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8 IT tips: If you are using this handbook electronically, the Navigation Pane/Document Map 
is helpful.  On the View tab, tick the box next to Navigation Pane (or Document Map in 
older versions of Word) in the Show menu, and the contents list will appear on the left of 
your screen. You can then click on different sections to move around the document easily. 
 
To print a page without the coloured background, on the Design tab click Page Colour – No 
Colour. 
 
All course materials, including lecture notes and other additional materials related to your course and 
provided to you, whether electronically or in hard copy, as part of your study, are the property of (or 
licensed to) UCLan and MUST not be distributed, sold, published, made available to others or copied 
other than for your personal study use unless you have gained written permission to do so from the 
Head of School. This applies to the materials in their entirety and to any part of the materials.  
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Every item in the contents is hyperlinked. Use Control (Ctrl) and click to go directly to that section. 
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UCLan Mission Statement 

 
WE PROMOTE ACCESS TO EXCELLENCE ENABLING YOU TO DEVELOP 

YOUR POTENTIAL  

 

We value and practice equality of opportunity, transparency and tolerance.  
We strive for excellence in all we do: locally regionally, nationally and internationally.  
We work in partnership with business, the community and other educators. 
We encourage and promote research innovation and creativity. 
 
You will get the best out of your time at UCLan if you are committed to: 

• Preparing for classes and attending punctually  
• Keeping up to date with course information through email or other channels 
• Completing your work to the best of your ability and submitting it on time  
• Not committing plagiarism  
• Using the feedback you are given to improve subsequent work 
• Making appropriate use of teaching staff’s time 
• Taking responsibility for your professional development planning and skills 

development 
• Treating staff, fellow trainees and students with respect at all times 

 
We aim to: 

• Start and end all classes on time  
• Give you one week’s notice of changes to your classes 
• Give you feedback on assessed work within 15 working days 
• Give you clear, legible and informative feedback on your work 
• Be available for timed appointments 
• Treat you with respect at all times  
• Support you in your preparation for the work place 

 
Student Charter 

The Student Charter has been developed by the University and the Students’ Union 
so that students gain the maximum from their UCLan experience. It is a two-way 
commitment or ‘contract’ between the University and each individual student. It acts 
as a means of establishing in black and white what students can expect from the 
University and the Union in terms of support, and in return what we expect from our 
students. Read the full Student Charter 
 
Supporting Diversity at UCLan 

UCLan recognises and values individual difference and has a public duty to promote 
equality and remove discrimination in relation to race, gender, disability, religion or 
belief, sexual orientation and age. During your time at UCLan we expect you to be 
able to  

• experience "an integrated community based on mutual respect and tolerance 
where all staff and students can feel safe, valued and supported."  

• contribute to creating a positive environment where discriminatory practices 
and discrimination no longer happen. 
  

Please review the UCLan Equality and Diversity Policy for further information.  
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Section 1: Introduction to the course 

 
1.1 Welcome to the course 

On behalf of the University, may I join with your College in welcoming you to the 
Certificate in Education part time and full time programmes.  We are pleased to have 
been working in partnership with colleges in the region for many years and the 
innovative features of this scheme owe a good deal to the influence of colleagues in 
colleges.  This partnership has been significant in ensuring the relevance of the 
programme content, through a network of experienced practitioners who support the 
course and share good practice in teaching and learning. 
 
Although you are undertaking the programme at a franchised centre, you are 
enrolled as a student at the University of Central Lancashire and have the same 
entitlements as a student attending the University's Preston Campus including 
access to the Library and Learning Resources Service, Student Services, Student 
Loans and membership of the Student Union, etc.  Please contact your College-
based Programme Leader or me if you require any further information on these 
facilities. 
 
The Certificate in Education and the PGCE have been designed in order that trainee 
teachers on the two courses share all of the curriculum.  It is the intention of the 
University and college programme managers that the two cohorts should be 
integrated as much as possible, as both groups have so much in common and so 
much to offer each other.  Your course handbook is therefore almost the same as 
the PGCE handbook,but gives details of your Cert Ed modules. 
 
1.2 Rationale, aims and learning outcomes of the Certificate in Education 

Programme 

The over-riding aim of the Programme is to support the professional development of 
trainee teachers to enable them to plan, implement and evaluate teaching, learning 
and assessment effectively and efficiently predominantly but not exclusively within 
the Further Education (FE) and Skills sector.   In more specific terms the aims of the 
programmes are:- 
 
1. To prepare trainee teachers to teach successfully in a range of contexts in the 
Further Education and Skills Sector. 
2. To develop in trainees the skills required to plan and implement teaching, 
learning and assessment strategies which meet the needs of the curriculum and 
learners within the Further Education and Skills Sector. 
3. To model a wide range of appropriate teaching, learning and assessment 
strategies that trainees can apply in their own teaching 
4. To encourage trainees to reflect upon and evaluate those teaching, learning 
and assessment strategies they experience and those they provide for their own 
learners. 
5. To develop a firm theoretical framework in education and pedagogy, upon 
which trainees may build with confidence in order to meet the continually changing 
demands of the teaching profession. 
6. To enable trainees to become active researchers into their own practice. 
7. To encourage collaborative study groups that work collegially, exploring 
teaching and learning across the sector 
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8. To provide a professionally appropriate and personally satisfying programme 
which is of value to trainee teachers’ personal and career development. 
 
In order to achieve the above aims at the end of the programme Certificate in 

Education trainees will be able to:- 

1. Review current issues related to legislation, policy and practice and their 
impact on provision within the wider lifelong learning sector 

2. Apply a wide range of teaching, learning and assessment theory and 
concepts to the deconstruction of their own practice 

3. Apply their knowledge of their own subject to their teaching practice, and 
develop their subject knowledge appropriately to support further teaching 
and learning 

4. Demonstrate understanding of motivation strategies and the management of 
behaviour in planning and teaching lessons 

5. Undertake action research activity to support professional development 
6. Use initial and diagnostic assessment and subject specialist knowledge to 

identify the skills and needs of learners, and to plan appropriate inclusive 
teaching and learning  

7. Plan, prepare, deliver and evaluate relevant inclusive teaching, learning and 
assessment activities in their own subject specific curriculum for the benefit 
of all learners, and embed the functional skills of literacy, numeracy and ICT 
as appropriate for their learner groups 

8. Select, adapt, create and evaluate resources (traditional, ICT and e-
learning) that meet the needs of individual learners and groups and the 
challenges of the curriculum, promote equality and value diversity 

9. Identify and challenge the potential barriers to learning that exist for 
individuals and groups and implement appropriate strategies to support 
successful learning 

10. Reflect on their own and others’ teaching learning and assessment 
strategies with the specific purpose of reviewing and developing their 
practice 

11. Work collaboratively with colleagues and peers to analyse practice and 
suggest improvements for continued development 

12. Meet the Professional Standards in their teaching role 
13. Apply their acquired skills and knowledge to enable further professional 

development. 
 

The teaching, learning and assessment strategies used on the programme are 
varied and dependent upon active participation and interaction within groups. There 
are no examinations, so assessment is continuous and is based upon the completion 
of appropriate assignments, the observation of your teaching and your self-
assessment to demonstrate that the Professional Standards for Teachers and 
Trainers in Education and Training – England (ETF 2014) and the Teachers 
Standards Part 2 have been achieved.  This evidence must be collated in your 
Teaching Practice Portfolio which contains the various proformas and ETF self-
assessment tool required for logging your evidence of experience and learning and 
for reflecting on the achievement.  The Certificate in Education is awarded on a Pass 
or Fail basis. 
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1.3 Qualified Teacher status 

On achievement of your award, you will be eligible to apply for QTLS (Qualified 
Teacher Learning and Skills) status through the Society for Education and Training 
(SET).  This may allow you to work as a qualified teacher in the secondary school 
sector as well as in the FE & Skills sector.  The cost of undertaking professional 
formation leading to QTLS is £485 at the time of writing this handbook (June 2019). 
 
