4 ARRANGEMENTS FOR ESW ENTRY 1-3 CONTROLLED ASSESSMENT
- Essential Application of Number (EAoNS)
UJJ eC Essential Communication Skills (ECommS)

cbac

Please note: Arrangements for Essential Digital Literacy Skills (EDLS) are covered in the 'Essential Skills
Wales Suite of Qualifications Handbook’.

You must also refer to:

1. WG publication, ‘Essential Skills Wales’ (April 2010)
2. Skill specific guidance at the end of this document
3. WIEC 'Connect User Guide for Centres'.

Controlled Assessment

Essential Skills Wales Entry qualifications for Application of Number (EAoNS) and Communication (ECommS)
are available from Entry 1 to 3. Each Skill is assessed through ‘Controlled Assessment’ i.e. a single ‘Task’
comprising a series of questions or smaller tasks that is internally assessed and externally moderated.
Candidates are required to take and pass only one such Task per Skill and level. WIEC provides a bank of
Tasks that are accessible via WJEC's secure web that centres can use any number of times but never the same
Task more than once with the same candidate.

Centres have the option to devise their own Controlled-Assessment — please refer to ‘Centre-Devised
Controlled Assessment’ on page 7.

Each Task is written at a specific level i.e. Entry 1, Entry 2 and Entry 3; thus, differentiation is by task and not
outcome. Each will comply with the appropriate ‘Evidence Requirements’ of the ESW standards, including
‘Amplification of Evidence Requirements’ and ‘Mandatory Definitions’.

Centres will be responsible for preparing candidates for their Controlled Assessment by ensuring each has
mastered the skills specified in the ESW standards, ‘In order to show that you are competent, you need to
know how to’.

Qualification Approval

A centre must first be approved to offer the relevant ESW qualification by completing a Qualification
Approval Form. This can either be completed online via Connect or by submitting a hard copy to WJEC.
Connect can be accessed by first contacting WJEC's ESW Unit and hard copies are available to download via
the WIJEC website on http://www.wjec.co.uk/qualifications/essential-skills-wales/
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Registering Candidates

As soon as a centre has been approved to offer an ESW qualification, the centre can begin to deliver the
relevant qualification. Once the assessor is satisfied that the skills outlined ‘In order to show that you are
competent, you need to know how to’ have been mastered and at the correct level, the candidate is ready to
take their Controlled Assessment. Registrations must NOT be made until the candidate has completed the
task and has passed the centre's internal quality assurance procedures.

Centres will be charged for each registration, irrespective of whether or not that candidate takes the Task.
Registrations can be submitted to WJEC via Connect at any time between 1 September and 31 August.
Accessing the Controlled Assessment

Controlled Assessments will be available via WJEC's secure website. To register, the Examinations Officer
should email securewebsite@wjec.co.uk stating centre number, centre name, contact name and contact

email address. Once registered, the Examinations Officer can set up additional limited access accounts
themselves.

Tasks are in the ‘Subject-Specific Support Material including CPD' folder, followed by 'Essential Skills Wales —
Entry Tasks’. Each skill is in a separate folder.

WIJEC ESW Entry 1-3 Controlled-Assessment Version-10 September 2019


mailto:securewebsite@wjec.co.uk?subject=Registration%20request

Taking Controlled Assessment

Candidates will take a Task under ‘informal supervision’ conditions i.e. during their normal contact time or
other defined sessions. The centre must ensure that:

e plagiarism does not take place

e the outcomes of the Task are wholly the candidate’s own work (other than the assessor’s checking of
the candidate’s drafts for the Communication writing task and of calculations for Application of
Number)

e dates and times are recorded where a Task is completed in stages

e candidates who have finished a Task do not collude with those who are yet to complete

The Task is not time bound and there is no time limit for its completion. Please note that this arrangement
does not apply to EDLS, where separate procedures apply. Please refer to the 'Essential Skills Wales Suite
of Qualifications Handbook (Version 1.3 September 2018)'.

The whole Task does not have to be completed in a single session but can be completed in ‘bit sized chunks’
over a period as determined by the candidate and their assessor. However, it is not expected that this will be
an inordinate length of time as this will risk disadvantaging the candidate and trivialising the assessment.

Centres must ensure that the Task is securely stored throughout the assessment process, including all
associated resources issued by WJEC. All such material must be collected or shut down at the end of each
session; it must not be removed from where the Task is being taken except when WJEC has first given
approval. The outcomes of each Task must always be stored securely within the centre. Work may be stored
either by departments or the Exams Office. Secure storage is defined as a secure locked steel cabinet, a metal
cabinet or similar cabinet. Work produced over several sessions must be collected at the end of each and
stored securely. Where there is a practical need, secure storage may be defined as a classroom, a studio or a
workshop which is locked from the end of one session to the start of the next. Work produced electronically
must be saved securely to ensure that it cannot be amended between sessions. Files must also be backed-up
in case of corruption.

