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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 portfolio has been generated by a student following an NVQ level 3 in Business
Administration wanting to achieve additional qualifications to the NVQ, in order to
gain promotion in her job. The portfolio is covered by an assessment checklist that
locates and summarises the evidence presented.

There are three further sheets entitled ‘Assessment Record” which confirm with
assessor comments how the candidate has addressed all the level 3 criteria, and in
addition a unit summary. For each of the three components, there is a candidate
commentary, (which for component 3.1 contains the Action Plan, and for component
3.3 forms the review documentation) where the candidate details how they have met
the associated assessment criteria. This demonstrates ownership on the part of the
candidate. The candidate has produced evidence for meeting the standards for: 3.1, 3.2
and 3.3, covering at least three targets and using at least two different ways of

learning to improve performance.

LP 3.1

The evidence consists of a candidate commentary on: how information was sought to
achieve the desired outcome, how targets were set, how action was planned.

LP 3.2

The evidence consists of a candidate commentary, describing how the three assessment
criteria were met. This is supported by product evidence indicating the learning that
took place for all three targets set, and indicating the gathering of evidence of

achievement.

LP 3.3

There is evidence from two review occasions concerned with the Health and Safety
Course, and the Minute Taking course, though the Key Skills 2004 standards do not
specify the number of reviews. Each of these reviews takes the form of a question and
answer session with assessor and candidate. Other review records are provided as
additional evidence.



Improving own

learning and
performance

Level 3

IMPROVING OWN LEARNING AND PERFORMANCE LEVEL 3

ASSESSMENT CHECKLIST

You must:

LP3.1

Set targets using information from
appropriate people and plan how
these will be met.

LP3.2

Take responsibility for your
learning, using your plan to
help meet targets and improve
your performance.

LP3.3
Review progress and establish
evidence of your achievements.

Your evidence must show you can:
3.11

Seek information on ways to
achieve what you want to do, and
identify factors that might affect
your plans; and

3.1.2

use this information to set realistic
targets and identify clear action
points; and

3.1.3

plan how you will manage your
time, use support, review progress
and overcome possible difficulties.

3.21

Manage your time effectively
to meet deadlines, revising your
plan as necessary; and

3.2.2

choose ways of learning to
improve your performance,
working at times independently
and adapting approaches to
meet new demands; and

3.23

reflect on your progress, seeking
feedback and relevant support
to help you meet your targets.

3.3.1

Provide information on the ways
you have used your learning to
meet new demands and on factors
affecting the quality of your
outcome; and

3.3.2

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

3.3.3

consult appropriate people to
agree ways to further improve
your performance.

LOCATION OF EVIDENCE

Page List items of evidence and where they LP3.1 LP3.2 LP3.3
are located in the portfolio
11213 2(3(|1]2]|3
2-4 Assessment records X[ x| x|x|Xx X | x
5 Assessor summary X[X|X|X|[X|[xX]|X]|X]|X
6 Candidate commentary X | x|x
7 Candidate commentary X | x|x
8 Review one and two X | x|x
9-10 First aid course — candidate’s notes and X X
certificate
1 Minute taking course — candidate’s notes X X
12 Minute taking course — candidate’s notes and
feedback from supervisor X X
13-15 Minute taking applied, candidate’s emails, X X
agenda and minutes
16 Detail of health and safety course X
17 Initial assessment X
18 Candidate’s response to test X X
19 Health and safety course — feedback from marker X | X
20 Case study X
21 Record of review and development interview X|x|x
22 Record of review and development interview X|x|x
23 Visit report X[ 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: LA, T Ese ST Candidate Name: _! ':."""'l"i'ff L
Assessor Signature:M Candidate Signature: "'F (avisbesndl-
Date: '_2_.."; !ﬂ‘ 1. Date: 2.5 03
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Improving own

learning and
performance

Level 3

You must:

LP3.1 Set targets using
information from
appropriate people and

plan how these will be met.

Your evidence must
show you can:

3.1.1 Seek information on ways
to achieve what you want
to do, and identify factors
that might affect your
plans; and

use this information to set
realistic targets and identify
clear action points; and

plan how you will manage
your time, use support,
review progress and
overcome possible
difficulties.

IMPROVING OWN LEARNING AND PERFORMANCE LEVEL 3
ASSESSMENT RECORD

LP3.1 Set targets using information from appropriate people

and plan how these will be met.

My overall a
Level 3 Adm

Subject and purpose:

im is to supplement my NVQ
inistration by achieving other

qualifications that will enable me to gain
promotion in my job

Supplementary evidence (if included):

difficulties?

support, review progress and
overcome possible

Did the candidate... (tick) Comments and examples
Seek information on ways to D Candidate sought information from:
achieve what they wanted to Yes No people at training agency, supervisor,
do, and identify factors that line manager, assessor and Health
might have affected plans? and Safety tutor, and this included

discussions of factors which might
affect the plans (see pé).

Did the candidate... (tick) Comments and examples
Use this information to set Z D Realistic targets have been
realistic targets and identify Yes No identified and discussed with
clear action points? personnel mentioned above, and

clear action points have been set as
a result of this, including: a basic
first aid course, a minute taking
course and a distance learning
health and safety course (see pé).

Did the candidate... (tick) Comments and examples
Plan how they would |ZI D There is a clear description of how
manage their own time, use Yes No the candidate will manage own

time and support likely to be
needed, together with possible
difficulties, on peé.

Date: P

Assessor Name: A N km
Assessor Signature: .ﬂﬂ w

ﬂ.‘ﬂf!».

Candidate Name: A (ot i adnf<

Candidate Signature: _/1 Lttt

Date:

Z-5 63
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Improving own

learning and

performance
Level 3
IMPROVING OWN LEARNING AND PERFORMANCE LEVEL 3
ASSESSMENT RECORD
LP3.2 Take responsibility for your learning, using your plan to help meet targets
d improve your performance.
You must:

LP3.2 Take responsibility for your
learning, using your plan
to help meet targets and
improve your performance.

