SPECIFICATION FOR SETTING FUNCTIONAL SKILLS ASSESSMENTS
ICT
All assessments must be in a formal, controlled environment; the person who supervises must have received appropriate training.

	Entry 1 and 2
	60 minutes centre devised and controlled Summative Assessment Activity which may be spread over a period of days or weeks.  Approval for assessment materials to be sought from EDI.  Tutors are permitted to give assistance with research activities.


	Entry 3
	60 minutes Summative Assessment Activity set and marked by EDI but controlled by the centre.  Where the Summative Activity can be easily divided into 2 distinct sections, learners are permitted a break between the sections.


	Level 1
	60 mins externally set Summative Assessment Activity applying functional skills in ICT.


	Level 2
	90 mins externally set task Summative Assessment Activity applying functional skills in ICT.



Type of assessment for application of Functional Skills

Scenario based tasks based on generic situations applicable to real life and work, e.g. 

· holidays

· purchasing goods

· dealing with banks

· local community issues
Test specification

Writers of summative assessment materials must focus on the left hand and middle columns of the standards.  The requirements of the right hand column, i.e. coverage and range, will be covered by the requirement that all learners shall demonstrate mastery of the standards during their training programme.

For Entry 1 and 2 candidates, centres will devise their own assessments which must be approved by EDI.  The assessment materials for approval must be accompanied by a suggested mark scheme and an indication of the amount of assistance that is to be given by the tutor.

For Entry 3 candidates, a maximum of 200 words, per task, will need to be read.  

For Level 1 candidates, a maximum of 250 words, per task, will need to be read.  
For Level 2 candidates, a maximum of 300 words, per task, will need to be read.

Writers of summative assessment materials will carry out a readability analysis scan.  They will note this on any assessment materials before the material is sent for proof-reading and moderation.

Please note:
All reading material must be at one level lower than that being assessed

Allocation of marks at all levels
The Functional Skills Standards are divided into 3 sections at all levels.  The recommended allocation of marks to these 3 sections is as follows:


Use ICT systems




25 – 30%


Find and select information



15 – 20%


Develop, present and communicate information
50 – 60%
Find and select information may receive a discrete mark allocation as a stand alone activity; Use ICT systems will receive marks as part of both Find and select information and Develop, present and communicate information.
TEACHING AND LEARNING

When delivering the functional skills, centre staff need to ensure that they cover the right hand column of the standards in full to allow learners to achieve the ‘mastery’ required in the summative assessments.  Centres are recommended to complete a mastery coverage template for each learner (copy is available in the support pack) but they may use their own templates to shows that mastery has been achieved.  Records should be kept for 3 years.

FORMATIVE ASSESSMENT AT ALL LEVELS

It is expected that there will be sufficient formative assessment in controlled conditions to allow candidates to be prepared adequately for the summative assessments.  However, this assessment time must not exceed 5 hours because the emphasis must be on the teaching/learning experiences provided for candidates.  The formative assessment time will, however, allow more of the coverage and range to be evidenced.
EXTERNAL VERIFICATION/MODERATION

For the duration of the pilot, functional skills consultants External verifiers will sample the in-house assessments and delivery programmes to ensure that there is full coverage of the mathematics standards.  This may be done by the consultant visiting the centre or a postal moderation may take place.  Only in this way can EDI ensure that candidates have full mastery of the functional skill in ICT; the externally set and marked summative assessment can only demonstrate a degree of mastery.

