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1. Introduction

1.1 Purpose of these instructions

These instructions have been produced to provide information on the functionality within Surpass for Level 1 and Level 2 Functional Skills in English onscreen assessments. 

These instructions should be used to familiarise centre staff with the onscreen functionality to support learners prior to sitting an actual onscreen assessment.

1.2 Onscreen assessments
Onscreen assessments are designed as a comparable alternative to our paper-based assessments, maintaining similar layout and appearance wherever possible. 

1.3  Practice onscreen assessments

It is recommended learners undertake practice onscreen assessments and these can be booked via Surpass, generating a Secure Client keycode to access the onscreen assessment. This will provide an opportunity for the learner to become familiar with the onscreen platform and content layout.

A practice onscreen assessment will function in the same way as the actual onscreen assessment. However, these will not be marked by NCFE and a result will not be issued.

Practice onscreen assessments are also available on the NCFE website via a link. However, the functionality does not perform the same way as those booked via Surpass. 

1.4  System settings 

It is recommended that the display screen settings on the learner’s device are set to 100%. This will ensure the onscreen assessment screen will fit correctly on the device screen. 

Display screen settings generally default to 150%, which may result in the onscreen assessment display not fitting and requiring the learner to use the screen scroll function to view all information displayed. 




2. System functions
2.1 Introduction page

Once a keycode has been entered into Secure Client an introduction page will appear. 

The name of the qualification will be specific to the onscreen assessment the learner has been booked for. 

There is specific information on this page, such as the candidate name, instructions for the onscreen assessment and which section is currently being displayed. 

Below are examples of the introduction pages for ‘Reading’ and ‘Writing’ components.

[image: Graphical user interface, text, application

Description automatically generated]




[image: Graphical user interface, text

Description automatically generated]






















The introduction page can be accessed by the learner throughout the test by clicking the ‘?’ that appears in the bottom lefthand corner of the screen, once the test has started.
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2.2 Settings

2.2.1 Screen colour preference

A learner can change the colour appearance of the screen by clicking on the ‘cog’ icon in the bottom lefthand corner of the screen, either before or during the test.


[image: A picture containing graphical user interface

Description automatically generated]


Once this icon is selected, the image below shows the options available, along with an adjustable scale for contrast. 
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In the image you can see that ‘Black Text with Light green Background’ has been selected.  

If the learner clicks ‘Apply’, their screen will look like the one shown below.
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Once the colour preference has been applied the question paper and tool bars will change to the colour preference selected. 

The source documents will not change to the colour preference. This is currently in development and in the interim a colour overlay would need to be applied to the screen. 

To return the screen to the original setting, or to sample a different style, just click the ‘cog’ icon and select ‘Default Colour Scheme’ or another option and then ‘Apply’.


2.3 Test navigation 

Once the learner is ready to start the practice onscreen ‘test’, or when the invigilator has instructed the learner to start the test, the learner clicks on ‘Start the Test’.
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Section One of the onscreen assessment will appear. 

Below are examples of Section One for the ‘Reading’ and ‘Writing’ component.
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This page will display test navigation tools for the learner to use throughout the ‘test’. 

2.3.1 ‘Total Test Time Remaining’ 

This starts to count down and is always visible in the top centre of the screen.  

The timer does not start to count down until the learner has started the ‘test’.

A ‘You have 30 minutes left’ reminder will pop out from the timer. This can be closed by clicking on the ‘X’. 

[image: Graphical user interface, text, application

Description automatically generated]


2.3.2 Sections 

The tabs in each section start at ‘1’. The question numbers within the assessment do not follow the numbering within each section. 

The sections will highlight to the learner how many sections there are within the ‘test’ and the progress they are making. 
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A learner can navigate to a question by clicking on the number tabs on the lefthand side of the screen.  As a learner progresses through the ‘test’, completing questions, the top corner of the tabs appears to be turned over.
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Learners can also jump to different sections by clicking the section tabs on the left. 

