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1.
The ITeC’s Equality & Diversity Statement

We are committed to equality of opportunity

The ITeC staff, apprentices and employers believe strongly in equality of opportunity for all.  We promote inclusion, respect, fairness and the rights of the individual.  We oppose prejudice, discrimination, harassment and unfairness of any kind.  At the ITeC, we treat people as individuals, and do all that we can to support them in reaching their goals.

We celebrate diversity 

We recognise that each person is different and we value these differences.  We are working to make the ITeC a diverse environment with people from all minority groups represented.  We promote the ITeC to:

· People from different ethnic and religious groups
· Females and males

· People with a disability and people without
See also: ITeC Equality & Diversity Policy version 6 (March 2006)
2.
Our philosophy on Key Skills

Key Skills are at the heart of the qualification framework.  If Key Skills are developed the learner will be more equipped to achieve the other aspects of their framework.  NVQ and technical certificate evidence should be of a higher level as a result of Key Skills training.  Benefits of developing a learner’s Key Skills as the basis of their course are:

· Basic skills weaknesses addressed

· Increased confidence, self esteem and motivation
· Reduced fear of failure

· More mature, independent and professional attitude to study and work
· Enhanced skills in studying, discussion, presentation, written work and ICT 

· Responsibility for own lifelong learning

To achieve this, Key Skills must be a meaningful and relevant experience for the learner.  Key Skills should be integrated into the learner’s programme of study and support the other qualifications in the framework.  Delivery should match the individual learner’s aspirations and potential, building on prior attainment and experience.  At the ITeC, we have high expectations of our learners and our staff emphasise the value of Key Skills to ensure commitment.  Learners are encouraged to aspire higher than the requirements of their frameworks, by working towards higher levels of Key Skills where possible.
ITeC’s Key Skills Delivery Model

At the ITeC, Key Skills training is front-loaded and support-led.  We aim to create a positive climate for learning, where expectations are raised and confusion avoided.  The Key Skills Coordinator works closely with the Manager and staff to plan, promote and monitor Key Skills delivery.  A coordinated approach ensures that all staff are involved and support learners.  Training and support is adapted to suit different training courses and individual learners but the Coordinator ensures consistency using the Internal Moderation process.

Quality Assurance

All Key Skills systems and training plans are reviewed regularly to ensure they are efficient and effective.  Learners and staff are consulted in the evaluation process.  Learners are invited to provide feedback to ensure continuous improvement.  Internal and External Moderation ensures consistency across all areas.  Key Skills are included in the ITeC’s quality assurance and self assessment processes, and feature in our self assessment action plans. 
3.
Key Skills Initial Assessment
Initial Assessment is used to provide an accurate basis on which to plan the learner’s training and support.  The system used at the ITeC was introduced in the summer of 2002.  The Key Skills Initial Assessment pack is designed to:

· Record the learner’s achievements to date

· Assess the learner’s potential

· Identify the level and type of support the learner will need
· Identify specific areas where support is required
· Ensure learners are working at a level they can achieve – supporting those requiring it and stretching the more able where appropriate
· Record discussion with the learner where action and targets are agreed
The Initial Assessment process uses a variety of assessment techniques to diagnose individual learning needs:

· Accreditation of prior achievement

· Self Assessment

· Multiple choice tests (levels 1 & 2)

· Optional written tests (level 3)

· Observation/reflection

· Discussion/negotiation

Learners are introduced to Key Skills, and the Initial Assessment process, at Induction.  The purpose of the assessment is made clear and details of activities explained.  On the first day of their course, the learner completes the Evidence of Existing Key Skills and Self Assessment sections of their Initial Assessment pack.  If a learner has already achieved an equivalent qualification, s/he can claim a proxy or concession which exempts him/her from all or part of a Key Skill unit.  The list of accepted proxies and concessions is agreed with the NTOs and awarding bodies.
The Communication level 2 and Application of Number level 2 assessments are administered during the first two weeks of the learner’s course.  The Information Technology assessment is optional for Signs and Print learners.  Learners are actively involved in the administration and marking of the assessments, allowing them to diagnose their own areas for improvement and receive instant feedback on their performance.

