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OCN KENT AND MEDWAY




This document has been adapted from the framework documents developed by London Open College Network and Open College Network of Central England.  OCN Kent and Medway would like to acknowledge and thank LOCN and OCNCE for sharing their work with us.

OCN Kent and Medway would also like to acknowledge the contributions made by members of the OCNKM Basic Skills Forum in validating this document.

PLEASE NOTE: NOCN ENTRY LEVEL ADULT LITERACY AND NUMERACY QUALIFICATIONS SHOULD ONLY BE DELIVERED IN CONJUNCTION WITH THE ACCOMPANYING TUTOR ACCREDITATION HANDBOOK, WHICH CAN BE DOWNLOADED FROM THE NOCN WEBSITE:

www.nocn.org.uk
 SUMMARY FORM 1 - PROGRAMME SUBMISSION
	PRIVATE 
1. Programme Code
	
(Office Use Only)

	2. Programme Title
	Literacy and Numeracy Framework Programme (including NOCN Entry Level Qualifications in Adult Literacy and Numeracy)

	3.Site of Providing  Centre(s)
	

	4. Address(es)
	

	5. Telephone
	
	6. FAX
	

	7. E-mail Address
	

	8. OCNKM Administrative Contact at Provider.
	

	9. Course Leader/Tutor
	

	10 Submitted by/author(s)
	OCN Kent and Medway

	11. Authorised By

(Person of authority within providing organisation - please sign and print name/status.)
	

	12. Proposed Start/End dates
	

	13. Estimated no. of learners.
	

	14.  Circulation
	 YES

	15. Proposed Moderator
	

	16. Date of Submission
	27th May, 2002 

	17. Date of Panel(s)
	 14th June, 2002 


	18. OCNKM Development Officer
	Angela Joyce


(SUMMARY FORM 2 - UNITS IN PROGRAMME )

	SuperClass Code
	HD

	Programme Title
	Literacy and Numeracy Framework Programme (including NOCN Entry Level Qualifications in Adult Literacy and Numeracy)


Total Number of Unit Credits available at each level

	    PRIVATE 
Entry
	36

	
One
	12

	
Two
	12

	
  Three
	0

	Total Number of Credits available to an individual learner.
	12

	OCNKM Programme Registration Band
	

	OCNKM Credit Band
	


NOCN Qualifications Included

	Title
	NOCN Entry Level Certificate in Adult Literacy

	Award Criteria
	5 unit credits @ Entry level one, two or three plus success in external assessment

NOTE: The 'Reading' unit must be achieved at the same level as the 'Practical Spelling' unit and the 'Writing for Meaning' unit must be achieved at the same level as the 'Punctuation and Grammar' unit.  (The 'Spelling Rules and Strategies' unit' is not compulsory for achievement of the qualification)

The learner will attain a qualification which reflects the lowest level achieved where more than one Entry level is achieved.

The external assessment is made up of 2 set papers in 'Reading' and 'Writing'

	Title
	NOCN Entry Level Certificate in Adult Numeracy

	Award Criteria
	5 unit credits @ either Entry level one, two or three, plus success in the external assessment.

NOTE: All units must be achieved at the same level of Entry level and the qualification will be awarded at that level.

The external assessment is made up of 2 set papers.  Each task of the external assessment has to be achieved with a mark of at least 67%


PLEASE TICK THE RELEVANT BOX TO INDICATE UNITS DELIVERED WITHIN YOUR ORGANISATION FOR WHICH LEARNERS WILL BE CLAIMING CREDIT

NOTE: 'Spelling Rules and Strategies' is not a compulsory to achieve the Entry Level Adult Literacy qualification.  All the other units at Entry level are compulsory for achievement of the qualification.

Units and Credits offered in Programme
	NOCN Code (Office Use Only)
	FULL TITLE OF UNIT

