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Purpose of this specification

This specification gives details of the rules of combination for units accredited on
the QCF for the delivery of the Pearson BTEC Level 4 Certificate in Education and
Training (QCF).

The specification includes all units offered by Pearson for this qualification and must
be used in accordance with the rules of combination. The rules of combination are
included (in Section 4) and it is important to use only those units listed and
approved.

The purpose of a specification is to set out:

e the qualification’s objective to meet the requirements for those in the post-
compulsory education and training sector

e any other qualification which a learner must have completed before taking the
qualification

e any prior knowledge, skills or understanding which the learner is required to
have before taking the qualification

e units that a learner must have completed before the qualification will be
awarded

e any other requirements which a learner must have satisfied before the learner
will be assessed or before the qualification will be awarded

o the knowledge, skills and understanding which will be assessed as part of the
qualification (giving a clear indication of their coverage and depth)

e the method of any assessment and any associated requirements relating to it

e the criteria against which learners’ level of attainment will be measured (such
as assessment criteria)

e any specimen materials (supplied separately)

e any specified levels of attainment.
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Which teaching/training qualification is most appropriate for
which role?

ROLE QUALIFICATION

Assessor or Internal Quality Edexcel Level 3 and Level 4 Training,

Assurance Assessment and Quality Assurance (QCF)
(TAQA)

Trainer Edexcel Level 3 and 4

Award/Certificate/Diploma in Learning and
Development (QCF) (L&D)

New to teaching and training Pearson BTEC Level 3 Award in Education
and Training (QCF)

Part-time teacher Pearson BTEC Level 4 Certificate in
Education and Training (QCF)

Full-time teacher Pearson BTEC Level 5 Diploma in Education
and Training (QCF)

The Pearson BTEC Level 4 Certificate in Education and Training (QCF) allows the
inclusion of optional units developed for other qualifications, including competence
units from the learning and development suite of qualifications. These units are
appropriate alternatives for the many related roles undertaken by teachers, tutors
and trainers, particularly in work-based learning.

It is important for centres to ensure that if they wish to offer any of the
competence, learning and development optional units, they gain specific centre
approval to offer competence units. See Section 7 for further information.

In this suite of initial training qualifications, the following terms are used:

e tutor - the person delivering/facilitating the teacher education, they may also
be referred to as teacher or trainer

e learner - the person taking the qualification
e student - the person being taught or assessed by the learner

e practitioner - anyone with a learning and development responsibility, either as
the whole or as part of their role.
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Introducing Pearson BTEC qualifications

For more than 25 years, Pearson BTECs have earned their reputation as well-
established, enduringly effective qualifications. They have a proven track record of
improving motivation and achievement. Pearson BTECs also provide progression
routes to the next stage of education or to employment.

They are work related and available in a range of sectors. They give learners the
knowledge, understanding and skills they need to prepare for employment. They
also provide career development opportunities for those already in work. These
qualifications may be full time or part time courses in colleges. Training centres and
employers may also offer these qualifications.

What are QCF qualifications?

There are three sizes of Pearson BTEC Specialist qualification in the QCF:
e Award (1 to 12 credits)

o Certificate (13 to 36 credits)

e Diploma (37 credits and above).

Every unit and qualification in the QCF has a credit value.

The credit value of a unit specifies the number of credits that will be awarded to a
learner who has achieved the learning outcomes of the unit.

The credit value of a unit is based on:
e one credit for every 10 hours of learning time

e learning time - defined as the time taken by learners at the level of the unit, on
average, to complete the learning outcomes to the standard determined by the
assessment criteria.
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Qualification summary and key information

Qualification title

Pearson BTEC Level 4 Certificate in

QCF Qualification Number (QN)

Education and Training (QCF)

601/1238/4

Qualification framework

Qualifications and Credit Framework (QCF)

Date registrations can be made | 01/01/2014

Age range that the qualification | 19+

is approved for

Credit value 36

Assessment Centre-devised assessment (internal assessment)

Guided learning hours

140 minimum

Teaching practice

30 hours

Grading information

The qualification and units are at pass grade.

Entry requirements

For details of entry requirements and the Pearson
Access and Recruitment policy that centres must
follow please see Section 10, Access and
recruitment.

QCF qualification number and qualification title

Centres will need to use the QCF Qualification Number (QN) if they seek public
funding for their learners. As well as a QN, each unit within a qualification has a
QCF unit reference number (URN).

The qualification title, units and QN will appear on each learner’s final certificate.
You should tell your learners this when your centre recruits them and registers
them with us. Further information about certification is given in our Information
Manual on our website at www.edexcel.com

Objective of the qualification

The Pearson BTEC Level 4 Certificate in Education and Training (QCF) prepares

trainee teachers and trainers to teach in a wide range of contexts. To achieve the
qualification, there is a requirement for teaching practice that requires observation
and assessment of performance.

The qualification can meet the needs of a range of trainee teachers and trainers,
including:

e individuals who are not currently teaching and training but who can meet the
practice requirements, including the observed and assessed practice
requirements of the qualification

e individuals who are currently teaching and training, including those who have
just begun teaching and training and who can meet the practice requirements,
including the observed and assessed practice requirements, of the qualification
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e individuals currently working as assessors who wish to achieve a teaching
qualification and who can meet the practice requirements, including the
observed and assessed practice, of the qualification.

Relationship with previous qualifications

This qualification is a replacement for the Edexcel Level 3/Level 4 Certificate in
Teaching in the Lifelong Learning Sector (2011).

Progression opportunities through Pearson qualifications

Learners who have achieved the Pearson BTEC Level 4 Certificate in Education and
Training (QCF) can progress onto the Pearson BTEC Level 5 Diploma in Education
and Training (QCF).

Learners who achieve the Pearson BTEC Level 4 Certificate in Education and
Training and who are progressing to higher education accredited qualifications at
level 5 or above can have their Level 4 credit recognised in line with the higher
education institution's arrangements for the recognition of prior learning.

Learners who achieve the Pearson BTEC Level 4 Certificate in Education and
Training (QCF) and who wish to progress to an awarding organisation accredited
Level 5 Diploma in Education and Training should have their prior achievement
recognised.

Industry support and recognition

The units in this qualification were developed by the Learning and Skills
Improvement Service (formerly LSIS), the Standards Setting Body (SSB) for
teaching and learning.

In September 2012, amended workforce regulations were introduced that removed
the requirement to join the Institute for Learning (IfL) and acquire professional
status but retained, for a further twelve months, the requirement to work towards
the achievement of the existing teaching qualifications. This signalled a move to a
new approach that will not be dependent on government regulation but where the
sector will decide for itself the best way to raise and maintain standards.

Employers should have internal policies in place to specify the qualifications that
they require their teaching staff to hold and to determine what continuing
professional development (CPD) is appropriate. Policies should cover the different
teaching roles undertaken by staff, including those delivering literacy, nhumeracy,
ESOL and provision to learners with disabilities. In the absence of government
regulation, employers and individuals will have greater flexibility to choose the most
appropriate qualifications for their staff. The roles that different members of staff
play in delivery will also affect the qualifications and experience needed.
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Guidance on qualifications can come from professional bodies, sector membership
bodies and trade unions, including:

Association of Colleges (AoC)

Association of Employment and Learning Providers (AELP)
Association of Teachers and Lecturers (ATL)

Education and Training Foundation (ETF)

Institute for Learning (IfL)

University and College Union (UCU).

Relationship with National Occupational Standards

The Professional Standards for Teachers, Tutors and Trainers in the Lifelong
Learning Sector (formerly LLUK, 2006) continue to underpin practice in the sector.
This qualification relates to the Professional Standards in Education and Training.

The standards are available at the Learning and Skills Improvement Service
Excellence Gateway: www.excellencegateway.org.uk.
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Centre resource requirements

As part of the approval process, centres must make sure that the resource
requirements below are in place before offering the qualification.

General resource requirements

e Centres must have appropriate physical resources (for example equipment, IT,
learning materials, teaching rooms) to support the delivery and assessment of
the qualification.

e Staff involved in the delivery and assessment process must have relevant
expertise and occupational experience.

e There must be systems in place to make sure that there is continuing
professional development for staff delivering the qualification.

e Centres should make provision for mentoring of individuals undertaking initial
teacher training.

e Centres must have appropriate health and safety policies in place relating to the
use of equipment by learners.

e Centres must deliver the qualifications in accordance with current equality
legislation.

e Centres must have a sufficiently rigorous internal quality assurance system in
place.

Specific resource requirements

As well as the general resource requirements above, there are specific resource
requirements for which centres are responsible. Centres must be confident that
learners will be able to provide evidence that they can achieve the required
teaching practice, i.e. 30 hours of practice. Any appropriate location for practice
that will allow a trainee teacher to meet the required standards is permitted.

Breadth in teaching/training practice is encouraged and should denote varied
aspects of training. Centres should advise learners of this and the range of
appropriate settings and contexts, such as: teaching across more than one level;
teaching a variety of learners; teaching individuals and groups; experience of non-
teaching roles; gaining subject specialist knowledge through workplace mentoring.

Although not a mandatory requirement of this qualification, it is deemed good
practice, and is therefore recommended whenever possible, to allocate a 'mentor’
to each learner as they progress through their programme. A mentor can provide
on-going support by, for example, providing developmental feedback to learners
following teaching practice observations, monitoring the quality of their planning
and preparation, carrying out regular one-to-one tutorials and helping them
develop good practice in their teaching and learning.

Observed and assessed practice

There is no requirement to evidence working with groups of learners to achieve this
qualification, unless units are undertaken that specify that purpose. However,
where trainees are working solely with individuals, a programme can also include
support and preparation for working with groups.
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There must be a minimum of three observations totalling a minimum of three hours
(this excludes any observed practice completed as part of the Level 3 Award in
Education and Training). Any single observation must be a minimum of half an
hour.

Observations should be appropriately spaced throughout the whole programme and
take into account a trainee teacher’s progress. It is recommended that centres refer
to the Handbook for the Inspection of Further Education and Skills (Ofsted, 2012) -
Part 2, Section B: Quality of Teaching, Learning and Assessment for further
guidance, as there is a requirement that at least one of the observed sessions must
be assessed and graded using Ofsted standards.

Three of the mandatory units require evidence of being observed in a teaching and
learning environment. These units are:

e Unit 3: Delivering Education and Training (Level 4)
e Unit 4: Assessing Learners in Education and Training (Level 4)
e Unit 5: Using Resources for Education and Training (Level 4).

It is recommended that a holistic approach is taken to observed and assessed
practice so that each observation and assessment of practice enables trainees to
provide evidence for each of the three units.

Trainees must be able to provide evidence of a minimum of one assessed
observation of practice that meets the required (Ofsted) standard. To achieve the
qualification, a trainee must be able to provide evidence of a minimum of three
observations of practice that meet the required standard of practice, e.g. Ofsted
Grade 2, see Annexe A, page 93 for further guidance.

Centres must check unit requirements to see if any additional practice is necessary.
Some of the optional units require additional observed and assessed practice and
these requirements are detailed in the optional unit guidance document.

Anyone delivering units and/or observing and assessing practice for this
qualification should have all of the following:

e a teaching or training qualification at Level 4 or above (PTLLS is not enough)

e evidence of relevant teaching experience in an education or training context
access to appropriate guidance and support

e on-going participation in related programme quality assurance processes.

There are additional requirements for those who assess the Learning and
Development units. This information can be found in the accompanying
specification for the optional units, page 3.
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Qualification structure

Pearson BTEC Level 4 Certificate in Education and
Training (QCF)

The learner will need to meet the requirements outlined in the table below before
Pearson can award the qualification, i.e. achieve the appropriate mandatory and
optional units, as well as satisfactorily complete teaching practice.

Minimum number of credits that must be achieved 36
Number of mandatory credits that must be achieved 21
Number of optional credits that must be achieved 15
Minimum number of credits that must be achieved at Level 4 or above 21
Teaching practice hours 30

Mandatory units group

Unit Guided
reference learning
number hours
All units must be achieved from this group
1 H/505/0053 | Understanding Roles, 3 3 12
Responsibilities and
Relationships in Education and
Training
2 A/505/1189 Planning to Meet the Needs of 4 3 15
Learners in Education and
Training
3 M/505/0122 | Delivering Education and 4 6 24
Training
4 F/505/0125 Assessing Learners in Education 4 6 24
and Training
5 L/505/0127 Using Resources for Education 4 3 15
and Training

In the following table any unit with * indicates that this is a competence unit from
the Learning and Development suite of qualifications. To offer these units a centre
must have specific centre approval. For further information see Section 7, Centre
Recognition and Approval Centre Recognition.
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Optional units group

Unit Credit | Guided
reference value learning
number hours
15 credits must be achieved from this group
6 J/505/0756 | Action Learning for Teaching in a 15 40
Specialist Area of Disability
7 M/503/5376 | Action learning to Support 15 50
Development of Subject Specific
Pedagogy
8 T/503/5380 | Action Research 15 50
H/601/5314 | Assess Occupational 6 30
Competence in the Work
Environment*
10 F/505/0187 | Assessment and Support for the 6 30
Recognition of Prior Learning
through the Accreditation of
Learning Outcomes
11 M/505/1089 | Delivering Employability Skills 20
12 M/502/9545 | Develop Learning and 6 30
Development Programmes*
13 H/505/1090 | Developing, Using and 15 50
Organising Resources in a
Specialist Area
14 Y/503/5310 Effective Partnership Working in 15 50
the Learning and Teaching
Context
15 F/502/9551 Engage Learners in the Learning 6 30
and Development Process*
16 Y/502/9555 Engage with Employers to 6 25
Develop and Support Learning
Provision*
17 D/502/9556 | Engage with Employers to 6 30
Facilitate Workforce
Development*
18 Y/503/5789 | Equality and Diversity 6 25
19 K/505/1091 | Evaluating Learning 15
Programmes
20 H/502/9543 | Identify the Learning Needs of 6 30
Organisations*
21 L/503/5384 Inclusive Practice 15 50
22 A/601/5321 | Internally Assure the Quality of 6 45
Assessment*
23 J/505/0188 Preparing for the Coaching Role 3 15
10 Pearson BTEC Level 4 Certificate in Education and Training (QCF)
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Unit Credit | Guided
reference value learning
number hours
24 L/505/0189 Preparing for the Mentoring Role 3 15
25 T/505/1093 Preparing for the Personal 3 15
Tutoring Role
26 R/504/0229 | Specialist Delivery Techniques 9 30
and Activities
27 J/505/1096 Teaching in a Specialist Area 15 50
28 Y/505/1099 Understanding and Managing 6 20
Behaviours in a Learning
Environment
30 F/601/5322 Understanding the Principles and 6 45
Practices of Externally Assuring
the Quality of Assessment*
31 T/601/5320 | Understanding the Principles and 6 45
Practices of Internally Assuring
the Quality of Assessment*
32 K/503/5814 | Using Study Skills Approaches 6 25
and Techniques to Enhance the
Learning of Others
33 R/503/5385 | Working with Individual Learners 15 50
34 D/505/1105 | Working with the 14-19 age 9 30

range in Education and Training

* Indicates that these competence units are from the Learning and Development
suite of qualifications and to offer them a centre must have specific approval. For

further information see Section 7, Centre Recognition and Approval Centre

Recognition.
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Assessment

The overall grade for the qualification is a ‘pass’. The learner must achieve all the
required units as indicated in the specified qualification structure.

To pass a unit the learner must:
e achieve all the specified learning outcome

o satisfy all the assessment criteria by providing sufficient and valid evidence for
each criterion

e show that the evidence is their own.

The table below gives a summary of the assessment methods used in the
qualification.

Units Assessment method

All units Centre-devised assessment, such as the assessment
methods included as sample assessment activities,
making use of evidence drawn from teaching practice.

For the Learning and Development optional units, further guidance about
assessment is provided in the qualification specifications for these units, see
Edexcel Level 3 and 4 Award/Certificate/Diploma in Learning and Development
(QCF) - Issue 2, on our website: www.edexcel.com.

e Simulations are not acceptable for teaching practice assessments.

e Learners undertaking the Learning and Development optional units will be
required to provide evidence from their own work-based practice in order to
meet the criteria. Types of evidence could be: direct observation by assessor;
personal statements and/or reflective accounts; professional discussion;
assignments; expert witness testimony.

Centre-devised assessment (internal assessment)

Each unit has specified learning outcomes and assessment criteria. To pass an
internally assessed unit, learners must provide adequate evidence to meet all the
learning outcomes and assessment criteria.

Centres need to write assignment briefs for learners to show what evidence is
required.

Assignment briefs and evidence produced by learners must also meet any
additional requirements given in the Information for tutors sections of the units.

Types of evidence

Unless otherwise indicated in Information for tutors, the centre can decide the form
of assessment evidence (for example performance observation, individual or group
presentations, projects, tests, extended writing, professional discussion) as long as
the methods chosen allow learners to produce valid, sufficient and reliable evidence
of meeting the assessment criteria. If group presentations are included it is
advisable to observe and record individual contributions to the activity so that
specific evidence can be included as a part of each learner’s portfolio. Centres may
find it helpful if learners index and reference their evidence to the relevant learning
outcomes and assessment criteria.
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The examples given in the units as assessment activities cover the criteria in the
learning outcomes, assessment criteria, unit content and delivery guidance tables.
These examples are for guidance only and it is recommended that centres either
adapt assessments to meet local needs and resources or write their own. There
should be evidence that all assignments have been internally reviewed and
moderated.

It is important to recognise that the guidance provided is in a simple form and that,
in addition to the logging and feedback record relating to the assessment criteria,
each assignment brief should include:

e date of issue and date for submission
e qguidelines for word count (where appropriate for depth or range required)
e sources/types of appropriate evidence

e any specific guidance to support learners in generating appropriate evidence -
including cross-referencing where a single piece of evidence relates to more
than one unit, for example scheme of work/session plans/observation reports.

Centres are encouraged to give learners realistic scenarios and maximise the use of
practical activities in delivery and assessment. Centres are also encouraged to
make effective use of holistic approaches wherever possible or appropriate. This
linking of different aspects of the Certificate helps learners to view the different
units as part of a coherent whole rather than in isolation. This also reduces the
assessment burden and allows more time for the reflective aspect where learners
can develop understanding rather than simply working towards a set of criteria. To
avoid over-assessment centres are encouraged to develop these approaches and to
link delivery and assessment across units.

To achieve the Certificate, there is also a requirement for 30 hours of practice.
Annexe A summarises the practice requirements for the mandatory units. Practice
guidance for the optional units is listed in the separate optional units specification.

Any appropriate location for practice will allow a trainee to meet the requirements
of the standards; variety is encouraged but is not essential. There is no
requirement to evidence working specifically with groups of learners to achieve
these qualifications, unless units specify that purpose (see individual units).

There is widespread use of video evidence in portfolio based qualifications. The
rules for this are that the original video must be available for verification, the
recording should be indexed and the participants in the video should give their
permission for the recording.

Where video is used for direct observation by a remote assessor the following
guidelines must be observed:

e the assessor must be able to communicate with the learner in real time to
ensure effective discussion, questioning and feedback.

e There must be independent verification from the learner’s location that the
evidence is authentic, that there are no unseen influences and it is the identified
learner that is providing the evidence and not influenced by others at the
learner’s location.

e The video must be of sufficient quality to enable the assessor or verifier to make
a valid judgement. The level of detail required by the qualification must be
evident. Where the learner is working with a class, the remote assessor needs
to see clear evidence of the required interactions taking place.
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e All video evidence should be recorded and it will be the responsibility of the
standards verifier to review this and confirm that the guidelines have been
observed.

Assessment activities should encourage learners to become more reflective and to
evaluate their learning at every opportunity. This reflection can be used as evidence
when building portfolios for assessment. For guidance on internal assessment
please go to our website.

When selecting the competence Learning and Development units their specific
assessment requirements should be met. Centres should refer to the assessment
strategy for competence based units and the assessment requirements section
within each individual unit. Please remember that centres wishing to offer Learning
and Development units must have the appropriate centre approval to offer these
competency units.

Further information is available from the Learning and Development specifications
on our website. http://www.edexcel.com/quals/NVQ-competence-based-qcf/learn-
dvpmt/Pages/default.aspx
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Recognising prior learning and achievement

Recognition of Prior Learning

Recognition of Prior Learning (RPL) is a method of assessment (leading to the
award of credit) that considers whether a learner can demonstrate that they can
meet the assessment requirements for a unit through knowledge, understanding or
skills they already possess and so do not need to develop through a course of
learning.

Pearson encourages centres to recognise learners’ previous achievements and
experiences in and outside the workplace, as well as in the classroom. RPL provides
a route for the recognition of the achievements resulting from continuous learning.

RPL enables recognition of achievement from a range of activities using any valid
assessment methodology. If the assessment requirements of a given unit or
qualification have been met, the use of RPL is acceptable for accrediting a unit,
units or a whole qualification. Evidence of learning must be sufficient, reliable and
valid.

