2.2 Take responsibility for some decisions about your learning, using your plan to help
meet targets and improve your performance.

Subject and purpose:

Task 2:
To learn how to braze safely.

Supplementary evidence (if included):

Witness statement.

Identify when they needed
support and use this
effectively to help them meet
targets?

Did the candidate... (tick) Comments and examples
A ol Hibaes g

Use their action points to I:l Gtalin .F-"':’.’w- PR e
hel_p.manag_e their time well; Yes No A PANER Ot A
revising their plan when Fhep
needed? e ﬂrﬁf’w

Did the candidate... (tick) Comments and examples
Choose ways of learning to IZ I:l I‘FF.-.;:I::T.J Iﬁ.g‘":ﬂntﬂ:‘
improve their performance, Yes No agﬁmd b - e il
working for short periods e fu SO
without close supervision? L' oiis 0w Rl ot

Did the candidate... (tick) Comments and examples

IJ‘P ﬂ'.jﬁ'.':!:ll ;gr' A ;n'ﬂ'.:ﬁ:'
And A secend oo tealy

Date: _ 20/i0{cR

Assessor Name: %
Assessor Signature: ":ﬂl

Candidate Name: ’&' ':-“""":"* ""j""'lf

Candidate Signature: ﬂ('—' Lo {'-"‘:" ""‘-’If

Date:

-1.3[”_,[.5’_:.
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Improving own

learning and
performance

Level 2

You must:

LP2.3 Review progress with
an appropriate person
and provide evidence of
your achievements.

Your evidence must
show you can:

2.3.1 lIdentify what you learned,
and how you have used
your learning in another
task; and

2.3.2 identify targets you have
met and evidence of your
achievements; and

2.3.3 identify ways you learn
best and how to further

improve your performance.

IMPROVING OWN LEARNING AND PERFORMANCE LEVEL 2

ASSESSMENT RECORD

LP2.3 Review progress with an appropriate person and provide evidence of your achievements.

Subject and purpose:

Task 2:
To learn how to braze safely.

Supplementary evidence (if included):

Did the candidate... (tick) Comments and examples
tha
Identify what they learned, IZ] I:l He ;mrﬂ'_td f"i:' ?;E
and how they have used their Yes No of bradi ;
learning in another task? T PP faikl  #
Tl wil-'!'.'l,k.:r-
Did the candidate... (tick) Comments and examples
; Hale by jmisecf

Identify targets they have IZ I:l A f.slr‘l.dl' o F kbl
met and evidence of their Yes No fhg e d’"'d-f
achievements? (o e

Did the candidate... (tick) Comments and examples

Identify ways they learned

i femenpd taAl alfio
dorsp oF upleml o8 begk

best and how to further Yes No i#%5 nop
improve their performance? AAEC T o LRI
wae if i locheugee
ok acheqly B coeeck
O #LF -
i
Assessor Name: -"Il""r-"‘"-""-"—f““" Candidate Name: A Canglielete
Assessor Signature: ﬁm‘mﬁﬂf Candidate Signature: {211':-!'*'\'-'-[1:[‘“"!?
Date: _dSfiCy 43 Date: 25 J o |I F.
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Improving own

learning and
performance

Level 2

You must:

LP2.1 Help set targets with

an appropriate person
and plan how these will
be met.

Your evidence must
show you can:

211

Provide information to
help set realistic targets for
what you want to achieve;
and

identify clear action points
for each target and how
you will manage your time;
and

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

I IMPROVING OWN LEARNING AND PERFORMANCE LEVEL 2 I
TASK 1

Name of candidate: A. Candidate

LP2.1 Help set short-term targets with an appropriate person and plan how these
will be met.

What do you want to achieve? What are your two targets?
Learn how to set up brazing equipment safely.
Practise brazing.

When will you complete these targets?
[October 2003 |

How will you know if you have done what you wanted to do?

I will be able to join pieces of metal together by brazing. | will have done this several times
and they will have been tested by my assessor to make sure that | can do it every time to the
required standard.

What did you take into account when you set these targets?

I have never used any welding equipment before and in my job as a motor mechanic it will be
something | need to be able to do. | will need to know how to do it safely and | will need to be able to
do it properly. The equipment at college needs to be available for me to practise on.

What help will you need?

I will need a demonstration from my tutor and | will need him to check on my progress when |
am doing the practice and | will need him to test the joints to make sure that they are of the
required standard.

How will you get it?
[T will ask my tutor for help and I will ask him to demonstrate things again if necessary.

Who will review your progress? When? Where?
Stuart Weekly, when | am in  In college fabrication
in college workshop

The candidate has worked with,me to set realistic targets and planned to meet them effectively.

