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Introduction


These documents have been produced to support centres working with the new key skill standards 2004 in:-

· communication

· application of number

· information communication technology

· improving own learning and performance

· working with others

· problem solving

The tracking and recording sheets have been produced to facilitate the process of identifying the evidence presented.

NB 

Please note that these record and tracking documents should be used in conjunction with the 2004 Standards and the new 2004 Guidance.  These can be found on the QCA website (www.qca.org.uk/qualifications/types/6507.html)

These documents can be used to record the evidence of achievement but centres may devise their own proforma if they wish. Both sets of documents are available electronically and can be customised for use within a centre e.g. adding the centre logo, course name etc.

Although candidates may have many examples of work that meet the requirements of the key skills unit, they should only record those activities that have been achieved independently and have been assessed as having met the requirements. Only the quantity of evidence identified by the unit needs to be recorded; centres are reminded that it is not necessary to include copies of the pages of source documents.

The recording sheets are designed to help and guide the assessors when making judgements against each of the assessment criteria. They also provide the opportunity for feedback to candidates as recommended in the Guidance. On the sheet the assessors are provided with the assessment criteria which the candidates are required to meet as well as a space for a brief comment as to how the candidate has evidenced each of the criteria. They are not designed to replace the comments that should be found on the candidate’s work. These sheets should be placed at the front of each activity. Assessors may find it helpful to keep a copy of these sheets for their records.

The tracking sheets are designed to provide, on a single sheet for levels 1 – 3, the portfolio page references for all the evidence that has been completed and assessed as having met the required standard. There are some helpful pointers on these sheets as to the types of evidence that the portfolio should contain (Suggested evidence). The tracking sheets should be used as front sheets for the portfolio.

NB
It is not Edexcel’s policy to require centres to use either of these sets of documents. If they wish, centres may produce and use their own recording documentation providing that the information requirements match those on the Edexcel documentation. The key requirement is that the candidate’s portfolio is clearly indexed and referenced so that standards moderators and internal moderators are able to access the evidence easily.
Record Sheets

These record sheets should be used in conjunction with Part B of the relevant key skill unit. The recording sheets are designed to provide assessors and candidates with more detailed information on the assessment criteria than the tracking sheets. The recording sheets are designed to help the assessors and provide feedback to the candidates. For ICT there are separate sheets for Activity 1 and Activity 2. For Communication there is one sheet for the oral component(s) and another for the reading and writing activities.

The following is an example of a completed section of a record sheet from Information Communication Technology level 2.

	Generic evidence
	Two activities covering ICT2.1, 2.2, 2.3
	Page No

	Across the activities in your portfolio you must have at least:
	One IT based information source

One non - IT based information source 

One example each of text, image and number

Evidence of purposeful use of email


	P2

P3

P5, 5, 9

P7


	ICT 2.1
	Search for and select information to meet your needs. Use different sources for each activity and multiple criteria at least once 


	Portfolio page reference


	P1 - 3

	2.1.1
	Select information relevant to your tasks
	Comments

The screen print of the Yahoo search engine showing the key words you used and the list of suggested web sites is good evidence of the multiple criteria search. You have found some very useful information on the two websites that you have identified from the list. 

The ground floor plan that you found in the leaflet will also be helpful for you final document. 




The generic criteria are set out in the first box on the record sheet; the page reference for the generic criteria should be entered in the box provided.

The component requirements (ICT 2.1) are set out and there is space to enter the page number range where the evidence for that component can be found. In addition the assessment criteria for each component have been reproduced; the candidate must meet all the assessment criteria.  There is a space for comments from the assessor; the candidate may also add comments. It is not anticipated that these comments will replace the annotation / feedback that should be on the candidate’s work.

The recording documents for the wider key skills (improving own learning, working with others and problem solving) follow the same format. An example of the form for improving own learning and performance is shown below:

Improving own learning and performance L2

	Generic evidence
	
	Page No

	Provide at least two examples of meeting the standard for LP2.1, LP2.2 and LP2.3  (each example should cover at least two targets)

Overall show you can use at least two different ways of learning to improve your performance
	1. P2

2. P7

1. P4

2. P9


	LP 2.1
	Help set targets with an appropriate person and plan how these will be met
	Portfolio page reference
	P1 – P2

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


	Comments

You have kept a good record of the discussion with your tutor. You have chosen to learn how to use PowerPoint for your communication short talk in two weeks time. 

Your targets are to learn to adjust the timing and to learn to import images into a slide.

The ICT tutor is to help you with this.



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


	

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


	


The generic criteria are set out in the first box on the record sheet; the page reference for the generic criteria should be entered in the box provided.

The component requirements (LP 2.1) are set out and there is space to enter the page number range where the evidence for that component can be found. In addition the assessment criteria for each component have been reproduced; the candidate must meet all the assessment criteria.  There is a space for comments from the assessor; the candidate may also add comments. It is not anticipated that these comments will replace the annotation / feedback that should be on the candidate’s work.

Tracking Sheets

These tracking sheets should be used in conjunction with Part B of the relevant key skill unit.

Each tracking sheet should record the portfolio references of the evidence generated; this portfolio reference should be in the form of a page number or numbers. This is the minimum amount of information that needs to be recorded for an individual key skills unit. 

The example below shows how the sheets are used. Communication at level 2 (2.1a and 2.1b) requires candidates to generate evidence to show that they have taken part in a group discussion and have given a talk. For each activity there is a reminder of the types of evidence that need to be included (Suggested evidence) and a space to record the portfolio page numbers where the evidence can be found. If an image has been used in either of the oral activities, when gathering information or when writing information then a tick should be entered against the appropriate component in the Generic Evidence Component reference box. The page reference should then be entered in the next box (Page No.)

Below is an example of how the tracking document should be completed.

Communication Level 2

	Activity Title
	
	Portfolio page reference
	P12 - 24


	Generic evidence
	
	Component ref. 
	Page No

	Use at least one image, either to obtain information, or to convey information in your discussion, your talk or one of the documents you write to help the audience/reader understand the points you are making
	2.1

2.2 

2.3
	P19


	C 2.1a
	Take part in a group discussion
	Portfolio page reference
	P12 - 14

	Suggested evidence – research notes, peer review comments, observation comments, assessor record


	
	


	C 2.1b


	Give a talk of at least 4 minutes 


	Portfolio 

page reference
	P15 - 17

	Suggested evidence – research notes, cue cards, OHTs, slide printouts, peer review comments, observation comments
	
	


The assessor should sign and date this sheet.

There is also a box in which the internal moderator should indicate whether this is one of the portfolios that they have sampled. Completing this box does not address the requirement for evidence of internal verification.

Internal Assessment

Candidates are required to produce evidence for Part B of the relevant key skills unit. The evidence presented for Part B must satisfy all the assessment criteria set out as bullet points in each component. For communication, application of number and information communication technology some aspects of Part A will appear in the evidence where they are relevant to the activity being undertaken. Not all aspects of Part A will be evidenced as Part A provides guidance as to the range of skills that the candidate must develop in order to be competent in generating the evidence for Part B.  Please see Skills for Life Development log for developing part A Skill.

However, as a result of the development of improving own learning, working with others and problem solving as full qualifications, questions are being devised by QCA. These questions are designed to ensure complete coverage of Part A for the wider units only and will form part of the wider key skills pilot from September 2004.

Assessment judgements and decisions should be clearly recorded on the record sheets for the relevant key skill unit at the appropriate level.

It is important that assessors do not presume that, simply by engaging in an activity to generate evidence, the candidate will automatically achieve. All evidence must be carefully assessed against the criteria to ensure that the standards have been met.

Summary of the generic statements

Communication

At levels 1 and 2 only one image is required. This may be used within either of the oral activities, in either of the written documents or may provide information as part of the reading component (C1.2, C2.2, C3.2).  It is important to remember that images must be fit for purpose and must aid the understanding of the information presented. Decorative images are not suitable.

At level 3 there should be two images; one should be used as part of the formal presentation (C3.1b). Support material is classed as an image. The second image can be used either to obtain information (C3.2) or in one of the written documents (C3.3).

Application of number

In order to meet the needs of application of number all activities undertaken must provide evidence for more than one section of Part B. For example, it may not be possible to provide a single activity that will address, naturally, all the needs of N2.2: i.e.

N2.2
Carry out calculations to do with:


a
amounts or sizes


b
scales or proportion


c
handling statistics


d
using formulae

The initial activity may address N2.1, N2.2a, N2.2b and N2.3. A second activity will therefore be required that will address N2.2c and N2.2d. This activity must also cover the requirements of either N2.1 or N2.3. This activity must also be purposeful and relevant to the candidate.

Information communication technology At All Levels

Portfolios must show that all the evidence requirements have been met at least twice. Each activity must differ significantly and the sources of information for each activity must be different.

The Generic Evidence box now makes it clear what evidence must be provided across the portfolio e.g. across the activities in the portfolio there must be evidence of both IT and non - IT sources.

It is important to note that evidence of the purposeful use of email is now required at all three levels.

Evidence of the process is fundamental to an ICT portfolio (developing information and presenting information). It is likely that this evidence will be in the form of one or two drafts annotated by the candidate to show the proposed changes and revisions.

It is important to remember that images must be fit for purpose and must aid the understanding of the information presented. Decorative images are not suitable.

Only one instance of a multiple criteria search needs to be evidenced at levels 2 and 3.

Improving own learning and performance

The candidate must provide at least two examples of meeting the standard for LP1.1, LP1.2 and LP1.3 Each example should cover at least two targets.

Over the whole portfolio the candidate must show that they can use at least two different ways of learning to improve their performance
Working with others

At level 1 candidates must provide at least two examples of meeting the standard for WO1.1, WO1.2 and WO1.3. One example must show the candidate can work in a one-to-one situation and the other example must show that they can work in a group or team situation

At level 2 candidates must provide at least two examples of meeting the standard for WO2.1, WO2.2 and WO2.3. One of those examples must show that the candidate can work in a group or team situation.

At level 3 candidates must provide at least one example of meeting the standard for WO3.1, WO3.2 and WO3.3 including work in a group or team situation.

Problem solving

At levels 1 and 2 the candidate must provide at least two examples of meeting the standard for PS1.1, PS1.2 and PS1.3. Each example should cover a different problem and the candidate should identify at least two different ways of tackling it.

At level 3 the candidate must provide at least one example of meeting the standard for PS3.1, PS3.2 and PS3.3. Each example should cover a different problem and the candidate should identify at least three different ways of tackling it.

Portfolio building

A candidate’s portfolio should contain:

· The evidence produced for Part B. This evidence may be the original work or a photocopy of the work 

and

· tracking and record sheets that reference the evidence throughout the portfolio

and 
· an assignment brief or explanation of the activity undertaken

As with similar qualifications that require the gathering of evidence, key skills portfolios may contain a variety of types of evidence including, for example, reports, leaflets, presentation slides, scale drawings, spreadsheets, audio and video cassettes. It is vital that all evidence is clearly logged and referenced against the Part B criteria using reference numbers page numbers and appropriate headings. This referencing should be clear and ensure that the evidence can be easily and quickly located. This is particularly important where key skill evidence is contained in work from different Programmes of Study, or where one piece of evidence is being used for more than one key skill unit.

Where a tangible piece of evidence has not been produced then that aspect of the criteria must be evidenced through a witness statement that clearly identifies:-

· the candidate

· the key skill and level

· the part of the unit being claimed

· how all aspects of the criteria were met

This document must be signed and dated by the assessor. Edexcel has produced a range of forms such as this for centres to use as part of the assessment process.

Each activity in the portfolio will be accompanied by an assignment or activity brief that explains what the candidate was asked to do and establishes the relevance of the activity to the candidate.