Further guidance is available in the policy document Recognition of Prior Learning
Policy, which is on our website, www.edexcel/policies.

Credit transfer

Credit transfer describes the process of using a credit or credits awarded in the
context of a different qualification or awarded by a different awarding organisation
towards the achievement requirements of another qualification.

All awarding organisations recognise the credits awarded by all other awarding
organisations that operate within the QCF.

If learners achieve credits with other awarding organisations they do not need to
retake any assessment for the same units. The centre must keep evidence of credit
achievement.

For further information, please refer to the Credit Accumulation and Transfer Policy,
which can be found on our website.

Learners who have already achieved the Level 3 unit Understanding Roles,
Responsibilities and Relationships in Education and Training, are not expected to
repeat it as part of the Certificate and credit transfer would apply. It is
recommended that this unit is delivered first in the programme to support
progression through the qualification.

There is no transfer of practice, including observed and assessed practice, from a
previously achieved Level 3 Award in Education and Training (QCF). Trainees who
have achieved the Level 4 Certificate in Education and Training (QCF) can transfer
only 20 hours of practice and two hours of observed and assessed practice towards
the practice requirements for the Teaching, Learning and Assessment in Education
and Training, the Level 4 unit in the Level 5 Diploma in Education and Training

(QCF).
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Centre recognition and approval centre
recognition

Any centre that has not delivered and assessed the Pearson BTEC Level 4
Certificate in Education and Training (QCF) before needs to apply for, and be
granted centre recognition and qualification approval as part of Pearson’s approval
process.

Work based learning (WBL) centres should contact their Account Manager and
Further Education Colleges their Curriculum Development Manager (CDM) for
further guidance and forms for centre and qualification approval.

Centres already offering the predecessor qualification, the Edexcel Level 4 BTEC
Certificate for Teaching in the Lifelong Learning Sector should get ‘automatic
approval’ on application via Edexcel Online for the Pearson BTEC Level 4 Certificate
in Education and Training (QCF), as long as the conditions for automatic approval
are met. Automatic qualification approval on Edexcel Online for the Pearson BTEC
Level 4 Certificate in Education and Training (QCF) (with competence units) is not
permissible and a separate application must be made using the qualification
approval form.

Approvals agreement

All centres are required to enter into an approval agreement that is a formal
commitment by the head or principal of a centre to meet all the requirements of
the specification and any associated codes, conditions or regulations.

Pearson will act to protect the integrity of the awarding of qualifications. If centres
do not comply with the agreement, this could result in the suspension of
certification or withdrawal of approval.
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Quality assurance of centres

Pearson carries out quality assurance visits to verify if all centres are working to
national standards.

Two visits per year will also be made by an allocated Pearson Standards
Verifier/External Examiner (a subject specific expert) to sample assessed student
work and provide judgement and feedback.

The Standards Verifier/External Examiner will ensure that you have accurate
assessment records and are assessing candidates appropriately, consistently and
fairly. They will identify areas of good practice and for further development, and
give you guidance on how you can improve your delivery.

For further details on Pearson’s quality assurance processes, please go to the UK
BTEC Quality Assurance Handbook for information on standards verification and
Chapter 9 of the UK Vocational Quality Assurance Handbook 2013-14 for
information on external examination.
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Programme delivery

Centres are free to offer the qualifications using any mode of delivery (for example
full time, part time, evening only, intensive, distance or blended learning) that
meet their learners’ needs.

Those planning the programme should aim to enhance the vocational nature of the
qualification by:

e liaising with employers where appropriate to make sure a course is relevant to
learners’ specific needs

e accessing and using non-confidential data and documents from learners’
workplaces where relevant

e developing up-to-date and relevant teaching materials that make use of
scenarios that are relevant

e ensuring that any legislation is up to date and current

e giving learners the opportunity to apply their learning in practical activities, e.g.
30 hours of teaching practice

¢ making full use of the variety of experience of work and life that learners bring
to the programme.

e providing opportunities for the integration of requirements for English,
mathematics and ICT in keeping with the personal and professional skills
necessary to underpin education and training.

Further details are available in individual units and in the Specific resource
requirements section in Section 3, Centre resource requirements.

Where legislation is referred to in a unit, centres must ensure that current
legislation is taught.

Centres may wish to approach the core units of the Certificate as a single, holistic,
integrated activity. Alternatively, they may wish to integrate the theory with the
practical assessments for individual units. The learning activities suggested in the
units are designed to link with other core units to form a continuous programme.
The programme combines taught sessions, individual directed study and teaching
practice. Units can be delivered in any order.
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10 Access and recruitment

Pearson’s policy on access to our qualifications is that:

e they should be available to everyone who is capable of reaching the required
standards

e they should be free from any barriers that restrict access and progression

e there should be equal opportunities for all those wishing to access the
qualifications.

Centres are required to recruit learners to this qualification with integrity and to
demonstrate good practice in the use of initial assessment and learning needs
analysis.

Centres should review the applicant’s prior qualifications and/or experience,
considering whether this profile shows that they have the potential to achieve the
qualification. Applicants will need relevant information and advice about the
qualification to make sure it meets their needs.

Learners are not required to have achieved a Level 3 Award in Education and
Training before undertaking this qualification. However, some learners may already
have achieved the Level 3 Award. If this is the case credit transfer will apply for the
first unit in the Certificate, Understand Roles, Responsibilities and Relationships in
Education and Training.

It is recommended that all those wishing to join this qualification programme
should undertake an initial assessment of skills in English, mathematics and ICT.
Development needs should be recorded and an action plan agreed. The aim is for
learners to achieve Level 2 as a minimum.

For learners with disabilities and specific needs, this review will need to take
account of the support available to the learner during teaching and assessment of
the qualification. The review must take account of the information and guidance in
Section 11 Access to qualifications for learners with disabilities or specific needs.
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11 Access to qualifications for learners with
disabilities or specific needs

Equality and fairness are central to our work. Pearson’s Equality Policy requires all
learners to have equal opportunity to access our qualifications and assessments. It
also requires our qualifications to be awarded in a way that is fair to every learner.

We are committed to making sure that:

e learners with a protected characteristic (as defined by the Equality Act 2010)
are not, when they are undertaking one of our qualifications, disadvantaged in
comparison to learners who do not share that characteristic

e all learners achieve the recognition they deserve from undertaking a
qualification and that this achievement can be compared fairly to the
achievement of their peers.

Centres are required to make reasonable adjustment and provided additional
support where appropriate. Where a student is felt to be unlikely to achieve, even
with additional support then this must be addressed during the initial advice and
guidance and a reasonable alternative sought.

Learners taking a qualification may be assessed in British sign language or Irish
sign language where it is permitted for the purpose of reasonable adjustments.

Further information on access arrangements can be found in the Joint Council for
Qualifications (JCQ) document Access Arrangements, Reasonable Adjustments and
Special Consideration for General and Vocational qualifications. Further details on
how to make adjustments for learners with protected characteristics are given in
the Pearson Supplementary Guidance for Reasonable Adjustment and Special
Consideration in Vocational Internally Assessed Units.

These documents are on our website at: www.edexcel.com/policies.
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12 Units

Units have the following sections.

Unit title

The unit title is on the QCF and this form of words will appear on the learner’s
Notification of Performance (NOP).

Unit reference number

Each unit is assigned a unit reference number that appears with the unit title on the
Register of Regulated Qualifications.

QCF level

All units and qualifications within the QCF have a level assigned to them. There are
nine levels of achievement, from Entry to Level 8. The QCF Level Descriptors inform
the allocation of the level.

Credit value

When a learner achieves a unit, they gain the specified number of credits.

Guided learning hours

Guided learning hours are the times when a tutor, trainer or facilitator is present to
give specific guidance towards the learning aim for a programme. This definition
covers lectures, tutorials and supervised study in, for example, open learning
centres and learning workshops. It also includes assessment by staff where
learners are present. It does not include time spent by staff marking assignments
or homework where the learner is not present.

Unit aim

This gives a summary of what the unit aims to do.

Essential requirements

This section lists any specialist resources and requirements needed to deliver the
unit. The centre will be asked to make sure that these are in place when it seeks
approval from Pearson to offer the qualification.

Learning outcomes

The learning outcomes of a unit set out what a learner knows, understands or is
able to do as the result of a process of learning.
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Assessment criteria

Assessment criteria specify the standard required by the learner to achieve each
learning outcome.

Unit amplification

This section clarifies what a learner needs to know to achieve a learning outcome.

Delivery guidance

This section suggests different ways in which content might be delivered to
learners.

Information for tutors

This section gives tutors information on delivery and assessment. It contains the
following subsections.

e Delivery - explains the content’s relationship to the learning outcomes and
offers guidance on possible approaches to delivery.

e Learning outcomes — gives further guidance on how to deliver and assess
content.

e Assessment - gives information about the evidence that learners must produce,
together with any additional guidance if appropriate. This section should be read
in conjunction with the assessment criteria.

e Assessment activities — suggested activities that cover the assessment criteria
for the unit. The activities are for guidance only and it is recommended that
centres adapt the activities to meet local needs and resources or write their own
assignments.

e Assessment evidence — lists the different types of evidence that could be
presented to meet the requirements of the assessment criteria and assessment
activities.

e Suggested resources - lists resource materials that can be used to support the
teaching of the unit, for example books, journals and websites.
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Unit 1:

Unit reference number:
QCF level:
Credit value:

Guided learning hours:

Understanding Roles,
Responsibilities and
Relationships in
Education and Training

H/505/0053
3

3

12

Unit aim

This unit aims to enable the learner to understand the role and responsibilities of a
teacher in education and training and the relationship between different
professionals in education and training.

The unit highlights some of the legislative and regulatory requirements that must
be met by organisations and individuals. The unit also gives learners the
opportunity to explore the codes of practice and roles and responsibilities of
teachers, trainers and instructors in promoting equality and valuing diversity when
identifying and meeting students’ needs.

The unit addresses the specific responsibility of the teacher in promoting a safe and
supportive learning environment where their students feel included. By addressing
the responsibility for promoting appropriate behaviour, the unit emphasises the role
of the teacher in placing their students at the centre of the learning process.

The unit gives learners the opportunity to recognise how the teaching role involves
working with other professionals, the boundaries between the teaching role and
those of other professionals, and the need for possible referral to meet the needs of

their students.

Essential requirements

There are no special requirements for this unit.
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Information for tutors

Delivery

As this is the introductory unit to the qualification, it is important to recognise that
every opportunity should be taken for teaching by example to encourage learners
to consider different approaches to teaching and learning. A mix of tutor
presentations, individual activities and group activities is especially helpful in the
delivery of this unit as it gives learners experience of a range of delivery methods.

Wherever possible, learning and teaching should draw on material from learners’
personal or professional experiences. This will help them to develop reflective
practice and recognise the transferability of skills and knowledge needed in a
learning environment. This unit offers an opportunity for group work where learners
can share experiences from different contexts.

Learners should be actively involved in their learning and should be encouraged to
draw on material from relevant experiences to use in class and in their assessment
activities. Through working with groups of their peers and sharing their
experiences, learners have the opportunity to develop case studies alongside
problem-solving and interpersonal skills in a way they can model with their own
students. The use of ICT should be encouraged for setting up forums or discussion
groups.

It is recommended that learner-centred approaches be used where possible and
that delivery is not teacher centred. Delivery should motivate, challenge and inspire
and reinforce the principles of good practice at the appropriate level.

Learning activities

Learning outcomes 1 and 3

These learning outcomes are based on three key areas: own role and
responsibilities, sharing experiences in identifying the needs of students and
boundaries and relationships between teaching and other professional roles.

These learning outcomes are suited to researching different aspects of legislation,
regulatory requirements and codes of practice relating to equality and health and
safety, and then sharing findings with the group. Mini-presentations will allow
learners to compare and contrast their findings with that of others in the group.
They also provide an opportunity to practise presentation skills that can then be
used or adapted when teaching. Mini-presentations give learners the chance to try
out new skills and build on their own experiences.

Where information is new to all members of the group it may be more appropriate
to use tutor presentation, however individual or group research provides a more
challenging and active approach to learning. An alternative approach involves the
use of video clips to give learners an experience of real working practice. Individual
assessment requirements can then be taken from the collaborative research or quiz
sheets. This gives an opportunity for collaborative activity and for mini-
presentations and approaches that could be used with students.

Tutor-led group discussions are helpful to explore responsibilities for promoting
equality and diversity, drawing on experiences from different contexts in the group.

Pearson BTEC Level 4 Certificate in Education and Training (QCF) - 27
Specification - Issue 1 - November 2013 © Pearson Education Limited 2013



This discussion can be followed through with descriptions of points of referral for
students. Individual reflective activities can be included in learners’ records.

Learning outcome 2

This learning outcome can de delivered through a tutor-led session on methods of
maintaining a purposeful environment and promoting appropriate behaviour.
Learners reflect on their own learning, and then apply this to their teaching context
in completing tasks. This is an opportunity to make effective use of appropriate
video clips to provide stimulation for what can then be developed through tutor-led
group discussions. At all stages, learning needs to contribute to potential
assessment evidence which can be achieved through the use of individual learning
records or personal development journals. It is also possible to use group
discussions as a source of evidence, particularly if the discussion can be recorded to
capture individual contributions to the discussions.

It is important to avoid either over-teaching or over-assessment, therefore all
activities should contribute in some way to the building of the teaching practice
portfolio of evidence.

Assessment

Learners should be actively involved in the assessment process and be given
opportunities to draw on material from relevant experiences when completing their
assignments. Through their own experiences, as well as through working in groups
with their peers - in a classroom or online — learners can develop case studies,
research and resources to evidence their assessment activities. The learner must be
made aware of the range of possible evidence they can draw on to support the unit,
this can include:

e written tasks

e adiary or journal

e research materials

e records of professional discussions

e witness statements

e organisation and/or other formal documents
e curriculum vitae

e job descriptions.

The centre can devise and will mark the assessment for this unit. Suggested
activities cover the assessment criteria and are for guidance but can be adapted to
meet local needs.

28 Pearson BTEC Level 4 Certificate in Education and Training (QCF)
- Specification - Issue 1 - November 2013 © Pearson Education Limited 2013



€707 Pa)IWwI] uoi3edNp3 Uuosiead @ €707 J9qWIAON - T 9nsSSI — uoiedlynads
- (400) Bulutes] pue uonednp3 ul 33e21BD p [9AST DI LG UOSiesd

AYUM
é
pue uonieniis ayl Apawad 03 pusaliiodad NoA pjnom sjuawarolduwi 3eym

'S|ediajol e
UBWUOIIAUB bujuIed] BY] e

Sspaau bujuies| [enpiAlpul e

UoReUIWLIISID e

0] UoIjejal Ul SaNSS] A3 8yl ale Jeyp :XSe) aAI08[JoY

éjuapnis ayy yoddns 03 op ued noA as|a buiyjAue

9493 SI "9AR9| J0 1591 93 e 03 ples isnl oy 3ng ssoq Jiay3 03 paulejdwod
sey juapnis ayl ‘auly si ysibug uaxods J1ay3 pue qol ay3 ul umop buiyjAue
911UM 0] 3ARY J49A3U ABY3 nOA s||93 pue ysi|bu3g ul builum yyum swajqo.d
Sey 1uspnis 1noA *3SJn0d ay3] 104 9|gelins aJde Ayl Jayiaym apioap

03] 1591 US1IIM B 2¥e] 0] payjse uaaq aAey dnoub diysaoiuaidde ayi Jo

bo| | staquialy ‘siseq awil-}ed e uo 269|102 je asunod diysaonuaidde ue spuaje

Bujuiea| jeuostad ul A1us UM oym pue abenbue| puodas e s ysijbug woym Joj Jusapnis e Yiim JIomM NOA cclzz'vT ST

¢PpaljIauapl sanssi oyl aAjos 03 doplo uj 3sobbns noA pjnom saibajzedis jeym
éAusianip pue Ayjenbs e

20/30e.4d JO SBp0oI 10 uoj3e|siba| e

sanliqisuodsad pue sa(od e

103 Uone[al Ul SaNnss| Aax ay3 a4e 1Y/ >Sel dAI1I3JoY

'S9SSe|D Jay Ul sanss| auldidsip 3noge noA

0] bululejdwod uaaq sey ays ‘Ajquaday 994400 40} uonesiuebio ayl apisino
Wwiay3 S199wW ualjo pue ‘obed »oogaded Jay uo ,Spuaily, 9q 03 Way] pajiAul
‘syuapnis 03 Joaquwinu auoyd 3j1qow 43y UdAIb sey ays *sjuapnis Jay wod)
Yoeqpasy) 403N} yIm uoizejuasaud Qoue]sip |euoissajold e Buluiejuiew a|qnoJdl sey ays 1eyy noA o3 jualedde rals
-lulw AJIAIRDR SSe|D wWod) sapl|s SI 31 "Buiyoeay Jo JedA 3sdi4 Jay Ul 103N} MBU B 0] JOjudW B ale NOA | ‘T'c ‘¢’z ‘1’2 ‘21 '1T'T

bo| buiuaeg)
|[euosJtad ul uoien|eAa UM
1nojuid wnioy dnolb 03 bunnsod

9OUDPIAD JUDWISSISSY AJIAnoe JuswIssassy P243A0D BLID}ID

SaI13}IAI}OR JudWISsasse djdwes



€T70Z P21IWIT uol3eonp3 uosiedd @ £T0C J9WIAON - T 9NSSI - uoijedyypads -
(400) Buluied) pue uopednp3 Ul 3L2YIMSD H [9AST DI LY UOSIedd

0€

uolejuasald oapIA
e 10 s9j0u ‘sapl|s se pajuasaid
3g p|nod ‘AjiAIR0E UBIIHM

*SpJoMm 000T-00S J0 Jodad e JO wi0) By3 Ul Seapl JNOA jJuasald

"Msel ayj anoge ob pjnom noA moy uiejdxa ‘30algns 3sijerpads
JINOA ul sse|d 31541} 943 104 pajjodud ‘siaulea] mau T Jo dnodb e Aq paoed

'SJ19Y30 40} Jpadsad pue unoineyaq ajelidoidde

Buizowoud pue juswuodiaus bulules| aaiuoddns pue ajes e bujuiejuiew
‘AJISI9AIp njeA pue Ajljenba buijowoud ‘spaau Jauded| |[enpiAlpul buijeaw
pue BuiAyiauapl Joj Ayjigisuodsad aAey noA ajod buluieay 1o buiyoeal JnoA ug

ze're
v'1TT

Aljua
|eudnol Juswdoj|anap |euosiad
10 pJodaJ bujuies| |enpiAlpul

AD |euosdiad pajepdn

uonduosap qor

9DUDIPIAD JUDWISSISSY

‘puelsiapun pue asjubodad 0] Juepodwi os ade bujuied
Jo Buiyoeay Jo syoadse asayy Jo yors Aym uie|dxa |eudnol aAI303142d INOA Ul

"SI9UJeI| JO SPISU |ENPIAIPUl BY) 399W 0} |BJJ9ad Jo sjulod e

S9|0J4 |euolssajoud J4ayjo pue 3joJd bulyoeal syl usamiaq sallepunoq e
s|euolssajold Jayjo yim bupjiom e

sanligisuodsal pue ajoJd buluiesy/buiyoeal ayy e

92130e4d JO SOP0OD JUBADIDL e

sjuswadinbai Aiojeinbaa pue uoize(siba| Jo sjoadse A e

:9pN|oul 03 9|04 |BUOISSDJ04d J9pIM BY] qIIDSDpP OS|e 3SnW NOA adualladxd
pue abpajmouy 3algns 03 uonippe ul -juedidde qol |eiauajod e Joeajje 03
uonesiuebio ue Agq usildm o9 ybiw 31 se uonduosap qol [espl INOA 33N

AJIAIROR JUDWISSISSY

celce're
pri'sr‘crtt

P243A0D BLID}ID




Suggested resource

Books

Beere ] - The Perfect (Ofsted) Lesson (Crown House Publishing, 2010)
ISBN 9781845904609

Gravells A and Simpson S - Planning and Enabling Learning in the Lifelong Learning
Sector (Learning Matters, 2010) ISBN 9781844457984

Petty G - Teaching Today: A Practical Guide, 4th Edition (Nelson Thornes, 2009)
ISBN 9781408504154 (supported by website materials available to download at
www.geoffpetty.com)

Powell S and Tummons - J Inclusive Practice in the Lifelong Learning Sector
(Achieving QTLS), 1st Edition (Learning Matters, 2011) ISBN 9780857251022

Wallace S - Teaching, Tutoring and Training in the Lifelong Learning Sector
(Achieving QTLS), 4th Edition (Learning Matters, 2011) ISBN 9780857250629

Wiliam D - Embedded Formative Assessment, 1st Edition (Solution Tree Press,
2011) ISBN 9781934009307

Journals and/or magazines

Times Educational Supplement - FE Focus

Websites

www.excellencegateway.org.uk Learning and Skills Improvement Service
(LSIS)

www.geoffpetty.com Geoff Petty online teaching resources

www.niace.org.uk The National Institute of Adult
Continuing Education (England and
Wales) (NIACE)

www.skillsfundingagency.bis.gov.uk Skills Funding Agency (SFA)
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Unit 2: Planning to Meet the
Needs of Learners in
Education and Training

Unit reference number: A/505/1189
QCEF level: 4
Credit value: 3

Guided learning hours: 15

Unit aim

The aim of this unit is to enable the learner to agree individual learning goals with
their students, to plan inclusive teaching and learning in accordance with internal
processes and external requirements, and to evaluate their own practice in
planning teaching and learning. It covers what expectations are in relation to the
minimum core in planning inclusive teaching and learning. In August 2003 FENTO
introduced the minimum core of language, literacy and numeracy for inclusion in all
post-16 teacher education programmes. Since September 2000 it has been
expected that initial teacher education programmes should equip all trainee
teachers to develop inclusive approaches to addressing the language, literacy and
numeracy needs of their learners.