Did the candidate... (tick) Comments and examples
Your evidence must Manage time effectively to D The candidate has described how
. meet deadlines, revising Yes No time has been managed
ShOW you can: plans as necessary? effectively for all 3 programmes
of learning on pp 6-8.
3.2.1 Manage your time
effectively to meet
deadlines, revising your
plan as necessary; and
3.2.2 choose ways of learning to
improve your performance, . . i
working at times Did the candidate... (tick) Comments and examples
independently and .
adapting approaches to Choose ways of learning to I:l The candidate describes the
meet new demands; and improve own performance, Yes No process of choosing the ways of
working at times learning on pp 6-8, and products
3.2.3 reflect on your progress, independently and adapting from the learning are shown on
seeking feedback and approaches to meet new pp 9-12, 14-15 and 19-21.
relevant support to help demands? A distance learning method was
you meet your targets. used for the health and safety
course.
Did the candidate... (tick) Comments and examples
Reflect on own progress, |Z] D Response to questions on the pro
seeking feedback and Yes No formas on pp 6-8 indicate
relevant support to help reflection took place and feedback
meet own targets? was sought on a regular basis from
the supervisor.

Subject and purpose:

My overall aim is to supplement my NVQ
Level 3 Administration by achieving other
qualifications that will enable me to gain

promotion in my job.

Supplementary evidence (if included):

Assessor Name: M Candidate Name: A Gandidate
Assessor Signature: él W w Candidate Signature: "H‘m
Date: 1’ g 5-3 Date: £.1.3 ':'-j

I Page 3




Improving own

learning and
performance

Level 3

You must:

LP3.3 Review progress and
establish evidence of your
achievements.

Your evidence must
show you can:

3.3.1 Provide information on the
ways you have used your
learning to meet new
demands and on factors
affecting the quality of
your outcome; and

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

3.3.3 consult appropriate people
to agree ways to further
improve your performance.

IMPROVING OWN LEARNING AND PERFORMANCE LEVEL 3
ASSESSMENT RECORD

LP3.3 Review progress and establish evidence of your achievements.

Subject and purpose:

promotion in my job.

My overall aim is to supplement my NVQ
Level 3 Administration by achieving other
qualifications that will enable me to gain

Supplementary evidence (if included):

Consult appropriate people
to agree ways to further
improve performance?

Did the candidate... (tick) Comments and examples
Provide information on the Z D There is a description from the
ways they had used their Yes No candidate on p8 of how the
learning to meet new learning of minute taking allowed
demands and on factors for the taking on of extra
affecting the quality of their responsibility and from the assesor
outcome? and candidate (pp7-9) on of how

the first aid course led to the one
on health and safety.

Did the candidate... (tick) Comments and examples
Identify targets met and Z D Targets met are described by the
gather evidence of Yes No candidate on p8 on the two
achievements? review occasions, and evidence

of achievements is shown on
pp 14-17 and 19-22.
Did the candidate... (tick) Comments and examples

Both review occasions on p8
describe the consultation process
between the candidate and
assessor/chairperson/line manager,
to agree further ways to improve
performance.

A tavdidate

Assessor Name: h' .H_ *w‘f"
Assessor Signature: #N w Candidate Signature: A Gl el

Date: E- 5' d?- Date: e |
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Improving own

learning and
performance

Level 3

You must:

LP3.1

LP3.2

LP3.3

Set targets using
information from
appropriate people and

plan how these will be met.

Take responsibility for your
learning, using your plan
to help meet targets and
improve your performance.

Review progress and
establish evidence of your
achievements.

Your evidence must
show you can:

3.1.1

Seek information on ways
to achieve what you want
to do, and identify factors
that might affect your
plans; and

use this information to set
realistic targets and identify
clear action points; and

plan how you will manage
your time, use support,
review progress and
overcome possible
difficulties; and

manage your time
effectively to meet
deadlines, revising your
plan as necessary; and

choose ways of learning to
improve your performance,
working at times
independently and
adapting approaches to
meet new demands; and

reflect on your progress,
seeking feedback and
relevant support to help
you meet your targets; and

provide information on the
ways you have used your
learning to meet new
demands and on factors
affecting the quality of
your outcome; and

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

consult appropriate people
to agree ways to further
improve your performance.

IMPROVING OWN LEARNING AND PERFORMANCE LEVEL 3

SUMMARY

Provide at least one example of meeting the standard for LP3.1, LP3.2 and LP3.3
(the example should cover at least three targets). Overall show you can use at least
two different ways of learning to improve your performance.

COMPONENT

PORTFOLIO REFERENCE

LP3.1 Set targets using information from
appropriate people and plan how these
will be met

Action plan drawn up, having sought
information and identified factors that
might affect plans, realistic targets and
clear action points identified, p6.

LP3.2 Take responsibility for your
learning, using your plan to help meet
targets and improve your performance

Candidate commentaries on pp 6—8

on all three of the targets identified in
the action plan. This is supported by
evidence of the learning undertaken for:
basic first aid course, minute taking
course and health and safety course, on
pp 9-20. There is evidence of learning
by studying shown on pp 9, 11-15, and
16-20, where the candidate has studied
first aid theory, committee procedure for
the minute taking course, and a case
study for the health and safety course.
In addition, the candidate undertook the
health and safety course through
distance learning. Finally, learning
through practical activity was
demonstrated by: practical first aid
indicated by certificate on p10, and
putting minute taking theory into
practice shown on pp 14-15. Seeking of
support and feedback is described in the
candidate commentaries on pp 6-8.

LP3.3 Review progress and establish
evidence of your achievements

Review commentaries on p8 indicate the
candidate’s own reviewing of two of the
targets, the minute taking course and
health and safety course, against the
assessment criteria for this component.
This is supported by review feedback
from tutors for both of these
programmes. In addition, the candidate
has included: a self review form
indicating the initial review from which
some targets were identified, a
workplace visit report and a college
record of review (pp21-23).

Assessor name: *thr Assessor signature: Ww Date: qf!ﬂ 3

Candidate name: # camdiaate Candidate signature: { m

Date: # % -&'3
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Improving own

learning and
performance

Level 3

| IMPROVING OWN LEARNING AND PERFORMANCE LEVEL 3

LP3.1 Set targets using information from appropriate people and plan how these will be met.

