Qualification Guide

NOCN Level 3 Award in
Preparing to Teach in the

Lifelong Learning Sector
(QCF)

Qualification Approval No. 500/7874/4

NOCN Level 4 Award in
Preparing to Teach in the

Lifelong Learning Sector
(QCF)

Qualification Approval No. 500/7885/9

Version 2 January 2012

~
@ m The Diversity of Learning



NOCN Level 3 Award in Preparing to Teach in the Lifelong

Learning Sector (QCF) nocn

NOCN Level 4 Award in Preparing to Teach in the Lifelong NATIONAL OPEN
Learning Sector (QCF) COLLEGE NETWORK

National Open College Network

National Open College Network (NOCN) is a leading credit-based Awarding Organisation in the
UK, offering high quality, flexible, credit-based qualifications and is recognised by the
Qualifications Regulators in England, Wales, Northern Ireland and Scotland. We also have
partnerships with OCNs in Scandinavia.

NOCN had the second highest number of achievements in the QCF in 2009-2010, within the UK
(Regulators’ Annual Qualifications Market Report Version 2 — August 2011 Ofqual/11/4854).

We are a not for profit organisation and invest our resources into the development of existing
products and services and new gqualifications. We are proud to be a registered charity and will
continue to promote our charitable objectives.

There are more than 2,500 centres nationally offering NOCN qualifications. We currently have
nearly 300 qualifications on both the National Qualification Framework (NQF) and the
Qualifications and Credit Framework (QCF). They are made up of more than 1,000 units from a
wide range of areas including modern languages, trade unions, creative arts and design,
foundations for learning and life, preparation for work including employability, security, credit
control and Offender Learning.

We offer different types of qualifications from Entry Level to Level 4 and skills for life such as
Functional Skills. NOCN qualifications are delivered through schools, further education and
sixth form colleges, higher education institutions, trade unions, employers, local education
authorities and training organisations, adult and community education centres, and voluntary
and community organisations. We operate through a network of regional OCNs in England and
Northern Ireland.

We work in collaboration with Agored Cymru, the Awarding Organisation for Wales. All OCNs
support the delivery of NOCN qualifications, through NOCN recognised centres.
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1. About the qualifications

The NOCN Level 3 and Level 4 Awards in Preparing to Teach in the Lifelong Learning Sector
(QCF) are designed as a first step for new teachers entering the post-16 teaching/training
profession and are available for all teachers, in a full or associate role.

These qualifications have been developed by Lifelong Learning UK (LLUK) in consultation with
Awarding Bodies and providers as part of the teaching qualifications framework (TQF) for the
FE sector, which includes the voluntary and community sectors and FE colleges.

From September 2007, all new teachers are required to gain a Licence to Practice at the start of
their career. The NOCN Level 3 or Level 4 Awards in Preparing to Teach in the Lifelong
Learning Sector (QCF) are introductory programmes suitable for all new teachers in the sector
and provides the minimum statutory standard for all those entering the teaching profession.
Learners achieving one of the qualifications will gain a threshold Licence to Practice, which then
needs to be converted into either the Certificate or Diploma to Teach in the Lifelong Learning
Sector within five years.

The qualification is offered at Level 3 and Level 4 and is also a direct progression route into the
Certificate in Teaching in the Lifelong Learning Sector (CTLLS).

The qualification must be completed within 12 months from entering the profession.

The gqualifications can be delivered by any recognised Centre following a successful application
to add the qualifications to their curriculum plan. The Centre must meet the minimum
requirements stated by LLUK as outlined in this document.

Defining the minimum core of teachers’ knowledge, understanding and personal skills

All new teachers are required to demonstrate their knowledge, understanding and personal
skills in literacy, language, numeracy and information communication technology (ICT). This will
be referred to in the Preparing to Teach in the Life Long Learning Sector (PTLLS) Award.

For further guidance please refer to the publications below:

Addressing literacy, language, numeracy and ICT needs in education and training: Defining the
minimum core of teachers’ knowledge, understanding and personal skills. A guide for initial
teacher education programmes.

June 2007 LLUK.www.lluk.org

Inclusive learning approaches for literacy, language, numeracy and ICT: Companion guide to
the minimum core.
November 2007 LLUK. www.lluk.org


http://www.lluk.org/
http://www.lluk.org/
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New entrants to teaching in the sector will be required to:

e gain a Licence to Practice;

o follow a programme of study leading to an appropriate new qualification for their role;

e gain either Associate Teacher Learning and Skills (ATLS) status or Qualified Teacher
Learning and Skills (QTLS) status;

‘associate teaching role’ means a teaching role that carries significantly less than the full
range of teaching responsibilities ordinarily carried out in a full teaching role (whether on a full-
time, part-time, fractional, fixed term, temporary or agency basis) and does not require the
teacher to demonstrate an extensive range of knowledge, understanding and application of
curriculum development, curriculum innovation or curriculum delivery strategies.

‘full teaching role’ means a teaching role that carries the full range of teaching responsibilities
(whether on a full-time, part-time, fractional, fixed term, temporary or agency basis) and requires
the teacher to demonstrate an extensive range of knowledge, understanding and application of
curriculum development, curriculum innovation or curriculum delivery strategies.

Guided Learning Hours

e The recommended guided learning hours for one credit is 10.

e The total recommended guided learning hours for each of these qualifications are 30
hours with an additional 30 hours being used to develop skills and knowledge via practice
and research.

e This is notional learning time based on the credit values assigned to the units, and the
number of unit credits required to achieve the qualification.

e Some learners will be able to achieve these units in a shorter time, other learners,
particularly those with literacy requirements, will take much longer.

Language Requirements
If you have a requirement for this qualification in Welsh, please contact NOCN who will review

demand and provide as appropriate. At present this qualification is not offered through the
medium of Irish (Gaeilge). This will be reviewed if there is evidence of demand.
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2. Who the qualifications are for

The NOCN Level 3 and Level 4 Awards in Preparing to Teach in the Lifelong Learning Sector
(QCF) are aimed at anyone who entered the teaching profession since September 2007.

