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NCFE Functional Skills qualification in English at Entry Level 1 - Speaking, Listening and Communication

Sample assessment 1 - Assessor Instructions 
The following pages contain the instructions for Assessors and guidance on contextualisation. Since the information contains details about the assessment tasks, it should be kept securely until the date of assessment.
Assessors should read this document prior to assessment to see assessment resource requirements. 

Candidates must not have access to the following information other than source documents (where applicable) and other relevant materials as detailed in the Instructions for Assessors in this pack. 
As well as the instructions in this document, centres must adhere to the NCFE Regulations for Conduct of Controlled Assessments (Functional Skills) when carrying out controlled assessments, available from the NCFE website or on request from the Centre Support team.
NCFE Functional Skills Qualification in English at Entry Level 1 – Speaking, Listening and Communication  
Controlled Assessment - Information for Assessors

The NCFE Functional Skills Qualification in English at Entry Level 1 – Speaking, Listening and Communication, is internally assessed through a controlled, summative assessment. 

Each candidate will complete this assessment set by NCFE to create evidence which demonstrates achievement of all the skills standards and coverage and range statements associated with the NCFE Functional Skills qualification in English standards at Entry Level 1.  

The controlled assessment is internally marked by the centre. Candidate evidence is then internally moderated and then externally moderated by NCFE. 

Each candidate will be given a single pass or fail result for their assessment. The assessment has a pass mark which is indicated on the Mark Scheme provided by NCFE in this pack. Candidates must achieve the required mark in order to receive a pass.

Assessment conditions
The Assessor may verbally clarify the requirements of the tasks to candidates to ensure their understanding, i.e. reading the task out to the candidate, rewording the task to aid understanding. 

Assessment outcomes must be recorded on the Candidate Front Sheet, Observation and response grid (see page 11) and Mark Scheme. 
Assessment conditions should allow assessment in British Sign Language where required. 
Candidates must be fully aware that if they are given help or guidance to complete a task, they will achieve fewer marks than the full amount achievable where they complete the task independently or with minimal support - see the Mark Scheme document for levels of help, guidance and support and mark allocation.

Candidates should be assessed on a one-to-one basis to ensure that any request for help or guidance are not received, overheard or seen by others. 

Where a candidate has completed any elements of the assessment ‘with help’ or ‘with guidance’ (see page 10 of this document and/or page 3 of the Mark Scheme for levels of support and mark allocation), Assessors must clearly note how this was done, either on the Candidate Front Sheet or a separate document clearly marked with the candidate’s details. This information should be included with all documents to be submitted for marking and moderation.
For more information on assessment conditions please see the following documents: 

· the relevant NCFE Functional Skills Qualification in English at Entry Level Qualification Specification (available from the NCFE website (www.ncfe.org.uk))

· Regulations for the Conduct of Controlled Assessment (Functional Skills) (available from the NCFE Functional Skills website (www.ncfe.org.uk))

· JCQ guidance on controlled assessments. 

For information on the access arrangements for the NCFE Functional Skills qualifications, please see the NCFE Reasonable Adjustments and Special Considerations policy, available on the NCFE website (www.ncfe.org.uk), or on request from the Centre Support team at NCFE. 
Use of ICT
Candidates are permitted to use ICT equipment to complete their tasks. Centres are responsible for ensuring that there are no pre-prepared materials on the hard drive or otherwise that can be accessed by the candidate.
Duration of the assessment
Candidates have a maximum of 30 minutes each in which to complete their Speaking, Listening and Communication assessment.

Authentication
A candidate’s work must be authenticated by the centre on the Candidate Front Sheet. Centres are also able to provide supporting evidence where appropriate in the form of visual/audio recordings. 

All documentation used by Assessors to record candidate responses must be clearly marked with the candidate’s name, details of assessment i.e. Entry Level 1 English – Speaking, Listening and Communication, and signed in the appropriate place.

Controlled assessment - Instructions for Assessors
At Entry Level 1 candidates should be assessed on a one-to-one basis.

