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OCN NI Administration Guidelines                                                     


Open College Network Procedures

The following guidelines have been prepared in the context of the Workability Programme Structure.

*You must be approved to offer Open College Network accredited courses before you can deliver the Workability Programme. 

As detailed in the Licence Agreement which your organisation signed
, it is the responsibility of your organisation as participants of the Workability programme to become an OCN NI approved centre.  

The first step in becoming an approved centre is to contact OCN directly at:

OCN Northern Ireland
Building 3
212-218 Upper Newtownards Road
Belfast
BT4 3ET

Tel: 028 90650200
Fax: 028 90655200

More details can be found on the Open College Network Website www.ocnni.co.uk or by contacting our assigned Development Officer: 
Ms Chris Head
chead@ocnni.org.uk.  

Chris will provide advice and support on accreditation issues and the Workability Programme.

Fees

It is also your responsibility to meet the OCN NI costs to become a registered centre and register your learners.  These costs can be found on the OCN NI website in the Fees Schedule section.

Once you are approved to offer the Workability Programme through the Open College Network Northern Ireland (OCN NI) you should register your students.  

To do this OCN NI will supply you with a Course and Learner Registration Form which you must complete as soon as you decide to commence the programme.  
OCN NI will enter both the course code and learners’ details onto their database from your completed registration documents. The information on the form will be used to generate:

· A Recommendation for the Award of Credit (RAC) form, which will be issued to the Centre Administration Contact at your organisation. This RAC form will be used by you to claim certification for your students.  

· An invoice, which will be sent to the Centre Finance Contact at your organisation. This will be according to OCN NI’s Charging Structure.

· A Learner Listing which attributes a unique registration number (Learner Reg No) to each student.  Both the Internal Moderator and the Trainer should retain a copy of this Learner Listing.

(OCN NI www.ocnni.co.uk )

For the most up to date information on Registering Learners and Amending Course Runs please check the OCN NI website. 

Open College Network Accreditation

The Workability Programme has been accredited by the Open College Network Northern Ireland.  

The Workability programme comprises 8 units.  These units form the building blocks of all OCN accredited provision. All units approved by OCN must meet a set of agreed national standards which have been agreed and are regulated by the Qualifications & Curriculum Authority (QCA).
All units must have:
· Title 

· Credit Value 
· Level 

· Learning Outcomes 

· Assessment Criteria

In relation to the Workability Programme the Title, Credit Value and Levels are as follows:

	Title
	Credit Value
	Level

	Work, Jobs and Skills
	1 (10 hours)
	Entry

	Getting a job and Preparing for Work
	2 (20 hours)
	Entry

	Being a Good Worker
	3 (30 hours)
	Entry

	Communication
	1 (10 hours)
	Entry

	Appropriate Work Behaviour 
	1 (10 hours)
	Entry

	Assertiveness, Respect and Rights
	1 (10 hours)
	Entry

	Health & Safety at Work
	1 (10 hours)
	Entry

	Personal Hygiene and Self Presentation
	1 (10 hours)
	Entry


Credit Value (size)
All units must be ascribed a credit value. This identifies the number of credits a learner can achieve through successful achievement of the unit.  One credit represents a notional 10 hours of learning time and increase in size as follows:

	Credit Value
	Notional Learning Time (hrs)

	1
	10

	2
	20

	3
	30

	6
	60

	9
	90

	12
	120


The credit value of a unit is derived from the learning time required by an average learner to complete the unit and is usually referred to as notional time.

According to these OCN NI guidelines the Workability Programme will therefore take a notional time of 120 hours.  Please remember that this is only a guideline.

Levels

All OCN NI programmes are also assigned a level.  Workability is designed specifically for adults with Learning Disabilities and therefore has been assigned an “Entry” following our recommendations.
	Level 
	Intellectual Skills and Attributes 
	Processes 
	Accountability 

	Entry 
	Employ recall and demonstrate elementary comprehension in a narrow range of areas with dependency on ideas of others 

Exercise basic skills 

Receive and pass on information 
	Operate mainly in closely defined and highly structured contexts 

Carry out processes that are repetitive and predictable 

Undertake performance of clearly defined tasks 

Assume a limited range of roles 
	Carry out directed activity under close supervision 

Rely entirely on external monitoring of output and quality 


Participating students do not need any previous work related experience or any qualifications to participate in the Workability Programme.
All units are modular and do not have to be taken in any particular order.  However, for students who have no prior knowledge of work (or as revision for all students) the natural order of learning in the units is as follows:
	Work, Jobs and Skills

	Getting a Job and Preparing for Work

	Being a Good Worker

	Communication
	Appropriate Work Behaviour 
	Assertiveness, Respect and Rights
	Health and Safety in the Work Place
	Personal Hygiene and Self Presentation


The top three units could be taught in succession, with the remainder of the units being taught in any order.
Please note that each student does not need to take all units (although they may do so if appropriate to their needs).

Learning Outcomes
Awarding bodies structure programmes of learning into discrete chunks of knowledge called “learning outcomes” which can be directly measured and assessed.

According to the National Open College Network: 

“The learning outcomes identify what the learner is expected to know, understand and/or be able to do at the end of learning experience.”

Learning outcomes are broken down further into assessment criteria. This allows you to delve into and measure the key skills or knowledge that forms part of that learning outcome statement.

Assessment Criteria

“Each learning outcome has associated assessment criteria. These assessment criteria set the standards of achievement which the assessor uses to make the judgements about whether or not a learner has achieved the learning outcome. They establish what the learner has to do in order to demonstrate that the learning outcome has been achieved.”  OCN

	Learning Outcomes
	Assessment Criteria

	The learner should be able to:
	The learner has achieved this outcome because he/she can:


Not everything that is taught on the Workability programme will be assessed. This would be unnecessary and impractical since much of the knowledge that students will learn will be “about” work and aspects of work. 

It is, however, essential to assess key “about” knowledge since students need to know this as a foundation for further learning. As far as possible, any knowledge that teaches “how to” skills is assessed. Again, as far as possible, assessment is carried out on the students’ work sites, while they are at work.

Learning outcomes (LO) and assessment criteria (AC) are framed in language that may be above the level of understanding of individual students. These LO and AC are not intended for use by the students. Rather it is intended that trainers will interpret these and frame them in language that students will understand, particularly those assessment criteria that form part of direct questioning to students. 

On the CD-ROM for each unit, you will find one assessment sheet per learning outcome. This assessment sheet identifies the learning outcome, lists the associated assessment criteria and provides details of the assessment tasks that students need to complete. Assessment sheets can be found at:

CD-ROM: Main menu / assessment /

You should print one assessment sheet per student. It is necessary to complete this sheet during the assessment (rather than assessing and filling it in at a later time).

Both the trainer and the student need to sign the assessment sheet. You should also date this assessment sheet and store it in the student’s folder. This evidence will be required for the verification process, which involves Internal and external Subject moderation of the assessment system at your organisation.

Detailed Assessment Guidelines can also be found for each unit on the corresponding CD-ROMs by following the following pathway: 
(TITLE) CD-ROM: Main menu / download assessment materials/Guidelines















� We agree to pursue accreditation with the appropriate awarding body for all students who are trained in the Workability Training Programme. We will become registered training centres with that awarding body, if we do not already have such status.
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