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FOREWORD

This Basic Skills Assessment material is based on Standards which describe how
and to what level of performance adults should be able to use communication and
number skills. The Standards were developed as part of the Basic Skills
Accreditation Initiative (BSAI), a project managed by ALBSU and funded jointy
by the Department of Education and Science and the Employment Department
between November 1988 and September 1991. The main aim of BSAI was to
develop accreditation and certification for adults in the essential skills of reading,
writing, oral communication and numeracy. These have been used to develop new
qualifications in communications skills and numeracy - Wordpower and
Numberpower.

The ALBSU Standards are consistent with and complement National Vocational
Qualifications (NVQs). The Standards also link to Attainment Targets in the
National Curriculum in schools and provide a framework for recording and
recognising the core skills of communication and numeracy which underpin most
qualifications, as well as the ability to perform many activities in everyday life.

This assessment material provides a way of assessing people’s competence against
these Standards. This material does not attempt to report against all clements
contained within the Standards. It uses some of these elements to indicate both
different tpes of skill usage and the level of sophistication someone has reached in
using their basic skills. The majority of tasks reflect the lower levels within the
communication skills framework and the first two levels for numeracy. The
material does not directly assess the highest level within the accreditation
framework derived from the Standards. If someone has no difficulty with the most
complex tasks contained in this material and assuming accreditation is part of their
agenda, they can be assisted to prepare evidence which will enable them to be
accredited at that highest level.

Using these Standards fills a gap in basic skills education and training, giving a
more rigorous instrument for assessing basic skills, whilst maintaining an approach
likely to enhance future learning expenence.

Alan Wells
Director
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NOTES FOR
ASSESSORS

Introduction

ALBSU’s Basic Skilis Assessment material provides an initial assessment procedure that can
be used in basic skills programmes, further education, prisons, voluntary organisations,
workplace training and Training and Enterprise Council and government funded training
prograrumes. The material has been developed to help identify the level of basic skills
conupetence of people entering education or training.

The Basic Skills Assessment material will:
e provide information to help draw up an individual learning plan

o help students and trainees appreciate their current level of competence. Piloting has
shown that the assessment helps people understand what they need to do to improve their
communication and number skills

o help establish the right level at which to start Wordpower and Numberpower.

Who should do the assessment?

It is important that anvone undertaking assessment of basic skills should make themselves
familiar with competence-based accreditation and in particular with the ALBSU Basic Skills
Standards. Users should have experience of interviewing basic skills students and trainees.
Assessment of basic skills should be used in negotiating and determining a ‘learning plan’ for
each student or trainee.

In some instances, assessment may take place before entry to a basic skills programme or
before placement. The outcome of the assessment should inform delivery of basic skills and
understanding and good communication between assessor and deliverer is therefore
important. It is also critical that feedback is given to the student and trainee to ensure that
she/he is aware of the reason for assessment and of action that will follow.

The material
There are three main elements.

e A set of instructions for carrying out a series of assessment tasks. Each task is linked to an
elernent of the ALBSU Standards. These Instruction Sheets give you:

~details of performance criteria by which a task should be judged

- assessment guidelines which indicate answers and standards of performance which are
acceptable

— the time allowance for completion of a task
- ascript to use in conducting the assessment

— Next Steps which give suggested routes through the material.
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o Linked to each assessment task is a Task Sheet which the student or trainee needs to read
or fill in.

o Assessment Charts. These are of two kinds. The first, Individual Assessment Charts, need
to be completed during the assessment and show how the student/trainee got on at each
individual task. These separate the four main skill areas. The second, Summary
Assessment Chart, allows the assessor to aggregate the results of the assessment.

You need to identify for each assessment task whether the student/trainee was:

e competent
e in need of revision

¢ NOt competent

You should tick ‘in need of revision’ if:
o the student/trainee failed to answer one or morc questions correctly in any single task
o the student/trainee met most of the performance cni:eria but had some weak points

¢ for some reason, e.g. an interrupticn or time pressure, you felt that they did not perform
as well as they could

o the student/trainee took considerably longer than the time allowed.

Please note before starting the assessment that oral skills are assessed during the reading
assessment. There 1s also a link between one writing task and an oral task.

Before the assessment

You may find it useful 1o take out the task sheets and keep these separatelv. You will alsoneed
to have made copies of the Assessment Charts. In using the material vou should take note
of the points below.

e Make sure the student/trainee knows why they are doing the assessment, what the result of
doing the assessment will be and have agreed to take part.

o Tell the student/trainee what you are writing and that you will discuss it with them.

o Put assessment into a wider context (i.e. it will help them to develop an individual
‘learning plan’ and help them judge the progress they make).

e You can undertake assessment over a period of time if the student/trainee finds
concentration difficult.

Reading and Oral Assessment

Read this section carefully, especially to find out how the oral assessment is structured. The
oral assessment requires you to move backwards and forwards through the tasks, so it is
essential you understand it thoroughly.

Writing

Photocopy the Task Sheets candidates need to write on and have available blank paper for
tasks that require writing. A student/trainee can use pen, pencil or a typewriter or keyboard if
she/he prefers. For successful completion of one of the tasks the use of a pen is prescribed.
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Photocopy all the Task Sheets that a student/trainee needs to write on and make sure that
they have a pen or pencil, 2 ruler (marked in sixteenths of an inch and in millimetres) and a
calculator. Please note that use of a calculator is not allowed in some of the tasks. If the
student/trainee says that they cannot do the task without a calculator, allow them to use one,
but note this on the Individual Asszssment Chart.

During the assessment

Explain before assessment begins exactly why you are giving them these tasks.
The script on the instructions is. a guideline only. You do not have to follow it word for word.

Check that the student/trainee meets the performance criteria. These run down the side of
the pages which provide instructions for you. The student/trainee should have met the
performance criteria if they do the task competently.

The student/trainee’s answers do not have to be identical to the answers given in the
assessment script (except for the numeracy assessments) — the sense needs to be the same.

Make a note of whether the student/trainee was:

e ‘competent’ - i.e. answered questions correctly or completed the given task accurately and
with confidence.

e ‘inneed of revision’ - i.e. was not fully competent -

e ‘not competent’ - i.e. work is needed to develop these skills.

Check the Next Step guidelines for each task or group of tasks. You are unlikely to need to
take all students/trainees through all assessment tasks. It would take too long and will achieve
10 more than would be achieved frcm careful selection of tasks. The Next Step guidelines are
included to help vou select appropriate *asks to use.

At the top of each Instruction Sheet is th approximate amount of time each task should take.
If a student/trainee is spending very much longer than the time given, it probably indicates
that they do need some revision even if they did the task correctly. If this is the case, tick the
‘in need of revision’ box on the assessment chart.

For Reading and Oral sections reassure the student/trainee that they do not have to read
aloud and, as these are not tests of memory, they may refer to the task sheets as often as
required in order to answer the questions. Spend a little time talking 10 the student/trainee
about the text they are going to read to check they know some of the less familiar words.

For the Writing tasks encourage the student/trainee to talk about what they would like to
write before thev start. Some people may need reassurance during this part of the assessment.

For the Number rasks if the student/trairiee is not a confident reader. read out the
instructions for the tasks to them. more than once if necessary. Remember it is numeracy that
is being assessed, not reading skills.

Q
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After the assessment

Tell the student/trainee how thev did and discuss areas where they need further help. Discuss
their feelings about the tasks and, if necessary, explain how it will help in developing a
‘learning plan”.

Complete each Individual Assessment Chart by putting a dash in all the boxes where an
assessment was not carried out. Add any relevant notes to the chart, in the space provided.
You should record occasions when vou needed to read instructions to the student/trainee for
the numeracy tasks. Include anv comments that will be helpful in developing learning plans
and/or in establishing appropriate levels of accreditation which could be pursued.

Complete the Summarv Assessment Chart on which vou will aggregate the results of the
assessment.

The completed Individual Assessment Charts should be attached to the Summary Assessment
Chart where this is to be given to a tutor or trainer.




INSTRUCTION SHEET

FOUNDATION LEVEL

Time aliowance — 3 minutes.

TASK TITLE

Reading textual materia'.

ELEMENT 1

Extract the main idea from a piece of
text.

PERFORMANCE CRITERIA

Report accurately on the main points.

SCRIPT

I’d like you to start by doing some reading, you don’t have to write
anything. There are two pieces of writing. You only have to read one.

The first is a short piece of writing by someone who came to live in
England from another country. The second is the sort of note that could be
put through your door. Read one of them 1o yourself and then I will ask
you two questions about what it says. You can look back at the writing to
answer the questions; this is not a memory test.

ASSESSOR

Give the student/trainee Task sheet RiA and R1B. Check which one
they have read and then ask:—

SCRIPT

A. 1. Where did the writer stay when he first came to England?

2. Now can vou tell me what the r:00 main problems were that he had
when he arnived?

or
B. 1. What does the leaflet advertise?

2. Whar would vou do if vou had a large table that vou wanted to
give them that you could not get 10 the jumble sale yourself?

ASSESSMENT GUIDELINES

A. Answer 1. North London or London.

Answer 2. a) They couldn’t get a place of their own.
b) They couldn't get a job.

B. Answer 1. A jumble sale.

Answer 2. Give Ann a ring on 62374 and ask if someone could
collect it.

NEXT STEP

At this stage vou need to make a judgement. If the student/trainee
obviously found this very easy do not carry on with foundation level
reading assessments but move straight to Stage 1. Go to task R3
(page 19), Reading textual material, Element 1. You can always
return to Foundation level if necessary. Otherwise move on to the
next task R2 at Foundation level, Reading textual material, Element
2 within which vou will also be assessing oral skills.




TASK SHEET

Reading textual material Element 1: Extracting the

main idea from a piece of
FOUNDATION-LEVEL - ||t

T

I came to this country from
Trinidad in 1978. First of
all I staved in North London
with a family friend. I
couldn’t get a job. I
couidn’t get a place of my
own. I was very unhappy. In
the end I did get work and

~“hings started to get better.

My first 3ob was as a van

ry

driver for a flower cshop.




TASK SHEET

Reading textual material Eiement 1: Extracting the
main idea from a piece of

text

FOUNDATION LEVEL

WEST ROAD INFANTS
SCHOOL

is holdings its

SPRING JUMBLE SALE

on Saturday 10th April

Starting at 2.00pm
Entry is free

Please bring any jumble to the
scheol on Saturday morning.
If you have any big items
we will be happy to collect.

Just ring Ann on 62374.

10




INSTRUCTION SHEET

~ FOUNDATION LEVEL

Time allowance - 6 minutes (includes time
for task 01).

TASK TITLE

Reading textual material.

ELEMENT 2

ASSESSOR

During this activity you will need to start assessing oral competence.
The performance criteria and questions for this are given in task O1.
Once this reading assessment has been completed go straight on to
page 34, the oral assessment (task O1) then come back to task R3.
After the task has been completed please record the result of this
task, R2, and O1 on the Individual Assessment Chart.