Throughout the Initial Assessment period, usually 4-8 weeks, both the learner and their tutor can make notes on their observations and reflections using the Observation section of the pack.  Communication and IT level 3 assessments are optional.  These assessments can be arranged by the Key Skills Coordinator.
Throughout the Initial Assessment period, the learner’s named tutor will study the results of the assessments and complete the “Assessor’s Use Only” columns.  At the end of the period, the learner and tutor will discuss the results and complete the Summary of Initial Assessment Findings form.  This will include the negotiation of challenging target dates, by unit, for portfolio and external tests.  Details of the results are recorded on the Individual Learning Plan and monitored using the 8 week Review system.  
Level 1 Initial Assessment

The level 1 Key Skills Initial assessment was developed for learners starting with skills well below level 2.  One purpose of the level 1 Initial Assessment is to establish the level at which the learner should start a particular Key Skill.  This is particularly important on courses where the FMA framework allows Key Skills at level 1.  The level 1 Initial Assessment is also used diagnostically, to determine the learner’s areas of weakness and where support is required.

All learners begin by completing Part 1 of the Key Skills Initial Assessment.  The level 1 Initial Assessment is then used in the following instances:

· The learner has no GCSEs, or their results for Maths and/or English are grade F or below.

· The results of the Initial Assessment indicate that the learner believes s/he needs significant support in any of the Key Skills.

· The learner completes the level 2 Initial Assessment and gets a low result, i.e. 15 or less.

The level 1 Initial Assessment is either completed in place of the level 2, in the first two weeks of the learner’s course, or later if desired.  The results are discussed with the learner and recorded in the ILP.  The Key Skills Coordinator is contacted to arrange one-to-one support.   

See also Key Skills Initial Assessment Guidelines and Initial Assessment Pack. 

4.
Key Skills Delivery and Generation of Evidence

On all courses it is our aim, wherever possible, to effectively integrate Key Skills with the main course content.  Delivery of Key Skills training is structured and adapted to meet the needs of individual tutors.  A range of teaching methods and modes of delivery are used to enhance the learning experience.  On all courses, adequate time is allocated for the delivery of Key Skills as an integrated part of the learner’s training.  Assessment and evidence recording procedures are introduced and supported as part of this training.

Learners are introduced to Key Skills at Induction and are given a copy of the standards for the units they have agreed to work towards during their first Key Skills session.  All learners are encouraged to write an Individual Key Skills Plan detailing what Key Skills they are doing and how they will achieve them. 

Foundation Courses (IT Software, Hardware and Business Administration)

On courses where learners undertake a 4-5 weeks foundation before going on work placement, Key Skills training is integrated into the Foundation training and the responsibility for delivery is shared between the Key Skills Coordinator and the Course Staff.  

Communication

Course Staff deliver training in presentation methods including Microsoft PowerPoint; essential to the learner’s underpinning knowledge in IT.  The learner is supported in producing and delivering a presentation to their assessor and colleagues.  The subject of the presentation is either Health & Safety or IT.  This activity is also used to develop and demonstrate the learner’s study and research skills, as required for his or her NVQ and technical certificate.  Learners also produce a report, on either Health & Safety or IT, and attend an Introduction to Equality & Diversity, where they take part in a group discussion.

Application of Number 
Learners complete vocationally relevant projects:

· The Time Management project (Admin)
· The Budgeting project (Admin)
· The Internet Survey project (IT)
· The File Sizes Project (IT)
These projects are introduced and delivered in planned sessions by the Key Skills Coordinator.  They are designed to develop the learner’s vocational awareness and generate evidence for Application of Number through a variety of tasks.  In the sessions, training is clearly separated from evidence generation by the provision of practice exercises.  Some evidence is collected on work placement.
Sign making and Printing
Learners on the Sign and Print courses do not undertake a 4-5 week Foundation period, so Key Skills training is arranged at the request of the course Tutors to compliment their NVQ / Key Skills workshop training.    
Communication

The Key Skills Coordinator delivers training in presentation methods including Microsoft PowerPoint.  The learner is supported in producing and delivering a presentation to their assessor and colleagues.  The subject of the presentation is the learner’s sign company.  This activity is also used to develop and demonstrate the learner’s study and research skills, as required for his or her NVQ.  Learners also produce a report on their sign company, and attend an Introduction to Equality & Diversity, where they take part in a group discussion.

Application of Number

The Signs Tutors have developed a vocationally relevant project.  This project is introduced and delivered in planned sessions by the Signs staff.  It is designed to develop the learner’s vocational awareness and generate evidence for Application of Number through a variety of tasks.  Print learners complete a Health & Safety Project in a similar manner.   

ICT

The Key Skills Coordinator delivers ICT training in PowerPoint, Excel and Access and a vocationally relevant database project is used to generate evidence. 

