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PART 1

National unit specification: general Information

UNIT Communication (Access 3)

NUMBER D01B 09

Summary
This core skills unit seeks to develop the ability to respond to and produce simple brief written and oral communication which is familiar and routine to the candidate’s setting. This unit is designed to develop communication skills at a basic level. It should guide the candidate towards the acquisition of broadly-based skills in common language contexts, helping the candidate to maintain social and working relations.

Outcomes
1. Respond to simple written communication.

2. Produce simple written communication.

3. Produce and respond to simple oral communication.

Recommended entry
While entry is at the discretion of the centre, candidates would normally be expected to have attained Communication (Access 2).

Credit value
1 Credit at Access 3.

Acceptable performance
Acceptable performance in this unit will be the satisfactory achievement of the standards set out in the unit specification. All sections of the statement of standards are mandatory and cannot be altered without reference to the Scottish Qualifications Authority.

Note on range for the unit

The outcomes should be demonstrated in relation to material which is familiar and routine to the candidate’s setting.
OUTCOME 1:  Respond to simple written communication.

Performance criteria

a) 
Identify the purpose of a communication.

b)
Identify the significant ideas or main points of information in the communication.

c) 
Make a basic evaluation of the communication supported by a single piece of evidence.

Evidence requirements

Written or spoken evidence that on one occasion the candidate has read an appropriate nonfiction text and shown understanding of basic information and an ability to make a single, simple evaluation of the communication. All performance criteria must be met within one task.

Simple written communication

Nonfiction texts must be used. Texts will be related to the candidate’s personal experience, an area of study or the work setting. The communication will be brief, clearly presented and will contain several items of information. The content will be expressed in a direct, uncomplicated way and the key points will be explicit. The vocabulary will be familiar to the candidate and sentences will be simple in structure. Where linkage occurs, it will be straightforward.

OUTCOME 2:  Produce simple written communication.

Performance criteria

a) 
The techniques used are mainly appropriate for the writer’s purpose and audience.

b) 
All essential information or ideas are presented.

c) 
Some evidence of structure is discernible in the communication.

d) 
Spelling, punctuation and syntax are sufficiently accurate to convey meaning.

Evidence requirements

One piece of written evidence or a portfolio of thematically linked pieces to show that the candidate has achieved all the performance criteria. The piece, or pieces taken together, should amount to no fewer than 100 words.

Simple written communication

The candidate will produce simple written communication which presents information of a basic nature. It will convey several items of information and/or opinions or ideas. Where appropriate, opinions or ideas may be presented in concrete personal terms. The layout, word choice and any use of graphics or pictures will be appropriate to purpose, context and target audience. The vocabulary and sentence structure will be simple. Some errors may be present but these will not prevent the reader from grasping the meaning.

OUTCOME 3: Produce and respond to simple oral communication.

Performance criteria

a) 
An appropriate range of spoken language structures is used.

b) 
The communication conveys simple information, opinions or ideas.

c) 
An attempt is made to sequence and link information, opinions or ideas.

d) 
Delivery takes account of situation and audience.

e) 
Responses take account of the contributions of other(s).

Evidence requirements

All the performance criteria must be met in one spoken interaction (discussion or presentation) with one or more people. A brief note of context and source will accompany the evidence, which could take the form of a checklist or recording. An individual presentation should last for a minimum of two minutes with additional time for questions.

In a spoken interaction at this level
The candidate will convey simple information, opinions or ideas with sequencing and linking appropriate to purpose and situation. Simple vocabulary in an appropriate register will be used and the vocabulary and the structure of the communication will allow the speaker’s meaning to be conveyed. Delivery will be audible with some use of appropriate non-verbal conventions. The candidate will respond to points of view or questions from others.

Progression and related study

Progression

Successful attainment of this unit may allow the candidate to proceed to:

· Communication (Intermediate 1) D01B 10.

Core skills

Information on the automatic certification of core skills is published in Automatic Certification of Core Skills in National Qualifications (SQA, 1999).

The attainment of this unit will lead to the automatic award of:

· Communication at Access 3.
PART 2

The structure of this open learning pack is as follows:
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PART 3

This Open, Flexible and Distance Learning package covers the syllabus requirements for the SQA National Unit, Communication at Access 3.

The package consists of an introductory guide and 8 study sections.  Each study section comprises 3 lessons, each of which is designed to take approximately an hour to complete. 

Each study section has a theme – but no prior knowledge of the theme is required.  The focus of each lesson is on communication skills, and the themes are used simply to expose the learner to a variety of vocational and non-vocational topics.