SCRIPT

Here are two pieces of writing that tell vou how to do things. Oneis a
recipe, one is to do with decorating. Reaa one of them, than I'll ask you
two questions. You will have the text to refer to — this isn’t a memory test.

Reter to writlen instructions to carry
out an acfivity.

PERFORMANCE CRITERIA

1. Refer to the instructions at the star,
and as a check on progress when
necessary.

2. Use the instructions for the task in hand
or report accurately how they would be
used.

3. Check back against the instructions to
identify and report the reason, if the
outcome is not achieved.

ASSESSOR

Give the student/trainee Task sheet R2A - A simple recipe, and task
sheet R2B - Instructions for cleaning paint brushes. Check which
one they have read and then ask:

SCRIPT
A. 1. What do you need to buy to make this dish?

2. How would vou know that this dish was ready to come out of the
oven?

or

B. 1. If vou have been painting with a water-based paint, what
should you wash your brush in?

2. How should you store paint brushes when they are dry?

ASSESSMENT GUIDELINES

A. 1. Potatoes, onion, butter, cheese, milk, salt, black pepper and
parsley.

2. The potatoes will be tender and the top will be browned.
B. 1. Warm water and a little washing-up liquid.

2. Flat.

NEXT STEP

Move on to task R3, Reading graphical material for everyday
purposes, Element 3. This is the last task at th.2 Foundation stage for
Reading.

11
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TASK SHEET

Reading textual material Element 2: Refer to written

ins@rpctions to carry out an
FOUNDATION LEVEL ekl

An economical, nourishing family recipe to make potatoes more exciting.

Fotato l’ayzz BRake

Serves 4

1kg/2lb peeled potatoes
(thinly sliced)

1 large onion (thinly sliced)
50g/20z English butter

175g/60z mature English
Cheddar cheese (grated)

300ml/'/2 pint milk
Salt and black pepper
Parsley for garnish

Method

1. Using an ovenproof dish, layer up the potatoes, onion, knobs of butter and cheese,
ending with a layer of cheese and butter.

2. Season the milk with salt and freshly ground black pepper, pour over.

3 Bake mark 5, 190°C/375°F for 1'/2 hours or until the potatoes are tender and the
top browned.

4, Garnish with parsley before serving.

12




TASK SHEET

Reading textual material Element 2: Refer to written

insgrt_lctions to carry out an
FOUNDATION LEVEL |kl

Cleaning paint brushes

Get off as much paint as you can. To
do this use the brush on a pad of

newspaper.

If you have used an oil-based paint
soak the brush in white spirit, and then
wash in warm water with a little
washing-up liquid.

If you have used a water-based paint,
just wash the brush in warm water with

a litle washing-up liquid.

Then rinse and dry and keep flat.




INSTRUCTION SHEET

FOUNDATION LEVEL

Time allowance - 3 minutes.

TASK TITLE

Reading graphical material for
everyday purposes.

ELEMENT

Extract information from tables.

PERFORMANCE CRITERION

Use the information for the task in hand or
report accurately how it would be used.

SCRIPT

Please look at thesz charts: they are size guides for people when they are
ordering goods from a mail order catalogue. Have a good look at them.

ASSESSOR

Give the student/trainee Task sheet R3 - Two sizing charts, and then
ask:

SCRIPT

1. If you were ordering a skirt for a lady with a 26 inch (or 66 cms)
waist, what size would you order?

2. If an American man bought size 10 shoes in America, what size would
he have to buy in the UK?

ASSESSMENT GUIDELINES

1. Size 12

2. Size 9

NEXT STEP

Move on to task R4 which is the beginning of the assessment for
Stage | for Reading - Reading textual material, Element 1. If the
student/trainee has had difficulty reading at this level move on to
Foundation Level Writing (page 39) or Foundation Level Numeracy
(page S0).

w 1o




TAS'{ SHEET

Element 3: Extract

Reading textual material
‘ information from tables

FOUNDATION LEVEL

’

MEN'’S SIZES

Men's Coats British 34 36 38 40 42 44

Jackets and American 34 36 38 40 42 44

Suits

Men's Shoes British 6 7 8 S 10 11
American 7 8 9 10 11 12

Note the equivalents are not exact between the different sizes so the chart is a guide only.

Men's Shirts British 14 14'/: 15 15Y/: 16 16°/:
American 14 14/ 15 15¢/2 16 16'/2
'

WOMEN'’S SIZES
ORDER SiZE 8 10 12 14 16 i8

ins cms | ins cms | ins cms | ins cms { ins cms | ins cms
to fit bust 30 76 32 81 34 86 36 91 38 97 40 102
to fit waist 22 56 24 61 26 66 28 71 30 76 32 81
ORDER SIZE 20 22 24 26 28 30

ins cms | ins cms | ins cms | ins cms | s cms | ns cms
to fit bust: 42 107 | 44 112 | 46 117 | 48 122 | 50 127 | 52 132
to fit waist 34 86 36 g1 38 96 40 102 | 42 107 | 44 112

15 1r-
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INSTRUCTION SHEET

STAGE 1

Time allowance - 5 minutes.

TASK TITLE

Reading textual material.

ELEMENT 1

Exitract information or meaning from
a variety of written sources.

PERFORMANCE CRITERION

Report accurately on the relevant main
points.

SCRIPT

The first piece of writing is an article from a newspaper. The second is a
letter from a headteacher of a comprehensive school to the parents and
guardians of all the children in the school. Read one of them and then I'll
ask you two questions. You will have the writing to refer to; this isn’t a
meniory test.

ASSESSOR

Give the student/trainee task sheet R4A - a newspaper article - and
R4B - a letter from a headteacher to parents. Check which one they
have read and then ask:

SCRIPT

A. 1. What are the symptoms of this Ulness?
2. Who are the people most likely to be severely affected?
or
B. 1. Why has the school changed its pattern of open evenings?

2. What is the reason for the Consultation Evening for the parents of
Year 7 children?

ASSESSMENT GUIDELINES

A. 1. Diarrhoea, fever, stomach pains, passing blood and vomiting.
2. The voung or old.

or

B. 1. So that more parents will be able to attend.

to

To see how the children have coped with the move from
primary school and to raise any questions Or concems.

NEXT STI:P

Move to task R5.

o~ A
o
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TASK SHEET

@XNG

&7 RaA
STAGE 1~

Reading textual material Element 1: Extract

information or meaning
from a variety of written
sources

]»
A
%

70 hit by bug
after party

Health chiefs were today
trying to tracc party guests
after 70 of them went down
with dysentery.

Experts described the
outbreak as onc of the biggest
for several years and warned that
anvone who became il should
stay away from work or school
untit 48  hours after  the
symptoms ceasc.

About 150 party  guests
celebrated the wedding of the
mavor in the town hall.

Already  more than 70
families have been hit by the
iliness.

The symptoms include
diarrhoea. fever. stomach pain.
passing blood and vomiting.

Dr Douglas Barker.
community physician based at
the Hospital. said: it is a very
targe outbreak.™

He said the iliness was highly
contagious.

“Absolutely scrupulous
attention to personal hvgiene is
vital to prevent further spread.

We are still following up the
source of the outbreak., but we
have identified the buag as
Shigetla. a form of dysentery.

The voung or old are likely to
be more severely atfected and
they need to take special care if
they become ifl.™”

He said symptoms usually
develop one to three days after
infection and last four to seven
days. Pcople concerned about
their  condition  should  seck
medical advice.

Q 17
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TASK SHEET

Reading textua! material Element 1: Extract

information or meaning
from a variety of written
sources

WEST STREET COMPREHENSIVE
SCHOOL

10th April

Dear Parent or Guardian
Parents’ Evenings

We have been reviewing our pattern of parents’ evenings. In the past
we have held cne evening a year fcor each year group and the evenings

have started at 6.20pm and ended at about 9.230pm. This arrangement has
meant that many parents have been unable to attend.

We have haa several -discussicns with parents and staff arnd have
decided to change tc a more flexikle programme. There will be two
different kinds of evening and we will vary the times. We hope that

o
vou will be able tc chocse a date znd & time that is suitaple for you.

year for

rar ~cme on the
eve teachers in the
su

2. nsuitation tess-cons: Years  oand 1L These will ke extra evenings
¢or parents o°f children in these two yearc. The Year © evening will ke
in November 32 that tarents can find out how their children have ccped
with the move from frimary Zchesi and so that -hey can raise any
jueries cr <oncerns. The evening f5r Year (1 parents will be in
Tanuary after —he moox ICSE examinaticns co that guesticns relating to
“vaminations and T2 ~ourse wWOrk can pe raised. Parents of children in
Years ~ ind .1 are 3.35 welccme < attend any of the open sessions as
WLl

Dates of -hese evenings will be sent home with your son or daughter in
the next two weeks. Curing all these evenings the school shop will be
cpen, there will be a second-hand uniform sale, and coffee, tea and
hiscuits will be served in the Commcn Room.

Yours Sincerely

L. Timms
Headteacher

O
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INSTRUCTION SHEET

STAGE 1

Time allowance - 3 minutes.

TASK TITLE

Reading textual material.

ELEMENT 2

Refer to written instructions to carry
out an activity.

PERFORMANCE CRITERIA

1. Refer to instructions at the start. and as
required for monitoring progress.

2. Use the information for the task in hand
or report accurately how it would be
used.

SCRIPT

There are some instructions on this sheet. Read through them and
afterwards I'll ask you about them.

ASSESSOR

Give student/trainee Task sheet R5 - Instructions on guarantee
registration, and then ask:

SCRIPT

1. Instruction 1 tells you how to find the model number and the serial
number. Can vou tell me where the sertal number is located?

2. When the form has been filled in, what should vou do with i.

ASSESSMENT GUIDELINES

1. Located on both ends of the carton and on the ‘rating’ label.

2. Tear or cut off the section containing the application torm. put
a stamp on it and post it.

NEXT STEP

Move on to task R6.

19




TASK SHEET

Reading textual material

STAGE 1 activity

HOW TO REGISTER FOR

Element 2: Refer to written
instructions to carry out an

YOUR FREE 5-YEAR GUARANTEE CARD.

1

lh L\ld ol e 1arto
"r.nlluzlhﬂ L will see g

hml the \del \nmm-r ol ssdaroven This s
I the Isrucon bookdel

four et on Minge |H1 7w h'ﬂlh raling Do i
IIII atfived W the Back ol The
\ It Lhe Serial Sumber rn Idul n hath
nds ol the carton . on Lhe lm.|h(I|n~l
nnnnn 108 S

2

It atent an Bl alt puarts ol the Appik atien Form belov Faoline
Ut il parts wall mean we will fase o eewinnt o v
Then delac b 1he Application bagin irnm

3

m mrn lhe

this part af the n-\l
Your pessondt 33 ear Guacdilee Lar will te seal
ralelnen

1Nl 1 the doted e roskded ang 28 pasbage

i ApPIC N b
“ln(l\ Illl)\\ P'lk( II\ S \\ II du e

\uu It uh'.N-.ullnu 28 ta

LRUTES LY

SAME

SANYO MICROWAVE OVEN
FREE 5-YEAR GUARANTEE
APPLICATION FORM

Please detach this section and return within 30 days.

