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PART 1

National unit specification: general information

UNIT Communication (Intermediate 1)

NUMBER D01B 10

Summary

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

Outcomes

Respond to simple but detailed written communication.

Produce simple but detailed written communication.

Produce and respond to simple but detailed oral communication.

Recommended entry

While entry is at the discretion of the centre, candidates would normally be expected to have attained Communication (Access 3).

Credit value

1 Credit at Intermediate 1.

OUTCOME 1:  Respond to simple but detailed written communication.

Performance criteria

a) Identify the purpose of a communication, and support with textual evidence.

b) Give an accurate account of important ideas or significant information in the communication.

c) Identify a central point of view in the communication.

d) Make a basic evaluation of the communication supported by evidence.

Evidence requirements

Written or spoken evidence that on one occasion the candidate has understood, analysed and evaluated an appropriate non-fiction text and has achieved all the performance criteria. All the performance criteria must be met within one task.

Simple but detailed written communication
Non-fiction texts must be used. Texts will be accessible and deal with content related to the candidate’s experience, an area of study or the work setting. The communication will be clearly presented and will contain several sets of information, or aspects of content, or a discernible point of view expressed in a direct, uncomplicated way. The key points of the text will be easily identifiable. The vocabulary will be familiar to the candidate but, within a familiar area, some accessible specialist vocabulary may be used. In general, sentences will be simple in structure and the relationship between paragraphs straightforward.

OUTCOME 2:  Produce simple but detailed written communication.
Performance criteria

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

b) Essential information or ideas with some supporting detail are presented in a logical order.

c) Structure is mainly appropriate to purpose and audience.

d) Spelling, punctuation and syntax are mainly accurate.

Evidence requirements

One piece of written evidence or a portfolio of thematically linked pieces which show that the candidate has achieved all the performance criteria. The piece, or pieces taken together, should amount to no fewer than 300 words.

Simple but detailed written communication
The candidate will produce written communication which presents information in a straightforward way. It will convey several sets of information or aspects of content. Where appropriate, opinions and/or ideas will be presented clearly with an attempt to go beyond the personal statement and introduce a measure of generalisation and objectivity. The communication will be organised into a logical structure. Layout, word choice and any use of graphics or pictures will be appropriate to purpose, context and target audience. The vocabulary and sentence structures will be straightforward. Although a few errors may be present, spelling, choice of vocabulary and sentence structures will be sufficiently accurate to convey the writer’s meaning at first reading.
OUTCOME 3: Produce and respond to simple but detailed oral communication.

Performance criteria

a) Use of vocabulary and language structures is mainly appropriate to purpose and audience.

b) The communication conveys appropriate information, opinions and/or ideas.

c) Basic skill in sequencing and linking information, opinions and/or ideas is shown.

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 three minutes with additional time for questions.

In a spoken interaction at this level

The candidate will convey several items of information, opinions or ideas with sequencing and linking appropriate to purpose and situation. The use of vocabulary, register and structure will be mainly appropriate to purpose and audience and there will be some attempt to vary these, where appropriate. Delivery will be audible with some variation in pace and tone and appropriate use of non-verbal conventions. The candidate will respond to points of view and/or questions from others.
Progression and related study

Progression

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

· Communication (Intermediate 2)  D01B 11.

Related study

Related units include:

· Creative Writing 1  E9X5 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 Intermediate 1.
PART 2

The structure of this package is as follows:






















PART 3

The Open Learning package covers the syllabus requirements for the SQA National Unit, Communication at Intermediate 1.

The package consists of an Introductory Guide and 10 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 learners to a variety of vocational and non-vocational topics.

	Study Section
	Lesson A
	Lesson B
	Lesson C

	Study Section 1
Food
	Safe handling of food
	Bananas
	Healthy eating

	Study Section 2
Different abilities
	Hearing
	Seeing
	Mobility

	Study Section 3
Sport and leisure
	Football
	Hobbies and pastimes
	Cinema and theatre

	Study Section 4
Travel and tourism
	Your town
	Scotland
	Travelling abroad

	Study Section 5
Healthcare
	Looking after yourself
	Looking after others
	Working in healthcare

	Study Section 6
Health and safety
	Ergonomics and using PCs
	Health and safety in the workplace
	Health and safety in the home

