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BTEC First Construction and the Built Environment
Skills building

Skills building 

To do your best in your BTEC First you need a number of skills, including: 

· your personal, learning and thinking skills
· your mathematics and English skills
· your proofreading and document-production skills.

Personal, learning and thinking skills (PLTS) 
These are the skills, personal qualities and behaviour that you find in people who are effective and confident at work. These people enjoy carrying out a wide range of tasks, always try to do their best, and work well alone or with others. They enjoy a challenge and use new experiences to learn and develop.
Activity: How good are your PLTS?
1
Do this quiz to help you identify areas for improvement.

a)
I get on well with other people.



Always
Usually
Seldom
Never

b)
I ask for other people’s suggestions for solving problems that puzzle me.



Always
Usually
Seldom
Never


c)
I plan carefully to make sure I meet my deadlines.



Always
Usually
Seldom
Never


d)
If someone is being difficult, I think carefully before making a response.



Always
Usually
Seldom
Never


e)
I don’t mind sharing my possessions or my time.



Always
Usually
Seldom
Never


f)
I take account of other people’s views and opinions.



Always
Usually
Seldom
Never


g)
I enjoy thinking of new ways of doing things.



Always
Usually
Seldom
Never


h)
I like creating new and different things.



Always
Usually
Seldom
Never


i)
I enjoy planning and finding ways of solving problems. 



Always
Usually
Seldom
Never


j)
I enjoy getting feedback about my performance.



Always
Usually
Seldom
Never


k)
I try to learn from constructive criticism so that I know what to improve.



Always
Usually
Seldom
Never


l)
I enjoy new challenges.



Always
Usually
Seldom
Never


m)
I am even-tempered.



Always
Usually
Seldom
Never


n)
I am happy to make changes when necessary.



Always
Usually
Seldom
Never

o)
I like helping other people.



Always
Usually
Seldom
Never
Score 3 points for each time you answered ‘Always’, 2 points for ‘Usually’, 1 point for ‘Seldom’ and 0 points for ‘Never’. The higher your score, the higher your personal, learning and thinking skills.
2
How creative are you? Test yourself with this activity. Identify 50 different objects you could fit into a matchbox at the same time! As a start, three suitable items are a postage stamp, a grain of rice, a staple. Can you find 47 more?

Proofreading and document preparation skills

Being able to produce well-displayed work quickly will make your life a lot easier. On any course there will be at least one unit that requires you to use good document preparation skills. 

Top tips
Learning to touch-type can save you hours of time. 

Tips to improve your document production skills

· If your keyboarding skills are poor, ask if there is a workshop you can join. Your library or resource centre may have software you can use.  
· Check that you know the format of documents you have to produce for assignments. It can help to have a ‘model’ version of each type in your folder for quick reference.

· Practise checking your work by reading word by word – and remember not to rely on spellcheckers.  

Top tips
Print your work on good paper and keep it flat so that it looks neat when you hand it in. 
Activity: How good are your ICT skills?

1 a)
Test your current ICT abilities by responding honestly to each of the following statements. 
i)
I can create a copy of my timetable using a word-processing or spreadsheet package. 
TRUE
FALSE
ii)
I can devise and design a budget for myself for the next three months using a spreadsheet package.
TRUE
FALSE
iii)
I can email a friend who has just got broadband to say how to minimise the danger of computer viruses, what a podcast is, and also explain the restrictions on music downloads.
TRUE
FALSE

iv)
I can use presentation software to prepare a presentation containing four or five slides on a topic of my choice.
TRUE
FALSE
v)
I can research online to compare the performance and prices of laptop computers and prepare an information sheet using word-processing software.
TRUE
FALSE

vi)
I can create a poster, with graphics, for my mother’s friend, who is starting her own business preparing children’s party food, and attach it to an email to her for approval.
TRUE
FALSE
1 b)
Select any one of the above to which you answered false and learn how to do it.

2
Compare the two tables below. The first is an original document; the second is a typed copy. Are they identical? Highlight any differences you find and check them with the key in the Answers at the end of this section 

	Name
	Date
	Time
	Room

	Abbott
	16 July
	9.30 am
	214

	Grey
	10 August
	10.15 am
	160

	Johnston
	12 August
	2.20 pm
	208

	Waverley
	18 July
	3.15 pm
	180

	Jackson
	30 September
	11.15 am
	209

	Gregory
	31 August
	4.20 pm
	320

	Marshall
	10 September
	9.30 am
	170

	Bradley
	16 September
	2.20 pm
	210


	Name
	Date
	Time
	Room

	Abbott
	26 July
	9.30 am
	214

	Gray
	10 August
	10.15 am
	160

	Johnson
	12 August
	2.20 pm
	208

	Waverley
	18 July
	3.15 am
	180

	Jackson
	31 September
	11.15 am
	209

	Gregory
	31 August
	4.20 pm
	320

	Marshall
	10 September
	9.30 pm
	170

	Bradley
	16 August
	2.20 pm
	201


Maths and numeracy skills

Three easy ways to improve your numeracy skills

1 Work out simple calculations in your head, like adding up the prices of items you are buying. Then check if you are correct when you pay for them.

