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Form: Entry ICT_CSA_UPDATED September 2008

ENTRY ICT SKILLS FOR LIFE
CENTRE SELF ASSESSMENT REPORT

Centre Details 
	Centre Name
	Hogwarts College

	Centre Number
	654321

	Centre Address
	Mordor

	E-mail address
	

	Centre Co-ordinator 
	JKTolkein

	Telephone Number
	01234567

	Fax Number
	


IMPORTANT DATES AND TIMESCALES
Existing centres must complete the Centre Self Assessment Form by November each academic year. 

All new centres are requested to complete the Centre Self Assessment Form within 4 weeks of registering candidates.

All centres must retain all completed and marked scripts until certificates are received, checked and issued.  All centres must retain a representative sample of scripts for all components and levels for six months from the receipt of certificates for potential awarding body audit purposes.
DECLARATION
By registering candidates for this course, I agree:
1. to follow the procedures described in the ‘Instructions for the conduct of tests’ for the safe storage, copying, distribution and destruction of the test papers. 
2. that arrangements for the receipt of confidential examination materials from the post office and carriers are in place and procedures prevent unauthorised access.
3. that the Live CD must be kept securely at all times so that no unauthorized person has access to it.
4. to comply with all relevant regulations, and ensure that adequate facilities are provided for the safe custody of the Live CD as well as the examination papers and all other confidential materials. 
5. that any copies made of the Live CD, will be numbered/catalogued, kept securely at all times and have procedures in place which ensure no unauthorized access to any information contained therein.
6. access and return of the live CD and/or any copies are duly registered and logged by appropriate means
7. that at no time will any material/information from the CD be downloaded onto a computer unless to a secure drive accessible by authorized persons only.

8. that candidates who do not pass the test and wish to take it again must resit the whole test paper NO EARLIER than 7 days from taking the original test.
9. to report any breach of examination security to The Compliance and Quality Team at Edexcel. 

I understand that if my centre does not follow the Edexcel exams process then our approval status will be at risk.
Signature: ……JK Tolkein………………Print Name: …JK Tolkein……Date25.08.08…
Please note that ALL sections of this form must be completed. Please refer to the example on the Edexcel Website.

	Programmes
	Current Number of Registered Candidates.
	Estimated candidate numbers next academic year

	
	14 -19
	19+
	14 -19
	19+

	ENTRY ICT
	2
	120+
	2
	130+


	
	Main Centres
	Community
	Work Place



	Number of Sites


	1
	0
	0


Estimated dates for submitting work to the External Verifier
Please tick as appropriate

	Jan.
	Feb. 
	March
	April
	May
	June
	July
	Aug.
	Sept.
	Oct.
	Nov.
	Dec.

	
	
	(
	
	
	(
	
	
	
	
	(
	


Staff Skills (Please complete the table below). 
	
	Number

Experienced

i.e. more than two years
	Number

Inexperienced

i.e. less than two years

	
	
	

	Internal Verifiers
	1
	2

	Assessors
	2
	1


	Please provide names of all assessors.                 
Harry Baggins                                                          
Bilbo Potter                                                            
Frodo Gandulf                                                         



	Please provide names of all Internal Verifiers.         Which centre if appropriate
Harry Baggins                                                          
Bilbo Potter                                                            
Frodo Gandulf                                                         




Please give details:
	Relevant training in the last year e.g. SfL assessment process


	April 07, Edexcel Training – an Introduction to the Entry Level ICT certificate.
Attended various skills for life workshops, for e.g, Move-on



	Frequency of Team Meetings


	Weekly to discuss student progress.
Monthly to review delivery and outcome.
Termly to review overall progress




Learning Development

Guidance, Advice and Support for these qualifications
Do you have a nominated person for the following:
	Pre - Interview
	At Interview
	Exit review

	Harry Baggins                                                          


	Bilbo Potter                                                            Frodo Gandulf     
	Bilbo Potter                                                            Harry Baggins                                                          




Learner Reviews
Who is responsible for learner reviews and how often do they take place?
	
	Via ILP
	Via Tutorials
	Formal Review

	Weekly
	Harry Baggins                                                          

Bilbo Potter                                                            

Frodo Gandulf                                                         
	 
	 

	Monthly


	
	Harry Baggins                                                          

Bilbo Potter                                                            
	Bilbo Potter                                                           Frodo Gandulf    

	Each term
	
	
	Bilbo Potter                                                            Frodo Gandulf     

	Annually
	
	
	

	Other
	
	
	


Delivery model

Please describe your model(s) of delivery


Skills for Life Progress Routes for Learners

	Induction

Tutors provide details of possible progression routes both within the college and in the workplace.