The minimum age for access to these qualifications is 18. Learners must be 18 years of
age at the start of the course.

These qualifications may be offered in a number of modes including pre-service, in-service, part
time or full time. For those newly employed in the sector, the award must be achieved within 12
months of entering the profession.

These qualifications are particularly suitable for those who are starting their career in teaching at
a supported level with limited responsibilities and significant guidance.

Pre Course Interview

e All learners will be offered pre-course guidance to ensure they are attending the
appropriate course for their teaching responsibilities.

e This interview will include information about Criminal Record Bureau (CRB) checks and
Institute for Learning (IfL) Membership.

Restrictions on Learner Entry

e Learners must agree to join the IfL — the professional body for teachers.

e Learners must hold a current CRB Certificate if required to by their employer, or if they
intend to work with learners who are covered by the CRB regulations. Learners are
responsible for gaining advice from their employer.

Recommended Prior Learning

Learners should be qualified in the area they will be teaching. Typically a teacher should be
gualified at least to the level above the level they will be teaching. This qualification may be, or
may need to be formally acquired, or in some instances it may be experiential learning, which
best qualifies the practitioner to teach others. The appropriate nature of qualification, however
gained, will be discussed at the pre-course interview.

Learners should also:
e be able to demonstrate that they can work at Level 3 in Literacy;
e have an equivalence of Level 1 Functional Skills in Mathematics and ICT.

Centres should provide learners with access to support and guidance in these areas where
necessary.
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Support for Learning

Support for literacy, Centres should provide learners with access to support and
numeracy and ICT guidance in these areas where necessary.

Individual Learning Plan All learners will agree an individual learning plan to ensure that
their learning and achievement is effectively supported and

engaged in.
Support for subject This qualification may be, or may need to be formally acquired,
specialist pedagogy or in some instances it may be experiential learning, which best

qualifies the practitioner to teach others. Typically a teacher
should be qualified at least to the level above the level they will
be teaching. The appropriate nature of qualification, however
gained, will be discussed at the pre-course interview.

Learning resources to All providers need to ensure that learners have access to an

support learning appropriate range of learning resources.

Teaching practice All teaching practice must take place in locations which are

locations appropriate for learning and which comply with all appropriate
legislation.

Accreditation of Prior There is no Accreditation of Prior Learning for this course.

Learning

Tutorial support All learners will be offered tutorial support by the delivery team.
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Levels

Learners will need to be able to:

Level Intellectual Skills and Processes Accountability
Attributes
Level 3 e Apply knowledge and e Operate in a variety of e Engage in self
skills in a range of familiar and unfamiliar directed activity
complex activities, contexts using a range with guidance
demonstrating of technical or learning /evaluation
comprehension of skills e Accept
relevant theories e Select from a responsibility for
e Access and evaluate considerable choice of quality and
information procedures guantity of
independently e Give presentations to an output
e Analyse information audience e Accept limited
and make reasoned responsibility for
judgements the quantity and
e Employ a range of quality of output
responses to well from others
defined but often
unfamiliar or
unpredictable problems
Level 4 e Develop a rigorous e Operate in a range of e Undertake self

approach to the
acquisition of a broad
knowledge base

e Employ a range of
specialised skills

e Determine solutions to
a variety of
unpredictable problems

e Generate a range of
responses, a limited
number of which are
innovative, to well
defined but often
unfamiliar problems

e Evaluate information,
using it to plan and
develop investigative
strategies

varied and specific
contexts involving
creative and non-routine
activities

e Exercise appropriate
judgement in planning,
selecting or presenting
information, methods or
resources

directed and a
limited amount of
directive activity
Operate within
broad general
guidelines or
functions

Take
responsibility for
the nature and
quantity of
outputs

Meet specified
quality standards
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Recognition of Prior Learning

Recognition of prior learning is an assessment method leading to the award of credit. The
process involves considering if a learner can meet the specified assessment requirements for a
unit through knowledge, understanding or skills that they possess already as a consequence of
which they do not need to undertake a course of learning.

Centres are encouraged to recognise the previous achievements and experiences, both formal,
for example through accredited units or qualifications in which case such accreditation should
not normally be more than 3 years old, or informal, for example through continuous learning.
This involves the recognition of achievement from a range of activities that will have been
assessed through any valid method of assessment. When using the process of the recognition
of prior learning, it is essential that the assessment requirements of a specific unit or, more
exceptionally, a qualification have been met. The evidence of learning provided must be
sufficient, reliable and valid.

Progression Opportunities

Having achieved the NOCN Level 3 or Level 4 Award in Preparing to Teach in the Lifelong
Learning Sector (QCF), learners will have achieved the minimum statutory requirement for all
new teachers. The qualification enables progression to employment, further learning
opportunities within employment, or further study. Learners wishing to progress to an associate
teaching role can progress to the NOCN Level 3 or Level 4 Certificate in Teaching in the
Lifelong Learning Sector (QCF). Learners wishing to progress to a full teaching role would
complete the Diploma in Teaching in the Lifelong Learning Sector (DTLLS) provided by a range
of other awarding institutions.

Learners with Particular Requirements

Assessment within the NOCN Level 3 or Level 4 Award in Preparing to Teach in the Lifelong
Learning Sector (QCF) is designed to be accessible and inclusive. The assessment
methodology is appropriate and rigorous for individuals or groups of learners.

If you have learners with particular requirements you should refer to the ‘Reasonable
Adjustment and Special Considerations Policy’ which can be found in NOCN Centre Handbook
on NOCN website within the Learning Providers section under NOCN Centre Area.

This section gives clear guidance on the reasonable adjustments and arrangements that can be
made to take account of disability or learning difficulty without comprising the achievement of
the assessment criteria.

The NOCN Centre Recognition process requires policy statements on Equal Opportunities and
Diversity and Disability Discrimination. These policy statements are then checked and
confirmed through the Quality Review and Risk Assessment processes.