2 Set yourself numeracy problems based on your everyday life. For example, if you are on a journey that takes 35 minutes and you leave home at 11.10am, what time will you arrive? If you are travelling at 40 miles an hour, how long will it take you to go 10 miles?

3 Treat yourself to a Maths Training program.
Top tip
Quickly test answers. For example, if fuel costs 85p a litre and someone is buying 15 litres, estimate this at £1 x 15 (£15) and the answer should be just below this. So if your answer came out at £140, you’d immediately know you’d done something wrong!

Activity: How good are your maths skills?

Answer as many of the following questions as you can in 15 minutes. Check your answers with the key at the end of this section.

1
a)
12 + 28 = __

i) 30 
ii) 34 
iii) 38 
iv) 40 
v) 48

b)
49 ÷ 7 = __
i) 6 
ii) 7 
iii) 8 
iv) 9 
v) 10

c)
½ + 1¼ = __

i) ¾ 
ii) 1½ 
iii) 1¾ 
iv) 2¼ 
v) 3

d)
4 × 12 = 8 × __

i) 5 
ii) 6 
iii) 7 
iv) 8 
v) 9

e)
16.5 + 25.25 – __ = 13.25

i) 28.5 
ii) 31.25 
iii) 34.5
iv) 41.65 
v) 44

2
a)
You buy four items at £1.99, two at 98p and three at £1.75. You hand over a £20 note. How much change will you get? ______________

b)
What fraction of one litre is 250 ml? ______________

c)
What percentage of £50 is £2.50? ______________

d)
A designer travelling on business can claim 38.2p a mile on expenses. How much is she owed if she travels 625 miles? ______________

e)
You are flying to New York in December. New York is five hours behind British time and the flight lasts eight hours. If you leave at 11.15 am, what time will you arrive? ______________

f)
For your trip to the United States you need American dollars. You find that the exchange rate is $1.5 dollars.


i)
How many dollars will you receive if you exchange £500? ______________

ii)
Last year your friend visited New York when the exchange rate was $1.8. She also exchanged £500. Did she receive more dollars than you or fewer – and by how much? ______________

g)
A security guard and his dog patrol the perimeter fence of a warehouse each evening. The building is 480 metres long and 300 metres wide and the fence is 80 metres out from the building on all sides. If the guard and his dog patrol the fence three times a night, how far will they walk? ______________
English skills

Your English skills affect your ability to understand what you read, prepare a written document, say what you mean and understand other people. Even if you’re doing a practical subject, there will always be times when you need to leave someone a note, tell them about a phone call, read or listen to instructions – or write a letter for a job application! 
Five easy ways to improve your English skills

4 Read more. It increases the number of words you know and helps to make you familiar with correct spellings. 

5 Look up words you don’t understand in a dictionary and check their meaning. Then try to use them yourself to increase your vocabulary.

6 Do crosswords. These help increase your vocabulary and practise your spelling at the same time.
7 Welcome opportunities to practise speaking in class, in discussion groups and during presentations – rather than avoiding them!

8 Test your ability to listen to someone else by seeing how much you can remember when they’ve finished speaking. 
Top tips
If someone you’re talking to uses a word, phrase or abbreviation you don’t know, ask them what it means. 
Activity: How good are your English skills?
1 In the table below are ‘wrong’ versions of words often spelled incorrectly. Write the correct spellings on the right. Check your list against the answers at the end of this section.

	Incorrect spelling
	Correct spelling

	accomodation
	

	seperate
	

	definate
	

	payed
	

	desparate
	

	acceptible
	

	competant
	

	succesful
	


2 Correct the error(s) in these sentences.


a) The plug on the computer is lose.


b) The car was stationery outside the house.


c) Their going on they’re holidays tomorrow.


d) The principle of the college is John Smith.


e) We are all going accept Tom.

3 Punctuate these sentences correctly.


a) Toms train was late on Monday and Tuesday.


b) She is going to France Belgium Spain and Italy in the summer.


c) He comes from Leeds and says its great there.

4 Read the article on copyright below.
Copyright

Anyone who uses a photocopier can break copyright law if they carry out unrestricted photocopying of certain documents. This is because The Copyright, Designs and Patents Act 1988 protects anyone who creates an original work against having it copied without permission. 

Legally, every time anyone writes a book, composes a song, makes a film or creates any other type of artistic work, this work is treated as their property (or copyright). If anyone else wishes to make use of it, they must get permission to do so and, on occasions, pay a fee. 

Licences can be obtained to allow educational establishments to photocopy limited numbers of some publications. In addition, copies of an original document can be made for certain specific purposes. These include research and private study. Under the Act, too, if an article is summarised and quoted by anyone, then the author and title of the original work must be acknowledged.
a)
Test your ability to understand unfamiliar information answering the questions with ‘True’ or ‘False’.

i) Learners and teachers in schools and colleges can copy anything they want.
TRUE
FALSE

ii) The law which covers copyright is The Copyright, Designs and Patents Act 1988.