Key Skills levels required for frameworks

	
	FMA
	AMA

	Course
	COM
	AON
	ICT
	COM
	AON
	ICT

	Admin
	2
	1
	X
	2
	2
	X

	Software
	1
	1
	X
	2
	2
	X

	Hardware
	1
	1
	X
	2
	2
	X

	Signs
	1
	1
	1
	2
	2
	1

	Print
	2
	1
	1*
	2
	2
	2*


* Pre-press only

See also Key Skills Schedules, Session Plans, project briefs and sample portfolios.
5.
Resources and Facilities

At the ITeC, we try to ensure that the learning environment is interesting, innovative and lively, and that we provide good facilities and learning resources.  The accommodation at the ITeC includes ten training rooms, all of which have computer access.  The main computer suites are equipped with excellent facilities, and include interactive whiteboards and other training aids.  All rooms are well maintained.  A specialist Skills Suite has been created which is designed specifically for basic skills work and is equipped with wireless laptops and a library of basic skills resources.  

E-learning is used to enhance Key Skills training in all courses.  In addition, learners have access to Key Skills support materials through the ITeC Public Drive, where external test papers, help sheets, projects and other resources are stored.  Learners also have controlled access to the Internet to research their Key Skills / NVQ work and they are encouraged to use the BBC Skillswise web site.  Paper-based resources include detailed and interactive assignment briefs, Application of Number help sheets and practice sheets, guidelines, copies of practice test papers, leaflets and reference guides.

ITeC staff are committed, enthusiastic and well-qualified.  All appreciate the value of Key Skills and are cooperative in implementation, delivery and support.  

See also project briefs and ITeC Public Drive - Key Skills 2004. 

6.
Tutorials and Support 

On most courses, learners attend the ITeC on workshop days.  Time is set aside on these days for Key Skills work. All tutors supply their learners with support in portfolio building and structure their workshop days to make sure adequate time for Key Skills work is allowed.

Support is designed to reflect the findings of the Initial Assessment.  Additional support is agreed, recorded and delivered as and when required, either individually or on a group basis.  Learners can arrange to see the Key Skills Coordinator for support at any time. Learners can receive one-to-one support on workshop days by formal or informal arrangement.  This can be support with portfolio building or test preparation.  Learners can request support through their tutor or contact the Coordinator directly by telephone or email to arrange this.
Support is also arranged in the form of group test preparation sessions.  These sessions are designed to encourage learners to reflect on their skills and identify and address their weaknesses.  The Coordinator demonstrates specific skills using practice papers.  Some of the time is set aside for discussion on coping strategies, confronting fears and confidence building.  Learners plan how they will continue their study on their own, using support materials supplied to prepare for their tests.  GCSE study guides are supplied free, along with help sheets and practice papers.

Special Learning Needs

At the ITeC, we want all our learners to succeed.  We are happy to accommodate the needs of individual learners and to adapt their training to support them in achieving their learning goals.  The ITeC has created a Learner Entitlement and Support statement to describe what support learners can expect if they choose the ITeC. 

See also Coordinator’s schedule and Learner Entitlement and Support statement.

7.
Monitoring Learner Progress

The ITeC have a clear system for tracking learners’ Key Skills progress.  The Coordinator keeps records of all ITeC learners, by assessor, using a spreadsheet and colour coding system to record learners’ progress with tests and portfolios.  The Coordinator updates these records regularly to show results of tests and moderation.  Updates are sent to the Manager and Course Tutors to keep them informed.    

The Manager, Coordinator and course tutors use the new HCC Training MAYTAS database to track learners’ progress.  Reports are available to extract information on registration, progress etc.  Course Tutors enter target dates for each Key Skill unit after Initial Assessment.  The database also shows progress with tests and NVQ, and can be used to generate equal opportunities data and achievement statistics.
Progress with Key Skills is discussed and recorded using the 8 week Review system.  Planned activities, assessment and development opportunities are discussed with the learner and recorded on the ILP.  The review is used as an opportunity to engage the employer in the Key Skills programme the learner is undertaking.  An introductory leaflet has been designed to make employers aware of the advantages of Key Skills to the learner and to the employer. 