	Study Section 7
Catering
	Nutritional food
	Catering as a career
	Customer service in catering

	Study Section 8
Information Technology
	IT as a hobby
	Building your own PC
	IT as a career

	Study Section 9
Transport
	Public transport
	Private transport
	Cycling and walking

	Study Section 10
Engineering
	What is engineering?
	Electrical and electronic engineering
	Fabrication and welding


Course study sections

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

· Title page with list of contents
· An Introduction to the section

–
what the section is about

· Subject content, including

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

–
Feedback to SAQs – at the back of the study section 

–
Comments on activities – immediately follow the 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.
Symbols used in the pack
In addition to the Introductory Guide there are 10 distinct study sections, each relating to an outcome of the unit.  The study sections allow learners 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

[image: image1.png]



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 Section to compare the SAQ responses to theirs

· if they are not satisfied after checking out 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: image2.png]



This symbol means that a Tutor Assessment (TA) is to follow.  These are usually found at the end of each 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 the Open 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 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 ten 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 Intermediate 1 D01B 10.

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

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 instructions given.

Study Section 1 (TA 1)
Instructions given in the study section (p. 7)
You are going to write a memo now.  Here is what a memo looks like [a model memo is supplied].

For your TA, you should write a memo based on the following information:

· You are manager of a café and you’re writing a memo to all of your staff

· You are writing to tell your staff about some hygiene related issues

· Dish cloths and cleaning cloths must be washed every day

· Raw meat must be stored in the fridge below cooked meats

· Different chopping boards must be used to cut meat and vegetables

· Food must be used up according to its sell by date

· Food must never be used if it’s passed its sell-by date

· Hair must be covered when working with food

· If there is any food left over from a tin, it must be stored in the fridge, but not in its tin. It must be transferred to a covered dish.
Use the memo above to help you to decide how to lay out your memo.  

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

	Study Section 1 (TA 1)
	Achieved
	Not Achieved

	Appropriate memo format is used (e.g. use of heading ‘memo’ to, from, subject, date sections.
	
	

	Content includes most of the information above
	
	

	Purpose is evident
	
	

	Paragraphing and/or sentence structure are reasonably accurate
	
	

	Piece is understandable
	
	

	Comments

Signed  
Date 


Study Section 2 (TA 1)
Instructions given in the study section (p. 9)
Write an article for a new magazine. The magazine is called ‘Young People’s Lives’.  It’s a magazine where young people’s issues are discussed.

Your article is meant to give information to members of the public about deafness.  Your article should be about 100 words long.

You can re-read the article about Leanne Burton and get some information from that.

Here are some other facts about deafness that you can include in your article:

· In the UK, about 8.7 million people have some problem with hearing. This means that one person in seven has some hearing problem.
· Problems with hearing range from not hearing well in a crowd to complete deafness.
· Deaf people might communicate using sign language.
· Some deaf people can lip read.
· Some deaf people can talk.
· Some deaf people can’t talk.

· The phrase ‘deaf and dumb’ is considered to be rude.
· Anyone can learn to finger spell.
· Anyone can learn sign language.
Remember that earlier on you looked at how magazine articles were written.  Try to write your article the way you’d like it to look in the magazine.

Marking Checklist
(reflecting the content of the study package up to this TA)
	Study Section 2 (TA 1)
	Achieved
	Not Achieved

	Article is approximately 100 words in length
	
	

	Purpose is implied or stated
	
	

	Information provided is sufficiently accurate 
	
	

	Paragraphing and/or sentence structure are reasonably accurate
	
	

	Spelling and punctuation are reasonably accurate
	
	

	Comments

Signed  
Date 


Study Section 2 (TA 2)
Instructions given in the study section (p. 22)
Use the form overleaf to write a letter. If you prefer you can use a PC to write your letter, or you can write it on a separate piece of paper.

You are Mrs Grindlay, Principal of Forthview College.  You’re going to write to Mr H. Watson to apologise for the inconvenience he experienced in your college. You should also explain what you intend to do to improve the situation.

Your letter should be about 100–150 words.

Read the letter sent by Richard Bristol again, and compose your reply.

You can use Mr Bristol’s letter to help you to write your letter.   Look at the layout that he has used. You can use the same type of layout for your letter. You might also find that SAQ 2 helps you with this TA.