9
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3. Achieving the qualifications

Rules of Combination

To achieve the NOCN Level 3 or Level 4 Award in Preparing to Teach in the Lifelong Learning
Sector (QCF) learners are required to complete the six credits (30 Guided Learning Hours) from
the mandatory unit ‘Preparing to Teach in the Lifelong Learning Sector’.

Support for Learning

All learners will be offered tutorials during their course and until they have completed the
qualification. Learners will be encouraged to use a range of resources to support their
academic progress and to engage with appropriate staff in their organisation for further
information and advice.

Achievement Methodology

The qualification is awarded, at Level 3 or Level 4, to learners who successfully achieve the
‘Preparing to Teach in the Lifelong Learning Sector’ unit, by meeting the specified assessment
criteria within this unit. Assessment for the unit is set by NOCN. There is no further
assessment to achieve the qualification.

In summary:

e There are externally set tasks for the ‘Preparing to Teach in the Lifelong Learning Sector’
unit (please see Appendix 1 and 2).

e Tasks marked by Centre.

e Internally verified.

e Externally verified.

10
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4. The qualification units

Please click on the hyperlinks below to access the units from the NOCN website.

NOCN Level 3 Award in Preparing to Teach in the Lifelong Learning Sector (QCF)

Preparing to Teach in the Lifelong Learning
GCb5/3/QQ/015  T/501/1192  Sector Mandatory CAJ222

NOCN Level 4 Award in Preparing to Teach in the Lifelong Learning Sector (QCF)

Preparing to Teach in the Lifelong Learning
GCb5/4/QQ/007  Y/500/8947  Sector Mandatory 4 CAJ230

The assessment activities for the units are indicated in the Assessment Information Grid on the
individual units.

An explanation of the kind of activity, assessment and evidence expected at the appropriate
level is given on the next page.

11
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Assessment Definitions
Case Studies

Consideration of a particular, relevant situation or example, selected by the tutor or by learners, which enables learners to apply knowledge to
specific situations. May be used as a collective / group activity and discussed in a group of learners or by an individual learner. Or may be
used with individual learners as a written activity through case study materials and learner responses.

The learning may be assessed by:
Tutor observation.

Class discussion.

One to one.

Group tutorial discussion.

Evidence could include:

e Tutor record of observation.
Learner notes.

Summary of class discussion.
Tutorial notes.
Audio/video/photographic record.

12
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Activity Assessment Evidence
Level | Case studies should allow for the application of knowledge ina | Assessment through peer Evidence could be; tutor record,
Three | range of complex areas, in a variety of familiar and unfamiliar assessment, self-assessment, | learner record, peer checkilist,
contexts. Discussion should be guided but self-directed (group). | tutor observation or summary of discussion,
Written work should allow for autonomy, evaluation and assessment or written work. audio/video/photographic record
reasoned judgements to be made (GL = 1000 words). or written work.
Level | Case studies should allow for the application of knowledge ina | Assessment through peer Evidence could be; tutor record,
Four | range of complex areas, in a variety of familiar and unfamiliar assessment, self-assessment, | learner record, peer checkilist,

contexts. Discussion should be guided but self-directed (group).
Written work should allow for autonomy, evaluation and analysis
to be made (GL = 1200 words).

tutor observation or
assessment or written work.

summary of discussion,
audio/video/photographic record
or written work.

13
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Written Description

Consideration of a particular subject, situation or example selected by the tutor or by learners, which enables learners to apply knowledge to
specific situations and to present them in written format.

The learning may be assessed by:
e Tutor.

¢ One to one tutorial.

e Discussion.

Evidence could include:

e Tutor record of observation.
e Learner notes.
e Tutorial notes.
e Completed report.
e Charts.
e Plans.
Activity Assessment Evidence
Level | Subjects should allow the application of knowledge in a range of | Assessment through self- Evidence could be; tutor record,
Three | complex areas, in a variety of familiar and unfamiliar context. GL | assessment and tutor learner record, summary of
= 1000 words. assessment. feedback or completed work.
Level | Subjects should allow the application of knowledge in a range of | Assessment through self- Evidence could be; tutor record,
Four | complex areas, in a variety of familiar and unfamiliar contexts. assessment and tutor learner record, summary of
Learners will include reflection or evaluation on the application of | assessment. feedback or completed work.
the topic content. GL = 1200 words.

14
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Practical Demonstration
A practical demonstration of a skill/situation selected by the tutor or by learners, to enable learners to practise and apply skills and knowledge.

The learning may be assessed by:
e Tutor.

Peer observation.

One to one tutorial.
Discussion.

Self-assessment.

Evidence could include:

Tutor record of observation.
Learner notes.

Tutor lesson plan.

Tutorial notes.

Audio / video / photographic record.
Learner log.

15
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Activity Assessment Evidence
Level | Practical demonstrations should allow for the application of skills | Assessment through tutor / | Evidence could include tutor record
Three | and knowledge in a range of complex areas and in a variety of peer observation, one to of observation, learner notes, tutor
familiar and unfamiliar contexts. one tutorial, discussion lesson plan, tutorial notes, audio /
and self-assessment. video / photographic record and
learner log.
Level | Practical demonstrations should allow for the application of skills | Assessment through tutor / | Evidence could include; tutor
Four | and knowledge in a range of complex areas and in a variety of peer observation, one to record of observation, learner

familiar and unfamiliar contexts. Learners will evaluate their
performance against the assessment criteria and make
recommendations for any changes which would strengthen their
performance.

one tutorial, discussion
and self-assessment.

notes, tutor lesson plan, tutorial
notes, audio/video/photographic
record and learner log.

16
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Practice File

A structured collection of documents from real situations such as work or voluntary activity, which evidence the application of knowledge and /
or skills. The documents should be mapped to specific learning outcome/s in a unit of assessment. May need a short explanation of how the
particular document evidences achievement of a specific learning outcome.

The learning may be assessed through:

e Discussion with the tutor.

Evidence could include:

e Form mapping to learning outcomes, plus explanation if necessary and the documents, for example, minutes, reports, brochures, plans,

witness statements, letters or e-mails.