Y t CANDIDATE COMMENTARY
Oou must —r : -
Objectives G r‘,‘“n__r NFE Lol T Adwinistin Sy

My gvdia W ﬂ'm 5 W Seg) : .
LP3.1 Set targets using & ﬂl'-f-'l.ltlrr # M ﬁ{'ﬂ_ frd A gt da i e f& 5‘ﬂf-"-|
information from badn l."lli"'l-"l JdE
appropriate people and M«?
plan how these will be met. Hti '1"" o e ':i"'ﬁ el M e Fresf "q-"* fl.'l.t.l‘..l-f o o H'H'-I-"I.Hf'f
1'..!.,[.-{'\5 coume  Ap a Heali dvd lafery Covr st

Seek information
Explain how you sought information on ways to achieve what you wanted to do and

identify factors that might affect your plan

Your evidence must
show you can: -ﬂﬂs—i"‘: Avaf .l'hF""- | a'.liﬂ-l"_'ii r”fm&'ﬂ"l ﬁ"&hm ﬂ..u_l,‘ rm;:_,gﬁ
ﬂ'ﬁjh el 7 Evl..-u'ﬂ.-. MWJ’J‘L“I.-?!II i
, _ 2 Lo e ;:r A the cowese lo ficd fher mgih{gr
3.1.1 Seek information on ways
to achieve what you want Mm-uk‘ ht] [ M#\'m fev flaf iﬂlﬁ-"ln"'? fewsse Fj
tﬁ do, :cml:i idf(;ntify factors 5 Ay F&FE af 28t P FME E'I:-'I-I':r! faigdl MJMWKW
ol o *H: e m:w o Ay Gurses Theee s R Murmmm# £ it
;-m.r::ir;w.u-.':' i ATouase ASa Srff Trdiided ik
3.1.2 use this information to set Tl s flagi ¢ f#r‘ﬂ'['..' T -'I'I.qf S‘ﬁJ;IFf' ll.u;.-.;:h’rfw_ .
realistic targets and identify ’mrm A Jd.-'l-fﬂ'lﬁif A e T CNaTE ilh e [
clear action points; and [:?;l"-ltﬂﬂ.‘ e ﬂm LG ﬂ’,ﬂf“l‘ﬁm’ﬂftm
3.1.3 plan how you will manage ﬂ: {8 Land Py S g&fﬂﬂhﬂi LT
your time, use support, 0 rsl AR I dan g S R ’ - b "'“"F g a,

review progress and
overcome possible
difficulties.

Realistic targets
Explain how you used this information to agree realistic targets V\{ith appropriate people

§ Ay Scus@d TUE CopaseS pii 9 mag fudeaaliy dand L | w3

e ifrevatovidaad it nm.uw me.u mﬂr
mrriwfumi-rw CpLr 58S m My
._rﬂ ,t-iy,gf ..'ihfmﬂﬁ'f‘kﬁﬂ-'r .p!q:mm?d he T el ﬁr'r
-smﬂ:ﬂ.ue .ijsrr Tfm .Emf.{mpf?

g ;wmtﬂw er:f;.nie nui’es:ﬂﬂ to o

551 { Al mee Cple we
£ mr?:h uﬂhﬁ: ms: m m:ue‘um:me
wilh me .r.n e

Plannmg time
Identify how you planned to effectively manage your time and use support to meet targets,

including alternative action for overcoming possible difficulties.

{ corurge ad At Ay

-.I'i' |
! W:._H e mavk i,

Basic ﬁ‘-‘ﬁl'ﬂﬂf 15.02-02 The .er udm¢ndﬂg = [hawe
pAAR Sae faar | b ngtlaing else pltiaied fov Hy ,{_ﬁﬁ
Fhlr & is SovaEand o olvor ﬁvrﬁf J'i-..!n-w-.

(Widd poces 15 wrgtad wove ing Frr e 33 louskesd My n-:l.-n'tﬂ,guﬂ‘if
B o pela dgad haPh ey sig by k

03 | frngnt whfer ahow fry The abowe Cpusze

%ﬂ 2k ficiviesoip AR gy £ Jee

?f-"ﬁ Courses. There Was nawe 5o it wis Agtclen
f Privinng Bveent . This nissLhed aplvar t

it ¥ Mamm A Ltk
;HMWHHFHHHI

fy - 5203 = 30403 1y e It el Sifefy LT

A dyghang earn rmum.ml,lﬁhﬁ:aﬁnuu:ﬂnummm

% v [0 get

or wings | have avfuef A af aide if [dm aot

o conPLE TR mﬁ:‘j SE¢ Fdﬁuﬁl@ﬁhﬂfﬁt QEr it
e Al COLATE pild EOvd
nﬁ% Supeavisor i mm.rmnm et nitng defad tvapnt

Assessor Signature:ﬂ#_h'f Date:;l;% Candidate Signature: # {:E#‘ﬁ':ﬂsl&
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Improving own

learning and

performance
Level 3
IMPROVING OWN LEARNING AND PERFORMANCE LEVEL 3
LP3.2 Take responsibility for your learning, using your plan to help meet targets
and improve your performance.
CANDIDATE COMMENTARY
You must: —
anning
Explain how you managed your time effectively to complete tasks, revising your plan as necessary
LP3.2 Take responsibility for your Bagic Bt ducd . (A0 s SR et Rl CoLaTE ~hach LT A ARy NITE 5o { part viacste
learning, using your plan Searl fad | b gl WorE ﬁ"*'f"'-rﬁw st ¢ Sl EEm S i Cpl (LA Y
to help meet targets and Ehal ArsVEA PR T AT PN O COUITE i d necaded il -"';_:f-" g tPL -'D‘-'J-"ﬂf
improve your performance. (0 fake 1F rn sip ﬁhffﬂf'? Mﬂ Flag SO ELFE s DA el AT it
Safaly £l rdfr dedrn 4005

MGtE kg Te ot fals b couorse wd o Doutf Eenrtl, (L rm e Ay
aiﬁmﬂnw fhr Eha Tellege. s made sird foad Bifore | g
AR ST oA ad piad 0 MR Somal pANE f !ﬁmﬂdm&
. I Matsy coulel sougiitp o fvma mi B T ROL tuat of He e [k

Your evidence must girt Hhat hote calls surail BF BRBER Cwa | frruSheel (208 coure | it
show you can: mmiﬁfgrfﬂ-ﬁmmﬁm n.um.{;da{mﬁwg o 1