Marking Checklist 
(reflecting the content of the study package up to this TA)
	Study Section 2 (TA 2)
	Achieved
	Not Achieved

	Letter is 100–150  words in length
	
	

	Letter achieves its first purpose (to apologise for the inconvenience Mr Watson experienced)
	
	

	Letter achieves its second purpose (to explain what actions will be taken)
	
	

	Wording is clear and content is understandable
	
	

	Paragraphing and/or sentence structure are reasonably accurate
	
	

	Spelling and punctuation are reasonably accurate
	
	

	Comments

Signed  
Date


NB the study package provides a template for this letter, and so layout and format are not assessed in this TA.

Study Section 3 (TA 1)
Instructions given in the study section (pp. 8-9)
Write an essay about football.  Express your feelings about football in the essay.  Choose any option that you like, but you must make your feelings about football clear.  Each option has an essay plan which you can use if you want to. You can change it if you prefer to do it a different way. Your essay should be 150–200 words long (the essay on p.7 is about 220 words).

Option 1: Write an essay about your favourite football club
Essay Plan

Introduction: 
Explain which club it is, where they’re from etc.

Point 1:
Explain why you support them.

Point 2:
Say how you feel when you see them play. 

Point 3: 
Write about the best match they ever played.

Conclusion:
Finish off by summarising why they’re the best team.

Option 2: Write an essay about why you like playing football
Essay Plan

Introduction:
Explain in a general way how much you like football.

Point 1: 
Tell us what you feel when you play (when winning and when losing!)

Point 2:
Discuss the way you feel after a game (physically and mentally).
Point 3:
Explain how much football has become a part of your life.

Do you socialise with other players, for example? Do you think about football a lot?

Conclusion:
Finish off by summarising all of the pleasures that playing football gives you.

Option 3: Write an essay about why you detest football

Essay Plan

Introduction: 
Explain in a general way how much you detest football, and say how pointless you think it is.

Point 1:
Be specific, and say what it is you dislike about football.
Point 2:
Discuss how much football dominates television schedules and sports coverage in papers.

Point 3: 
Discuss the extent to which you feel that football is an obsession with some people.  Say what other activities are more fun.

Conclusion:
Summarise all of your points about football, and try to convince us that football is a waste of time.

Option 4: Write an essay discussing football hooligans

Essay Plan

Introduction:
Explain what football hooligans are.  Give an example of bad behaviour associated with football.

Point 1:
Discuss what football hooligans do before, during and matches.

Point 2: 
Discuss the nature of the problem. Is it only big clubs that have trouble with hooliganism? Or is it every club? 

Point 3:
Discuss how ordinary fans feel about football hooliganism. Does it spoil the game for them? How do people who take their children to matches feel?

Conclusion:
Finish off by restating how bad you feel the problem is.  Summarise the issues you’ve discussed, and say whether you think the problem is as bad as people say it is.

Marking Checklist 
(reflecting the content of the study package up to this TA)
	Study Section 3 (TA 1)

	Achieved
	Not Achieved

	Essay is 100–150  words in length
	
	

	Essay achieves its purpose(s) 
	
	

	Writer’s attitude is made clear
	
	

	Wording is clear and content is understandable
	
	

	Paragraphs each contain a separate point
	
	

	Paragraphing and/or sentence structure are reasonably accurate 
	
	

	Spelling and punctuation are reasonably accurate
	
	

	
	
	

	Comments

Signed  
Date


Study Section 3 (TA 2)
Instructions given in the study section (p. 20)
Prepare a short talk about your favourite hobby or pastime.  Remember that you don’t need to worry about delivering it at this stage. Simply write your talk and give it to your teacher/tutor for comments. Use your answers to the questions on pages 15 and 16 to help you.

Marking Checklist 
(reflecting the content of the study package up to this TA)
N.B. Mark the prepared notes or cue cards only.
	Study Section 3 (TA 2)

	Achieved
	Not Achieved

	Notes or cue cards contain enough detail for a complete talk
	
	

	Information is logically organised
	
	

	Talk has a clear (if simple) introduction
	
	

	Talk has several sets of information
	
	

	Talk has a clear (if simple) conclusion
	
	

	Comments

Signed  
Date


Study Section 3 (TA 3)
Instructions given in the study section (p. 25)
Write a 150–200 word review on a film or a theatre show that you've seen recently.  You can use the planning sheet to help you with this.