This unit addresses issues underpinning the planning of learning and teaching from
the first point of contact with students, through initial and diagnostic testing.
Understanding the role of initial and diagnostic assessment will enable learners to
actively negotiate and record individual goals. This, in turn, will enable their
students to take increased responsibility for the learning process.

In all the units in this qualification there is a need to evaluate practice and involve
learners in the process in order to develop the best practice in teaching and
learning and to create opportunities to incorporate minimum core requirements.
This unit addresses the need to identify ways in which learning and teaching may
be improved to meet individual learner needs. This means that emphasis must be
placed on opportunities for learners to evaluate their own planning and preparation
of sessions that form part of their teaching practice.

Essential requirements

There are no special requirements for this unit, but it should be approached with a
consideration of the links between this unit and the others in the Certificate. In
particular, this planning unit must be developed through the delivering unit in order
to make the most effective use of evidence such as scheme of work and session
plans.
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Information for tutors

Delivery

To reflect the requirements of this unit the delivery approach should provide plenty
of opportunities for learner-centred activities — based around the development of
practical skills important in preparing and planning education and training. Because
there is a need for learners to understand the underlying principles there also
needs to be a balance between practice and tutor-led activities. Alternatively, this
can be developed through learner-centred approaches based on individual research.
Throughout the units in this qualification, learners will be developing skills,
knowledge and understanding. As part of this process, when analysing approaches
to teaching and learning, learners should be given opportunities to draw on their
experiences and those of their peers, as well as those of more experienced
practitioners. As learner responsibility is at the core of all the units, tutors should
use opportunities for teaching by example.

Although this unit does not require evidence of teaching practice it does give
learners the opportunity to select learning and teaching approaches from their own
context and share them with others from a range of contexts, reflecting different
curriculum or student needs. There are opportunities for individuals to provide
individual case studies and mini-presentations and so that there is a strongly
learner-centred approach to delivery. Centres should note that for this unit,
learners are required to review and analyse their choices and actions regarding
their programmes and plans for teaching practice. It is important to review and
build on what has been covered in previous units to avoid duplication and over-
teaching.

In promoting best practice, tutor delivery provides an opportunity to focus on
structuring schemes of work and session plans that avoid the narrative or scripted
approach. By focusing on learning rather than teaching, learners have the
opportunity to review different approaches. The tutor’s role can be viewed primarily
as a facilitator who exposes learners to a variety of planning, learning and teaching
approaches in order to allow individual learners to identify and develop strategies
that best meet the needs of their own curriculum, learners and context. For this
reason, wherever possible, delivery of the unit should be related to learners’ own
teaching situations, learners and experiences. To provide the required underpinning
knowledge, learners should be actively challenged to question the validity of their
approaches

Tutor delivery should help inform both individual practice and group learning by
complementing the case studies or mini-presentations being considered by
learners. It should also help in the delivery of underpinning principles to support,
rather than lead, learner input. It is important to emphasise how this unit links with
current professional standards and learners should discuss the issues raised by the
unit content formally and informally. Learners should use assessment tools to help
them evaluate their performance as a teacher, identifying opportunities for
improvement.

Delivery should provide essential links to all other units in the Certificate so that
learners can see the process of education and training as a whole. Evidence
identified through one unit can be developed through all the others for example a
scheme of work and session plans developed in this unit that includes assessment
opportunities and resources from other units, is delivered and observed through
teaching practice.
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Learning activities

At the beginning of the unit, time should be spent discussing learning and
assessment activities, including the links between units, the use of teaching
practice as part of the learning process and the use of evidence from the
workplace.

Learning outcome 1

It should be possible to draw on learners’ experiences for the purposes of initial and
diagnostic assessment. Reviewing initial and diagnostic assessment approaches
such as learning or training needs analysis (LNA/TNA), key skills or minimum core
and specialised testing could be the basis of whole-group discussion on the role and
methods used for initial and diagnostic assessment in different contexts. Learners
can carry out an individual initial assessment activity based on what centres
currently use as a learning styles questionnaire (for example such as Honey and
Mumford, the VARK test or the Multiple Intelligences questionnaire) and compare
the results from at least two different tests. Following completion of the individual
activity, whole-group discussion with tutor input could be used to highlight the
value of initial and diagnostic assessment to session planning and identifying
learner needs. This is important as it helps learners recognise that not everyone
views learning in the same way they do.

Learning outcome 2

Each member of the group selects and prepares a presentation on one teaching
method used with their students. Each individual explains underlying principles, for
example Kolb (activity, reflection, research, planning) Bloom (knowledge, attitude,
skill), and how these have informed their choice of method. They then provide at
least one example or case study to demonstrate how the selected method has been
adapted to meet a specific, individual learning need. A whole-group review of
presentations should be followed by discussion in order to transfer learning for use
in session planning.

These activities should then be summarised by the tutor, with the addition of any
important aspects not covered by the group.
Learning outcomes 2 and 3

Tutors can demonstrate the qualities of a scheme of work through teaching by
example, using the Certificate programme as a case study for a scheme of work.
Learners can be provided with the awarding organisation’s requirements. The tutor
presentation can be used to explain how the requirements are converted into a
realistic programme that meets the requirements for content and timing. It should
also mention alternative, more flexible, approaches that aid accessibility such as
distance learning or blended learning models. Similarly, session plans can be based
on an example from the Certificate programme session plans as a case study.

A basic structure is usually created with:

e aims and objectives

e timings

e subject or technical knowledge and skills content
e a variety of learning and teaching activities

e resources

e assessment opportunities (and minimum core)

e session evaluation.
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Along with aims and objectives, most session plans include a section to identify any
special requirements of the group or individuals where the plan may need to be
adapted to highlight examples of good practice.

An example would be a small-group activity using the minimum core documents:
learners divide into four groups; each group prepares an activity (lasting no more
than 10 minutes) that could be included in a session plan for one of the minimum
core areas (one for language, one for literacy, one for numeracy and one for ICT).
Tutors can provide an appropriate level of challenge by selecting a core area that
the group has not already covered, for example numeracy, but care should be
taken to ensure all areas are covered. Groups should then be paired and the
activity should be actively tested on the partners. Outcomes are fed back through
small groups to the whole group. This activity should be followed by tutor-led
discussion, exploring opportunities for incorporating minimum core into the
planning of learning and teaching (following on from discussions on session
planning). Using appropriate minimum core documents (key skills/functional
skills/basis skills) individuals prepare an activity to include in one prepared session
plan.

Learning outcomes 1, 2 and 3 - In observed teaching practice learners have the
opportunity to show their use of the outcomes of appropriate methods of initial and
diagnostic assessment with students, including negotiating and recording individual
learning goals with students. Learners should provide examples of individualised
teaching and learning programmes. These could be for example:

e a scheme of work to cover teaching practice (or equivalent to reflect specialist
requirements) that meets the needs of all learners and relevant curriculum
requirements

e a minimum of three session plans, including elements of the minimum core,
that are observed as part of the Certificate programme requirements.

Learning outcome 4

This requires learners to evaluate their practice and identify areas for improvement.
To be able to do this effectively, learners need tutor guidance and, at least initially,
be given with quite structured activities. Not all learners are automatically
‘reflective’ and these need at least the basic tools if they are to be expected to
produce something useful from the activity. A useful activity is for individuals to be
required to provide peer feedback on a microteaching activity so that they can then
structure their self-assessment in a similar way. This can then be developed further
through a reflective journal, where learners evaluate their practice in planning
inclusive learning and teaching. In pairs they review their practice and analyse
ways to improve it.

Assessment

The centre will devise and mark the assessment for this unit. Learners must meet
all assessment criteria to pass the unit. Learners need opportunities to demonstrate
evidence at the appropriate level. Extended writing showing a range of research
areas and Harvard referencing, should be used to support evidence from practical
teaching activities.
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It is possible to use the individual learning record approach to assessment and,
with the addition of a single piece of extended writing, develop and demonstrate
the level of understanding required for this unit. It is important that learners have
enough opportunities to demonstrate their ability to expand ideas and develop their
understanding through undertaking sufficient background research. This relates
particularly to the underpinning knowledge required to make initial and diagnostic
assessment meaningful when analysis is required in the assessment criteria.

Learners’ research should inform their understanding of the principles of inclusive
learning and learning styles and how this informs their choice of teaching methods.
It should link to the practical teaching activities.

Assessment activities

Sample suggested assessment activities that cover the assessment criteria are
given on the following pages. They are for guidance only and it is recommended
that centres either adapt given suggestions to meet local needs and resources or
write their own assessments.
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Suggested resource

Books

Beere ] — The Perfect (Ofsted) Lesson (Crown House Publishing, 2010)
ISBN 9781845904609

Petty G - Teaching Today: A Practical Guide, 4th Edition (Nelson Thornes, 2009)
ISBN 9781408504154 (supported by website materials at www.geoffpetty.com)

Powell S and Tummons J — Inclusive Practice in the Lifelong Learning Sector
(Achieving QTLS), 1st Edition (Learning Matters, 2011) ISBN 9780857251022

Roffey-Barentsen J and Malthouse R - Reflective Practice in the Lifelong Learning
Sector (Achieving QTLS), 1st Edition (Learning Matters, 2009)
ISBN 9781844451845

Wallace S — Teaching, Tutoring and Training in the Lifelong Learning Sector
(Achieving QTLS), 4th Edition (Learning Matters, 2011) ISBN 9780857250629

Journals and/or magazines

Times Educational Supplement — FE Focus

Websites

www.excellencegateway.org.uk Learning and Skills Improvement Service
(LSIS) Excellence Gateway

www.ifl.ac.uk Institute for Learning (IFL)

www.geoffpetty.com Geoff Petty online teaching resources

www.niace.org.uk The National Institute of Adult
Continuing Education (England and
Wales) (NIACE)

www.skillsfundingagency.bis.gov.uk Skills Funding Agency (SFA)
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Unit 3: Delivering Education
and Training

Unit reference number: M/505/1022
QCF level: 4
Credit value: 6

Guided learning hours: 24

Unit aim

The aim of this unit is to enable learners to use inclusive teaching and learning
approaches in accordance with internal processes and external requirements, to
communicate with students and to evaluate their delivery practice. The unit gives
learners, understanding of how technology can enhance teaching and learning, and
covers expectations in relation to the minimum core in delivering inclusive teaching
and learning.

The unit is largely practical and learning outcomes are assessed through teaching
practice, and evaluation of that practice. Learners can use a previously devised
scheme of work and associated session plans to create a purposeful and inclusive
learning and teaching environment. Learners will need to demonstrate ways in
which their practice reflects the range of skills, knowledge and understanding
associated with an inclusive approach to learning and teaching. Learners must have
the opportunity to demonstrate their understanding, in a practical context, of what
is required to create a purposeful learning and teaching environment that meets
the needs of all. They also need to understand the internal processes and external
requirements associated with their subject and context.

While delivering teaching and learning, learners will need to have the opportunity to
demonstrate and review ways to improve their communication skills and give their
students opportunities to address aspects of the minimum core. The unit enables
learners to explore the use, benefits and limitations of technology as a medium to
enhance learning and teaching. It is important that learners have the opportunity to
undertake research that can be used in analysing their practice.

Essential requirements

For this unit, centres need to ensure that all learners have the required access to a
minimum of 30 hours of teaching practice. Simulation is not permitted as an
alternative. To be eligible for the award of credit for this unit learners must be able
to provide evidence of a minimum of three observations of their teaching that meet
the required standard of practice, e.g. Ofsted grade 2. For the teaching
observations each learner must have access to appropriately qualified and
experienced observers, who must complete a written report for each observation
(each of a minimum of one-hour session or equivalent).
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Information for tutors

Delivery

This is a practical unit where learners have the opportunity to explore the need for
inclusive approaches to delivery and develop independent strategies to actively put
them into practice through their practical teaching activities. To this end it is
important for the key aspects of effective delivery to be dealt with at an early stage
so tutor and learners have the opportunity to discuss different approaches to
teaching and learning which can then be applied to their specialist areas. It is
important to focus on individual practice in delivering learning and teaching through
researching aspects that impact on education and training. For this reason this unit
should be introduced early in the qualification, allowing learners to contribute more
from their own experiences.

The unit should focus on assessing the effectiveness of a scheme of work and
session plans, produced for the planning unit, when put into practice through
teaching and learning activities and observed teaching practice sessions. Learners
need opportunities to demonstrate and develop their understanding of the
underpinning theory and knowledge for learning and teaching. The requirement for
teaching practice means all learners have the opportunity to provide their own case
studies and mini-presentations based on their own practice and context. They
should be able to compare their approaches with those of other members of the
group. Delivering learning to peers allows learners to try different approaches in a
safe environment. It also enables greater flexibility in delivery. This can contribute
significantly to building individual self-confidence and encourages learners to share
experiences and consider a more interactive approach in the delivery of their own
sessions.

The communications aspect of this unit is suited to tutor delivery, where learners
need to understand the significance of their own use of communications when
delivering their sessions. This is crucial in helping learners to identify ways to
improve their communication skills and to address requirements for minimum core
language and literacy. In contrast, the use of technology in delivering learning and
teaching might most effectively be drawn from learners’ own activities. Learners
often understand the nature of the specific technology required for the delivery of
their subject and are usually up to date with developments in technology relevant
to their own context.

As this unit relates to the delivery of learning and teaching, it is possible to involve
learners in negotiating delivery methods and approaches to suit their needs and
contexts. In this way, learners actively engage in creating their own purposeful,
inclusive learning and teaching environment. It is important to emphasise links with
current professional standards, discussing the issues raised by the unit content,
both formally and informally. This will help learners to use assessment tools to
evaluate their performance as a teacher and identify opportunities for improvement
of their delivery of learning and teaching.

Learning activities have been included in this unit as guidance, for use with the
suggested assessment activities. They demonstrate one way of planning the
delivery and assessment of this unit. The learning activities suggested for this unit
include tutor-led discussions and presentations, whole-group discussion, individual
learner presentations and teaching practice. Tutors need to link their planning for
this unit to the other units in the qualification to ensure an integrated or holistic
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approach. When introducing the unit, time should be given to discussion of the
learning and assessment activities, along with the links between the units, the use
of teaching practice as a part of their own learning process and overlapping
evidence from the workplace.

Learning outcomes 1 and 4

Individual, pre-prepared mini-presentations, based on evaluation of own practice in
delivering one of the prepared session plans. Each learner reviews their choice of
learning and teaching activities and research in relation to their curriculum
requirements (including assessment and minimum core) and the needs of their
students. Presentations should be followed by whole-group discussion on issues of
inclusion and specific problems encountered in practice. This could be done in
conjunction with a tutor presentation, summarising learning in order to improve
practice. This should be used as an opportunity for 1:1 tutorials to follow the
presentations and check progress on portfolio building, to update records of
observations and teaching practice hours and to update action planning.

Tutor-led discussion on what makes an inclusive learning environment. Tutor
should steer the discussion from the generic to the specific. ‘Show and tell’ activity
in small groups, comparing the design of session plans using one example taken
from teaching practice (possibly based on suggested planning format using Kolb’s
activity, reflection, research, planning and Bloom’s knowledge, attitude, skill where
appropriate). Links discussed to specific curriculum, environment and learner
needs. Tutor-led discussion on the feedback from the ‘show and tell” activity,
including ways in which requirements for the minimum core can be incorporated
into the delivery of learning and teaching in order to use naturally occurring
opportunities for developing skills in language, literacy, numeracy and ICT. A tutor
summary could then focus on approaches to effective group management and
different approaches to engage learners.

Learning outcomes 2 and 5

Tutor presentation to cover the basic principles of effective communication,
including verbal and written, body language, information communication
technology, communication as a two-way process and appropriate to the audience.
Individual SWOT (strengths, weaknesses, opportunities, threats) analysis to review
individual communication skills, followed by whole-group discussion, to share
findings and consider ways in which skills could be improved. Whole-group
discussion is useful to review individual practice in communicating with other
learning professionals to meet learner needs and encourage progression, from
experiences through teaching practice.

Learning outcome 3

Individual mini-presentations drawing on learner’s experiences through teaching
practice to identify the technology used in specific contexts along with the benefits
and limitations of using technology in learning and teaching. Following each
presentation there should be opportunities for questions and answers along with
examples to share with the group. This could be followed by a display of technology
used by the group members with an opportunity for informal ‘show and tell’, and
discussions between interested parties to explore possibilities for adapting to
different contexts. It is recommended that the technology display is carried out as
an informal activity so that learners are able to focus on the types of technology
they find particularly interesting or relevant.
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An alternative delivery approach could be to set up a ‘marketplace’ activity where
each individual brings an example of the use of technology from their practice and
displays it to other members of the group. Learners should be able to circulate to
get an idea of the different uses of technology and come together for a whole-
group discussion with tutor input at the end.

Learning outcomes 1, 2, 4 and 5

Teaching practice activities — as part of their schemes of work and a minimum of
three observed sessions, learners should:

e create an inclusive teaching and learning environment
e use learning and teaching activities to meet curriculum requirements

e provide opportunities for students to practise their literacy, language, numeracy
and ICT skills

e use communication methods and media to meet the needs of all students

e communicate with other learning professionals to meet student needs and
encourage progression

e apply minimum core elements in delivering lifelong learning
e review the effectiveness of their use of inclusive learning and teaching
approaches in meeting the needs of all students.

Assessment

The centre will devise and mark the assessment for this unit. Learners must meet
all assessment criteria to pass the unit.

The learning outcomes for this unit must be assessed in a teaching and learning
environment. Simulation is not permitted. The required practice should be in the
appropriate context - either with groups, individuals or a combination of both.
Observations of learners’ practice can be formative and summative.

This unit relates to the delivery of learning and teaching and the appropriate
assessment criteria should be based on evidence from teaching practice. Examples
of evidence may come from:

e the teaching practice portfolio to cover the requirements of teaching practice,
scheme of work and a minimum of three observed sessions - complete with
examples of resources, assessment and minimum core materials

o feedback records, including tutor observation reports, record of professional
discussion, peer feedback forms and student feedback

e personal development record, or reflective journal, to record personal
observations and learning

e research and development of understanding through detailed analysis in
extended written assignments - referenced in keeping with Level 4
requirements.

Additional portfolio documentation can include:

e key documentation, for example organisation, awarding organisation, vocational
body

e curriculum or course documentation
e course handbook

e witness statements when not part of the teaching observation requirements.
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It is important that learners are given opportunities to demonstrate evidence at the
appropriate level, therefore written activities must be included to address the
requirements for analysis as at Level 4. Evidence is required of individual research,
referencing and extended writing. Learners should be given a challenge in the
assessment, being required to draw evidence from a variety of sources and provide
clear links between practice and theory, including reference to underpinning
knowledge.