See also Assessor’s Key Skills records, MAYTAS database and learners’ personal files.
8.
Assessment and Moderation

Assessment is used to establish competence and give feedback to learners.  Assessors are encouraged to assess by unit.  The learner’s personal tutor carries out most assessments.  Assessors can attend Key Skills sessions to observe work in progress and sign off evidence when it meets the standards.  Assessment opportunities can also be arranged in the workplace where appropriate, or workplace evidence used where possible. 
The Key Skills Coordinator internally moderates sample units from Key Skills portfolios to ensure consistency.  The standard ITeC Final Assessment and Internal Verification Record is used to record assessment and verification.  We follow OCR’s requirements for assessment and internal moderation.  

The ITeC has been awarded Direct Claims Status by OCR.  The Key Skills External Moderator visits the ITeC once a year to check assessment methods and decisions, monitor quality and make suggestions for areas of improvement.  Our first visit was on 17.09.01.  This was an advisory visit.  Since then we have had 12 successful visits.
See also Coordinator’s records and the QCA Guidance and Specifications 2004.  
9.
Administration and paperwork

The Coordinator is responsible for all Key Skills administration and paperwork, including:

· online registration 

· proxy claims

· online test entries
· Portfolio Attendance Lists (PALS)

· Certification
The ITeC uses the OCR Key Skills Administration Arrangements, which are updated annually, and the OCR online Interchange.

Learners are usually registered after their Initial Assessment period.  Registration is recorded on the MAYTAS database.  Records are stored in the Coordinator’s In Progress file.  Once registered, learners can be entered for external tests and portfolio moderation. 
After every OCR certification claim, the Coordinator submits a list of candidates to the External Moderator, who advises which portfolios should be retained as a sample.  The Moderator must view a minimum of 16 units in the annual visit.  After the visit, the Coordinator produces a summary of the Moderator’s findings to give staff feedback.  

External tests – paper-based

Paper-based tests are conducted at the ITeC four times a year.  The Joint Council for General Qualifications Instructions for Conduct of Examinations is used to guide the process.  The Coordinator books rooms, stores papers and coordinates the invigilation.  Course tutors share the responsibility for invigilation.  Test details are given to learners by their tutors, and posters are displayed throughout the ITeC.  This cooperation between the Coordinator, course tutors and candidates ensures a good attendance for tests.  The Coordinator receives results and passes these on to the Course Tutors, who distribute the results slips to their learners.  Learners are offered advice on resits where appropriate.  

External tests – onscreen

Onscreen testing is available on demand to learners who, for various reasons, stand to benefit from this method.  Onscreen tests are organised in advance by the Key Skills Coordinator, who applies for an access token for the candidate.  A training room is set up to accommodate onscreen tests for up to four learners. Learners attend the centre on the day of their test and are supported in preparing by their tutor and/or the Key Skills Coordinator.  They sit the test once they feel they are ready.  The Coordinator can then access their result immediately and advise the learner on what to do next.  Onscreen testing can also be administered in the workplace.   
The Coordinator keeps archive records of the following:

· Proxy and concession evidence

· Test entries and results

· Full unit certificates

· Assessor records

· Internal Moderation and Assessment paperwork

· External Moderation visits

· Key Skills session attendance records and evaluation forms

See also Onscreen Test procedure, Coordinator’s In Progress file and other records.

10.
Information and Staff Development

Key Skills procedures are documented and understood by all ITeC staff.  The Coordinator provides staff with information on Key Skills developments during the monthly ITeC site meeting, where Key Skills is always on the agenda.  This is also a good opportunity for staff to share good practice in Key Skills.  The HCC Training Internal Verification meetings also have Key Skills on the agenda, so staff can discuss developments.  

The ITeC provides staff with a range of formal and informal approaches to staff development and support.  Formal staff training sessions are provided where required.  In the past these have been designed to clarify the Key Skills 2004 specifications and to introduce the new Initial Assessment process.  The Manager often uses the PPD system to set individual staff Key Skills related targets.  Staff are encouraged to work towards their own Key Skills wherever possible.
The Coordinator keeps up to date with Key Skills developments through the Internet, by attending courses and through information supplied by the awarding body and the Key Skills Support Programme.  The Coordinator passes this information on to other staff during site meetings and by email.  The Coordinator also places essential information on the Public and Staff ITeC drives and on the ITeC website.
HCC Training Basic Skills working group

The Basic Skills working group meets regularly to discuss issues and share good practice.  The group recently completed an audit of Key Skills provision at all sites and an audit diagram was produced to illustrate Key Skills in relation to the learner’s journey, good practice and key issues.    
See Key Skills at HCC Training audit diagram and site/IV meeting minutes.
fjoy@hcctraining.co.uk
Version 4 (May 2006)
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