WP (s o7 (had (F mamddd B Plapd by Che dlEad Cond rBusad Arer
Fhad Lol | ot boede srld olaroasoda e ! had et kAl

3.2.1 Manage your time S PEr ey, Mot Mop mailwtfs Al Tlag Aset i P Al pget ot el
effectively to meet i ERE mgdeaaal, "'M'hrﬂ'. bafrarhiy fn abe. Ref JM=f7 :
deadlines, revising your il dg!mg fma.-l-'u,n.z.]:!-lf-l“'l R by M HAP i |P'Hﬂ-;
plan as necessary; and 5 £ Tl o g | b ‘I R iy I-u' TN T gt u'a.g::.__; A

. pvﬂr’ﬂ-bﬂ_ﬂut s Lt VR g TR R g0 o MEak That |

3.2.2 choose ways of learning to PETE g mﬂfwm i Su? Baad Joper A cougsle of
improve your performance, Fipeds & paidlc afiele fr 4..,;5- FUP Cofr £a 4 Pm_u T Ml -.l:"l.-'i;,;,.: { il
working at times Pl ok sl SEP Ader ifAMETE friap @i hﬂ:w.ﬁ#fﬁ-zﬁ
independently and -
adapting approaches to Meeting targets
meet new demands; and Explain how you sought and actively used feedback and support from relevant sources to help you meet

targets i § h
e RS RSl Floa f olegl e ot e St
3.2.3 reflect on your progress, fagic At o sas sstommiiaed by P
seeking feedback and L - "-Ef“' Fliu fer L rm o fae -e'i‘.‘a.m!{..:lu.:g it it
i cedigmal G enlh 286t @imiad sa bk L e e i . T radEly
o et ot g s S 0 e & e/ Cunsubge o ok i st o i s F
' frewrtion, Dnad (i COmsSd s FIEFE foli seaspesd Pl Tust sath sy
« il | LB Kaadis Einait ¢ Ao aetd e trgets  dats £ =3
Mt TRET] g Targed inad STE Behartle Muypt F e L pervilin & e
ABE 1D b A i by A F BABE bl [ ugent Tl Coure A2 o F i Ak

"ﬂ-*--'q ] HAP Lo fpeasidy g Clald Tad e v | baLiee £ 50 thoat { o g
Bl e rteal el m!ﬁ ¢ B Alipp e FRLER ALl BERE 5T
T fLE CRUFEL o R Tl A T s g kot 19 fmike M s iie®T Ty
Hag a qeod peachiiad aclivly frval b farera fewn AffGr Sk oo o8 hada
Eistin Aiteling winecty | EodF Che ey for ,.w,”j;“t, P

£ L & L ST
MR B i gfi{g I Sudbd FOCABACE fovd (f Sty wihes | Blewlid ina
il of Ghe pealth aud Tafe iy RVE, mifi mol agueed o T (Ot ERdT m
Wit wes ared weud el Bas met Thalf b Lpfor] Mt (0 smighePre
o i Fev (LR Al et TD bl A ERL [ fied Eha leatil, Eng
heths o held ..w?m Elan 4 ] s .r:-rm.:..w:_fw b olatpa g
¥ .

Improving your performance

Detail how you selected and used different ways of learning to improve your performance, adapting

approaches to meet new demands
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Improving own

learning and

performance
Level 3
IMPROVING OWN LEARNING AND PERFORMANCE LEVEL 3
LP3.3 Review progress and establish evidence of your achievements
REVIEW ONE
You must: Provide information
Explain how you provided information on the quality for your learning and performance,
LP3.3 Review progress and including factors that have affected the outcome.
establish evidence of your |1-".ﬂ,.' ".|-| w 5’
achievements. To cobwAlere fhad coterid ¢ pasd 1o jead book ECT (bt wig By The Didtmsce
LAy -‘;ldphhtﬂ'lvﬁ'n-tuuﬂ fladia CRLILERE AQFE Pelloaf poti ] O P T T P
:Eluﬁmﬁmmmmbﬁhﬂwlww TW&WH& )
WMF:EMJ'EH"-? M st hroaaty oradp ¢ i Coeg (phed 2l it
el it b fHap Mg nﬁhﬁ;wym GRdF ol wetal s B
. AL ok ASEESSow e A pEEend ook To see il
Your evidence must Pordbact i sl garthiEn, P bolped wié b uedove wy g g
show you can: PEAl b,
Identify targets
3.3.1 Provide information on the Identify targets you have met, and how you sought information from relevant sources to
ways you have used your establish evidence of your achievements.
learning to meet new THe (R gets wbiat Sab Befird it s e If auagd s stmiae Lﬁu’ml-nn
demands and on factors forar. T Eaﬂ'ﬁuﬂ'l'ahﬂ Flaid | Ll fplaice? eigine Hlecif B ey Codad F bt &4 00
affecting the quality of ks afper The e B E . Tugefy rod bl P Live £ wied T fd
your outcome; and SRR R i H-l?' adpls im PALSE i ::'I‘"mma.- FLED =
e EpRACE £ ndlgince of nady Acludetislod hag gadndd Tlarmrail, fmﬂ&u
3.3.2 identify targets you have e gy A ERLCoy
met and gather evidence
of your achievements; and Exchange views
333 consult appropriate people .Identify how you exchanged views with appropriate people to agree ways to further
to agree ways to further H?PTOVC }Elﬁeg:)glance r MEL‘A o 4
improve your performance. L rha g B BBl [l A=y vl To
E fienn | gof fREA back o T (et Lt it gowe add (Ta ok fu
1 r.:'-'-E‘ A2 sl it b P AL Lnets vl & analaid SUEETEY s
Wﬁ D rgoded i tonaplete Tls gudrhoas flur fladr

REVIEW TWO

Provide information
Explain how you provided information on the quality for your learning and performance,
including factors that have affected the outcome.

HM_L@%
| dyd Al & hmm;ﬁ'w P At PR That wiedived prachoad
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Identify targets

Identify targets you have met, and how you sought information from relevant sources to
establish evidence of your achievements.
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Exchange views
Identify how you exchanged views with appropriate people to agree ways to further

1mprove éﬁ)ur performance T 4
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Assessor Signature:.ﬂ' Date: b;_f% Candidate Signature: Amkﬂ{iﬂ
h‘ﬁﬁ" 4

Page 8 I




Improving own

learning and
performance

Level 3

You must:

LP3.2

LP3.3

Take responsibility for your
learning, using your plan
to help meet targets and
improve your performance.