=><

ADDRESNN

STORE NAME

ADDRESS

MODEL M MBER

DATE OF PURCHASNE

SERTAL MMBER

PURCHASE PR E

KELEIPT NI

Plegse do oot wate below tns fue

Far aflice use only Sutniter alli ated
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INSTRUCTION SHEET

STAGE 1

Time allowance — 10 minutes {includes
time for task 02).

TASK TITLE

Reading textual material.

ELEMENT 3

Consult a reference source to obtain
a specific item of information.

PERFORMANCE CRITERION

Find the item of information required.

ASSESSOR

During this activity you will need to start assessing oral competence.
The performance criteria and questions for this are given in task 02,
(page 35). Once this reading assessment has been completed go
straight to the oral assessment (02) then come back to task R7. After
the task has been completed please record the result of this task, R6,
and 02 on the Individual Assessment Chart.

Give student/trainee Item R6 to study - a page from a local business
directory.

SCRIPT

Here is a page from a local business directory. Have a look at it and then
Dll ask you some questions.

1. How many Locksmiths are listed? Who are they?

2. Give me the name of one of the Luggage Retail Services that are listed.

ASSESSMENT GUIDELINES

1. Seven Locksmiths are listed. They are Cambridge Master
Locksmiths, Cambs Lock & Safe, R&W Collett, Five Star

Absolute Security, Robert Dent Ltd, STH Sparkes and Sons Ltd
and WB Want.

2. Equator Plc or Papworth Group.

NEXT STEP

You need to make a judgment at this stage. If the student/trainee is
obviously finding these Stage 1 tasks very easy (2 reading and 1 oral)
you may not think it is necessary to do any more at Stage 1. You can
move directly to the assessment of Stage 2 - starting with task R10
(page 29), Reading textual and graphical material, Element 1. If the
student/trainee is not able to answer any questions so far at Stage 1
move back to Foundation Level if vou had previously moved to
Stage I from Reading Task R1. Or move on to the Writing or
Numeracy Tasks.
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TASK SHEET

Reading textual material Element 3: Consulta

reference source to obtain
mm | a specific item of
STAGE 1 information
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INSTRUCTION SHEET

STAGE 1

Time allowance — 4 minutes.

TASK TITLE

Reading graphical material for
everyday purposes.

ELEMENT 1

Read and act on signs and labels.

PERFORMANCE CRITERION

~ Report accurately upon the meaning of the
Isign or label.

SCRIPT

This chart gives washing instructions for different kinds of fabrics. Have a
good look at it and then I'll ask you about i.

ASSESSOR

Give the student/trainee Task sheet R7 — Washing instructions and
then ask:

SCRIPT

1. If you wanted 10 wash a polvester and cotton shirt, what temperature
would vou set an automatic machine at?

2. Show me the sign vou would see i a garment if vou could not machine
or handwash 1.

ASSESSMENT GUIDELINES

1. 50°.

2.

NEXT STEP

Move on to Task R8.
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Aruitoxt provided by Eic:

TASK SHEET

Reading graphical material
for everyday purposes

start automatically up to severai hours later
enabling the user to take advantage of
Economy 7 etectricity or to have the wash
compieted at a particular ime of day

The more expensive machines.
especially those controiled by micro
processors rather than electro-mechanical
tmers tend 1o include more of these
features Inagduionio the above they may
nclude refineme nis in all wash
programmes £rampies are -

a) Temperature s2nsed till in which the

machine automatically controls the
amounts of hot ana cold water.
independent of their temperaturas ana fiow
rates. to give the ideal start temperature for
all washes (about 40°C} This also saves
time and energy

b} Profiled washes in which the temperature
of the wash 1s held at varnous stages during
heatnig to enable specific ingredients In
washing powders eg enzymes low
temperature bleaches to work at therr
optimum temperatures

c) Progress of wash cisplay The stage ol

Element 1: Read and act on
signs and labels

the wash currentiv in operation s aisplayeQ
on the control panel The time 10 compietion
ot the wash may also be shown

MIXED LOAD WASHING ADVICE

1 Selectlowest wash temperature
.naicated on the iabels

2 Where load conlams labels
wih \=/ and Symbols use
the MEDIUM wash cVcle at your
selected temperature

3 Where ) appears aiways use the
MINtMUM wash cycie

G
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washin ar boul
Spin or wi.ng
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White Coion ang L rer ashicies wi.'hou! specias tmishes

i Ee B

AT SN SN ol 7]

Do not hang wriern
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INSTRUCTION SHEET

SCRIPT

Take a good look at this map and when you re ready I'll ask vou about it.
Hawe a careful look at the kev at the bottom of the page.

STAGE 1

Time allowance - 5 minutes.

ASSESSOR
TASK TITLE
Give the student/trainee Task sheet RS — A map of Bishops
Reading graphical material for Stortford, and then ask:
everyday purposes.
ELEMENT 2 SCRIPT

Plan a journey using maps. 1. Explain the route vou would take from the cemetery to the shopping

centre. Sav which roads vou would be walking along, and what you
would pass on the way.

PERFORMANCE CRITERIA

2. What roads would vou see going off on vour nght?
{ 1. Include essential town/place/street
names.

2. Include approximate distances.

3. Include all essential features shown on | ASSESSMENT GUIDELINES

the source material (€.g. mountains.

rivers. seas. lakes, churches. stations. . .
etc). If the student/trainee chooses a different route check that the

answers are correct for that route.

4. Present the plan in correct sequence

s0 that it can be used for its intended . :
purpose 1. \long Apton Road. passing a school and an open air car park on

the left. Then T would wrn left into Potter Street which has shops
on both sides. Then 1 would turn right into the shopping centre.

2. Jervis Road, Bartholomew Road, Oak Street, Middle Row,
Newtown Road, Portland Road.

NEXT STEP

Move on to the task R9.
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Element 2: Plan a journey

using maps
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TASK SHEET

Reading graphical material
for everyday purposes
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INSTRUCTION SHEET

STAGE 1

Time allowance - 4 minutes.

TASK TITLE

Reading graphical materials for
everyday purpaoses.

ELEMENT 3

Extract information from tables.

PERFORMANCE CRITERICON

Use the information for the task in hand or
report how it would be used.

SCRIPT

Take a look at this chart. It lists some videos that are produced for rraining
purposes by a company, their price and what else you get in the total
package as well as a video. When you’ve had a look at it I'll ask vou
about it. You don’t have to memorise the information. I am not going to
take the sheet away.

ASSESSOR

Give student/trainee Task sheet R9 - A chart listing videos produced
for training, and then ask:

SCRIPT

1. If vou were asked to order one of the Communication videos called ‘Use
Your Head’, what would vou get included in the package vou were
sent, and how much would 1t cost?

2. If vou were asked to find out what videos this company produced on
the subject of interviewing, what would vou sav?

ASSESSMENT GUIDELINES

1. ‘T'wo videos. trainers notes and two text books, €249,

2. They produce three videos called ‘Successful Interviewing’
(volumes 1, 2 and 3) and one called ‘Body Language — The
Interview Game'.

NEXT STEP

Move on to the first task for the Stage 2 assessment for Reading -
Task R10, Reading textual and graphical material, Element 1. If vou
have ticked a number of ‘not competent’ or ‘needs revision’ boxes,
move on to the Writing or Numeracy Tasks.
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Aruitoxt provided by Eic:

TASK SHEET

Reading graphicai material

OING

é}*'

]'
A
%

Element 3: Extract

for everyday purposes RY information from tabies
STAGE 1
NAME OF PACKAGE CONTENTS ary PRICE | €
Please send me the foliowng on VHS format: g % g % é L g
=8 <8:.&° "
NEW!
GIVE AND TAKE VOL. 1 1 £119
GIVE AND TAKE voLe | 1 £119
GIVE AND TAKE voLs | 1 £119
DOING BUSINESS IN FRANCE 2 £249
DOING BUSINESS IN ITALY 2 £249
DOING BUSINESS IN GERMANY 2 £249
HAVE PROJECT WILL MANAGE 1 119
IDEAS UNLIMITED 2 i £249
MANAGING CHANGE
THE TOM PETERS EXPERIENCE 2 £249
MANAGING CHANGE ) 1 1 £119
THETMEMANAGER 1 £119
MARKETING APRODUCT RANGE ) i £119
WOMENINMANAGEMENT 2 £249
MANAGEMENT CLASSICS 1 £:19
TOTAL QUALITY
 CROSBY ON QUALITY - 2 ] £119
QUALTY MAN- ANAUDIENCE WITHPHILCROSBY | 1 1 £119
JOURNEY TO EXCELLENCE 2 1 £249
MANAGING PROJECTS 1 £119
JUST IN TIME! I 1 KN £119
COMMUNICATION T
SUCCESSFUL INTERVIEWING voLt | £119
SUCCESSFUL INTERVIEWING oL | 1 | e
SUCCESSFUL INTERVIEWING wou3 | v ) g9 |
_ BODY LANGUAGE - THE INTERVIEW GAME 1 i £119
WORKING WITH ASSERTIVENESS 2 £249
APPEARING ON CAMERA 2 £249
THINKING IN ACTION - 2 u9 |
USEYOURHEAD i 2 2 £249
LANGUAGES
CESPANAVVA 4 2 1 £
_BUONGIORNOTTAUA 4 3 1 £
AVOUSLAFRANCE IR DR e
_ DEUTSCH DIREKT T £1%
ANGUAGE PREVEWTAPE I B, £15
DONTFORGET T N S
_SAVEALFE _ ; £
PREVEWTAPE I T
FORMAT SUB-TOTAL ! 1
VHS + VAT @ 15% :‘
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INSTRUCTION SHEET

STAGE 2

-

Time allowance - 8 minutes.

TASK TITLE

Reading textual and graphical
material.

ELEMENT 1

Extract information from materiai in
textual and graphicai forms for a

specific purpose.

PERFORMANCE CRITERIA

ASSESSOR

During these activities vou will need to start preparing for the
assessment of oral competence. The performance criteria for this are
given in task 04 (Page 37). Students/trainees are asked to give
information about themselves. and the assessor can note any

possible subject for this purpose during the preceding assessment pro-
cedures. '

SCRIPT

Here are some details of a river cruise from a holidav brochure.

ASSESSOR

Give the student/trainee Task sheet R10, and then ask:

SCRIPT

1. identity the relevant points from the
graphical material.

2. Identify the relevant points from the
textual material.

3. Take appropriate action or report
accurately on the information.

1. Onzehich davs of the four countrics auise does the lour cross the
border tnto Szeitserland?

2. Using cruise cede RHO14 decide on the cost of a singie outside cabin
with a shower and WC on the promenade deck for a cruise starting on
25th June.

