Headteacher Mr N. Rees-Davis

Main road
Longfield
Dartford
Kent

DA3 7PW

Phone 01474 705377

Meeting Speclal Needs

Dear Parents/Carer

is completing a BTEC/VTCT qualification this year.

The accompanying Student Handbook gives you background information to the BTEC courses and
shows the common format for assignments and feedback which is used by most departments.

BTEC and VTCT courses are between 75% and 100% coursework which is internally assessed. Some
units may be externally assessed at Level 2. For this reason itis vital that the work produced is their
own and that they feel that the grade awarded is a fair assessment of their work. To that end can |
draw your attention to the procedures for malpractice and learner appeal.

The Student Handbook should be stored in a safe place at home so that it can be referred to, when
necessary.

Would you please sign the slip at the bottom of this page and return it to your son/daughters teacher
as acknowledgement of receiving the Handbook.

Yours sincerely,

C Nicklin

BTEC Quality Nominee

Student Name Tutor

| agree to follow the course and meet set deadlines in each of the units of a programme.

Signature: ..o Date: ...ocovviviiiiiiiiini

Parent/Carer Name:

| have read the content of the Student Handbook and understand the commitment has
made to complete their BTEC course. | will encourage to fulfill the demands and
meet all deadlines.

Signature: ... Date: ...ooovviiiiiiiiiiiin
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QUALIFICATIONS AND STAFF

A number of qualifications are available to you at Rowhill School; each BTEC qualification has a member of
staff who is responsible for its delivery and the quality of the assignments and marking of your coursework.
The names of these people along with the course details are set out below; in most cases this person is
also the head of department but this is not always the case.

Subject Area Lead Teacher Levels available

Construction P Kingsland Available at Entry 3 Level | (QCF)

Hair and Beauty S Griffey Available at Entry 3 Level | (QCF).

Homeandibasicicoolking SIcilIS =5 [ l<| N1 Wi Available at Level | and Level 2(QCF)
Monk

Land Based Studies W. White / D Available at Entry 3 Level | (QCF).
Evans

Sport and Active Leisure B Inman/C Available at Entry 3 Level | (QCF).
Rogers

Science Available at Entry 3 Level | (QCF).

Other key staff includes the Exams Officer Miss. S. Gash her role is to deal with administration such as
registering you on the right courses and making sure your certificates arrive on time. The school also has
an appointed Quality Nominee/BTEC programme coordinator this person is Mr. C. Nicklin, he is overall
responsible for the quality of the delivery and assessment of your BTEC/VTCT qualification.



THE ASSIGNMENT BRIEF AND ASSESSMENT

Assessment has two purposes

* To provide you with regular feedback about how your work is progressing

* To measure and record your achievement of units towards the qualification

You should regard all assessment marks as provisional until the assessment board has agreed results.

Examples of assessment feedback forms can be found at the end of the handbook

Assignment briefs
Your assessment is carried out through various types of assignments.

Assignments briefs are issued at the start of a unit. They are your reference point for assessment
throughout the unit and therefore should always be at hand; especially when writing your assignments.

Each assignment brief will tell you:

* Assignment number and title

* Which unit(s) the assignment relates to
* What the assignment is about

* What tasks you have to complete with a relevant scenario for you which informs you how to set out the
assignment

* The grading criteria and learning outcomes the assessment will help you produce evidence for
* Suggestions and ideas on how to achieve the grading criteria

* Hand in date

* Your teacher’s name

If you have any doubt about the requirements of an assignment, you should ask your teacher for
clarification, well before the deadline.



Submitted work

Always check the brief to ensure you have completed all the necessary tasks. Work should be word
processed unless otherwise stated on the assignment brief. You should always keep an electronic copy of
each completed assignment for your reference.

All assignments graded and returned to you must be placed in your own student file which must remain in
school.

All work within the assighments must be your own work. It should not be copied from another student
nor cut & pasted from articles on the internet. This is regarded as malpractice. More details on what
constitutes malpractice can be found on the following pages.

Deadlines

Assessments have to be in by the pre-set deadline. Approval for late submission is at the discretion of your
teacher, and will only be approved for genuine reasons.

Marking and moderation

All assignments are marked by your teacher in relation to the set criteria appropriate to each unit learning
outcome. For entry 3 Level | BTEC’s you will only be awarded a Pass for each assignment.

The assessment process is then subject to internal verification from a second marker from within the
school. Moderators second mark samples of work to ensure that marking is consistent and reflects
appropriate standards of achievement.

If you are dissatisfied with the result, you will have the opportunity to appeal to your teacher a detailed
appeals procedure is found in this handbook.

Edexcel (Pearson) will also check the grading of randomly selected assignments, alongside the general
operation of the assessment process.
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ASSESSMENT MALPRACTICE

All assessments should be completed by you. To copy someone else’s work is known as plagiarism and will
not be accepted in any part of your assessment.