Review progress and
establish evidence of your
achievements.

Your evidence must
show you can:

3.2.2

Choose ways of learning to
improve your performance,
working at times
independently and
adapting approaches to
meet new demands; and

identify targets you have
met and gather evidence
of your achievements.

FIRST AID COURSE NOTES

You are more important than the victim.

5 important things to remember:

|':'.IJ.|.:|:';

Besgovise fof vitkia'
Airmas ’
.'5.-'ﬂ.-!'|fu.a-.1

SvcalaTina [ bicedina’

Tl f didtaet LT A Fikdy | AR Bvfnlhond S48
¥ B O | dio bt freck o Flaprp cewdd bha o I|i_'|‘|.||1_.r LA iir g
At -} D e n:luli'rri .'.ﬂu-'ff.rl{ﬂf.;ur e
LBl syed, par 1, AEPr, P
|'"||r' — & uaf _ll?:qll'u'l'
FReT — Check fhere o paTdiead S0sn g el
fitme - Meud, plend = )
Mkt - g b e of Pl tpoy tne Frmmae 15 af Grwt corlk oo stmtvurset Al glig
fn Lie ok Devirse iF Pl stanl=a ped il E —t
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Improving own

learning and
performance

Level 3

You must:

LP3.2 Take responsibility for your
learning, using your plan
to help meet targets and
improve your performance.

-

=

LP3.3 Review progress and
establish evidence of your
achievements.

Your evidence must

Barchester College
show you can:

3.2.2 Choose ways of learning to

ot e Appointed Persons in First Aid
independently an

adapting approaches to
meet new demands; and

This is to certify that:

T Condlialute:

3.3.2 identify targets you have
met and gather evidence
of your achievements.

has attended a 6 hour first aid course
15th December 2002.

Signed: | 1T Jﬁno{ .C; —ovdi na TV

Date: Ty qpuber 20072
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Improving own

learning and
performance

Level 3

You must:

LP3.2 Take responsibility for your
learning, using your plan
to help meet targets and
improve your performance.

LP3.3 Review progress and
establish evidence of your
achievements.

Your evidence must
show you can:

3.2.2 Choose ways of learning to
improve your performance,
working at times
independently and
adapting approaches to
meet new demands; and

3.3.2 identify targets you have
met and gather evidence
of your achievements.
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Improving own

learning and
performance

Level 3

You must:

LP3.2

LP3.3

Take responsibility for your
learning, using your plan
to help meet targets and

improve your performance.

Review progress and
establish evidence of your
achievements.

Your evidence must
show you can:

3.2.3

3.3.2

Reflect on your progress,
seeking feedback and
relevant support to help
you meet your targets; and

identify targets you have
met and gather evidence
of your achievements.

M AP e ik Fakios T 0.8% [ooss®

o

Cho o wleaded Blad o gp gl weey paeld tn dakks Thag Lbageiboe bl will T T
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B bried Bl covpning fhe gy pepeve coiard (0 it Pt Ek I sl sl Adas =
Akl [is '.Jﬂ.,_l, " G
I ™M :'H..‘I-"'ﬁ-ll Fland & Trd Higu Bl I:rll_- LA e ML A L Pl FE LA o

il e |-,l_;.,:|' o

20 g narecrad Flkd B Ended b slasa ol .".-,.._ﬂ._-_,_:l fewn Ladens B Adbow W'e P |
thant b SLiglat Azpastpal B Tevma ol §

:-El FIE A s e 1A e Moia co bl ol s de A dECnow Lkl s i aeki §
grussd  feas JT

Thi§ 01 confrm Mot A Gods dafe has beuefited
fread by fidln Ml meiiads Bk g cavse pha
MQW Qv T fro e Frkes acd
tatatn - g alse Lewds revagr owd o Tl mamdor A
F-"’Wﬁ_"‘“m"(:' Mfﬂﬁfwmw
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Improving own

learning and
performance

Level 3

You must:

LP3.2

LP3.3

Take responsibility for your
learning, using your plan
to help meet targets and
improve your performance.

Review progress and
establish evidence of your
achievements.

Your evidence must
show you can:

3.2.2

Choose ways of learning to
improve your performance,
working at times
independently and
adapting approaches to
meet new demands; and

identify targets you have
met and gather evidence
of your achievements.

A. Candidate

From: A. Candidate
To: HC
Subject: Room L706

| am just writing to confirm that | have still got room L706 booked for an admin meeting
on 10 April as we discussed over the telephone. If there are any problems can you let me
know.

Thanks
A. Candidate
Ting 5 am il [Sead foding '-ntaE."'.-.L-n'-'l"-:f Hepasimtrd fp

Fl by A FEEVH

A Cavd et
3403

A. Candidate

From: A. Candidate
To: AF,CC,JC,PD,
CW,DM,FW,MB

Subject: Admin Team Meeting 10.04.03

Hi all, the next admin team meeting will be on Thursday 10 April at 2pm in room L706
(The Learnside Building)

Please let me have any agenda items you wish to be included by Monday 7 April if
possible please.

Thank you

A. Candidate

Tlaas if @ pob@ [ cgad oud el fue A g Tor 14
A - fanel date
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Improving own

learning and
performance

Level 3

You must:

Faculty of Creative Education

LP3.2 Take responsibility for your Administration Team
learning, using your plan
to help meet targets and There will be an Administration Team meeting at:
improve your performance. 2pm on Thursday, 10 April 2003

LP3.3 Review progress and Room L706

establish evidence of your
achievements. Agenda

1. Apologies / Minutes of the Last Meeting held on 29 January 2003 / Matters arising

. 2. Fashion Show
Your evidence must

show you can: 3. Languages

4. Holidays
3.2.2 Choose ways of learning to

improve your performance,
working at times

independently and .
adapting approaches to 6. Any Other Business

5. Newsletter

meet new demands; and

7. Date of Next meeting
3.3.2 identify targets you have

met and gather evidence

of your achievements. .
y Distribution:

AF
CccC
JC
A Candidate
PD
CwW
DM
FW
MB
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Improving own

learning and
performance

Level 3

You must:

LP3.2

LP3.3

Take responsibility for your
learning, using your plan
to help meet targets and
improve your performance.

