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Introduction 
 
 
 
How do I use this logbook? 

This logbook will help you work toward the key skill of Improving Own Learning and 
Performance at level 4. It contains the following: 
 
• national standard (as published by QCA, ACCAC and CCEA, the qualification regulatory 

authorities for England, Wales and Northern Ireland) 
• Part A coverage record sheets 
• Part B evidence record sheets. 
 
The coverage and evidence record sheets are designed to help you to track your progress 
and organise your portfolio so that your assessor/tutor can determine with you when you 
have met the required standard. 

Standards and guidance document 

Further examples and guidance on the key skills standards can be found in ‘The Wider Key 
Skills Standards and Guidance’ (QCA publication QCA/04/1294). Your assessor/tutor must 
have a copy of this document. 

Part A question 

The 2004 standard wider key skills are available as pilot qualifications within the National 
Qualifications Framework. As well as producing your portfolio (which must cover all the 
requirements set out in Part B of the standard), you may also need to respond to a generic 
question to confirm that you know how to use the knowledge and understanding listed in 
Part A of the standard. 
 
The Part A question is contained in a separate document that will be given to you once 
your portfolio is complete; the questioning process only needs to cover the points within 
Part A that have not been explicitly shown in your portfolio. The amount of detail you need 
to give will therefore depend on how your portfolio has been put together; you should 
discuss this with your assessor/tutor. 
 
Your response to the Part A question will be assessed by your assessor/tutor. A record of 
your response must be kept with this logbook so it can be checked by the internal verifier 
and external verifier. 
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Improving Own Learning and Performance level 4 
standard 
 
 
 

The key skills are the skills which are most commonly needed to succeed in a range of 
activities – at work, in education and training and in everyday life. In developing the key 
skill of Improving Own Learning and Performance, you will learn to use and adapt your 
skills confidently and effectively in a range of settings and contexts. 

Progression 

The key skills qualifications are designed to enable you to progress at your own pace. 
Each level of the key skill above level 1 incorporates and builds on the previous ones. The 
key skills qualifications not only recognise your current capabilities, they also require you 
to identify how you can further improve your skills to meet new demands at higher levels. 
 
 
 

Part A 
You need to know how to 

This section tells you about the 
techniques and knowledge associated 
with each key skill. It tells you what you 
need to learn and practise to feel 
confident about applying these skills in 
your studies, work or other aspects of 
your life. 

 
Part B 
You must 

This section builds on Part A and 
describes the application of skills. It 
describes the skills you must show. All 
of your work for this section will be 
assessed. You must have evidence that 
you can do all the things listed in the 
bullet points. 

 
 
To achieve Improving Own Learning and Performance at level 4, you must be able to 
apply your skills to suit different purposes. You will show that you can: 

• set smart targets and plan how these will be met 
• reflect critically on your learning and adapt your strategy 
• identify ways of further improving your own learning and performance. 
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Part A – you need to know how to: 
 
 
Develop a strategy for improving your own learning 
and performance 

• use relevant sources of information to inform the review of your current capabilities, 
including your preferred learning style(s), and clearly identify what you hope to 
achieve in the future (your goals) 

• research information to inform planning: 
– what makes learning effective, including time-management techniques 
– relevant learning opportunities 
– ways to improve your performance, including different ways of learning and 

learning methods (visual, verbal, auditory, physical) 
– resources that may be helpful, including people who could provide constructive 

feedback on your learning and performance 
– any constraints that you need to take into account 

• develop an individual learning plan that includes: 
– SMART targets (Specific, Measurable, Achievable, Realistic and Time-bound) that 

take into account your personal preferences, motivation, needs and circumstances 
– details of how these targets will be met: priorities to be given to tasks (with 

deadlines); learning methods that you prefer to use; resources that are available to 
help you achieve the targets; alternative action that may be needed to overcome 
any problems. 

Monitor progress and adapt your strategy to 
improve your performance 

• manage your time effectively to meet deadlines and unexpected demands 

• take responsibility for using different ways of learning to meet new demands, 
including methods that suit your particular learning style(s) 

• take the initiative in seeking and actively using feedback and support from a variety of 
sources, such as people supervising your work, colleagues and others who may be 
able to advise you on how to meet your targets 

• reflect critically on your learning, by taking time out to think about choices you have 
made about what and how you are learning and their effectiveness, and adapt your 
strategy as necessary to improve your performance. 

Evaluate your strategy and present the outcomes of 
your learning 

• review the different ways you have learned and the extent to which you have met your 
targets 

• bring together and clearly present what you have learned, and organise evidence by 
sorting and selecting relevant examples of work and other forms of evidence that can 
be used to support your purpose in, for example, a training review, a performance 
appraisal or job application/interview 

• assess the effectiveness of your strategy, including factors that affected the outcomes, 
such as your own motivation, quality of feedback and support 

• identify ways of further improving your learning and performance. 
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Part B – you must: 
 
 
 
 

Provide at least one example of meeting the standard for LP4.1, LP4.2 and LP4.3 (the 
example should include at least three targets). Overall, show you can use at least two 
different ways of learning to improve your performance. 