2.3.3 Flag

The flag icon, when clicked, will mark the current question as ‘flagged’. This could be used if a learner needs to return to this question and will enable them to find the flagged question again more easily.
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A flagged question will have a flag mark on the tab, as visible below.
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A flag can be removed by clicking the flag icon on the bottom of the screen again, whilst in the question. 

If any questions are still ‘flagged’ after the learner has selected ‘Finish Test’, the following warning appears:
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2.3.4 ‘Back’ and ‘Next’ 
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By clicking ‘Next’, bottom right, the learner is taken to the next screen / question.

By clicking ‘Back’, in the bottom right, the learner is taken back to the previous screen / question.

2.3.5 Progress bar 

The progress bar towards the top right of the screen, next to the ‘Finish Test’ button, indicates how far through the assessment a learner is.
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3. Reading component functionality 

3.1 Source documents 

When reaching the first question of a section, the source document relating to that section opens automatically on the lefthand side of the screen, as seen below. 

Learners may also need to vertically scroll to see all the question content, depending on the display settings for their device. 
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If some of the page is not immediately visible, a green notification appears advising that ‘This page requires scrolling’.  

The source documents can be closed by clicking the small cross on the top right of the image.
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The documents can also be reopened by clicking on the link within the question.
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The hand icon to the top left of the source documents can be clicked enabling the learner to ‘grab’ the document and move it up and down, left and right.  

3. 2 Enlarging 

The document can be enlarged or reduced in size by using the + and – icons, or the ‘Automatic zoom’ feature. 
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3.3 Highlighter

The highlighter tool can be accessed by left clicking and selecting text, which turns purple.  

Then, clicking the pen icon turns the text yellow, as seen below.
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Wording from both the source documents and the questions can be highlighted.

Highlighting will remain on the source document throughout the ‘test’. Unless the learner deselects the highlighted wording. 

3.4 Accessing multiple source documents 

When the learner reaches the last section of the reading assessment, they will need to review all the source documents to support their responses.  

For Level 1 there are two source documents and for Level 2 there are three source documents.  

To view all the source documents the learner can use the toggle button that appears near the top right of the opened document, which reveals a button for each, with the one currently visible greyed out. 

The learner can select and view the documents in turn.
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A learner can also select the documents from the righthand side of the screen, as indicated below.
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4. Writing component functionality

The writing onscreen assessment has the same functionality as the reading onscreen assessment. However, there are further functions, due to the writing response required.  








4.1 Email question type function 

An email question type will appear as below. 
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The learner can enter text into the ‘To’ and ‘Subject’ boxes, as well as the main answer box.  


[image: Graphical user interface, text, application, email

Description automatically generated]


The formatting tools along the top of the text box can be used to realign the text, make text bold, underline, insert bullet points and so on.







The word count is visible in the bottom right corner.
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4.2 Article question type function

An article question type will look like the image below.
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A learner may want to construct columns so they can make an article look more authentic.  

They can choose to insert a simple table. For this, select the ‘table’ icon, then click on the number of rows and columns required.
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The text can then be typed into each column and formatted accordingly.
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5. Finishing and closing the onscreen assessment 

5.1 Finish test

Once all questions have been completed and the learner is ready to ‘Finish Test’. Click on the ‘Finish Test’ button. 
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If the learner has not completed all the questions, the following prompt will appear:
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The learner will have the option to click on the ‘Cancel’ button to return to the test to find and complete any questions without responses.  

Once all questions have been completed and the learner selects ‘Finish Test’, the following screen will appear:
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The learner can click ‘cancel’ if they want to carry out any checks before submitting the ‘test’. 

When the learner clicks ‘Finish’ they will be notified that their ‘test’ has been successfully uploaded and they can exit the ‘test’.
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Paper number: Practice paper
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Learner instructions

« Answer all questions
« Read each question carefully.

« Type your responses in the spaces provided
« Allof the work you submit must be your own

Learner information

« The marks available for each question are shown in brackets.
« The maximum mark for this paper is 40
« The use of a dictionary is not permitted.