If you start teaching in a school, you may be asked for a ‘teacher reference number’.  
This number relates to your pension and is only issued once you have commenced 
teaching in a school.  It is the school which would need to contact the Teaching 
Regulation Agency (TRA) who will then confirm with the SET that you are registered 
as a member of SET and the date on which you gained your QTLS, so that you can 
be issued with your teacher reference number, sometimes referred to as a QTS 
number.  If you are not required to have QTLS, Capita (who administer Teachers’ 
Pensions) are able to issue a reference number themselves on request from the 
employer. 
   
1.4 Course Team 

You will be given the details of the course team at your partner college during 
induction events. Course Teams are made up of the programme leader, module 
tutors, generic observers and subject specialist observers and mentors. The 
programme is led at the university by Mary Osmaston who may be contacted by 
email at the following address mosmaston@uclan.ac.uk. The other members of the 
UCLan Teacher Education team are Clare Winder who can be contacted on 
clwinder@uclan.ac.uk, Angela Brzeski who can be contacted on 
abrzeski@uclan.ac.uk and Kelly Stewart who can be contacted on 
kstewart7@uclan.ac.uk . 
 

1.5 Administration details 

At UCLan your enrolment and personal data are the responsibility of the Central 
Administration System based at the Harris Hub. You can contact administrative 
support at teachereducation@uclan.ac.uk or on 01772 891996. 
 
1.6 External Examiners                                                                                                       

The University has appointed a group of External Examiners to your course who help 
to ensure that the standards of your course are comparable to those provided at 
other higher education institutions in the UK.  The School will send a sample of 
student coursework to the external examiners for external moderation purposes, 
once it has been marked and internally moderated by the course tutors.  The names 
of the examiners, their position and home institution can be found below.  If you wish 
to make contact with your External Examiner, you should do this through your 
Course Leader and not directly.  The external examiner’s report for the past year is 
available on your college Virtual Learning Environment (VLE).   
 
External examiner Position Home Institution  

Ellen Buttler 
 

Director for Initial Teacher 
Education and Director for 
the West Midlands Centre of 

 University of Warwick 
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Excellence for Initial Teacher 
Training 

Julie Hughes Head of Department, Post 
Compulsory Education  

University of Wolverhampton 

Susan Hobbs Senior Lecturer, Teacher 
Education  

University of Derby 

 

1.7 Ofsted inspection 

The Cert Ed programme is inspected by Ofsted, to ensure that teachers for the 
Further Education and Skills sector are being appropriately prepared to be good or 
outstanding teachers. Currently Ofsted gives two working days’ notice of inspections 
so your portfolio must be kept up to date at all times. During an inspection your 
teaching may be observed by an inspector on their own, or with your tutor or mentor, 
and you may be asked to meet inspectors to discuss your course and your progress.  
If your teaching is observed, you will receive verbal feedback from the inspector.  
You may also be observed by an inspector after you have finished the course, as 
Ofsted also visits newly qualified teachers in order to make judgements about the 
training programme. 
 
1.8 Communication 

The University expects you to use your college-based and/or personal email 
addresses as supplied to UCLan and to check these regularly for messages from 
staff. If you send us email messages from other addresses they risk being filtered out 
as potential spam and discarded unread. 
 
You should also regularly check your college Virtual Learning Environment (e.g. 
Moodle) for information about your course. 
 
Please also make sure that you have your UCLan username and password so that 
you can log in to MyUCLan and check your study record. 
 
Finally, we all look forward to working with you during the coming months.  I hope 
you find the contents of this Handbook useful, but if you do have any anxieties or 
problems please contact either your Programme Leader or me. 
 
 
Mary Osmaston, University of Central Lancashire.  June 2019 
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TS1107 

20 credits level 4  
 

Teaching, Learning and 

Assessment 

With all 6 
modules, the 
Certificate 

in Education 

or PGCE is 
complete 

 
 
  

Section 2:  Structure of the Course 

 
2.1 Module framework for Certificate in Education and PGCE 

 

 
 
 
 
 
 
 
 
 
 
 

 

 
 
 
 
 
 
 
 
   
 
 
  
 
 
  
 
 
 

 
 
 
 
 
 
 
 
 
 
 

For those enrolling to the Preparatory, 

Introductory and Intermediate Teacher 

Awards 

For those enrolling to the Full 

Awards (Certificate in Education & 

PGCE) 

Certificate: 

Education and Training, 

Preparatory (20 Credits) 

 
TS1106 Preparation for 

Education and training 20 credits 
Level 4  

TS1106 

20 credits Level 4  
Preparation for Education and 

training 

Certificate: 

Education and Training, 

Introductory (40 credits) 

 

TS1106 Preparation for 

Education and training 20 
credits level 4  

TS1107 Teaching, Learning and 

Assessment  20 credits level 4  
TS2304 

20 credits level 5  
 

Curriculum Design and 

Assessment 

 

TS2301/TS4301 

20 credits level 5 or level 7 
Practitioner research: an action 

research approach or  
Action Research: 

Deconstructing Practice 

TS3301 

20 credits level 6  
Developing Teaching, Learning 

and Assessment 

TS2306/TS4304 

20 credits level 5 or level 7 
Wider Perspectives in Education 

or Wider Perspectives in 

Education (PGCE) 

YEAR TWO (PT) 

Progression route 

Progression route 

Certificate: 

Teaching, Learning and 

Assessment, Intermediate (60 

credits) 

 

TS1106 Preparation for 

Education 20 credits level 4  
TS1107 Teaching, Learning and 

Assessment 20 credits level 4  
TS2304 Curriculum Design and 

Assessment 20 credits level 5  

With all 3 year 
one modules, 
you could exit 

here with  
 

Intermediate 
Certificate in 

Teaching, 
Learning and 
Assessment 

  



 

2019-2021 Certificate in Education handbook 

 

10 

2.2 Modules for both programmes:  Certificate in Education and the PGCE 

. 
Certificate in Education programme 

 
PGCE programme 

Part time Year one modules Part time Year one modules 

TS1106 Preparation for Education and 
Training 

TS1106 Preparation for Education 
and Training 

TS1107 Teaching, Learning and 
Assessment 

TS1107 Teaching, Learning and 
Assessment 

TS2304 Curriculum Design and 
Assessment 
 

TS2304 Curriculum Design and 
Assessment 
 

Part time Year two modules Part time Year two modules 

TS2301 Practitioner Research: An 
Action Research Approach  
 

TS4301 Action Research: 
Deconstructing  Practice 

TS3301 Developing teaching, learning 
and assessment 

TS3301 Developing teaching, 
learning and assessment 

TS2306 Wider Perspectives in 
Education and Training 
 

TS4304 Wider Perspectives in 
Education and Training 
(PGCE) 
 

 
 
Accreditation of Prior Learning (APL) 

If you consider that you may have already achieved some of the learning outcomes 
of the course through previous learning, please consult your programme leader. 
Please note that there is a tariff of qualifications against which your awards will be 
matched for the purpose of APL. 
 
Progression 

Progression from year one to year two of the programme is dependent on the 
successful achievement of all three modules in year one of the programme. Students 
who already hold a degree would be eligible to progress onto the PGCE pathway, 
students that do not hold a degree but meet the entry criteria for the programme 
would be eligible to progress onto the Certificate in Education.   
 
2.3 Study Time: Expected hours of study  

The normal amount of work involved in achieving a successful outcome to your 
studies is to study for 10 hours for each credit you need to achieve, which includes 
attendance at college and time spent in private study.  This means that for a 20 
credit module you need to set aside a maximum of 200 hrs of both college based 
and private study. This figure also includes the completion of assessment activities 
for your modules. Your college programme team will give you the schedule of 
sessions and deadlines for your award at their college. 
 