	Study Section
	Lesson A: Theme (Main skills developed)
	Lesson B: Theme (Main skills developed)


	Lesson C: Theme (Main skills developed)

	Study Section 1

Mobile Telephones


	Reading adverts (Writer’s purpose.)
	Reading contracts and small print

(Reading small print, identifying important points.)


	Filling in forms

(Understanding forms, completing forms, expressing attitude.)

	Study Section 2
The Media


	Newspapers

(Identifying main points, writing an article.)
	The movies

(Expressing point of view, preparing for a talk.)


	Television

(Preparing for a discussion, eye contact and body language.)

	Study Section 3

Your town
	Reading and writing leaflets

(Reading leaflets, using headings.)
	Creating a leaflet

(Using graphics, writing a leaflet.)
	Delivering a short talk

(Using cue cards, linking.)

	Study Section 4
Eating out
	Reading a review
(Understanding reviews, negative and positive words, to, too and two.)


	Writing a review
(Full stops, commas, writing a review.)
	Taking part in a discussion

(Sequencing in a discussion.)



	Study Section 5
Planning a holiday


	Writing letters

(Business letters, letter of complaint.)
	Reading and writing e-mails

(Reading and writing e-mails.)


	Asking and answering questions

(Answering questions to promote interaction.)

	Study Section 6
Advertising


	Reading adverts

(Purpose of adverts, evaluation.)
	Reading and Writing adverts

(Writing adverts, responding to questions about an advert.)


	Using an interview to get information

(Interviewing, listening skills, writing in response to answers in an interview.)

	Study Section 7

Music


	Reading reports

(Reading a report, reading a questionnaire.)


	Writing a report 

(Formal language, writing a report.)
	Delivering a talk

(Volume, speed.)

	Study Section 8

Applying for a job or college course


	Reading application forms 
(Preparing for Outcome 1 assessment.)
	Applying for a job

(Preparing for Outcome 2 assessment.)


	Being interviewed

(Preparing for Outcome 3 assessment.)


Course study sections

Each study section of this Open, Flexible and Distance Learning package is structured in exactly the same way:

· Contents page

· An introduction to the section

· what the section is about

· the objectives of the section

· Subject content, including

· Activities, Self Assessed Questions (SAQ), Tutor Assessments (TA)

· Feedback to SAQs - at the end of the study section 

· Comments on activities - immediately following an activity.
Approximate study time

While the time allocated to this unit is at the discretion of the centre, the notional design length is 40 hours.

Each lesson is designed to take approximately an hour to complete. In practice, the workload is unlikely to be evenly balanced between lessons and some will take less time, whilst others take longer.

There are 24 lessons in total.  This suggests 24 hours learning. This leaves time for assessment, re-assessment and feedback.

Symbols used in the pack
In addition to the Introductory Guide there are 8 distinct study sections.  The study sections allow the learner to work on their own with your support.  As they work through the sections, they will encounter a series of symbols which indicate that something follows which they are expected to do.  An explanation of these symbols is given below.
Self Assessed Questions


This symbol is used to indicate a Self Assessed Question (SAQ).  Most commonly SAQs are used to check learners’ understanding of the material that has already been covered in the sections.

This type of assessment is self-contained; everything is provided within the section to enable learners to check their understanding of the materials.

This process is simple:

· learners are set SAQs throughout the study section.  These comprise, e.g. short-answer questions, multiple-choice questions, etc.

· they respond to these, either by writing in the space provided in the assessment itself, or in their own notebook

· on completion of the SAQ, they turn to the back of the study section to compare the SAQ responses to their own
· if they are not satisfied after checking their responses, they should turn to the appropriate part of the study section and go over the topic again.

Remember – the answers to SAQs are contained within study materials.  Students are not expected to ‘guess’ at these answers.

Most of the SAQs contain a short section for the learner and you to record any comments. The learner and you are also asked to 

sign and date each SAQ. This allows you to monitor the learner’s progress.

Activities

An activity is normally a task that learners will be asked to do which should improve or consolidate understanding of the subject in general or a particular feature of it.

For example, learners may be asked to read a passage, prepare a short piece of writing, think about preparing a talk, etc.

The suggested responses to activities follow directly after the activity.

SAQs and activities contained within the package are intended to allow students to check their understanding and monitor their own progress throughout the course.  It goes without saying then, that the answers to these should only be checked out after the SAQ or activity has been competed.

Tutor Assessment
[image: image1.png]



This symbol means that a Tutor Assessment (TA) is to follow.  These are usually found at the end of each study section.  The aim of the TA is to cover and/or incorporate the main topics of the study section and prepare learners for unit (summative) outcome assessment.

PART 4

How learners will be assessed

Throughout each study section of this Open, Flexible and Distance Learning package, a series of Self Assessed Questions (SAQs) and activities have been developed to provide learners with ‘on the spot’ feedback in terms of their progress within the relevant section.