Internal moderation of key skills

Key skills’ assessment must be accurate, consistent and conform to national standards across all the programmes in a centre. It is therefore vital that a robust system of internal moderation / standardisation exists. In large centres, where more than one internal moderator is likely to be appointed, there must be a system for co-ordinating the activities and the decisions of all internal moderators.

In order to moderate assessment decisions for key skills effectively, internal moderators must:

· be fully familiar with the unit requirements, their interpretation and the standard of work expected

· co-ordinate and participate in the delivery of the relevant skills at the appropriate level 

· co-ordinate and participate in the assessment of key skills

· provide adequate and accurate feedback to assessors

· ensure that candidates are given relevant opportunities to access the key skills standards through appropriately designed activities and activity briefs

The structure of the record and tracking documents, correctly used, should facilitate the internal and external moderation process.

Record

Sheets

Communication record sheets


Communication Level 1 record sheets

	Candidate name:
	
	Course:
	

	Assessor name:
	
	
	


	Generic evidence
	
	Page No

	Use at least one image, either to obtain information, or in your discussion, or in one of the documents you write to help the audience/reader understand the points you are making


	


	C 

1.1
	Take part in either a one-to-one OR a group discussion
	Portfolio page reference
	

	
	Title of discussion


	Attached:

Source list

Notes

Peer evaluation

Observation notes
	

	C

1.1.1
	Provide information that is relevant to the subject and purpose of the discussion


	Comments



	C

1.1.2
	Communicate clearly in a way that suits the situation and respond appropriately to others


	


I confirm that the details above are correct, and that the evidence in the portfolio is the candidate's own work. The candidate has met all the requirements for portfolio evidence.
	Assessor
	Date
	Student
	Date

	
	
	
	


Communication Level 1 record sheets

	Candidate name:
	
	Course:
	

	Assessor name:
	
	
	


	Generic evidence
	
	Page No

	Use at least one image, either to obtain information, or in your discussion, or in one of the documents you write to help the audience/reader understand the points you are making


	


	C 

1.2
	Read and obtain information from at least one document.
	Portfolio page reference
	

	
	Source document(s ) (titles, authors etc)
	

	C

1.2.1
	Read relevant material


	Comments



	C

1.2.2
	Identify accurately the main points and ideas 


	

	C

1.2.3
	Use the  information to suit your purpose


	


	C 1.3
	Write two different types of documents.
	Portfolio page references


	Doc 1

	
	
	
	Doc 2

	C

1.3.1
	Present relevant information in a format that suits your purpose


	Comments

	C

1.3.2
	Spell, punctuate and use grammar accurately


	

	C

1.3.3
	Make your meaning clear


	


I confirm that the details above are correct, and that the evidence in the portfolio is the candidate's own work. The candidate has met all the requirements for portfolio evidence.
	Assessor
	Date
	Student
	Date

	
	
	
	


Communication Level 2 record sheets

	Candidate name:
	
	Course:
	

	Assessor name:
	
	
	


	Generic evidence
	
	Page No

	Use at least one image, either to obtain information, or to convey information, in your discussion, your talk  or one of the documents you write to help the audience/reader understand the points you are making
	


	C 

2.2
	Read and summarise information from at least two documents about the same subject. Each must be at least 500 words long.
	Portfolio page reference


	Doc 1

	
	
	
	Doc 2

	
	Source documents (titles, authors etc)


	

	C

2.2.1
	Select and read relevant documents


	Comments



	C

2.2.2
	Identify accurately the main points, ideas and lines of reasoning


	

	C

2.2.3
	Summarise the information to suit your purpose


	


	C 

2.3
	Write two different types of document, each one giving different information One document must be at least 500 words long.
	Portfolio page references
	

	C

2.3.1
	Present relevant information in a format that suits your purpose


	Comments

	C

2.3.2
	Use a structure and style of writing to suit your purpose


	

	C

2.3.3
	Spell, punctuate and use grammar accurately


	

	C

2.3.4
	Make your meaning clear


	


I confirm that the details above are correct, and that the evidence in the portfolio is the candidate's own work. The candidate has met all the requirements for portfolio evidence.
	Assessor
	Date
	Student
	Date

	
	
	
	


Communication Level 2 record sheets

	Candidate name:


	
	Course:
	

	Assessor name:


	
	
	


	Generic evidence
	
	Page No

	Use at least one image, either to obtain information, or to convey information, in your discussion, your talk  or one of the documents you write to help the audience/reader understand the points you are making
	


	C 

2.1a
	Take part in a group discussion
	Portfolio page reference
	

	
	Title of discussion


	Attached:

Source list

Notes

Peer evaluation

Observation notes
	

	C

2.1.1
	Make clear and relevant contributions in a way that suits your purpose and situation


	Comments



	C

2.1.2
	Respond appropriately to others


	

	C

2.1.3
	Help to move the discussion forward


	


	C 

2.1b
	Give a talk of at least 4 minutes 
	Portfolio page reference
	

	
	Title of talk


	Attached:

Source list

Notes

OHTs

Slide printouts

Observation notes
	

	C

2.1.1b
	Speak clearly in a way that suits your subject, purpose and situation


	Comments

	C

2.1.2b
	Keep to the subject and structure your talk to help listeners follow what you are saying 
	

	C

2.1.3b
	Use appropriate ways to support your main points


	


I confirm that the details above are correct, and that the evidence in the portfolio is the candidate's own work. The candidate has met all the requirements for portfolio evidence.

	Assessor
	Date
	Student
	Date

	
	
	
	


Communication Level 3 record sheets

	Candidate name:
	
	Course:
	

	Assessor name:
	
	
	


	Generic evidence
	
	Page No

	Use at least one image, either to obtain information, or to convey information in one of the documents you write


	


	C 

3.2
	Read and synthesise information from at least two documents about the same subject. Each document must be at least 1000 words long.
	Portfolio page references


	

	
	Source documents (titles, authors etc)


	

	C

3.2.1
	Select and read relevant documents


	Comments



	C

3.2.2
	Identify accurately, and compare, the main points, ideas and lines of reasoning


	

	C

3.2.3
	Present your own interpretation of the subject in a way that is coherent and brings together information from different documents to suit your purpose
	


	C 

3.3
	Write two different types of documents; one must be at least 1000 words long. Each must give different information about complex subjects. 
	Portfolio page references
	Doc 1

	
	
	
	Doc 2

	C

3.3.1
	Select and use a format and style of writing appropriate to your purpose and complexity of the subject matter
	Comments

	C

3.3.2
	Organise material coherently to suit the length, complexity and purpose of your document
	

	C

3.3.3
	Spell, punctuate and use grammar accurately


	

	C

3.3.4
	Make your meaning clear


	


I confirm that the details above are correct, and that the evidence in the portfolio is the candidate's own work. The candidate has met all the requirements for portfolio evidence.
	Assessor
	Date
	Student
	Date

	
	
	
	


Communication Level 3 record sheets

	Candidate name:
	
	Course:
	

	Assessor name:
	
	
	


	Generic evidence
	
	Page No

	See 3.1b
	


	C 

3.1a
	Take part in a group discussion


	Portfolio page reference
	

	
	Title of discussion


	Attached:

Source list

Notes

Peer evaluation

Observation notes
	

	C

3.1.1
	Make clear and relevant contributions in a way that suits your purpose and situation


	Comments



	C

3.1.2
	Respond sensitively to others, and develop points and ideas


	

	C 

3.1.3
	Encourage others to contribute


	


	C 

3.1b
	Make a formal presentation of at least 8 minutes using an image or other support material
	Portfolio page reference
	

	
	Title of presentation


	Attached:

Source list

Notes

OHTs

Slide printouts

Observation notes
	

	C

3.1.1b
	Speak clearly, adapting your style of presentation to suit your purpose, subject, audience and situation
	Comments

	C

3.1.2b
	Structure what you say to progress logically through each stage of your presentation


	

	C

3.1.3b
	Use an image or other material to support or enhance what you are saying


	


I confirm that the details above are correct, and that the evidence in the portfolio is the candidate's own work. The candidate has met all the requirements for portfolio evidence.
	Assessor
	Date
	Student
	Date

	
	
	
	


Communication Level 4 record sheets

	Candidate name:
	
	Course:
	

	Assessor name:
	
	
	


	Generic evidence
	
	Page No

	Across your portfolio you must:
	Provide evidence of meeting the requirements for C4.1, C4.2 and C4.3 as part of one activity
	


	C 

4.1
	Portfolio page reference
	Develop a strategy for using communication skills over an extended period of time

	C

4.1.1
	
	Clearly identify the outcomes you hope to achieve


	Comments



	C

4.1.2
	
	Plan your use of communication skills, and make a reasoned selection of methods for achieving the quality of outcomes required 


	

	C

4.1.3
	
	Identify relevant sources and research the information 


	


	C 

4.2
	Portfolio page reference
	Monitor progress and adapt your strategy as necessary to achieve the quality of outcomes required in work involving at least: 

One group discussion about a complex subject

One document of 1000 words or more about a complex subject

	C

4.2.1
	
	Evaluate and synthesise information from different sources


	Comments



	C

4.2.2
	
	Communicate relevant information with accuracy, effectively using a form, structure and style that suits your purpose, and respond perceptively to contributions from others
	

	C

4.2.3
	
	Monitor and critically reflect on your use of communication skills, adapting your strategy as necessary to produce the quality of outcomes required
	


I confirm that the details above are correct, and that the evidence in the portfolio is the candidate's own work. The candidate has met all the requirements for portfolio evidence.
	Assessor
	Date
	Candidate
	Date

	
	
	
	


Communication Level 4 record sheets

	Candidate name:
	
	Course:
	

	Assessor name:
	
	
	


	C 

4.3
	Portfolio page reference
	Evaluate your overall strategy and present the outcomes from your work using at least one formal, oral presentation. Include a variety of verbal, visual and other techniques to illustrate your points 

	C

43.1
	
	Organise and clearly present 

relevant information illustrating what you say in ways that suit your purpose, subject and audience
	Comments



	C.