You might want to look back to the review that you saw on page 23.  Remember to use commas and full stops properly in this review.

Review planning sheet
What is the title of the film or show being reviewed?

What is the name of the director or producer (if known)?

Who starred in it? 

Briefly outline the plot. What did you feel about the quality of the acting?

What did you feel about the quality of the story?

What were its main strengths? What were its main weaknesses?

How would you sum up this film or show? 

Study Section 3 (TA 3) contd.
Marking Checklist 
(reflecting the content of the study package up to this TA)
N.B. Mark the prepared notes or cue cards only.
	Study Section 3 (TA 3)

	Achieved
	Not Achieved

	Review is 100-150 words in length
	
	

	Review achieves its purpose
	
	

	Writer’s attitude is made clear
	
	

	Wording is clear and content is understandable
	
	

	Paragraphs each contain a separate point
	
	

	Paragraphing and/or sentence structure are reasonably accurate
	
	

	Commas are used appropriately and with reasonable accuracy
	
	

	Full stops are used appropriately and with reasonable accuracy
	
	

	Other punctuation is reasonably accurate
	
	

	Spelling is reasonably accurate
	
	

	Comments

Signed  
Date


Study Section 4 (TA1)
Instructions given in the study section (p. 16)
Prepare a short radio advert to promote the Scottish tourist trade. Your purpose is to convince people to come to Scotland for a holiday.  Your pace should be fast enough so that people don’t get bored, and not too fast that people find it hard to follow.   Your advert should last about 30 seconds.  This means that you will have time to say about 100 words. 
You might be asked to read your script out – ask your teacher or tutor about this.

Marking Checklist 
(reflecting the content of the study package up to this TA)
	Study Section 4 (TA 1)

	Achieved
	Not Achieved

	The script is about 100 words
	
	

	Information is logically organised
	
	

	The speaker’s purpose is made clear through word choice
	
	

	Script has a discernible tone or tones
	
	

	Comments

Signed  
Date


Study Section 4 (TA 2)
Instructions given in the study section (p. 24)
You’re going to be asked to write a short essay (100–150 words). Choose one of these options.

Option 1
Write about your favourite holiday destination. Describe it to the readers and say why it’s your favourite holiday place.

Option 2
Write about a foreign country that you would like to visit but have never yet visited.  Describe what appeals to you about this place, and say why you want to go there.

Marking Checklist 
(reflecting the content of the study package up to this TA)
	Study Section 4 (TA 2)

	Achieved
	Not Achieved

	Essay is 100–150  words in length
	
	

	Essay achieves its purpose(s) 
	
	

	The writer describes the destination and/or its appeal to the readers
	
	

	Wording is clear and content is understandable


	
	

	Paragraphing and/or sentence structure are reasonably accurate
	
	

	Spelling is reasonably accurate
	
	

	Full stops are used correctly
	
	

	Other punctuation is mainly accurate
	
	

	Comments

Signed  
Date


Study Section 5 (TA 1)
Instructions given in the study section (p. 8)
You are the Personnel Manager for a company.  You’ve been looking at the reasons that people are off sick. You created a graph, and you are now going to summarise the graph in a short memo to the Company Director.  

Here is a graph [graph is included]. Write a memo (80–120 words) to your manager.

Marking Checklist 
(reflecting the content of the study package up to this TA)
	Study Section 5 (TA 1)
	Achieved
	Not Achieved

	Appropriate memo format is used
	
	

	Memo is 80–120  words in length
	
	

	Memo achieves its purpose(s) 
	
	

	The writer accurately summarises the majority of the causes of sickness [Head 10%; stomach 5%; back 20%; cold/flu 25%; stress 15%; child ill 10%; toothache 5%; other 10%.]
	
	

	Wording is clear and content is understandable
	
	

	Paragraphing and/or sentence structure are reasonably accurate
	
	

	Spelling is reasonably accurate
	
	

	Punctuation is mainly accurate
	
	

	Comments

Signed  
Date


Study Section 6 (TA 1)
Instructions given in the study section (p. 21)
Write a memo in reply to the memo that Bob Lees wrote (see the memo on page 14 [of the study section]).  Pretend that you are the manager of the company.  In your memo, you should explain all of the following points:

1. You’ve phoned the manufacturer and they say that this chemical is 100 percent safe and that no other company has had any problem with it.