Assessor signature: ] Iy

Date: FE*J‘:].I'-D_T o
Candidate name: I&Hﬁ-’-" P
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Improving own

learning and

performance

Level 2

You must:

LP2.2 Take responsibility for I IMPROVING OWN LEARNI?ESQI:D PERFORMANCE LEVEL 2
some decisions about your

learning, using your plan

to help meet targets and Name of candidate: A. Candidate
improve your performance.

Plan — DO — Review
LP2.2 Take responsibility for some decisions about your learning, using your plan
and support from others to help meet targets.

Your evidence must As you followed through your action plan, how did you learn?
ShOW you can: | pictures reading writing v/ listeningy,  watching v/ doing v
Describe the learning activities you chose
2.2.1 Use your action points to My tutor explained the way to set up the equipment safely, and what would happen if the
help manage your time procedures were not followed.
well; revising your plan | watched a video and took notes on this.
when needed; and My tutor did some brazing and | listened to him explain what he was doing while | watched

him. | wrote down what he was doing so that | could check when | did it.
2.2.2 choose ways of learning to

improve your performance, | practised setting up and using the equipment to join pieces of metal together.
working for short periods
without close supervision; Describe any changes that you made to your plan
and | thought that brazing would be easy but found it difficult to get the brazing rod to flow. Sometimes it
only attached to one piece of metal and did not join the metal together. This meant | needed more
2.2.3 identify when you need help and practice so that | could sort out what was going wrong before | was assessed. It was not

necessary to change my plan as I still managed it within the deadline set.

support and use this
effectively to help you

meet targets. What did you do on your own?

| watched a training video and | took notes on how to do it. | did some of the practice on my
own when | was getting better at doing it.

What support did you need?

The video helped me to see how to set the flame because my tutor did it very quickly when
he showed me and | needed to look at it more carefully. | needed advice and another
demonstration when | could not get the brazing rod to flow onto both pieces of metal to
produce a strong joint.

| confirm that the candidate has managed time well to complete tasks and revised the plan when needed.
| confirm that the candidate has worked unsupervised for short periods and used support when needed.

g
Assessor signature: '_54 _L[im’

Date: 1':'|'I='3'|'IU3 .
Candidate name: ':ﬁ.f,:.uwtrh-;-h'
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Improving own

learning and

performance

Level 2

You must:

LP2.3 Review progress with I IMPROVING OWN LEARNI_II\_IESQI\‘IID PERFORMANCE LEVEL 2 I
an appropriate person

and provide evidence of
your achievements.

Candidate name: A. Candidate

Discuss with your tutor/supervisor and write down/enter here:

Your evidence must What you think you have learned - | have learned the principle of how to braze and the
. safety precautions. | managed to join the tube to the flat piece of metal to the standard
show you can: required by my assessor which was my goal.
234 Ldnednﬂiy Wr;at z:uele‘:;r;ed’ How you think you learned best?
| W you hav uth For this goal | learned best by doing it after having a demonstration from my tutor and
iI:sl:(r- ae:c:nmg In another watching the video and receiving support when needed.

What are your achievements including targets you have met?
I set up the gas welding equipment safely.
achievements: and | brazed the tube to the required standard.
' What evidence do you have of your achievements?
Statement from my tutor.
Completed task and the joined pieces of metal.

2.3.2 identify targets you have
met and evidence of your

2.3.3 identify ways you learn
best and how to further
improve your performance.

Give an example of something you have learned that you have used in doing a
new task

Sometimes just practising isn't enough. Sometimes you need to be shown again and have it
explained again. Now that | am working on new tasks | am not afraid to ask for things to be

repeated.

In what ways could you further improve your performance?
[1 need to remember to ask for help as well as having more practice.

| confirm that the candidate has:
identified what and how he/she has learned, the targets he/she has met and his/her achievements
identified ways to further improve his/her performance

Assessor signature: =4 i
Date: 25 |mfr:s,
Candidate name: ';i__....c I..;"-J.-.I'f
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Improving own

learning and
performance

Level 2

You must:

LP2.2 Take responsibility for

some decisions about your
learning, using your plan
to help meet targets and

improve your performance.

Your evidence must
show you can:

222

2.2.3

Choose ways of learning to
improve your performance,
working for short periods
without close supervision;
and

identify when you need
support and use this
effectively to help you
meet targets.

City College Motor Vehicle Department

Improving own learning statement
Name of Student: A Candidate
Tutor: A Witness
| can confirm that | demonstrated to A. Candidate the setting up and use of gas
welding equipment so that he may use the equipment safely to meet his target of

brazing a tube to a flat plate.

| confirm that | demonstrated to A. Candidate the method of brazing two pieces of
metal together.

| have observed A. Candidate during 8th September to 3rd October in the
fabrication workshop practicing the use of gas welding equipment and brazing
metal together.

Signed:

I_,.-""I
ff_ ,JLIJIJ Toraiar

Date statement completed: 4th October 2003.
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