4.3.2
	
	Vary use of vocabulary and grammatical expression to convey particular effects, enable fine distinctions to be made, achieve emphasis and engage the 

audience
	

	C

4.3.3
	
	Assess the effectiveness of your strategy, including factors that had an impact on the outcomes, and identify ways of further developing your IT skills


	


I confirm that the details above are correct, and that the evidence in the portfolio is the candidate's own work. The candidate has met all the requirements for portfolio evidence.
	Assessor
	Date
	Candidate
	Date

	
	
	
	


Application of Number record sheets


Application of Number Level 1 record sheets

	Candidate name:
	
	Course:
	

	Assessor name:
	
	
	


	Generic evidence
	
	Page No

	None at level 1
	


	N

1.1
	Interpret information from two different sources. At least one source must include a table, chart, graph or diagram
	Portfolio page reference
	1
	T C G D



	
	
	
	2
	T C G D

	N

1.1.1
	Obtain the information you need to meet the purpose of your task


	Comments



	N

1.1.2
	Identify suitable calculations to get the results you need
	


	N

1.2
	Carry out and check calculations to do with:

amounts and sizes

scales and proportions

handling statistics
	Portfolio page reference
	a

	
	
	
	b

	
	
	
	c

	N

1.2.1
	Carry out calculations to the levels of accuracy you have been given


	Comments



	N

1.2.2
	Check your results make sense 


	


	N

1.3
	Interpret the results of your calculations and present your findings in two different ways using charts and diagrams
	Portfolio page reference
	

	N

1.3.1
	Choose suitable ways to present your findings 


	Comments



	N

1.3.2
	Use more than one way of presenting your findings 


	

	N

1.3.3
	Present your findings clearly using a chart or diagram 


	

	N

1.3.4
	Describe what your results tell you 


	


I confirm that the details above are correct, and that the evidence in the portfolio is the candidate's own work. The candidate has met all the requirements for portfolio evidence.
	Assessor
	Date
	Student
	Date

	
	
	
	


Application of Number Level 2 record sheets

	Candidate name:
	
	Course:
	

	Assessor name:
	
	
	


	Generic evidence
	Carry out at least one activity that includes tasks for all three of N2.1, N2.2 (a, b ,c or d) and N2.3.
	Page No

	Use two different sources which include material containing a chart or a graph (2.1)

Do calculations for a, b, c and d (N2.2)

Present findings in two different ways using charts, graphs or diagrams (N2.3)
	


	N

2.1
	Interpret information from a suitable source
	Portfolio page reference
	1
	C    G

	
	
	
	2
	C    G

	N

2.1.1
	Choose how to get the information you need to meet the purpose of your activity


	Comments



	N

2.1.2
	Obtain the relevant information


	

	N

2.1.3
	Choose appropriate methods to get the results you need 
	


	N

2.2
	Use your information to carry out calculations to do with:

· amounts and sizes

· scales and proportions

· handling statistics

· using formulae
	Portfolio page reference
	a

	
	
	
	b

	
	
	
	c

	
	
	
	d

	N

2.2.1
	Carry out calculations, clearly showing your methods and levels of accuracy


	Comments



	N

2.2.2
	Check methods to identify and correct any errors, and make sure your results make sense
	


	N

2.3
	Interpret the results of your calculations and present your findings 
	Portfolio page  reference
	

	N

2.3.1
	Select effective ways to present your findings 


	Comments



	N

2.3.2
	Present your findings clearly using a chart, graph or diagram and describe your methods


	

	N

2.3.3
	Use more than one way of presenting your findings


	

	N

2.3.4
	Describe what your results tell you and how they meet your purpose


	


I confirm that the details above are correct, and that the evidence in the portfolio is the candidate's own work. The candidate has met all the requirements for portfolio evidence.

	Assessor
	Date
	Student
	Date

	
	
	
	


Application of Number Level 3 record sheets

	Candidate name:
	
	Course:
	

	Assessor name:
	
	
	


	Generic evidence
	Plan and carry out one or more activities that each include tasks for all three of N3.1, N3.2 (a, b ,c or d) and N3.3.
	Page No

	Use two different types of sources, including a large data set (50 items+) (N3.1)

Carry out calculations to do with a, b, c and d (N3.2)

Present findings in two different ways using charts, graphs or diagrams (N3.3)
	


	N

3.1
	Plan an activity and get relevant information from relevant sources
	Portfolio page reference
	1
	Data set



	
	
	
	2
	Data set

	N

3.1.1
	Plan how to get and use the information needed to meet the purpose of your activity


	Comments



	N

3.1.2
	Obtain the relevant information


	

	N

3.1.3
	Choose appropriate methods to get the results you need and justify your choice


	


	N

3.2
	Use this information to carry out multi – stage calculations to do with:

· amounts and sizes

· scales and proportions

· handling statistics

· using formulae
	Portfolio page reference
	a

	
	
	
	b

	
	
	
	c

	
	
	
	d

	N

3.2.1
	Carry out calculations to appropriate levels of accuracy clearly showing your methods


	Comments



	N

3.2.2
	Check methods and results to help ensure that errors are found and corrected
	


	N

3.3
	Interpret the results of your calculations, present your findings and justify your methods.
	Portfolio page reference
	

	N

3.3.1
	Select appropriate methods of presentation and justify your choice.


	Comments



	N

3.3.2
	Present your findings effectively.


	

	N

3.3.3
	Describe what your results tell you and whether they meet your purpose.


	


I confirm that the details above are correct, and that the evidence in the portfolio is the candidate's own work. The candidate has met all the requirements for portfolio evidence.

	Assessor
	Date
	Student
	Date

	
	
	
	


Application of number Level 4 record sheets



	Candidatename:
	
	Course:
	

	Assessor name:
	
	
	


	Generic evidence
	
	Page No

	Across your portfolio you must:
	Provide at least one example of meeting the standard for N4.1, N4.2 and N4.3 (your example must show you can formulate and test hypotheses and draw conclusions).
	


	N

4.1
	Portfolio page reference
	Develop a strategy for using application of number skills over an extended period of time

	N

4.1.1
	
	Establish opportunities for using application of number skills and clearly identify the outcomes you hope to achieve
	Comments



	N

4.1.2
	
	Identify relevant sources and research the information needed for planning purposes


	

	N

4.1.3
	
	Plan your use of application of number skills and make a reasoned selection of methods for achieving the quality of outcomes required
	


	N

4.2
	Portfolio page reference
	Monitor progress and adapt your strategy as necessary to achieve the quality of outcomes required in work involving :

· Deductive and inferential reasoning

· Algebraic modelling

	N

4.2.1
	
	Evaluate information from different sources, developing  alternative lines of enquiry where appropriate


	Comments



	N

4.2.2
	
	Carry out calculations to appropriate levels of accuracy drawing on a range of techniques to suit your purpose
	

	N

4.2.3
	
	Monitor and critically reflect on your use of application of number skills, adapting your strategy as necessary to produce the quality of outcomes required
	


I confirm that the details above are correct, and that the evidence in the portfolio is the candidate's own work. The candidate has met all the requirements for portfolio evidence.
	Assessor
	Date
	Candidate
	Date

	
	
	
	


Application of number Level 4 record sheets

	Candidate name:
	
	Course:
	

	Assessor name:
	
	
	


	N

4.3
	Portfolio page reference
	Evaluate your overall strategy and present the outcomes from your work including use of charts, graphs and diagrams to illustrate complex data



	N

4.3.1
	
	Interpret results and identify the main findings from your work, including evidence to support your conclusions


	Comments



	N

4.3.2
	
	Present information effectively selecting appropriate methods

to clearly illustrate your findings and explain results in relation to your hypotheses


	

	N

4.3.3
	
	Assess the effectiveness of your strategy, including factors that had an impact on the outcomes, and identify ways of further developing your application of number skills


	


I confirm that the details above are correct, and that the evidence in the portfolio is the candidate's own work. The candidate has met all the requirements for portfolio evidence.
	Assessor
	Date
	Candidate
	Date

	
	
	
	


Information communication technology record sheets


Information communication technology Level 1
Activity 1 record sheets

	Candidate name:
	
	Course:
	

	Assessor name:
	
	
	


	Generic evidence
	Two activities covering ICT1.1, 1.2, 1.3
	Page No

	Across the Activities in your portfolio you must have at least:
	One IT based information source

One non - IT based information source 

One example each of text, image and number

Evidence of purposeful use of email
	


	ICT 

1.1
	Find and select information
	Portfolio page reference
	

	ICT

1.1.1
	Choose information that is relevant to your tasks
	Comments




	ICT 

1.2
	Enter and develop at least two different types of information to suit the task
	Portfolio page reference
	

	ICT

1.2.1
	Enter information using formats that help development


	Comments



	ICT

1.2.2
	Save information so it can be found easily


	


	ICT 

1.3
	Develop the presentation so that the final output is accurate and fit for purpose
	Portfolio page reference
	

	ICT

1.3.1
	Use appropriate layouts for presenting information in a consistent way


	Comments




I confirm that the details above are correct, and that the evidence in the portfolio is the candidate's own work. The candidate has met all the requirements for portfolio evidence.
	Assessor
	Date
	Student
	Date

	
	
	
	


Information communication technology Level 1
Activity 2 record sheets

	Candidate name:
	
	Course:
	

	Assessor name:
	
	
	


	Generic evidence
	Two activities covering ICT1.1, 1.2, 1.3
	Page No

	Across the Activities in your portfolio you must have at least:
	One IT based information source

One non - IT based information source 

One example each of text, image and number

Evidence of purposeful use of email
	


	ICT 1.1
	Find and select information
	Portfolio page reference
	

	ICT

1.1.1
	Choose information that is relevant to your tasks
	Comments




	ICT 1.2
	Enter and develop at least two different types of information to suit the task
	Portfolio page reference
	

	ICT

1.2.1
	Enter information using formats that help development


	Comments



	ICT

1.2.2
	Save information so it can be found easily


	


	ICT 1.3
	Develop the presentation so that the final output is accurate and fit for purpose
	Portfolio page reference
	

	ICT

1.3.1
	Use appropriate layouts for presenting information in a consistent way


	Comments




I confirm that the details above are correct, and that the evidence in the portfolio is the candidate's own work. The candidate has met all the requirements for portfolio evidence.
	Assessor
	Date
	Student
	Date

	
	
	
	


Information communication technology Level 2
Activity 1 record sheets

	Candidate name:
	
	Course:
	

	Assessor name:
	
	
	


	Generic evidence
	Two activities covering ICT2.1, 2.2, 2.3
	Page No

	Across the Activities in your portfolio you must have at least:
	One IT based information source

One non - IT based information source 

One example each of text, image and number

Evidence of purposeful use of email
	


	ICT 2.1
	Search for and select information to meet your needs. Use different sources for each activity and multiple criteria at least once 
	Portfolio page reference


	

	ICT

2.1.1
	Select information relevant to your tasks
	Comments




	ICT 2.2
	Enter and develop the information and derive new information 
	Portfolio page reference
	

	ICT

2.2.1
	Enter and combine information using formats that help development


	Comments



	ICT

2.2.2
	Develop information and derive information as appropriate


	


	ICT 2.3
	Present combined information such as text with image, text with number, image with number
	Portfolio page reference
	

	ICT

2.3.1
	Develop the presentation so that the final output is accurate and shows consistent use of formats


	Comments

	ICT

2.3.2
	Use layout appropriate to the types of information


	


I confirm that the details above are correct, and that the evidence in the portfolio is the candidate's own work. The candidate has met all the requirements for portfolio evidence.
	Assessor
	Date
	Student
	Date

	
	
	
	


Information communication technology Level 2
Activity 2 record sheets

	Candidate name:
	
	Course:
	

	Assessor name:
	
	
	


	Generic evidence
	Two activities covering ICT2.1, 2.2, 2.3
	Page No

	Across the Activities in your portfolio you must have at least:
	One IT based information source

One non - IT based information source 

One example each of text, image and number

Evidence of purposeful use of email
	


	ICT 2.1
	Search for and select information to meet your needs. Use different sources for each activity and multiple criteria at least once 
	Portfolio page reference


	

	ICT

2.1.1
	Select information relevant to your tasks
	Comments




	ICT 2.2
	Enter and develop the information and derive new information 
	Portfolio page reference
	

	ICT

2.2.1
	Enter and combine information using formats that help development


	Comments



	ICT

2.2.2
	Develop information and derive information as appropriate


	


	ICT 2.3
	Present combined information such as text with image, text with number, image with number
	Portfolio page reference
	

	ICT

2.3.1
	Develop the presentation so that the final output is accurate and shows consistent use of formats


	Comments



	ICT

2.3.2
	Use layout appropriate to the types of information


	


I confirm that the details above are correct, and that the evidence in the portfolio is the candidate's own work. The candidate has met all the requirements for portfolio evidence.