2. Purely as a precaution, you have ordered protective gloves for all employees.
3. You have also ordered new hand wash cream and skin care lotions.
4. You want to carry on using this new chemical.
5. You are sure that it’s just coincidence that 4 workers have suffered skin problems.
Remember that you are writing a formal memo. Try to write the memo in a formal but pleasant way.  Make sure that you cover all of the points above and add any other words that you need to complete the memo.

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

	Achieved
	Not Achieved

	Appropriate memo format is used
	
	

	Memo is a minimum of 100  words in length
	
	

	Memo achieves its purpose(s) 
	
	

	Wording is clear
	
	

	The detail outlined [i.e. the 5 bullet points] is included
	
	

	Formal language is used throughout
	
	

	No contracted words are used 
	
	

	Paragraphing and/or sentence structure are reasonably accurate
	
	

	Spelling is reasonably accurate
	
	

	Punctuation is mainly accurate
	
	

	Comments

Signed  
Date


Study Section 6 (TA 2)
Instructions given in the study section (p. 25)
You have had an accident in your home recently.  You were painting the ceiling when the ladder slipped and you fell to the floor. You broke a leg, and are now in plaster. You’re going to be off work for at least 6 weeks.  You also hurt your back, and have been having difficulty in sleeping because of the back pain.

As well as breaking your leg, you spilt paint over your carpet. You asked a specialist carpet cleaning company to give you a quotation for cleaning it.  Their quotation was £300 – but they also said that it was not guaranteed to shift this kind of staining. This was a new carpet which had only been down for six months. Fortunately you have an insurance policy with Glasgow Insurance Company which covers you for personal injury and for damage to your property.  

Write a letter to the insurance company explaining what had happened and telling the insurance company that you want to make a claim.  Remember that your purpose in writing this letter is to explain what happened.

Marking Checklist 
(reflecting the content of the study package up to this TA)
	Study Section 6 (TA 2)

	Achieved
	Not Achieved

	Appropriate letter format is used
	
	

	Letter is a minimum of 150 words in length
	
	

	Letter achieves its purpose viz. to explain what happened
	
	

	Wording is clear
	
	

	Most of the detail outlined is included
	
	

	Appropriately formal language is used throughout
	
	

	Paragraphing and/or sentence structure are reasonably accurate
	
	

	Spelling is reasonably accurate
	
	

	Punctuation is mainly accurate
	
	

	Comments

Signed  
Date


Study Section 7 (TA 1)
Instructions given in the study section (pp. 21 and 26)
You’re now going to complete the report that you started in lesson 7B.  You should now add the Findings sections (remember that all of the information that you need is contained in lesson 7B).  

Next complete the Conclusions section (short summaries of the most important points in the Findings.) After this, complete your Recommendations section. Finally, add a cover or title page.

Try to use formal language, and avoid shortened words. Also, don’t put in your own opinion.

Your finished report will have the following headings and subheadings.

1. Terms of Reference
2. Procedures
3. Findings
· Interviewing Mr Fabiano
[Write your summary of what Mr Fabiano said here – you’ve already written this – see page 15 of this study section.]

· Interview with Mrs Grey
[Write your summary of what Mrs Grey said here.]

· Interview with Ms Butler
[Write your summary of what Ms Butler said here.]

· Interview with Mr Orwell

· [Write your summary of what Mr Orwell said here.]

· Vicky King’s Report
[Summarise the important points from Vicky’s report here. Your answers to SAQ 3 on page 18 will help you with this part.]