Upon successful completion of all SAQs and activities, learners will be asked to attempt a Tutor Assessment (TA).  Each study section usually finishes with a TA and each assignment has been devised as a means of assessing the learner’s progress on the knowledge and understanding required for their SQA unit to date.  Generally, the requirements of the TAs closely match the outcomes of the unit.

When and where students will be assessed

As a tutor, you should summatively assess each learner after successful completion of all eight study sections, using your own centre’s instrument(s) of summative assessment.  All assessments will be conducted at the centre where appropriate.

The summative assessments are recorded by you, and form the basis of the learner’s final results within the unit.  Learners have been informed that you will complete all the necessary paperwork and inform them of their successful completion of the unit.

Depending on the policy of your centre, summative assessment may be undertaken at the centre, or at a distance from the centre, under supervision.

Most often assessment is undertaken by the learner at school or college under supervision of a teacher/tutor.  However, for the open learner who lives some distance from the centre, an invigilation system may be set up at a recognised support centre local to the learner (community education centre, training centre, etc).

What learners have to achieve

All Outcomes have to be assessed and the objective of this 40-hour unit is that the learner will achieve Outcomes 1, 2 and 3 of SQA Unit Communication Access 3 D01B 09.

Opportunities for reassessment

If learners don’t achieve the required standard for the award of ‘pass’ within any assessment, they should be informed of this and you should arrange for them to be re-assessed on the particular elements of the assessment which need improving.

Alternative instruments of summative assessment should be available and utilised where necessary.

External assessment

There is no external assessment associated with this unit.

PART 5

Tutor-assessed assignments responses

These pages show the instructions given to the learner for each TA. They also show suggested marking schemes which reflect a) the work that the learner has completed in the study section from which the TA came; and b) the skills that the learner has gained from working through the study section and the ones before it (i.e. the study done so far).  As you will see, the marking checklists for later study sections are more demanding than checklists for earlier study sections. 

This reflects the structure of the study sections which are designed so that learners develop their skills gradually.  It is suggested, therefore, that you mark work according to the checklists provided, so that your marking and comments reflect the learning to that point and the instructions given.

 Student guide
Instructions given in the student guide
This is a practice TA. Remember that a TA is a teacher-assessed or tutor-assessed activity.   You do the activity and then send it to your teacher or tutor for comments.

In this TA, you should complete this form. It will only take you a couple of minutes to complete it.  Start off by completing the details at the top.

Next, say a little bit about how you feel about the communication unit. Are you looking forward to it? Why?  Do you have any concerns about doing it? What are they? You will find that your answers to Activity 1 on page 5 [of the introductory guide] will help you. 


	Memo

	Teacher’s or tutor’s name:
	

	Your name:
	

	Date:
	

	I have started work on Communication Access 3.  I have completed the introductory guide.  I am ready to move on to Study Section 1.

This is how I feel about doing this unit.





Marking instructions 

This TA is designed to show the learner how to complete a TA. Learners should have completed the form with: learner’s name; teacher’s or tutor’s name; date; and they should have stated their feelings about the unit. You might wish to discuss any issues raised under the heading ‘This is how I feel about doing this unit’ with each learner.

Study Section 1
Lesson 1C: TA 1

Instructions given in the study section
Look back to the Terms and Conditions printed on page 14 (lesson 1B).  Answer these questions.  Each question is asking for your opinion or feelings.

In your answers you must say what you feel AND explain why you feel this way.

1. If you go over your credit limit you will get charged £25. Do you feel that this is fair? Explain your answer.

The learner is free to say that it’s fair or that it’s unfair.  A basic justification should be given.


2. You must pay your bill within seven days. What do you think about this? Is it fair or unfair? Explain your answer.

Again, the learner is free to say that it’s fair or unfair. A basic justification should be given.
3. If you send offensive messages, the company might inform the police.  Do you think that this is a good idea? Explain why you think this way.

The learner is free to say that it’s a good idea or a bad idea. A basic justification should be given.
Study Section 2 

Lesson 2A: TA 1

Instructions given in the study section
You’re going to write an article for a local newspaper. In lesson 1A you learned that writing has a purpose.  The purpose of the article you’re going to write is to tell the readers about Neil Black’s award. 

Here are the main points about Neil, using the who, what, where, when and why system.

WHO WAS INVOLVED?
Neil Black, aged 19.

WHAT HAPPENED?
He was awarded the ‘Student of the Year’ prize.

WHERE DID IT HAPPEN?
In Invertay College.

WHEN DID IT HAPPEN?
The announcement was made at the college’s Award Ceremony last night.

WHY DID IT HAPPEN?
He has overcome many personal difficulties to achieve his NQ Catering award.  

