Additional Guidance
Essential Skills Wales Portfolios
April 2013
In order to provide additional guidance to centres on how to assess
Essential Skills Wales Communication skills in such a way to address
issues raised in the Comparability Study, Pearson have produced a series
of short additional guidance documents for Assessors and Internal
Verifiers.
Please refer to the Essential Skills Wales Comparability Study on
Communication Skills Level 1-3, Welsh Assembly Government (January
2013).

Essential Skills Wales
Communication
Portfolio assessment guidance
Writing Plans, Drafts and Final Documents
Summary:

For each written document, there must be evidence of planning and at
least one draft. The plan, the draft(s) and the final document must be
checked by the tutor and there must also be evidence of the learner
checking their work and revising their written documents. In most
portfolios sampled there was little evidence of the learners planning and
preparing drafts for both of their written documents or checking their own
work.

Example:
An example of a hand written plan completed by a learner.

The plan has been
assessed by the tutor,
who has included ticks.
There is no feedback to
the learner, although
that would be
considered to be good
practice.

The learner has
annotated the plan to
correct the error in the
misuse of a capital
letter for ‘faithfully’.
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Writing Plans, Drafts and Final Documents
Example:

The draft written document had been checked and amended by the
learner and assessed by the tutor.

The draft has been
assessed by the tutor
and includes feedback
to the learner.

The written draft
includes evidence of the
learner checking
his/her own work and
making amendments.
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Example:

The final written document had been assessed by the tutor. The fact that
the draft is handwritten, and the final document is word processed, is
immaterial to the judgement on whether or not it meets the assessment
criteria.

The final document has
been assessed by the
tutor and includes
feedback to the learner.

Essential Skills Wales
Communication
Portfolio assessment guidance
Using Contractions in Written Documents
Summary:

The use of contractions in formal written documents can be acceptable,
depending on circumstance. General agreement between Awarding
Organisations is that formal writing is in general flux - the purpose of the
writing and its audience should be clear and then the appropriateness of
language can be gauged. In some instances learners use contractions
inappropriately in formal documents.

Example:

An example of a letter of application where contractions
have been used incorrectly; and an extract from an essay which includes
correct use of language in a formal document.

‘I’m’ as the shortened
form of ‘I am’ being
used incorrectly.

‘I’d’ as the shortened
form of ‘I would’ being
used incorrectly

Incorrect contractions for a letter of application:
I’m writing to ask for the job of junior apprentice. I saw your
advert in the local paper and I’d like to gain experience in your
salon.
I’m currently attending the local College of Further Education
on an E2E course working towards a hair and beauty
qualification.
I’m reliable and honest and a good time keeper. I’d like the
chance of working in your salon.

Example of the correct use of language within an essay:

Correct use of language
in a formal document.

It is important to see to a distressed child so that you know the
problem and you are able to deal with it straight away. It is
also important that the child knows they have got someone to
talk to.
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Use of Images
Summary:

When using images within written documents the learner must use
relevant images to help the reader understand the main points in the
document. A piece of writing can never be said to NOT meet the
requirements of the standards because it does not include an image. It is
most important to judge when an image is appropriate. Many learners
include images in their written work that do not add meaning to the text
but are included as ornamentation.

Example A: This example of a leaflet includes the use of an image,
however the image used does not aid understanding of the written
document.

The image of water
flowing from a tap into
a glass does not aid
understanding of the
text. If the image were
removed from the
example, it would not
detract from the
meaning of the text.
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Example B:
The inclusion of an
extract from a map
helps the reader to
understand the location
of the wind turbine in
relation to the
coastline. In example B,
the image is integral to
the overall meaning of
the document.