 
Full time Cert Ed 

This course consists of two days of study at your chosen college and at least 2 days 
in your placement setting.  You will not be teaching for the whole of your placement 
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days, but you are expected to take full part in the life of the department/setting, 
attending staff meetings, taking part in student inductions, assessments and tutorials 
wherever possible and observing both your placement classes and a wide range of 
different teachers, so that you gain a full picture of working life as a teacher.  This is 
your opportunity to explore aspects of your subject that you may feel less confident 
about teaching, for example by observing other teachers, familiarising yourself with 
relevant teaching resources or reading and discussing student assignments with 
your mentor.  Your placement setting, and mentor should be aware of these 
requirements but if you feel there are any misunderstandings, please discuss this 
with your Cert Ed/PGCE course leader.  Indeed, if you have any problems or 
concerns in general about your placement, you should raise these with your Cert 
Ed/PGCE course leader as soon as possible so that they can be quickly resolved. 
 
Part time Cert Ed 

This course consists of one session (usually day or evening) per week of study at 
your chosen college and at least 1-2 teaching sessions per week in your placement 
setting.   
 
If you are an in-service teacher, you will probably be teaching for most of the week 
and taking a full part in the life of your department/college/setting.  However, there 
may be aspects of a teacher’s role that you have not previously experienced, so do 
make the time to shadow your mentor and other colleagues when they are carrying 
out tutorials, assessments, interviews and other teaching-related activities. 
 
If you are a pre-service teacher (teaching on a voluntary placement), you will need 
to find your own suitable placement, which will be checked by your college.  In some 
cases, colleges may be able to assist with finding placements but this cannot be 
guaranteed. On your voluntary placement, you should try to experience as much as 
possible of the department/setting, attending staff meetings, taking part in student 
inductions, assessments and tutorials wherever possible and observing both your 
placement classes and a range of different teachers, so that you gain a full picture of 
working life as a teacher.  This is your opportunity to explore aspects of your subject 
that you may feel less confident about teaching, for example by observing other 
teachers, familiarising yourself with relevant teaching resources or reading and 
discussing student assignments with your mentor.  Your placement setting and 
mentor should be aware of these requirements but if you feel there are any 
misunderstandings, please discuss this with your Cert Ed/PGCE course leader.  
Indeed, if you have any problems or concerns in general about your placement, you 
should raise these with your Cert Ed/PGCE course leader as soon as possible so 
that they can be quickly resolved 
 

2.4 Attendance Requirements 

You are required to attend all timetabled learning activities for your 

programme and your agreed placement.  If you are a pre-service teacher 
(voluntary placement) you are required to attend all your placement days/sessions 
just as reliably as if you were employed as a teacher. It is not acceptable to arrange 
an alternative schedule with your placement without consulting your programme 
leader. On the full time programme, placement time must be at least 2 full days per 
week, and is often 2.5 days. 
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Notification of illness or exceptional requests for leave of absence must be made to 
your programme leader in the college. If you are ill on a placement day, you must 
also notify the placement and your mentor in the agreed way. If you have not gained 
the required authorisation for leave of absence, do not respond to communications 
from the college or University and if you are absent for four weeks or more, you may 
be deemed to have withdrawn from the course. If this is the case, then the date of 
withdrawal will be recorded as the last day of attendance. 
 
2.5 Data Protection 

Here at the University of Central Lancashire and partner colleges we take your data 
and your privacy very seriously and we will treat them with the utmost care and 
respect.   
 
All of the personal information obtained from you and other sources in connection 
with your studies at the University will be held securely and will only be processed by 
the University in compliance with data protection legislation, and only for the 
purposes collected, unless there is a lawful basis to do so.  Please refer to UCLan’s 
privacy policy, including the additional section on Initial Teacher Education, to read 
about how we will process your data both during your course and after you leave the 
University, and to find out how to ask for access to your data.  
 
We will not share your personal details or your information with any third parties 
other than the college where you are studying, unless this is to enable them to 
process that data on our behalf. Such third parties will be bound by an obligation to 
process such information securely and in accordance with the current data protection 
legislation. 
 
The college where you are studying also has a privacy policy and you should consult 
this on the college’s website. 
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2.6 Requirements to pass the Part Time Certificate in Education  

 
Requirements of the programme Yr.1 Yr.2 

Complete a minimum of 75 hours of teaching in each year of the 
programme which must be recorded in your Teaching Practice 
Portfolio  
 

 
ü 

 
ü 

For pre-service teachers: Attend all designated placement 
sessions/days reliably and regularly, as agreed with the Programme 
Leader and placement setting 
 

 
ü 

 
ü 

Be assessed as meeting the standards on four occasions in each 
year of the programme in an observations of a practical teaching 
situation, three by your Teacher Education tutor and one by your 
subject specialist mentor  
 

 
ü 

 
ü 

Complete to a satisfactory level all assessment activities for the 
Teaching Practice modules TS1107 and TS3301, using the 
documentation provided. 
 

 
ü 

 
ü 

Satisfactorily complete all of the assignment tasks for modules 
TS1106 Preparation for Education And Training and TS2304 

Curriculum Design and Assessment 
 

 
ü 

 
 

Complete to a satisfactory level all assessment activities for 
modules TS2301 Practitioner Research: An Action research 

Approach and TS2306 Wider Perspectives in Education and 

Training 

 
 

 
ü 

Produce evidence to show your achievement of the Professional 
Standards and use of English, maths and ICT 
 

 
ü 

 
ü 

Meet the college’s attendance requirement for the programme. 
 

 
ü 

 
ü 

Participate in such class activities as the course may reasonably 
require. 
 

 
ü 

 
ü 

Attend an Accreditation Panel within the college in June  
 

 
ü 

 

Uphold the Education and Training Foundation Professional 
Standards (ETF) and Department for Education Teachers’ 
Standards (part 2) 
 

 
ü 

 
ü 
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2.7 Requirements to pass the Full Time Certificate in Education 

 
Requirements of the programme  

Complete a minimum of 150 hours of teaching during the 
programme, which must be recorded in your Teaching Practice 
Portfolio  

 
ü 

Attend teaching placement for a minimum of  2 full days a week and 
participate fully in all departmental and teaching related activities 
 

ü 

Be assessed as meeting the standards on eight occasions in an 
observation of a practical teaching situation, six by your Teacher 
Education tutor and two by your subject specialist mentor  

 
ü 

Complete to a satisfactory level all assessment activities for the 
Teaching Practice modules TS1107 and TS3301, using the 
documentation provided. 
 

 
ü 

Satisfactorily complete all of the assignment tasks for modules 
TS1106 Preparation for Education and Training  and TS2304 

Curriculum Design and Assessment 
 

 
ü 

Complete to a satisfactory level all assessment activities for 
modules TS2301 Practitioner Research: An Action research 

Approach and TS2306 Wider Perspectives in Education and 

Training 

 
ü 
 

Produce evidence to show your achievement of the Professional 
Standards and use of English, maths and ICT 
 

 
ü 

Meet the college’s attendance requirement for the programme. 
 

 
ü 

Participate in such class activities as the course may reasonably 
require. 
 

 
ü 

Attend an Accreditation Panel within the college in January  
 

 
ü 

Uphold the Education and Training Foundation Professional 
Standards  and Department for Education Teachers’ Standards (part 
2)  
 

 
ü 
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2.8 The Professional Standards  

	
The Certificate in Education programme aims to ensure that you can meet the 
Professional Standards by the end of the course.  These standards were developed 
in 2014 by the Education and Training Foundation. 

‘Teachers and trainers are reflective and enquiring practitioners who think 
critically about their own educational assumptions, values and practice in the 
context of a changing contemporary and educational world. They draw on relevant 
research as part of evidence-based practice. 

They act with honesty and integrity to maintain high standards of ethics and 
professional behaviour in support of learners and their expectations.  

Teachers and trainers are ‘dual professionals’; they are both subject and/or 
vocational specialists and experts in teaching and learning. They are committed to 
maintaining and developing their expertise in both aspects of their role to ensure the 
best outcomes for their learners.  