	No. of Credits
	Level

(in words)
	Tick here

	LITERACY UNITS

	HD30NQ001
	Speaking and Listening
	1
	Entry 3
	

	HD30NQ002
	Practical Spelling
	1
	Entry 3
	

	HD30NQ003
	Punctuation and Grammar 
	1
	Entry 3
	

	HD30NQ004
	Reading
	1
	Entry 3
	

	HD30NQ005
	Spelling Rules and Strategies*
	1
	Entry 3
	

	HD30NQ006
	Writing for Meaning
	1
	Entry 3
	

	HD30NQ007
	Speaking and Listening
	1
	Entry 2
	

	HD30NQ008
	Practical Spelling 
	1
	Entry 2
	

	HD30NQ009
	Punctuation and Grammar
	1
	Entry 2
	

	HD30NQ010
	Reading
	1
	Entry 2
	

	HD30NQ011
	Spelling Rules and Strategies*
	1
	Entry 2
	

	HD30NQ012
	Writing for Meaning
	1
	Entry 2
	

	HD30NQ013
	Speaking and Listening
	1
	Entry 1
	

	HD30NQ014
	Practical Spelling 
	1
	Entry 1
	

	HD30NQ015
	Punctuation and Grammar
	1
	Entry 1
	

	HD30NQ016
	Reading
	1
	Entry 1
	

	HD30NQ017
	Spelling Rules and Strategies*
	1
	Entry 1
	

	HD30NQ018
	Writing for Meaning
	1
	Entry 1
	

	HD32NQ001
	Practical Spelling
	1
	Two
	

	HD32NQ002
	Punctuation and Grammar
	1
	Two
	

	HD32NQ003
	Reading
	1
	Two
	

	HD32NQ004
	Speaking and Listening
	1
	Two
	

	HD32NQ005
	Spelling Rules and Strategies
	1
	Two
	

	HD32NQ006
	Writing for Meaning
	1
	Two
	

	HD31NQ001
	Practical Spelling
	1
	One
	

	HD31NQ002
	Punctuation and Grammar
	1
	One
	

	HD31NQ003
	Reading
	1
	One
	

	HD31NQ004
	Speaking and Listening
	1
	One
	

	HD31NQ005
	Spelling Rules and Strategies
	1
	One
	

	HD31NQ006
	Writing for Meaning
	1
	One
	

	NUMERACY UNITS

	HD40NQ001
	Number and Fractions
	1
	Entry 3
	

	HD40NQ002
	Decimals and Money
	1
	Entry 3
	

	HD40NQ003
	Addition, Subtraction and Multiplication
	1
	Entry 3
	

	HD40NQ004
	Division
	1
	Entry 3
	

	HD40NQ005
	Measure, Shape and Time
	1
	Entry 3
	

	HD40NQ006
	Data Handling
	1
	Entry 3
	

	HD40NQ007
	Number and Fractions
	1
	Entry 2
	

	HD40NQ008
	Addition, Subtraction and Money
	1
	Entry 2
	

	HD40NQ009
	Multiplication
	1
	Entry 2
	

	HD40NQ010
	Time
	1
	Entry 2
	

	HD40NQ011
	Measure and Shape
	1
	Entry 2
	

	HD40NQ012
	Data Handling
	1
	Entry 2
	

	HD40NQ013
	Number and Money
	1
	Entry 1
	

	HD40NQ014
	Addition
	1
	Entry 1
	

	HD40NQ015
	Subtraction
	1
	Entry 1
	

	HD40NQ016
	Time
	1
	Entry 1
	

	HD40NQ017
	Measure and Shape
	1
	Entry 1
	

	HD40NQ018
	Data Handling
	1
	Entry 1
	

	HD42NQ001
	Number and Calculation
	1
	Two
	

	HD42NQ002
	Common Measure and Shape
	1
	Two
	

	HD42NQ003
	Data Handling and Probability
	1
	Two
	

	HD42NQ004
	Numeracy in Context
	1
	Two
	

	HD42NQ005
	Algebra and Graphs
	1
	Two
	

	HD42NQ006
	Shape including Pythagoras and Trigonometry
	1
	Two
	

	HD41NQ001
	Number
	1
	One
	

	HD41NQ002
	Calculation: Whole Numbers
	1
	One
	

	HD41NQ003
	Calculation: Fractions, Decimals and Percentages
	1
	One
	

	HD41NQ004
	Common Measures
	1
	One
	

	HD41NQ005
	Shape
	1
	One
	

	HD41NQ006
	Data Handling
	1
	One
	


You may wish to include additional OCN units in this programme.  Where this is the case the units must be validated and you must first seek advice from an OCN Development Officer.  PLEASE IDENTIFY ADDITIONAL OCN UNITS INCLUDED IN THE PROGRAMME (WHERE RELEVANT) e.g. IT, ESOL, further Literacy and Numeracy related units 

Additional Units and Credits offered in Programme

	OCNKM Code (Office Use Only)
	FULL TITLE OF UNIT

	No. of Credits
	Level

(in words)
	NOCN Unit Code (or Super Class prefix, eg. HA etc.)