An example of an image used in a report to help the
reader to understand the main point of the text.
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Writing for Different Audiences
Summary:

Learners are required to present written documents that are aimed at and
are appropriate for different audiences. At level 1, the requirement is for
learners to communicate information to a familiar audience, eg their
tutor. Levels 2 and 3 require learners to give different information to
different audiences, eg a formal document to their tutor, or to an
employer, or a newspaper article or a critique of a piece of art work or a
film etc. In some portfolios sampled the intended audience was not
apparent, and very often the intended audience for both of the written
documents was the tutor.

Example A: An extract from an information leaflet written for the
learner’s peer group or for those suffering from anorexia.
The text is aimed at the
learner’s peers or
someone suffering from
anorexia; the needs of
the audience have been
taken into account as
the writer has given
advice and considered
the needs of the reader.

Overcoming anorexia!
It may seem like there’s no escape from your eating
disorder but remember you are not alone in your struggle.
With treatment, support from others and smart self-help
strategies, you can overcome your eating disorder.
The road to recovery starts with you admitting you have a
problem.
Admit you have a problem. Up until now you’ve been
invested in the idea that life will be better if you lose more
weight. That’s not true the success to happiness is being
happy with yourself without needing to change!
Talk to someone. It can be hard to talk about but it is
important to understand you are not alone, find a good
listener- someone who will support you as you try to get
better.
Stay away from people, places and activities that
trigger your obsession with being thin. You may need
to avoid fashion magazines and spend less time with friends
who diet and talk about weight loss.
Seek professional help. Advice and support can help you
regain health and develop better attitudes about food and
your body.
Just remember things can only get better
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Example B: An example of a letter of application written to a
prospective employer.

The text is aimed at a
prospective employer.
The writer has given
the audience the
information about the
writer in relation to the
job for which they are
applying.
Appropriate formal
language and letter
writing format is used.

My address
1st August 2008
The Manager
Company address
Company postcode
Dear Sir,
I am writing this letter to apply for the job advertised
on www.fishforjobs.co.uk for a Coded Welder in the
TIG and MMA welding processes.
I am a coded welder in MMA, TIG and MIG. While I
was an apprentice I completed my NVQ Levels 2
and 3, BTEC National Award and HNC.
I have learnt how to set up all machines that are
used within the welding industry. I also have the
codings for MMA, TIG and MIG welding processes. I
have a full UK driving license and a full UK passport
and am able to work abroad if necessary.
I look forward to hearing from you soon.
Yours faithfully,

My name
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Defining Complexity
Summary:

The mandatory terms in the Essential Skills Wales Standards state that,
‘Complex subjects or materials deal with abstract or sensitive issues and
lines of enquiry that depend on clear reasoning which may not be
immediately clear. The subject matter must have several strands and
must be challenging to the candidate in terms of the ideas it presents.
Specialist vocabulary and complicated sentence structures may be used.’
However, at Level 2 learners are required to use complex sentences in
their writing. It is therefore possible to treat a simple subject in a complex
way. It does not have to be a complex subject.

Examples:

An example of a simple subject, treated in a simple way.
Disposing of waste

The subject ‘Disposing
of waste’ had been
handled in a simple
way. Using bullet points
and short sentences

Care workers need to ensure that waste is disposed of correctly. This is
achieved by colour coding waste.
Yellow bag: used dressings and incontinence pads
Yellow box: needles and other sharps
Red bag: soiled linen
Yellow bags and boxes go in the clinical waste bin outside the home. Red bags
disintegrate in the wash.

An example of a simple subject, treated in a complex way.
The subject ‘Disposing
of waste’ had been
handled in a complex
way with the use of
complex sentences

Disposing of waste in a residential home
Care workers need to ensure that waste is disposed of correctly and this is
achieved by colour coding waste.
Clinical waste- such as used dressings and incontinence pads must be placed in
a yellow bag and they must then be clearly labelled. The bag is then placed in
the clinical waste bin outside of the residential home; these bins are then
taken away regularly and the contents are incinerated.
Sharps- such as needles and syringes must be placed in a yellow box and
sealed; these do not go into a yellow bag because they could go through the
plastic bag and penetrate someone’s skin leading to infection. The yellow
boxes are then placed in a clinical waste bin outside the residential home and,
they too, will be incinerated.
Soiled linen- such as bedding and clothing must be placed in a red bag and
taken to the laundry room. Red bags must be used when a service user has
MRSA, or any other infectious disease, their contaminated bed linen and
clothing must be placed in a red bag which disintegrates when it is put in to
wash.
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Summary:

The Essential Skills Wales Standards state that ‘in final work, sentences
must be formed correctly, with correct punctuation, spelling and
grammar. Paragraphing must be appropriate.’ Also learners need to know
how to: ‘present relevant information in formats that suit your purpose
and audience’ Therefore, the requirement for correctly formed sentences
and appropriate paragraphing cannot be met when learners are directed
to write documents using pre-set formats, including CVs and job sheets
as these usually consist of a bullet pointed list. Many centres are directing
learners to present CVs, posters and PowerPoint slides as written
documents for the third component; these documents do not allow
learners to display writing skills at the appropriate level.

Example A: An example of a pre-set format being used to enable to
learner to complete a work based activity, in this case in relation to
completing an activity in an NVQ workbook.
The learner has
completed this activity
in order to note where
the fire extinguishers
are situation within the
work place and the type
of extinguishers
available.

Activity: use the table and a walk about to answer the
following questions. Walk around the whole building
and identify where the fire points are. What type of
extinguishers are there and what sort of fires are they
for?
Location of fire points Extinguisher type, what would
you use it for?
Front door
Red
Wood, paper, textiles, solid
materials
Back door
Red
Wood, paper, textiles, solid
materials
Kitchen
Yellow
Oil, fat etc. Fire blanket
Office
Blue
Paper, wood, textiles, solid
materials and electrical appliances
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Example B:

Whilst it is not necessary to use a pre-set format to produce a PowerPoint
presentation, an example of a PowerPoint slide, which has been assessed
for component three writing documents, does not allow the learner to
display the appropriate writing skills of using sentences, paragraphs and
punctuation. The written document below shows how the learner could
have approached the task to show appropriate use of sentences,
paragraphs and punctuation.
In the PowerPoint slide
the learner uses a short
sentence and a bullet
pointed list, this does
not show the use of
sentences, paragraphs
and punctuation.

This written document
shows how the learner
could have approached
this writing task.

The written evidence
presented does not
display the appropriate
use of sentences,
paragraphs or
punctuation.

Conflicts and how to resolve them
Importance of children dealing with
conflict
Children socialise
Vital for development
Due to similar interests
Learn about other people’s
feelings

As children get older and start to socialise more, they begin to
start having conflicts and disputes with others. This is a natural
part of growing up and a vital stage in development for a child to
know how to handle difficult situations and conflict between
themselves.
Although adults feel like they need to intervene all the time,
sometimes it is better just to step back and let the children sort
the argument out by themselves. Children normally argue over
simple things such as sharing or rules of a game, this is because
children choose friends with similar interests to themselves.
It is important to let children deal with conflicts themselves as
children pick up on the behaviour and needs of another very
quickly. Therefore when they argue they will learn when to say
sorry to someone and realise by themselves that they have hurt
another’s feelings and will respond in a kind and sympathetic
way.
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Length of Written Documents and Errors
Summary: One or two errors are permitted within written documents.
It is not possible to allow for more errors within a document just because
the piece of writing is extra-long.

Guidance:

At Level 1, learners are required to write two short
documents, one must be at least 250 words long; at Level 2 learners are
required to write two documents, one must be 500 words in length.
However, at Level 3 learners are required to write two 1,000 word
documents. One or two spelling errors are permitted, at all levels,
provided, that the meaning is still clear. Untypical, one-off slips can
therefore be overlooked. The same mistake occurring more than once in a
single document counts as a single mistake. It is not possible to allow for
more errors if the piece of writing is longer than the standards require. At
Level 4, there must be no spelling mistakes.