	Tutorials 
Tutors provide details verbally to learners on 1-2-1s and as a group. Progression from entry level is Key Skills level 1 courses

	Reviews

End of course reviews.

IAG on other ICT plus course information

	Other
Information on college Open Evenings, open days at various local organisations.


Please provide detailed information of how learners are made aware of progression routes, who is responsible for this and any proposed action you intend to take in relation to this.

Resources
	Resources
	Yes / No
	Resources
	Yes / No 


	SfL Materials
	yesnm
	Embedded Materialsnnnnnnn
	

	Books
	Y
	Additional Supportnnnnnn
	Y

	ICT Equipment
	Y
	Citizenship
	Y

	Specialist Software
	Y
	Self Study 
	Y

	Other
	
	
	


CENTRE DEVELOPMENT PLAN

We invite you to identify key action points for your Centre’s Continual Development. Any action should be SMART (Specific, Measurable, Achievable, Realistic and Time bound).
	No.
	Action
	Outcome
	Date

	
	Staff development and training (updating of qualifications for JKT & HB) is a priority for CPD and learners
	JKT gains new level 3 ICT qualification. HB gains ECDL. This will be dependent on availability of funding.
	July 2009.

	
	Use of Moodle to share SOWs, lesson plans, resources and good practice.


	All Skills for Life staff delivering on Entry Level ICT courses will be able to access and use other tutors’ work on Moodle.
	July 2009.

	
	
	
	

	
	
	
	


Please tell us what, in your opinion, you feel your Centre is doing particularly well and any success stories you have.

Areas of Good Practice relating to Entry ICT
	· Numbers of adults leaving with entry level ICT qualifications from Beginners ICT, Beginners Internet and Beginners Office Skills with IT courses in 2008 were good with approximately 200+ units (at E1, E2 & E3) recorded as achievements by tutors. Mainly E3 certificates were claimed – approximately 70 of these in total.

· Key Skills qualifications will be available at Level 1 as progression for those learners who did their entry level qualifications with us last year. Most learners who studied at entry level last year have stayed on to do the level 1. Extra classes have been put on this year to cope with demand.

· Introduction of meetings to share good practice, SOWs, lesson plans and resources.

· Support for Skills for Life classes is very good, with an LSP available in the classroom for named learner(s). 



I confirm that the information enclosed in this document is, to the best of my knowledge, an accurate and honest assessment of my Centre’s current activity.

Signature: …JK Tolkein… Print Name: …JK Tolkein. Date: …25.08.09…………
________________________________________________________________
FOR EXTERNAL VERIFIER USE ONLY

Date Received from Centre: …………………………………………..

Date Report Completed: ………………………………………………

Dater Report Forwarded to Edexcel: …………………………………..

External Verifier Signature: ……………………………………………

Please ensure you attach a copy of your External Verifier Report to this Form before emailing to Edexcel.

Please outline your assessment and internal verification process.


Trains and supports assessors


All outcomes assessed on completion


Verifies assessment practice by sampling the work of assessors and learners according to the Guidance requirements


Verifies assessment practice by observing assessors’ performance


Evaluates the effectiveness of assessment practice and procedures


Modifies practice and procedures as a result of evaluation


Produces individual development plans for each assessor, based on observations and sampling of his or her work


Supports assessors in implementing changes


Submit Centre self assessment report, pass list and  assessed materials to EV








Describe your recruitment and initial assessment process. Please provide the name of the materials you use.





Students are invited in for interview the week before the start of term. A variety of diagnostic assessments are used including Basic and Keyskills Builder from West Notts College (a.k.a BKSB). Reports from previous schools are taken into account and students are given a range of activities including; Sample Edexcel activities, In House tasks, SfL ICT Module 4, (Dfes) materials for Embedded Learning


DfES SfL E1 Using Computers








The entry level certificate is delivered in three of our 08-09 courses: Beginners Office Skills with IT, Beginners Computing and Beginners Internet. The courses are delivered in a 10-10-12 week format, with Entry 1 being delivered in the first 10 weeks, Entry 2 in the second 10 weeks and Entry 3 in the final 12 weeks. Courses cover skills such as turning a computer on and off, using logins and passwords, using hardware and software, health and safety aspects, sending and receiving emails and text messages, getting on the internet, using webmail and using Word, Excel, Publisher and PowerPoint.





These are very ‘hands-on’ active-learning style courses with the tutors providing guidance, monitoring and reviews, but the learners are effectively doing all the work.





PCs are widely available for these learners (always 1 each). Specialist tools e.g. adapted mice and raised desks and learning support practitioners (LSPs) are available to learners who need them.





Assessment on each topic is assessed after each lesson and feedback is given to each student.


Class and one to one demonstrations are used as well as observations and questions and answers.  