Activity Assessment Evidence
Level | Practice evidence should be chosen to demonstrate the application of Assessment through Evidence could include;
Three | knowledge and skills in a range of complex activities. Learners should be | discussion with the tutor. structured file with tutor
expected to select appropriate and relevant evidence with minimal feedback.

guidance, and to present the evidence in a structured format with
sufficient information to demonstrate achievement.

Level | Practice evidence will prove application of knowledge and evaluation of Assessment through Evidence could include;
Four | skills in a range of complex activities. Learners will select appropriate discussion with the tutor. structured file with tutor
and relevant evidence with minimal guidance, and present the evidence feedback.

in a structured format with sufficient information to demonstrate
achievement.

17
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5. How the qualifications are assessed

The qualifications require achievement of the specified unit with no further requirements for
additional/summative assessment. Achievement is therefore determined by successful
completion of unit assessment. The assessment process is as follows:

¢ NOCN has set the assessment tasks for these Awards (please see Appendix 1 and 2).

e The allocation of activities has been designed to give learners the opportunity to
experience and explore a range of different assessment activities to give them insight
into how their own learners may feel about such activities.

e [Each assessment activity has a range of assessment criteria attached to it, so that
assessment is holistic.

e Centres must refer to the NOCN Assessment Definitions Document for guidance on what
Is expected for Level 3 or Level 4 achievement for each type of activity.

e The learners are assessed internally at the Centre, using the assessments set by NOCN.

e The resulting portfolios of assessed evidence are internally verified by an internal verifier
at the Centre.

0 At least one assessment task per learner will be internally verified.
o The complete evidence of achievement of at least 10% or five learners, whichever is
the greater, will be internally verified in full.

e The portfolios of assessed evidence are externally verified by an external verifier
appointed by the OCN, at the regional external verification event.

In line with LLUK requirements, learners will be involved in at least one hour of microteaching.
Each learner must deliver at least one 15 minute microteaching session which should be
observed and assessed by a member of the delivery team. For the additional 45 minutes,
learners can either deliver additional microteaching sessions or observe the microteaching
sessions of other learners. Observed and assessed practice can be within an appropriate
teaching practice location.

5.1 Unit Assessment

NOCN has allocated the type of assessment activities which are to be used for the Award in
Preparing to Teach in the Lifelong Learning Sector (PTLLS) unit which forms these
gualifications. Achievement of the unit is through externally set, internally assessed, internally
verified and externally verified assessment activity, as detailed above.

The range of activities is designed to give learners the experience of being assessed through
diverse methods, which will stand them in good stead as practitioners with their own learners.
The use of a group discussion is designed to develop practice and confidence in both using the
technique and in understanding the requirement for appropriate assessment evidence for a
group activity.

Tutors must give constructive, written feedback on all tasks, and any gaps identified must be
completed before the unit can be achieved. Learner portfolios will have a title page, index, copy
of the unit, individual assessment tasks with the learners’ evidence attached, and tutor
feedback.

18
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5.2 Assessment Information Grid

Each unit has a supplementary page with an Assessment Information Grid. The Assessment
Information Grid gives recognised methods of assessment for NOCN units. If a method is
marked ‘P’ (Prescribed), that method must be used in the assessment of the unit. Methods
marked ‘O’ (Optional) are recommended methods and you will select the activity or activities
most appropriate for your learners and context. Some units will have a combination of
Prescribed and Optional methods. Assessors must always refer to this Grid before devising
assessment tasks. NOCN also provides Assessment Definitions for a wide range of
assessment activities. This grid includes a general description of the activity and, for each level,
details on how that method can be applied and what evidence is appropriate.

5.3 Marking Tasks

Tasks are set to allow the learner to meet all of the Learning Outcomes and Assessment
Criteria in the unit. Each task must be marked against the identified assessment criteria in the
unit and judged to be either achieved or not achieved. Where a series of tasks is set, learners
must demonstrate the achievement of the required standard identified in the assessment criteria
in all tasks in order to achieve the unit credit. All of the assessment criteria in a unit must be
met before the unit is deemed achieved. The unit achievement is not banded or graded; units
are either achieved or not achieved.

5.4 Recording Achievement

You must record each learner’s performance in each unit on an appropriate form or forms
(please see your OCN for further advice and/or exemplar tracking documentation). The form/s
should record the learner’s performance against the unit assessment criteria evidenced by the
task.

5.5 Standardisation

Tutor records on assessment and learner achievement must be available to the external verifier.
Assessors must not internally verify their own tasks. All staff should be involved in internal
standardisation. Good practice and action points from internal standardisation must be formally
recorded and shared across the team. The action points must be completed within an agreed

time.

Centres will be required to provide samples of assessment tasks for regional and national
standardisation activity.

For further information on standardisation see Section 7.2

19
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5.6 Assessment and Verification of Teaching Practice

For these qualifications, in line with LLUK requirements, learners will be involved in at least one
hour of microteaching. Each learner must deliver at least one 15 minute microteaching session
which should be observed and assessed by a member of the delivery team. For the additional
45 minutes, learners can either deliver additional microteaching sessions or observe the
microteaching sessions of other learners. Observed and assessed practice can be within an
appropriate teaching practice location.

20
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6. Offering the qualifications

Centres wishing to offer the qualification or units of the qualification should in the first instance
contact their OCN for information and support. A list of all OCN offices and contacts can be
found on the NOCN website at www.nocn.org.uk.

Your OCN will advise you on the best and most efficient methods for offering these
qualifications to learners. All procedures for the use of this qualification or units of this
qualification, including approval, registration of learners, verification, externally set assessment
and certification will be completed through your OCN who will have an identified officer to
support your Centre. If you have any queries or difficulties at any time you should contact your
OCN office.

Centres should note that there is an additional qualification approval process over and above
the normal Centre Recognition Process for these qualifications. This is to ensure that Centre
can meet the SVUK baseline criteria which are detailed on the following pages.