	Assessor
	Date
	Student
	Date

	
	
	
	


Information communication technology Level 3
Activity 1 record sheets

	Candidate name:
	
	Course:
	

	Assessor name:
	
	
	


	Generic evidence
	At least one activity must cover ICT3.1, 3.2, 3.3
	Page No

	Across the Activities in your portfolio you must have at least:
	One IT based information source

One non - IT based information source 

One example each of text, image and number

One example of combined information eg text and image, text and number, image and number

Evidence of sending and receiving email; one must have an attachment related to the task
	


	ICT 3.1
	Search for information using different sources and multiple criteria in at least one case
	Portfolio page reference
	

	ICT

3.1.1
	Plan how to obtain and use the information required for your tasks


	Comments



	ICT

3.1.2
	Make selections based on judgements of relevance and quality


	


	ICT 3.2
	Enter and develop the information and derive new information 
	Portfolio page reference
	

	ICT

3.2.1
	Enter and bring together information using formats that help development


	Comments



	ICT

3.2.2
	Use software features to improve the efficiency of your work


	

	ICT

3.2.3
	Annotate/document your work to show you have understood the processes followed taken account of the views of others
	


	ICT 3.3
	Present the information 
	Portfolio page reference
	

	ICT

3.3.1
	Develop the presentation so it is  accurate, clear and presented  consistently, taking account of the views of others 


	Comments



	ICT

3.3.2
	Present your final output appropriately using a format and style that suits your purpose and audience 


	


I confirm that the details above are correct, and that the evidence in the portfolio is the candidate's own work. The candidate has met all the requirements for portfolio evidence.

	Assessor
	Date
	Student
	Date

	
	
	
	


Information communication technology Level 3
Activity 2 record sheets

	Candidate name:
	
	Course:
	

	Assessor name:
	
	
	


	Generic evidence
	At least one activity must cover ICT3.1, 3.2, 3.3
	Page No

	Across the Activities in your portfolio you must have at least:
	One IT based information source

One non - IT based information source 

One example each of text, image and number

One example of combined information eg text and image, text and number, image and number

Evidence of sending and receiving email; one must have an attachment related to the task
	


	ICT 3.1
	Search for information using different sources and multiple criteria in at least one case
	Portfolio page reference
	

	ICT

3.1.1
	Plan how to obtain and use the information required for your tasks


	Comments



	ICT

3.1.2
	Make selections based on judgements of relevance and quality


	


	ICT 3.2
	Enter and develop the information and derive new information 
	Portfolio page reference
	

	ICT

3.2.1
	Enter and bring together information using formats that help development


	Comments



	ICT

3.2.2
	Use software features to improve the efficiency of your work


	

	ICT

3.2.3
	Annotate/document your work to show you have understood the processes followed and have taken account of the views of others
	


	ICT 3.3
	Present the information 
	Portfolio page reference
	

	ICT

3.3.1
	Develop the presentation so it is  accurate, clear and presented  consistently, taking account of the views of others 


	Comments



	ICT

3.3.2
	Present your final output appropriately using a format and style that suits your purpose and audience 
	


I confirm that the details above are correct, and that the evidence in the portfolio is the candidate's own work. The candidate has met all the requirements for portfolio evidence.
	Assessor
	Date
	Student
	Date

	
	
	
	


Information communication technology Level 4 record sheets



	Candidate name:
	
	Course:
	

	Assessor name:
	
	
	


	Generic evidence
	
	Page No

	Across your portfolio you must:
	Provide at least one extended example of meeting the standard for ICT4.1, ICT4.2 and ICT4.3 (your example must show you can use ICT to handle text, images and numbers).
	


	ICT 4.1
	Portfolio page reference
	Develop a strategy for using IT skills over an extended period of time

	4.1.1
	
	Establish opportunities for using ICT skills and clearly identify the outcomes you hope to achieve


	Comments



	4.1.2
	
	Identify relevant sources and research the information needed for planning purposes


	

	4.1.3
	
	Plan your use of ICT skills, making a reasoned selection of methods for achieving the quality of outcomes required


	


	ICT 4.2
	Portfolio page reference
	Monitor progress and adapt your strategy as necessary to achieve the quality of outcomes required in work involving the use of ICT for two different, complex purposes

	ICT

4.2.1
	
	Prepare and use ICT to aid efficient searching, evaluation and selection of information, exploring alternative lines of enquiry where appropriate


	Comments



	ICT

4.2.2
	
	Develop and exchange information and derive new information to meet your purpose


	

	ICT

4.2.3
	
	Monitor and critically reflect on your use of ICT skills, adapting your strategy as necessary to produce the quality of outcomes required


	


I confirm that the details above are correct, and that the evidence in the portfolio is the candidate's own work. The candidate has met all the requirements for portfolio evidence.

	Assessor
	Date
	Candidate
	Date

	
	
	
	


Information communication technology Level 4 record sheets


	Candidate name:
	
	Course:
	

	Assessor name:
	
	
	


	ICT 4.3
	Portfolio page reference
	Evaluate your overall strategy and present the outcomes from your work using at least one presentation showing integration of text, images and number

	ICT

4.3.1
	
	Develop the structure for presenting your work, integrating different types of information and using the views of others, where appropriate, to guide refinement


	Comments



	ICT

4.3.2
	
	Present information effectively using a format and style to suit your purpose, subject and audience, and ensure it is accurate and makes sense


	

	ICT

4.3.3
	
	Assess the effectiveness of your strategy, including factors that had an impact on the outcomes, and identify ways of further developing your ICT skills


	


I confirm that the details above are correct, and that the evidence in the portfolio is the candidate's own work. The candidate has met all the requirements for portfolio evidence.
	Assessor
	Date
	Candidate
	Date

	
	
	
	


Improving own learning and performance record sheets


Improving own learning and performance Level 1 record sheets

	Candidate name:
	
	Course:
	

	Assessor name:
	
	
	


	Generic evidence
	
	Page No

	Provide at least two examples of meeting the standard for LP1.1, LP1.2 and LP1.3  (each example should cover at least two targets)

Overall show you can use at least two different ways of learning to improve your performance
	1.

2.

1.

2.


	LP 1.1
	Confirm your targets and plan how to meet these with the person setting them 
	Portfolio page reference
	

	LP

1.1.1
	Make sure targets clearly show what you want to achieve


	Comments



	LP

1.1.2
	Identify clear action points and deadlines for each target


	

	LP

1.1.3
	Identify how to get the support that you need and the arrangements for reviewing your progress
	


	LP 1.2
	Follow your plan to help meet targets and improve your performance
	Portfolio page reference
	

	LP

1.2.1
	Work through your action points to complete these on time


	Comments



	LP

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


	

	LP

1.2.3
	Use support given by others to help you meet targets


	


	LP 1.3
	Review your progress and achievements in meeting targets, with an appropriate person
	Portfolio page reference
	

	LP

1.3.1
	Say what you learned and how you learned, including what went well and what has gone less well 
	Comments

	LP

1.3.2
	Identify targets you have met and your achievements


	

	LP

1.3.3
	Check what you need to do to improve your performance


	


I confirm that the details above are correct, and that the evidence in the portfolio is the candidate's own work. The candidate has met all the requirements for portfolio evidence.
	Assessor
	Date
	Student
	Date

	
	
	
	


Improving own learning and performance Level 2 record sheets

	Candidate name:
	
	Course:
	

	Assessor name:
	
	
	


	Generic evidence
	
	Page No

	Provide at least two examples of meeting the standard for LP2.1, LP2.2 and LP2.3  (each example should cover at least two targets)

Overall show you can use at least two different ways of learning to improve your performance
	1.

	
	2.

	
	1.

	
	2.


	LP 2.1
	Help set targets with an appropriate person and plan how these will be met
	Portfolio page reference
	

	LP

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


	Comments



	LP

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


	

	LP

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


	


	LP 2.2
	Take responsibility for some decisions about your learning, using your plan to help meet targets and improve your performance
	Portfolio page reference
	

	LP

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


	Comments



	LP

2.2.2
	Choose ways of learning to improve your performance, working for short periods without close supervision
	

	LP

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


	


	LP 2.3
	Review progress with an appropriate person and provide evidence of your achievements
	Portfolio page reference
	

	LP

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


	Comments

	LP

2.3.2
	Identify targets you have met and evidence of your achievements


	

	LP

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


	


I confirm that the details above are correct, and that the evidence in the portfolio is the candidate's own work. The candidate has met all the requirements for portfolio evidence.
	Assessor
	Date
	Student
	Date

	
	
	
	


Improving own learning and performance Level 3 record sheets

	Candidate name:
	
	Course:
	

	Assessor name:
	
	
	


	Generic evidence
	
	Page No

	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
	1.

	
	2.


	LP 3.1
	Set targets using information from appropriate people and plan how these will be met
	Portfolio page reference
	

	LP

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


	Comments



	LP

3.1.2
	Use this information to set realistic targets and identify clear action points 


	

	LP

3.1.3
	Plan how you will manage your time, use support, review progress and overcome possible difficulties


	


	LP 3.2
	Take responsibility for your learning, using your plan to help meet targets and improve your performance
	Portfolio page reference
	

	LP

3.2.1
	Manage your time effectively to meet deadlines, revising your plan as necessary


	Comments



	LP

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

	LP

3.2.3
	Reflect on your progress, seeking feedback and relevant support to help you meet your targets


	


	LP

3.3
	Review progress and establish evidence of your achievements
	Portfolio page reference
	

	LP

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
	Comments

	LP

3.3.2
	Identify targets you have met and gather evidence of your achievements


	

	LP

3.3.3
	Consult appropriate people to agree ways to further improve your performance


	


I confirm that the details above are correct, and that the evidence in the portfolio is the candidate's own work. The candidate has met all the requirements for portfolio evidence.
	Assessor
	Date
	Student
	Date

	
	
	
	


Improving own learning and performance Level 4 record sheets

	Candidate name:
	
	Course:
	

	Assessor name:
	
	
	


	Generic evidence
	
	Page No

	Across your portfolio you must:
	Provide at least one example of meeting the standard for LP4.1, LP4.2 and LP4.3 (the example should include at least three targets). Overall, show you can use at least two different ways of learning to improve your performance
	


	 LP

4.1
	Portfolio page reference
	Develop a strategy for improving your own learning and performance

 

	LP

4.1.1
	
	Review your current capabilities and clearly identify what you hope to achieve in the future


	Comments



	LP

4.1.2
	
	Research information on relevant learning opportunities and ways to improve your performance, to inform planning 


	

	LP

4.1.3
	
	Set SMART targets and plan how these will be met, prioritising tasks and making a reasoned choice of methods and resources
	


	 LP 4.2
	Portfolio page reference
	Monitor progress and adapt your strategy to improve your performance

 

	LP

4.2.1
	
	Manage your time effectively and take responsibility for using different ways of learning to meet new demands


	Comments



	LP

4.2.2
	
	Seek and actively use feedback and support from a variety of sources to help meet your targets


	

	LP

4.2.3
	
	Reflect critically on your learning and adapt your strategy as necessary to improve your performance
	


I confirm that the details above are correct, and that the evidence in the portfolio is the candidate's own work. The candidate has met all the requirements for portfolio evidence.
	Assessor
	Date
	Candidate
	Date

	
	
	
	


Improving own learning and performance Level 4 record sheets

	Candidate name:
	
	Course:
	

	Assessor name:
	
	
	


	LP4.3
	Portfolio page reference
	Evaluate your strategy and present the outcomes of your learning

 

	LP

4.3.1
	
	Review the different ways you have learned and the extent to which you met your targets


	Comments



	LP

4.3.2
	
	Bring together and clearly illustrate what you have learned, organising evidence to support your purpose


	

	LP

4.3.3
	
	Assess the effectiveness of your strategy, including factors that affected the outcomes, and identify ways of further improving your own learning and performance


	


I confirm that the details above are correct, and that the evidence in the portfolio is the candidate's own work. The candidate has met all the requirements for portfolio evidence.
	Assessor
	Date
	Candidate
	Date

	
	
	
	


Working with others record sheets


Working with others Level 1 record sheets

	Candidate name:
	
	Course:
	

	Assessor name:
	
	
	


	Generic evidence
	
	Page No

	Provide at least two examples of meeting the standard for WO1.1, WO1.2 and WO1.3. 