Assessment activities

Suggested outline assessment activities are given on the following pages. They are
for guidance only. It is recommended that centres adapt the Pearson assignments
to meet local needs and resources or write their own assignments. It is important
to provide sufficient assessment guidance to enable learners to provide adequate
evidence.
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Suggested resource

Books

Beere ] — The Perfect (Ofsted) Lesson (Crown House Publishing, 2010)
ISBN 9781845904609

Petty G - Teaching Today: A Practical Guide, 4th Edition (Nelson Thornes, 2009)
ISBN 9781408504154 (supported by website materials at www.geoffpetty.com)

Powell S and Tummons J — Inclusive Practice in the Lifelong Learning Sector
(Achieving QTLS), 1st Edition (Learning Matters, 2011) ISBN 9780857251022

Roffey-Barentsen J and Malthouse R - Reflective Practice in the Lifelong Learning
Sector (Achieving QTLS), 1st Edition (Learning Matters, 2009)
ISBN 9781844451845

Wallace S — Teaching, Tutoring and Training in the Lifelong Learning Sector
(Achieving QTLS), 4th Edition (Learning Matters, 2011) ISBN 9780857250629

Journals and/or magazines

Times Educational Supplement — FE Focus

Websites
www.excellencegateway.org.uk Learning and Skills Improvement
Service (LSIS) Excellence Gateway
www.ifl.ac.uk Institute for Learning (IFL)
www.iboard.co.uk Interactive activities
www.geoffpetty.com Geoff Petty online teaching resources
www.niace.org.uk The National Institute of Adult
Continuing Education (England and
Wales) (NIACE)
www.skillsfundingagency.bis.gov.uk Skills Funding Agency (SFA)
www.teachers-direct.co.uk Resources for interactive quizzes
www.tes.co.uk TES teaching resource ideas
Pearson BTEC Level 4 Certificate in Education and Training (QCF) - 57

Specification - Issue 1 - November 2013 © Pearson Education Limited 2013


http://www.geoffpetty.com/�
http://www.excellencegateway.org.uk/�
http://www.geoffpetty.com/�
http://www.niace.org.uk/�
http://www.skillsfundingagency.bis.gov.uk/�

Unit 4: Assessing Learners in
Education and Training

Unit reference number: F/505/1025
QCF level: 4
Credit value: 6

Guided learning hours: 24

Unit aim

This unit aims to enable learners to use different types and methods of assessment,
to conduct and record assessment and to evaluate their assessment practice. The
unit covers expectations relating to the minimum core when assessing students.

Learners will be expected to communicate assessment information to other relevant
professionals in the appropriate way to evaluate their assessment practice and to
look for ways to improve it.

While this unit requires the use of different types and methods of assessment it is
important that learners demonstrate an understanding of the underlying principles
to support choices made. The approaches selected need to promote student
involvement in the assessment process, such as through self-assessment and peer
assessment, to provide evidence that is valid, reliable, sufficient, authentic and
current in order to promote learning.

The learner must also understand the principles behind the assessment of specific
learning programmes, which need to meet both internal and external requirements.
This helps to ensure that accurate information is available about subject-related
achievement understanding this information should be shared with students and
those with a legitimate interest in student achievement. The unit requires a review
of ways in which assessment can address the minimum core elements, creating
opportunities to assess language, literacy, numeracy and ICT.

Essential requirements

As the planning and delivery of teaching practice should include opportunities to
check learning there is a requirement for an appropriately qualified and experienced
tutor to observe and assess practice in this unit. To be eligible for the award of
credit for this unit, a trainee teacher must be able to provide evidence of a
minimum of one observation of practice that has met the required standard.

Links should be made between this unit and all the other mandatory units that
make up the Certificate. This is to ensure that learners appreciate the role of
assessment in the learning process and the need to plan effective assessment into
all aspects of delivery. If learners have completed the Award links should also be
made to the unit ‘Understanding Assessment in Education and Training’ in order to
develop ideas already considered.
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Information for tutors

Delivery

Teaching practice gives learners opportunities to select assessment approaches from a
range of contexts, reflecting different curriculum or student needs when assessing. There
are opportunities for individuals to provide individual case studies and mini-presentations
to adopt a strongly student-centred approach to the delivery of this unit. Centres should
note that for this unit, learners are required to review and analyse their choices and
actions regarding their assessment methods for teaching practice, but it is important to
review and build on what has been covered in previous units to avoid duplication and
over-teaching.

Through designing, delivering and evaluating their assessment activities, learners will be
able to review the skills, knowledge and understanding that underpin assessment
practices and draw on their own experiences through their teaching practice. Learners
can be actively involved in testing and in interpreting the results in terms of the
implications for future assessment planning. It is essential that learners appreciate the
significance of their learning, both through teaching in the classroom and learning in the
workplace, to bring evidence from their experience and to contribute to the delivery of
the unit. It is also important, through sharing experiences, for each learner to
understand different approaches to assessment so that they can appreciate ways in
which they might adapt or develop their own assessment practice. It is particularly
important for learners to recognise that they need to incorporate assessment
opportunities and to check on understanding through all their teaching and learning
planning so their students become used to the assessment process, and the positive
impact of self and peer assessment, to become more confident and capable of
performing better. The process of check-and-correct should become an integral part of
all learning.

This unit should be delivered to focus on student-centred approaches based on individual
research and making use of the appropriate criteria and standards relating to learners'
specialist areas. Each individual should be encouraged to explore awarding organisation
websites for guidance on assessment and sample assessment materials or practice
assessments, which can be useful to their specialist area. There are also assessment
materials available online that can be used or adapted to develop different and
innovative approaches to assessment. Every effort should be made through the delivery
of this unit to actively engage learners in as many different forms of assessment as
possible so that assessment can be seen as a positive process rather than a potential
threat. Throughout the units in this qualification, learners will be developing skills,
knowledge and understanding, as part of this process, when analysing approaches to
assessment. They should be given opportunities to draw on their experiences, those of
their peers, and those of the more experienced practitioner. As learner responsibility is at
the core of all the units, tutors should use every opportunity to teach by example.

By focusing on learning rather than teaching, learners have the opportunity to review
different assessment approaches. The tutor’s role can be viewed primarily as a facilitator
who exposes learners to a variety of assessment and planning approaches in order to
allow individual learners to identify and develop strategies that best meet the needs of
their own curriculum, students and context. For this reason, wherever possible, delivery
of the unit should be related to learners’ own teaching situations, students and
experiences. To provide the required underpinning knowledge, learners should be
actively challenged to question the validity of their approaches and this should help
stimulate appropriate research required.
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Tutor delivery should help inform both individual practice and group learning by
complementing the case studies or mini-presentations being considered by
learners. It should also help in the delivery of underpinning principles to support,
rather than lead, learner input. It is important to emphasise how this unit links with
current professional standards, learners should discuss the issues raised by the unit
content both formally and informally. Learners should use assessment tools to help
them evaluate their performance as a teacher, identifying opportunities for
improvement.

Learning activities

Learning activities are provided as guidance for use with the suggested assessment
activities. They demonstrate just one way of planning the delivery and assessment
of this unit. The range of learning activities suggested for this unit include tutor-led
presentations, whole-group activities and discussion, small-group activities,
individual learner presentations and activities, and teaching practice. The
relationship of the different units in this qualification should be highlighted to
demonstrate the ways that assignments, activities and assessment evidence can
work across units. This holistic or integrated approach is especially important for
this unit so that learners appreciate how assessment activities need to been seen
as an essential part of the learning process and plan their teaching accordingly.

Introduction to unit

At the beginning of the unit, time should be given to discussing learning and
assessment activities, including the links between units, the use of teaching
practice as part of the learning process and the use of evidence from the
workplace. This ensures that the learners understand the nature of the evidence
they will be required to provide in order to achieve the unit, the opportunities for
cross-referencing to other units and the role of assessment in their own learning
process. Assessment timescales should also be addressed in this unit so that
learners develop skills that they should be able to apply to their own teaching
practice.

Learning outcome 1

Each member of the group selects and prepares a presentation on one assessment
method used with their students. Each individual explains the underlying principles
used for planning teaching and learning, for example Kolb (activity, reflection,
research, planning) and/or Bloom (knowledge, attitude, skill), and how these have
informed their choice of the specific assessment method. Each learner then
provides at least one example or case study to demonstrate how the selected
method meets a specific, individual learning need. A whole-group review of
presentations should be followed by discussion to transfer learning for use in
assessment planning.

These activities should then be summarised by the tutor, with the addition of any
important aspects not covered by the group and learners should draw up an
assessment methods ‘Strengths and Limitations Table’.

Rather than each member of the group choosing an assessment method - which
could lead to duplication - a range of methods can be offered for individuals to
select one that is most appropriate. This means there will be only one presentation
for each method so a wider range can be covered and this should encourage
initiative in researching methods in more depth - if learners know they will be
informing the understanding of their peers.
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Learning outcome 2

It is important in delivering this learning outcome that the broadest possible range
of information be covered. This information could be delivered by the tutor as a
presentation to identify the internal and external assessment requirements and
related procedures of learning programmes in general. This will ensure that
learners appreciate the influences and constraints affecting types of assessment
that the individual has no knowledge of. Learners will then have a better
understanding of the assessment process and how it operates in their context.

Alternatively, each learner could prepare a brief outline of the internal and external
assessment requirements for their specialist area and the associated sources of
support for managing assessment. Where a number of learners work in the same
area this could provide the opportunity for small group presentations. Time should
be allowed for group discussion and the tutor should provide guidance on all major
assessment requirements not covered by members of the group.

Learning outcome 3

Analysing ways in which minimum core elements can be demonstrated in assessing
learners provides a useful opportunity to revisit aspects of the minimum core dealt
with in other units. This allows for individual mind-mapping activities where
individuals can identify possible opportunities for generating naturally occurring
evidence from aspects of the minimum core that could be used in assessment. This
could be followed by whole-group discussion. The use of word storming or
cascading can allow the group to come up with different ways that aspects of the
minimum core can be covered through both formal and informal assessment
practices and by sharing this with peers examples can then be adapted for
individual practice.

Learning outcome 4

In a reflective journal, learners evaluate their own practice in planning assessment
in inclusive learning and teaching. In pairs they review their practice and analyse
ways to improve it.

Learning outcomes 1, 2 and 3

All learning outcomes in this unit are based on practical skills and the emphasis in
delivery should be on learners having the opportunity to practise these skills as part
of their teaching practice. Delivery should focus on preparing learners to
demonstrate the skills through their individual teaching practice to:

e use types and methods of assessment to meet the needs of individual learners
e carry out assessments in accordance with internal and external requirements

e implement the minimum core when assessing learners

evaluate own assessment practice.

In observed teaching practice, learners should have the opportunity to demonstrate
the outcomes of selected methods of assessment with students. The understanding
of the role of assessment in the learning process should be demonstrated through:

e a scheme of work to cover teaching practice (or equivalent to reflect specialist
requirements) which meets the specific assessment needs of all students and
relevant curriculum requirements

e a minimum of one session plan designed specifically to address assessment
requirements , including elements of the minimum core, which may form one of
the sessions observed as part of the Certificate programme requirements.
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Assessment

The centre will devise and mark the assessment for this unit. Learners must meet
all assessment criteria to pass the unit. Learners need to be given opportunities to
demonstrate evidence at the appropriate level. Extended writing, showing a range
of research areas, and Harvard referencing should be used to support evidence
from practical teaching activities.

It is possible to use the personal development record approach to assessment and,
with the addition of a single piece of extended writing, develop and demonstrate
the level of understanding required for this unit. It is important at Level 4 to ensure
that learners have enough opportunities to demonstrate their ability to expand
ideas and develop their understanding through undertaking sufficient background
research. This relates particularly to the underpinning knowledge required to make
initial and diagnostic assessment meaningful. Their research should inform their
understanding of the principles of inclusive learning, learning styles and how they
influence the choice of teaching methods. It should link to the practical teaching
activities.

Assessment activities

Suggested outline assessment activities are given on the following pages. They are
for guidance only. It is recommended that centres adapt the Pearson assignments
to meet local needs and resources or write their own assignments. It is important
to provide sufficient assessment guidance to enable learners to provide adequate
evidence.
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Indicative resource materials

Textbooks

Beere ] - The Perfect (Ofsted) Lesson (Crown House Publishing, 2010)

ISBN 9781845904609

Eastwood L — A Toolkit for Creative Teaching in Post-Compulsory Education,
1%t Edition (Open University Press, 2009) ISBN 9780335234165

Petty G - Teaching Today: A Practical Guide, 4th Edition (Nelson Thornes, 2009)

ISBN 9781408504154

Rogers ] - Adults Learning, 4th Edition (Open University Press, 2007)

ISBN 780335206773

Scales P — Teaching in the Lifelong Learning Sector, 1st Edition (Open University

Press 2008) ISBN 9780335222407

Journal

Times Educational Supplement - FE Focus

Websites

www.bis.gov.uk

www.businessballs.com
www.excellencegateway.org.uk
www.geoffpetty.com
www.iboard.co.uk
www.ifl.ac.uk

www.niace.org.uk

www.puzzlemaker.discovery
education.com

www.readabilityformulas.com
www.skillsfundingagency.bis.gov.uk
www.teachers-direct.co.uk
www.tes.co.uk

www.vital.ac.uk

Department for Business, Innovation
and Skills (BIS)

Educational resources

Excellence Gateway

Geoff Petty online teaching resources
Interactive activities

Institute for Learning

National Institute of Adult Continuing
Education (England and Wales)
(NIACE)

Word-search maker

Smog readability formula

Skills Funding Agency (SFA)
Resources for interactive quizzes
TES teaching resource ideas

Open University and Department for
Education Professional Development
Programme and resources
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Unit 5: Using Resources for
Education and Training

Unit reference number: L/505/1027
QCF level: 4
Credit value: 3

Guided learning hours: 15

Unit aim

The aim of this unit is to enable the learner to use resources in the delivery of
inclusive teaching and learning and to be able to evaluate that use. The unit covers
expectations regarding coverage of the minimum core when preparing and using
resources for inclusive teaching and learning.

The unit gives learners the opportunity to develop their understanding of the role
and importance of resources in planning and delivering in learning. It is important
that learners understand the principles behind developing resources promoting
equality and diversity as part of inclusive learning and teaching approaches. This
understanding will help learners identify where resources do not meet the needs of
all students and the benefits and limitations of the resources. The unit also
addresses the need to use resources to provide subject specific opportunities. This
will help to generate naturally-occurring evidence to cover aspects of the minimum
core in language, literacy, ICT and numeracy.

Essential requirements

This unit requires learners to undertake practice with individuals, groups or a
combination of both. Simulation is not permitted. Learners will need to be observed
and assessed in a teaching and learning environment and must be able to provide
evidence of a minimum of one observation of practice that has met the required
standard. Observations of the required practice can be formative and summative.
The learning outcomes must be assessed in a teaching and learning environment.
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Information for tutors

Delivery

Delivery of this unit should focus on individual research and learner presentations,
rather than on tutor input. This engages learners more directly in the learning
process and reflects the required expectations of the Certificate qualification. It also
involves learners in researching and preparing their own resource materials which
they can then use in portfolio building. Delivery should focus on practical
approaches that learners can develop through their own practice and build on.

It is essential that learners appreciate the practical links of this unit to the units
dealing with planning, delivering and assessing learning, so that resources can be
seen as an integral part of the learning process. Kolb’s experiential learning cycle
can assist with evaluating the role of resources in learning, and it would be useful
to extend this to include visual, auditory and kinaesthetic approaches as a means of
classifying resources. Delivery of this unit should extend learners’ understanding of
the importance of resources in promoting inclusive approaches as well as
integrating equality and diversity. This could be achieved through individual
research.

It is appropriate for learners to develop their skills through undertaking research
themselves and then using mini-presentations to feed back to other members of
the group. In this way, learners have to really review their resources in order to be
able to share them and their understanding, with their peers. This also allows
learners to build up teaching practice hours with groups of individuals, adopt
teaching strategies they might not use with their own students and receive peer-
and tutor-feedback. Using the internet should be encouraged for making effective
use of ICT in setting up forums or discussion groups to support the sharing of skills,
knowledge and experiences between members of the group, approaches that they
could consider using with their own students. This unit give learners opportunity for
teaching by example, using the examples of members of the group rather than the
single example of the course tutor!

Reflection and evaluation are very important in this unit. There are four main
opportunities for linking this to learning and teaching resources:

e self-evaluation as part of a formal session evaluation. There should be focus on
the effectiveness of resource use

¢ reflecting on own practice in using resources. This could be part of observation
feedback that follows observed teaching practice or simply reflecting on
resources used in delivering teaching and learning

e evaluation of information gained through research. The information should be
related to individual practice and context, with particular reference to issues of
equality and diversity

e evaluation of resources and approaches of other members of the group and
reviewing how they can be used to develop innovative approaches in own
practice

e personal reflection on practice, including using resources and ways to improve
own practice through an Individual Learning Review or other form of reflective
journal.
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This unit requires learners to research relevant issues around the design and use of
resources. The purpose of this is so that they develop an understanding of how
resources should be used to meet the needs of students. Learners should relate
their research to their practical experiences in order to make informed decisions
that can be used to develop their practice. The suggested delivery approaches for
this unit will enable learners to experience using a variety of resources from their
practice and from the practice of others in the group, it also gives them an
opportunity to adapt resources for different student needs.

Introduction to unit

Time should be given to tutor-led discussion of each of the assessment activities,
along with an explanation of the links between the units, the use of teaching
practice as a part of learners’ own learning processes and overlapping evidence
from the workplace.

Learning outcomes 1

While a small part of this learning outcome is knowledge based most of it relates to
individual teaching practice and this should be reflected in the delivery. It is
essential that emphasis is placed on the importance of combining actual examples
from practice with research in order to achieve the requirements of Level 4 in all
written work, whether this is an extended assignment or a reflective assignment,
which must include Harvard referencing and a bibliography.

The tutor could give a presentation summarising the need for specialist resources,
accommodation, equipment and aspects of suitability to the learning and teaching
of skills, knowledge or understanding. The tutor would highlight the need to
appreciate the quality of different resources in relation to different students and
contexts. This should be followed by:

e a tutor-led activity on the use of resources in the delivery of inclusive learning
and teaching

e a review of individual teaching practice using individual task sheets for each of
the selected resources (for example handouts, textbooks, slide shows,
equipment, intranet) as appropriate.

Learners use a rating scale to establish the value of resources in terms of key
aspects: adequate, fit for purpose, available when required, accessible to all,
engaging and stimulating for all students, appropriate to all students’ skills,
matching students’ knowledge levels, related to the rate at which students learn.

The tutor-led activity could be followed by a matching activity involving the whole
group. For example, cards are provided with an example or description of a
resource which then has to be placed under one of three headings: visual, auditory
or kinaesthetic learning styles. This is then followed by whole-group discussion of
choices and fitness for purpose.

A small-group activity could be used to address issues of diversity. A single
resource, for example a generic handout, is given to each of three groups. One
group makes the handout suitable for academic students, one group adapts it for
students with learning difficulties and one group for students whose first language
is not English. The activity should be followed by group feedback and discussion,
focusing on aspects such as suitable design, style and language in engaging
students.
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A presentation from a tutor or visiting speaker could explore the promotion of
student independence and the use of technologies that may not be generally
available to all students. Another presentation could explain ways to adapt material
resources to meet different student needs, for example changing background colour
for presentations or handouts, changing font type or size, adding or removing
images, varying style of presentation slides, offering alternative resources and use
of learning support.

Learning outcome 2

Outcomes relating to the minimum core, in the context of resources, can be met
through small-group work, where several groups each have an aspect of the
minimum core to tackle through developing an appropriate resource, these could
then be presented to the group and could lead to more general discussion.
Alternatively the SMOG readability test provides an excellent tool to challenge
understanding of written resources such as handouts, books and even PowerPoint
slides.

Learning outcome 3

Evaluation requires the individual to be given an opportunity to reflect and review
their own learning. It should, therefore, focus on an individual learning log -
informed by feedback from observer, peers and learners.

Using classroom delivery, an approach would be to use individual research
undertaken by learners who select and analyse examples from their own teaching,
demonstrating their understanding of the benefits and limitations of resources in
the delivery of inclusive learning and teaching.

Learners prepare and deliver a mini-presentation on their selected example of a
good resource (for individual students and subject) and explain the use and
benefits. They then contrast this with their selected example of a poor resource. It
is important that the mini-presentation is supported by findings from the learner’s
own research in the area of delivering inclusive learning and teaching. This could be
followed by an explanation of how to adapt specific resources to meet the needs of
different students and models. The presentation could include, for example,
adapting a paper-based resource with the aid of ICT. This would help learners to
review their practice in using resources to meet the needs of students, as well as to
explore alternative approaches to the use of resources.

Following the presentations, a whole-group discussion and tutor summary could
highlight aspects that may have been overlooked, for example resource impact,
stimulation, cost effectiveness, currency, overuse. Referring to examples from their
practice and mini-presentation, individual learners could then analyse ways to
improve their practice in using resources to meet the needs of all students,
including the use of a resource to focus on learning rather than teaching as a
means of improving individual practice.

Assessment

These activities will contribute to portfolio building for this unit. To support evidence
of examples of resources, learners could also include:

e |earner self-assessment, for example a personal development record, reflective
journal or the reflective elements of mini-presentations and group activities

e peer assessment, for example peer feedback following mini-presentations

e self-evaluation (as a part of teaching practice evaluation)
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e tutor/observer record of feedback, focusing on the use of resources as a part of
the delivery of learning and teaching

e witness statements where the use of resources has been observed, though not
as part of the teaching observation requirements

e record of professional discussion linked specifically to the resourcing of learning.