Approval to Offer NOCN Qualifications or Units of NOCN Qualifications

If you are a new centre then please contact your nearest OCN office for details of the Centre
Recognition Application process and the process for delivering qualifications.

Support for Centres

1. Your OCN will provide ongoing support and advice on the use of NOCN credit and
qualifications including the requirements for assessment.

2. Approval should always take place through the normal OCN processes and will be
explicitly recorded.

3. All Centres approved to offer NOCN credit and qualifications will be allocated a unique
NOCN Centre Number.

4. Each Centre should identify a Centre Contact who will be responsible for NOCN credit
and qualifications within the Centre.

5. The Centre Contact must ensure all procedures relating to the delivery of the qualification
operate effectively in the Centre.

6. The Centre Contact is the person responsible for confirming and ensuring that the Centre
meets all the NOCN requirements for Centre Recognition.

7. The Centre Contact is responsible for ensuring all relevant NOCN documentation is
distributed as required within the centre and that the security requirements for External
Assessment are adhered to, where applicable.

Full details of all NOCN requirements are provided in Recognised Centre Handbook on the
NOCN website at www.nocn.org.uk.
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Standards Verification UK (SVUK) Baseline Criteria for all providers delivering PTLLS
www.standardsverificationuk.org

Criterion 1 - Entry requirements
All providers will ensure the following:

1.1 Give guidance and advice on suitable success routes into teaching for all applicants.

1.2 Assess entrants’ capability to meet the new LLUK professional standards for the learning

and skills sector by the end of their course.

1.3 Verify that all entrants can read and communicate clearly and accurately enough to meet

the requirements of their training.

1.4 Have systems in place for teachers to seek information on whether entrants have a
criminal background which might prevent them working as a teacher with young people or

vulnerable adults.

1.5 Check that entrants hold relevant vocational and/or academic qualifications of at least the

level above that of their learners. Interview all entrants as part of the selection process.

Criterion 2 - Training and Assessment

All providers will ensure that the following are in place:

2.1 The content, structure and delivery of training are designed to enable trainee teachers, to

meet the new LLUK standards at each phase of their training.

2.2 All trainee teachers could achieve the appropriate levels of competence in literacy,

language and numeracy, as defined by the LLUK standards, by the end of their training.

2.3 Training takes full account of individuals learning needs, including the development of
literacy, language, numeracy and information and communication technology (ICT) skills

and the skills necessary for using e-learning.

2.4 Trainee teachers are assessed regularly and accurately and meet all the standards before

being recommended for an award against LLUK standards.

2.5 Trainee teachers have undertaken at least the minimum amounts of training time as

specified by LLUK at each phase of their training.

2.6 All trainee teachers have access to appropriate support, such as an experienced mentor,

in order to improve their specialist teaching skills.

Criterion 3 - Management of the training partnership
All providers must ensure that the following are in place:

3.1 Programmes of training are planned as a coherent whole so that;
o the taught elements and the teaching practice, or work-based elements are
integrated effectively;
o trainees from all employment contexts are able to meet the standards.
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3.2 Partnership agreements, or their equivalent are in place. These should clearly define the
roles and responsibilities of the constituent organisations and identify the procedures and
processes to ensure that all the baseline criteria are met by all ITT members of the
partnership.

3.3 The partnership should work in a co-ordinated and effective manner to ensure that all
trainees in all contexts have continuous and consistent training experience that enables
them to meet the standards.

Criterion 4 - Quality Assurance
All providers must ensure the following:.

4.1 Their provision complies with the Secretary of State’s requirements for initial teacher
training www.lluk.org

4.2 Trainee teachers have access to appropriate resources to develop their knowledge,
understanding and skills to meet the LLUK standards.

4.3 Sufficient suitable staffing is in place to deliver effective training to meet LLUK standards.

4.4 Rigorous internal and independent external moderation procedures are in place to assure
the reliability and accuracy of the assessment of assignments and teaching.

4.5 Quality and standards issues raised through internal and external moderation and/or
inspection are investigated and addressed to improve the training.

4.6 They systematically monitor and evaluate all aspects of provision to improve its quality and
ensure that it complies with these criteria.

4.7 Initial Teacher, Tutor and Trainer Education (ITTE) providers benchmark performance over
time, and against other providers, using externally and internally produced evidence to
inform target-setting and planning for improvement.
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NOCN Guidance for Centres

Staff development for
centre staff

All Centres will attend an induction session for the
qualification(s) before approval to deliver the
qualification(s); this maybe done on a one-to-one or
regional basis.

All Centres will participate in regional standardisation
through the quality assurance cluster events.

The OCN will elect the sample to go forward to National
Standardisation.

Samples of good practice and developments which can
take practice forward will be shared across the NOCN
network and its providers.

Guidance and support for
new staff delivering on
programme(s)

Centres are responsible for the appropriate induction of
all new staff to the qualification(s) and to NOCN provision.

Course evaluation/centre
risk assessment/annual
review of programme(s)

Quality Reviewers are responsible for periodically
auditing each centre in relation to courses, risk, and
review of provision.

Staffing by Centres

Staffing criteria for
delivery staff, observers
and mentors

Essential

Professional teaching and/or training qualification.
Induction into programme through their OCN.

Recent experience of OCN accreditation.

Significant recent experience and commitment to adult
and community learners in a range of contexts.
Commitment to equal opportunities.

Knowledge of internal and external verification models
and their relationship to the assessment of learning.

Desirable

Experience of one-to-one tutorial guidance.
Excellent communication skills; able to communicate
effectively and appropriately with a range of people.
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7. How the qualifications are quality assured

7.1 General Information

All Centres wishing to deliver either of the qualifications will need to demonstrate the ability to
manage and deliver the qualification/s, including adherence to quality assurance and
assessment regulations.

Your OCN will provide guidance and give support in enabling you to use the qualification.
The NOCN standard quality assurance arrangements and requirements include:

Externally set assessment tasks.

Internal assessment of all assessment tasks and activities.
Internal verification.

External verification.

Standardisation.

Details and guidance are provided by your OCN.