Write your article. When you write you must include all of the main points. Try to write between 60 and 100 words. Try to use your very best spelling and punctuation.  

Give your article a title.  You can include clip art or a picture if you want to.  If you do, make sure it’s relevant to the article.

After you’ve completed your article, give it to your teacher or tutor in the usual way.

(Marking checklist overleaf)

Marking checklist 
(reflecting the content of the study package up to this TA)

	Section 2 (TA1)

	Achieved
	Not Achieved

	Article is 60-100 words long.
	
	

	Article has a title.
	
	

	The main information is included (who, what, where, when and why).
	
	

	Some evidence of structure is evident.
	
	

	Graphic, if used, is relevant to the article.
	
	

	Comments

Signed_________________________  Date ____________________



Study Section 2

Lesson 2B: TA 2

Instructions given in the study section
Prepare a short talk.  (Don’t worry – you don’t have to actually deliver a talk. This activity is just to help you to prepare a talk.)

Your talk should be about your favourite film.  You should express your feelings about this film in your talk.

Write out some notes using the information that you wrote for Activity 2 on page 16 [of lesson 2B].

Your notes are meant to jog your memory.  Don’t put too much detail in your notes. If you do you might end up reading from your notes.

Look at the notes overleaf [in the study section].   You can use them to help you to write your notes.

Once you’ve written out your notes, give them to your teacher/tutor for comments.

Marking checklist 
(reflecting the content of the study package up to this TA)

	Section 2 (TA 2)

	Achieved
	Not Achieved

	The notes produced contain information about the learner’s favourite film.
	
	

	There is some evidence of structure (i.e. introduction, main content, conclusion).
	
	

	Information is presented as brief notes (i.e. without lots of details).
	
	

	Comments

Signed_________________________  Date _____________________



Study Section 3 

Lesson 3B: TA1

Instructions given in the study section
Create a leaflet telling people about your town.  You can use the leaflet that you read on pages 3 and 4 [of Study Section 3] to help you if you like.

The information must be linked together in the proper order. You should use headings in the leaflet.  This is the information that you should include:

· Name of your town

· Details of the hotels and pubs in your town

· Information about the historical things in your town

· Details of the entertainment in your town (e.g. cinemas, clubs, bowling arcades etc)

· Details of the restaurants that are in your town

(Remember that you have prepared all of this work already in Activity 2 on page 8 [of the study section].)

You must also include at least one graphic in your leaflet.  This can be one of the following:

· a photograph
· clipart
· a drawing (e.g. of a famous landmark)
· a map showing where it is
· anything else that you want to use.

The graphic you use must have a purpose. It must be useful to the people who would read the leaflet.

Marking checklist 
(reflecting the content of the study package up to this TA)

	Section 3 (TA 1)

	Achieved
	Not Achieved

	Some evidence of structure is discernible. 
	
	

	Some evidence of linking is discernible.
	
	

	Relevant information is provided (i.e. town’s name; details of hotels, pubs, entertainment, restaurants, and historical features).
	
	

	A relevant graphic is included.
	
	

	Comments

Signed_________________________  Date _____________________



Study Section 4 

Lesson 4B: TA1

Instructions given in the study section
Write a review of a restaurant or burger bar that you’ve been to recently. (If you’ve not been to one recently, you can talk about a takeaway food shop such as a ‘chippy’ or a takeaway curry shop.)

There’s a list of useful phrases on page 3 [of the study section] that might help you with this task.  There’s also a review on page 4 [of the study section] that you can use as a guide.

Your review should cover the following five main points. Each main point will be one paragraph.

· Introduction
What is the name of the restaurant?
What type of restaurant is it? 
Why did you choose this restaurant?


· The staff
How polite were they?
Did they smile and talk pleasantly?
Did they look clean?


· The food
Was it hot?
Was it tasty? Describe the taste.
Was it served quickly?


· The building
Was it clean and tidy?
Were the toilets clean?
Was the table clean?
Were the cutlery, glasses and plates clean?


· Summary
Would you go back?  Explain why or why not.
Would you recommend it to others? Say why or why not.
Overall, was it a good experience or a bad one?

(Marking checklist overleaf)

Marking checklist 
(reflecting the content of the study package up to this TA)

	Section 4 (TA 1)

	Achieved
	Not Achieved

	Some evidence of structure is discernible. 
	
	

	Some evidence of linking is discernible.
	
	

	Writer’s feelings are expressed or implied.
	
	

	Relevant information is provided (i.e. an introduction, review of staff, review of food, review of building, summary).
	
	

	Full stop use is sufficiently accurate to convey meaning.
	
	

	Comma use is sufficiently accurate to convey meaning.
	