Evidence must show you 
can: 

LP4.1   

Develop a strategy for improving 
your own learning and 
performance. 

 4.1.1 review your current capabilities and 
clearly identify what you hope to 
achieve in the future 

4.1.2 research information on relevant 
learning opportunities and ways to 
improve your performance, to inform 
planning 

4.1.3 set SMART targets and plan how these 
will be met, prioritising tasks and 
making a reasoned choice of methods 
and resources. 

LP4.2 
  

Monitor progress and adapt your 
strategy to improve your 
performance. 

 4.2.1 manage your time effectively and take 
responsibility for using different ways 
of learning to meet new demands 

4.2.2 seek and actively use feedback and 
support from a variety of sources, to 
help meet your targets 

4.2.3 reflect critically on your learning and 
adapt your strategy as necessary to 
improve your performance. 

LP4.3 
  

Evaluate your strategy and present 
the outcomes of your learning. 

 4.3.1 review the different ways you have 
learned and the extent to which you 
have met your targets 

4.3.2 bring together and clearly illustrate 
what you have learned, organising 
evidence to support your purpose 

4.3.3 assess the effectiveness of your 
strategy, including factors that affected 
the outcomes, and identify ways of 
further improving your own learning 
and performance. 
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Examples and guidance 

 
 
The following gives further guidance and examples 
of the techniques and knowledge in Part A 

Develop a strategy for improving your own learning and performance 

Research information to help you plan. 
Develop a plan that includes SMART (specific, measurable, achievable, realistic and time-
bound) targets taking into account the finances, people and time you can use to assist 
you. 

Monitor progress and adapt your strategy to improve your performance 

Manage your time effectively to meet deadlines and unexpected demands by monitoring 
your deadlines and keeping to them so that you can cope with the unexpected. 
Reflect critically on your learning, and adapt your strategy as necessary by noting the 
impact of your performance. 

Evaluate your strategy and present the outcomes of your learning 

Review the different ways you have learnt to see what is effective. 
Identify ways of further improving your own learning and performance based on what you 
have achieved and how. 
 
 
For further examples and guidance on the key skills standards please refer to ‘The Wider 
Key Skills Standards and Guidance’ (QCA publication QCA/04/1294). 

Help with producing evidence 

If producing certain types of evidence is difficult for you because of a disability or for 
another reason, please discuss this with your assessor/tutor. It may be possible for you to 
produce evidence using alternative methods. Depending on the skill and level, these may 
include the use of a scribe (amanuensis); Braille, voice activated software and British Sign 
Language. 
 
Detailed guidance is available in the document ‘Basic and Key Skills: Guidance for 
Candidates with Particular Requirements’, published by the Joint Council for Qualifications. 
A summary of this information can also be found in the City & Guilds key skills centre 
guide, and both documents can be obtained from the City & Guilds key skills website –  
www.key-skills.org 
 
Please ask your assessor/tutor if you have any questions about this. 
 
 

This standard is for use in programmes starting from September 2004. 
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Part A coverage record 

 
 
 
 

These record sheets are designed to help you and your assessor/tutor compare your work 
to what the Improving Own Learning and Performance level 4 standard says you need 
know how to do. 
 
Unlike the Part B evidence record and the Part A question you will answer once your 
portfolio is complete, this coverage record for Part A is not a compulsory part of your 
assessment. You may not be able find examples covering all the bullet points listed here, 
although both you and your assessor/tutor should be happy that you are showing these 
skills in your work by the time your portfolio is complete. 

 

Standard 

ü if you feel 
you have 
done it 

Notes/comments 
or referred to Part A question 

Develop a strategy for improving your own 
learning and performance 

• use relevant sources of information to 
inform the review of your current 
capabilities, including your preferred 
learning style(s), and clearly identify what 
you hope to achieve in the future (your 
goals) 

• research information to inform planning: 

– what makes learning effective, 
including time-management 
techniques 

– relevant learning opportunities 

– ways to improve your performance, 
including different ways of learning 
and learning methods (visual, verbal, 
auditory, physical) 

– resources that may be helpful, 
including people who could provide 
constructive feedback on your 
learning and performance 

– any constraints that you need to take 
into account 

 
 

o 
 
 
 
 
 

 

o 
 
 

o 

o 
 
 
 

o 
 
 
 

o 

 

 
See next page 
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Part A coverage record (continued) 

 
 
 
 

 

Standard 

ü if you feel 
you have 
done it 

Notes/comments 
or referred to Part A question 

Develop a strategy for improving your own 
learning and performance (continued) 

• develop an individual learning plan that 
includes: 

– SMART targets (Specific, Measurable, 
Achievable, Realistic and Time-
bound) that take into account your 
personal preferences, motivation, 
needs and circumstances 

– details of how these targets will be 
met 

– priorities to be given to tasks (with 
deadlines) 

– learning methods that you prefer to 
use 

– resources that are available to help 
you achieve the targets 

– alternative action that may be needed 
to overcome any problems. 