Internal Verification

The Internal Verifier is responsible for supporting tutors in their delivery and assessment
practice and also for ensuring that the assessment and quality assurance of achievement is
robust, reliable and rigorous. The Internal Verifier will visit at least one cohort of learners each
year and provide a formal report to the tutor for this visit. This is a supportive visit for both tutor
and learners and will concentrate on learner engagement and ensuring that the course is
meeting learner objectives. It is also an opportunity to discuss with both tutors and learners,
how the assessment practice is supporting their learning and achievement. If necessary an
action plan will be drawn up to meet any needs. This action plan will be monitored and
completed within in an agreed timescale.

The Internal Verifier will sample from the available evidence and record their rationale for the
sample and the evidence of the sampling process. It is good practice to look at a greater
sample at the start of a new qualification to help with the embedding of the qualification and
good practice in assessment judgements. Formal records from internal verification must be
available to the External Verifier.

The minimum sample for all provision is 10% or five portfolios, whichever is the greater.

The Internal Verifier is responsible for facilitating an internal standardisation event annually. All
tutors involved in the delivery of the qualification should attend. Internal verifiers are required to
attend the standardisation/external verification cluster events.

The Internal Verifier will ensure that all records, evidence and staff, as determined by the
External Verifier, are available at the cluster event.
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Second Marking of Course Work

If evidence does not meet required standards, learners will be required to provide additional
material. Any work which is borderline must be referred to the Internal Verifier. If the Internal
Verifier identifies that the learner needs to provide more evidence, the learner will be asked to
do so via formal feedback. Where this arises regularly the Internal Verifier will discuss the
course delivery with the tutor to identify any areas in which the delivery, resources or
assessment tasks could be further developed to enable learners to achieve effectively.

Internal Verification of Assessed Teaching Practice

Where teaching practice has been formally assessed, the Internal Verifier will receive the
evidence of teaching practice, assessment records, assessor feedback and any evaluation
which the learner has made of their own practice. If a recording of the practice has been made,
this should also be provided to the Internal Verifier.

All learners will be included in the internal verification sample for teaching practice.

External Verification

External verification of PTLLS will take place in up to three quality assurance clusters across the
UK. Verification meetings will take place three times per year for each cluster and includes
samples from across the cluster. All providers are required to attend the event if they have
portfolios going forward for verification. Other teacher training qualifications will also be
included in these events.

The External Verifier will set the sample required for the event. Teaching practice will always be
included in the sample. All samples are required to be at the host OCN two weeks before the
event. Centres will use OCN forms to present their portfolios.

During the sampling by the External Verifier, the Internal Verifiers will participate in a
standardisation event to develop shared understanding, good practice, and a collective
approach to assessment task development and to address any issues which have arisen in the
provision. This will be chaired by an OCN Officer.

This model provides up to three events, in each of the clusters, for the sharing and development
of good practice and networking.
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7.2 Standardisation

National Standardisation is a process that promotes consistency in the understanding and
application of standards, it:

e establishes statements on the standard of evidence required to meet the assessment
criteria for the units in NOCN qualifications.
makes recommendations on assessment practice.

e produces advice and guidance for the assessment of units.
identifies good practice in assessment.

It is a requirement of the Centre Recognition Process that each Centre offering the units from
the qualification must contribute assessment materials and learners’ evidence for National
Standardisation if requested.

OCNs will notify centres of the required sample for National Standardisation purposes which will
be collected at the cluster event.

Outcomes from National Standardisation will be available to Centres through their OCN.

Essential Reading

LLUK Publications for use by awarding institutions, teacher educators, employers,
teachers and trainee teachers

Addressing literacy, language, numeracy and ICT needs in education and training: Defining the
minimum core of teachers’ knowledge, understanding and personal skills. A guide for initial
teacher education programmes.

June 2007 LLUK. www.lluk.org

Inclusive learning approaches for literacy, language, numeracy and ICT: Companion guide to
the minimum core.
November 2007 LLUK. www.lluk.org

Essential Websites

www.Ofgual.gov.uk

www.lluk.org.uk

www.standardsverificationuk.org

www.lfl.ac.uk
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Appendix 1

Preparing to Teach in the Lifelong Learning Sector (PTLLS) - Assessment Tasks for Level 3
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ASSESSMENT BRIEFING & FEEDBACK SHEET

Unit Title: Preparing to Teach in the Lifelong Learning Sector: Level 3

Revised Assessment Task 1
A: Written Description — The roles, responsibilities and boundaries of the teacher

This task assesses your understanding of the role, responsibilities and boundaries of the
teacher in the light of the new professional standards for the sector published by LLUK.

Referring to the six domains that LLUK has identified as the professional standards for
teachers:

If you are in a teaching role:

e Explain your own role, responsibilities and boundaries as a teacher in your
organisation

If you are not yet in a teaching role:
e Explain the role, responsibilities and boundaries of a teacher in an organisation.
All learners must complete this part
e Explain how you currently meet the professional standards for teachers in relation to
your own values, knowledge, skills and abilities and identify your future development

needs.

Word limit: 600

Assessment Criteria: Criteria met?
(tutor sign and date)

1.1 | Explain own role and responsibilities, and boundaries of own
role as a teacher. (*)

*This criterion represents coverage of roles and responsibilities across the 6 domains which make up the new
professional standards.
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Unit Title: Preparing to Teach in the Lifelong Learning Sector: Level 3

Assessment Task 2
B: Case Studies — Equality and Diversity Issues

Study the scenarios below and then respond point by point to the questions that follow.

Scenario One

You are the tutor of a large mixed group of learners on a part-time ICT course. While you are
managing a class discussion you become aware that two of the learners are behaving in a
disruptive manner. One is sending text messages and drinking from a soft drinks can; the
other dominates the discussion by speaking over other learners, often using aggressive and
sometimes offensive language.

Questions: ACs

a) How would you deal with this in the immediate teaching situation? 1.4
b) What would you do to ensure that this type of disruption was

minimised in the future? 4.1
c) How do the steps you would take promote inclusion? 1.4
d) What might the consequences for other learners be if you did not

take these steps? 1.4
e) What areas of legislation relate to your responsibility for action here?