3. Put numbers by the names of the cities and tozns to show the order of
places which the ship will visit.

ASSESSMENT GUIDELINES

1. Wednesdav and Thursday, Days 7 and 8.
2. £1329,
3. 1 - Amhem, 2 - Dusseldorf, 3 - Koblenz, 4 - Rudesheim,

5 - Spever, 6 - Kehi, 7 - Basel, 8 - Breisach, 9 - Strasbourg,
10 - Mainz, 11 - Boppard, 12 - Cologne and 13 Amhem again.

NEXT STEP

Move to task R11.

2 3.
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Aruitoxt provided by Eic:

TASK SHEET

Reading textual and
graphical material

Four COUNTRIES
River CRUISE

¢ Dussecorf
Cologned gonn

Rudgesnei™
Mainz

Speyer

Bressacn

EDZC van

S.nl through tour
countries and romantic scenery
an this cruise along almost the
enure navigahle length of the
Rhme. With pienty ot optional
eecursions available along the
route vou can visit historie ciues
and magniticent countrvside.

DIPARTURE DATES
Pryase spe rrick rasi,
Drxanies: 14 Nicars
Crunt Conr: RHOLE

ARNHEM, Hotraan

Trmdav Jde 1 After tne -
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femrmm gra emdark Reging Rher:
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© 3. Cie o Amve N the Dusting
Dessegor 21930 ere vn g
‘e aye s mid streets eegant
~20§ a~g ptentv of ~gntnfe

KoBteNs, GERMANY
*1tecav Oas ?

"3 anrp ore o the Most -rrerestrg
Lars =t tne Raine  Stop oneflv in the
.ean captar Bonn to gnembark
zaster gers or an optional aftemcon
~eCurson tQ s the Ahr Vailey
wer ot some of Germany g pest
e =aoming the boat ~
PTaTt JCu %Ak ON I Koblenz

ATang at 19 3%

-

Ripissteiv, CrrRMANY
Sdav a4
P38 e the naurtng
meterTrge the scen ¢ hgrignt of
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R R L A UL T LT S LTl
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FEYS Tl oare 3 tytteqLr 2pe
e AR NI A M Sl ala U

R 1 4

R i1 v ER C
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“rday Dar ©
Sver a moming al eS¢ e 1 gl
c L rouic Bresacr O vcwtan
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Saturday Vay G
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Element 1: Extract
information from material in
textual and graphical forms
for a specific purpose

R U I S I N G
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Thls week long
cruise, centring on the Rhine
Gorge with s spectacular rock
tormations, also carries vou up
the Masclle to the presty village
of Cochem.
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INSTRUCTION SHEET

OWNG 7

¥ 4

54 La
yau

Time allowance - 5 minutes.

TASK TITLE

ﬁi—

Reading textual and graphical
material.

ELEMENT 2

Identify intention and meaning in

textual material to form a judgement.

PERFORMANCE CRITERIA

1. Identify opinion and emotive language
in the source material, as appropriate.

2. Identify the intention and meaning of
the source material, as appropriate.

3. Reach ajudgement.

4. Support the judgement reached by
reference 10 the source material.

SCRIFT

One of these pieces of writing is from a magazine for sentor citizens, and
the writer is putting forward a point of view about counselling. The other is
from ¢ newspaper and is discussing the merits of game-shooting.

Read one 1o yourself and, as before, Il ask you some questions about 1.

ASSESSOR

Give the student/trainee Task sheet R11A — magazine article about
counselling, or R11B - an article on game-shooting, and then ask:

SCRIPT

A. 1. What is the anitude of the writer 1o counselling?

2 [ think the writer of this article experienced the Second World War.
What evidence is there in the article 1o support this?

or

B. 1. The writer presents lots of reasons why he thinks game-shooting
should continue. But what do you think his personal reason is?

2. If someone said to vou that game-shooting should stop because the
birds suffer, what argument agatnst this would you grve from this
article.

ASSESSMENT GUIDELINES

A. 1. That counselling is given nowadays for trivial reasons and that
many people in the past, who would have benefited from it,
were not offered help.

to

The writer has experienced service reunions, and speaks with
some knowledge about the experiences people had at that
time.

B. 1. He is employed by the industry and without h's job he may
not be able to continue living in this part of the country.

to

" The birds are looked after by game-keepers for both disease
and damage.

NEXT STEP

Move to task 05.
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TASK SHEET

Reading textuai and
graphical material

Element 2: Idenfity
intention and meaning in
textual materiai to forma
judgement

1 WONDER IF other readers share my
mixed feelings at the mention of the
word “counselling™ - a growth industry.
it seems. these days? I can quite see that
for anyone who has undergone a life-
threatening experience. the opportunitv
to talk things over with a trained
professional may be useful. Certainly
better than bottling it all up inside. But
has it all got a bit out ot hand?
Nowadays. it seems to me. if you have a
bit of @ near-miss on a zebra crossing -
you re offered counselling. Soldiers and
policemen. who presumably chose their
! jobs because of. not in spite of. the work
! entailed - are oftered counselling. Soon.
if vou sneeze unexpectedly. you'll be
offered counselling. Oh all right.
perhaps 1 do exaggerate a little. but only
the other day ! read that large firms are
being urged to otfer counseiling to
senior executives who, at the peak of
their careers, move around a lot to
different parts of the country. The article
admitted that these high-tliers enjoy the
experience and choose it voluntarily -
but they should be offered counselling

COUNSELLING OVERKILL

just the same. Surely if ever there was a
generation that should have been offered
counselling it is the one that now makes
up the current Saga Magazine
readership - many of whom have
endured not one but two world wars:
mothers and wives who spent years not
only separated from their sons and
husbands but otten left in a terrible
limho of not knowing whether their
loved ones were alive or dead. And

what of the prisoners of war - should
they have had counselling? Would it 1
have helped? In a sense. of course. they 1
did - anyone who has attended a service |
reunion knows that, at its core. that is ‘
what it is all about. For once. the British |
~stiff upper lip™ is put aside and pcople |
who have shared similar. {rightening |
experiences re-live them and to some !
degree get it out of their systems. i
However. putting the clock back to the
mid-Forties. could those men returning ‘
from war have been helped more by \

talking to a stranger. in all probability
one who had not experienced these
things at first hand?
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TASK SHEET

Reading textual and
graphical material

STAGE 2

Element 2: Identify

judgement

A gamekeeper writes

What these Anti-Blood Sport Brigade
don't realise is the employment hunting
brings to an area like this. | mean. you
try living here. and I don’t mean a
holiday. Theres nothing to do. we're
cut off in the winter. Working for the
shoot doesn't just invoive a couple of
days in August. you know. We have to
maintain the acreage to ensure the
habitat of the birds is never ruined and
keep the land clean and clear. So in that
sense. WE are the environmentalists.
We look after the birds. checking for
disease and damage. s0 you sce we are
conservationists too. Sure we all have
guns and [ know for a fact. that the

IS GAME SHOOTING OK?

licence money on all the guns in Britain
brought in over £2 million pounds to
the Exchequer. And that’s nothing
compared to the amount of money
hunting. coursing and ali the support
trades made for this country last year -
£22 million in collected taxes. I know
if it wasn't for the shoot I would have
to leave here. and it is the most
beautiful place in the world.

Did you know that some 62.500 jobs
are dependent on country sports.
This does not include those casual.
seasonal or part-time beaters and
pickers-up.

intention and meaning in
textual material to form a




INSTRUCTION SHEET

FOUNDATION LEVEL

Time allowance — none because it is
integrated in task R2.

TASK TITLE

Conversing with one other person.

ELEMENT

Provide information to one person.

PERFORMANCE CRITERIA

1. Provide information in a sensible order.

2. Use language which the other person is
likely to understand and find
appropriate.

3. Use appropriate volume of voice,
articulation, and, if face fo face. body
language and facial expression for the
other person and situation.

4. Check the other person's
understanding 2t any appropriate
moment.

5. Suggest further sources of help or
information if necessary.

ASSESSOR

You will already have listened to the answers the student/trainee has
given to Task R2. Check those answers and the answers to these
questions against the performance criteria. Remember to ask them
the pair of questions that are on the same subject as the article they
read for Task R2. If they could not answer you can still iest their oral
skills as indicated below.

SCRIPT

A. 1. What sort of things do you cook?
2. Can vou tell me how to make one thing that you cook.

If the answer is that they don’t cook at all ask them to describe a
favourite meal.

or
B. 1. What decorating have vou done?
2. Can you tell me about one room vou decorated?
If the student/trainee has not done any decorating, ask them to tell

you how they would like to decorate a room where they live or what
the decorations are like where they or someone they know lives.

ASSESSMENT GUIDELINES

It may not be appropriate to assess performance criterion 5 in this
context; otherwise assess performance against the critena.

NEXT STEP

Go back to Task R3.




INSTRUCTION SHEET

Q@\L T4 D)
02

STAGE 1

Time allowance — none because itis
integrated in task R6.

TASK TITLE

Conversing with one other person.

ELEMENT 1

Provide information to one person.

PERFORMANCE CRITERIA

1. Present information in a sensible order.

2. Use language which the other person is
fikely to understand and find
appropriate.

3. Use appropriate volume of voice.
articulation, and, if face to face, facial
expression and body [anguage for the
other person and situation.

4. Check the other person's
understanding at any appropriate
moment.

5. Explain again in another way if the
other person indicates they do not
understand something.

6. Suggest further sources of help or
information, if necessary.

ASSESSOR

You will have already listened to the answers the student/trainee has
given to task R6. Check those answers and the answers given to this
question against the performance criteria.

SCRIPT

Have you ever used any of the types of services listed on this page? If you
have, tell me something about 1, for example who, when, why and what
happened.

or

If they haven't used any here encourage them to talk about other services,
e.g. education, health, housing, or public transport.

ASSESSMENT GUIDELINES

It may not be appropriate to assess performance criterion 6 in this
context; otherwise assess performance against the criteria.

NEXT STEP

Go back to task R7 (page 23) unless vou are ending Stage 1
assessments here - see task R6 (page 21).
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INSTRUCTION SHEET

LT
S A
03

ASSESSOR

This will only be able to be fully assessed after the candidate has left
in order to know whether the fourth performance criteria has been

STAGE 1 satisfied. All the others can be assessed during the reading
assessment.

Time aflowance — none because integrated
in all the assessment tasks.

TASK TITLE ASSESSMENT GUIDELINES
Conversing with one other person. Assess performance against the criteria.

ELEMENT 2

NEXT STEP

Hold a conversation with one

persan. Move on to the first task for the Stage 2 assessment for Reading -

task R10 (page 291. If vou have ticked a number of "not competent’

or “needs revision” boxes for Stage 1 Reading end assessment
PERFORMANCE CRITERIA or move on to Writing or Numeracy Tasks.