These expectations of teachers and trainers underpin the 2014 professional 
standards, with their overall purpose being to support teachers and trainers to 
maintain and improve standards of teaching and learning, and outcomes for 
learners.’ (ETF 2014) 

You will be referring to these standards throughout your course, especially when 
evaluating your progress and planning your development as a teacher.  As a 
professional teacher or trainer you should demonstrate commitment to them in your 
professional practice. 

Professional values and attributes  
Develop your own judgement of what works and does not work in your 

teaching and training 

1 Reflect on what works best in your teaching and learning to meet the diverse 
needs of learners 

2 Evaluate and challenge your practice, values and beliefs 
3 Inspire, motivate and raise aspirations of learners through your enthusiasm 

and knowledge 
4 Be creative and innovative in selecting and adapting strategies to help learners 

to learn 
5 Value and promote social and cultural diversity, equality of opportunity and 

inclusion 
6 Build positive and collaborative relationships with colleagues and learners 

Professional knowledge and understanding  
Develop deep and critically informed knowledge and understanding in theory 

and practice 

7 Maintain and update knowledge of your subject and/or vocational area  
8 Maintain and update your knowledge of educational research to develop 

evidence-based practice 
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9 Apply theoretical understanding of effective practice in teaching, learning and 
assessment drawing on research and other evidence 

10 Evaluate your practice with others and assess its impact on learning 
11 Manage and promote positive learner behaviour 
12 Understand the teaching and professional role and your responsibilities  

Professional skills  
Develop your expertise and skills to ensure the best outcomes for learners 

13 Motivate and inspire learners to promote achievement and develop their skills 
to enable progression  

14 Plan and deliver effective learning programmes for diverse groups or 
individuals in a safe and inclusive environment 

15 Promote the benefits of technology and support learners in its use 
16 Address the mathematics and English needs of learners and work creatively 

to overcome individual barriers to learning 
17 Enable learners to share responsibility for their own learning and 

assessment, setting goals that stretch and challenge 
18 Apply appropriate and fair methods of assessment and provide constructive 

and timely feedback to support progression and achievement 
19 Maintain and update your teaching and training expertise and vocational 

skills through collaboration with employers 
20 Contribute to organisational development and quality improvement through 

collaboration with others 
 
The standards, an introductory animation and accompanying guidance can be found 
here. The standards are also in the coursework documentation pack that 
accompanies this handbook.   
 
2.9 Professional Conduct  

As a trainee teacher, you are preparing for a professional role and need to behave 
as a professional throughout your course. All course participants are expected to 
adhere to the Department for Education Teachers’ Standards (part 2 personal and 
professional conduct). 
Teachers’ Standards Part Two: Personal and professional conduct  
A teacher is expected to demonstrate consistently high standards of personal and 
professional conduct. The following statements define the behaviour and attitudes which 
set the required standard for conduct throughout a teacher’s career.  

• Teachers uphold public trust in the profession and maintain high standards of 
ethics and behaviour, within and outside school, by:  

• treating pupils with dignity, building relationships rooted in mutual respect, and at 
all times observing proper boundaries appropriate to a teacher’s professional 
position  

• having regard for the need to safeguard pupils’ well-being, in accordance with 
statutory provisions  

• showing tolerance of and respect for the rights of others  
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• not undermining fundamental British values, including democracy, the rule of law, 
individual liberty and mutual respect, and tolerance of those with different faiths 
and beliefs  

• ensuring that personal beliefs are not expressed in ways which exploit pupils’ 
vulnerability or might lead them to break the law.  

• Teachers must have proper and professional regard for the ethos, policies and 
practices of the school in which they teach,and maintain high standards in their 
own attendance and punctuality.  

• Teachers must have an understanding of, and always act within, the statutory 
frameworks which set out their professional duties and responsibilities.  

 
 
DBS check 

 
You need to apply for a Disclosure and Barring Service (DBS) check through your 
college, who will give you an application form. Notes for applicants can be found 
here: Applicant Guidance.  Your certificate will be posted to you and not to the 
college.  The DBS record for your college needs to be signed by your tutor or college 
representative to confirm that your DBS certificate has been seen.  As of 2013, you 
can subscribe to the new Update Service when you next apply for a DBS check, and 
you may never need to apply for another one again. See the DBS Update Guide.    
 

If you are on a voluntary placement in a school, a Prohibition List check will also 
have to be done.  Please ask your tutor about arrangements for this. 
 
2.10 Literacy / Numeracy / ICT 

English, maths and ICT are essential skills for us all in today’s world, and as 
teachers we all have a responsibility to develop these skills in ourselves and our 
learners.  Research and GCSE results tell us that many learners in our sector have 
inadequate skills in these areas. 
 

Personal English, maths and ICT skills 

At the start of the course you will assess your own skills, identify areas that you need 
to work on and commit to doing this during the programme.  The aim is that you will 
be able to pass the Teachers’ Skills Tests in English and maths by the end of your 
course, if not before. You should also work towards a maths/numeracy award at 
level 2 by the end of your course (if you do not already hold this) as it is a 
requirement of achieving QTLS (Qualified Teacher Learning and Skills) status with 
the Education and Training Foundation. 
 

Supporting your learners’ English, maths and ICT 

Whatever you teach, you need to develop your ability to support your students with 
their own language, literacy, numeracy and ICT skills.  This includes working with 
students whose first language is not English (bilingual or ESOL learners). The 
teaching modules in both year 1 and year 2 focus on developing the knowledge and 
skills that you need in order to be able to do this effectively.  In your portfolio you will 
record where the evidence for this is to be found. 
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2.11 Embedding Functional Skills in Teaching Practice 

 
Training to address your functional skills development is built into the programme 
modules. This training aims not only to develop your competencies, but also to 
increase your confidence and ability to support your learners as they develop their 
own functional skills. Research evidence indicates that embedding English, maths 
and technology (ICT) in teaching and learning can contribute significantly to an 
increase in retention and success rates, higher learner motivation and more positive 
learner attitudes (Casey, 2006). As part of your teaching practice you will be required 
to embed functional skills development activities for your learners.  
Functional skills are essentially concerned with developing and recognising the 
ability of learners to apply and transfer skills in ways that are appropriate to their 
situation.  This means that functional skills are: 

• real skills   • for real audiences  • for real purposes 
and that learners should be able to apply functional skills in other subjects, in work, 
in the community, and in their social and family life outside the setting in which they 
are learning.  
Highlighting the usefulness of all three functional skills subject areas in tackling any 
given task or problem means that the learner can draw on a range of skills to use as 
appropriate in a given task or situation. This transferability is essential in the three-
stage process of learning. A successful learner: 

• develops and builds the full range of functional skills; 
• practises applying those skills in a range of contexts; 
• demonstrates mastery in a range of contexts. 

The main advantage in embedding functional skills is that learners can see and 
understand the relevance and transferability of functional skills. A list of aspects of 
the maths, English and technology (ICT) skills is provided for your reference:  
 
Aspect of maths 

 
The importance of maths/numeracy for life and work; attitude to maths, personal 
barriers 
 
Development of maths vocabulary 
 
Number: positive and negative numbers of any size; calculations with numbers of any 
size; ratio and proportion 
 
Fractions; decimals; percentages; equivalences between fractions, decimals and 
percentages; working with unknown values; algebra 
 
Estimating, approximating and checking  
 
Appropriate use of calculators, graphs, spreadsheets  
 
Shape and space: properties of common 2D and 3D objects; 2D representations of 
3D objects; area, perimeter, volume and capacity 
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Time, money, metric and, where appropriate, imperial units; conversion tables and 
scales 
 
Data handling: discrete and continuous data; frequency diagrams, pie charts and 
scatter diagrams; the probability scale from 0 to 1; likelihood or probability 
 
Interpreting and using written data  
 
Knowing which operations to use 
 
Solving problems by using maths 
 
 
 
Aspect of English  

 
The importance of competent English language and literacy skills for life and work; 
attitude to literacy, personal barriers 
Speaking skills and levels of formality, use of standard English 
 