Do not start the test until the invigilator tells you to do so.
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« The marks available for each question are shown in brackets.
« The maximum mark for this paper is 30.
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plastic or glass. It's so simple! Just choose your refills and we'll deliver them to your door.

How it works - just add water
Our formulas are super-concentrated!
1. Open the aluminium bottle.
2.Empty the entire refill pouch contents into the bottle.
3.Fill the bottle with water from the tap.
4.Recycle the pouch.

Up your cleaning game!

This is a game changer.

« We offer super-stylish, eco-friendly aluminium bottles.

« There is no more plastic waste with our recyclable refill pouches.
« Enjoy the wonderful scents of nature with all-natural ingredients.
« Relax, knowing our products harness the power of nature without the need for harsh chemicals.

We've got everything you need to clean AND reduce your environmental footprint. The starter kit
includes three refillable aluminium spray bottles and concentrates for our All-Purpose Surface
Spray, Glass and Window Spray, and Bathroom and Shower Spray. Al three products are
naturally scented with organic lemon essential oil. Order your starter kit today. Alternatively,
subscribe and save'

The Ocean Kleen Difference

We promise that our products are as safe for your home as they are for our planet. Formulated
without parabens, sulfates or synthetic fragrances, our products are 100% non-toxic,
biodegradable and cruelty-free! Not happy? Get your money back?

Customer review

] just love everything about these products. They do a mind-blowing job of
cleaning around my home. But the best thing is knowing that they’re good for
& the planet. Non-toxic, effective products are delivered right to my humble
abode in sustainable packaging! What's not to love? If you're looking for an
easy approach to being more green, use Ocean Kleen!”

Jenny Dalton, Dinton
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a) Exaggeration

' Subscribe and Save: Get refills of what you need, when you need it. There is no commitment,
s0 you can skip upcoming deliveries as needed or cancel at any time.

2 Money-back guarantee: If, within 30 days of receipt of your products, you are not totally

return postage.

satisfied, you may return the products and recei
A\ his page requires scroliing

[1 mark]

b) Imperative

[1 mark]

m < Back || Next




image8.png




image9.png
Page: Information Total Test Time Remain...

Section: Section

« applying for a grant
« apark

‘e
- This assessment is about:
[ ]
le

Read the information provided and complete the two writing activities:

Activity 1: Write an email [20 marks]

Activity 2: Write an advertisement feature [20 marks]
45% of the marks are available for evidence of accurate spelling, punctuation and grammar.

Suggested timings:

« Allow 10 minutes overall for reading, planning and proofreading.
« Allow approximately 25 minutes for Activity 1
« Allow approximately 25 minutes for Activity 2.
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Make your own cleaning products
Research has found that more than 50% of off-the-shelf, househol
ingredients harmful to health. Did you know that it's very easy to

cleaning products? It's estimated that 20% of the British populatior

Avoid harmful chemicals by following these safe and simple recipes that will keep your home
sparkling clean and smelling as fresh as a daisy. At the same time, you'll be using up some of
those ingredients from your kitchen cupboard!

Furniture and wooden floor polish

Ingredients

+ 1 cup olive oil

+ % cup white vinegar

+ 2 drops rosemary oil (optional)

Combine the ingredients in a spray bottle and shake. Spray onto a
soft cloth and wipe onto wooden surfaces in the direction of the
| grain. For detailed areas, work it in with a soft-bristled brush. Buff
‘with a soft, dry cloth until the surface is shiny. For wooden floors,
add to water, and mop.

Now you're ready to enjoy beautifully cleaned and great-smelling wooden furniture and floors!

Glass cleaner

All-purpose spray
This is a natural alternative to expensive, shop-bought spray. It has the crisp scent and
properties of eucalyptus to keep your surfaces shiny and fresh.
To use, spray directly onto the surface, then wipe off with a clean,
damp cloth.
Ingredients
+ 1 teaspoon baking soda
« Y teaspoon washing-up liquid
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Sustainable influencers:
genuine or hypocritical?