Review progress and
establish evidence of your
achievements.

Your evidence must
show you can:

3.2.2

Choose ways of learning to
improve your performance,
working at times
independently and
adapting approaches to
meet new demands; and

identify targets you have
met and gather evidence
of your achievements.

Meeting Notes — Administration Team 10/4/03

Present: Apologies: Co-options/In attendance:
AF (chair), CC,JC,PD,CW, |DM,FW
M B, A. Candidate
AGENDA ITEM LED | TIME | AGENDA ITEM LED | TIME
BY SLOT BY SLOT
1 Minutes from the Last meeting | AF 6 Any other business AF
held on 29 January 2003
2 Fashion show AF 7 Date of next meeting AF
3 Languages AF 8
4 Holidays AF 9
5 Newsletter AF 10
Item No. | Summarised Action Points / Recommendations Action by | When
1 Apologies / Minutes of the Last Meeting held on 29 January 2003
Apologies were received from D M and F W.
The minutes from the last meeting held on the 29 January 2003 were
agreed as a true and accurate record.
2 Fashion Show
A F informed the team that the Fashion Show would be held on Friday 6"
June 2003 at 7.30pm. She also said that there would be mini Fashion
Show during the Gala Day at the Barchester Site on Saturday 7" June
2003. A F explained to the team that there would be marquee outside the
Art and Design block for the show and which would hold 250 people/ as
this is less than last year at the Barchester Centre, tickets will go on sale
to the students first. The tickets will be £3 each and will be on sale from
J C, Art and Design Reception.
3 Languages
A F explained that C C was now working a twilight session at the
Thornypark Centre and that her hours of work were 4.15pm — 6.45pm
Monday to Thursday, term-time only.
4 Holidays
AF,CW,PD,JC & N S confirmed what holidays (if any) they were
taking over Easter.
5 Newsletter
A F explained that D W intends to produce a termly newsletter for
Creative Education and that the other secretaries would be required to
collect data from their Programme Area Managers and then send it to A F DwW June
to collate into a faculty newsletter. The first newsletter will be produced
in June.
6 Any other business
None
7 Date of Next Meeting AF
Thursday 3 July @ 2pm. A F to arrange the room

Ora A Cardisabe bag 1
hE Supelviser {Tv agparad
)

Vg et il

Papandes

ave dilitibnded

gt

Ll

prio te dishibuhp

: sa'j.-.uuf
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Improving own

learning and

performance
Level 3
You must:
Distance Learning
LP3.2 Take responsibility for your Certificate in
learning, using your plan Health and Safety in the Workplace
to help meet targets and
improve your performance. QUALIFICATIONS TO BE GAINED:
The Certificate in Health and Safety in the Workplace
LENGTH OF COURSE:
This course is fully flexible, however, 3 months is the average length of this course
Your evidence must START DATE:
ShOW you can: No specified start date
ENTRANCE REQUIREMENTS:
3.2.2 Choose ways of learning to All students who are to study by distance learning are asked to undertake a short skills test (this can be

improve your performance, taken at home or work) to establish that this method of study is suitable for the student.

working at times
independently and
adapting approaches to
meet new demands.

AIMS AND OBJECTIVES:
This course is designed to heighten awareness of Health and Safety issues. It is written in simple English
and is designed to demystify this often complicated subject area.

METHOD OF STUDY:
Distance Learning — with full tutor support

BENEFITS:

Each student will receive a minimum of 5 hours guided learning from a fully qualified member of the
College Team. This guided learning will take the forms of an in-depth assessment and feedback, a group
tutorial and the access to a telephone help line. Individual tutor support is available. Other benefits include
being more attuned to Health and Safety problems. This course is recognised by NEBOSH as a possible
method of progression onto their programmes. By using this method of learning there may be no need for a
student to attend the college to study.

Students will have the opportunity to use specially designed and awarding body approved learning

materials. They will be able to work at their own agreed pace, either at work or home. They will have
access to a personal tutor throughout the course.
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Improving own

learning and

performance
Level 3
You must:
BARCHESTER COLLEGE
LP3.2 Take responsibility for your
learning, using your plan INITIAL CASE STUDY

to help meet targets and

improve your performance. For students undertaking the Certificate in Occupational Health and Safety practice by distance learning

Student Name: A. Candidate

Venue: Creative Education
Your evidence must
show you can: Please Note:

Studying by distance learning does not suit everyone. To enable the college to assess the suitability of this
mode of study for a student you are invited to complete the short case study overleaf in your own time. It is
3.2.2 Choose ways of learning to very important that you do so without the help of anyone else. Please turn over.
improve your performance,
working at times
independently and For College Use:
adapting approaches to Assessor: hu‘mﬂ’ ...........
meet new demands.
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Improving own

learning and
performance

Level 3

You must:

LP3.2

LP3.3

Take responsibility for your
learning, using your plan
to help meet targets and
improve your performance.

Review progress and
establish evidence of your
achievements.

Your evidence must
show you can:

3.2.2

3.3.2

Choose ways of learning to
improve your performance,
working at times
independently and
adapting approaches to
meet new demands; and

identify targets you have
met and gather evidence
of your achievements.

IDENTIFYING HAZARDS IN THE WORKPLACE
Assessment 1.1: Dealing with Fire (Workbook pages 3—-6)
‘Which extinguishers would you use for the following fires? Give reasons for your choices.