Supporting students whose first language is not English 
 
Improving students’ listening skills 
 
Vocabulary development in the specialist area and more generally, especially for 
bilingual learners 
 
Vocabulary development more generally, especially for bilingual learners 
Understanding written texts of different text types, eg. leaflet, report, advert, letter 
 
Different reading strategies – skimming, scanning, detailed reading, critical reading 
 
Understanding inference and cultural references 
 
Making notes from reading or listening 
 
The writing process – planning, drafting, editing 
 
Writing different text types, eg. poster, instruction sheet, essay, and for different 
audiences and purposes 
Structuring a piece of writing 
 
Writing legibly (including appropriate font and size) 
 
Spelling patterns, common errors, strategies for learning spellings 
 
Ways of checking own and others’ spellings 
 
Punctuation and how it contributes to meaning 
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Using standard English grammar accurately to convey meaning 
 
Writing with different levels of formality 
 
 
Aspect of Technology (ICT) 

 
The importance of ICT skills for life and work; personal barriers 
 
Use of assistive technology for students with special needs; adjusting settings to suit 
needs 
 
Internet safety and computer security 
 
Understanding and use of ICT as a source of information (eg. internet, online library, 
VLE, search skills) 
 
Use of ICT for communication (eg. email, social media) 
 
Developing and presenting information – use of word-processing, images, 
presentation software, spreadsheets 
 
Manage information storage and retrieval 
 
Use of other technology to perform specific functions, (eg video, photos, phones, 
apps, specialist software and equipment) 
 
 
 
2.12 Mentoring and Subject Specialist Support  

Curriculum mentors and subject specialists have a very important part to play in the 
development of teaching and learning strategies in your subject area. As a new 
teacher, you will probably have very good academic or vocational knowledge about 
your subject area but you may not have the skills initially to pass on that knowledge 
and those skills successfully to a wide range of learners.    
 
All trainee teachers on the programme are required to have a subject mentor and 
this arrangement must be set up before enrolment.  You and your mentor should use 
the mentor agreement in the coursework documentation pack as the basis for your 
first meeting. The agreement explains the expectations we have for both people 
involved in this relationship. 
 
 

Subject Specialist and Mentoring Training 

The role of the mentor is to support trainees in the subject specialist aspect of their 
‘professional development’. As we develop skills professionally we also develop 
ourselves as a person and teacher, so ‘personal development’ is also brought 
about by this process of engaging with another person on a professional basis. The 
focus of mentorship within the scheme is captured in the comments below: 
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‘Mentoring is a way of developing individuals to reach their potential’ 
‘Mentoring is a way of valuing and supporting others’ 
‘Mentoring is a protected relationship in which learning takes place and skills 
develop’ 
‘Mentoring is about talking with someone about their work in such a way that it 
helps them to do it better’ 
 

Mentors need to be qualified teachers themselves holding a teacher training 
qualification that is the equivalent to the Cert Ed/PGCE/DTLLS and should have 
appropriate teaching experience with student groups in their own curriculum area for 
a minimum of two academic years before becoming a mentor 
 
We have a designated mentor co-ordinator, Kelly Stewart, who can be contacted on 
kstewart7@uclan.ac.uk 
 
Mentor training is offered across the UCLan partnership every year and includes the 
following: 

1. The Professional Standards for Teachers and Trainers in Education & Skills – 
England, and the expectations of trainees within the sector  

2. Observation skills and giving appropriate feedback to trainees 
3. The skills and attributes of mentors 
4. The roles and responsibilities of trainees and mentors 

 
This is offered as face-to-face or on-line training.  All mentors are invited to face-to-
face training, and this is organised by each college as a half day group session. 
However, the university is aware of the difficulties that mentors may have in 
attending the face-to-face training and we have therefore introduced an on-line 
mentoring package that can be completed electronically and submitted to Kelly for 
assessment. Mentors who complete either type of training are awarded a Certificate 
by the University. 
 
In addition, each college has information for mentors that explains how mentoring 
will work within that setting. Every college has a mentoring co-ordinator and this 
person gives information to mentors and meets up with them as required. 
 
 
2.13 Module Descriptions 

The following section gives a summary of each of the six modules that make up your 
award.  This covers the aims and content of each module, and the bibliographies 
(reading lists) for your modules.  The official module descriptors that set out the 
learning outcomes and assessment requirements for your course are on your 
college’s VLE.  Certificate in Education and PGCE trainees undertake the same 
modules in the first part of the programme and continue to undertake comparable 
modules in the second part although these are written at different academic levels. 
 

 

 

Certificate in Education (Education and Training) 

 

Year 1/stage 1 
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TS1106   Preparation for Education and Training (level 4)  
TS1107   Teaching, Learning and Assessment (level 4)  
TS2304   Curriculum Design and Assessment (level 5) 
 
Year 2/stage 2 

 

TS2301   Practitioner Research: an Action Research Approach (level 5)  
TS2306   Wider Perspectives in Education and Training (level 5)  
TS3301   Developing teaching, learning and assessment (level 6) 
 
 
 
 
TS1106 Preparation for Education and Training 

 

MODULE AIMS 

 
The aim of the module is to meet the ETF 206 guidance on the teaching 
qualifications for the further education and skills sector. A second aim is to introduce 
the trainee teacher to the teaching, learning and assessment cycle and build the 
beginnings of reflective practice. 
 
 
MODULE CONTENT 

 
This is an initial module that introduces the following content around teaching, 
learning and assessment: 

• The roles, responsibilities and professional relationships in education and 
training 

• An introduction to the importance of ‘knowing your learner’ and identifying 
their individual and potential needs through initial and diagnostic assessment 

• The teaching cycle including basic pedagogic principles and their implications 
for planning, enabling, assessing and evaluating learning to promote inclusive 
practice 

• Basic methods of communication in education and training 
• An introduction to the types of resources used in teaching including learning 

technologies 
• Creating a positive and inclusive learning environment  
• Developing as a reflective practitioner through self and peer evaluation 
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BIBLIOGRAPHY AND LEARNING SUPPORT MATERIAL  

For online reading list for this module, click here http://readinglists.central-
lancashire.ac.uk/index.html  and type in TS1106.  
 

Key texts  
 
Duckworth, V. (2013)  How to be a brilliant FE Teacher.  Oxon: Routledge. 
Gravells, A. (2012) Preparing to Teach in the Lifelong Learning Sector (5th edition).  
Exeter: Learning Matters. 
Keeley-Browne, .L (2011)  Numeracy for QTLS.  Oxon: Pearson. 
Moore, S., Neville, C., Murphy, M. and Connolly, C. (2010)  The Ultimate Study Skills 
Handbook. Maidenhead: Open UP. 
Petty, G. (20014) Teaching Today A Practitioner’s Guide (5th edition). Cheltenham: 

Nelson Thornes. 
Race, P. (2014) Making Learning Happen (3rd edition). London: Sage.  
 
 
Further Reading 
 

Gravells, A. (2012) Passing PTLLS Assessments (2nd edition). London: Sage. 
Williams, J. (2012) Study Skills for PTLLS (2nd edition). London: Sage. 
 
 
Additional supplementary sources 
 
The Education and Training Foundation  http://www.et-foundation.co.uk/ 
The Society for Education and Training https://set.et-foundation.co.uk/about-us/ 
 
 
 
 
 
TS1107 Teaching Learning and Assessment 

 

MODULE AIMS  

The aim of this module is to provide a link between educational theory and practical 
application into teaching through reflective observation of practice. The module also 
aims to develop confidence and skills in the trainee to meet the changing demands 
of teaching, learning and assessment and manage the behaviour of learners 
appropriately. A further aim is to help trainees explore the relationship between their 
choice of practice strategies and the external and internal influences on their 
classroom.  
 