(1) One example must show you can work in a one-to-one situation 

(2) One example must show you can work in a group or team situation
	1

	
	2


	WO 1.1
	Confirm you understand the given objectives, and plan for working together
	Portfolio page reference
	

	WO

1.1.1
	Check that you clearly understand what you have to achieve together


	Comments



	WO

1.1.2
	Identify what needs to be done and your individual responsibilities


	

	WO

1.1.3
	Make sure you understand the arrangements for working together


	


	WO 1.2
	Work with others towards achieving given objectives
	Portfolio page reference
	

	WO

1.2.1
	Carry out tasks to meet your responsibilities


	Comments



	WO

1.2.2
	Work safely, following the working methods you have been given


	

	WO

1.2.3
	Check progress, asking for help and offering support to others, when appropriate


	


	WO 1.3
	Identify ways you helped to achieve things and how to improve your work with others
	Portfolio page reference
	

	WO

1.3.1
	Identify what went well and less well in working with others


	Comments

	WO

1.3.2
	Identify how you helped to achieve things together


	

	WO

1.3.3
	Suggest ways of improving your work with others for next time


	


I confirm that the details above are correct, and that the evidence in the portfolio is the candidate's own work. The candidate has met all the requirements for portfolio evidence.
	Assessor
	Date
	Student
	Date

	
	
	
	


Working with others Level 2 record sheets

	Candidate name:
	
	Course:
	

	Assessor name:
	
	
	


	Generic evidence
	
	Page No
	

	Provide at least two examples of meeting the standard for WO2.1, WO2.2 and WO2.3. 

 (1) One example must show you can work in a group (G) or team (T) situation.
	1


	G   T

	
	2
	G    T


	WO 2.1
	Plan work with others
	Portfolio page reference
	

	WO

2.1.1
	Identify what you need to achieve together


	Comments



	WO

2.1.2
	Share relevant information to identify what needs to be done and individual responsibilities


	

	WO

2.1.3
	Confirm the arrangements for working together


	


	WO 2.2
	Work co-operatively towards achieving the identified objectives
	Portfolio page reference
	

	WO

2.2.1
	Organise and carry out tasks safely using appropriate methods, to meet your responsibilities
	Comments



	WO

2.2.2
	Support co-operative ways of working to help achieve the objectives for working together


	

	WO

2.2.3
	Check progress, seeking advice from an appropriate person when needed


	


	WO 2.3
	Review your contributions and agree ways to improve work with others
	Portfolio page reference
	

	WO

2.3.1
	Share relevant information on what went well and less well in working with others


	Comments

	WO

2.3.2
	Identify your role in helping to achieve things together


	

	WO

2.3.3
	Agree ways of improving your work with others 


	


I confirm that the details above are correct, and that the evidence in the portfolio is the candidate's own work. The candidate has met all the requirements for portfolio evidence.
	Assessor
	Date
	Student
	Date

	
	
	
	


Working with others Level 3 record sheets

	Candidate name:
	
	Course:
	

	Assessor name:
	
	
	


	Generic evidence
	
	Page No

	Provide at least one example of meeting the standard for WO3.1, WO3.2 and WO3.3 including work in a group or team situation.

You must check your progress on two occasions (for WO3.2)
	


	WO 3.1
	Plan work with others
	Portfolio page reference
	

	WO

3.1.1
	Agree realistic objectives for working together and what needs to be done to achieve them


	Comments



	WO

3.1.2
	Share relevant information to help agree roles and responsibilities


	

	WO

3.1.3
	Agree suitable working arrangements with those involved


	


	WO 3.2
	Seek to develop co-operation and check progress towards your agreed objectives
	Portfolio page reference
	

	WO

3.2.1
	Organise and carry out tasks efficiently to meet your responsibilities


	Comments



	WO

3.2.2
	Seek effective ways to develop co-operation including ways to resolve any conflict


	

	WO

3.2.3
	Share accurate information on progress, agreeing changes where necessary to achieve objectives


	


	WO 3.3
	Review work with others and agree ways of improving collaborative work in the future 
	Portfolio page reference
	

	WO

3.3.1
	Agree the extent to which work with others has been successful and the objectives have been met


	Comments

	WO

3.3.2
	Identify factors, including your  role, in influencing the outcome


	

	WO

3.3.3
	Agree ways of improving your work with others in the future, including interpersonal skills
	


I confirm that the details above are correct, and that the evidence in the portfolio is the candidate's own work. The candidate has met all the requirements for portfolio evidence.

	Assessor
	Date
	Student
	Date

	
	
	
	


Working with others Level 4 record sheets



	Candidate name:
	
	Course:
	

	Assessor name:
	
	
	


	Generic evidence
	
	Page No

	Across your portfolio you must:
	Provide at least one example of meeting the standard for WO4.1, WO4.2 and WO4.3 to include work in a group or team situation. 

You must exchange constructive feedback on progress on two occasions (for WO4.2 ).
	1

	
	
	2


	WO 4.1
	Portfolio page reference
	Develop a strategy for working with others

 

	WO

4.1.1
	
	Establish opportunities for using working with others and clearly identify what you hope to achieve


	Comments



	WO

4.1.2
	
	Research information to inform planning and how you will work with others


	

	WO

4.1.3
	
	Plan work with others, negotiating responsibilities and working arrangements for achieving agreed objectives


	


	WO 4.2
	Portfolio page reference
	Monitor progress and adapt your strategy to achieve agreed objectives

 

	WO

4.2.1
	
	Take a leading role in helping you and others to develop effective co-operation and efficiently meet your responsibilities


	Comments



	WO

4.2.2
	
	Exchange constructive feedback on progress and agree ways to resolve any conflict


	

	WO

4.2.3
	
	Reflect critically on your work with others and adapt your strategy as necessary to achieve agreed objectives


	


I confirm that the details above are correct, and that the evidence in the portfolio is the candidate's own work. The candidate has met all the requirements for portfolio evidence.
	Assessor
	Date
	Candidate
	Date

	
	
	
	


Working with others Level 4 record sheets



	Candidate name:
	
	Course:
	

	Assessor name:
	
	
	


	WO 4.3
	Portfolio page reference
	Evaluate your strategy and present the outcomes from your work with others

 

	WO

4.3.1
	
	Bring together and clearly present the outcomes of your work with others


	Comments



	WO

4.3.2
	
	Agree the extent to which work with others has been successful and objectives have been met


	

	WO

4.3.3
	
	Assess the effectiveness of your strategy, including factors that that affected the outcomes, and identify ways of further improving your skills in working with others


	


I confirm that the details above are correct, and that the evidence in the portfolio is the candidate's own work. The candidate has met all the requirements for portfolio evidence.

	Assessor
	Date
	Candidate
	Date

	
	
	
	


Problem Solving record sheets


Problem Solving Level 1 record sheets

	Candidate name:
	
	Course:
	

	Assessor name:
	
	
	


	Generic evidence
	
	Page No

	Provide at least two examples of meeting the standard for PS1.1, PS1.2 and PS1.3. 

Each example should cover a different problem and identify at least two different ways of tackling it (for PS1.1)
	1.

	
	2.


	PS 1.1
	Confirm with an appropriate person that you understand the given problem and identify different ways of tackling it
	Portfolio page reference
	

	PS

1.1.1
	Check that you clearly understand the problem you have been given


	Comments



	PS

1.1.2
	Check how you will know it has been solved


	

	PS

1.1.3
	Come up with different ways of tackling the problem


	


	PS 1.2
	Confirm with an appropriate person what you will do and follow your plan for solving the problem
	Portfolio page reference
	

	PS

1.2.1
	Help decide how you will try to solve the problem


	Comments



	PS

1.2.2
	Plan what you need to do


	

	PS

1.2.3
	Follow your plan, working safely and using support given by others to help tackle the problem


	


	PS 1.3
	Check with an appropriate person if the problem has been solved and how to improve your problem solving skills
	Portfolio page reference
	

	PS

1.3.1
	Check if the problem has been solved using the methods you have been given


	Comments

	PS

1.3.2
	Identify clearly what went well and less well in tackling the problem


	

	PS

1.3.3
	Check what you need to do to improve your problem solving skills


	


I confirm that the details above are correct, and that the evidence in the portfolio is the candidate's own work. The candidate has met all the requirements for portfolio evidence.
	Assessor
	Date
	Student
	Date

	
	
	
	


Problem Solving Level 2 record sheets

	Candidate name:
	
	Course:
	

	Assessor name:
	
	
	


	Generic evidence
	
	Page No

	Provide at least two examples of meeting the standard for PS2.1, PS2.2 and PS2.3. 

Each example should cover a different problem and identify at least two different ways of tackling it (for PS2.1)
	1.

	
	2.


	PS 2.1
	Identify a problem, with help from an appropriate person, and identify different ways of tackling it 
	Portfolio page reference


	

	PS

2.1.1
	Provide information to help identify a problem, accurately describing its main features


	Comments



	PS

2.1.2
	Identify how you will know the problem has been solved 


	

	PS

2.1.3
	Come up with different ways of tackling the problem


	


	PS 2.2
	Plan and try out at least one way of solving the problem
	Portfolio page reference
	

	PS

2.2.1
	Confirm with an appropriate person how you will try to solve the problem


	Comments



	PS

2.2.2
	Plan what you need to do, identifying the methods and resources you will use


	

	PS

2.2.3
	Use your plan effectively, getting support and revising your plan when needed to help tackle the problem
	


	PS 2.3
	Check if the problem has been solved and identify ways to improve your problem solving skills
	Portfolio page reference
	

	PS

2.3.1
	Check if the problem has been solved by accurately using the methods you have been given
	Comments

	PS

2.3.2
	Describe clearly the results, including the strengths and weaknesses of how you tackled the problem
	

	PS

2.3.3
	Identify ways of improving your problem solving skills
	


I confirm that the details above are correct, and that the evidence in the portfolio is the candidate's own work. The candidate has met all the requirements for portfolio evidence.
	Assessor
	Date
	Student
	Date

	
	
	
	


Problem Solving Level 3 record sheets

	Candidate name:
	
	Course:
	

	Assessor name:
	
	
	


	Generic evidence
	
	Page No

	Provide at least one example of meeting the standard for PS3.1, PS3.2 and PS3.3. 