TRUE
FALSE

iii) A learner photocopying a document in the library must have a licence.
TRUE
FALSE

iv) Copyright only relates to books in the library.
TRUE
FALSE

v) If you quote a newspaper report in an assignment, you don’t need to state the source.
TRUE
FALSE

vi) Anyone is allowed to photocopy a page of a book for research purposes.
TRUE
FALSE

b)
Make a list of key points in the article, then write a brief summary in your own words. 
5
Nikki has read a newspaper report that a horse racing in the Kentucky Derby had to be put down. The filly collapsed and the vet couldn’t save her. Nikki says it’s the third time in two years a racehorse has had to be put down in the US. As a horse lover she is convinced racing should be banned in Britain and the US. She argues that fox hunting was banned to protect foxes, and that racehorses are more important and more expensive than foxes. Darren disagrees. He says the law is not working, hardly anyone has been prosecuted, and fox hunting is going on just like before. Debbie says that animals aren’t important whilst there is famine in the world.

a)
Do you think the three arguments are logical? See if you can spot the flaws and check your ideas with the suggestions in Answers at the end of this section. 

b)
Sporting activities and support for sporting teams often provoke strong opinions. For a sport or team of your choice, identify two opposing views that might be held. Then decide how you would give a balanced view. Test your ideas with a friend or family member.
Answers

About your course – answers

Introduction to Construction and the Built Environment (task 1, page 9)

	Features/functions of the component
	Name of component

	the sloping timber beam which helps support the outer part of the roof
	rafter

	a common building component, which lets in light, and lets out stale air
	window

	a component which takes unhygienic air out of a bathroom or kitchen
	Extractor fan

	a component which dissipates heat into a room
	Radiator, heater

	a device which measures how much electricity the house is using
	Electricity meter

	a heating device which often uses gas or oil
	Boiler

	a structural beam which holds up the wall above a window or door
	Lintel 

	a building material usually found inside the walls, floors and roof, which keeps heat in the house
	Insulation


Introduction to Construction and the Built Environment (task 5, page 10)

Answers could include:

· leisure centres

· schools and colleges

· hospitals

· sports stadiums

· transport network

· factories.
Getting the most from your BTEC – answers
Health and safety hazards (page 12)
· Electrical cables which are enclosed in conduits do not cause harm.
· Petrol can ignite but it is in a can and in a secure store.
· Asbestos is the hazard and is very dangerous.
· MDF is harmful as a dust but not when enclosed in furniture.
· Cardboard waste can catch fire but it is in a locked skip.

Work placement log (page 13)
This needs to be completed so that you have a record of your experience. This can then be included in your CV for any future employment opportunities or references.

Your workplace (page 14)
Answers could include:
· fire alarm system

· handrails

· audible alarms on moving machinery.

People in the workplace (page 15)
Answers could include:
1 I asked and listened.
2 I was keen, enthusiastic, positive and polite.
3 I asked questions, smiled and helped out.
4 write to the manager thanking them and express thanks when you leave.

Skills building – answers

How good are your ICT skills? (page 3)
2
Differences between the two tables are highlighted in bold.
	Name
	Date
	Time
	Room

	Abbott
	16 July
	9.30 am
	214

	Grey
	10 August
	10.15 am
	160

	Johnston
	12 August
	2.20 pm
	208

	Waverley
	18 July
	3.15 pm
	180

	Jackson
	30 September
	11.15 am
	209

	Gregory
	31 August
	4.20 pm
	320

	Marshall
	10 September
	9.30 am
	170

	Bradley
	16 September
	2.20 pm
	210


How good are your maths skills? (pages 4-5)
1
a) iv, b) ii, c) iii, d) ii, e) i

2
a) £4.83, b) ¼, c) 5%, d) £238.75, e) 2.15 pm, f) i) $750 ii) 150 dollars more, g) 6.6 km. 

How good are your English skills? (pages 5-7)
1
Spellings: accommodation, separate, definite, paid, desperate, acceptable, competent, successful

2
Errors: a) The plug on the computer is loose. b) The car was stationary outside the house. 
c) They’re going on their holidays tomorrow. d) The principal of the college is John Smith. 
e) We are all going except Tom.

3
Punctuation: 
a) Tom’s train was late on Monday and Tuesday. b) She is going to France, Belgium, Spain and Italy in the summer. c) He comes from Leeds and says it’s great there.

4
a) i) False, ii) True, iii) False, iv) False, v) False, vi) True 

5
A logical argument would be that if racehorses are frequently injured in a particular race, e.g. one with difficult jumps, then it should not be held. It is not logical to compare racehorses with foxes. The value of the animal is irrelevant if you are assessing cruelty. Darren’s argument is entirely different and unrelated to Nikki’s. Whether or not fox hunting legislation is effective has no bearing on the danger (or otherwise) to racehorses. Finally, famine is a separate issue altogether. You cannot logically ‘rank’ problems in the world to find a top one and ignore the others until this is solved.
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