Any work which is downloaded and used as evidence of research should be referenced to acknowledge the
author.

On completion of each assignment you will sign a front cover sheet which declares all work submitted is
your own work.

Instances of malpractice include:
» Copying some or all of another person’s written work with or without their consent
* Getting someone else to help you complete the assignment

* Deliberate failure to reference work properly

Student malpractice Stage One
* Quality Nominee is informed of the malpractice

* You will be given the opportunity remove the plagiarised material from the assignment and produce your
own work

Learner Malpractice Stage Two

* If you fail to remove plagiarised material, parents will be contacted and a meeting will be arranged
between the student, parents, your teacher and Quality Nominee to discuss the situation.

* You can only be assessed and graded for the assignment if your teacher is wholly satisfied that the work
produced is your own



If you are unhappy with an assessment decision for either a piece of work or a completed unit you should
in the first instance speak to your teacher. Your teacher will give you a more detailed explanation of your
result and where the work can be improved.

If you still feel the work has been unfairly assessed you need to follow the procedure set out below

Level |

If you are still not satisfied with the decision, your teacher must speak to the Lead Internal Verifier for the
course within 5 days.

* The IV will examine the assessment evidence and assessment feedback from your teacher.
* The IV will provide written feedback within 10 days and forward a copy to you and your teacher

» Agreement at this stage ends the appeals procedure.

Level 2

If you are still not satisfied with the decision, an appeals panel will meet within 10 days to study the
assignment brief and the work.

* The panel will consist of your teacher, the Head of Secondary phase, the Lead Internal Verifier and the
Quality Nominee.

* The decision of the panel will be final and will be logged in writing and you will be informed within 5 days.

Level 3

If you disagree with decision made by the appeals panel, you may then refer your work to the exam board
(Edexcel). The exams officer will be able to give you the appropriate paper work and contact details.



GRADING AND LEVELS

BTEC qualifications come in different levels and different sizes, from BTEC Entry 3/Level lup to BTEC Level

5 Higher Nationals.

Overview of Qualifications

Entry or Level |

Level 2 BTEC Ist

Level 3 BTEC National

GCSE D-G
What do you learn?
Basic principles and

employability skills, including
teamwork, research skills and
innovation.

How am | assessed?
Usually studied as part of a
bespoke programme of study
for entry or level | learner.

Progression
To level 2 study or into
employment

GCSE A-C

What do you learn?

Practical, hands-on experience combined
with written assignments drawing on
real-life scenarios. Core knowledge,
behaviour and practical skills essential in
the workplace

How am | assessed?

I-2 year course, combining mainly
internal and up to 25% external
assessment. Study a combination of core
and mandatory units.

Progression
To further study at level 3 study, into
Apprenticeships or into employment

A - Level

What do you learn?

Practical, hands-on experience
combined with written assignments
drawing on real-life scenarios.
Core knowledge, behaviour and
practical skills essential in the
workplace.

How am | assessed?

|- 2 year course, 100% internal
assessment throughout the course.
Study a combination of core and
mandatory units.

Progression

To further study in Higher
Education or University (level 4),
into Apprenticeships or

directly into employment

The Different Levels

The Equivalences of BTEC Qualifications

MNational Qualifications

Framework (NQF)

Qualifications Curriculum
Framework (QCF)

to



SAMPLE DOCUMENTS

The Assignment Brief

An example of a typical assignment brief is set out below. On the first page you will find the Unit details as
well as the otcomes covered. The front sheet also has the submission date; take a note of this as it is very
important.

It also has the individual tasks for each of the grading criteria covered. These are very important as these
tell you exactly what you have to do to achieve the individual criteria.

. o Lot A e Y
PR BTEC Level 1 Award/Certificate/Diploms 53 =
- e in Construction

Uit 20 Developing Dusding Maimenance Sols
Bupis e 10 WDent Ay the tay Mportance of PPE for
difierent maintenance tasts aound the home and e
hazards,

3.1 st and descride approprae PPETO beused in
busding maintenance processes

YOur CONSTrUCTION Teacher Nas asked you TowWork
through difiarent Work sheet 0 support with the
sssiznments criteria Al pupis completed 2 hasith and
safety sessions before being aliowed D carry Out &Yy
Projects as idantified inassessmentorierie 4 lare
then used t0 see pupils working ondifierentactiites
and using the correct PPE for the tasksat hand from
removing & Drokenwindow toworiing with cement,

Work sheets, Photogrophicevioencs and mitness
statemant

«  Ceoestrcice Sniy 3/iovd 3 3%dcnt Bock
« O Smow Bow w thow Pow = liies Cpacta end
Tz Tatam

warw. Svp.oo.ok
warw.wweka co.uk
wWww ysitz o

ALL WORK submitted must e your own.
You MUST ciearly méarence any sources usedin the
wore.