The example should include at least three different ways of tackling a problem (for PS3.1)
	


	PS 3.1
	Explore a problem and identify different ways of tackling it 
	Portfolio page reference
	

	PS

3.1.1
	Identify, analyse and accurately describe the problem and agree with others how you will know it has been solved
	Comments



	PS

3.1.2
	Select and use a variety of methods to come up with different ways of tackling the problem


	

	PS

3.1.3
	Compare the main features and risks of each approach, and justify the method you decide to use
	


	PS 3.2
	Plan and implement least one way of solving the problem
	Portfolio page reference
	

	PS

3.2.1
	Plan your chosen way of solving the problem and get the go-ahead from an appropriate person 
	Comments



	PS

3.2.2
	Put your plan into action, effectively using support and feedback from others to help tackle the problem
	

	PS

3.2.3
	Check regularly progress towards solving the problem, revising your approach when necessary 
	


	PS 3.3
	Check if the problem has been solved and review your approach to problem solving 
	Portfolio page reference
	

	PS

3.3.1
	Apply systematically methods agreed with an appropriate person, to check if the problem has been solved
	Comments

	PS

3.3.2
	Describe fully the results and draw conclusions on how successful you were in solving the problem
	

	PS

3.3.3
	Review your approach to problem solving, including whether other approaches might have proved more effective
	


I confirm that the details above are correct, and that the evidence in the portfolio is the candidate's own work. The candidate has met all the requirements for portfolio evidence.
	Assessor
	Date
	Student
	Date

	
	
	
	


Problem solving Level 4 record sheets

	Candidate name:
	
	Course:
	

	Assessor name:
	
	
	


	Generic evidence
	
	Page No

	Across your portfolio you must:
	Provide at least one example of meeting the standard for PS4.1, PS4.2 and PS4.3.  The example should show that you can explore at least two problems (for PS4.1) one of which must be followed through to conclusion
	


	 PS

4.1
	Portfolio page reference
	Develop a strategy for problem solving

 

	PS

4.1.1
	
	Identify opportunities for problem solving and clearly establish what you hope to achieve 


	Comments



	PS

4.1.2
	
	Explore problems to identify their critical features and devise different ways of tackling them


	

	PS

4.1.3
	
	Negotiate with appropriate people the approach to use and plan how you will implement this
	


	 PS

 4.2
	Portfolio page reference
	Monitor progress and adapt your strategy for solving the problem



	PS

4.2.1
	
	Manage effectively and efficiently the problem solving process using appropriate methods

 
	Comments



	PS

4.2.2
	
	Keep track of progress and systematically check results


	

	PS

4.2.3
	
	Reflect critically on your approach to tackling the problem and adapt your strategy as necessary to improve your problem solving skills
	


I confirm that the details above are correct, and that the evidence in the portfolio is the candidate's own work. The candidate has met all the requirements for portfolio evidence.
	Assessor
	Date
	Candidate
	Date

	
	
	
	


Problem solving Level 4 record sheets

	Candidate name:
	
	Course:
	

	Assessor name:
	
	
	


	PS

4.3
	Portfolio page reference
	Evaluate your strategy and present the outcomes of your problem solving skills

 

	PS

4.3.1
	
	Bring together and clearly present the results of your approach to problem solving, including evidence to support your conclusions


	Comments



	PS

4.3.2
	
	Agree with appropriate people the extent to which the problem has been solved


	

	PS

4.3.3
	
	Assess the effectiveness of your strategy, including factors that affected the outcomes, and identify ways of further improving your problem solving skills
	


I confirm that the details above are correct, and that the evidence in the portfolio is the candidate's own work. The candidate has met all the requirements for portfolio evidence.
	Assessor
	Date
	Candidate
	Date

	
	
	
	


Tracking

Sheets
Communication Level 1 tracking sheets

	Candidate name:


	
	Course:
	Portfolio complete and passed
	Y / N


	Activity Title
	
	Portfolio page reference
	


	Generic evidence
	
	Component ref. 
	Page No

	Use at least one image, either to obtain information, or in your discussion, or in one of the documents you write to help the audience / reader understand the points you are making 
	1.1

1.2

1.3
	


	C 

1.1
	Take part in either a one-to-one OR a group discussion 


	Portfolio page reference
	

	Suggested evidence – research notes, peer review comments, tutor observation comments, assessment record


	
	


	C 

1.2
	Read and obtain information from at least one document.
	Portfolio page reference
	

	Suggested evidence – identification of source(s)


	
	


	C 

1.3
	Write two different types of documents.


	Portfolio page reference

Document 1
	

	Suggested evidence – identification of any source(s), possible rough work, two documents
	Portfolio page reference

Document 2
	


	Portfolio
	
	Signature
	Date

	Assessed
	
	
	

	Internally Verified
	
	
	


Communication Level 2 tracking sheets

	Candidate name:


	
	Course:
	Portfolio complete and passed
	Y / N


	Activity Title
	
	Portfolio page reference
	


	Generic evidence
	
	Component ref. 
	Page No

	Use at least one image, either to obtain information, or to convey information in your discussion, your talk  or one of the documents you write to help the audience/reader understand the points you are making
	2.1

2.2

2.3
	


	C 

2.1a
	Take part in a group discussion
	Portfolio page reference
	

	Suggested evidence – research notes, peer review comments, observation comments, assessor record


	
	


	C 

2.1b


	Give a talk of at least 4 minutes 


	Portfolio 

page reference
	

	Suggested evidence – research notes, cue cards, OHTs, slide printouts, peer review comments, observation comments


	
	


	C 

2.2
	Read and summarise information from at least two documents about the same subject. Each must be at least 500 words long.
	Portfolio page reference
	

	Suggested evidence - list of source documents, one or two pages from sources with salient points highlighted


	
	


	C 

2.3
	Write two different types of document, each one giving different information One document must be at least 500 words long.
	Portfolio page reference

Document 1
	500 words Y/N

	Suggested evidence – identification of any source(s), possible rough work, two documents one of which is extended. Outcomes from 2.1 or 2.2 may be used if appropriate
	Portfolio page reference

Document 2
	


	Portfolio
	
	Signature
	Date

	Assessed
	
	
	

	Internally Verified
	
	
	


Communication Level 3 tracking sheets

	Candidate name:


	
	Course:
	Portfolio complete and passed
	Y / N


	Activity Title
	
	Portfolio page reference
	


	Generic evidence
	
	Component ref. 
	Page No

	Use at least one image, either to obtain information, or to convey information in one of the documents you write
	3.2

3.3 (1)

3.3 (2)
	


	C 

3.1a
	Take part in a group discussion
	Portfolio page reference
	

	Suggested evidence – research notes, peer review comments, observation comments, assessor records


	
	


	C 

3.1b


	Make a formal presentation of at least 8 minutes using an image or other support material
	Portfolio 

page reference
	

	Suggested evidence – research notes, cue cards, OHTs,  slide printouts, image, peer review comments, observation comments
	
	


	C 

3.2
	Read and synthesise information from at least two documents about the same subject. Each document must be a minimum of 1000 words long.
	Portfolio page reference


	

	Suggested evidence - list of source documents, one or two pages from sources with salient points highlighted


	
	


	C 

3.3
	Write two different types of documents, each one giving different information about complex subjects. One document must be at least 1000 words long.
	Portfolio page reference

Document 1
	1000 words Y/N

	Suggested evidence – identification of any source(s), possible rough work, two documents one of which is extended. Outcomes from 3.1 or 3.2 may be used if appropriate 


	Portfolio page reference

Document 2
	1000 words Y/N




	Portfolio
	
	Signature
	Date

	Assessed
	
	
	

	Internally Verified
	
	
	


Communication Level 4 tracking sheets

	Candidate name:


	
	Course:
	Portfolio complete and passed
	Y / N


	Activity Title
	
	Portfolio page reference
	


	Generic evidence
	
	Component ref. 
	Page No

	Provide evidence of meeting the requirements for C4.1, C4.2 and C4.3 as part of one activity 
	
	


	C 

4.1
	Develop a strategy for using communication skills over an extended period of time 


	Portfolio page reference
	


	C 

4.2
	Monitor progress and adapt your strategy as necessary to achieve the quality of outcomes required in work involving at least: 


	Portfolio page reference


	

	
	One group discussion about a complex subject
	
	

	
	One document of 1000 words or more about a complex subject
	
	


	C 

4.3
	Evaluate your overall strategy and present the outcomes from your work using at least one formal, oral presentation. Include a variety of verbal, visual and other techniques to illustrate your points 
	Portfolio page reference

Document 1
	


	Portfolio
	
	Signature
	Date

	Assessed
	
	
	

	Internally Verified
	
	
	


Application of number Level 1 tracking sheets

	Candidate name:


	
	Course:
	Portfolio complete and passed
	Y / N


	Activity Title(s)
	
	Portfolio page reference(s)
	


	Generic evidence
	
	Activity ref. 
	Page No

	None at Level 1


	
	


	N 

1.1
	Interpret information from two different  sources. At least one source must include a table (T), chart (C), graph (G) or diagram (D)


	Portfolio page reference

Activity 1


	T
	

	
	
	
	C
	

	
	
	
	G
	

	
	
	
	D
	

	
	
	Portfolio page reference

Activity 2

(if needed)
	T
	

	
	
	
	C
	

	
	
	
	G
	

	
	
	
	D
	


	N 

1.2
	Carry out and check calculations to do with:

amounts and sizes

scales and proportions

handling statistics
	Portfolio page reference Activity 1


	a

	
	
	
	b

	
	
	
	c

	
	
	Portfolio page reference

Activity 2

(if needed)
	a

	
	
	
	b

	
	
	
	c


	N 

1.3
	Interpret the results of your calculations and present your findings in two different ways using charts and diagrams 


	Portfolio page reference

Activity 1


	

	
	
	Portfolio page reference

Activity 2

(if needed)
	


	Two sources – at least one including a table, chart, graph or diagram. Marked and annotated work showing calculations at stated levels of accuracy and evidence of checking calculations.  Two presentations of findings e.g. scale diagrams, pie charts, bar charts etc.


	Portfolio
	
	Signature
	Date

	Assessed
	
	
	

	Internally Verified
	
	
	


Application of number Level 2 tracking sheets

	Candidate name:


	
	Course:
	Portfolio complete and passed
	Y / N


	Activity Title(s)
	
	Portfolio page reference(s)
	


	Generic evidence
	
	Activity ref. 
	Page No

	Use two different sources which include material containing a chart or a graph (2.1)


	1.

2.(if needed)
	

	Do calculations for a, b, c and d (N2.2)
	
	

	Present findings in two different ways using charts (C), graphs (G) or diagrams (D)(N2.3)
	C
G
D
	


	N 

2.1
	Interpret information from a suitable source 


	Portfolio page reference

Activity 1


	

	
	
	Portfolio page reference

Activity 2
	


	N

 2.2
	Use your information to carry out calculations to do with:

amounts and sizes

scales and proportions

handling statistics

using formulae
	Portfolio page reference Activity 1


	a

	
	
	
	b

	
	
	
	c

	
	
	
	d

	
	
	Portfolio page reference

Activity 2

(if needed)
	a

b

c

d


	N 

2.3
	Interpret the results of your calculations, present your findings and justify your methods.
	Portfolio page reference

Activity 1


	

	
	
	Portfolio page reference

Activity 2
	


	Two sources – including material containing a, chart or graph. Marked and annotated work showing methods of working and levels of accuracy in calculations, evidence of checking calculations and correcting errors.  At least two presentations of findings using a chart, graph or diagram.


	Portfolio
	
	Signature
	Date

	Assessed
	
	
	

	Internally Verified
	
	
	


Application of number Level 3 tracking sheets

	Candidate name:


	
	Course:
	Portfolio complete and passed
	Y / N


	Activity Title(s)
	
	Portfolio page reference(s)
	


	Generic evidence
	
	Activity ref. 
	Page No

	Use two different types of sources, 


	1.

2.(if needed)
	

	Source including a large data set (50 items+) (N3.1)
	
	

	Carry out calculations to do with a, b, c and d (N3.2)
	
	

	Present findings in two different ways using charts (C), graphs (G) or diagrams (D)(N3.3)
	C
G
D
	


	N 

3.1
	Plan an activity and get relevant information from relevant sources 


	Portfolio page reference

Activity 1


	

	
	
	Portfolio page reference

Activity 2
	


	N 

3.2
	Use this information to carry out multi – stage calculations to do with:

amounts and sizes

scales and proportions

handling statistics

using formulae
	Portfolio page reference Activity 1


	a

	
	
	
	b

	
	
	
	c

	
	
	
	d

	
	
	Portfolio page reference

Activity 2
	a

b

c

d


	N 

3.3
	Interpret the results of your calculations, present your findings and justify your methods.
	Portfolio page reference

Activity 1


	

	
	
	Portfolio page reference

Activity 2
	


	Plan of work.  Two sources – including material containing a large data set.  Marked and annotated work showing: justification of methods, calculations to appropriate levels of accuracy, evidence of checking methods and results to correct errors. At least two presentations of findings using charts, graphs or diagrams, with a justification of methods of presentation. 