	

	Comments

Signed_________________________  Date _____________________



Study Section 4 

Lesson 4C: TA2

Instructions given in the study section
In this Tutor Assessment you are going to prepare notes for a discussion.  You’re not going to do the discussion – but you must prepare notes as if you were.

You’re going to prepare notes to help in a discussion about the preparation needed to prepare for a birthday party.

Here are the facts.

· Eighty people are celebrating a thirtieth birthday party on the 2nd of February.

· They want a buffet. The buffet is to be ready at 9pm.

· There are vegetarians coming.

· The guests have to get a drink free when they arrive.

· Afterwards they’ve to buy their own drinks at the bar.

· The party is to start at 8pm. The party will finish at 1.00 am.

The manager of the hotel wants to discuss your plans for this party with you.  Write out your notes for the discussion.  Here are the headings that you should use:

Food requirements 

The number of guests

The type of party

Start and end times

Drink requirements
Remember to plan your notes in the correct order. The headings here are not in the correct order!  Look at the example on page 35 to help you with this TA.

Marking checklist 
(reflecting the content of the study package up to this TA)

	Section 4 (TA 2)

	Achieved
	Not Achieved

	The notes produced contain most of the details outlined in the TA .
	
	

	There is some evidence of structure (i.e. introduction, main content, conclusion).
	
	

	Information is presented as brief notes (i.e without lots of details).
	
	

	Comments

Signed_________________________  Date _____________________



Study Section 5 

Lesson 5A: TA1

Instructions given in the study section
Write a letter of complaint.  You’ve just come back from a holiday. It really was a ‘holiday from hell’.
Here’s what happened.

· Your hotel was 3 miles from the beach.

· Your room was dirty.

· The shower did not work in your room..

· There was no vegetarian food on the menu. You told the travel agent that there was a vegetarian in your group.

· You were supposed to have a sea view from your balcony. Instead you were overlooking another hotel.

Write your letter to the company. Use the letter on page 3 [of the study section] to help you with the layout.

In your letter, explain all of the problems that you had.  Look at the list above. 

Give examples in your letter. For example, don’t just say the room was dirty, explain how dirty it was.  Explain what the problem was with the shower.  Look at the list of words on page 9 to help you to express your feelings.

Also, tell the travel agent what you want them to do about it (for example do you want a complete refund? Or do you want a refund of some of the money? Or do you want something else?)

Keep your letter factual.  Do not get personal and don’t use any insulting terms. Remember to write in paragraphs. Check your spelling and punctuation before handing it in for marking.

Try to write at least 100 words.

(Marking checklist overleaf)
Marking checklist 
(reflecting the content of the study package up to this TA)
	Section 5 (TA 1)

	Achieved
	Not Achieved

	Some evidence of structure is discernible (i.e. a letter format is used).
	
	

	Some evidence of linking is discernible.
	
	

	Writer’s feelings are expressed.
	
	

	Relevant information is provided.
	
	

	Spelling, punctuation and syntax are sufficiently accurate to convey meaning.
	
	

	Letter is at least 100 words long.
	
	

	Comments

Signed_________________________  Date _____________________



Lesson 5B: TA2

Instructions given in the study section
You have just phoned a hotel in Blackpool to book a break.  The manager asked you to send her an e-mail to give full details of your booking.

Write an e-mail to hotel to confirm the booking.  

You should write in paragraphs.  Here’s what you should put in each paragraph.

Paragraph 1
Explain who you are and why you are sending this e-mail.

Paragraph 2

Explain what type of rooms you will need.

Paragraph 3

Explain what dates you would like the rooms.

Paragraph 4

Ask the hotel manager to e-mail you back with details.

Finish off the e-mail with an informal closing greeting (such as ‘Thanks’ or ‘Looking forward to hearing from you’.)


Write the e-mail. You can use your PC’s e-mail program or you can use the blank e-mail template overleaf [provided in the study section].  (You can just write it out on paper if you prefer.)
You should try to write 80-120 words.  Check your spelling and punctuation before submitting it.

Marking checklist 
(reflecting the content of the study package up to this TA)

	Section 5 (TA 2)

	Achieved
	Not Achieved

	Some evidence of structure is discernible (i.e. an e-mail format is used).
	
	

	Some evidence of linking is discernible.
	
	

	Some evidence of paragraphing is discernible.
	
	

	Relevant information is provided (i.e. the details in the TA).
	
	

	Spelling, punctuation and syntax are sufficiently accurate to convey meaning.
	
	

	E-mail is 80 -120 words long.
	
	

	Comments

Signed_________________________  Date _____________________



Study Section 6 

Lesson 6C: TA1

Instructions given in the study section
PART 1

Write an advert similar to the one on page 27 of Study Section 6 for your customer’s property.  The information that you gathered in Activity 2 will help you with this.  Try to write at least 50 words. You can write more words than this if you like.