 
MODULE CONTENT 

Trainees will be prepared for basic classroom management and delivery of learning 
through developing skills in a broad range of learning, teaching and assessment 
strategies. This module will also deal with the application of resources used by 
trainees in preparing and facilitating learning with their groups. Trainees will examine 
all aspects of the learning and teaching cycle in relation to their own practice. They 
will also focus on the importance of functional skills for their learners and be 
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introduced to the appropriate embedding of support for these within their subject 
area. 
 

• The further development of teaching plans and schemes of work 
• Innovative , flexible and creative approaches to planning, selecting and 

carrying out  teaching, learning and assessment  to promote learning with 
individuals and groups 

• The development and use of resources, including learning technologies, in 
teaching learning and assessment 

• The identification and integration of literacy, language, numeracy, ICT and 
wider skills of enterprise, employability, sustainability and citizenship within 
the trainee’s practice. 

• Embedding appropriate support for learners’ English, Mathematics and ICT 
skills, including ESOL/EAL 

• Communicating with learners, professionals and other relevant parties 
• Learning styles and critiques of this concept 
• Managing the behaviour of learners 
• Relationships between teachers and other professionals, points of referral, 

pastoral and academic learner support 
• Working with other professionals in own subject specialisms 
• Promoting equality and valuing diversity in teaching and learning 
• Reflection, evaluation and feedback  from others, self-evaluation to improve 

practice 
 

 
 
BIBLIOGRAPHY AND LEARNING SUPPORT MATERIAL   

For online reading list for this module, click here http://readinglists.central-
lancashire.ac.uk/index.html  and type in TS1107.  
 

Key texts  
 
Bates, B. (2015)  Learning Theories Simplified: … and how to apply them to 

teaching.  London:  Sage. 
Griffith, A. & Burns, M. (2012) Outstanding Teaching: Engaging Learners. 

Camarthen: Crown House Publishing.    
Petty, G. (2014) Teaching Today A Practitioner’s Guide (5th edition). Cheltenham: 

Nelson Thornes. 
Race, P. (2014) Making Learning Happen (3rd edition). London: Sage.  
 
Additional supplementary sources 
 
Boyd, P., Hymer, B. and Lockney, K. (2015)  Learning Teaching: Becoming an 

Inspirational Teacher.  Northwich: Critical Publishing Ltd. 
Cohen, L., Manion, L., Morrison, K. & Wyse, D. (2010) A Guide to Teaching Practice 

(revised 5th edition). London: Routledge. 
Cowley, S. (2014) Getting the buggers to behave (5th edition). London: Continuum. 
Dix, P. (2010)  Essential Guide to Taking Care of Behavour – Practical Skills for 

Teachers.  Harlow: Pearson. 
Duckworth, V. and Flanagan, K. (2012)  Understanding Behaviour 14+.  
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Maidenhead: Open University Press. 
Duckworth, V. and Ingle, S. (2013)  Enhancing Learning Through Technology in 

Lifelong Learning.  Maidenhead: Open University Press. 
Gravells, A. (2012) Preparing to Teach in the Lifelong Learning Sector (5th edition) 

Exeter: Learning Matters. 
Gilbert, I. (2013) Essential Motivation in the Classroom (2nd edition).  Abingdon: 

Routledge.  
Kagan, S. (2013). Kagan Cooperative Learning: Structures. San Clemente, CA: 

Kagan Publishing. 
Keeley-Browne, L. & Price, A. (2011) Numeracy for QTLS.  Harlow: Pearson. 
Petty, G. (2009) Evidence-Based Teaching A Practical Approach (2nd edition). 

Cheltenham: Nelson Thornes. 
Peart, S. & Atkins, L. (2011) Teaching 14-19 Learners in the Lifelong Learning 

Sector. Exeter: Learning Matters. 
Senior, L. (2010) The Essential Guide to Teaching 14-19 Diplomas. Harlow: 

Longman. 
Sharrock, T. (2018)  Embedding English and Maths: Practical Strategies for FE and 

Post-16 Tutors.  Northwich: Critical Publishing Ltd. 
Smith, J. (2010) The Lazy Teacher's Handbook: How your students learn more when 

you teach less. Camarthen: Crown House Publishing  
Tummons, J. (2010) Becoming a Professional Tutor in the Lifelong Learning Sector 

(2nd edition). Exeter: Learning Matters. 
Wallace, S. (2015)  Teaching in Further Education: The Inside Story.  Northwich: 

Critical Publishing. 
Wallace, S. (2013) Managing Behaviour in Further and Adult Education (3rd edition).  

Exeter: Learning Matters. 
 
 
 
 
TS2304 Curriculum Design and Assessment 

 

MODULE AIMS 

This module aims to develop a holistic approach to planning, teaching, learning and 
assessment, building on prior knowledge of learning and teaching domains, lesson 
planning techniques and the development of intuitive practices with regard to 
learning strategies, group dynamics and student motivation.   The study of external 
and internal influences on curriculum development and design aims to support 
trainee teachers in creating schemes of work, session plans and resources that 
provide high quality learning experiences. The module also aims to develop the 
trainees’ skills in the design and use of assessment as a means for checking, 
promoting and deepening learning, while stretching learners to meet their full 
potential. 
 
MODULE CONTENT 

Trainee teachers will discuss how learning, teaching and assessment can be aligned 
and designed to meet a range of learners’ needs. These discussions will encompass 
the following: 
 

• The influencers on curriculum (external and internal, macro, meso and micro) 
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• Curriculum models (product, process, content) 
• Topic precedent method of designing schemes of work and related lessons 
• Design and planning of learning for individuals and groups 
• The integration of English, mathematics, ICT and wider skills into curriculum 

schemes  
• Learning factors, styles and strategies including experiential learning theory 
• Building new knowledge on past learning and paying attention to process 
• Motivation, the role of the teacher, negotiated learning and classroom 

communication 
• Theory and practice of assessment for, as and of learning  
• Performance goals, mastery goals and success criteria 
• Assessment for learning principles and practical strategies 
• Principles and strategies for effective feedback  
• The role and use of questioning in feedback and assessment 
• Requirements and processes for recording and reporting on assessment 

outcomes  
• Evaluating learning, interpretive and statistical evaluation, design, analysis 

and usage 
• Moderation, quality assurance and quality improvement in assessment and 

curriculum design. 
 
 
BIBLIOGRAPHY AND LEARNING SUPPORT MATERIAL 

For online reading list for this module, click here http://readinglists.central-
lancashire.ac.uk/index.html  and type in TS2304.  
 

Key texts  
 
LSIS (2012) ‘Quick Start Guide to Assessment for Learning’. Available at: 

http://www.excellencegateway.org.uk/content/eg5430 
Petty, G. (2014) Teaching Today A Practitioner’s Guide (5th edition). Cheltenham: 

Nelson Thornes. 
Race, P. (2014) Making Learning Happen (3rd edition). London: Sage.  
Tummons, J.  (2011) Assessing Learning in Further Education (3rd edition). Exeter: 

Learning Matters. 
Tummons, J. (2012) Curriculum Studies in the Lifelong Learning Sector. (2nd edition) 

London: Sage. 
 

Additional supplementary sources 
 
Armitage, A.  (2018) Teaching in Post-14 Education and Training (5th edition). 

Maidenhead: Open UP. 
Armitage, A., Evershed, J, Hayes, D, Hudson, A, Kent, J, Lawes, S, Poma, S and 

Renwick, M (2012)  Teaching and Training in Lifelong Learning.  Maidenhead, 
Open UP. 

Atherton, J. S. (2013) Teaching and Learning. Available at: 
http://www.learningandteaching.info/teaching/about.htm     

Black, P., Harrison, C., Lee, C., Marshall, B. & Wiliam, D. (2003) Assessment for 
learning: putting it into practice.  Maidenhead: Open UP. 