(a) An electrical appliance catches fire.

ke - Cor e DI ele - § vormalel st Pl bilack ExfiugLaglady SECALUE if ks off
E O e Sl 1T FUe (TR e e mguuilale i5 ol nar of FLl SR T e
¢ Elechritat gl ac fevg o it 3 wied i A veublated aea
e undee”  iviel mie tus redt G urgiurios BEAISE it €5 the hant
Tupply €0 the AL L4 S alio tue BAT eantilagualles (o fHrel Luflanig
2

(c) A chemical liquid fire

lug-p o | gl Al LEE (T BbLE Ex Mlaguar her a5 SIS sdyaca qedting
EmE i:}_r’g bjfmﬂiﬂlﬂ it o (Tag Lyl BT - R, s dls
4w,

(d) A fire in a computer room i
Crgind - AFFF= §avribel gie e i Sy dTngewrl® pitage 1 F Lowrtes Tl
Rlungirafur € g o the Slpg e Taddly [Elmald alse e e besé
B g b Al durgese adaad wbe #RLAE Flaaet aae .ﬂ'nﬂ-l'lt-l'traﬁ
A fFErpd Ve hATAad] Fuida A5 & SOty Fptas
(e) A waste-paper fire caused by a lighted match that is quickly spreading
ﬂw-f%a.w-irumnlﬂ Wie Cluig mth Aol onygen frrwe MALbuhg T
e, o wistuled aulse be Bl BPIY FB W ag | F s oukes & g e Ll e
413 taa fiTe Sld-.l'-lyldnﬂ fr flier,
(?__A cth who h..;;_‘ setrtheir clothinﬁ;lighllt'_[.w i 51 -

11E Biakel - | il afat & OEF 8N Fromma ALy 4
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Bl L e VA G s ectingustes 45 14 16 fov edectvcal

Frres dandt e (g Su gyt reaciuug flu

(h) Oil that has leaked from a machine and caught light from a spark from the machine
w-ﬁm-rmﬂ B FLad B BT L By AL TS Tl Bt fiw
Pl -|'-lﬂ|:..|-l-ﬂ’-'.!|. it W adS? P i e ke ro iy mﬁ"ﬂ"jﬁ‘l Fh"r
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Improving own

learning and
performance

Level 3

You must:

Feedback Evaluation

LP3.3 Review progress and

. . Candidate Name: A. Candidate Programme: Health and Safety
establish evidence of your .
hi t Marker Name: A. N. Examiner Paper 1
achievements. Date: 29.03.03  Time started: 6.00pm Time finished: 7.30pm  Total time: 90 mins
Feedback

Further Action Required:
You r evidence must A Candidate, I would like you to have another read through Page 5 of your workbook to ensure your full
understanding of the most appropriate fire extinguisher to use.

show you can:

Assessment 1.1

3.3.2 Identify targets you have Well done A. Candidate, a very good attempt at this section on dealing with fire. There are a few additional
met and gather evidence points you need to be aware of so please see below:
of your achievements; and
. Q1
3.3.3 consult appropriate people In most of the situations you have identified the correct fire extinguisher and provided excellent reasoning
to agree ways to further for your answers however in certain circumstances some extinguishers are better to use than others:

improve your performance.
d) — A fire in a computer room

Because of the amount of electrical equipment a cream — AFFF extinguisher would not be the most
appropriate extinguisher to use. Remember that AFEE is not specifically for electrical fires and a computer
room would house a lot of electrical equipment. The most appropriate extinguisher to use in their situation
is CO2.

e) — A waste paper fire caused by a lighted match that is quickly spreading in this situation foam could be
used because it makes a protective wall to stop the spread of the fire. However what other alternatives
could you suggest?

h) — Oil that has leaked from a machine and caught light from a spark from the machine. You have
electrical equipment nearby and you have a fire fuelled by a flammable liquid so could you suggest a more
appropriate extinguisher than foam filled which should not be used on electrical equipment?
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Improving own

learning and
performance

Level 3

You must:

Assessment 1.3: Planning a Healthy Work Environment

LP3.2 Take responsibility for your
learning, using your plan

to help meet targets and
improve your performance.

Health and Safety case study
A friend of yours has decided to set up a business selling fertilisers to farmers. He has a large barn in which
he intends to store the fertilisers. Some of the fertilisers can be dangerous if inhaled. He will use a fork-lift
truck to move and load the fertilisers. In one corner of the barn he intends to set up a small area for himself
and his administrative assistant to work. There will also be a seating area for the delivery drivers to wait
and have coffee.
Explain to your friend the important aspects of a healthy working environment for himself and his staff.
(Remember to refer specifically to the case study in your answer.)

H You should consider all the aspects of a healthy work environment that we have mentioned in this section.
Your eVIdence mUSt (Ventilation, heat, light, hygiene and sanitary arrangements, noise levels, furniture, space, cleanliness)

show you can:

Tie ARELIE of A s I".'|'1g AT T R T T e
3.2.2 Choose ways of learning to ¥

improve your performance, Vet ladi g dof D priE frae fuser flad siunid eof e pasaded due
working at times i vy r-r.-ulgt.-l':"nj

|ndep_endently and I;-E'l'l'l_'.ell rrfech? fdo Muiea miad Ig.;:;g.-.h:' LT of Mg sEr - graenE edathing
adapting approaches to o stoy the forbilser qoming aw piitlaeg & Skid LWSES sl BF heTTasy
meet new demands. h =

] .'F:h_r TR LA latds i feadd T el .1-14:-7.1-.? ek lires
B PerE Sler e thendd b stacked (o 8 SR ST i fr Hlad fal ek
CFT TVECE s ROve deTiepl B B i o
Thdaf e - Dherg Pl B2 m Sfficibag Bt A ) g il foe
S lenifes i worl W (ot bednag By -
Mt Al B0 day daffraeed o ﬂulpmjne-:s TP Sty ot e ol el maesd
mid Be Frmpests) masikdontel ' o ‘
zl::n ol dind haciatne i'51-:'ru.n.:":

F1 et cffir e Sloudsl B Separadtd fima g wev arga S2q 1
B G s Lo B BT o pbove. S cated s, et bl
Gl g DfPidtnt pac fov dgpleyert B wale Ared Fusnduir sy
s netar e Muodol e Fadedle By ﬂqlui{ér_':: Aol gl

f:‘l‘l‘..l-'l-m:'u 15 g [P o al arcas guasd ':l:l.ﬁ-'.-r'll e ol g Fedu o aradl
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Improving own

learning and
performance

Level 3

You must:

Barchester College

LP3.3 Review progress and Review and Development Interview — Self Review Form

establish evidence of your

. This form is designed to help you set the scene for your interview; so please include those things you feel
achievements.

are important. You do not have to answer all questions.
Name: | (Gl jdlafe December 2002

1. What aspects of your job give you most job satisfaction?
By Eqmg a5 @ T

Your evidence must - Sevapleved o pokhlly
3 i F-3 el L
show you can: LR AL Lol .-I.'n_." ]