By Devon Anderson

Social media is full of people going on
about the need for ‘sustainability’. |
‘wanted to find out more about what being
sustainable means, so | followed a few
influencers on social media. One of these
was called Sustainable Kendrick. She
says she follows a sustainable lifestyle
and wants to inspire others to do the
same. Most of her posts are informative,
though slightly preachy.

In fairness, some of her tips are pretty useful. In fact, | liked her suggestion about
reusable coffee cups so much that | went out and bought one. However, at a
recent eco-event, | met Kendrick’s cousin; he had an entirely different view of the
situation. Apparently, her local council paid over £1000 for her to promote an
eco-week. Her cousin also told me that most of her posts are paid for by
‘eco-friendly’ companies trying to push their products onto her unsuspecting
audience. This made me wonder about the sustainability of the packaging and
delivery of all these eco-products she receives (for free). Multiple van deliveries
and trips to the recycling centre to dispose of the packaging don’t sound so
‘green’ to me.

For me it was the icing on the cake when the local television news channel filmed
Kendrick doing some ‘green’ cleaning at her family home. She pontificated about
how easy it is to make your own cleaning products and then spritzed away at the
ki_tchen surfaces wilh_a cheesy gri_n. Her co A This page requires scrolling

didn’t get to see; squirreled away in a kitch
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A | Derogatory

B_

C | Enthusiastic

D | serious
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By Devon Anderson

Social media is full of people going on
about the need for ‘sustainability’. |
wanted to find out more about what being
sustainable means, so | followed a few
influencers on social media. One of these
was called Sustainable Kendrick. She
says she follows a sustainable lifestyle
and wants to inspire others to do the
same. Most of her posts are informative,
though slightly preachy. #

In fairness, some of her tips are pretty useful. In fact, | liked her suggestion about
reusable coffee cups so much that | went out and bought one. However, at a
recent eco-event, | met Kendrick’s cousin; he had an entirely different view of the
situation. Apparently, her local council paid over £1000 for her to promote an
eco-week. Her cousin also told me that most of her posts are paid for by
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Activity 1: Write an email

Complete the activity in the space provided

a»

This activity has a possible 20 marks available.
[ ]
le

This notice in your workplace is inviting staff to apply for a grant to develop their skills

Skills development grant

Want to boost your performance at work or develop your career?

Up to £1000 available to fund your training. All applications considered
for training to support you at work: hands-on skills, ICT training or any
relevant qualifications.

Apply to jhayes@dint biz explaining what difference the grant
would make to you and to the workplace.

Write an email to apply for the funding. In your email, you should

« describe the skills you want to develop
« explain how the grant will benefit you at work
« say how this will also benefit the workplace.

[20 marks]

To  _|jhayes@dint biz

Subject | Applying for a grant

AlvB I U Qv § x, x* @v T
Hi
1 would like to.





image24.png
™ [payss@anive ]

subiect < [Agping o gant ]

MBI U

w




image25.png
Question:

ctivity 1: Write an email

Section: Section 00:53:4¢

Total Test Time Remain...

« explain how the grant will benefit you at work
« say how this will also benefit the workplace.

[20 marks]

To  _|jhayes@dint biz

Subject | Applying for a grant

Hi

1 would like to apply for the grant as described in your notice

The skills I'd like to develop are:

1. using Word
2. using Excel

The grant will benefit me at work because.

Word Count: 33
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Activity 2: Write an article
This activity has a possible 22 marks available.

Complete the activity in the space provided.

An article on your local newsfeed argues that public transport should be free of charge in order to reduce the number of
cars on the road. The newsfeed is asking for readers to submit articles giving their opinions in response

Write an article expressing your own views. In your article, you should:

« consider the advantages and disadvantages of free public transport
« state whether it would encourage more people to use public transport
« give examples to support your opinions.

[22 marks]
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image30.png
Confirm Fi

If you select Finish, your answers will be submitted
and you will not be able to return to the test.