	Portfolio
	
	Signature
	Date

	Assessed
	
	
	

	Internally Verified
	
	
	


Application of number Level 4 tracking sheets

	Candidate name:


	
	Course:
	Portfolio complete and passed
	Y / N


	Activity Title(s)
	
	Portfolio page reference(s)
	


	Generic evidence
	
	Activity ref. 
	Page No

	Provide one example of meeting the standard for N4.1, N4.2, N4.3


	1


	

	Show you can formulate hypotheses

Show you can test hypotheses

Show you can draw conclusions
	1

2

3
	


	N 

4.1
	Develop a strategy for using application of number skills over an extended period of time 
	Portfolio page reference

Activity 1
	


	N 

4.2
	Monitor progress and adapt your strategy as necessary to achieve the quality of outcomes required in work involving: 

Deductive and inferential reasoning

Algebraic modelling
	Portfolio page reference Activity 1


	


	N 

4.3
	Evaluate your overall strategy and present the outcomes from your work including use of charts, graphs and diagrams to illustrate complex data 
	Portfolio page reference

Activity 1
	


	Portfolio
	
	Signature
	Date

	Assessed
	
	
	

	Internally Verified
	
	
	


Information communication technology Level 1 tracking sheets

	Candidate name:


	
	Course:
	Portfolio complete and passed
	Y / N


	Activity Title(s)
	
	Portfolio page reference(s)
	


	Generic evidence
	
	Activity ref. 
	Page No

	At least one IT based information source
	Activity 1

Activity 2
	

	At least one non - IT based information source
	Activity 1

Activity 2
	

	One example each of text (T), image (I) and number (N) (across the portfolio)  (circle as appropriate)
	Activity 1     T   I   N

Activity 2     T   I   N
	

	Evidence of purposeful use of email
	Activity 1

Activity 2
	


	ICT 1.1
	Find and select relevant information 
	Portfolio page reference

Activity 1


	

	
	
	Portfolio page reference

Activity 2
	


	ICT 1.2
	Enter and develop at least two different types of information to suit the task 

(two different types of information in each activity)
	Portfolio page reference Activity 1
	T   I   N (circle)

	
	
	Portfolio page reference

Activity 2
	T   I   N (circle)


	ICT 1.3
	Develop the presentation so that the final output is accurate and fit for purpose

 
	Portfolio page reference

Activity 1
	

	
	
	Portfolio page reference

Activity 2
	


	Suggested evidence
	List of sources, 1/2 drafts annotated to show changes to information (text, number, image) and changes to presentation, final accurate printout, screenprint of saved file, printout of email


	Portfolio
	
	Signature
	Date

	Assessed
	
	
	

	Internally Verified
	
	
	


Information communication technology Level 2 tracking sheets

	Candidate name:


	
	Course:
	Portfolio complete and passed
	Y / N


	Activity Title(s)
	
	Portfolio page reference(s)
	


	Generic evidence
	
	Activity ref. 
	Page No

	At least one IT based information source
	Activity 1

Activity 2
	

	At least one non - IT based information source
	Activity 1

Activity 2
	

	One example each of text (T), image (I) and number (N) (across the portfolio)  (circle as appropriate)
	Activity 1     T   I   N

Activity 2     T   I   N
	

	One example of combined information eg text and image, text and number, image and number
	Activity 1     T   I   N

Activity 2     T   I   N
	

	Evidence of purposeful use of email
	Activity 1

Activity 2
	


	ICT 2.1
	Search for and select information to meet your needs. Use different information sources for each activity and multiple search criteria in at least one case 
	Portfolio page reference

Activity 1
	Multi criteria Y/N

	
	
	Portfolio page reference

Activity 2
	Multi criteria Y/N


	ICT 2.2
	Enter and develop the information and derive new information
	Portfolio page reference Activity 1
	T   I   N

	
	
	Portfolio page reference

Activity 2
	T   I   N


	ICT 2.3
	Present combined information such as text and image, text and number, image and number
	Portfolio page reference

Activity 1
	T   I   N

	
	
	Portfolio page reference

Activity 2
	T   I   N


	Suggested evidence
	List of sources, screen print of multi criteria search, 1/2 drafts annotated to show changes to information (text, number, image) and changes to presentation, final accurate printout, screenprint of saved file, printout of email


	Portfolio
	
	Signature
	Date

	Assessed
	
	
	

	Internally Verified
	
	
	


Information communication technology Level 3 tracking sheets

	Candidate name:


	
	Course:
	Portfolio complete and passed
	Y / N


	Activity Title(s)
	
	Portfolio page reference(s)
	


	Generic evidence
	
	Activity ref. 
	Page No

	At least one IT based information source
	Activity 1

Activity 2
	

	At least one non - IT based information source
	Activity 1

Activity 2
	

	One example each of text, image and number (across the portfolio)

(circle as appropriate)
	Activity 1     T   I   N

Activity 2     T   I   N
	

	One example of combined information e.g. text and image, text and number, image and number
	Activity 1     T   I   N

Activity 2     T   I   N
	

	Evidence of sending and receiving email; one must have an attachment related to the task
	Activity 1

Activity 2
	


	ICT 3.1
	Search for information using different sources and multiple criteria in at least one case 
	Portfolio reference

Activity 1
	Multi criteria Y/N

	
	
	Portfolio reference

Activity 2
	Multi criteria Y/N


	ICT 3.2
	Enter and develop the information and derive new information
	Portfolio reference Activity 1
	T   I   N

	
	
	Portfolio reference

Activity 2
	T   I   N


	ICT 3.3
	Present the information 
	Portfolio reference

Activity 1
	T   I   N

	
	
	Portfolio reference

Activity 2
	T   I   N


	Suggested evidence
	Plan, list of sources, screen print of search, 1/2 pages from sources with highlights, 1/2 drafts annotated to show changes to information (text, number, image) and changes to presentation, screenprint to show customisation of software feature, final accurate printout, screenprint of saved file, printout of email and of attachment


	Portfolio
	
	Signature
	Date

	Assessed
	
	
	

	Internally Verified
	
	
	


Information communication technology Level 4 tracking sheets

	Candidate name:


	
	Course:
	Portfolio complete and passed
	Y / N


	Activity Title(s)
	
	Portfolio page reference(s)
	


	Generic evidence
	
	Activity ref.
	Page No

	Provide at least one extended example of meeting the standard for ICT4.1, ICT4.2 and ICT4.3


	Activity 1


	

	Your example must show you can use ICT to handle text, images and numbers


	T   

I   

N
	


	ICT 4.1
	Develop a strategy for using IT skills over an extended period of time 


	Portfolio reference

Activity 1
	


	ICT 4.2
	Monitor progress and adapt your strategy as necessary to achieve the quality of outcomes required in work involving the use of ICT for two different, complex purposes 
	Portfolio reference Purpose 1
	T   I   N

	
	
	Portfolio reference

Purpose 2
	T   I   N


	ICT 4.3
	Evaluate your overall strategy and present the outcomes from your work using at least one presentation showing integration of text, images and number 
	Portfolio reference

Activity 1
	T   I   N

	
	
	Portfolio reference

presentation
	T   I   N


	Portfolio
	
	Signature
	Date

	Assessed
	
	
	

	Internally Verified
	
	
	


Improving own learning Level 1 tracking sheets

	Candidate name:


	
	Course:
	Portfolio complete and passed
	Y / N


	Activity Title(s)
	
	Portfolio page reference(s)
	


	Generic evidence
	
	Activity ref. 
	Page No

	Provide at least two examples of meeting the standard for LP1.1, LP1.2 and LP1.3  (each example should cover at least two targets)
	Activity 1

Activity 2
	

	 Overall show you can use at least two different ways of learning to improve your performance
	Activity 1

Activity 2
	


	LP 

1.1
	Confirm your targets and plan how to meet these with the person setting them 
	Portfolio page reference

Activity 1


	

	
	
	Portfolio page reference

Activity 2
	


	LP 

1.2
	Follow your plan to help meet targets and improve your performance 


	Portfolio page reference Activity 1
	

	
	
	Portfolio page reference

Activity 2
	


	LP 

1.3
	Review your progress and achievements in meeting targets, with an appropriate person 

 
	Portfolio page reference

Activity 1
	

	
	
	Portfolio page reference

Activity 2
	


	Suggested evidence
	Candidate / tutor / assessor notes to identify the (SMART) targets, action points and possible support. Log / notes showing two different types of learning, revision needed. Description of outcomes, review of strengths and weaknesses and ways of improving.


	Portfolio
	
	Signature
	Date

	Assessed
	
	
	

	Internally Verified
	
	
	


Improving own learning Level 2 tracking sheets

	Candidate name:


	
	Course:
	Portfolio complete and passed
	Y / N


	Activity Title(s)
	
	Portfolio page reference(s)
	


	Generic evidence
	
	Activity ref. 
	Page No

	Provide at least two examples of meeting the standard for LP2.1, LP2.2 and LP2.3  (each example should cover at least two targets)
	Activity 1

Activity 2
	

	Overall show you can use at least two different ways of learning to improve your performance
	Activity 1     

Activity 2     
	


	LP 

2.1
	Help set targets with an appropriate person and plan how these will be met 


	Portfolio page reference

Activity 1
	

	
	
	Portfolio page reference

Activity 2
	


	LP 

2.2
	Take responsibility for some decisions about your learning, using your plan to help meet targets and improve your performance 


	Portfolio page reference Activity 1
	

	
	
	Portfolio page reference

Activity 2
	


	LP 

2.3
	Review progress with an appropriate person and provide evidence of your achievements 


	Portfolio page reference

Activity 1
	

	
	
	Portfolio page reference

Activity 2
	


	Suggested evidence
	Candidate notes to identify the (SMART) targets, action points and possible support. Log / notes showing two different types of learning, revision needed. Description of outcomes, best learning approach and ways of improving.


	Portfolio
	
	Signature
	Date

	Assessed
	
	
	

	Internally Verified
	
	
	


Improving own learning Level 3 tracking sheets

	Candidate name:


	
	Course:
	Portfolio complete and passed
	Y / N


	Activity Title(s)
	
	Portfolio page reference(s)
	


	Generic evidence
	
	Activity ref. 
	Page No

	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)
	Activity 1


	

	Overall show you can use at least two different ways of learning to improve your performance
	1

2
	


	LP

 3.1
	Set targets using information from appropriate people and plan how these will be met


	Portfolio page reference

Activity 1
	


	LP 

3.2
	Take responsibility for your learning, using your plan to help meet targets and improve your performance


	Portfolio page reference Activity 1
	


	LP 

3.3
	Review progress and establish evidence of your achievements


	Portfolio page reference

Activity 1
	


	Suggested evidence
	Candidate notes / report on how to achieve and possible problems, targets set and plan of action. Log / plan showing choice of approaches, time line, support, feedback and revisions. Report explaining outcomes, conclusions and review of further improvements. 