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Part 1 - Programme Information - Organisation & Structure

	PRIVATE 
FULL TITLE: Literacy and Numeracy Framework Programme (including NOCN Entry Level Qualifications in Adult Literacy and Numeracy)


	1.1 Context & Rationale
All OCNKM accredited programmes must be able to indicate the educational and organisational context that informed the desire to run them.  This applies equally to programmes devised from scratch as to programmes transferred from another provider with OCNKM or from NOCN. 

	The NOCN Entry level qualifications in Adult Literacy and Numeracy have been developed to enable learners to progress towards higher level qualifications while addressing personal basic skills needs.  They have been developed o provide either a discrete programme for post sixteen learners or to contribute towards an integrated basic skills programme which addresses basic skills needs and recognises learning while learners study subjects through basic skills needs may be addressed.

The Basic Skills and ESOL curriculum have shared standards, therefore this programme is also appropriate for ESOL learners.

Units at levels one and two have been included so that the programme can meet the needs of as many learners as possible.  Although only the Entry level units form part of a QCA recognised qualification, all units have been mapped against the Basic Skills standards, so will be able to provide a progression route towards higher level programmes of learning and the Basic Skills tests.


	1.2 Programme Aims/Progression

This section should clearly indicate the general achievements that could be expected of the learner on successful completion of the programme. It should have a bearing on the information that will appear in the Credit Statement (see Summary form 3). The information in this section is for external scrutiny of the programme by agencies such as the Learning & Skills Council.

	a. Programme Aims

	The primary learning aim of this programme is to promote and support the development of Basic Skills for a broad range of learners in a variety of learning environments. By offering the opportunity to achieve credit for small blocks of learning, this programme aims to support the Basic Skills agenda and progress learners into other areas of skills development and progression.

Overall aims include:

· To encourage the development of Basic Skills across key areas of Literacy and Numeracy

· To promote confidence and thus enable the learner to build upon these skills and progress

· To offer a programme of learning which is flexible and adaptable to the needs of the learning environment and the needs of the participant

· To provide a quality system of delivery and assessment

· To support  the development of independence in learning

· To encourage the learners to develop their own ideas

· To improve basic skills of ESOL learners



	Does the centre/organisation have any aims in addition to those stated above? If so, please specify



	b. Identified Progression routes

	Please identify specific progression routes for learners, where they exist




	1.3Target Group  OCNKM accredited programmes must clearly identify the target group of learners for whom the programme is designed. The curriculum content of the programme will in part be measured against its suitability for this target group. Where specific target groups are identified it should also be possible to relate this group to equal opportunities strategies which are relevant to this programme.



	All adult learners who need Basic Skills development including those identified in Skills for Life as Key Priority groups, i.e. young adults in the workforce, people who live in disadvantaged communities, parents, workers in low-skilled jobs, unemployed people, benefit claimants, prisoners and those on probation and groups at high risk of social exclusion.  The programme is flexible enough to address the needs of learners in a wide range of learning environments, including formal education, work and voluntary organisation/community settings.



	Please identify any additional target group(s) 




	1.4 Recruitment, Admission and Initial Guidance
All OCNKM accredited programmes must clearly identify the admissions process. Indicate the roles played by central admissions units and the responsibilities of course teams. It should also be clear at what stage and from whom, learners receive guidance on the appropriateness of their chosen learning pathway. Say how you reach (or intend to reach) your target group through recruitment strategy. Where a specific target group has been identified in 1.3 above indicate strategies that will be employed to reach this group(s).

	a. Recruitment strategies

	Please describe organisational recruitment strategies



	b. Admission process for programme    Describe the admissions process for the programme and who is involved - you may refer to the Centre Approval document if appropriate.

	The provider must ensure that guidance about the programme is received by the learner e.g. through interview

	Please describe process for admission onto the programme within your organisation



	c. Admission criteria   Include examples of any diagnostic tests, interview checklists or written criteria.

	Please describe additional Admission Criteria, where they exist



	d. Guidance given to ensure learners are on the most appropriate programme for their needs. Identify how learners receive this guidance.

	Please provide specific information on guidance for learners provided by your organisation




	1.5 Accreditation of Prior [Experiential] Learning  (AP[E]L)
Where a centre intends to exempt learners from elements of a programme on the basis of AP[E]L arrangements and thus award credit to learners for previous achievements as a  part of the programme, then the procedures for doing this must be clearly laid out in this section.  

	N/A


	1.6 Support for Learners
All OCNKM accredited programmes must have clearly identified arrangements for pastoral, academic and general support for learners. Reference may be made to the Centre Approval Document in (b) below.

	a. Specific support arrangements  for this programme, e.g. personal tutor support, academic tutorials, etc.