4. Conclusions
· [Your conclusions go here]

5. Recommendations

· [Your recommendations go here]

Marking checklist overleaf (
Study Section 7 (TA 1 continued)

Marking Checklist 
(reflecting the content of the study package up to this TA)
	Study Section 7 (TA 1)

	Achieved
	Not Achieved

	Report contains Terms of Reference section, and this section contains appropriate information
	
	

	Report contains Procedures section, and this section contains appropriate information
	
	

	Report contains Findings section, and this section contains appropriate information (i.e. information from Fabiano, Grey, Butler, Orwell and King)
	
	

	Report contains Conclusions section, and this section contains appropriate information
	
	

	Report contains Recommendations section, and this section contains appropriate information
	
	

	Appropriately formal language is used throughout, and no contracted words are used
	
	

	Paragraphing and/or sentence structure are reasonably accurate
	
	

	Spelling is mainly accurate
	
	

	To, too and two are used accurately
	
	

	Punctuation is mainly accurate
	
	

	Report has a front cover page and a contents page
	
	

	Comments

Signed  
Date


Study Section 8 (TA 1)
This TA asks learners to complete a portfolio of related pieces. The instructions were given throughout the study section – one piece in each of lessons 8A, 8B and 8C.  At the end of lesson 8C, the student is instructed to send all three pieces to you.

Instructions given in the study section
Lesson 8A (p. 8)
Write a short essay (about 150 words) about your personal experience of using computers.  The intended readers are people who have no experience of computers.

Lesson 8B (p. 15)
Choose one of the following options.  You must write between 80 and 150 words. You should also write so that the target audience understands the communication.
Option 1: Write an article for a newsletter for retired people. The purpose of your article is to persuade retired people to come to your school or college night class to learn how to use PCs.
Option 2: Write an article for a newspaper read by business-people.  In the article, try to persuade them to build their own computers. 
(Hint: look at the article on page 13 of this lesson for some ideas.)
Option 3: Write an article for a newspaper read by ordinary working people. In the article, you should explain why you think it’s important that every household should have a computer.
Lesson 8C (p. 27)
Choose one of the following options. …  You must write between 70 and 120 words whatever option you choose. …

Option 1
You’re an IT teacher, and have a class of people with no experience of computers. Write an instruction sheet for the class.  In it, you should mention the following:

· You must not eat and drink near a PC

· You must adjust your seat to the correct height

· You shouldn’t use a PC for too long at any one time

· You mustn’t sit too near the monitor

· You must never pull any of the cables

· Anything else you can think of. 

Option 2
You’re an IT teacher. Write an instruction sheet for someone who has never used computers before.  In your instruction sheet, you should mention the following things:

· How to switch it on

· What the mouse does and how to use it

· What the keyboard does and how to use it

· What the floppy disk drive does and how to use it
· Any other things that you feel are important.

Option 3

You’re an IT teacher. Write an instruction sheet for someone who wants to learn to use a word processor package (such as Word). Your instruction sheet should contain the following things:

· A brief description of what a word processor software package is

· How to choose a font

· How to create a new paragraph

· How to start a new page

· Any other things that you feel are important.
Marking Checklist (reflecting the content of the study package up to this TA) (overleaf)
	Study Section 8 (TA 1)
	Achieved
	Not Achieved

	Piece 1: Essay
	
	

	Appropriate essay format is used
	
	

	Essay is approximately 150 words
	
	

	Purpose is clear (i.e. to explain the writer’s experience of computing)
	
	

	Writing is appropriate for target audience (i.e. those with no experience of computers)
	
	

	Paragraphing and/or sentence structure are reasonably accurate
	
	

	Spelling is reasonably accurate
	
	

	Punctuation is mainly accurate
	
	

	Piece 2: Newsletter/Newspaper
	
	

	Appropriate format is used
	
	

	Article is approximately 80–150 words
	
	

	Purpose is clear (varies according to option chosen)
	
	

	Writing is appropriate for target audience (varies according to option chosen)
	
	

	Paragraphing and/or sentence structure are reasonably accurate
	
	

	Spelling is reasonably accurate
	
	

	Punctuation is mainly accurate
	
	

	Piece 3: Instruction Sheet
	
	

	Appropriate format is used
	
	

	Piece is approximately 70–120 words
	
	

	Writing gives clear and accurate instructions
	
	


Checklist continues overleaf

	Writing is suitable for target audience
	
	

	Spelling is reasonably accurate
	
	

	Punctuation is mainly accurate
	
	

	Comments (on all three pieces)
Signed  
Date 


Study Section 9 (TA 1)
Instructions given in the study section (p. 27)
Select one option.  Talk to your teacher/tutor about this TA, and find out when it will be convenient for him/her to watch you.