In addition to written assignments, it is essential that individual learners keep
samples of resources used in planning and delivery in their teaching practice
portfolio.

Learning activities are provided as guidance for use with the suggested assessment
activities. They demonstrate just one way of planning the delivery and assessment
of this unit. The range of learning activities suggested for this unit includes tutor
presentations and small-group, whole-group and individual activities. Centres may
wish to approach assessment by integrating the theory with the practical
assessment for each individual unit or as a single, holistic, integrated activity
covering the core units. The learning activities suggested on the following pages,
follow the single-unit approach but are designed to combine with other units, to
form a continuous programme. While the delivery of this unit may take place over a
defined timescale, the generation of evidence is ongoing throughout delivery of the
units in the Certificate qualification through teaching practice and the generation of
a teaching practice portfolio. Tutors could undertake a review halfway through the
course or between the core and optional units.

The centre can devise and will mark the assessment for this unit. Suggested
activities cover the assessment criteria and are for guidance but can be adapted to
meet local needs.

Assessment activities

Suggested outline assessment activities are given on the following pages. They are
for guidance only. It is recommended that centres adapt the Pearson assignments
to meet local needs and resources or write their own assignments. It is important
to provide sufficient assessment guidance to enable learners to provide adequate
evidence.

It is important for the learner to draw evidence from a variety of sources and
provide clear links between practice and theory through including reference to
underpinning knowledge.

The activities should include reference to the resources adapted for a specific
student and the resources adapted using ICT. Learners should review the steps
they now need to take to improve their own practice in using resources for inclusive
learning and teaching.
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Suggested resource

Books

Beere ] - The Perfect (Ofsted) Lesson (Crown House Publishing, 2010)

ISBN 9781845904609

Eastwood L — A Toolkit for Creative Teaching in Post-Compulsory Education —
1% Edition (Open University Press, 2009) ISBN 9780335234165

Petty G — Teaching Today: A Practical Guide — 4th Edition (Nelson Thornes, 2009)

ISBN 9781408504154

Rogers J - Adults Learning, 4th Edition (Open University Press, 2007)

ISBN 780335206773

Scales P — Teaching in the Lifelong Learning Sector — 1st Edition (Open University

Press, 2008) ISBN 9780335222407

Journals and/or magazines

Times Educational Supplement - FE Focus

Websites

www.bis.gov.uk

www.businessballs.com
www.excellencegateway.org.uk
www.geoffpetty.com
www.iboard.co.uk
www.ifl.ac.uk

www.niace.org.uk

www.puzzlemaker.discovery
education.com

www.readabilityformulas.com
www.skillsfundingagency.bis.gov.uk
www.teachers-direct.co.uk
www.tes.co.uk

www.vital.ac.uk

Department for Business, Innovation
and Skills (BIS)

Educational resources

Excellence Gateway

Geoff Petty online teaching resources
Interactive activities

Institute for Learning

National Institute of Adult Continuing
Education (England and Wales)
(NIACE)

Word-search maker

Smog readability formula

Skills Funding Agency (SFA)
Resources for interactive quizzes
TES teaching resource ideas

Open University and Department for
Education Professional Development
Programme and resources
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13 Further information and useful publications

To get in touch with us visit our ‘Contact us’ pages:

e Pearson Edexcel: www.edexcel.com/contactus

e Pearson BTEC: www.btec.co.uk/contactus

e Pearson Work Based Learning: www.pearsonwbl.com/contactus

e Books, software and online resources for UK schools and colleges:
www.pearsonschools.co.uk/contactus

Other sources of information and publications available include:
e Pearson Equality Policy
e FEdexcel Information Manual (updated annually)

e Reasonable Adjustment and Special Considerations for BTEC and Edexcel NVQ
Qualifications

e Recognition of Prior Learning Policy
e Quality Assurance Handbook (updated annually)

Publications on the quality assurance of Pearson BTEC qualifications are available
on our website at www.edexcel.com/quals/BTEC/quality/Pages/documents.aspx

Our publications catalogue lists all the material available to support our
qualifications. To access the catalogue and order publications, please go to
www.edexcel.com/resources/Pages/home.aspx

Additional resources

If you need further learning and teaching materials to support planning and
delivery for your learners, there is a wide range of BTEC resources available.

Any publisher can seek endorsement for their resources, and, if they are successful,
we will list their BTEC resources on our website at: www.edexcel.com/resources

88 Pearson BTEC Level 4 Certificate in Education and Training (QCF)
- Specification - Issue 1 - November 2013 © Pearson Education Limited 2013


http://www.edexcel.com/contactus�
http://www.edexcel.com/quals/BTEC/Pages/Contactus.aspx�
http://www.pearsonwbl.com/contactus�
http://www.pearsonschools.co.uk/contactus�
http://www.edexcel.com/quals/BTEC/quality/Pages/documents.aspx�
http://www.edexcel.com/resources/Pages/home.aspx�
http://www.edexcel.com/resources�

14 Professional development and training

Pearson supports UK and international customers with training related to Pearson
BTEC qualifications. This support is available through a choice of training options

offered in our published training directory, or through customised training at your
centre.

The support we offer focuses on a range of issues, including:

e planning for the delivery of a new programme

e planning for assessment and grading

e developing effective assignments

e building your team and teamwork skills

e developing learner-centred learning and teaching approaches
e building functional skills into your programme

e building in effective and efficient quality assurance systems.

The national programme of training we offer is on our website at:
www.edexcel.com/training. You can request customised training through the
website or you can contact one of our advisors in the Training from Edexcel team
via Customer Services to discuss your training needs.

BTEC training and support for the lifetime of the qualifications

Training and networks: our training programme ranges from free introductory
events through sector-specific opportunities to detailed training on all aspects of
delivery, assignments and assessment. We have designed our new network events
programme to allow you to share your experiences, ideas and best practice with
other BTEC colleagues in your region. Sign up to the training you need at:
www.btec.co.uk/training

Regional support: our team of Curriculum Development Managers and Curriculum
Support Consultants, based around the country, are responsible for providing
advice and support in centres. They can help you with planning and curriculum
developments. If you would like your Curriculum Development Manager to contact you,
please get in touch with your regional office on: 0844 463 2535.

Your Pearson BTEC support team

Whether you want to talk to a sector specialist, browse online or submit your query
for an individual response, there’s someone in our Pearson BTEC support team to
help you whenever - and however - you need:

e Subject Advisors: find out more about our subject advisor team - immediate,
reliable support from a fellow subject expert - at:
www.edexcel.com/subjectadvisors

o Ask Edexcel: submit your question online to our Ask Edexcel online service
www.edexcel.com/ask and we will make sure your query is handled by a subject
specialist.
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Annexe A - Observation Recording Requirements

Teaching practice observations within the Pearson BTEC Level 4 Certificate in
Education and Training should be appropriately spaced throughout the whole
programme and take into account the learner’s progress. LSIS guidelines
recommend that trainee teachers should be able to achieve teaching of a ‘good’
level (ie Ofsted grade 2) by the end of the programme. For further details see the
LSIS Excellence website: www.excellencegateway.org.uk/node/64.

Pearson BTEC Level 4 Certificate in Education and Training (QCF)

The requirements for observations of teaching practice for this qualification are a
minimum of three observations, totalling a minimum of three hours. Any single
observation must be a minimum of half an hour. The requirement is that at least
one hour of observed and assessed practice, linked to the mandatory units, should
demonstrate at least grade 2 characteristics.

As grading of observations can be viewed as intimidating by learners, grading
should only be used latterly in the programme. This allows learners time to practice
and develop skills. If learners fail to demonstrate at least grade 2 characteristics, a
further observation will be required, once appropriate feedback and support has
been given.

Please find summaries of the Ofsted grading criteria on the following pages. Forms
to use for observations are in Annexe B.
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Annexe B - Graded observation pro-forma

Teaching Practice Observation Pro forma

Graded Feedback

Learner Observer
Name Name
Learning Number Date
Group of
learners
Location Session....... (o] . Start Finish
time time

Specific issues to be
addressed in
differentiation

SESSION PREPARATION AND PLANNING APPROPRIATE SESSION PLAN EVIDENCE

Aims/ learning outcomes to suit 1 2 3 4
specialist content/scheme of work

appropriate teaching/ learning 1 2 3 4
methods for skills/ knowledge

Variety of teaching approaches and 1 2 3 4
learning styles/ needs

Identifying inclusive learning activities 1 2 3 4
for differentiation

Planning for resources and materials 1 2 3 4
including ICT

Opportunities for assessment/ 1 2 3 4

feedback to support learning

Appropriate timings/organisation of 1 2 3 4
content, including summary

Opportunities for Core Curriculum/ 1 2 3 4
Functional or key skills

96 Pearson BTEC Level 4 Certificate in Education and Training (QCF)
- Specification - Issue 1 - November 2013 © Pearson Education Limited 2013



TEACHING AND LEARNING STRATEGIES — APPROPRIATE TO SPECIALIST AREA

AND LEARNERS’ NEEDS

Room and resources made ready for 1 2
the start of the session

Aims/objectives shared with learners 1 2
through intro/continuity

Appropriate attitude towards learners 1 2
and awareness of needs

Variety and pacing to suit skills and 1 2
knowledge of specialist area

Communications to suit learners - 1 2
voice, gesture and use of language

Learners actively involved, engaged 1 2
and motivated throughout

Variety of activities to allow for 1 2
differentiation ie group/individual

Specialist subject knowledge and skills 1 2
current and sound

Appropriate use of writing board, flip 1 2
chart, active-board

Teaching resources used appropriately 1 2
to stimulate and engage

Learning resources used to actively 1 2
engage and empower learners

Strategies appropriate to manage the 1 2
learning environment

Visual resources clear, appropriate 1 2
level, language, quality

Learners themselves used as resource, 1 2
e.g. group work

Appropriate use of new technologies in 1 2
teaching and learning to motivate

Awareness of health and safety issues/ 1 2
risk assessment

ASSESSMENT OF LEARNING, LEARNING CHECKS
Learners provided with appropriate 1 2
guidance on assessment

Tutor assessment of learning 1 2
appropriate to subject/learners

Variety of questioning appropriate to 1 2
all learners and context

Learners are involved in appropriate 1 2
level of self/peer assessment

Learning checks to allow for inclusion 1 2
and differentiation

Assessment appropriate to 1 2
assessment/ performance criteria

Learners provided with appropriate 1 2
feedback identifying goals

Assessment fair, un-biased and 1 2

subject specific

Pearson BTEC Level 4 Certificate in Education and Training (QCF) -
Specification - Issue 1 - November 2013 © Pearson Education Limited 2013
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LEARNER RESPONSE, ENGAGEMENT AND MOTIVATION

PERSONAL EVALUATION

Positive rapport to encourage respect 1 2 3
and trust in learning

Appropriate level of challenge to suit 1 2 3
students, specialism

Appropriate level of participation, 1 2 3
attention and interest

Appropriate attitude towards learners 1 2 3
to empower

Learners respond in way that indicates 1 2 3
needs are being met

Opportunities for differentiated 1 2 3
learning

Awareness of needs for inclusion and 1 2 3
addressing disabilities

Positive class atmosphere/attitude to 1 2 3
subject/learning

OVERALL OBSERVER FEEDBACK

Pearson BTEC Level 4 Certificate in Education and Training (QCF)
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POSSIBLE AREAS FOR DEVELOPMENT/ STRATEGIES TO THINK ABOUT ‘

Qualified Observer Learner/Name/

Name/Responsibilities Role

Observer Learner

Signature Signature

Pearson BTEC Level 4 Certificate in Education and Training (QCF) - 99

Specification - Issue 1 - November 2013 © Pearson Education Limited 2013



£T0Z PRIWIT UoiRedNp3 uosiead @ E£T0Z JoqUISAON - T SNsSI - uonedyads -

(400) Buluied) pue uopednp3 Ul 3L2YIMSD H [9AST DI LY UOSIedd 00T

SaIIAIPY slIDis/abpajmou)] b

S$)oayd buluiea] sajIAlRoe bululed Jayoea| juajuod/oidoy | uwil

sanunjioddo
SIIDIs
Jeuonduny
/slivis A3

uoIjeIjuUDIDYIP 10) SPO3N UOISSOS 10j) A1BSS229U S9D1N0SdY
J9yoeal/ioiny/Jauiel | uoijedo

dnouap

ajea Joquinu uoissas Buiuies

VWY Od Odd NV1d NOISS3S

ew.o) oid uejd uoissas - D axauuy



€707 Pa)IWwI] uoi3edNp3 Uuosiead @ €707 J9qWIAON - T 9nsSSI — uoiedlynads
10T - (400) Bulutes] pue uonednp3 ul 33e21BD p [9AST DI LG UOSiesd

SOIAIDY | S|Injs/a6pajmou) b

S)o3Yd Huiuiean sa1IAIDe buludean dayoea] juajuod/oido] | ulwil




€707 Pa}IWI] Uuoi3edNP3 UoSIedd @ E£T0Z I9GWSIAON - T 9NSSI — uofjedydads -
(400) Buluied) pue uopednp3 Ul 3L2YIMSD H [9AST DI LY UOSIedd

(4]

:saijiunjyioddo J1H1/saydeosdde aaneuladlje/sabueyd a|qissod

:syjbuaays

:Buisiie sanssy

uonen|eAd -j|9s




€707 Pa)IWwI] uoi3edNp3 Uuosiead @ €707 J9qWIAON - T 9nsSSI — uoiedlynads
€0T - (400) Bulutes] pue uonednp3 ul 33e21BD p [9AST DI LG UOSiesd

slaules| Jo spasu
[enpIAIpUI 9Y3 139W 03 |edlajad Jo sjulod aquasag | €°€

s9|0J |euoissajold Jayjo pue
9J0J Bulyoea) ayy usamiaq saliepunoq ayy uieldxg | z'¢

s|euoissajoldd Jayjo yiim HBuiuies] pue uonedNpa Ul s|jeUOISSajold Jayjo pue
Bujaom saajoAul 9j0d Buiyoeay ay3 moy uieidx3y | T°¢€ slayoea)] usamiaq sdiysuoile|ad ayj pueisiapun | €

SJ9U30 J04 Joadsad pue dnoiaeyaq a3eldoadde
2jowoud 03 jJueytoduwil si 3 Aym uleldxg | z'¢

JUSWUOJIAUD Buluies| jJuswiuodiAud buluies| aaRJoddns
aAIJoddns pue ajes e ulejuiew 03 sAem ule|dx3 | 1°¢ pue 3jes e ulejuiew 03 SAem pueistapun | ¢

Spaau JauJdes| |enpiAlpul
Jo9W pue Ajiauapl 03 jueyodwi sty Aym uieldxg | 41

AJsSJaAIp
an|eA pue Ajjenba ajowold 03 sAem uie|dx3 | €T

sanljiqisuodsal pue 3|04 UMO
03 Bunejad 9o130e1d JO S9P0OD puke sjuswadinbal
A1oje|nbaa ‘uone|siba) Jo syoadse Ay asuewwns | 2T

buiuiesy pue uonednpa Buiuiesy pue uonesnpas ul
ul sanijiqisuodsad pue ajod buiyoea) ayj uieldx3 | 1°T | saijiqisuodsad pue ajoJ buiyoeay ayj pueistapun | T

90U9.19jol

ajeq oljojiod 21193110 JUDWISSISSY sawo23no Hujuies]

fuiluied] pue uoneonp3 ui sdiysuone|ay pue sanijiqisuodsay ‘sajoy Huipueisiapun :T yun

S199Ys p41023J Buipjing 01]0j110d — @ @X3auuy



€£T0Z paiiWI] uoiyeonp3 uosiead @ £T10Z 412qWSAON — T anss] — uopedynads -

(400) Buluied) pue uopednp3 Ul 3L2YIMSD H [9AST DI LY UOSIedd v0T
191k :(pauIIBA 1) 2unjeubis Ja1JIISA [BUIDIUT
:9leq :24n3eubis 10Ssassy
191k :aJ4njeubis Jaulea
193 :2weu Jaudea




€707 Pa)IWwI] uoi3edNp3 Uuosiead @ €707 J9qWIAON - T 9nsSSI — uoiedlynads
SOT - (400) Bulutes] pue uonednp3 ul 33e21BD p [9AST DI LG UOSiesd

Bbuiuiea| pue buiyoeay
aAIsnpul bujuue|d ul sjuswa|e 2400 wnwiuiw Alddy | z°€

buiuaes)
pue buiyoea] aAisnpul buiuue|d ul pajedysuowsp 2q buiuies| pue buiyoeay saaisnpul buiuueld
ued SIUSWISID 2J0D WNWIUIW Ydiym ul sAem asAjeuy | T°¢ Ul 2102 wnwiuiw 3yl Juswsajdwi o3 s|ge =g | €

22110e4d DAISN|DUI WJIOJUI 0] YoRgpad)
apiaoldd 0] siaudea| Jo) saniunyoddo Ajiauspl | G2

slauJes)
JO Spaau |enpiAlpul Y3 199w 03 paidepe aq ued
sue|d bujuies| pue buiyoeal yoiym ul sAem ule|dxy | ¢

sJauJea| Jo spasu
[enpIAlpUl 943 s3oaw buluueld umo moy uieidxy | €7

sjuawaJdinbad wnnoUND
pue siauJdes| ||e JO Spaau |enpIAIpUl pue swie

a3 199w yoiym sueid buiuaea| pue buiyoeal ubiseq | 22
Ssjuswaldinbau

sjuswadinbal [eulsxa pue |eutsiul [eulaIxa pue |eulsiul Yjim aoueplodde
43IM 90UBpPI0ddE U] JOM JO 3WaYds e asiAeg | T'Z | ul Buluies| pue bBuiyoea) aaisnpul ueid o3 a|ge ag | ¢

sjeob Buluies| [enplAIpul ,SJaules| pJoday | €T

siau.es)
yam sjeob buluaes| |enpiaipul aal1be pue ajeinobau
0] jusawssasse dol3soubelp pue |e;jul Jo spoyaw asn | 2°T

s|eob Buiuiea| |enpialpul buiealbe ul Juswssasse sJauldea| yjm sjeob bBujuiea| |enpialpul aa4be 03
oiasoubelp pue |eiiul Jo 9sh pue 9|oJ ay) @sAjeuy | T°T | 3juswssasse dipsoubelp pue |eliul asn oy a|geag | T

CRITEYETEY

oljojiod 21193110 JUDWISSISSY sawoo3no Huluiea]

Bululel] pue uoiledNp3 ul SI2U.Jed7 JO SPAI3N 3Y3 329 03 Buluueld :z yun



£T0Z PRIWIT UoiRedNp3 uosiead @ E£T0Z JoqUISAON - T SNsSI - uonedyads -

(400) Buluied) pue uopednp3 Ul 3L2YIMSD H [9AST DI LY UOSIedd 90T
:931eQ :(palIdA J1) 3anjeubis Ja1BA |eudlul
:91e(Q :24njeubis 10Ssassy
193eQ :24njeubis Jauiea
1938 ;aweu JauJdea

SJauJded| JO Spasau |eNpPIAIpUl 9U3 199w
03 Bujuue|d umo ul JuswaAoldwl o) seade AJQuapl | 2%

SI9U]0 pue Siaudes| JO SMIIA ay3] JO Junodde bupiey
‘s1auJdes| JO spaau |enpiAlpul ay3 392w 03 bujuueld buiuiea| pue buiyoeal aAisn|oul
usym 22130edd UMO JO SSDUDAIPIBLS SY] MIIADY | T'H | Buluueld uaym ad130ead umo ajenjeas oy aige ag | +

90uUa.19j9o.l

ajeq oljojyi0d 21193140 JUDWISSISSY sawo23no Hujuies]




L0OT

€707 Pa)IWwI] uoi3edNp3 Uuosiead @ €707 J9qWIAON - T 9nsSSI — uoiedlynads
- (400) Bulutes] pue uonednp3 ul 33e21BD p [9AST DI LG UOSiesd

uoissalboud
abeanodus pue spasu Jaulea| [enpiAlpul 19w

CERIIEYEIEY
o1joj310d

03 s|euolissajold bulules| JoYlo Yim 91ed1unwiwo) | €°¢
Spaau JauJdes| |enpiAlpul
199W 0] eIpaW pue SpPoyldaW UOIRIIUNWWOD 3sN | 2°C
uoissalboud
wisi|e1dads Jo eade UMO Ul pasn eipaw pue spoyiawl pue buiules| jowold 03 sjeuoissajold buluiea)
UuOoIIRDIUNWIWIOD JO SUOIIRYIWI| pue SjIyaua(q asAjeuy | T°Z | 4910 pue Sjuapnis Yjim 91edIUNWIWOD 0] d|gqeag | ¢
Ssjuawadinbau
[PUJDIXD pue |BUJDIUI YIM DUepIodDde Ul Buluies)
pue buiyoeay 03 yoeoadde aAisnpul ue ajedsuowaq | €T
JUSWIUOIIAUD
bujuiea| pue buiyoeal aAIsnpuUl Ue 23eal) | 2°T
slauJea| JO spaau |enplAlpul ay3 buissw 03 uonlejad sjuswadinbal jeusalxa
ul wsijenads Jo eale UMO Ul pasnh sayoeoldde pue |euJdajul Ylim aoueplodoe ul sayoeoldde
Buluies| pue Buiyoea] JO SSOUIAIBLD 9] asAleuy | T°T Buiuies| pue Buiyoeal aalsnpul asn 03 d|qe ag | T