1. Greet the other person in an
appropriate way.

2. Respond to the other person's verbal or
non-verbal cues by politely withdrawing
from the conversation or continuing.

3. Encourage responses from the other
person by providing inputs of
appropriate questions or comments.

4. Conclude the conversation in an
appropriate way.

4‘:7
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INSTRUCTION SHEET

Q@L T4 D
04
STAGE 2

Time allowance — 5 to 10 minutes.

TASK TITLE

Providing, obtaining and exchanging
information and opinions.

ELEMENT

Explain or describe orally an activity,
place or object to help one person or
several people to do something.

PERFORMANCE CRITERIA

1. Provide all necessary information.

2. Present information clearly and in a
sensible order.

3. Use language which is clear and can
be understood by the audience.

4. Use appropriate volume. tone of voice.
articulation, body language and facial
expression for the situation and
audience.

5. Use visual aids effectively, if
appropriate.

6. Check audience’s understanding at any
appropriate moment.

7. Deal with questions and problems
appropriately.

ASSESSOR

This task links to the writing assessment W6 (page 48). If your
student/trainee has alreadv completed that writing assessment, please
adjust the script accordingly. Give the student/trainee Task sheet 04.

SCRIPT

I'd like xou to look at an application form from someone called
Sheila Carter. When vou've had @ iook at it I'd like vou 1o groe me some
information about voursell.

ASSESSOR

During this part of the assessment aim to stimulate the
student/trainee to volunteer information relating to an aspect of
their lives, e.g. previous training or jobs, sport, interests, hobbies,
holidays, previous achievements, projects etc. While they are
explaining think of one or two questions for them to answer in order
to fulfil criterion 7. The aim is to spend at least five minutes discussing

- what they would put on an application form

- why they would include that information

- how they would present it

- why would they put different information for different jobs and
why.

You need to put vourself in the position of someone who is going to
work with them to produce the first draft of the application form. so
vou need to understand as much as possible about what they have
done. There is not enough time to discuss the whole form, so
concentrate on one part of it. This will ensure that vou allow them to
talk about areas of their choice, thus avoiding the risk of breaching
confidendality. Assure them that nothung they say will be written down.

Two ideas are suggested here:

1. Tell me about previous training which vou have had. What was
the aim of it? What activities did vou undertake during it? What
new skills did you learn? How did vou go about learning new
skills? What qualifications did vou gain? How will vou use what
vou learned in the future? Should vou include this on an
application form, and why?

2. Have vou got an interest or a hobby? How long have vou been
interested in this? What. exactly, is vour involvement? Is this
something which can help vou get qualifications? Are vou a
member of a club or guild which helps vou in vour hobby?

ASSESSMENT GUIDELINES i

Performance should be judged against the critena.

NEXT STEP

QOral Assessment ends here.
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TASK SHEET

Providing, obtaining and Sk T‘fJ‘:ﬁ Element: Explain or
exchanging information 04 describe orally an activity,

and opinions 5 - place or project to help
STAGE 2 one person or several

people do something

APPLICATION FORM

Postappliedfor: . Suakclebogvd . QpevataV

Name Swedda Ceslev L
Address 5., Uickviae Road |, Stodelam. STS 8P

.. Daytime telephone number 0322 744622

Dateofbith . .23. [- 65 .
Education from age 11
Schools attended
Date Name of School Examinations passed
876 —i481 | Stockitoum Comprelianse 4 . S.ES

Further Education and Training (since leaving school)

Nzme of college/ Day release/ . .
Date training scheme :)uailnutr(nnale‘/3 Qualifications Subjects and results
Stocltowt fulney RSA Typug Rt T

1990 - 49 | Educatnn Glage Bt Lume QA wovdmcess'wg/MI

Employment history: Please start with your present or most recent positions and work backwards

fi
Date Name/address Duties/responsibilties RT::&EQW V;z?;;/
BﬂM‘Lf . 18000«:.
qqi -9 7 Mgt SHeet R o
{ q2 k z‘“ G shomes WP(MJ'J o
b kBl D os lady / tnfltey |t30a
-~ ' Sctsof -
Q%0 ~ 1949/ é’u“‘“":f P[Ay?ﬂw-d hetped o weeks
ABL st - “To Wave a
- Te e °
[ap2- 1954 P2 bowg LopAd. eloplions baly iz’(&i—l_
Interests and hobbies '

Health: Please give details of any maldr illness or operations 1n the last five years or any perods of
absence from work for fonger than two weeks.

fiome.
| confirm that the above information is correct to the best of my knowledge.
Signed: S.D GwvleS Date: 22nd lebomany (972
38
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INSTRUCTION SHEET

- W1
 FOUNDATION LEVEL

Time allowance — 5 minutes.

TASK TITLE

Reading through and filling in
forms.

ELEMENTS 1 &2

SCRIPT

Id like you to do some writing. Read through this form and see what
information is required to fill it in.

ASSESSOR

Give the student/trainee Task sheet W'l - An application for
membership of a judo club.

SCRIPT

1. Read through the document to
establish what is required.

2. Fill in the form.

PERFORMANCE CRITERIA

Element 1

1. Identify accurately the information
needed (including the person or
organisation for whom the form is
intended, where appropriate). by
providing an oral report or completing
the task in hand.

Element 2

1. Write the information on the form
(either in handwriting or with a
typewriter, as is appropriate),
sufficiently legibly for the intended
reader.

2. Follow any requirement on the form
{eg upper case letters).

3. Provide clearly and completely the
information required.

1. Tell me what information is needed.

2. Now please can you fill in the form?

ASSESSMENT GUIDELINES

1. Title. name, address, post code. dav and evening telephone
numbers, date of birth, signature and date of signature.

to

For the writing, see the performance criteria. The student/trainee
should write last name in capital letters and should use a pen.

| NEXT STEP

Move on to task W2.




TASK SHEET

Reading through and

Element 1: Read through
filling in forms

the document to establish

g | Whatis required
ACLVIIERIEE | Element 2: Fill in the form

SANDLEY JUDO CLUB

Application for Membership

Please write in ink.

Please use BLOCK CAPITALS for surname.

Mr/Mrs/Miss/Ms

AT oot a e et aaaanns

POSECOAC ..ttt ettt
Tl NO. daV o
Tel. NO. CVCIING. o e
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INSTRUCTION SHEET

FOUNDATION LEVEL

Time allowance — 10 minutes.

TASK TITLE

Communicating in writing.

ELEMENT 1

Write letters, notes and oiner
messages.

PERFORMANCE CRITERIA

1. Use a suitable format.

2. Write (either in handwriting or with a
typewriter as appropriate), sufficiently
legibly to be understood by the
intended reader.

3. Check and correct, as appropriate,
grammar, spelling and punctuation
sufficiently for the writing to be
understood by the intended reader.

4. Convey the message sufficiently
clearly for the purpose required.

SCRIPT

1'd like you to have a look at a job advertisement. It contains information
about two jobs.

ASSESSOR

Give the student/trainee Task sheet W2 - A job advertisement.

SCRIPT

Choose one of the jobs and write a short letter asking for further details.
Sust write 10 let them know that You are very interested in the job and
could come for an interview at anv time. In a real letter of application vou
might put some information about vour experience bur we don’t need that
sort of information noz.

ASSESSMENT GUIDELINES

The writing should be short and simple, and need convey no more
than 2 separate ideas and be checked against the performance
criteria.

NEXT STEP

Move on to W3 only if you tick the ‘not competent’ or ‘needs
revision’ box for this task. Otherwise move straight on to the
assessment task for Stage 1 of Writing, Task W4 (page 45).
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TASK SHEET

Element 1: Write letters,
notes and other messages

Communicating in
writing

FOUNDATION LEVEL

~ MANAGER/ESS

Required for exciting new children’s wear
shop opening end of October in Anderley
City Centre. Exceptional position for
experienced retail person, prepared to
get involved with buying.

PART-TIME STAFF

Also required, hours by arrangement.
Good wages and excellent working
conditions.

Please apply

KIDS’ CLOTHES

17 Park Road, Anderley, Middlesex HA3 2ZP

Tel: 081 222 3610
Attention Mrs Flack




INSTRUCTION SHEET

SCRIPT

I’d like you to write a bit about yourself. This sheet of paper has some
headings to help you get started.

FOUNDATION LEVEL -

Time allowance — 10 minutes.

ASSESSOR
TASK TITLE
Give the student/trainee Task sheet W3 - The format for a short life
Communicating in writing. history.
ELEMENT 2

SCRIPT

Write abous ideas and experiences.

You can choose the sections you’d like to complete. I'd like vou to do at
least three, more if vou would like.

PERFORMANCE CRITERIA

1. Putideasfinformation in a sensible

order.
2. Write sufficiently clearly to be

ASSESSMENT GUIDELINES

understood by the intended reader(s). . .
3. Check and correct spelling, The writing can be.shqrt and simple and should be checked against
punctuation and grammar sufficiently the performance cniteria.
for writing to be understood by
intended reader(s).
4. Write (either in handwriting or with a

typewriter, as appropriate) sufficiently NEXT STEP

legibly to be understood by the

intended reader(s). . ..
) If they are not competent in one or more tasks, end the writing

assessment here. You can move on to Numeracy.
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TASK SHEET

Communicating in

Element 2: Write about
writing

ideas and experiences

FOUNDATION LEVEL

MY LIFE UNTIL NOW

l Vvas l’orn 00 00000000000000000000000000000000000000000000000000000 900000000000 0000000000

oooooooo00000000000000000000000ooo.ooooo000000000000000o000000000000.0005.0000000000 s0000

00000000000000000600600606000000000000000000000000000000000

0000000000000

0000000000000 0000000

l grevv u"o.ooooooooooooooooooooo 0000000000000 000000000000000000000000000000000000000000
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000000000000000000000000000000000000

00000000000 0000

000000000000 000000000000000000000

| went to school..ccovevvevnvnenens

0000000000000 000

0000000000000 0000000000000000000060

00000000080 -00000000000000000000000000000000000000000000000000 0000000000000 000000000000

0000000000000

000.0000000000000000000000000000000000..0000000000000000000

0000000000000

l a'n very interested inooooooooooooooo 00000000000 06000000000000000000060000000000000000

s000000

0000000000000000000000000

00 0000000000000600000000000000000000000000000000000000

000000000000000000000000000000060000000000000

000000000000000000000000000000000000000
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What | want 10 do.eeeenennenenencninens
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INSTRUCTION SHEET

w4
~ STAGE 1

Time allowance — 5 minutes.

TASK TITLE

Completing forms and preformatted
documents.

ELEMENTS1&2

1. Read through the document to
establish what is required.

2. Fill in the form,

PERFORMANCE CRITERIA

Element 1

1. Identify accurately the information
neeaed (including. where apprupriate.
the person or organisation for whom it
is intended) by providing an oral report
or completing the task in hand.

Element 2

1. Write the information {either in
handwriting or with a typewriter as 1S
appropriate) sufficiently legibly for the
intended reader.

2. Follow any requirements on the form
{eg upper case letters;.

3. Provide clearly and concisely all
relevant information .

SCRIPT

I’d like you to write the sort of thing that you often have to put on a form.
Read through this form and find out what information is needed to fill it
n.