Bloom, B. S. (1964) Taxonomy of Learning Objectives.   Harlow: Longman.  
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Draper,S  W. (2013) ‘Taxonomies of learning aims and objectives:  
Bloom, neoBloom, and criticisms’. Psychology, Glasgow University. Available at: 
http://www.psy.gla.ac.uk/~steve/best/bloom.html  

Greshon, M. (2015)  How to use Bloom’s Taxonomy in the Classroom – The 
Complete Guide.  Birmingham: Createspace Independent Publishers 

Gershon, M. (2009) ‘Assessment for learning toolkit’. TES Resources.  Available at: 
https://www.tes.com/teaching-resource/assessment-for-learning-toolkit-6020165  

Gould, J. (2013) Learning Theory and Classroom Practice in the Lifelong Learning 
Sector (2nd edition). Exeter: Learning Matters. 

Gravells, A. (2018)  Principles and Practices of Assessment: A guide for assessors 
in the FE and skills sector.  London: Sage  

Hattie, J. (2012) Visible Learning for Teachers: Maximizing Impact on Learning.  
Abingdon: Routledge.   

Petty, G. (2009) Evidence-Based Teaching A Practical Approach (2nd edition).  
Cheltenham: Nelson Thornes. 

Spendlove, D. (2009) Putting Assessment for Learning into Practice. London: 
Continuum. 

Wiliam, D. (2011)  Embedded Formative Assessment.  Bloomington: Solution Tree 
Press. 

 
 
 
 

TS2301 Practitioner Research: An Action Research Approach 

 

MODULE AIMS 

This module aims to build on an understanding of professional practice created in 
earlier modules   Action Research as an approach is explored together with 
qualitative data collection methods. Understanding the need for, and effecting 
change is an important role for practitioner research and this module allows learners 
the opportunity to undertake a piece of small scale Action Research into their own 
practice and draw conclusions from the evaluation of data collected. 
 
 
MODULE CONTENT 

Range and depth of material to be covered 
• Action Research as a practitioner approach to understanding and changing 

practice. 
• Identification of issues and the creation of a research proposal for change. 
• The principles and practice of research and evidence based practice 
• Implementation of an appropriate intervention into practice with the carrying 

out of research activity 
• Identification and use of appropriate data collection methods 
• Identification of appropriate theory to support and inform practice. 
• The review of research findings, Analysing and interpreting qualitative 

sources, drawing evidence from data and arriving at realistic conclusions  
• Understanding of how to synthesise theory, practice and qualitative data - use 

respondents voices to authenticate findings. 
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BIBLIOGRAPHY AND LEARNING SUPPORT MATERIAL 

For online reading list for this module, click here http://readinglists.central-
lancashire.ac.uk/index.html  and type in TS2301.  
 

Key texts 

 

Bell, J. (2014) Doing your research project (6th edition). Buckingham: Open UP.   
Denscombe, M. (2014) The Good Research Guide (5th edition). Maidenhead: Open 

University Press.  
Denscombe, M. (2009) Ground Rules for Social Research (2nd edition).  

Maidenhead: Open UP  
McNiff, J. (2002) Action Research for Professional Development: Concise Advice for 

New Action Researchers (3rd edition).   Available at: 
http://www.jeanmcniff.com/ar-booklet.asp   

McNiff, J. (2014)  Writing and Doing Action Research.  London: Sage. 
McNiff, J. (2018) You and Your Action Research Project (4rd edition).  Oxon: 

Routledge. 
Whitehead, J. (2006) Action Research: Living Theory. London: Sage.  
 
Additional supplementary sources  

 

Campbell, A., McNamara, O. & Gilroy, P. (2004) Practitioner Research and 
Professional Development in Education. London: Sage.  

Cohen, L., Manion, L. & Morrison, K. (2011) Research Methods in Education (7th 
edition) London: Routledge/Falmer  

Duckworth, V. and Tummons, J. (2013)  Doing your Research Project in the Lifelong 
Learning Sector.  Maidenhead: Open University Press.  

Harvey, B. & Harvey, J. (2012) Creative Teaching Approaches in the Lifelong 
Learning Sector. Maidenhead: Open UP. 

Hopkins, D. (2014) A Teacher’s Guide to Classroom Research (5th edition). Open 
University Press: Buckingham  

McNiff, J. (2013) Action Research: Principles and Practice 3rd edition. Abingdon: 
Routledge.  

 Teaching in Lifelong Learning: a journal to inform and improve practice  
Huddersfield University (Journal) http://eprints.hud.ac.uk/journal/till/  

Through the Looking Glass: Reflective research in post-compulsory education. Vols. 
1-10  UCLan. 

 
You should also read and utilise the theory and research that relates to your 

subject specific area together with educational theory and research that 

supports the changes you propose to implement in your practice. 
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TS2306 Wider Perspectives in Education and Training (Certificate in 

Education) 

 

MODULE AIMS 

 
The aim of this module will be to address wider perspectives in education and 
training and the content will be expected to change and develop in response to 
current concerns. However, there will remain a constant core of themes central to 
the national debate and these will include educational reforms (policies) and social 
context, funding, quality assurance and Ofsted, the policy process, mental health 
and mindfulness, the history/context of the sector and Special Educational Needs 
and Disabilities (SEND). 
 
MODULE CONTENT 

The content will include a variety of topics from amongst the following: 
• An overview of Government policy and legislation since 1992.   
• The social/political/economic context of education and training.  
• The roles of external bodies and stakeholders (e.g. Ofsted, funding agencies, 

government departments, legislation, regulation and policy) and their influence on the 
provision of education and training in the sector.  

• Quality assurance within and outside the institution, and the role of inspection. 
• The notion of dual professionalism and professional values.  
• Investigation of organisational policies, codes of practice and guidelines as 

responsive strategies and the impact on workplace culture in the context of 
maintaining quality and responding to external accountability.  

• Appraisal of strategies used to sustain the quality of student experience in the face of 
downward pressures on funding and instrumental performance indicators.  The 
demands of target learners, demographic trends, unit costs, performance indicators 
and funding.   

• An evaluation of the learner journey, local opportunities and provision, and 
relationships with employers. 

• Current innovations in teaching, learning and assessment. 
• Innovations and developments in curriculum and qualifications. 
• Educational policy and provision for specific groups of learners. 

 

 
BIBLIOGRAPHY AND LEARNING SUPPORT MATERIAL   

For online reading list for this module, click here http://readinglists.central-
lancashire.ac.uk/index.html  and type in TS2306.  
 

Key texts  

 

Armitage, A., Cogger, C., Evershed, J., Hayes, D., Lawes, S. and Renwick, M. (2018)  
Teaching in Post-14 Education & Training.  Maidenhead: Open University Press. 

Duckworth, V. and Tummons, J. (2010) Contemporary Issues in Lifelong Learning. 
Maidenhead: Open UP 

Chitty, C. (2014) Education Policy in Britain (3nd edition).  Hampshire:Palgrave 
Teaching in Lifelong Learning: a journal to inform and improve practice  Huddersfield 

University (Journal) http://eprints.hud.ac.uk/journal/till/ 
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Additional supplementary sources  
 
Bennett, L., Iredale, A., Reynolds, C. (2010) ‘Teaching with technology’ in Avis, J, Fisher, 

R & Thompson, R (eds) Teaching in Lifelong Learning.  Milton Keynes: Open 
University Press. 

Black, P., Harrison, C., Lee, C., Marshall, B. & Wiliam, D. (2003) Assessment for learning: 
putting it into practice.  Maidenhead: Open UP. 

FE Week (2012) Supporting Improvement.  Available at: 
http://feweek.co.uk/2012/11/09/supporting-improvement/  

Social Media in the Classrom: A Best Practice Guide (2nd edition).  London: Sage. 
Spenceley, L. (2014) Inclusion in Further Education.  Northwich: Critical Publishing. 
Teaching and Learning Programme (2009) Being Functional: Embedding functional skills. 