ELI19]11D JUDWISSOSSY

sawo23no bujuieadn

Buluies] pue uonednpy buLIBAIIRQ :€ MuUn




£T0Z Po1IWIT UOIEINPT U0SIead @ £T0Z JOQWSAON — T 9Nnss] — uonesyads —

(400) Buluied) pue uopednp3 Ul 3L2YIMSD H [9AST DI LY UOSIedd 80T
:91eQ :(pauIIBA J1) 2anjeubis JaIIDA |eUJIDIUT
1918 :24njeubis 10Ssassy
:91eq :24njeubis Jauiea
191eQ ;aweu JauleaT

SJauJea| Jo Spasu |enpiAlpul ayy buiasw
ul @2130e4d UMO Ul JuswaAoldwli 1oy seade AJnuapI | Z'S

SJ9U310 pue SJIauled| JO SM3IA a3
JO Junodoe Bupje] ‘sisulea] |enpIAIpUl JO SPaaU aY) Bbuiuiea| pue buiyoeal aAisnjoul
Buizeaw ul a2130e4d UMO JO SSDUDAIIDDLID DU MIIADY | T°S BulaAIDp Ul 9013081d UMO 2)1BN|EAD O3 d|gR @g | §

Bbuiuies| pue buiyoeal saAisnoul
BulisAIDp Ul SJUBW|D 2400 Wnwiuiw Alddy | Z2'v

bujuiea| pue
Buiyoeal aAisnpul BulsAIDp Uaym pajedisuowap 2q Bbuiuiea| pue buiyoeay aAisnpul buliaAlRp
ued SJUBWID 340D WnWwiulw Ydiym ul sAem asAleuy | 14 USYM 210D wnuwiuiw ayj Juswsjdwi 03 s|ge ag | +

Spaau Jaules| |enpiAlpul
199w pue Buiyoes] adueyus 03 salbojouydal asn | '€

wisi|eipads Jo eale UMO Ul pasn Buiuiea| pue buiyoea aAisn|oul
sa160j0uyda] JO suoneIWI| pue sjiyRuaq asAleuy | 1€ BulaAlop ul saibojouydal asn 03 9|Iqe ag | €

90uUa.19j9o.l

ajeq oljojyi0d 21193140 JUDWISSISSY sawo23no Hujuies]




€707 Pa)IWwI] uoi3edNp3 Uuosiead @ €707 J9qWIAON - T 9nsSSI — uoiedlynads
60T - (400) Bulutes] pue uonednp3 ul 33e21BD p [9AST DI LG UOSiesd

JuaWBaA3Iyde
JauJes| ul 3sa49jul ue Yyiim sjeuolissajo.d
13410 01 UOIIBWLIOJUI JUSWISSISSE 91e2IUNWWOD) | §°7

SjuswaJdinbaJ [eusaxa pue |eulaiul
199W 03 SJUBWISSISSE JO SOW0DIN0 3Y) pJ0oday | v'¢

sjuswadinbau jeutayxs
pue |euJa]Ul UM U] Ul SJUBWISSISSE 1DNpuo) | €°¢

JUS.JNd pue d)3uUayIne ‘auapiyns ‘siqelad ‘pijea
S| 3BY3 9J2U3PIAD JUBWISSaSSe adnpodd 03 siaules|
9|geus 03] spoyiaw pue sadA] Juswssasse asnN | ¢

sawwelboud
buluies| Jo sainpadold pajejad pue syuswadinbad Ssjuswadinbad [eulaixa pue |eudajul Yyiim
JUDUWISSISSE |BUJD]XD pue |eulajul 9yl AJQUSPI | T°Z | 92UBpJOIIR Ul SJUDWISSISSE 1IN0 Adled 0] 9|qe ag | ¢

ssa20.4d juswssasse
33 03 93NQli3u0d 0] Yoeqpaaj pue bBujuonsanb asn | g1

Bujuies| J19y3 ‘Jo pue ‘10j Juswssasse
ay3 ul Ajjigqisuodsad [euosiad pue JUSWSA|OAUI
,SJouues| ajowold 03 JUBWISSasse-4|9s pue -udad asn | ' T

Slaules| JO Spasu |enpIAIpuUl
2U3 J92W 0] JuswWssasse Jo spoyjaw pue sadAr asn | €1

slaules| Jo spasu [enpiAlpul ay3 builsaw 03 uoijejad
Ul SPOYIaLL JUSWISSISSE JO SSBUDBAINRYS 3] asAleuy | Z'T

slauJe)
Bululesy pue uoiedNpa Ul |[eNPIAIpUI JO Spaau 943 199W 03 JUBWISSISSe
pasnh juswssasse Jo sadA} Jo sasodind ayj uleldxg | 1°T Jo spoyjaw pue sadAj asn ol 9|qeag | T

CRITEYETEY

oljojiod e1I9}11D JUDWISSISSY sawoo3no Huluiea]

Bulules] pue uoijednp3 ul siduled] buissassy : jun



€707 Pa}IWI] Uuoi3edNP3 UoSIedd @ E£T0Z I9GWSIAON - T 9NSSI — uofjedydads -
(400) Buluied) pue uopednp3 Ul 3L2YIMSD H [9AST DI LY UOSIedd

OTT

CRITEYETEY
oljojyiod

ELI9}LID JUDWISSIOSSY

:91eQ :(pauIIBA J1) 2anjeubis JaIIDA |eUJIDIUT
:91eQ :24njeubis 10Sssassy
191eQ :a4njeubis Jaulea
:93eQ ;oWeu JauJdea
2o1oeud
JUSWISSISSE UMO Ul Juswanoldwli Joj seade AJuspI | Z2'v
SJayjo pue
SlauJed| JO SMIIA 33 Jo Junodde bupje) ‘ao13oeld
JUSWUSSOSSE UMO JO SSDUDAIDRLD 9Ul MIIADY | T'b 90170e4d JUSWISSOSSE UMO 91BN|RAS 0} 9|qe @g | ¥
slaulded| buissasse ul sjuswa|e 2402 wnuwiulw Alddy | z'€
sJauJded| buissasse ul pajelisuowap 3q slauldea| buissasse
ueD SIUBWJe 2J0D WNWIUIW YdIym ul sAem asAjleuy | 1°¢€ USUM 2400 whnwiuiw ayj uswajdwi oy a|gqe ag | €

sawo23no bujuieadn




€707 Pa)IWwI] uoi3edNp3 Uuosiead @ €707 J9qWIAON - T 9nsSSI — uoiedlynads
ITT - (400) Bulutes] pue uonednp3 ul 33e21BD p [9AST DI LG UOSiesd

T/9TT-T'00Q'NIVYLAT ¥1 AT 0318 T+69069¥T86\NIVYLAT ¥1 TAT 2319 169069+ T18£6\13ATT O3L8\Ad\LT\:DETTTZZTAS

:93eQ :(pauIaA J1) 24njeubis Ja1IISA |euIIUT
:93eQ :24njeubis 10Sssassy
191e(Q :o4njeubis Jsudea
:93eQ :aweu JauJdea

"SJ9UJe3| JO SPadU |eNPIAIPUI BY3 }99W 03 S924N0Sal
JO 9sn UMO Ul Juswaaoldwl 10) seade AJquapI | '€

"SJI9Y30 pue SJaulea| JO SM3IA Y3 JO Junodde bupey
‘s1aules] JO SpaaU |eNPIAIPUI 9] J93W 03 S92IN0S3. Buluies| pue Buiydea] aAISN|PUL JO AJSAIISP
Buisn ul 92130e4d UMO JO SSSUBAIIDBYS 3Ul MIASY | T'E€ | 9Uj Ul S92IN0S3J JO 3SN UMO 931en|eAs 03 3|qe ag | €

‘buiuies| pue buiyoeal aAISNOUI 10J S924N0S3U
Buisn usym sjusws|e 2402 wnwiuiw Addy | z'z

‘Buiuies| pue buiyoeay Buiuiea| pue buiyoea]
DAISN|DUI JOJ S924N0Sal Buisn usaym pajelisuowap aq DAISN|DUI JO AJBAIIOP BY3 Ul S924n0sad buisn
ued SIUBWID 3402 WNWIUIW YdIYyM Ul SAem asAjleuy | 1°¢ USYM 2400 wnuwiuiw ayj juswajdwi o3 ajgqeag | ¢
'siauJles|

JO Spaau [enpIAIpUl 3Y3 }93W 03 Sa24nosad idepy | €T

'SI9UJB3| JO SPaau |eNPIAIPUI BY] 193W pue
AJSJaAIp anjeA ‘Ajijenba ajowold 03 saounosal asn | 2°T

'SJaules| JO Spasau [enplAlpuUl
ay3 buiesw 03 uonie|al ul wsijenads Jo eale Buluies| pue Buiydea] aAIsn|duUl
UMO Ul P3SN S924N0SaJ JO SSBUDAIIRYD 9] asAleuy | T°T JO AJSAII9p 343 Ul S324N0Sal asn 03 a|ge ag | T

CRITEYETEY

oljojiod e1I9}11D JUDWISSISSY sawoo3no Huluiea]

Bulules] pue uoiednp3 J10j S921N0SAY buisn :G un



‘BTEC

November 2013

For more information on Edexcel and BTEC qualifications please
visit our website: www.edexcel.com

BTEC is a registered trademark of Pearson Education Limited
Pearson Education Limited. Registered in England and Wales No. 872828

Registered Office: Edinburgh Gate, Harlow, Essex CM20 2JE.
VAT Reg No GB 278 537121


http://www.edexcel.com/�

	Purpose of this specification
	Which teaching/training qualification is most appropriate for which role? 

	1 Introducing Pearson BTEC qualifications
	What are QCF qualifications?

	2 Qualification summary and key information
	QCF qualification number and qualification title
	Objective of the qualification
	Relationship with previous qualifications
	Progression opportunities through Pearson qualifications
	Industry support and recognition
	Relationship with National Occupational Standards

	3 Centre resource requirements
	General resource requirements
	Specific resource requirements

	4 Qualification structure
	Pearson BTEC Level 4 Certificate in Education and Training (QCF)

	5 Assessment
	6 Recognising prior learning and achievement
	Recognition of Prior Learning
	Credit transfer

	7 Centre recognition and approval centre recognition
	Approvals agreement

	8 Quality assurance of centres
	9 Programme delivery
	10 Access and recruitment
	11 Access to qualifications for learners with disabilities or specific needs
	12 Units
	Unit title
	Unit reference number
	QCF level
	Credit value
	Guided learning hours
	Unit aim
	Essential requirements 
	Learning outcomes
	Assessment criteria
	Unit amplification
	Delivery guidance
	Information for tutors
	Unit 1: Understanding Roles, Responsibilities and Relationships in Education and Training
	Unit 2: Planning to Meet the Needs of Learners in Education and Training
	Unit 3: Delivering Education and Training
	Unit 4: Assessing Learners in Education and Training
	Unit 5: Using Resources for Education and Training

	13 Further information and useful publications
	14 Professional development and training
	Annexe A – Observation Recording Requirements
	Annexe B – Graded observation pro-forma
	Annexe C – Session plan pro forma
	Annexe D – Portfolio building record sheets
	Unit 1: Understanding Roles, Responsibilities and Relationships in Education and Training
	Unit 2: Planning to Meet the Needs of Learners in Education and Training
	Unit 3: Delivering Education and Training
	Unit 4: Assessing Learners in Education and Training
	Unit 5: Using Resources for Education and Training