2. What aspects of your job give you least satisfaction?

3.3.1 Provide information on the
ways you have used your
learning to meet new
demands and on factors

-wlhsi g are it geed A plasuned
- P EReE A :1.:.1'.-! DWEr Bt a5 Bl ey

affecting the quality of 3. Reflecting on the least satisfactory aspects of your role — what suggestions / ideas do you have to
your outcome; and improve matters?
3.3.2 identify targets you have TR GO Y E e A
met and gather evidence = ‘:T PIE -‘.'I.'l'-'lﬂd.-l-ll-l.ﬂ": L R
of your achievements; and o OF wufeue gloel heser { amadd as Lol fea ety agcadie . ®¥ g Fist

'-:'.“J"."ﬂl:'-l_:-l_ Al e B Ly WEFE ﬁ-l".#-.\'.l--:j g e
3.3.3 consult appropriate people - b - i
to agree ways to further 4. What are the successes and achievements since your last review?

improve your performance. i aditinlpd dai Agiie M driaaet wiliatls MRl Waf dan todial b A0 sdlll POET of
S T "‘|'i'1l' il s AR AR A AT 1D e P HARE bl 1T = Er L
AL ) by pavies e J:::‘I: T adtn gt LA vl Rep fertearan TR bt blE
o arFA ERpaalail g iy Pl fellied want e cdbl . b sage ned G Gl
fr rmannanldo AN snbly @l T Ha Al briWed il wdD D oo e Cotorses ek c?f: -
5. If your job has changed since the last review, please give details:

6. What do you feel are your strengths? Do you feel that your role fully uses your strengths?

P Rarlk §opievE gl e g i A l,q:...\,."' (SR T W O T o S TR PRt PR Tr T Y E T, 1
Fi| ‘.Elll\.'lgl-l-fl' Hlaavule Haad fpfesng P gt 2l 3l sk T fvy gl e Lade
VTS T P R LR TE -!

7. How would you like to see your role / career developing?

| higpded B o .'_.L' FrT l'I:"FI.e"l FAF LTl {..ll' At B Aol O .«_Lr'- FLAPE #,,r:.- P I

Ak ensl £ tnowdd Dot 1D Alr T OEF BLE EREeitia 3 Faad | o a0

L _.""l'“' ri

8. Are there any areas of your role where you would welcome more support? If so, please give details of
the support you would like and from whom it should come:

9. Are there any ways that you feel your line manager could give you further support in your role?
]

10. Do you feel you are fully supported within your team and informed of the team’s objectives?

fer

11. Is there any staff development / training that you think would assist you in your role?
M .
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Improving own

learning and
performance

Level 3

You must:
Barchester College

LP3.3 Review progress and
establish evidence of your
achievements.

Record of Review and Development Interview
Name of Reviewee A. Candidate
Name of Reviewer DW/AF
1 Brief record of discussion / main points discussed:
Your eVidence must o The opportunities for development that will arise from applying for permanent position (ie. more
Show you can: responsibility supporting PAMs)

o A. Candidate’s progression towards gaining NVQ Level 3 administration (level 2 already
completed). Recently participated in organising ‘Be Creative’ / Fashion Show to gain working

3.3.1 Provide information on the with others key skills module at level 3.
ways you have used your o A. Candidate’s successful progression / involvement within faculty admin team.
learning to meet new
demands and on factors 2 Training and development undertaken since the last review and its impact on the individual’s
affecting the quality of performance

your outcome; and
o  First Aid Training
3.3.2 identify targets you have o Telephone Techniques training

met and gather evidence o these have all supported A. Candidate in her role

of your achievements; and

o Gained NVQ2 qualification — now working towards level 3
3.3.3 consult appropriate people o Passed key skills — IT and Communication at level 3
to agree ways to further —numeracy at level 2
improve your performance. — working with others at level 2 (working towards level 3)
— improving & learning
Agreed Action Plan
Agreed objectives To be achieved by:
To complete NVQ level 3 February 2003
To undertaking training courses in: July 2003

— minute taking
— Health and Safety course
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Improving own

learning and
performance

Level 3

You must:

LP3.3 Review progress and

establish evidence of your
achievements.

Your evidence must
show you can:

3.3.1

Provide information on the
ways you have used your
learning to meet new
demands and on factors
affecting the quality of
your outcome; and

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

consult appropriate people
to agree ways to further
improve your performance.

Visit Report

Name: #' M d“'h_ Employer: Craahve '&"'H.LAJ‘H'P‘:-.
Qualification: pf ¥'fla % Prafeara. rkﬁ%l'kﬁme of Visit: et Zasl ta .‘.‘f‘h-.ﬁ' Lol

1. Health and Safety — questions to be answered by employer
Have there been any changes to the premises, equipment supervision, etc, since the last visit He
Have any accidents occurred since the last visit, in this workplace to any member of staff M

2. Action brought forward from previous review on general points.

P Cascl clpade Julm.d a r-.-.,im.h..h‘.-,.'.:r Fr . 1 ”T-h-f-l,.d - Fn..rl" EL
Tha H"rh:tailq“—ﬂ' e N Sy Mo, I-'lu'.!‘t Bl Fu e 1

3. Training targets brought forward from last Visit Report, Personal Training Plan or Assessor Action Plan.

P Camals plbe. 15 olose he Capplobing bor WVE 3 gt s

oundl by oo ..,-.L{mh:a:w..l.h ot n..-..,_l"_....r,.,,,-,' B
L5

4. NVQ units achieved — either tick as completed or write in % completed underneath each unit.
(N.B.) If needed write actual unit numbers to replace standard numbers)

1 2 3 4 5 6 7 8 9 10 11 12 13 14 15
301 [ 302 | 303 | 304 | 305 | 306 | 309 |312 | 313
Ei"r i P T P P e

Date of previous assessor visit

Next planned assessment date. lli'llﬂ"'*ll,n‘l

Key Skills — tick if achieved or write in % completed for each section

1T Communication Number w.0 1L P.S
Level 3 Level 3 Level 2 | Level 3 | Level 3
e [ [ [ [ e [ [ [ = [ (7] \ e

5. Assessor comments regarding progress in training.
#MMMM progpewn o her NVQ 2
f' cllfl.-JJH'l. a-tmq.}m\‘“-ﬁp;-.f{pk_'mt it
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