	Please identify additional specific support arrangements, where they exist



	b.  General additional support available beyond the immediate programme, e.g. child care, health & welfare advice, ESOL support, drop in workshop facilities etc. If you refer to your Centre Approval Document please briefly indicate here which of the support facilities will be particularly relevant to your target group.

	Please identify general additional support, where it exists




	1.7 Learning Resources
In order to ensure that learners are able to take advantage of the programme, centres should indicate under the headings below what learning resources will be required and how they will be provided. Where programmes are delivered off campus or in satellite locations centres should indicate how the necessary resources are made available.

	Minimum Resources Required/available to run the programme  Please give relevant details of computer/IT support, library facilities, accommodation for sessions that are required for this programme to run remember someone may wish to run this programme in future at a location other than your own so this information will be helpful. 

	a. Please identify minimum resources required by your organisation to run the programme, if different from above



	b. Any Specialist facilities required/available  E.g. laboratories, art rooms, video equipment, software etc.

	


	1.8 The maximum recommended group size for the programme

Where appropriate (it may be difficult to enter a size for larger modular programmes) state the maximum number of learners per cohort who could be accommodated on the programme

NOTE: The recommended ratio of tutor to learners for Basic Skills classes is 1:8/9
	


	1.9 Equal Opportunities

Providers of OCNKM accredited programmes are expected to support the aims of ensuring that as far as possible, learning opportunities are made available to all who can benefit from them. To this end the panel process will examine programme submissions to see how far the organisational structure and the content are consistent with the OCNKM Equal Opportunities Guidelines.

	a.  How the organisation and offer of the programme to the target group is consistent with equal opportunities guidelines.

	Please attach a copy of the organisation's Equal Opportunities Policy and add a statement on ways in which equal opportunities are addressed within the organisation



	b.  How the curriculum content, mode of delivery etc. is consistent with equal opportunities guidelines.

	Please identify ways in which programme content and delivery are consistent with equal opportunities guidelines




	1.10 Programme Management

All Centres running OCNKM accredited programmes should make clear the lines of communication between  tutors and managers and there should be an identified locus of authority for who will be responsible for the recommendation for the award of  credit/Access Quality-mark, acting on moderation reports etc. Please give details under the following:

	a. The organisational structure (faculty, section, programme area etc.) in which the programme is located.

	Please identify organisational structure here



	b. Programme team arrangements including responsibilities including details of frequency of team meetings, induction of new staff to team, relevant materials, etc.



	Please give outline of programme team arrangements here. NOTE: There should be at least one minuted meeting per run of the programme



	c. Operational Management  

	Please give outline of the management of the programme such as, who is responsible for recommendation of award of credit, following up on Moderators reports etc.


	d. Staff development opportunities 

	Please indicate how staff development opportunities are provided



	1.11 Quality Assurance
Open College Networks place a very strong emphasis on the maintenance of quality in the delivery of programmes. Centres should be able to demonstrate how their own internal QA procedures will apply to this OCNKM programme. Any specific procedures peculiar to this programme should also be identified.

	a. Programme Evaluation and Review - Whilst you may refer to your Centre Approval Document please state how this programme fits into the process and identify any additional review procedures that have been developed. 


	Please provide information on ways in which the organisation will evaluate and review the programme.  NOTE: There should be evidence of at least one evaluation meeting for tutors per programme run, and some form of evaluation by learners




Part Two - Programme Content, Delivery and Assessment
OCNKM Units may only be awarded credits if they are provided in an approved delivery specification i.e. within this Programme Submission. It is important that this section makes clear the overall pattern of the learning programme, pathways through it, methods and requirements of assessment as well as the indicative course content as required under the following headings. A diagrammatic representation of the programme and its modules and Units is often very helpful. This information can be supplemented by appendices as necessary.

Please identify units delivered by your organisation here

	2.1 Course/Programme Structure/Coherence    You may wish to use the table below to indicate the hours. The notional hours per credit should be multiples of 30 hours.

	Modules/Units
	Weekly Hours
	Weeks per year
	Contact Hours
	Non Contact
	Total hours

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


	Other Information e.g.

What kinds of activities make up non-contact time?

Is delivery holistic or sequential?

Are units being cross referenced against other learning activities? etc




	2.2 Course Content
Please provide information on Course Content and Methods of Assessment for each different unit delivered, on the proforma provided under Appendix One.  (The same unit at a different level can be described on the same assessment sheet)

Where appropriate, please also include a list of recommended reading




	2.3 a Method of Delivery    Describe the methods which will be used to deliver the course/programme (e.g. lectures, laboratory work, small group sessions, seminars distance learning etc.). Ensure that these are appropriate to the target group.