ASSESSOR

Give the student/trainee Task sheet W'4 — Part of an application form
for a training course.

1. Can vou tell me what information is needed?

2. Now fill the form in please.

| ASSESSMENT GUIDELINES

1. Name. address, postcode, phone number, date of birth, details of
training required, details of recent training.

2. Check against the performance criteria.

| NEXT STEP

Move on 1o task W',
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TASK SHEET

Completing forms and

Element 1: Read through
preformatted documents

the form to establish what
is required
Element 2 Fill in the form

APPLICATION FOR TRAINING

J2Ta Y=y o) o Yo (=TT PO

Phone number
Date of birth

Please write a sentence or two to describe the training you

would like to do

....................................................................................................
....................................................................................................
....................................................................................................

...................................................................................................

Please describe in a sentence or two any training you have
received in the last five YEaIS....cccccciiiiiiiimiinii e

....................................................................................................

....................................................................................................
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INSTRUCTION SHEET

‘W5
STAGE 1

Time allowance — 7 minutes.

TASK TITLE

Communicating in writing.

ELEMENT

Write letters, reports, notes and
other messages.

PERFORMANCE CRITERIA

1. Use a suitable format.

2. Write (either in handwriting or with a
typewriter as appropriate) sufficiently
legibly to maintain the confidence of
the intended reader.

3. Check and correct, as apppropriate.
grammar, spelling and punctuation
sufficiently to maintain the confidence
of the intended reader.

4. Provide factual content accurately and
completely.

5. Convey the message or messages
clearly and i a sensible order.

ASSESSOR

There are two choices here. There is no Task Sheet. Discuss them
both with the student/trainee and allow them to select one.

SCRIPT

5a Imagine that vou have had a traffic accident. Write a report on what
happened. Describe where the accident happened, what happened in
the accident, what the injuries were and what the road conditions were
(icv, wet, snowy, elc).

5b Write a bricf report putting dozen what you have done within these
assessment 1asks. Imagine you are providing the information to help
someone else understand what has o be done.

ASSESSMENT GUIDELINES

The writing should contain up to three or four separate ideas and be
assessed against the performance criteria.

NEXT STEP

If the student/traince is competent at tasks W4 and W3, move on to
the Stage 2 assessment task W6. If they are not competent in either,
end the assessment here or move on to Numeracy Tasks,
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INSTRUCTION SHEET

SCRIPT

This last item is a completed application form. Look at it carefully and
then Il ask you to do a couple of things with the information.

‘We
STAGE

Time allowance — 20 minutes.

ASSESSOR
TASK TITLE
Give the student/trainee Task sheet W6 — A completed appplication
Communicating in writing. form.
ELEMENTS 1 &2
SCRIPT
1. Present material in a specialised
format. 1. Re-write it as a curmiculum vitae.
2. Convey information and
opinions in a written format. 2. White a short covering letter 10 be sent with the CV.
PERFORMANCE CRITERIA
ASSESSOR
Element 1
Present the document in an appropriate Assess performance against the criteria
format. P ¢ a8 '
Element 2
1. Use spelling, grammar and
punctuation appropriate for audience NEXT STEP
and purpese. N
2. Use language and style appropriate for Writing Assessment ends here.
audience and purpose.

3. Present material (either in handwriting
or with a typewriter as appropriate)
legivly and clearly.

4. Present factual information accurately.

5. Present opinions and conclusions
logically and coherently, where
appropriate.

6. Present material in a sensible order.

7. Include all essential information.

31
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TASK SHEET

Element 1: Present

‘W6 material in a specialised
format

Element 2: Convey
information and opinions
in a written format

T I
Communicating in t
writing |

STAGE 2.

APPLICATION FORM

Postappledfor.  Swuskchhbaavd Opevato”

Name SVieda Covlav o

address .5, Vickmiae Romd |, Stoddlowme STS L8P
Daytime telephone number 0222 F44622

Date of birth 23, i 65
Education from age 11
Schools attended
Date Name of Schoot Examinations passed
976 —1981 | Srocictousm Canprebianswe 4 ¢ S.ES

Further Education and Training (since leaving school)

Name of college/ Day releaser A .
f !
Date training scheme pua'::ltrlnr:é Qualifications Subjects and resuits
Stocletomt Fulfres RSA Typwg Past T
1990~ a9/ 9Pg

Educaton (flage Al dume | § < Wovd procassingy AultT

Employment history: Flease start with your present or most recent positions and work backwards

) Reasonfor | Wages/
Date Name/address Duties/respons:bilities leaving Sa?a?'y
Brmat . 7{80004
a1 -1aq2 |i7 g Srest | - M| '
( 2 Zr- Cushomas cenplacas geos
Bomngle kol | o pnon’ Lady | Mnsiter |4 20
Qam ey scust| & ‘ - *
1990 — 1991 P;’W o Playgramel helpes o usenle.
ABC bnsuvtrce : To wave a
e Teloproruast °
st g e | e ey |18
Interests and hobbies
l Cats | Dressualivny ]

Health: Please give details of any major iliness or operations in tne last five years or any penods of
absence from work for ionger than two weeks.

fume.

| confirm that the above information 1s correct to the best of my know'edge.

Signed S [l Date: Zand @brw»y/%l

49
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INSTRUCTION SHEET

FOUNDATION LEVEL

Time allowance — 4 minutes.

TASK TITLE

Using money in everyday situations.

ELEMENT

Making payments in cash.

PERFORMANCE CRITERIA

1. All calculations are performed
correctly.

2. The payment offered is correct, or a
convenient overpayment.

3. Change is checked to be correct and
any inconsistencies queried.

4. The receipt, when provided. is correct
and any inconsistencies are queried.

ASSESSOR

Make sure that the student/trainee has pen, paper and a calculator
available. Please note that a calculator may not be used in some
tasks. Your script will say if this is the case. Each task sheet links to
an element. Give student/trainee task sheet N1.

SCRIPT

Whar is the time now? — Please make a note of that.

The purpose of these tasks 1s 10 find out whether vou are able to usc
numbers in a variety of situations. Thev are about using money.

See if vou can work them out without using a calculator.

ASSESSMENT GUIDELINES

Element 1

A 1. £2.50
£2.50

B. 1. [2.67

£2.33

C. 1. Today’s date
ltern; Hi-fi
Cost: £115.99
Method of payment: Cash
Money given: £120
Change: £4.01

to

NEXT STEP

At this stage you need to make a judgement. If the student/trainee
obviously found this very easy, do not carry on with foundation level
numeracy assessments, but move straight to Stage 1. You can always
return to Foundation level if necessary. Go to task N5. Otherwise
move on to the next task N2 - Foundation level, Planning the use of
money and time in evervday situations.




TASK SHEET

Using money in

A. Coffee with friends

everyday situations

Element: Making payments
in cash

FOUNDATION LEVEL

You are buying cups of coffee in a cafe for yourself and four friends.
The cups of coffee are 50p each and you give the assistant a £5 note to pay for them.
1. How much does the bill for the coffees come to?

2. How much change do you expect to get back?

B. Shopping with friends
After coffee you decide to go to the suipermarket to buy some food for supper.

You buy a bag of potatoes costing £1.20. some baked beans costing 29p and apples costing £1.18.
1. How much does your shopping bill come to?

2. You give the assistant £5.00. How much change will you get?

C. At the electrical store
On your way back home you pass the electrical shop and notice they are having a sale.
Your hi-fi has broken and the stop has one in the sale reduced to £115.99.

You go in and buy the hi-fi. You give the assistant £120.00 and ask for a receipt.

1. Complete the receipt below. using today's date.

HALLEY’S ELECTRICAL LTD




INSTRUCTION SHEET

‘N2
FOUNDATION LEVEL

Time allowance - 2 minutes.

TASK TITLE

Planning the use of money and time
in everyday situations.

ELEMENT

Planning and scheduling cvents.

PERFORMANCE CRITERIA

1. Units of time appropriate to the context
are used.

2. Appropriate start and finish times are
determined.

3. The plan s recorded clearly and to an
ac.uracy appropriate to the context.

ASSESSOR

Give the student/trainee task sheet N2.

SCRIPT

This question 1s about planning the use of time. See how you get on with
i

ASSESSMENT GUIDELINES

Element 4
1. 7.15pm
2. 11.00pm

NEXT STEP

Move on to task N3, Measuring lengths and calculating areas,
Elements 1, 2 and 3.

-

9 DY)
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TASK SHEET

Planning the use of money
and time in everyday
situations

FOUNDATION LEVEL

2. What time will the disco finish?

518

Element: Planning and
scheduling events

You are planning a party and you have booked a disco to provide the music for three hours.
The disco DJ wants to come 45 minutes before the party starts to set up his equipment.

1. Ifthe party is going to start at 8.00pm what time should the disco arrive?




INSTRUCTION SHEET

FOUNDATION LEVEL

Time allowance - 4 minutes.

TASK TITLE

Measuring lengths and calculating
areas in everyday situations.

ELEMENT 1,2 &3

1. Measuring lengths.

2. Marking up fengths to required
dimensions.

3. Calculating areas of rectangular
shapes.

PERFORMANCE CRITERIA

Element 1

1. Selects and correctly uses appropriate
measuring instruments.

2. Uses units of measurement
appropriate to the context.

3. Measures fengths to an accuracy
appropriate to the context.

Element 2
1. Selects and correctly uses appropriate
measuring instruments.

2. Marks up lengths to an accuracy
appropriate to the context.

Element 3

1. Correctly calculates the area of the
rectangular shape.

2. Presents the answer in units
appropriate to the context.

ASSESSOR

Give the student/trainee task sheet N3.

SCRIPT

Here are some practical things to do. Thev involve measuring and
calcularing areas. See how you get on.

ASSESSMENT GUIDELINES

Students/trainees can answer using metric or imperial measurements
as indicated.

Element 1
1. 297mm (29.7 cm) or 11"/+"
2. 210mm (21 cm) or 844"

Element 2
1. 105mm ¢10.5cm or 41"

Element 3
1. Yes (area of room is 11 x 8 = 88 square feet)
2. 12 square feet (100 — 88 = 12 square feet)

NEXT STEP

Move on to task N4, Foundation level, Setting timing devices and
timing activities in evervday situations.




TASK SHEET

Measuring lengths and Element 1: Measuring lengths
calculating_areqs in Element 2: Mark_ing up
everyday situations FOUNDATION LEVEL :;:;?;::ig ;eqmred
Element 3: Calculating areas
of rectangular shapes

A. Use a ruler or tape measure to find out the size of this sheet of paper.
1. What is the length?

2. Whatis the width?

B. You have already worked out the size of the sheet of paper.
Using your tape measure or ruler, work out how to divide the paper into two columns.
1. How wide is each column?
Now divide it into four columns.

2. How wide is each column.

C. You have seen an advertisement in the newspaper selling 109 square feet of carpet.

Here is a diagram of your room. it measures 11 feet by 8 feet.