PART 2

After you’ve done this, write a letter to your customer.  In the letter you should say the following things:

· Thank the customer for allowing you to sell his/her house.

· Tell them that you’ve advertised his/her property in the local newspaper.

· Tell them that the advert will run for 6 weeks.

· Explain that you will phone when anyone enquires about the house.
· You will arrange for interested people to be shown around.
Try to write at least 50 words. You can write more words if you like.

You learned how to write letters in lesson 5A. Quickly look back to that lesson if you’ve forgotten how to write a letter.

Check your spelling and punctuation in both pieces before submitting your work.

(Marking checklist overleaf)
Marking checklist 
(reflecting the content of the study package up to this TA)
	Section 6 (TA 1)
	
	

	PART 1: Advert
	Achieved
	Not Achieved

	Some evidence of structure is discernible (i.e. an appropriate advert form is used).
	
	

	Some evidence of linking is discernible.
	
	

	Relevant information is provided.
	
	

	Spelling and punctuation are sufficiently accurate to convey meaning.
	
	

	Syntax is appropriate for an advert.
	
	

	Advert is at least 50 words long.
	
	

	

	PART 2: Letter
	Achieved
	Not Achieved

	Some evidence of structure is discernible (i.e. a letter format is used).
	
	

	Some evidence of linking is discernible.
	
	

	Relevant information is provided.
	
	

	Spelling, punctuation and syntax are sufficiently accurate to convey meaning.
	
	

	Letter is at least 50 words long.
	
	

	Comments

Signed_________________________  Date _____________________



Study Section 7 

Lesson 7B: TA1

Instructions given in the study section
You’re now going to be asked to write your own report.

This report is for Woodhead High School.  The purpose is to find out what instruments the music department needs to buy.

Here are the facts that should go into your report.

An interview with the head of the music department gave this information:

The school has 9 guitars

The school has 4 trumpet

The school has 8 saxophones

The school has no flutes

The school has 1 set of bagpipes.

A questionnaire found out how many pupils want to play each instrument.
Guitar


12 people
Trumpet

14 people
Saxophone
 
 5 people
Flute

  
 3 people
Bagpipes

 1 person

Pupils can’t share instruments.

Write your report.  You might want to look at the report on page 4 to help you. Try to write at least 80 to 120 words.

There is a blank report overleaf. Fill it in by adding the facts that you’ve just read.  Try to use formal words as far as you can.  Try to avoid shortened words like can’t or don’t.  Remember to check your spelling and punctuation as well.

Also, remember that you need to add some recommendations.  Your recommendations should say what musical instruments the school should buy.

(Marking checklist overleaf)
Marking checklist 
(reflecting the content of the study package up to this TA)
	Section (TA 1)

	Achieved
	Not Achieved

	Some evidence of structure is discernible (i.e. an appropriate report format is used).
	
	

	Some attempt is made to use formal language.
	
	

	Relevant information is provided (i.e. the details in the TA).
	
	

	Some evidence of paragraphing is discernible. 
	
	

	Spelling, punctuation and syntax are sufficiently accurate to convey meaning.
	
	

	A relevant recommendation is provided.
	
	

	Report is 80 -120 words long.
	
	

	Comments

Signed_________________________  Date _____________________



Study Section 8 

Lesson 8A: TA1

Read the written communication and answer the questions. Give your answers to your teacher/tutor after you’ve finished.

	Kelvindale College Glasgow

	Intermediate 1 Introductory Skills Course
This course gives you the chance to gain an Introductory qualification in one of three areas.   You will study the following core skills units: Communication, Numeracy, Information Technology and Problem Solving.

You then chose one of the following routes:

	Health Care Route

· Introduction to Health Care

· Human Development

· Counselling Skills

· Caring for Children

· Caring for the elderly

· Bereavement
	Electronics Route

· Introduction to Electricity

· Introduction to Electronics

· Semiconductors A

· Printed Circuit Boards
	Office Administration Route
· Accounts 1

· Business Organisation

· Office Skills

· Telephone Skills

· Reception Skills

· Introduction to Microsoft Office

	After you have finished these units you will study other units in your chosen area.
WHO?

This course is suitable for young adults who would like to gain an introductory qualification in Health Studies or Electronics or Office Administration.

ACCESS REQUIREMENTS
To gain a place on the course, you usually need to have the following core skill qualifications:

· Communication Access 2 or Access 3

· Numeracy Access 2 or Access 3

However, if you don’t have these qualifications you should still apply. You will be given an interview and you may still be considered for the course. 

HOURS OF STUDY
This is a full time course. You will be in college 4 and a half days a week.