 
 

 
 

o 
 
 
 
 

o 
 

o 
 

o 
 

o 
 

o 

 

 
See next page 
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Part A coverage record (continued) 

 
 
 
 

 

Standard 

ü if you feel 
you have 
done it 

Notes/comments 
or referred to Part A question 

Monitor progress and adapt your strategy 
to improve your performance 

• manage your time effectively to meet 
deadlines and unexpected demands 

• take responsibility for using different 
ways of learning to meet new demands, 
including methods that suit your 
particular learning style(s) 

• take the initiative in seeking and actively 
using feedback and support from a 
variety of sources, such as people 
supervising your work, colleagues and 
others who may be able to advise you on 
how to meet your targets 

• reflect critically on your learning, by 
taking time out to think about choices you 
have made about what and how you are 
learning and their effectiveness 

• adapt your strategy as necessary to 
improve your performance. 

 
 

o 
 

o 
 
 
 

o 
 
 
 
 
 

o 
 
 
 

o 

 

 
See next page 
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Part A coverage record (continued) 

 
 
 
 

 

Standard 

ü if you feel 
you have 
done it 

Notes/comments 
or referred to Part A question 

Evaluate your strategy and present the 
outcomes of your learning 

• review the different ways you have 
learned and the extent to which you 
have met your targets 

• bring together and clearly present 
what you have learned, and organise 
evidence by sorting and selecting 
relevant examples of work and other 
forms of evidence that can be used to 
support your purpose in, for example, 
a training review, a performance 
appraisal or job application/interview 

• assess the effectiveness of your 
strategy, including factors that 
affected the outcomes, such as your 
own motivation, quality of feedback 
and support 

• identify ways of further improving 
your learning and performance. 

 
 

o 
 
 

o 
 
 
 
 
 
 
 

o 
 
 
 
 

o 

 

 
 
Candidate’s signature     Date completed    

The Part B evidence record on the following pages must be completed, as well as the 
Part A question as necessary. 
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Part B evidence record 

 

Standard 

ü if 
met 

Purpose of task and details of evidence presented to 
meet criteria 

Evidence 
location/reference 

Date of 
completion 

Overall 

• Provided at least one example of meeting 
standard for LP4.1, LP4.2 and LP4.3 

• example included at least three targets 

• showed use of at least two different ways of 
learning to improve own learning and 
performance 

- method 1 involved   
(please state) 

- method 2 involved   
(please state). 

 

o 
 

o 

o 
 
 

o 
 

o 

   

 
See next page 
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Part B evidence record (continued) 

 

Standard 

ü if 
met 

Purpose of task and details of evidence presented to 
meet criteria 

Evidence 
location/reference 

Date of 
completion 

LP4.1 

• Developed strategy for improving own learning 
and performance 

• reviewed current capabilities 

• clearly identified what it was hoped to achieve 
in future 

• researched information on relevant learning 
opportunities and ways to improve performance 
to inform planning 

• set SMART targets and planned how these 
would be met 

• prioritised tasks and made reasoned choice of 
methods and resources. 

 

o 
 

o 
 

o 

o 
 
 

o 
 

o 

   

 
See next page 
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Part B evidence record (continued) 

 

Standard 

ü if 
met 

Purpose of task and details of evidence presented to 
meet criteria 

Evidence 
location/reference 

Date of 
completion 

LP4.2 

• Monitored progress 

• managed time effectively 

• took responsibility for using different ways of 
learning to meet new demands 

• sought and actively used feedback and support 
from a variety of sources to help meet targets 

• reflected critically on learning and adapted 
strategy as necessary to improve performance. 

 

o 

o 

o 
 

o 
 

o 

   

 
See next page 



Key skills 2004 logbook – Improving Own Learning and Performance level 4 

  17 

 
 
 
Part B evidence record (continued) 

 

Standard 

ü if 
met 

Purpose of task and details of evidence presented to 
meet criteria 

Evidence 
location/reference 

Date of 
completion 

LP4.3 

• Evaluated strategy and presented outcomes of 
own learning 

• reviewed ways learning has been used and 
extent to which targets have been met 

• brought together and clearly illustrated what 
has been learned 

• organised evidence to support purpose 

• assessed effectiveness of strategy including 
factors that affected the outcomes 

• identified further ways of improving own 
learning and performance. 

 

o 
 

o 
 

o 
 

o 

o 
 

o 

   

 
Assessor declaration: I declare that the details above are correct, that the evidence submitted is the candidate’s own work and that the 
candidate meets all of the requirements for this key skill. 

Assessor’s name     Assessor’s signature     Date    

Candidate’s name     Candidate’s signature     Date    

Internal Verifier’s name     Internal Verifier’s signature     Date    
Note Part A coverage must also be confirmed (using the Part A question as necessary) before a qualification certificate can be 
claimed. 
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