1"

You need to order some new carpet for your room.
1. Will the carpet be enough to cover the floor of your room?

2. How much will be left over?

ERIC #55




INSTRUCTION SHEET

FOUNDATION LEVEL

Time allowance — 3 minutes.

TASK TITLE

Setting timing devices and timing
activities in everyday situations.

ELEMENTS1&2

1. Timing and recording activities.
2. Setting timing devices.

PERFORMANCE CRITERIA

Element 1

1. Selects and uses correctly appropriate
timing instruments.

2. Uses units of time appropriate to the
context.

3. Measures time to an accuracy
appropriate to the context.

4. Records time 10 an accuracy
appropriate to the context.

Element 2

1. Uses units of time appropriate to the
context.

2. Sets the correct start and finish times.

ASSESSOR

Give the student/trainee task sheet N4.

SCRIPT

These questions are about timing things. See what vou can do with them.

ASSESSMENT GUIDELINES

Element 1

A. 1. Assessor to decide
2. Assessor to decide
3. Assessor to decide

Element 2
B. 1. 19.15
2..20.30
3. 1'/+hours (1 hour 15 minutes)

NEXT STEP

Move on to task N3, 6 and 7 which is the beginning of the
assessment for Stage 1 for Numeracy. Using money in everyday
situations Elements 1, 2 and 3.
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TASK SHEET

Setting timing devices and
timing activities in N4

everyday situations FOUNDATION LEVEL

1. Whatis the time now?

of the 24-hour clock.

B. You want to set your video to record a programme.

1. Using the 24 hour, what time do you set the pregramme to start?

2. What time do you set the programme to finish?

3. How long is the programme?

Element 1: Timing and
recording activities
Element 2: Setting timing
devices

A. At the beginning of this set of questions | asked you to make a note of the time.

2. How fong is it since the time you noted down at the beginning of these questions?

3. What will the time be in six hours? Write it down twice, once in terms of the 12-hour clock and once in terms

The programme starts at 7.15pm and ends at 8.30pm. You set the video using the 24 hour clock.
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INSTRUCTION SHEET

N567
STAGE 1

Time allowance - 6 minutes.

TASK TITLE

Using money in everyday situations.

ELEMENTS 1,2 &3

1. Making payments.
2. Receiving payments.

3. Sharing payments for goods and
services.

PERFORMANCE CRITERIA

Element 1
1. Performs all calculations accurately.

2. Completes correctly all necessary
documentation.

3. Offers comect payment of convenient
overpayment when required.

4. Checks that the change (when
required) is corect, querying any
inconsistencies.

5. Checks the receipt (if provided) is
correct, querying any inconsistencies.

Element 2
1. Performs all calculations correctly.

2. Conpletes correctly all necessary
documentation.

3. Correctly checks the payment offered.
querying any inconsistencies.

4. Offers correct change. when required.

5. Provides a correct receipt, if required.

Element 3

1. Checks the total cost of the activity.
querying any inconsistencies.

2. Calcutates the individual share
accurately.

3. Offers correct payment or convenient
overpayment when required.

4. Checks that the total change (if any) is
correct, querying any inconsistencies.

5. Calculates the individual share of the

|

ASSESSOR

Give the student/trainee task sheet N5, 6 and 7 as they are ready for
them.

|SCRIPT

This task 1s to do with money and numbers.

See if you can work them our without using a calculator.

ASSESSMENT GUIDELINES

Element 1

A. 1. Payee Mrs E Stacey or E. Stacey or Elizabeth Stacey
Amount written correctly and numerically correct
Signed and dated

2. Today’s date
Received from S. Forest
Sum written correctly numerically
Payment for car
Signature

. £20.79
L4.21

[ S I

C.1. 78p

D. 1. £2.49

Element 2
1. Yes

Element 3
1. £10
2. L12

NEXT STEP

Move on to Task N8 and 9, Using money in everyday situations,
Elements 1 and 2.
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TASK SHEET

Using money in
everyday situations N5

STAGE 1

Element 1:
Making payments

A. You find a bargain in the local paper for £1200.00.

Use today's date.

1 Your car has failed its MOT and the garage has said you are best advised to buy another.

1. Fill in the cheque below for the cost of the car. The person selling the car is Mrs Elizabeth Stacey.

19

Conways Bank

8-22 COLCHESTER BRANCH

Pay

27 HIGH STREET COLCHESTER ESSEX CO1 1DU

30-92-16

or order

£

Conways Bank Plc

O L?303 30wq LG OiB73Y4 ¢

S FOREST

docawed from .. ..
The sum of £

Ja paymend /<cz

e e et = e o~ A e = - — o = o)

2. You ask Mrs Stacey for a receipt as proof of purchase. Complete the receipt below.




TASK SHEET

Using money in

Element 1 (cont):
everyday situations

Making payments

B. You now have your new car, but need to buy a few items for it.

You buy the following items:

car wash sponge 0.96p
car shampoo 1.39%
polish 249
windscreen wash 0.99p
chamois leather 2.97p
air freshener 1.28p
road atlas 4.98p
town plan 0.75p
de-icer 0.95p
car rug 3.99p

1. How much have you spent?

2. How much change would you receive from £25.007

C. The shop assistant explains that there is a 10% discount on all car wash products (the sponge, shampoo,
polish and chamosis leather)

1. How much discount would you get?

D. The road atlas is slightly shop soiled. The assistant says you can have it for half price.

1. How much do you pay for the atlas?

6o




TASK SHEET

Using morney in Element 2: Receiving
everyday situations N6 payments
STAGE 1

You are an electrical dealer and a customer has just bought 15 reels of cable from you.
The cables cost £22 each and the customer has given you a cheque for £330.

1. Is this amount correct?

64
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TASK SHEET

Using money in Element 3: Sharing
everyday situations N7 payments for goods and

STAGE 1 services

A trip to a football match has been planned.
The hire of the minibus will be £120 and there are 12 people wanting to go on the trip.
1. How much will it cost each persor if they share the cost exactly between them?

2. How much will be the equal share if two people drop out?




INSTRUCTION SHEET

N8/9
STAGE 1

Time aliowance - 5 minutes.

TASK TITLE

Selecting goods and services in
everyday situations.

ELEMENTS 1&2

1. Selecting goods and services for
price and quality.

2. Selecting investment and credit
arrangements.

PERFORMANCE CRITERIA

Element 1
1. Performs all calculations accurately.
2. Selects best buy.

3. Justifies the selection made in terms of
available money, quantity needed,
wastage and quality, as appropriate.

Element 2

Selects an investment/credit arrangement
with the best interest rate.

ASSESSOR

Give the studenvtrainee task sheets 8 and 9 as they are ready for
them.

SCRIPT

This part is about selecting goods and services. There are two exercises.
Look at them and see if you can do them without using a calculator.

| ASSESSMENT GUIDELINES

Element 1
1. Powder D
2. Powder C
3. £1.98

Element 2
1. The hire purchase company

NEXT STEP

At this stage vou need to make a judgement. If the student/trainee
has found the Stage 1 tasks so far (tasks 5-9) really easy you may not
feel it is necessary to complete all the Stage 1 tasks. Instead vou
could talk to them about the tasks in the remainder of the
assessment and if they express any anxiety about any of them ask
them to do the assessment. If thev are having real difficulty at this
stage. ask them how they feel about doing any more tasks. 1f they
don’t feel they want to. end the assessment here or move back to the
Foundation Level tasks il vou had previously jumped some.
Otherwise move on to task N10.




TASK SHEET

Selecting goods and
services in everyday
situations

.. . STAGE1

Element 1: Selecting goods
and services for price and

quality

You want tc buy an economical soap powder.

Powder A - 2 kilograms
Powder B - 750 grams
Powder C - 1.5 kilograms
Powder D - 500 grams
Powder E - 3 kilograms

1. Which of these five powders (A. B. C, D. E) offers the best value?
2. Which of the powders A. C and E offers the best value?

3. How much does powder D work out per kilo?

The supermarket has a wide selection. Here are five of the soap powrers available:

4.95
2.50
3.25
0.99
7.99




TASK SHEET

Selecting goods and
services in everyday
situations

NS
STAGE 1

You are going to borrow £200 to buy some fencing.

or

Element 2: Selecting
investment and credit
arrangements

You could borrow from a hire purchase company and pay back £20 per month for 12 months,

you could borrow from a loan company and pay back £15 per month for 18 months.

1. Choose the way of paying which means that you pay the least for the fencing.




i
|
|
|
1
1
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STAGE1

Time allowance — 4 minutes.

TASK TITLE

Measuring lengths and calculating
areas in everyday situations.

ASSESSOR

Give the student/trainee Item N10.

SCRIPT

Here are some calculanons for vou to do.

ELEMENT ASSESSMENT GUIDELINES
t(:’la;:z‘gll:gng areas of rectangles and Element 3
A. 1. 13.5 square metres

PERFORMANCE CRITERIA

1. Calculates the area of the shape
correctly.

2. Presents the answer in units
appropriate to the text.

2. 2 square metres

B. 1. Area = (rectangular part = 3 x 3 = 9 square metres)
(triangular part = 1.5 x 2 = 3 square metres)
Area = 9 + 3 = 12 square metres

NEXT STEP

Move on to task N11.




TASK SHEET

Measuring lengths and Element: Calculating areas
calculating areas in N10 of rectangles and triangles
everyday situations _ STAGE 1

You want to paint and decorate your bedroom.
A. A carpet for your bedroom has to be bought and you need to know how much carpet to buy.

The shape and measurement of the floor is:

\

« 4.5m

1. Can you work out the area of the room?

Now you need a new blind to fit in the window. The window is 1 metre x 2 metres.

2. How many square metres of blind material do you need?

B. Two of the walls in your bedroom are this shape.

+—3m—>
1. Work out the area of the wall.

ERIC w70




INSTRUCTION SHEET

N11
STAGE 1

Time allowance — 3 minutes.

TASK TITLE

Measuring weights and volumes in
everyday situations.

ELEMENT

Calculating and weighing out
required quantities.

PERFORMANCE CRITERIA

1. Performs all zalculations accurately.

2. Selects and uses corectly appropriate
measuring instruments.

3. Uses units of measurement
appropriate to the context.

4. Weighs out quantities to an accuracy
appropriate to the context.

ASSESSOR

Give the student/trainee Item N11.

SCRIPT

How are you at measuring and weighing things out?

If you can work out the problems on these two sheets it will help us to
decide.

ASSESSMENT GUIDELINES

Element 1

1. 4eggs
300 grams fat
300 grams sugar
300 grams flour

2. 5 ounces

NEXT STEP

Move on to task N12, 13 and 14.
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TASK SHEET

Measuring weights and . Element: Calculating and
volumes N11 weighing out required
. STAGE 1 quantities
You are going to make cakes.
Here is the recipe:
Victoria Sandwich

Recipe A: Imperial Recipe B: Metric

2 eggs 2 eggs

50z fat 150 grams fat

S0z sugar 150 grams sugar

50z self raising flour 150 grams self raising flour

Cream fat and sugar, add eggs and beat.
Add flour - puf in cake tins.
Cook 350°F or 180°C for 20 minutes.