<<
  /ASCII85EncodePages false
  /AllowTransparency false
  /AutoPositionEPSFiles false
  /AutoRotatePages /None
  /Binding /Left
  /CalGrayProfile ()
  /CalRGBProfile (Adobe RGB \0501998\051)
  /CalCMYKProfile (Europe ISO Coated FOGRA27)
  /sRGBProfile (sRGB IEC61966-2.1)
  /CannotEmbedFontPolicy /Warning
  /CompatibilityLevel 1.3
  /CompressObjects /Off
  /CompressPages true
  /ConvertImagesToIndexed true
  /PassThroughJPEGImages false
  /CreateJobTicket true
  /DefaultRenderingIntent /Default
  /DetectBlends true
  /DetectCurves 0.1000
  /ColorConversionStrategy /LeaveColorUnchanged
  /DoThumbnails true
  /EmbedAllFonts true
  /EmbedOpenType false
  /ParseICCProfilesInComments true
  /EmbedJobOptions true
  /DSCReportingLevel 0
  /EmitDSCWarnings false
  /EndPage -1
  /ImageMemory 524288
  /LockDistillerParams true
  /MaxSubsetPct 100
  /Optimize false
  /OPM 1
  /ParseDSCComments true
  /ParseDSCCommentsForDocInfo true
  /PreserveCopyPage false
  /PreserveDICMYKValues true
  /PreserveEPSInfo true
  /PreserveFlatness false
  /PreserveHalftoneInfo false
  /PreserveOPIComments false
  /PreserveOverprintSettings true
  /StartPage 1
  /SubsetFonts true
  /TransferFunctionInfo /Preserve
  /UCRandBGInfo /Remove
  /UsePrologue false
  /ColorSettingsFile ()
  /AlwaysEmbed [ true
    /AdLibBT-Regular
    /AdobeSansMM
    /AdobeSerifMM
    /Aldine401BT-BoldA
    /Aldine401BT-BoldItalicA
    /Aldine401BT-ItalicA
    /Aldine401BT-RomanA
    /Aldine721BT-Bold
    /Aldine721BT-BoldItalic
    /Aldine721BT-Italic
    /Aldine721BT-Light
    /Aldine721BT-LightItalic
    /Aldine721BT-Roman
    /AlgerianBasD
    /AlgerianD
    /AllegroBT-Regular
    /AlternateGothicNo2BT-Regular
    /AmazoneBT-Regular
    /AmeliaBT-Regular
    /AmericanaBT-Bold
    /AmericanaBT-ExtraBold
    /AmericanaBT-ExtraBoldCondensed
    /AmericanaBT-Italic
    /AmericanaBT-Roman
    /AmericanGaramondBT-Bold
    /AmericanGaramondBT-BoldItalic
    /AmericanGaramondBT-Italic
    /AmericanGaramondBT-Roman
    /AmericanTextBT-Regular
    /AmericanUncD
    /AmerigoBT-BoldA
    /AmerigoBT-BoldItalicA
    /AmerigoBT-ItalicA
    /AmerigoBT-MediumA
    /AmerigoBT-MediumItalicA
    /AmerigoBT-RomanA
    /AmerTypewriterITCbyBT-Bold
    /AmerTypewriterITCbyBT-Medium
    /AndaleMono
    /Arial-Black
    /Arial-BlackItalic
    /Arial-BoldItalicMT
    /Arial-BoldMT
    /Arial-ItalicMT
    /ArialMT
    /ArialNarrow
    /ArialNarrow-Bold
    /ArialNarrow-BoldItalic
    /ArialNarrow-Italic
    /ArnoldBoeD
    /ArribaArribaLetPlain
    /ArrusBT-Black
    /ArrusBT-BlackItalic
    /ArrusBT-Bold
    /ArrusBT-BoldItalic
    /ArrusBT-Italic
    /ArrusBT-Roman
    /ArsisD-Regu
    /ArsisD-ReguItal
    /AtlanticInline-Normal
    /AuroraBT-BoldCondensed
    /AuroraBT-RomanCondensed
    /AvantGardeITCbyBT-Book
    /AvantGardeITCbyBT-BookOblique
    /AvantGardeITCbyBT-Medium
    /AvantGardeITCbyBT-MediumOblique
    /BakerSignetBT-Roman
    /Ballads
    /BalloonBT-Bold
    /BalloonBT-ExtraBold
    /BalloonBT-Light
    /BangLetPlain
    /BankGothicBT-Light
    /BankGothicBT-Medium
    /BarCode39cHR
    /BauerBodoniBT-Black
    /BauerBodoniBT-BlackCondensed
    /BauerBodoniBT-BlackItalic
    /BauerBodoniBT-Bold
    /BauerBodoniBT-BoldCondensed
    /BauerBodoniBT-BoldItalic
    /BauerBodoniBT-Italic
    /BauerBodoniBT-Roman
    /BauerBodoniBT-Titling
    /BauhausITCbyBT-Bold
    /BauhausITCbyBT-Heavy
    /BauhausITCbyBT-Light
    /BauhausITCbyBT-Medium
    /BeehivePSMT
    /BellCentennialBT-Address
    /BellCentennialBT-BoldListing
    /BellCentennialBT-NameAndNumber
    /BellGothicBT-Black
    /BellGothicBT-Bold
    /BellGothicBT-Roman
    /BelweBT-Bold
    /BelweBT-Light
    /BelweBT-Medium
    /BelweBT-RomanCondensed
    /BenguiatGothicITCbyBT-Bold
    /BenguiatGothicITCbyBT-BoldItal
    /BenguiatGothicITCbyBT-Book
    /BenguiatGothicITCbyBT-BookItal
    /BenguiatITCbyBT-Bold
    /BenguiatITCbyBT-BoldItalic
    /BenguiatITCbyBT-Book
    /BenguiatITCbyBT-BookItalic
    /BergellLetPlain
    /BernhardBoldCondensedBT-Regular
    /BernhardFashionBT-Regular
    /BernhardModernBT-Bold
    /BernhardModernBT-BoldItalic
    /BernhardModernBT-Italic
    /BernhardModernBT-Roman
    /BernhardTangoBT-Regular
    /BertramLetPlain
    /BibleScrT
    /BinnerD
    /Blackletter686BT-Regular
    /BlacklightD
    /BlippoBT-Black
    /BodoniBT-Bold
    /BodoniBT-BoldCondensed
    /BodoniBT-BoldItalic
    /BodoniBT-Book
    /BodoniBT-BookItalic
    /BodoniBT-Italic
    /BodoniBT-Roman
    /BoinkLetPlain
    /BookAntiqua
    /BookAntiqua-Bold
    /BookAntiqua-BoldItalic
    /BookAntiqua-Italic
    /BookmanITCbyBT-Demi
    /BookmanITCbyBT-DemiItalic
    /BookmanITCbyBT-Light
    /BookmanITCbyBT-LightItalic
    /BookmanOldStyle
    /BookmanOldStyle-Bold
    /BookmanOldStyle-BoldItalic
    /BookmanOldStyle-Italic
    /BornBold
    /Braille
    /BremenBT-Black
    /BremenBT-Bold
    /BroadwayBT-Regular
    /BroadwayEngravedBT-Regular
    /BrodyD
    /BronxLetPlain
    /BruceOldStyleBT-Italic
    /BruceOldStyleBT-Roman
    /Brush445BT-Regular
    /Brush738BT-RegularA
    /BrushScriptBT-Regular
    /BulmerBT-Italic
    /BulmerBT-Roman
    /BusoramaITCbyBT-Medium
    /BusterD
    /BuxomD
    /CalisMTBol
    /CalistoMT
    /CalistoMT-BoldItalic
    /CalistoMT-Italic
    /Calligraphic421BT-RomanB
    /Calligraphic810BT-Italic
    /Calligraphic810BT-Roman
    /CamelliaD
    /CandidaBT-Bold
    /CandidaBT-Italic
    /CandidaBT-Roman
    /CarminaBT-Black
    /CarminaBT-BlackItalic
    /CarminaBT-Bold
    /CarminaBT-BoldItalic
    /CarminaBT-Light
    /CarminaBT-LightItalic
    /CarminaBT-Medium
    /CarminaBT-MediumItalic
    /Caslon224ITCbyBT-Bold
    /Caslon224ITCbyBT-BoldItalic
    /Caslon224ITCbyBT-Book
    /Caslon224ITCbyBT-BookItalic
    /Caslon540BT-Italic
    /Caslon540BT-Roman
    /CaslonBT-Bold
    /CaslonBT-BoldItalic
    /CaslonOldFaceBT-Heavy
    /CaslonOldFaceBT-Italic
    /CaslonOpenfaceBT-Regular
    /CastleT-Bold
    /CastleT-Book
    /CastleT-Ligh
    /CastleT-Ultr
    /CataneoBT-Bold
    /CataneoBT-Light
    /CataneoBT-Regular
    /CataneoBT-RegularSwash
    /CaxtonBT-Bold
    /CaxtonBT-BoldItalic
    /CaxtonBT-Book
    /CaxtonBT-BookItalic
    /CaxtonBT-Light
    /CaxtonBT-LightItalic
    /Century725BT-Black
    /Century725BT-Bold
    /Century725BT-BoldCondensed
    /Century725BT-Italic
    /Century725BT-Roman
    /Century725BT-RomanCondensed
    /Century731BT-BoldA
    /Century731BT-BoldItalicA
    /Century731BT-ItalicA
    /Century731BT-RomanA
    /Century751BT-ItalicB
    /Century751BT-RomanB
    /CenturyExpandedBT-Bold
    /CenturyExpandedBT-BoldItalic
    /CenturyExpandedBT-Italic
    /CenturyExpandedBT-Roman
    /CenturyGothic
    /CenturyGothic-Bold
    /CenturyGothic-BoldItalic
    /CenturyGothic-Italic
    /CenturyOldstyleBT-Bold
    /CenturyOldstyleBT-Italic
    /CenturyOldstyleBT-Roman
    /CenturySchoolbook
    /CenturySchoolbook-Bold
    /CenturySchoolbook-BoldItalic
    /CenturySchoolbookBT-Bold
    /CenturySchoolbookBT-BoldCond
    /CenturySchoolbookBT-BoldItalic
    /CenturySchoolbookBT-Italic
    /CenturySchoolbookBT-Monospace
    /CenturySchoolbookBT-Roman
    /CenturySchoolbook-Italic
    /CharterBT-Black
    /CharterBT-BlackItalic
    /CharterBT-Bold
    /CharterBT-BoldItalic
    /CharterBT-Italic
    /CharterBT-Roman
    /Charting
    /CheckNums-MICR
    /CheltenhamBT-Bold
    /CheltenhamBT-BoldCondensed
    /CheltenhamBT-BoldCondItalic
    /CheltenhamBT-BoldExtraCondensed
    /CheltenhamBT-BoldHeadline
    /CheltenhamBT-BoldItalic
    /CheltenhamBT-BoldItalicHeadline
    /CheltenhamBT-Italic
    /CheltenhamBT-Roman
    /CheltenhamITCbyBT-Bold
    /CheltenhamITCbyBT-BoldItalic
    /CheltenhamITCbyBT-Book
    /CheltenhamITCbyBT-BookItalic
    /Chesterfield
    /ChiselD
    /CircleD
    /CityD-Bold
    /CityD-Ligh
    /CityD-Medi
    /ClarendonBT-Black
    /ClarendonBT-Bold
    /ClarendonBT-BoldCondensed
    /ClarendonBT-Heavy
    /ClarendonBT-Light
    /ClarendonBT-Roman
    /ClarendonBT-RomanCondensed
    /Classic
    /ClassicalGaramondBT-Bold
    /ClassicalGaramondBT-BoldItalic
    /ClassicalGaramondBT-Italic
    /ClassicalGaramondBT-Roman
    /Clocks
    /CloisterBlackBT-Regular
    /CloisterOpenFaceBT-Regular
    /ComicSansMS
    /ComicSansMS-Bold
    /CommercialScriptBT-Regular
    /CompactaBT-Black
    /CompactaBT-Bold
    /CompactaBT-BoldItalic
    /CompactaBT-Italic
    /CompactaBT-Light
    /CompactaBT-Roman
    /Composer
    /CooperBT-Black
    /CooperBT-BlackHeadline
    /CooperBT-BlackItalic
    /CooperBT-BlackItalicHeadline
    /CooperBT-BlackOutline
    /CooperBT-Bold
    /CooperBT-BoldItalic
    /CooperBT-Light
    /CooperBT-LightItalic
    /CooperBT-Medium
    /CooperBT-MediumItalic
    /CopperplateGothic-Bold
    /CopperplateGothicBT-Bold
    /CopperplateGothicBT-BoldCond
    /CopperplateGothicBT-Heavy
    /CopperplateGothicBT-Roman
    /CopperplateGothicBT-RomanCond
    /CopperplateGothic-Light
    /CountdownD
    /Courier
    /Courier10PitchBT-Bold
    /Courier10PitchBT-BoldItalic
    /Courier10PitchBT-Italic
    /Courier10PitchBT-Roman
    /Courier-Bold
    /Courier-BoldOblique
    /CourierNewPS-BoldItalicMT
    /CourierNewPS-BoldMT
    /CourierNewPS-ItalicMT
    /CourierNewPSMT
    /Courier-Oblique
    /CroissantD
    /CurlzMT
    /CushingITCbyBT-Heavy
    /CushingITCbyBT-HeavyItalic
    /DanceItalic
    /DavidaBoldBT-Regular
    /Decorated035BT-Regular
    /DellaRobbiaBT-Bold
    /DellaRobbiaBT-Roman
    /DeVinneBT-Italic
    /DeVinneBT-ItalicText
    /DeVinneBT-Roman
    /DeVinneBT-Text
    /DexGothicD
    /DextorD
    /DextorOutD
    /DfCalligraphicOrnamentsLetPlain
    /DfDiversionsLetPlain
    /DfDiversitiesLetPlain
    /DingbatsTwo
    /DiskusD-Medi
    /DL-Manel
    /Docu
    /DomBoldBT-Regular
    /DomCasualBT-Regular
    /DomDiagonalBT-Bold
    /DomDiagonalBT-Regular
    /Dutch766BT-BoldA
    /Dutch766BT-ItalicA
    /Dutch766BT-RomanA
    /Dutch801BT-Bold
    /Dutch801BT-BoldItalic
    /Dutch801BT-ExtraBold
    /Dutch801BT-ExtraBoldItalic
    /Dutch801BT-Italic
    /Dutch801BT-ItalicHeadline
    /Dutch801BT-Roman
    /Dutch801BT-RomanHeadline
    /Dutch801BT-SemiBold
    /Dutch801BT-SemiBoldItalic
    /Dutch809BT-BoldC
    /Dutch809BT-ItalicC
    /Dutch809BT-RomanC
    /Dutch823BT-BoldB
    /Dutch823BT-BoldItalicB
    /Dutch823BT-ItalicB
    /Dutch823BT-RomanB
    /EckmannD
    /Egyptian505BT-Bold
    /Egyptian505BT-Light
    /Egyptian505BT-Medium
    /Egyptian505BT-Roman
    /Egyptian710BT-RegularA
    /ElegantGaramondBT-Bold
    /ElegantGaramondBT-Italic
    /ElegantGaramondBT-Roman
    /Elephant-Regular
    /EmbassyBT-Regular
    /Emboss-Normal
    /EmpireBT-Regular
    /EnglischeSchT-Bold
    /EnglischeSchT-DemiBold
    /EnglischeSchT-Regu
    /English111AdagioBT-Regular
    /English111PrestoBT-Regular
    /English111VivaceBT-Regular
    /English157BT-Regular
    /EngraversGothicBT-Regular
    /EngraversMT
    /EngraversOldEnglishBT-Bold
    /EngraversOldEnglishBT-Regular
    /EngraversRomanBT-Bold
    /EngraversRomanBT-Regular
    /EnviroD
    /ErasITC-Bold
    /ErasITCbyBT-Bold
    /ErasITCbyBT-Book
    /ErasITCbyBT-Demi
    /ErasITCbyBT-Light
    /ErasITCbyBT-Medium
    /ErasITCbyBT-Ultra
    /ErasITC-Demi
    /ErasITC-Light
    /ErasITC-Medium
    /Euclid
    /Euclid-Bold
    /Euclid-BoldItalic
    /EuclidExtra
    /EuclidExtra-Bold
    /EuclidFraktur
    /EuclidFraktur-Bold
    /Euclid-Italic
    /EuclidMathOne
    /EuclidMathOne-Bold
    /EuclidMathTwo
    /EuclidMathTwo-Bold
    /EuclidSymbol
    /EuclidSymbol-Bold
    /EuclidSymbol-BoldItalic
    /EuclidSymbol-Italic
    /EuroSig
    /EuroSigMon
    /EwieD
    /Exotic350BT-Bold
    /Exotic350BT-DemiBold
    /Exotic350BT-Light
    /FelixTitlingMT
    /Fences
    /FencesPlain
    /FeniceITCbyBT-Bold
    /FeniceITCbyBT-BoldItalic
    /FeniceITCbyBT-Regular
    /FeniceITCbyBT-RegularItalic
    /FetteFraD
    /FlamencoD
    /FlamencoInlD
    /Flareserif821BT-Bold
    /Flareserif821BT-Light
    /Flareserif821BT-Roman
    /FlashD-Bold
    /FlashD-Ligh
    /FlemishScriptBT-Regular
    /FolioBT-Bold
    /FolioBT-BoldCondensed
    /FolioBT-Book
    /FolioBT-ExtraBold
    /FolioBT-Light
    /FolioBT-LightItalic
    /FolioBT-Medium
    /FolliesLetPlain
    /Formal436BT-Regular
    /FormalScript421BT-Regular
    /ForteMT
    /FrakturBT-Regular
    /FrankfurterHigD
    /FranklinGothic-Book
    /FranklinGothic-BookItalic
    /FranklinGothic-Demi
    /FranklinGothic-DemiCond
    /FranklinGothic-DemiItalic
    /FranklinGothic-Heavy
    /FranklinGothic-HeavyItalic
    /FranklinGothicITCbyBT-Book
    /FranklinGothicITCbyBT-BookItal
    /FranklinGothicITCbyBT-Demi
    /FranklinGothicITCbyBT-DemiItal
    /FranklinGothicITCbyBT-Heavy
    /FranklinGothicITCbyBT-HeavyItal
    /FranklinGothic-Medium
    /FranklinGothic-MediumCond
    /FranklinGothic-MediumItalic
    /Freeform710BT-Regular
    /Freeform721BT-Black
    /Freeform721BT-BlackItalic
    /Freeform721BT-Bold
    /Freeform721BT-BoldItalic
    /Freeform721BT-Italic
    /Freeform721BT-Roman
    /Freehand471BT-Regular
    /Freehand521BT-RegularC
    /Freehand575BT-RegularB
    /Freehand591BT-RegularA
    /FreestyleScrD
    /FreestyleScriptITC-Bold
    /FrenchScriptMT
    /FrizQuadrataITCbyBT-Bold
    /FrizQuadrataITCbyBT-Roman
    /Frutiger-Black
    /Frutiger-Bold
    /Frutiger-Roman
    /FrysBaskervilleBT-Roman
    /FuturaBlackBT-Regular
    /FuturaBT-Bold
    /FuturaBT-BoldCondensed
    /FuturaBT-BoldCondensedItalic
    /FuturaBT-BoldItalic
    /FuturaBT-Book
    /FuturaBT-BookItalic
    /FuturaBT-ExtraBlack
    /FuturaBT-ExtraBlackCondensed
    /FuturaBT-ExtraBlackCondItalic
    /FuturaBT-ExtraBlackItalic
    /FuturaBT-Heavy
    /FuturaBT-HeavyItalic
    /FuturaBT-Light
    /FuturaBT-LightCondensed
    /FuturaBT-LightItalic
    /FuturaBT-Medium
    /FuturaBT-MediumCondensed
    /FuturaBT-MediumItalic
    /GalliardITCbyBT-Bold
    /GalliardITCbyBT-BoldItalic
    /GalliardITCbyBT-Italic
    /GalliardITCbyBT-Roman
    /GandoBT-Regular
    /Garamond
    /Garamond-Bold
    /Garamond-Italic
    /GaramondITCbyBT-Bold
    /GaramondITCbyBT-BoldCondensed
    /GaramondITCbyBT-BoldCondItalic
    /GaramondITCbyBT-BoldItalic
    /GaramondITCbyBT-Book
    /GaramondITCbyBT-BookCondensed
    /GaramondITCbyBT-BookCondItalic
    /GaramondITCbyBT-BookItalic
    /GaramondNo4CyrTCY-Ligh
    /GaramondNo4CyrTCY-LighItal
    /GaramondNo4CyrTCY-Medi
    /Geometric212BT-Book
    /Geometric212BT-BookCondensed
    /Geometric212BT-Heavy
    /Geometric212BT-HeavyCondensed
    /Geometric231BT-BoldC
    /Geometric231BT-HeavyC
    /Geometric231BT-LightC
    /Geometric231BT-RomanC
    /Geometric415BT-BlackA
    /Geometric415BT-BlackItalicA
    /Geometric415BT-LiteA
    /Geometric415BT-LiteItalicA
    /Geometric415BT-MediumA
    /Geometric415BT-MediumItalicA
    /Geometric706BT-BlackB
    /Geometric706BT-BlackCondensedB
    /Geometric706BT-BoldCondensedB
    /Geometric706BT-MediumB
    /Geometric885BT-RegularD
    /GeometricSlab703BT-Bold
    /GeometricSlab703BT-BoldCond
    /GeometricSlab703BT-BoldItalic
    /GeometricSlab703BT-Light
    /GeometricSlab703BT-LightItalic
    /GeometricSlab703BT-Medium
    /GeometricSlab703BT-MediumCond
    /GeometricSlab703BT-MediumItalic
    /GeometricSlab703BT-XtraBold
    /GeometricSlab703BT-XtraBoldCond
    /GeometricSlab703BT-XtraBoldItal
    /GeometricSlab712BT-BoldA
    /GeometricSlab712BT-ExtraBoldA
    /GeometricSlab712BT-LightA
    /GeometricSlab712BT-LightItalicA
    /GeometricSlab712BT-MediumA
    /GeometricSlab712BT-MediumItalA
    /Georgia
    /Georgia-Bold
    /Georgia-BoldItalic
    /Georgia-Italic
    /GildeSorts
    /GillSansMT
    /GillSansMT-Bold
    /GillSansMT-BoldItalic
    /GillSansMT-Condensed
    /GillSansMT-ExtraCondensedBold
    /GillSansMT-Italic
    /GillSansMT-UltraBoldCondensed
    /GillSans-UltraBold
    /GlaserSteD
    /GloucesterMT-ExtraCondensed
    /GorillaITCbyBT-Regular
    /Gothic720BT-BoldB
    /Gothic720BT-BoldItalicB
    /Gothic720BT-ItalicB
    /Gothic720BT-LightB
    /Gothic720BT-LightItalicB
    /Gothic720BT-RomanB
    /Gothic725BT-BlackA
    /Gothic725BT-BoldA
    /Gothic821CondensedBT-Regular
    /GothicNo13BT-Regular
    /GoudyCatalogueBT-Regular
    /GoudyHandtooledBT-Regular
    /GoudyOldStyleBT-Bold
    /GoudyOldStyleBT-BoldItalic
    /GoudyOldStyleBT-ExtraBold
    /GoudyOldStyleBT-Italic
    /GoudyOldStyleBT-Roman
    /GoudyOldStyleT-Bold
    /GoudyOldStyleT-Italic
    /GoudyOldStyleT-Regular
    /GoudySansITCbyBT-Black
    /GoudySansITCbyBT-BlackItalic
    /GoudySansITCbyBT-Bold
    /GoudySansITCbyBT-BoldItalic
    /GoudySansITCbyBT-Light
    /GoudySansITCbyBT-LightItalic
    /GoudySansITCbyBT-Medium
    /GoudySansITCbyBT-MediumItalic
    /Greek-WSI
    /GriffonPSMT
    /GrizzlyITCbyBT-Regular
    /GrouchITCbyBT-Regular
    /Haettenschweiler
    /HandelGotD-Bold
    /HandelGotD-Ligh
    /HandelGothicBT-Regular
    /Hardcore
    /HarlowD
    /HazelLetPlain
    /HehenHebT-Bold
    /Helvetica
    /Helvetica-Bold
    /Helvetica-BoldOblique
    /Helvetica-Oblique
    /HoboBT-Regular
    /HomePlanning
    /HomePlanning2
    /HoratioD-Bold
    /HoratioD-Ligh
    /HoratioD-Medi
    /HorndonD
    /Humanist521BT-Bold
    /Humanist521BT-BoldCondensed
    /Humanist521BT-BoldItalic
    /Humanist521BT-ExtraBold
    /Humanist521BT-Italic
    /Humanist521BT-Light
    /Humanist521BT-LightItalic
    /Humanist521BT-Roman
    /Humanist521BT-RomanCondensed
    /Humanist521BT-UltraBold
    /Humanist521BT-XtraBoldCondensed
    /Humanist531BT-BlackA
    /Humanist531BT-BoldA
    /Humanist531BT-RomanA
    /Humanist531BT-UltraBlackA
    /Humanist777BT-BlackB
    /Humanist777BT-BlackItalicB
    /Humanist777BT-BoldB
    /Humanist777BT-BoldItalicB
    /Humanist777BT-ItalicB
    /Humanist777BT-LightB
    /Humanist777BT-LightItalicB
    /Humanist777BT-RomanB
    /Humanist970BT-BoldC
    /Humanist970BT-RomanC
    /HumanistSlabserif712BT-Black
    /HumanistSlabserif712BT-Bold
    /HumanistSlabserif712BT-Italic
    /HumanistSlabserif712BT-Roman
    /HuxleyVerticalBT-Regular
    /IceAgeD
    /Impact
    /ImperialBT-Bold
    /ImperialBT-Italic
    /ImperialBT-Roman
    /ImpressBT-Regular
    /ImprintMT-Shadow
    /Incised901BT-Black
    /Incised901BT-Bold
    /Incised901BT-BoldCondensed
    /Incised901BT-Compact
    /Incised901BT-Italic
    /Incised901BT-Light
    /Incised901BT-Nord
    /Incised901BT-NordItalic
    /Incised901BT-Roman
    /Industrial736BT-Italic
    /Industrial736BT-Roman
    /Informal011BT-Black
    /Informal011BT-Roman
    /IowanOldStyleBT-Black
    /IowanOldStyleBT-BlackItalic
    /IowanOldStyleBT-Bold
    /IowanOldStyleBT-BoldItalic
    /IowanOldStyleBT-Italic
    /IowanOldStyleBT-Roman
    /Ipa-samdUclphon1SILDoulosL
    /Ipa-samdUclphon1SILDoulosLBold
    /Ipa-samdUclphon1SILDoulosLBoldItalic
    /Ipa-samdUclphon1SILDoulosLItalic
    /Ipa-sammUclphon1SILManuscriptL
    /Ipa-sammUclphon1SILManuscriptLBold
    /Ipa-sammUclphon1SILManuscriptLBoldItalic
    /Ipa-sammUclphon1SILManuscriptLItalic
    /Ipa-samsUclphon1SILSophiaL
    /Ipa-samsUclphon1SILSophiaLBold
    /Ipa-samsUclphon1SILSophiaLItalic
    /Japanese-Generic1
    /Jazz
    /KabarettD
    /KabelITCbyBT-Book
    /KabelITCbyBT-Demi
    /KabelITCbyBT-Medium
    /KabelITCbyBT-Ultra
    /KaufmannBT-Bold
    /KaufmannBT-Regular
    /Kidnap
    /KingTut1
    /KingTut2
    /KisBT-Italic
    /KisBT-Roman
    /Korean-Generic1
    /KorinnaITCbyBT-Bold
    /KorinnaITCbyBT-KursivBold
    /KorinnaITCbyBT-KursivRegular
    /KorinnaITCbyBT-Regular
    /Kuenstler480BT-Black
    /Kuenstler480BT-Bold
    /Kuenstler480BT-BoldItalic
    /Kuenstler480BT-Italic
    /Kuenstler480BT-Roman
    /KunstlerschreibschD-Bold
    /KunstlerschreibschD-Medi
    /LandscapePlanning
    /Lapidary333BT-Black
    /Lapidary333BT-Bold
    /Lapidary333BT-BoldItalic
    /Lapidary333BT-Italic
    /Lapidary333BT-Roman
    /LasVegasD
    /Latin725BT-Bold
    /Latin725BT-BoldItalic
    /Latin725BT-Italic
    /Latin725BT-Medium
    /Latin725BT-MediumItalic
    /Latin725BT-Roman
    /LatinExtraCondensedBT-Regular
    /LatinWidD
    /LcdD
    /LeawoodITCbyBT-Book
    /LeawoodITCbyBT-BookItalic
    /LetterGothic12PitchBT-Bold
    /LetterGothic12PitchBT-BoldItal
    /LetterGothic12PitchBT-Italic
    /LetterGothic12PitchBT-Roman
    /LetterGothicMT
    /LetterGothicMT-Bold
    /LetterGothicMT-BoldOblique
    /LetterGothicMT-Oblique
    /LibertyBT-Regular
    /LibertyD
    /LibraBT-Regular
    /LifeBT-Bold
    /LifeBT-BoldItalic
    /LifeBT-Italic
    /LifeBT-Roman
    /Lithograph
    /Lithograph-Bold
    /LithographLight
    /Love
    /LubalinGraphITCbyBT-Bold
    /LubalinGraphITCbyBT-Book
    /LubalinGraphITCbyBT-Medium
    /LubalinGraphITCbyBT-XtraLight
    /LuciaBT-Regular
    /LucidaConsole
    /LucidaSans
    /LucidaSans-Demi
    /LucidaSans-DemiItalic
    /LucidaSans-Italic
    /LucidaSans-Typewriter
    /LucidaSans-TypewriterBold
    /LucidaSans-TypewriterBoldOblique
    /LucidaSans-TypewriterOblique
    /LucidaSansUnicode
    /LydianBT-Bold
    /LydianBT-BoldItalic
    /LydianBT-Italic
    /LydianBT-Roman
    /LydianCursiveBT-Regular
    /MachineITCbyBT-Regular
    /MaiandraGD-Regular
    /MandarinD
    /Map-Symbols
    /MariageD
    /MattAntiqueBT-Bold
    /MattAntiqueBT-Italic
    /MattAntiqueBT-Roman
    /Mega
    /MetropolitainesD
    /MICR10byBT-Regular
    /MICR12byBT-Regular
    /MICR13byBT-Regular
    /MicrogrammaD-BoldExte
    /MicrogrammaD-MediExte
    /MilanoLet
    /Minion-Web
    /MiraraeBT-Bold
    /MiraraeBT-Roman
    /MisterEarlBT-Regular
    /Modern20BT-ItalicB
    /Modern20BT-RomanB
    /Modern735BT-RomanA
    /Modern880BT-Bold
    /Modern880BT-Italic
    /Modern880BT-Roman
    /MonaLisaRecutITC-Normal
    /Monospace821BT-Bold
    /Monospace821BT-BoldItalic
    /Monospace821BT-Italic
    /Monospace821BT-Roman
    /Monotypecom
    /MonotypeSorts
    /MorseCode
    /MotterFemD
    /MSOutlook
    /MT-Extra
    /MT-Symbol
    /MT-Symbol-Italic
    /MurrayHillBT-Bold
    /Music
    /NevisonCasD
    /Newage
    /NewBaskervilleITCbyBT-Bold
    /NewBaskervilleITCbyBT-BoldItal
    /NewBaskervilleITCbyBT-Italic
    /NewBaskervilleITCbyBT-Roman
    /News701BT-BoldA
    /News701BT-ItalicA
    /News701BT-RomanA
    /News702BT-Bold
    /News702BT-BoldItalic
    /News702BT-Italic
    /News702BT-Roman
    /News705BT-BoldB
    /News705BT-BoldItalicB
    /News705BT-ItalicB
    /News705BT-RomanB
    /News706BT-BoldC
    /News706BT-ItalicC
    /News706BT-RomanC
    /NewsGothicBT-Bold
    /NewsGothicBT-BoldCondensed
    /NewsGothicBT-BoldCondItalic
    /NewsGothicBT-BoldExtraCondensed
    /NewsGothicBT-BoldItalic
    /NewsGothicBT-Demi
    /NewsGothicBT-DemiItalic
    /NewsGothicBT-ExtraCondensed
    /NewsGothicBT-Italic
    /NewsGothicBT-ItalicCondensed
    /NewsGothicBT-Light
    /NewsGothicBT-LightItalic
    /NewsGothicBT-Roman
    /NewsGothicBT-RomanCondensed
    /NewtextITCbyBT-Regular
    /NewtextITCbyBT-RegularItalic
    /NicolasCocT-Blac
    /NicolasCocT-Regu
    /NicolasCocT-ReguItal
    /NimbusRomDGR-Bold
    /NimbusRomDGR-BoldItal
    /NimbusRomDGR-Regu
    /NimbusRomDGR-ReguItal
    /NormandeBT-Italic
    /NormandeBT-Roman
    /NovareseITCbyBT-Bold
    /NovareseITCbyBT-BoldItalic
    /NovareseITCbyBT-Book
    /NovareseITCbyBT-BookItalic
    /Nowdance
    /NuptialBT-Regular
    /OCRAbyBT-Regular
    /OCRAExtended
    /OCRB10PitchBT-Regular
    /OfficePlanning
    /OkayD
    /OldTowneNo536D
    /OnyxBT-Regular
    /OrandaBT-Bold
    /OrandaBT-BoldCondensed
    /OrandaBT-BoldItalic
    /OrandaBT-Italic
    /OrandaBT-Roman
    /OrandaBT-RomanCondensed
    /OratorBT-FifteenPitch
    /OratorBT-TenPitch
    /OrbitBbyBT-Regular
    /OriginalGaramondBT-Bold
    /OriginalGaramondBT-BoldItalic
    /OriginalGaramondBT-Italic
    /OriginalGaramondBT-Roman
    /OzHandicraftBT-Roman
    /PabloLetPlain
    /PalaceScriptMT
    /ParisianBT-Regular
    /ParkAvenueBT-Regular
    /Perpetua
    /PerpetuaTitlingMT-Light
    /Petra
    /PhotoBold
    /PhyllisD
    /Pica10PitchBT-Roman
    /PioneerITCbyBT-Regular
    /PiranesiItalicBT-Regular
    /PlaybillBT-Regular
    /PlayingCards
    /PlazaD-Regu
    /Pop
    /PosterBodoniBT-Italic
    /PosterBodoniBT-Roman
    /Present
    /Prestige12PitchBT-Bold
    /Prestige12PitchBT-BoldItalic
    /Prestige12PitchBT-Italic
    /Prestige12PitchBT-Roman
    /PrincetownD
    /PSL-TX
    /PTBarnumBT-Regular
    /PumpTriD
    /QuicksilverITC-Normal
    /QuillScript-Normal
    /QuorumITCbyBT-Black
    /QuorumITCbyBT-Light
    /QuorumITCbyBT-Medium
    /RageItalic
    /RageItalicLetPlain
    /RaleighBT-Bold
    /RaleighBT-DemiBold
    /RaleighBT-ExtraBold
    /RaleighBT-Light
    /RaleighBT-Medium
    /RaleighBT-Roman
    /Rap
    /Remember
    /RevueBT-Regular
    /Ribbon131BT-Bold
    /Ribbon131BT-Regular
    /Rock
    /Rockwell-Bold
    /Rockwell-Condensed
    /Rockwell-CondensedBold
    /Rockwell-ExtraBold
    /Rockwell-Italic
    /RomanaBT-Bold
    /RomanaBT-Roman
    /RubberStampLetPlain
    /SchadowBT-Black
    /SchadowBT-BlackCondensed
    /SchadowBT-Bold
    /SchadowBT-Light
    /SchadowBT-LightCursive
    /SchadowBT-Roman
    /SchneidlerBT-Black
    /SchneidlerBT-BlackItalic
    /SchneidlerBT-Bold
    /SchneidlerBT-BoldItalic
    /SchneidlerBT-Italic
    /SchneidlerBT-Light
    /SchneidlerBT-LightItalic
    /SchneidlerBT-Medium
    /SchneidlerBT-MediumItalic
    /SchneidlerBT-Roman
    /ScribaLetPlain
    /Script12PitchBT-Roman
    /ScriptMTBold
    /SeagullBT-Bold
    /SeagullBT-Heavy
    /SeagullBT-Light
    /SeagullBT-Medium
    /Semaphore
    /SerifaBT-Black
    /SerifaBT-Bold
    /SerifaBT-BoldCondensed
    /SerifaBT-Italic
    /SerifaBT-Light
    /SerifaBT-LightItalic
    /SerifaBT-Roman
    /SerifaBT-Thin
    /SerifaBT-ThinItalic
    /SerpentineD-Bold
    /SerpentineD-BoldItal
    /ShotgunBlanksBT-Regular
    /ShotgunBT-Regular
    /SignLanguage
    /Signs
    /Slicker
    /SlipstreamLetPlain
    /SloganD
    /SnellBT-Black
    /SnellBT-Bold
    /SnellBT-Regular
    /Software
    /SouvenirITCbyBT-Demi
    /SouvenirITCbyBT-DemiItalic
    /SouvenirITCbyBT-Light
    /SouvenirITCbyBT-LightItalic
    /Square721Blk-Italic
    /Square721Blk-Normal
    /Square721-BoldItalic
    /Square721BT-Bold
    /Square721BT-BoldCondensed
    /Square721BT-BoldExtended
    /Square721BT-Roman
    /Square721BT-RomanCondensed
    /Square721BT-RomanExtended
    /Square721Demi-Italic
    /SquareSlabserif711BT-Bold
    /SquareSlabserif711BT-Light
    /SquareSlabserif711BT-Medium
    /SquireD-Bold
    /SquireD-Regu
    /Staccato222BT-Regular
    /Staccato555BT-RegularA
    /StencilBT-Regular
    /StopD
    /StuyvesantBT-Regular
    /StymieBT-Bold
    /StymieBT-BoldItalic
    /StymieBT-ExtraBold
    /StymieBT-ExtraBoldCondensed
    /StymieBT-Light
    /StymieBT-LightItalic
    /StymieBT-Medium
    /StymieBT-MediumItalic
    /Swiss721BT-Black
    /Swiss721BT-BlackCondensed
    /Swiss721BT-BlackCondensedItalic
    /Swiss721BT-BlackExtended
    /Swiss721BT-BlackItalic
    /Swiss721BT-BlackOutline
    /Swiss721BT-BlackRounded
    /Swiss721BT-Bold
    /Swiss721BT-BoldCondensed
    /Swiss721BT-BoldCondensedItalic
    /Swiss721BT-BoldCondensedOutline
    /Swiss721BT-BoldExtended
    /Swiss721BT-BoldItalic
    /Swiss721BT-BoldOutline
    /Swiss721BT-BoldRounded
    /Swiss721BT-Heavy
    /Swiss721BT-HeavyItalic
    /Swiss721BT-Italic
    /Swiss721BT-ItalicCondensed
    /Swiss721BT-Light
    /Swiss721BT-LightCondensed
    /Swiss721BT-LightCondensedItalic
    /Swiss721BT-LightExtended
    /Swiss721BT-LightItalic
    /Swiss721BT-Medium
    /Swiss721BT-MediumItalic
    /Swiss721BT-Roman
    /Swiss721BT-RomanCondensed
    /Swiss721BT-RomanExtended
    /Swiss721BT-Thin
    /Swiss721BT-ThinItalic
    /Swiss911BT-ExtraCompressed
    /Swiss911BT-UltraCompressed
    /Swiss921BT-RegularA
    /Sydnie
    /Symbol
    /SymbolMT
    /SymbolProportionalBT-Regular
    /TagLetPlain
    /Tahoma
    /Tahoma-Bold
    /TangoBT-Regular
    /Techno
    /Thanks
    /Thehits
    /ThunderbirdBT-Regular
    /TiffanyITCbyBT-Demi
    /TiffanyITCbyBT-DemiItalic
    /TiffanyITCbyBT-Heavy
    /TiffanyITCbyBT-HeavyItalic
    /TiffanyITCbyBT-Light
    /TiffanyITCbyBT-LightItalic
    /TigerRagLetPlain
    /Times-Bold
    /Times-BoldItalic
    /TimeScrD-Bold
    /TimeScrD-Ligh
    /TimeScrD-Medi
    /Times-Italic
    /TimesNewRomanMT-ExtraBold
    /TimesNewRomanPS-BoldItalicMT
    /TimesNewRomanPS-BoldMT
    /TimesNewRomanPS-ItalicMT
    /TimesNewRomanPSMT
    /Times-Roman
    /Transitional511BT-Bold
    /Transitional511BT-BoldItalic
    /Transitional511BT-Italic
    /Transitional511BT-Roman
    /Transitional521BT-BoldA
    /Transitional521BT-CursiveA
    /Transitional521BT-RomanA
    /Transitional551BT-MediumB
    /Transitional551BT-MediumItalicB
    /Trebuchet-BoldItalic
    /TrebuchetMS
    /TrebuchetMS-Bold
    /TrebuchetMS-Italic
    /TrumpetLite-Bold
    /TrumpetLite-BoldItalic
    /TrumpetLiteItalic
    /TrumpetLite-Normal
    /TwCenMT-Bold
    /TwCenMT-BoldItalic
    /TwCenMT-CondensedBold
    /TwCenMT-CondensedExtraBold
    /TwCenMT-CondensedMedium
    /TwCenMT-Medium
    /TwCenMT-MediumItalic
    /TypoUprightBT-Regular
    /UmbraBT-Regular
    /UniversityRomanBT-Bold
    /UniversityRomanBT-Regular
    /Unplug
    /URWWoodTypD
    /VAGRoundedBT-Regular
    /Venetian301BT-Demi
    /Venetian301BT-DemiItalic
    /Venetian301BT-Italic
    /Venetian301BT-Roman
    /Verdana
    /Verdana-Bold
    /Verdana-BoldItalic
    /Verdana-Italic
    /VictorianD
    /VinetaBT-Regular
    /VivaldiD
    /VladimirScrD
    /Webdings
    /WeddingTextBT-Regular
    /WeidemannITCbyBT-Bold
    /WeidemannITCbyBT-BoldItalic
    /WindsorBT-Elongated
    /WindsorBT-Light
    /WindsorBT-LightCondensed
    /WindsorBT-Outline
    /WindsorBT-Roman
    /Wingdings-Regular
    /Xmas
    /ZapfCalligraphic801BT-Bold
    /ZapfCalligraphic801BT-BoldItal
    /ZapfCalligraphic801BT-Italic
    /ZapfCalligraphic801BT-Roman
    /ZapfChanceryITCbyBT-Bold
    /ZapfChanceryITCbyBT-Demi
    /ZapfChanceryITCbyBT-Medium
    /ZapfChanceryITCbyBT-MediumItal
    /ZapfDingbats
    /ZapfDingbatsITCbyBT-Regular
    /ZapfElliptical711BT-Bold
    /ZapfElliptical711BT-BoldItalic
    /ZapfElliptical711BT-Italic
    /ZapfElliptical711BT-Roman
    /ZapfHumanist601BT-Bold
    /ZapfHumanist601BT-BoldItalic
    /ZapfHumanist601BT-Demi
    /ZapfHumanist601BT-DemiItalic
    /ZapfHumanist601BT-Italic
    /ZapfHumanist601BT-Roman
    /ZapfHumanist601BT-Ultra
    /ZapfHumanist601BT-UltraItalic
    /ZinjaroLetPlain
    /ZurichBT-Black
    /ZurichBT-BlackExtended
    /ZurichBT-BlackItalic
    /ZurichBT-Bold
    /ZurichBT-BoldCondensed
    /ZurichBT-BoldCondensedItalic
    /ZurichBT-BoldExtended
    /ZurichBT-BoldExtraCondensed
    /ZurichBT-BoldItalic
    /ZurichBT-ExtraBlack
    /ZurichBT-ExtraCondensed
    /ZurichBT-Italic
    /ZurichBT-ItalicCondensed
    /ZurichBT-Light
    /ZurichBT-LightCondensed
    /ZurichBT-LightCondensedItalic
    /ZurichBT-LightExtraCondensed
    /ZurichBT-LightItalic
    /ZurichBT-Roman
    /ZurichBT-RomanCondensed
    /ZurichBT-RomanExtended
    /ZurichBT-UltraBlackExtended
  ]
  /NeverEmbed [ true
  ]
  /AntiAliasColorImages false
  /CropColorImages false
  /ColorImageMinResolution 150
  /ColorImageMinResolutionPolicy /OK
  /DownsampleColorImages false
  /ColorImageDownsampleType /Bicubic
  /ColorImageResolution 350
  /ColorImageDepth -1
  /ColorImageMinDownsampleDepth 1
  /ColorImageDownsampleThreshold 1.50000
  /EncodeColorImages true
  /ColorImageFilter /DCTEncode
  /AutoFilterColorImages true
  /ColorImageAutoFilterStrategy /JPEG
  /ColorACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /ColorImageDict <<
    /QFactor 0.76
    /HSamples [2 1 1 2] /VSamples [2 1 1 2]
  >>
  /JPEG2000ColorACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 15
  >>
  /JPEG2000ColorImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 15
  >>
  /AntiAliasGrayImages false
  /CropGrayImages false
  /GrayImageMinResolution 150
  /GrayImageMinResolutionPolicy /OK
  /DownsampleGrayImages false
  /GrayImageDownsampleType /Bicubic
  /GrayImageResolution 300
  /GrayImageDepth -1
  /GrayImageMinDownsampleDepth 2
  /GrayImageDownsampleThreshold 1.50000
  /EncodeGrayImages true
  /GrayImageFilter /DCTEncode
  /AutoFilterGrayImages true
  /GrayImageAutoFilterStrategy /JPEG
  /GrayACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /GrayImageDict <<
    /QFactor 0.76
    /HSamples [2 1 1 2] /VSamples [2 1 1 2]
  >>
  /JPEG2000GrayACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 15
  >>
  /JPEG2000GrayImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 15
  >>
  /AntiAliasMonoImages false
  /CropMonoImages false
  /MonoImageMinResolution 1200
  /MonoImageMinResolutionPolicy /OK
  /DownsampleMonoImages true
  /MonoImageDownsampleType /Bicubic
  /MonoImageResolution 1200
  /MonoImageDepth -1
  /MonoImageDownsampleThreshold 1.50000
  /EncodeMonoImages true
  /MonoImageFilter /CCITTFaxEncode
  /MonoImageDict <<
    /K -1
  >>
  /AllowPSXObjects true
  /CheckCompliance [
    /None
  ]
  /PDFX1aCheck false
  /PDFX3Check false
  /PDFXCompliantPDFOnly false
  /PDFXNoTrimBoxError true
  /PDFXTrimBoxToMediaBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXSetBleedBoxToMediaBox true
  /PDFXBleedBoxToTrimBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXOutputIntentProfile (None)
  /PDFXOutputConditionIdentifier ()
  /PDFXOutputCondition ()
  /PDFXRegistryName (http://www.color.org)
  /PDFXTrapped /False