On receipt of the assessment guidance and related documents, Assessors should read the given scenario as below. 
Assessors may change the wording/phrasing of the scenario to assist candidate understanding, but must not change the meaning or give instructions which would unfairly assist candidates in completing the assessment.

If centres are able to provide resources for the assessment, this will be of enormous benefit to candidates. It’s important to realise therefore, that these paper assessments are provided as guidance for centres and wherever possible a kinaesthetic (tactile learning) approach would be advantageous.

Scenario

Cook books are very popular. Some people love to cook their own food. Some people hate cooking. 

You are going to find out what another person thinks about the idea to make and sell a cook book to raise money for charity. You are also going to find out about the food they eat.
The Assessor should present the given scenario to candidates.

The Assessor should explain the scenario and task to the candidate.

Each candidate should have their own copy of the task.

To undertake the assessment, candidates may also use the following resources:

· pen

· pencil

· eraser

· dictionary

· picture cards

Note to Assessors:

To ensure that Assessors have full opportunity to observe candidates demonstrating the skills necessary to meet standards, the tasks should be completed on a one-to-one basis.
The Assessor must complete the following documents for each candidate:

· Candidate Front sheet - use this document to record any additional information to support the candidate’s actions and responses to the tasks. The Assessor must record the assessment decision and the justification for the decision here.
· Observation and response grid – use this to make detailed comments about how the candidate meets each criteria. 
· Mark Scheme – use this to record the marks awarded to each response, for each candidate.
On completion of the assessment the following must also be available for internal and external moderation:

· any other evidence created during assessment activities as appropriate
· if ICT is used to complete the assessment, electronic copies of the work produced by each candidate (on a USB stick/CD/DVD or saved in a secure area)

These documents and materials will be externally moderated by NCFE.

It is recommended that centres also keep hard copies of each candidate’s work, as a ‘back-up’ for moderation purposes.
Note: Assessors should be familiar with the Mark Scheme before conducting the assessment.
Contextualisation

The scenario and tasks provided may be amended to use alternative source materials relevant to candidates, for example the menu from their on-site coffee shop, café or similar. This could then be developed as a ‘themed’ menu for a day, to raise money for charity or other cause.

Examples:

· Red Nose Day

· Macmillan Coffee Morning

· Children in Need

They may also be amended to use other contexts relevant to the candidate. Examples could include:

· favourite films

· favourite pop stars

This could then be developed as a ‘theme’ for the day, with people paying money to come into school/college/work in themed fancy dress, to raise money for charity or other cause.

The candidate would discuss their favourites from any of the above and then ask another person for their view on the idea chosen to raise money for charity or other cause.

Note: If alternative contexts are used, details of these must be inserted into the appropriate tasks. 

Other scenarios and contexts may be used, but they must enable candidates to effectively demonstrate the Functional Skills criteria, coverage and range for Speaking, Listening and Communication at Entry Level 1, on more than one occasion.

If using a context and/or source materials other than those given by NCFE, these materials and any information contained within must be very familiar to the candidate and use appropriate language. The tasks must also be approved by NCFE before use with candidates. For more information please contact the Quality Assurance team at NCFE. 

Before the assessment 
The candidate will be assessed on their ability to participate in and understand the main points of simple discussions/exchanges about familiar topics with another person in a familiar situation. 

This includes:

S1a. Understanding the main points of short explanations
S1b. Understanding and following instructions
S1c. Responding appropriately to comments and requests
S1d. Making contributions to be understood 
S1e. Asking simple questions to obtain specific information
Note: To allow maximum opportunity for the candidate to demonstrate their skills, assessment of the candidate should take place during his/her communications with the Assessor and his/her communications with another person. 
The Assessor and the candidate should be the only people present at stages 1 to 6 of the assessment.
The Assessor should:

1. Explain to the candidate that they are being assessed on their speaking, listening and communication skills. (S1a) 
2. Explain the scenario. 
3. Ask the candidate if they have any questions about the assessment. (S1c/e)