FUNDING

You may be able to claim for a college bursary. A bursary can help you with things like living costs and travel costs. You might also be able to claim for help with things like books.

HOW TO APPLY
Complete the application form on the reverse of this leaflet, or telephone our Enquiry Line on 866 344 today. 


1. Why has this leaflet been written? 

a)  To tell you how to get a job




(
b)  To tell you how to pass your exams well 

(
c)  To tell you about a course in the college

(
d)  To persuade you to study at another college 

(
e)  To persuade you to set up your own business
(
[PC(a)]

2. What three areas can you study on this course? Write them down below. 

Health Care; electronics; office administration.


3. Who is this course suitable for?
Young adults looking for an introductory qualification in health studies, electronics or office administration

4. What qualifications do you need to get on the course?
Communication Access 2 or Access 3 and
Numeracy Access 2 or Access 3
(Some learners might say no qualifications are required as the leaflet says that if you don’t have these qualifications you might still be accepted on the course. Accept this as a correct answer provided that the learner explained (or explains verbally) this caveat.)
5. If you don’t have these qualifications should you apply? Explain your answer.
Yes. You will be given an interview and might be accepted.
6. Name one of the things that a bursary can help you with.
Any one of: living costs, travel costs, things such as books.
[PC(b)]

7. Would this leaflet be useful for a 16 year old girl who wants to leave school? Say why or why not.
Learners can say it was or was not useful. Accept any valid answer which is supported with a basic reason.
[PC(c)]

Lesson 8B: TA2

Instructions given in the study section
Apply for ONE of the following jobs.   

Decide which job you want to apply for.  Read the advert carefully

Think carefully about the skills needed for the job.  Write a letter applying for the job. 

In the letter you should say:

· why you want the job
· what your qualifications are
· why you would be good at the job
· what experience you have of this type of work
· what other skills you have.

Your letter should be at least 100 words in length.



Marking checklist 
(reflecting the content of the study package up to this TA)
	Section 7 (TA 2)

	Achieved
	Not Achieved

	Performance Criteria
	
	

	a) The techniques used are mainly appropriate for the writer’s purpose and audience (i.e. a letter format is used, the letter is appropriate for the  purpose, the letter is appropriate for audience).
	
	

	b) All essential information or ideas are presented (i.e. the points detailed in the TA are included).
	
	

	c) Some evidence of structure is discernible in the communication.
	
	

	d) Spelling, punctuation and syntax are sufficiently accurate to convey meaning.
	
	

	Comments

Signed_________________________  Date _____________________



 Lesson 8C: TA3

Instructions given in the study section
Look back to the job adverts on page 29.

Pretend that you’ve got an interview for one of them.

You need to prepare for the interview. The questions that you’re likely to get asked are overleaf.

Write down some notes to help you when you go to the interview. Remember that you should write down notes – not long sentences.  Short notes help to remind you of what to say. Short notes also help you to make eye contact with the listeners, because you don’t have to read lots of words.

Now arrange with your teacher or tutor to do this practice assessment. 

[List of questions supplied for the learner’s consideration.]

1. Why do you want this job?

2. What experience do you have of this type of work?

3. What skills do you have?

4. How good are you at working with other people?

5. How flexible are you about the times you work?

6. How easy is it for you to work overtime?

7. When would you be able to start if you get the job?

Marking checklist 
(reflecting the content of the study package up to this TA)

	Section 8 (TA 3)


	
	

	Performance Criteria


	Achieved
	Not Achieved

	a) An appropriate range of spoken language structures is used.
	
	

	b) The communication conveys simple information, opinions.
	
	

	c) An attempt is made to sequence and link information, opinions.
	
	

	d) Delivery takes account of situation and audience.
	
	

	e) Responses take account of the contributions of other(s) (i.e. learner responds to interviewer’s questions).
	
	

	a) An appropriate range of spoken language structures is used.
	
	

	Comments

Signed_________________________  Date ________________________



PART 6
Learners may need access to written materials such as newspapers, magazines, the Internet and so on.

You may allow your learners to use PCs for some or all of the work in the study sections, and/or summative assessments.

The use of dictionaries should be encouraged at all stages. Word processors, including those which can make use of spelling check type software, may be used by candidates.

(SQA, 1998, p.8 National Unit Specification.)

PART 7
Learners not studying as open learners are told not to read this section in the learner guide.  

Otherwise, they are informed that, when they enrol for this unit they’ll be given details of their teacher/tutor contact information.  