  /CreateJDFFile false
  /Description <<
    /ENU ()
  >>
  /Namespace [
    (Adobe)
    (Common)
    (1.0)
  ]
  /OtherNamespaces [
    <<
      /AsReaderSpreads false
      /CropImagesToFrames true
      /ErrorControl /WarnAndContinue
      /FlattenerIgnoreSpreadOverrides false
      /IncludeGuidesGrids false
      /IncludeNonPrinting false
      /IncludeSlug false
      /Namespace [
        (Adobe)
        (InDesign)
        (4.0)
      ]
      /OmitPlacedBitmaps false
      /OmitPlacedEPS false
      /OmitPlacedPDF false
      /SimulateOverprint /Legacy
    >>
    <<
      /AllowImageBreaks true
      /AllowTableBreaks true
      /ExpandPage false
      /HonorBaseURL true
      /HonorRolloverEffect false
      /IgnoreHTMLPageBreaks false
      /IncludeHeaderFooter false
      /MarginOffset [
        0
        0
        0
        0
      ]
      /MetadataAuthor ()
      /MetadataKeywords ()
      /MetadataSubject ()
      /MetadataTitle ()
      /MetricPageSize [
        0
        0
      ]
      /MetricUnit /inch
      /MobileCompatible 0
      /Namespace [
        (Adobe)
        (GoLive)
        (8.0)
      ]
      /OpenZoomToHTMLFontSize false
      /PageOrientation /Portrait
      /RemoveBackground false
      /ShrinkContent true
      /TreatColorsAs /MainMonitorColors
      /UseEmbeddedProfiles false
      /UseHTMLTitleAsMetadata true
    >>
    <<
      /AddBleedMarks false
      /AddColorBars false
      /AddCropMarks false
      /AddPageInfo false
      /AddRegMarks false
      /BleedOffset [
        0
        0
        0
        0
      ]
      /ConvertColors /NoConversion
      /DestinationProfileName (sRGB IEC61966-2.1)
      /DestinationProfileSelector /NA
      /Downsample16BitImages true
      /FlattenerPreset <<
        /PresetSelector /MediumResolution
      >>
      /FormElements true
      /GenerateStructure false
      /IncludeBookmarks false
      /IncludeHyperlinks false
      /IncludeInteractive false
      /IncludeLayers false
      /IncludeProfiles true
      /MarksOffset 6
      /MarksWeight 0.250000
      /MultimediaHandling /UseObjectSettings
      /Namespace [
        (Adobe)
        (CreativeSuite)
        (2.0)
      ]
      /PDFXOutputIntentProfileSelector /DocumentCMYK
      /PageMarksFile /RomanDefault
      /PreserveEditing true
      /UntaggedCMYKHandling /LeaveUntagged
      /UntaggedRGBHandling /LeaveUntagged
      /UseDocumentBleed false
    >>
  ]
>> setdistillerparams
<<
  /HWResolution [2540 2540]
  /PageSize [595.245 841.846]
>> setpagedevice