Centres must carefully consider how they manage the conduct of the Tasks, especially in relation to the
number of candidates that can realistically be managed at any one time. Centres should stagger the number
of candidates who take a Task at the same time by taking advantage of WJEC's flexible entries procedures.
Whilst the Task is taken under informal supervision conditions, there is still the paramount need for
authenticity and rigour.

Candidates must pass a Task once only to be awarded the qualification, the outcome of which is reported as
‘pass’. Candidates who do not ‘pass’ the Task following internal assessment and/or standardisation will need
to take a different one on another occasion. Should a candidate be unsuccessful on several occasions the
centre must consider whether that learner is working at too high a level or are taking the Task before they
have mastered the required skills.

Feedback to candidates

Formative feedback cannot be given to the candidate once they begin a Task.
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Authenticity

The centre will be responsible for ensuring authenticity of all work produced by its candidates and for their
management throughout the duration of each Task.

It is a statutory requirement for all candidates to confirm that the work they submit for assessment is their
own. Each candidate is required to sign a declaration upon completion of the whole Task. Ensuring that
candidates do so is the responsibility of the centre. Centres should record ‘not yet achieved’ for any
candidate who cannot confirm the authenticity of their work.

Candidates must not:

submit work which is not their own

lend their own work to others or allow their work to be copied
allow others access to, or the use of, any sourced material
collude with other candidates

It is also a requirement that assessors confirm to WJEC that all the work submitted for assessment was
completed under the required conditions and that they are satisfied that the work is solely that of the
candidate concerned. If they are unable to do so, the work should not be accepted for assessment. All
assessors must sign the declaration of authentication which is attached to the assessment record for each
Task. Failure to do so will delay or prevent the issuing of certificates. If, during external moderation, there is
no evidence that the work has been properly authenticated, WJEC will ‘not yet achieve’ all entries.

Centres are referred to the JCQ documentation the link to which is found on WJEC's website
https://www.wjec.co.uk/exam-officers/jcq-documentation.

Internal Assessment

Assessors must be wholly familiar with the requirements of the ESW standards. WJEC will provide a marking
scheme for assessors to record the assessment of each Task; this record should also be used to record the
dates and times where a Task was taken over several sessions.

Whilst a degree of tolerance is included within the mark scheme where appropriate candidates are required
to answer each question correctly in order to be pass the Task.

If it is not clear how assessment was carried out, then the Tasks of all candidates will be returned to the
centre and further explanation requested. This will interrupt the moderation process and either delay or
prevent the issuing of certificates.

Before the Task is assessed, it will be useful to undertake a trial assessment exercise. Assessors could assess
the same relatively small sample of work to allow for the comparison of standards. The exercise can take

place at appropriate stages during the candidate’s programme as this will help:

1. ensure greater comparability in standards
2. early identification of potential misapplication of the standards.

Centres should use reference and archive materials, such as example material provided by WIJEC, to help set
the standard of marking within the centre.
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Internal standardisation

Where a Task is being assessed by more than one assessor, standardisation must be carried out. This could
be achieved by the Internal Moderator or Verifier co-ordinating the re-marking a sample of Tasks by all
assessors who in turn exchange assessed work to compare their decisions.

Where standards are found to be inconsistent, the relevant assessor should adjust their assessment and/or
re-consider the assessment of all candidates for whom they were responsible. Any adjustments should be
checked by the Internal Moderator/Verifier.

Samples of candidate’s work should be retained for archive purposes along with evidence that internal
standardisation has been carried out e.g. sampling records, feedback, minutes/records etc together with
copies of WJEC feedback.

External Moderation

WIEC’s Moderators will re-assess a sample of Tasks by postal inspection and/or centre-visit.

Upon receipt of the centre’s registrations, WJEC will request in writing a sample in the following proportion

Total Entry per Level Sample Size
1 - 10 candidates All
11-100 10
101 - 200 15
201 -300 25
301+ 25

Upon completion of the Task for which candidates’ entries have been made and/or the centre has identified
those candidates that will not be completing and/or have not passed the internal assessment, the centre will
provide WJEC with:

1. Confirmation that all candidates have completed and passed each Task
2. Candidates’ evidence in the following format

Application of Number

Completed question-and-answer booklet
Completed Practical Task

Completed Markscheme

Communication

Completed assessor-records and any supporting evidence for Speaking and Listening
Completed Reading and Writing tasks

Completed Markscheme

3. Assessor-records for each candidate including records of times/dates where candidates completed a
task over a period of time and assessor authentication statement

4, Confirmation of the centre’s internal standardisation procedures
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WIEC reserves the right to call for the Tasks of all candidates and also to observe, with advance agreement of
the centre, the conduct of a Controlled-Assessment event.