(Identify at least two). 1.2

f)  What other sources of support might you refer these two learners to? 1.3

For guidance you should aim for about 250 words in total in responding to these questions.
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Scenario Two

You are a tutor on a Level 1 Literacy course, and as the course proceeds you become aware
that one of the learners seems to be struggling, although you have not been given any
information about specific individual needs that this learner might have. She has difficulty
interpreting information on the whiteboard and responding to questions based on printed
material.

Questions: ACs
a) What kinds of specific individual needs might this learner have? 1.4
b) What steps would you take to promote inclusion in this situation? 1.4
c) What area of legislation relates to your responsibility for action here? 1.2
d) What other sources of support might you refer this learner to? 1.3

For guidance you should aim for about 250 words in total in responding to these questions.

Assessment Criteria: Criteria met?
(tutor sign and date)

1.2 | Identify key aspects of relevant current legislative requirements
and codes of practice within a specific context.

1.3 | Identify other points of referral available to meet the potential
needs of learners.

1.4 | Identify issues of equality and diversity, and ways to promote
inclusion.

4.1 | Explain ways to establish ground rules with learners which
underpin appropriate behaviour and respect for others.

Tutor Feedback
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Assessment Task 3
C: Case Studies: Assessment Methods

By responding to these case studies you can show your understanding of how to use different
assessment methods, and the need for record keeping.

Case Study 1
The assessment tasks on a Level 1 Communication course consist of worksheets, a learning
journal, checklists and action plans. Can you suggest any changes? Explain.

Case Study 2
You find that group discussions with key points recorded on flip chart work well as part of the
learning process. You would like to use them as part of the assessment.

a) What assessment concepts and principles do you need to keep in mind?
b) What adaptations do you need to make to ensure this is an effective assessment
method?

Case Study 3
You currently use only question/answer worksheets to assess your unit. Your internal verifier
has asked you to introduce more variety into the assessment process.

a) Why do you think the change is being requested?
b) What are the strengths of your existing approach?
c) Suggest one change you could make.

Assessment Criteria: Criteria met?
(tutor sign and date)

1.5 | Explain the need for record keeping.

5.1 | Identify different assessment methods.

5.2 | Explain the use of different assessment methods in different
contexts, including reference to initial assessment.

5.3 | Explain the need for record keeping in relation to assessment.
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Assessment Task 4
D: Practice File: Planning and Evaluating Microteaching

During the course you will build a practice file containing evidence of the planning and self

evaluation of your microteaching session(s). It should include:

Identification, with reasons, of the teaching and learning approaches you will use.

e An explanation of how you will embed Functional Skills in your specialist area.

e Alesson plan, using the standard format, showing how you plan to meet the needs of
individual learners and explaining your choice of resources.

e Completed records of the observed microteaching sessions of your peers.
Completed self evaluation forms.
Copies of any printed resources used in your microteaching.

Assessment Criteria; Criteria met?
(tutor sign and date)

2.1 | Identify and demonstrate relevant approaches to teaching and
learning in relation to the specialist area.

2.2 | Explain ways to embed Functional Skills in the specialist area.

2.3 | Justify selection of teaching and learning resources for a specific
session.

3.1 | Plan a teaching and learning session which meets the needs of
individual learners.

3.2 | Justify selection of resources for a specific session.

4.5 | Reflect on and evaluate the effectiveness of own teaching.
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Assessment Task 5
E: Practical Demonstration: Microteaching and Observation

Microteaching

For this activity you need to deliver at least one 15 minute microteaching session on a topic
related to your specialist area of curriculum. You must plan the session to meet the needs of
individual learners and evaluate it using the standard documents provided. (These will form
part of your practice file, see Task 4). You will have the opportunity to be assessed on a
second microteaching session if necessary.

Observation of Microteaching
You will be required to produce three observation reports on microteaching sessions of your
peers, again using standard documentation.

Assessment Criteria; Criteria met?
(tutor sign and date)

2.1 | Identify and demonstrate relevant approaches to teaching and
learning in relation to the specialist area.

4.2 | Use a range of appropriate and effective teaching and learning
approaches to engage and motivate learners.

4.3 | Explain and demonstrate good practice in giving feedback.

4.4 | Communicate appropriately and effectively with learners.
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Appendix 2

Preparing to Teach in the Lifelong Learning Sector (PTLLS) - Assessment Tasks for Level 4
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Revised Assessment Task 1
A: Written Description — The roles, responsibilities and boundaries of the teacher

This task assesses your understanding of the role, responsibilities and boundaries of the
teacher in the light of the new professional standards for the sector published by LLUK.

Part A: Referring to the six domains that LLUK has identified as the professional standards for
teachers:

If you are in a teaching role:

e Explain your own role, responsibilities and boundaries as a teacher in your
organisation

If you are not yet in a teaching role:
e Explain the role, responsibilities and boundaries of a teacher in an organisation.
All learners must complete this part:

e Analyse your current position and explain how you currently meet the standards for
teachers in relation to your own values, knowledge, skills and abilities.

Word limit: 600
Part B: Identify in which domain(s) you feel you strongly meet the standards. In which
domain(s) do you feel that you need to develop your values, knowledge, skills and abilities in

order to meet the standards and how do you plan to do this?

Word limit: 250

Assessment Criteria: Criteria met?
(tutor sign and date)

1.1 | Explain own role and responsibilities, and boundaries of own
role as a teacher (*)

*This criterion represents coverage of roles and responsibilities across the 6 domains which make up the new
professional standards.
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Assessment Task 2
B: Case Studies — Equality and Diversity Issues
Study the scenarios below and then respond point by point to the questions that follow

Scenario One

You are the tutor of a large mixed group of learners on a part-time ICT course. While you are
managing a class discussion you become aware that two of the learners are behaving in a
disruptive manner. One is sending text messages and drinking from a soft drinks can; the
other dominates the discussion by speaking over other learners, often using aggressive and
sometimes offensive language.