1) Use the cue cards that you made up for Activity 7, and deliver a presentation to a small audience.
2) Choose any subject that interests you, and make up some cue cards.  Next, deliver a presentation to a small audience.

Your teacher/tutor will assess your performance.  Here’s a short checklist that you can use to check that you’ve managed to prepare properly. [A checklist is provided that allows the learner to check that suitable preparations have been made].

Marking Checklist 
(reflecting the content of the study package up to this TA) 
	Study Section 9 (TA 1)
	Yes
	No

	a) Use of vocabulary and language structures is mainly appropriate to purpose and audience.
	
	

	b) The communication conveys appropriate information, opinions and/or ideas.
	
	

	c) Basic skill in sequencing and linking information, opinions and/or ideas is shown.
	
	

	d) Delivery takes account of situation and audience.
	
	

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


This checklist comprises the SQA PCs for this outcome.  It is hoped that, by this stage, learners will be able to deliver a communication to (or near to) this standard.

Study Section 10 (TA 1)
Instructions given in the study section (pp. 9-11)
Read the article and answer the questions overleaf.
	Engineering overlooked as a career

Brian Whitely

Economic Correspondent
[image: image3.jpg]



Youngsters don’t understand the range of jobs available in engineering



	When asked what they want to do when they leave school, not many young people say ‘engineering’.  This is because most people don’t know what an engineer does, or what engineering is. 

Most people think engineering is about stripping down an engine and getting your hands covered in oil.

There are times when engineers might get their hands dirty, of course, but engineering is really about solving lots of problems.

Engineering has a variety of fields that people can work in.

The main  types of engineering are these:
	· Chemical 

· Civil 

· Electrical 

· Mechanical/
Manufacturing 

· Materials

A chemical engineer might work in trying to create more efficient types of petrol.  A civil engineer is concerned with things like roads and buildings.  Electrical and electronic engineers are concerned with designing  electrical-based solutions to problems.  Mechanical engineers work with  the design and operation of  moving components. Material engineers are concerned with
	the materials that things are made from. They check that the best materials are used and work to design newer, lighter and stronger metals and plastics.

Engineering offers many interesting challenges and good career opportunities in a range of different industries.  Despite this, young people are still failing to apply for engineering courses.

The main entry requirements are good maths and science qualifications.  This puts some people off – but local colleges offer the chance to pick up the qualifications needed. And don’t forget – it’s not really a dirty job!


Answer all questions, using your own words as far as possible.

1. What is the purpose of this communication?


One from:

To inform readers that most young people don’t consider engineering as a career;
To persuade or encourage young people to consider engineering as a career;
To explain the range of jobs in engineering
or similar response.
2.
Give two quotations from the text, and explain how they helped you to answer Q.1.
Accept any 2 relevant quotations
PC(a)
3.
Why don’t young people choose engineering as a career, according to the writer?
One from:
Most people don’t know what an engineer does (or what engineering really is)
Most people think it’s a dirty job
The entry requirements (maths and sciences) put people off.
4.
Name three different types of engineer, and say what types of work they do. Use your own words.
Three from:
Chemical engineering – chemicals, e.g. petrol
Civil engineer – roads and buildings
Electrical or electronic engineer – using electricity to solve problems
Manufacturing or mechanical engineers – moving componenents
Materials engineers – materials that things are made from
5.
What are the main entry requirements for anyone interested in engineering?
Good maths and science qualifications
6.
What does the writer say that people should do if they don’t have these qualifications?
Go to their local college where they can gain the qualifications.
PC(b)
7.
Does the writer think that engineering is a good job or a bad job?

He thinks it’s a good job.
8.
Give two quotations from the text, and explain how they helped you to answer Q.7.
Accept any two relevant direct or indirect quotations, e.g.
The writer uses positive language throughout.
He says that: ‘Engineering offers many interesting challenges and good career opportunities’.
He ends by encouraging people to think about engineering as a career or similar.
PC (c)

9.
Would young people think this was a useful article? 
Explain your answer.
Accept any relevant and supported answer, e.g.
Yes, as it explains what engineering is about.
Yes, it contains useful information about what engineering is.
Yes, it contains useful information about the different types of engineering, etc.
NB. Students might say that it was not useful. Accept any such answer provided that it is supported appropriately.
10.
Did the picture help you to understand the article? 
Explain your answer.
Accept any response, provided that it is justified, e.g.
Yes, it shows a bridge which is a massive engineering feat.
Yes, it helped me to realise that engineering is about things such as bridges – which we see everyday.
No, it shows a bridge, but it doesn’t show how it was built.
No, it’s not clear of the link between engineering and the bridge.
PC (d)
	Study Section 10 (TA 1)
	Yes
	No

	a)
Identify the purpose of a communication, and support with textual evidence.
	