WIJEC may decide to call for the work of other candidates once the initial sample has been externally
moderated. Therefore, all Tasks and associated material must be retained under secure conditions until after
certificates are issued.

Returning Work to Centres

Moderated tasks will normally be returned directly to centres; Tasks submitted electronically will not be
returned.

Centres are required to retain all Tasks, whether part of the moderation sample, under secure conditions,
until the possibility of enquiries about results (EAR) has been exhausted (approximately 3 weeks after results
are issued). Tasks must be confidentially destroyed after EAR. Under no circumstances should Tasks be given
back to the candidates.

Centres are requested to keep a record of the examination numbers and names of those candidates whose
work is sent for external moderation. This information may be required if there are EAR enquiries. Inthe
case of work stored electronically within the centre, protection from corruption should also be considered.

Centre-Devised Controlled Assessment

Centres can devise their own Tasks, thereby further increasing the relevance of the assessment for their
candidates. The proposed Tasks must be submitted to WIEC for approval before being used by candidates
for assessment and certification. Each Task when submitted to WJEC for approval will be judged against the
following criteria: each must

be realistic, interesting and relevant

require the application of knowledge, skills and understanding
assess process skills and the outcome of their application
differentiate explicitly between each level

be equal in demand to WJEC’s Tasks at the corresponding level
use straightforward and accessible language.

Whilst the skills specified in ‘In order to show that you are competent, you need to know how to:’ should not
be regarded as an assessment tick-list, WJEC must be satisfied that a centre-devised task is sampling these
skills sufficiently to confirm the candidate’s competence at that level.

Centre-devised tasks must adhere to all the conditions outlined above without exception. Centres are also
required to periodically review and ‘re-fresh’ each Task to ensure its continued effectiveness as an

assessment instrument.

A centre interested in devising its own tasks should contact WJEC who will outline the approval process.
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Guidance on the conduct of ESW Entry Application of Number

Some questions require candidates to calculate answers or to check their calculations. Where they are asked
to do so with a calculator the following image will appear:

Where candidates are required to calculate answers or to check their calculations without the use of a
calculator the following image will appear:

In such cases the candidates should show some workings out.

The assessor can check whether the calculations are correct at various points as the candidate works through
the Controlled-Assessment. It is important to remember that the assessor can ‘point-out’ as part of their
feedback where errors occur but they must not identify or correct these errors for the candidate. The
assessor should use their judgement in determining for how long any checking/correcting should continue.

In addition to the question-and-answer booklet the following Tasks have an accompanying Resource Sheet:

Entry 1 — Food

Entry 1 —On the Road
Entry 2 — On the Road
Entry 3 — On the Road

Each Task includes a ‘Practical Task’. If the candidate is unable to collect the required data, theniit is
acceptable for their assessor to provide suitable data to allow the Task to be completed.

The ‘Practical Task’ can be taken at anytime during the Controlled-Assessment; it does not have to be carried
out at the end.

Assessors may use real-life material represented diagrammatically in the Task to assist the candidate’s

understanding e.g. money, providing it is feasible to do so and such use does not in any way compromise the
assessment process.
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Guidance on the conduct of ESW Entry Communication

Speaking and Listening

Speaking and Listening is not assessed as part of the Tasks set by WJEC; instead these skills can be assessed at
a time and context determined by the assessor and candidate. In this way, it is hoped the assessment will be
more relevant.

As the candidate is being formally assessed, the assessor should complete the relevant parts of the ‘Speaking
and Listening’ assessor-record by adding a v* against each criterion when achieved by the candidate. Each
criterion should be supported by qualitative assessor comments; the candidate may also include any
supporting material used to prepare for and/or when taking part in the speaking and listening.

Assessors should refer to the following pages in the ‘Essential Skills Wales’ standards for the conditions for
assessing Speaking and Listening:

ESW Entry 1 — pages 30 to 31;
ESW Entry 2 -36 to 37;
ESW Entry 3—-42to 43

Reading and Writing

Both skills are assessed through the Task.

Reading at each level contains two tasks.

The Writing task requires a draft to be written which, once checked by the assessor and feedback has been
given, the candidate will correct and re-draft. The assessor can again check the draft and give feedback and
this process continues until such time as the candidate is ready to write the final document. The assessor
should use their judgement in determining for how long the drafting/re-drafting process should continue.
Candidates should correct any errors and re-draft, not the assessor.

The marking criteria will allow a small level of tolerance for spelling, punctuation and grammar.

Candidates will need access to a suitable dictionary.

WIJEC ESW Entry 1-3 Controlled-Assessment Version-10 September 2019