Questions: ACs

a) How would you deal with this in the immediate teaching situation? 1.4
b) Analyse two different ways of establishing ground rules to minimise

this type of disruption. 4.1
c) Discuss how this would promote inclusion. 1.4
d) Discuss the consequences for other learners if you did not do this. 1.4
e) What areas of legislation relate to your responsibility for action here?

(Identify at least two). 1.2
f) Summarise what this legislation requires teachers to do. 1.2

g) What other sources of support might you refer these two learners to? 1.3
h) How effective might each of these sources of support be in meeting
the needs of these learners? 1.3

For guidance you should aim for about 400 words in total in responding to these questions.
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Scenario Two

You are a tutor on a Level 1 Literacy course, and as the course proceeds you become aware
that one of the learners seems to be struggling, although you have not been given any
information about specific individual needs that this learner might have. She has difficulty
interpreting information on the whiteboard and responding to questions based on printed
material.

Questions: ACs

a) What kinds of specific individual needs might this learner have? 1.4
b) Discuss the steps you would take to promote inclusion in this situation 1.4
c) What area of legislation relates to your responsibility for action here? 1.2

d) Summarise what this legislation requires teachers to do. 1.2
e) What other sources of support might you refer this learner to? 1.3
f) How effective might each of these sources of support be in meeting

the needs of this learner? 1.3

For guidance you should aim for about 400 words in total in responding to these questions.

Assessment Criteria: Criteria met?
(tutor sign and date)

1.2 | Summarise key aspects of relevant current legislative
requirements and codes of practice within a specific context.

1.3 | Review other points of referral available to meet the potential
needs of learners.

1.4 | Discuss issues of equality and diversity, and ways to promote
inclusion.

4.1 | Analyse different ways to establish ground rules with learners
which underpin appropriate behaviour and respect for others.

Tutor Feedback
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Assessment Task 3
C: Case Studies: Assessment Methods

By responding to these case studies you can show your understanding of how to use different
assessment methods, and the need for record keeping.

Case Study 1
The assessment tasks on a Level 1 Communication course consist of worksheets, a learning
journal, checklists and action plans. Can you suggest any changes? Explain.

Case Study 2
You find that group discussions with key points recorded on flip chart work well as part of the
learning process. You would like to use them as part of the assessment

a) What assessment concepts and principles do you need to keep in mind?
b) What adaptations do you need to make to ensure this is an effective assessment
method?

Case Study 3
You currently use only question/answer worksheets to assess your unit. Your internal verifier
has asked you to introduce more variety into the assessment process.

a) Why do you think the change is being requested?
b) What are the strengths of your existing approach?
c) Suggest one change you could make.

Assessment Criteria: Criteria met?
(tutor sign and date)

1.5 | Justify the need for record keeping.

5.1 | Review a range of different assessment methods.

5.2 | Evaluate the use of different assessment methods in different
contexts, including reference to initial assessment.

5.3 | Justify the need for record keeping in relation to assessment.
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Assessment Task 4
D: Practice File: Planning and Evaluating Microteaching

During the course you will build a practice file containing evidence of the planning and self

evaluation of your microteaching sessions. It should include:

Identification, with reasons, of the teaching and learning approaches you will use.

e An explanation of how you will embed Functional Skills in your specialist area.

e Alesson plan, using the standard format, showing how you plan to meet the needs of
individual learners and explaining your choice of resources.

e Completed records of the observed microteaching sessions of your peers.
Completed self evaluation forms.
Copies of any printed resources used in your microteaching.

Assessment Criteria; Criteria met?
(tutor sign and date)

2.1 | Identify adapt and use relevant approaches to teaching and
learning in relation to the specialist area.

2.2 | Evaluate a range of ways to embed Functional Skills in the
specialist area.

2.3 | Evaluate the teaching and learning approaches for a specific
session.

3.1 | Plan a teaching and learning session which meets the needs of
individual learners.

3.2 | Evaluate how the planned session meets the needs of learners.

3.3 | Analyse the effectiveness of the resources for a specific session.

4.5 | Reflect on and evaluate the effectiveness of own teaching,
making recommendations for modification as appropriate.
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Unit Title: Preparing to Teach in the Lifelong Learning Sector: Level 4

Assessment Task 5
E: Practical Demonstration: Microteaching and Observation

Microteaching

For this activity you need to deliver at least one 15 minute microteaching session on a topic
related to your specialist area of curriculum. You must plan the session to meet the needs of
individual learners and evaluate it using the standard documents provided. (These will form
part of your practice file, see Task 4). You will have the opportunity to be assessed on a
second microteaching session if necessary.

Observation of Microteaching
You will be required to produce three observation reports on microteaching sessions of your
peers, again using standard documentation.

Assessment Criteria; Criteria met?
(tutor sign and date)

2.1 | Identify, adapt and use relevant approaches to teaching and
learning in relation to the specialist area.

4.2 | Use a range of appropriate and effective teaching and learning
approaches to engage and motivate learners.

4.3 | Explain different methods in giving feedback.

4.4 | Demonstrate good practice in giving feedback.

4.5 | Communicate appropriately and effectively with Learners.
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Course Title: PTLLS Unit Title: PTLLS Unit Code:

OCN Level: 3/4 Credit Value: 6 Tutor/Assessor:

ﬁztsi?/ist?ment Assessment Criteria Evidence of
11121314 |15(21(22|23|31|32|41|42|43|44|45|5.1|5.2|5.3 Achievement

A. Written

Description : P Completed written

Roles and work.

responsibilities.

B. Case Studies:

E & D, (ground Written case study

rules, legislation, P|P|P P responses.

points of referral).

C. Case Studies: .

Assessment P PIPIP \r/ggttgr?sgise study

Methods. P ’

D. Practice file:

Planning and Completed practice

evaluating P/PIP|P|P P file.

microteaching.

E. Practical Observer records, peer

Demonstration: P PIPIP and self

Microteaching. commentaries.
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