4. Tell the candidate what they have to find out from their partner, including which questions to ask them from the list overleaf. The partner should not be present at this stage, but should be in a room nearby. (S1a)

5. Ask the candidate to say what it is they have to find out from their partner. (S1b/c)

6. Give the candidate the instruction to go and ask their partner to join them in the assessment room. (S1b)

7. Ask the candidate to start the discussion (ie: ask the questions) (S1d/e)

8. Observe the discussion and make notes* to support evidence of skills coverage

9. Inform the candidate when the assessment is complete.
*Assessors should make notes on the Observation and Response Grid, included at the end of this document.
During the assessment

Candidates are not being assessed on their reading skills.

All instructions should be read out to the candidate.

Tasks
Following the explanation of the scenario, each candidate will be asked questions to confirm their understanding of the task (stages 2 and 4, as detailed on the previous page). 
Candidates will then have a short discussion/exchange with an appropriate partner to find out some information. 
Information for candidates to find out from another person:

1. What they think about the idea to make and sell a cook book to raise money for charity 
Assessors should also select one from the list below

2. What their favourite foods/meals are

3. Whether they prefer home cooked food or ready meals 
4. If they enjoy meals with friends and/or family and why
An appropriate partner would be:

· an appropriate member of their peer group whose communication skills are above the level being assessed and who is capable of freely conversing with the candidate. In this case the Assessor will observe and note the activity but not take an active part
· a person with who they can comfortably converse, ie Tutor/Support Worker
Level of support for candidates – Guidance for Assessors 
Please note the following terms and the related interpretations should be applied throughout the assessment.
Assessors should provide support and encouragement throughout the assessment, but must not prompt candidates in such a way that will remove opportunity for the candidate to complete the assessment with a high level of independence.
Acceptable prompts include:

· reminding the candidate of the instructions

· repeating instructions to focus the candidate

· ‘open’ reminders eg ‘Is there anything else you want to ask/say?’

Unacceptable prompts include:

· telling the candidate what to say

· repeatedly asking the candidate to try again until they meet the requirement.
Examples
Independently - refers to a candidate completing a task without assistance.

‘What are you going to be finding out from Jo?’
Candidate confirms the information they are going to find out:

‘I will ask Jo what her favourite foods/meals are. I will also ask what she thinks about the charity cook book.’
Candidate responds with proficiency, showing that they understand the requirements of the task/s.

Or
With prompting - refers to a candidate being supported in their completion of the task, through verbal prompts/open questions.
‘What are you going to be finding out from Jo?’

Candidate is unsure in response and cannot confirm topics. Assessor prompts candidate:
‘Remember the scenario about food and the cook book. Now, can you remember what you are going to ask Jo?’

Candidate is able to respond appropriately, with accurate information.
The pass mark for this assessment is 11 out of 16. This must include a minimum of:

· 2 marks for each of the five criteria in the coverage and range - S1a to S1e

Assessors should be prepared to award zero marks if the candidate’s response is not worthy of credit according to the Mark Scheme.

NCFE Functional Skills qualification in English at Entry Level 1
Speaking, Listening and Communication 
Observation and Response Grid
This grid is for use by Assessors when assessing candidates. Please see page 3 ‘Task management’ for assessment stages.
The grid should be used to record how the candidate met the criteria (coverage and range). The notes recorded can be used later to help complete the Mark Scheme.
This document must be submitted alongside all other evidence generated by the candidate, for assessment and moderation.
	Candidate name                                                      Date                                  Time                       Assessor

	Coverage and range
& opportunity for demonstrating skills
	S1a. 
Understand the main points of short explanations

Assessment stages

1, 2, 4, 8
	S1b.

Understand and follow instructions
Assessment stages

5, 6, 7
	S1c.

Respond appropriately to comments and requests
Assessment stages

3, 5, 8
	S1d.

Make contributions to be understood
Assessment stages

7, 8
	S1e.

Ask simple questions to obtain specific information
Assessment stages

3, 7, 8

	Assessors comments
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