	Please identify methods used to deliver the programme




	2.3 b Tutor Specification   Please attach details of the type of experience and qualifications which will be required from teaching staff in order  to deliver the programme. This could be presented as bullet pointed list. 

	Essential: Qualified to current FENTO standards in line with government legislation



	Please identify any additional specifications for tutors required by your organisation, where they exist




	2.4 Regulations/Methods of Assessment and Evidence of Achievement
It is very important that you make this section as clear as possible. Where there is a credit target for successful completion of the programme, you must clearly state which combination of units and at what level are required.

	NOCN Qualifications
Where an NOCN Qualifications is offered either within a larger OCN programme or as a separate programme in its own right, you must clearly indicate the specifications required for successful completion of the NOCN qualification. 

Please refer to Page 4 of this document and the relevant NOCN Tutor Accreditation Handbook



	a.  Minimum assignments necessary for successful completion of the programme and identify the assessment required for successful completion of each unit (see 2.2a above). 

	For Entry level NOCN qualifications, please refer to relevant Tutor Accreditation Handbook.

Please identify assignments set in 'Course Content and Methods of Assessment' proforma (Appendix One)



	b. Ratio of continuous assessment to examinations/time constrained work. Please indicate if possible. Also give an indication of how much practical observation is used for final assessments.

	100% continuous assessment for each unit, plus time constrained assignments in a supervised environment for the external assessments



	c. Assessment regulations which apply with regard to resubmission of assignments, collation of portfolios, re-sitting of examinations, time limits etc.

	Candidates will be advised when their portfolios of evidence are ready for submission for assessment.  Candidates will be given the opportunity to take the external assessments when they have completed the designated units satisfactorily.



	d. Evidence of achievement that will be required of the student and examples which could be available for external moderation. EG. Essays [exam/other], portfolios, log books, research assignment etc.

	Portfolio containing completed evidence




	2.5 Moderation

	a. Internal Moderation   It is now a requirement that providers state how internal standardisation of marking or internal moderation of learner achievement will be ensured. In the case of programmes which contain modules delivered by more than one tutor there must be evidence of this process.

	Please state how internal moderation will be carried out within the organisation



	Using OCNKM Internal Moderation Standards? 
	yes
	
	no
	

	b.  Standardisation   It is now a requirement that centres keep a representative sample of work for three years. Please state how these samples will be selected and kept.

	Please state how these samples will be selected and kept by the organisation

	c.  External Moderation  Please consult with your Development Officer as to the model of External Moderation to be used with your programme.  A proposal for the structure should be outlined here, including frequency of visits, meetings with Internal Moderators etc.

	· The external moderator will be an expert in the field, appointed by the OCN to report back on the success of the programme and ways in which it meets the criteria laid down in this document

· For a roll on roll off programme, the moderator will be required to visit the first run of the programme and thereafter at an agreed point to moderate samples of evidence which make up at least 30% of the total evidence accumulated by candidates.  In particular, samples of evidence by candidates intending to take the external assessment must be available for the moderator

· For a programme which runs across set periods during the year, the external moderator will be required to visit each run of the programme at intervals determined by OCNKM and at times negotiated with the provider

· Where the programme is being run by a  number of organisations within a particular area, there may be the facility for cluster moderation, negotiated between the OCN, the external moderator and the organisations concerned

· Where the programme is run across a number of organisations, the OCN will promote a system of internal moderation which includes linking organisations to sample one another's evidence, to promote standardisation and good practice


	2.6 Additional Information
Please append extra information as necessary. E.g. samples of Course Handbooks, Student Guides etc. These can be particularly useful at recognition panels as they often reveal important information about the programme.



	Please list here any extracts or examples of appended information, and a completed copy of Appendix One for all sets of units delivered 




APPENDIX ONE

Unit Indicative Content and Assessment Details

Unit Title: 

Please attach one of these to the front of each unit (or set of units with the same title offered at differing levels).

Indicative Content
(Please try to outline the main areas of study/training or types of activity/study that the students will be engaged in which relate to this unit.)

Assessment

(Please use the headings below to  clearly identify)
· the range of assessment types to be used for this unit

· the minimum number of assessments required for successful completion

· where any exam/time constrained tests are included please specify with pass requirements

· any special assessment methods or requirements for this unit

· any other relevant assessment information.

Evidence
1