They’re told to complete this form:

Teacher/tutor Details Form

	Teacher’s/Tutor’s Name

	

	Address (for correspondence and assignments)
	

	Telephone Number

	

	E-mail Address

	

	Attendance Requirement

	

	Times Available for Contact

	


PART 8

Learning and Teaching Scotland is very interested in the views of tutors who have used this pack with students.  Your feedback and comments will assist us in evaluating and, where necessary, improving it for future use.

We would be grateful if you would spend a little time completing and returning this form to Learning and Teaching Scotland.

Please answer all of the questions as fully and frankly as possible.  Please rate the materials by placing a tick in the appropriate box and adding relevant comments in the space provided.

Thank you for your assistance.

	1
	The content is at the appropriate level for the target student.
	Strongly
agree
	Agree
	Disagree
	Disagree strongly

	
	
	
	
	
	


Comment

	2
	The content is accurate and 
up-to-date.
	Strongly
agree
	Agree
	Disagree
	Disagree strongly

	
	
	
	
	
	


Comment

continued overleaf
	3
	The content meets the requirements of the outcomes and performance criteria.
	Strongly
agree
	Agree
	Disagree
	Disagree strongly

	
	
	
	
	
	


Comment

	4
	The content is sufficient to let the student achieve the outcomes and performance criteria.
	Strongly
agree
	Agree
	Disagree
	Disagree strongly

	
	
	
	
	
	


Comment

	5
	The learning approaches are appropriate.
	Strongly
agree
	Agree
	Disagree
	Disagree strongly

	
	
	
	
	
	


Comment

	6
	The language is suitable for the target student.
	Strongly
agree
	Agree
	Disagree
	Disagree strongly

	
	
	
	
	
	


Comment

continued overleaf
	7
	Sufficient and significant activities are included.
	Strongly
agree
	Agree
	Disagree
	Disagree strongly

	
	
	
	
	
	


Comment

	8
	Sufficient and significant SAQs are included.
	Strongly
agree
	Agree
	Disagree
	Disagree strongly

	
	
	
	
	
	


Comment

	9
	Appropriate feedback from SAQs has been included.
	Strongly
agree
	Agree
	Disagree
	Disagree strongly

	
	
	
	
	
	


Comment

	10
	The SAQ approaches are appropriate.
	Strongly
agree
	Agree
	Disagree
	Disagree strongly

	
	
	
	
	
	


Comment

continued overleaf
	11
	The standard of SAQs is correct.
	Strongly
agree
	Agree
	Disagree
	Disagree strongly

	
	
	
	
	
	


Comment

	12
	The pack is structured in a way that allows students to find their way easily through the materials.
	Strongly
agree
	Agree
	Disagree
	Disagree strongly

	
	
	
	
	
	


Comment

	13
	This pack is appropriate for use with a minimum of tutor contact.
	Strongly
agree
	Agree
	Disagree
	Disagree strongly

	
	
	
	
	
	


Comment

	14
	Overall I would rate this pack as:
	Very Good
	Good
	Poor
	Very Poor

	
	
	
	
	
	


Comment

	Name
	School/College
	Date


Thank you once again for your assistance.  Please send completed forms to: 

OFDL Project
Learning and Teaching Scotland

Gardyne Road, Dundee DD5 1













Activities 











Self Assessed Questions (SAQ)











Study Sections








Unit Assessment (Normally done after completion of section 8)

















Tutor Assessment  (TA)











Introductory Guide








Students’ guide to the course.





Designed to help students study on their own. 


There are 8 study sections for Access 3 Communication.





Used to check understanding 


of the material covered in the section.  There are answers at end of the study section.





Used to assess key aspects of the study sections and usually found at the end of the section.








Tasks to be completed related to study materials.


Answers follow on the next page to activity.








Incorporates course content and the undernoted
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Your teacher’s or tutor’s name, your name and the date go here. 





Say what you feel here.
































Kitchen assistant wanted for busy restaurant and takeaway in town centre.  Duties include dishwashing, serving food, vegetable and meat preparation and general cleaning and tidying work.  During busy times, might be asked to act as a waiter or waitress.





Pay is 5.25 per hour. Overtime will be paid after midnight.  Experience of working in this type of job is not essential. Training will be given.  Apply in writing only to Mrs Yeo, Oriental Star Chinese Restaurant, High Street, Kirkcaldy, KY32 4FF 














General Assistant required for busy grocer shop.   Part time work only – 25 hours per weeks. Must be able to work one evening per week until 10 pm.





Duties include serving customers, handling cash,  filling shelves and pricing items. Other duties include working in the stock room, unloading the delivery van and keeping the shop clean and tidy.





The shop sells a variety of grocery products as well as alcohol, cigarettes, newspapers and non-food items. Experience of working in this type of shop would be useful.





Please apply in writing to Mr Sharpe, The Corner Shop, 54 Main Street, Hawick, HK3 2GD
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