SAMPLE DOCUMENTS

Assessment Submission Declaration forms

When you finish your assignment you need to complete one of these forms before handing in your work

LEARNER ASSESSMENT SUBMISSION AND
DECLARATION

EErmar RET ! SESEON00S Axzxacr mamz: Oars Regers

oz Sats: &9 14 Sor-izyen Sats: 3/10/148 SRz oo 3/I0/04
Pregearmme: STEC tovel 1 Corlficats sa Spert & Acve ioiaces

U Ul 33 = "ow P Bely werka

Azwgrecel rcfercnce end 00c:

1 - Bonas and Masdies mtonmaton tor studants

Y - - - — — - T - -t - - -— -
Micemz il e cvifecncs 3BemiB=l for cach lask, Inlicalc e page AuemBera whicre B
- N —— - - - - g - mal o = - L M-
cvideres can Be found oe Ceaxribe e malure of e cvidenes (c5. videe wrele

Lesrner decleretion




SAMPLE DOCUMENTS

Your work will be marked in line with the Rowhill School’s marking policy just like any other piece of
work you complete. You should expect your work to marked, regularly with constructive feedbacks and
comments; in addition you will also have the relevant grading criteria noted on your work for example 1.1
or 1.2 achieved. At the end of the unit you will be given more detailed feedback and an opportunity to
reflect on your work. You will of course be given your overall grade (subject to moderation).

Below is an example of typical feedback that you might expect to see on pieces of work.



SaiusDury [W'isg M
NHS Job Description. '

Job Title Midwife
Lacation Odstock Road Salisbysy Wiltshire SP2 §BIJ
01722336262

Description of

Business NHS Foundation Trust Salisbury is the Natonal
Health Service offering o wide range of clinical
care meluding generghticute and emergency
services to pmglyﬁ“m:s Wiltshire, Dorset and
Hampshire. "

Purpose of

Job The purpase of a midwife is to maintain the
highest standards of care and safety for mothers,
partners and babies throughout the womans,_~
pregnancy and after for a peaied of ime., ~

Main Tazka Monitoring the health of mother and baby with
phiysical exammnations and vltrasound s¢

mners.
Counsclling the expectant mother on issues and
explaining the mother’s options &% birth
including pain, natural childbifil, pain relief,
home delivery and hospifgFcare
Caring for mother and baby before and dunng
labour and after birth for around one-two
months.

Often run occasional antenatal and parenting
classes involving teaching expectant parents and
new parents the csseatial skills neoded to care
for new baby,

Hours of work Up to 40 hours per week bt thas could change
due to your role of rgsdwife to our patients when
they go into labour.

Standards Required Midwives working for NHS must be able to

make mothers to feel comfortable dunng
pregnancy and after

Pays & Benefits £21,756 —£67,134 per year defending on
gualification and expenicate.

Responstble to NHS (National HealtbService)

Responsible for Expectant mothers‘troughout pregnancy and

their partners making them feel as comfortable
as possible

F - sy 2 V) A - z'n'
],- Ao el 17redi e { PO U A eSO
f .
> ) s f o o SR /- KL ’z

/‘ 'ld() A Yy L A bl = & ] & - B e ' b
e o / ’ -
| > '; K [

— i

a—— —

SAMPLE DOCUMENTS

Feedback Sheet And Marking

Below is an example of a typical Summative Assessment Record Sheet that you might
expect to see on pieces of work



SUMMATIVE ASSESSMENT RECORD SHEET

o BTEC Level 1 Certificate in Sport & Learner Assessor Clare Basars
Active Leisure Name Name °g

Unit No.& | | .. | the Body Works I:;?:it 1 - Identify the structure Assignment | 1 Bones and Muscles information for

Title ¥ Ravas ng and functions of the skeleton | No. & Title students
Interim Final

Issue Date | 8/5/14 Submission Submission 3/10/14
Date Date

Target Criteria > = +C

criteria Achieved S -

1.1 1.1 Achieved through PowerPoint and labelled bones diagram

1.2 1.2 Achieved through PowerPoint and labelled muscles diagram

Summative comments

This is a very good PowerPoint Cameron which informs the reader of the functions of the skeletal system and the muscular system. You have used good pictures to
help to inform the points you have made. . You have also accurately labelled the key bones and muscles in the body.

Well Done xxxxxxos

Resubmission authorisation® g:'s:.bm :

* All resubmissions must be authorised. Only 1 resubmission is possible per assignment.

Assessor Signature Clare Ropers Datec £.10.14
Learner comments

Learner Signature uste 6.10.14