	Portfolio
	
	Signature
	Date

	Assessed
	
	
	

	Internally Verified
	
	
	


Improving own learning Level 4 tracking sheets

	Candidate name:


	
	Course:
	Portfolio complete and passed
	Y / N


	Activity Title(s)
	
	Portfolio page reference(s)
	


	Generic evidence
	
	Activity ref. 
	Page No

	Provide at least one example of meeting the standard for LP4.1, LP4.2 and LP4.3 (the example should include at least three targets). 
	Activity 1


	

	Overall show you can use at least two different ways of learning to improve your performance
	1

2
	


	LP 

4.1
	Develop a strategy for improving your own learning and performance 


	Portfolio page reference

Activity 1
	


	LP 

4.2
	Monitor progress and adapt your strategy to improve your performance
	Portfolio page reference Activity 1
	


	LP 

4.3
	Evaluate your strategy and present the outcomes of your learning


	Portfolio page reference

Activity 1
	


	Portfolio
	
	Signature
	Date

	Assessed
	
	
	

	Internally Verified
	
	
	


Working with others Level 1 tracking sheets

	Candidate name:


	
	Course:
	Portfolio complete and passed
	Y / N


	Activity Title(s)
	
	Portfolio page reference(s)
	


	Generic evidence
	
	Activity ref. 
	Page No

	Provide at least two examples of meeting the standard for WO1.1, WO1.2 and WO1.3.
	Activity 1

Activity 2
	

	(1) One example showing work in a one-to-one situation 
	Activity 1

Activity 2
	

	(2) One example showing work in a group or team situation
	Activity 1     

Activity 2     
	


	WO 1.1
	Confirm you understand the given objectives, and plan for working together
	Portfolio page reference

Activity 1


	

	
	
	Portfolio page reference

Activity 2
	


	WO 1.2
	Work with others towards achieving given objectives
	Portfolio page reference Activity 1
	

	
	
	Portfolio page reference

Activity 2
	


	WO 1.3
	Identify ways you helped to achieve things and how to improve your work with others

 
	Portfolio page reference

Activity 1
	

	
	
	Portfolio page reference

Activity 2
	


	Suggested evidence
	Candidate / tutor / assessor notes to identify joint working arrangements and objectives. Notes / log on how tasks were carried out, progress and support. Description of strengths and weaknesses and ways of improving.


	Portfolio
	
	Signature
	Date

	Assessed
	
	
	

	Internally Verified
	
	
	


Working with others Level 2 tracking sheets

	Candidate name:


	
	Course:
	Portfolio complete and passed
	Y / N


	Activity Title(s)
	
	Portfolio page reference(s)
	


	Generic evidence
	
	Activity ref. 
	Page No

	Provide at least two examples of meeting the standard for WO2.1, WO2.2 and WO2.3. 
	Activity 1

Activity 2
	

	(2) One example showing work in a group or team situation.
	Activity 1     

Activity 2     
	


	WO 2.1
	Plan work with others 


	Portfolio page reference

Activity 1
	

	
	
	Portfolio page reference

Activity 2
	


	WO 2.2
	Work co-operatively towards achieving the identified objectives 
	Portfolio page reference Activity 1
	

	
	
	Portfolio page reference

Activity 2


	


	WO 2.3
	Review your contributions and agree ways to improve work with others 


	Portfolio page reference

Activity 1
	

	
	
	Portfolio page reference

Activity 2
	


	Suggested evidence
	Candidate notes to identify joint working arrangements and objectives. Notes / log on how tasks were carried out, progress and advice. Description of strengths and weaknesses, role in co-operative working and ways of improving.


	Portfolio
	
	Signature
	Date

	Assessed
	
	
	

	Internally Verified
	
	
	


Working with other Level 3 tracking sheets

	Candidate name:


	
	Course:
	Portfolio complete and passed
	Y / N


	Activity Title(s)
	
	Portfolio page reference(s)
	


	Generic evidence
	
	Activity ref.
	Page No

	Provide at least one example of meeting the standard for WO3.1, WO3.2 and WO3.3 including work in a group or team situation.
	Activity 1


	

	You must check your progress on two occasions (for WO3.2)
	1

2
	


	WO 3.1
	Plan work with others 


	Portfolio page reference

Activity 1
	


	WO 3.2
	Seek to develop co-operation and check progress towards your agreed objectives 


	Portfolio page reference Activity 1
	


	WO

3.3
	Review work with others and agree ways of improving collaborative work in the future


	Portfolio page reference

Activity 1
	


	Suggested evidence
	Candidate notes / report to identify joint working arrangements, shared information  and objectives. Notes / log on how tasks were organised and carried out, progress, changes and advice. Description of success of working arrangements, objectives met, role in co-operative working and ways of improving including interpersonal skills.


	Portfolio
	
	Signature
	Date

	Assessed
	
	
	

	Internally Verified
	
	
	


Working with others Level 4 tracking sheets

	Candidate name:


	
	Course:
	Portfolio complete and passed
	Y / N


	Activity Title(s)
	
	Portfolio page reference(s)
	


	Generic evidence
	
	Activity ref. 
	Page No

	Provide at least one example of meeting the standard for WO4.1, WO4.2 and WO4.3 including work in a group or team situation.
	Activity 1


	

	You must check your progress on two occasions (for WO4.2)
	1

2
	


	WO 4.1
	Develop a strategy for working with others

 
	Portfolio page reference

Activity 1
	


	WO 4.2
	Monitor progress and adapt your strategy to achieve agreed objectives


	Portfolio page reference Activity 1
	


	WO

4.3
	Evaluate your strategy and present the outcomes from your work with others


	Portfolio page reference

Activity 1
	


	Portfolio
	
	Signature
	Date

	Assessed
	
	
	

	Internally Verified
	
	
	


Problem Solving Level 1 tracking sheets

	Candidate name:


	
	Course:
	Portfolio complete and passed
	Y / N


	Activity Title(s)
	
	Portfolio page reference(s)
	


	Generic evidence
	
	Activity ref. 
	Page No

	Provide at least two examples of meeting the standard for PS1.1, PS1.2 and PS1.3. 
	Activity 1

Activity 2
	

	 Each example should cover a different problem and identify at least two different ways of tackling it (for PS1.1)
	Activity 1

Activity 2
	


	PS 

1.1
	Confirm with an appropriate person that you understand the given problem and identify different ways of tackling it
	Portfolio page reference

Activity 1


	

	
	
	Portfolio page reference

Activity 2
	


	PS 

1.2
	Confirm with an appropriate person what you will do and follow your plan for solving the problem


	Portfolio page reference Activity 1
	

	
	
	Portfolio page reference

Activity 2
	


	PS 

1.3
	Check with an appropriate person if the problem has been solved and how to improve your problem solving skills

 
	Portfolio page reference

Activity 1
	

	
	
	Portfolio page reference

Activity 2
	


	Suggested evidence
	Candidate / tutor / assessor notes to identify the problem and possible outcomes, notes on how to tackle it. Log / plan showing approaches and support. Description of outcomes, review of strengths and weaknesses and ways of improving.


	Portfolio
	
	Signature
	Date

	Assessed
	
	
	

	Internally Verified
	
	
	


Problem Solving Level 2 tracking sheets

	Candidate name:


	
	Course:
	Portfolio complete and passed
	Y / N


	Activity Title(s)
	
	Portfolio page reference(s)
	


	Generic evidence
	
	Activity ref. 
	Page No

	Provide at least two examples of meeting the standard for PS2.1, PS2.2 and PS2.3. 
	Activity 1

Activity 2
	

	 Each example should cover a different problem and identify at least two different ways of tackling it (for PS2.1)
	Activity 1

Activity 2
	


	PS 

2.1
	Identify a problem, with help from an appropriate person, and identify different ways of tackling it 


	Portfolio page reference

Activity 1


	

	
	
	Portfolio page reference

Activity 2
	


	PS 

2.2
	Plan and try out at least one way of solving the problem


	Portfolio page reference Activity 1
	

	
	
	Portfolio page reference

Activity 2
	


	PS 

2.3
	Check if the problem has been solved and identify ways to improve your problem solving skills

 
	Portfolio page reference

Activity 1
	

	
	
	Portfolio page reference

Activity 2
	


	Suggested evidence
	Candidate notes / report to identify the problem and anticipated outcomes, notes / report on how to tackle it. Log / plan showing approaches, resources, support, and revisions. Description of outcomes, review of strengths and weaknesses and ways of improving.


	Portfolio
	
	Signature
	Date

	Assessed
	
	
	

	Internally Verified
	
	
	


Problem Solving Level 3 tracking sheets

	Candidate name:


	
	Course:
	Portfolio complete and passed
	Y / N


	Activity Title(s)
	
	Portfolio page reference(s)
	


	Generic evidence
	
	Activity ref. 
	Page No

	Provide at least one example of meeting the standard for PS3.1, PS3.2 and PS3.3. 
	Activity 1


	

	 The example should include at least three different ways of tackling a problem (for PS3.1)
	1

2

3
	


	PS 

3.1
	Explore a problem and identify different ways of tackling it 


	Portfolio page reference

Activity 1
	


	PS 

3.2
	Plan and implement at least one way of solving the problem


	Portfolio page reference Activity 1
	


	PS 

3.3
	Check if the problem has been solved and review your approach to problem solving

 
	Portfolio page reference

Activity 1
	


	Suggested evidence
	Candidate notes / report to identify the problem, notes / report on methods of tackling it and possible risks. Log / plan showing choice of approaches, support, feedback and revisions. Report explaining outcomes, conclusions and review of action and alternatives.


	Portfolio
	
	Signature
	Date

	Assessed
	
	
	

	Internally Verified
	
	
	


Problem Solving Level 4 tracking sheets

	Candidate name:


	
	Course:
	Portfolio complete and passed
	Y / N


	Activity Title(s)
	
	Portfolio page reference(s)
	


	Generic evidence
	
	Activity ref. 
	Page No

	Provide at least one example of meeting the standard for PS4.1, PS4.2 and PS4.3.  


	Activity 1


	

	 The example should show that you can explore at least two problems (for PS4.1) one of which must be followed through to conclusion
	Problem 1

Problem 2
	


	PS

4.1
	Develop a strategy for problem solving


	Portfolio page reference

Activity 1


	


	PS 

4.2
	Monitor progress and adapt your strategy for solving the problem


	Portfolio page reference Activity 1
	


	PS 

4.3
	Evaluate your strategy and present the outcomes of your problem solving skills

 
	Portfolio page reference

Activity 1
	


	Portfolio
	
	Signature
	Date

	Assessed
	
	
	

	Internally Verified
	
	
	


Support and training

Training

Edexcel will normally arrange a programme of INSET courses covering various aspects of the qualification appropriate for practitioners each year. Edexcel Regional Offices have been equipped with training facilities and delegates can register for meetings in their regional area. Network events for Key Skills co-ordinators are arranged throughout the year. To obtain a copy of the programme and to register for meetings please contact the Professional Development and Training team on:

Tel: 0870 240 9800

Fax: 020 7758 5951

E-mail: trainingenquiries@edexcel.org.uk 

Edexcel Publications

Further copies of the support materials are available from:

Edexcel Publications

Adamsway

Mansfield

Notts NG18 4LN

Tel:
01623 467467

Fax:
01623 450481

E-mail: publications@linneydirect.com
Regional Offices and Enquiries

For details of your nearest regional office and for general enquiries, please contact the 

Edexcel Customer Services on:

Tel: 0870 240 9800

Fax: 0207 758 6960 

E-mail: enquiries@edexcel.org.uk
Other useful contact details

Assessment Team: keyskillstests@edexcel.org.uk 

Moderation: keyskillsmoderation@edexcel.org.uk 

Entries Team: keyskillsecc@edexcel.org.uk 

On screen testing: onscreentesting@edexcel.org.uk 

Please check the Edexcel website (www.edexcel.org.uk) which is updated regularly.
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