	

	b)
Give an accurate account of important ideas or significant information in the communication.
	
	

	c)
Identify a central point of view in the communication.
	
	

	d)
Make a basic evaluation of the communication supported by evidence.
	
	


This checklist comprises the SQA’s PCs for this outcome. 

Study Section 10 (TA 2)
Instructions given in the study section (p. 23)
Write a portfolio of related pieces.  Use the essay on page 22 [of Study Section 10] to help you. 

The first piece should be an advert for the National Qualification Electronic and Electrical Engineering course (you wrote an advert in lesson 1C). This will take about 50 words. There’s a form overleaf to help you with this part of the writing.

The second piece should be a memo (about 80–100 words) from James Samuels to his course tutor Marvin Murray.  The purpose of the memo is for James to tell his course tutor that he has chosen to build a digital clock as part of his project.  He should also explain that he has ordered the following components:
· Digital display 

(cost £3.12)

· Battery holder

(cost 45p)

· Pack of resistors

(cost £1.47)

· Assorted transistors

(cost £1.09)

· 2 capacitors

(cost 32p)

· 1 micro chip

(cost £2.20)

The third piece should be an evaluation (about 150 words) of the course that James has just completed.  In the evaluation, James should say:

· How much knowledge he had before the course started

· How he felt about the first few weeks

· The types of things he learned in the first few weeks

· What he learned next

· How much he enjoyed building his digital clock

· How he feels now that the course is nearly over.

Don’t worry about how to write these pieces. There are forms overleaf [templates are provided]. Simply fill in the blanks – and you’ve completed your portfolio of related pieces.

Send all three pieces to your teacher/tutor when you’ve finished.

	Study Section 10 (TA 2)

	Yes
	No

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

	b)
 Essential information or ideas with some supporting detail are presented in a logical order.


	
	

	c)
Structure is mainly appropriate to purpose and audience.
	
	

	d)
Spelling, punctuation and syntax are mainly accurate.
	
	


This checklist comprises the SQA’s PCs for this outcome. 

Study Section 10 (TA 3)
Instructions given in the study section (p. 36)
Answer these questions and give them to your teacher/tutor.

1. When it comes to doing the assessment, would you prefer to take part in a discussion or a presentation?
2. Explain why.
3. How confident do you feel about each of the following?
	Study Section 10 (TA 3)
	Very
	Quite
	Not
very
	Not at all

	Delivering a presentation
	
	
	
	

	Taking part in a discussion
	
	
	
	

	Asking other people questions
	
	
	
	

	Answering questions from other people
	
	
	
	

	Speaking loudly enough to be heard
	
	
	
	

	Being able to use the appropriate tone
	
	
	
	

	Talking without getting muddled or lost 
	
	
	
	

	Linking ideas together
	
	
	
	

	Use this space to add any comments that you want to make.


Some learners will be very anxious about this outcome, particularly if asked to deliver a presentation. It is suggested that you use the learner’s response as a means of offering additional support if needed, and negotiating details of assessment (e.g. whether a talk or discussion; timing; subject matter, etc.).
PART 6

Learners are encouraged to use dictionaries, and they need access to written materials such as newspapers, magazines, the Internet and so on.

Learners should be allowed to use PCs for some or all of the work in the study sections, as “Word processors, including those which can make use of spelling check type software, may be used by candidates.” (SQA, 1998, National Unit Specification Communication Intermediate 1, p.8)
PART 7

Learners not studying as open learners are told not to read this section in the student 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

	

	Email 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 1NY
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Self Assessed Questions 











Study Sections








Preparing for Summative Assessment (Section 10)

















Tutor Assessment 











Introductory Guide








Students’ guide to the Course.





Designed to help students study on their own.


There are 10 study sections.





Used to check understanding 


of the material covered in the section.  Answers at end of 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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