1. How much of each of the ingredients would you need to make two cakes using Recipe B (metric
measurements)?

2. When completed. the mixture for Recipe A weighs 20 ounces. You need to divide your mixture into 4 equal parts
S0 you can make 4 buns.

How much would each of the 4 buns weigh?

69




INSTRUCTION SHEET

N121314

STAGE 1

Time allowance — 8 minutes.

TASK TITLE

Interpreting and presenting
numericai and graphical information
taken from everyday situations.

ELEMENTS 1,2&3

1. Selecting information from
tables and charts for a specific
purpose.

2. Rounding numbers to report
numerical information.

3. Presenting information on tables
and charts.

PERFORMANCE CRITERIA

Element 1
1. ldentifies relevant information.

2. Explains the dates clearly and
accurately using appropriate
vocabulary either orally or in writing.

3. Uses the date for the intended purpose
or report accurately how it would be
used.

Element 2

1. Report the information rounded
correctly and appropriate to the
context.

Element 3
1. Perform all calculations accurately.
2. Use appropriate scales.

3. Present information accurately as
Tequired.

ASSESSOR

Give the student/trainee Task sheets N12, 13 and 14 as they are
ready for them.

SCRIPT

Here are the last batch of sheets for you to work on. You should be quite
used to this by now.

ASSESSMENT GUIDELINES

Element 1
1. 580° - 630° Centigrade
2. 2250° - 2300° Fahrenheit

Element 2

1. 20;20; 60

2. £100.00; £200.00; £600.00
3. 265,000; 61,000; 6,000

Element 3
Al m»

2. 18,000,000 (18 million)

TOTAL SALES

Apnl May June July Aug Sept
MONTH

NEXT STEP

The assessment ends here.

70
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TASK SHEET

Interpreting and Element 1: Selecting
presenting numerical and N12 information from tables
graphical information ST AE;E 1 and charts for a specific

purpose

You need to set a kiln to do a firing. You should set it at 1100° Fahrenheit, but your kiln temperature is
measured in Centigrade.

1. Using the chart decide what Centrigrade temperature your kiln should be set to.

2. If you had a kiln marked in Fahrenheit and you had to set it at the equivalent of 1250 Centigrade, what
temperature would you set it at?

Centigrade

500 600 700 800 900 1000 1100 1200 1300 1400
| S VOO FUUYE DUTSE DU Seuee ] ] 1 ] 1 IS ST DUTEE P NS D |
T rir i1ty rrrrrrrrrre ottt b

900 1000 1100 1200 1300 1400 1500 1600 1700 1800 19G0 2000 2100 2200 2300 2400 2500

Fahrenheit

n




TASK SHEET

Interpreting and Element 2: Rounding
presenting numerical and N13 numbers to report
graphical informaticn - STAGE 1 m | numerical information

Sometimes it is useful to be able to round numbers and figures up or down.
1. Round the three numbers below up or down to the nearest 10. Write down your answers.

17
22
56

2. Round these prices up or down to the nearest £100.00.

£99.99
£213.00
£649.00

3. Here are some attendance figures for football matches. Round them up or down to the nearest thousand.
Match A - 265.430

Match B -61.297
Match C-5,614

s,

12




TASK SHEET

Interpreting and . Element 3

presenting numerical and N14 Presenting information on

raphical information tables and charts

grap STAGE 1

Information can be shown in graphical form.

A. Here are the television viewing 1. Complete this bar chart 2. What is the total number of
figures for this month: using these figures. viewers watching television?
BBC1 6,000,000 viewers
BBC2 4,000,000 viewers m»

v 5,000,000 V{ewers 6mp
CHANNEL 4 3,000,000 viewers
Sme
im»
3m»
2mp
im»
BBC1 BBC2 v CH4

B. These figures represent the number of

fridges sold by a local electrical retailer in 160
each month in the half year April to
September. Draw a line graph showing the
running total of sales.
12
Month Fridges soid
April 20 g 100
May 25 pr 3
J = 80
une 35 ,‘E
July 41 c'_>
August 21 60
September 18
40
20
0
April May June July Aug Sept
MONTH
76
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COMMUNICATION SKILLS - [TNIE Individual Assessment Chart

NAME OF CANDIDATE:
NAME OF ASSESSOR: DATE:
‘E e ‘E
LEVEL/UNIT AND ELEMENT/ 2 IS L g
TASK REFERENCE 8188|588 NOTES
S |s8|28|2%
Reading textual material
Task Rt — Element 1
=
=
'—
T
S
S| TaskR2 — Element2
Q
|V
TaskR3 — Element3
Reading textual material
Task R4 — Element 1
TaskR5 — Eiement?2
TaskR6 — Element3
w
-
£ | Reading graphical material for everyday purposes
TaskR7 — Element !
TaskR8 — Element?2
TaskR3 — Element3
1
Reading textual and graphical material
& | TaskR10 — Element1
(&)
«
-
[7¢]
TaskR11 — Element 2
O

‘ L.

4




COMMUNICATION SKILLS - [elif.1 %

Individual Assessment Chart

NAME OF CANDIDATE:
NAME OF ASSESSOR: DATE:
= .~ =
LEVEL/UNIT AND ELEMENT/ 2 18| €| B
TASK REFERENCE g 88| _8|. 8 NOTES
S [ssi{=28|=2¢
Z Conversing with one other person
=
a
5 | Task Ot
(=]
.

Conversing with one other person

| Task02 — Element 1
S
=
(7]
Task03 — Element3
Providing, obtaining and exchanging information and opinions
o
2
5 | TaskO4
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COMMUNICATION SKILLS - RiLie individual Assessment Chart

NAME OF CANDIDATE:
NAME OF ASSESSOR: DATE:
E‘ S E
LEVEL/UNIT AND ELEMENT/ 2 1S 2 8
TASK REFERENCE g |88|.8|.% NOTES
8 |=8|28|=2%§
Completing forms and preformatted documents
Task W1
3
= | Communicating in writing
a3
=
3
i | TaskW2 — Element1
Task W3 — Element2
Completing forms and preformatted documents
Task W4 — Element 1
w
Q| TaskW4 — Element?2
—_
[72]
Communicating in writing
Task WS
Communicating in writing
of | Taskwg — Element 1
(&)
=
[72]
TaskW6 — Element?2
75




NUMERACY Individual Assessment Chart

NAME OF CANDIDATE:
NAME OF ASSESSOR: DATE:
T ol =
LEVEL/UNIT AND ELEMENT/ £ 1S:| 8| B
TASK REFERENCE g 1881.8|.% NOTES
S |s8|28|=2%

Using money in everyday situations

Task N1

Planning the use of money and time in everyday situations

I

Task N2

Measuring lengths and calculating areas in everyday situations

TaskN3 — Element 1

FOUNDATION

TaskN3 — Eiement2

Task N3 — Element3

Setting timing devices and timing activities in everyday situations

TaskN4 — Element 1

Task N4 — Element2

)




NUMERACY (Continued)

Individual Assessment Chart

NAME OF CANDIDATE:
NAME OF ASSESSOR: _- DATE:
E e E
LEVEL/UNIT AND ELEMENT/ 1S € B ~
TASK REFERENCE e |88|. 8|8 NO'ES
S |s8|28|2¢
Using money in everyday situations
TaskN5 — Element 1
TaskN6 — Element2
TaskN7 — Element3
Selecting goods and services in everyday situations

STAGE 1

TaskN8 — Element 1

TaskN9 — Element?

Measuring lengths and calculating area

s in everyday situations

Task N10

Measuring weights and volumes

in everyday situations

Task N11

interpreting and presenting num

erical and graphical i

nformation taken from everyday situations

TaskN12 — Element1

TaskN13 — Element?2

TaskN14 — Element 3

8
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Aruitoxt provided by Eic:

SUMMARY ASSESSMENT CHART

The purpose of this Summary Assessment Chart is to:

® collect together the information from the Individual Assessment Charts
e helpidentify the existing level of competence of the student/trainee

e helpidentify the level at which the student/trainee should start working on the ALBSU standards

To complete the chart refer back to the Individual Assessment Charts and tick the column for:

e COMPETENT -~ if they were assessed as competent for all the tasks they did.

L]
element.

Individual Assessment Charts why tasks were not assessed.

When you have completed tt fill in the recommendation section at the end.

NAME OF STUDENT/TRAINEE:

NEEDS REVISION ~tick this columniif the student/trainee was 'in need of revision” or "'not competent’ at one or more of the tasks covered by thetask

NOT ASSESSED ~tick this column if none of the tasks representing the task element were assessed. It should be clear fromthe notes written onthe

! FOUNDATION STAGE 1 ' STAGE?2
’ 1 - !
l o ! I : <t
'[ ]‘_-38 (<23 L8B!
! EHEE 121818 3]
1 S ) .2
! HEIE HEE Byl
i (S22 1S[=|2l 81212
Numeracy i Numeracy i : l b
Using money in everyday situations ‘ ! Using moneyn everyday Stuations | i i
i i H : i
. I T T
Planning the use of money and time P Selecting goods and services in i i ;
| Ineveryday situations b everyday stuations N
Measuring lengths and calculating | | | Measunng lengths and calculating i : o :
areas tn everyday stuations ! ' i areas in everyday situations l i i ! Lo
| P4 ;
. . Iy 1 Inferpreting and presenting R
I ! i :
Set‘““tg timng de\gce a?d t"m'ng © ! numencal and graphical nformauon. ;
{ actvilies in everyaay stualions It i | takenfromeveryday Situalions o
;rCommunication: Reading : { Cemmunication: Reading - ] + Communication: Reading
! ! ’ i 1 1 | Readngtextualand graphcal
' Reading textual matenal P | Reading textual matenal i 1 ' ; mforma%uon gap
. , i 1 ' I } -
E |l | | Reading graphical matenal for Lo '
‘ v ; everyday purposes Lo
! Oral 1 .| oral ! | Oral
. : | Pl Lo {1 Providing. obtaining and exchanging
- Conversing with one other person | Lo Conversing with ong other person | | snformation and opinion L
 Writing i | Writing . Writing
[}
1

. Comgleting forms and pre-fo..xatted 1

. documents ;

Completing forms and pre-formatted
i documents

! Communicating in wnting

T

! Communicating in writing

j
1
i Communicating in wnting

Recommendations

Please indicate with an X in the boxes where the traineerstudent needs to start working on the standards ang an R where they have Shown some
competence and therefore where less ime may need to be allocated on therr training programme.

Reading Foundation D Stage 1 D Stage 2 D
Oral Foundation D Stage1 D Stage2 D
Writing Foundation D Stage 1 D Stage 2 D
Numeracy Foundation D Stage 1 D

Assessment carried out by on
Information passed on to —_—— on
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