Available at: https://www.stem.org.uk/elibrary/collection/3410   
 
Educational policy 

 

BIS (2018) Success as a Knowledge Economy: Teaching Excellence, Social Mobility and 
Student Choice.  London:  The Stationery Office.  Available at: 
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/523396
/bis-16-265-success-as-a-knowledge-economy.pdf 

Department for Education (2010) The Importance of Teaching The Schools White Paper 
2010. London: The Stationery Office. Available at: 
http://www.educationengland.org.uk/documents/pdfs/2010-white-paper-teaching.pdf  

Department for Education (2011) Wolf Review of Vocational Education – Government 
Response. London: The Stationery Office.  Available at: 
https://www.gov.uk/government/publications/review-of-vocational-education-the-wolf-
report  

Hoyle, E. & Wallace, M. (2007), ‘Educational reform: an ironic perspective’. Educational 
Management, Administration and Leadership, vol 35 (1)., pp. 9 - 25  

Leitch, S. (2006) Prosperity for all in the global economy - world class skills.  London: The 
Stationery Office.  Available at: 
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/354161
/Prosperity_for_all_in_the_global_economy_-_summary.pdf 

Pritchard, C. (2000) Making Managers in Universities and Colleges. Florence, KY: Taylor 
and Francis 

 

Useful websites 

 
Education and Skills Funding Agency 

https://www.gov.uk/government/organisations/education-and-skills-funding-agency  
Further Education Learning Technology Action Group (FELTAG) http://feltag.org.uk/ 
Learning and Work Institute http://www.learningandwork.org.uk/what-we-do 
Ofsted  https://www.gov.uk/government/organisations/ofsted  
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TS3301 Developing Teaching, Learning and Assessment 

MODULE AIMS 

The aim of the module is to continue to develop the link between educational theory 
and its practical application in teaching placements, in order to enable trainees to 
develop towards their full potential as successful teachers. There is a focus on the 
continued development of differentiation for meeting the needs of all learners and on 
inclusive practice, which will provide trainees with the skills to successfully promote 
learning for a range of learners with a variety of needs and backgrounds.  
 
The module also aims to enable trainees to broaden their view of the sector, by 
working with and observing their peers in other teaching settings and by reflecting on 
and evaluating practice in terms of its ability to facilitate inclusive learning for all 
students.  
 
MODULE CONTENT 

Trainees will continue to develop their classroom skills and broaden these to include 
the needs of a wider range of learners and introduce further innovation into their 
teaching. They will focus particularly on catering for a range of learner needs, 
including functional skills needs, within their subject area. 
 

• Theories, models and principles of learning and pedagogy and their implications for 
teaching, learning and assessment 

• Planning, using and evaluating innovative and creative approaches and resources, 
including learning technologies, to meet individual learning needs 

• Demonstrating flexibility and adaptability in using teaching and learning approaches 
• Taking risks in own teaching 
• Improving schemes of work and teaching and learning plans in relation to learners’ 

needs (differentiation) and also curriculum requirements/ learning outcomes 
• Applying knowledge and understanding of literacy, language, numeracy and ICT in own 

teaching  
• Integrating support for students’ English (including ESOL/EAL), mathematics, ICT and 

wider skills (enterprise, employability, sustainability, citizenship)  
• Creating and maintaining a safe and inclusive learning environment, with appropriate 

behaviour, linking to legislation and behaviour management principles 
• Learning preferences, planning for differentiation, involving learners in learning  
• Working with students with learning difficulties, disabilities and other support needs – 

awareness of needs, strategies for support, referral to other agencies: to cover a range 
of different needs 

• Inclusive teaching strategies and resources; differentiation  
• Using assessment approaches/strategies/ methods/techniques that suit individuals’ 

needs, in order to adapt teaching and learning strategies (formative) and to assess 
achievement (summative) 

• Involving learners in assessment, agreeing learning targets/goals/outcomes, self and 
peer-assessment   

• Promoting equality and valuing diversity in own teaching situation 
• Working with other professionals in own area of specialism and developing specialist 

teaching skills 
• Further models of reflection and their application to practice 
• Using feedback from learners, peers, mentors, tutors and others to identify areas for 

improvement in own practice 
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BIBLIOGRAPHY AND LEARNING SUPPORT MATERIAL  

For online reading list for this module, click here http://readinglists.central-
lancashire.ac.uk/index.html  and type in TS3301.  
 

Key texts - teaching and learning. See also reading list for TS1107.  Click 
http://readinglists.central-lancashire.ac.uk/index.html  and type in TS1107. 
 
Excellence Gateway (2013) Embedded Materials (Functional Skills). Available at: 

http://toolkits.excellencegateway.org.uk/functional-skills-starter-kit/section-3-
developing-effective-practice/section-3a-resources-support-effective-
practice/teaching-and-learning-resources-english-mathematics-and-ict  

Gregson, M. and Hillier, Y. (2015) Reflective Teaching in Further, Adult and Vocational 
Education (4th edition), London: Bloomsbury Academic. 

Griffiths, A. and Burn, M. (2014) Outstanding Teaching: Teaching Backwards.  
Carmarthen: Crown House Publishing. 

Hattie, J. (2012) Visible Learning for Teachers: Maximizing Impact on Learning 
Abingdon: Routledge.  

Hattie, J.  and Yates, G.C.R. (2014) Visible Learning and the Science of How We Learn.  
Abingdon: Routledge. 

Ingle, S. & Duckworth, V. (2013) Enhancing Learning through Technology in Lifelong 
Learning.  Maidenhead: Open UP. 

Petty, G. (2009) Evidence-Based Teaching A Practical Approach (2nd edition). 
Cheltenham: Nelson Thornes.  

Race, P. (2015) The Lecturer's Toolkit: A Practical Guide to Assessment, Learning and 
Teaching (4th edition). London: Kogan Page. 

Vizard, D. (2012) How to manage behaviour in further education (2nd edition).  London: 
Sage. 

 
 
 
Key texts – inclusivity 

 

Bulloch, K. (2009) How to Adapt Your Teaching Strategies to Student Needs. 
Washington, DC: WETA. Available at:  http://www.readingrockets.org/article/370/   

Hewitt, R. (no date) ‘Embedding Equality and Diversity into the Curriculum’. Available at:  
http://www.slideshare.net/ruthhewitt125/embedding-equality-and-diversity-into-the-
curriuculum-13475570  

Kennedy, H. (1997) Learning Works: Widening Participation in Further Education. 
Coventry: FEFC.  Available at: 
http://dera.ioe.ac.uk/15073/2/Learning%20works%20-
%20widening%20participation%20in%20further%20education%20%28Kennedy%20
report%29.pdf  

Open University Free Course:  ‘Teaching Inclusively: Knowing what we mean’.  
Available at: http://www.open.edu/openlearn/education/educational-technology-and-
practice/educational-practice/inclusive-education-knowing-what-we-mean/content-
section-0?active-tab=description-tab 

 
Rodriguez-Falcon, E., Evans, M., Allam, C., Barrett, J. and Forrest, D. (2010) The 

Inclusive Learning and Teaching Handbook. Sheffield: University of Sheffield. 
Available at: http://www.shef.ac.uk/polopoly_fs/1.18989!/file/The-inclusive-learning-
and-teaching-handbook.pdf 
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Teacher Training Resource Bank (2009) Differentiation - guidance for inclusive 
teaching.   Available at: 
http://webarchive.nationalarchives.gov.uk/20101021152907/http:/www.ttrb.ac.uk/Vie
wArticle2.aspx?anchorId=17756&selectedId=17759&menu=17834&expanded=Fals
e&ContentId=15712    

Tomlinson, J. (1996) Inclusive Learning: the Report of the Committee of Enquiry into the 
postschool education of those with learning difficulties and/or disabilities, in 
England. Coventry: FEFC. Available at: 
http://dera.ioe.ac.uk/15072/1/inclusive%20learning-summary.pdf 

 
Additional supplementary sources - teaching and learning 

 
Appleyard, K. and Appleyard, N. (2014) The Professional Teacher in Further Education.  

Northwich: Critical Publishing. 
Conteh, J. (2015) The EAL Teaching Book (Transforming Primary QTS Series).  

London: Sage. 
Duckworth,V., Wood, J., Dickinson, J. and Bostock, J. (2010) Successful Teaching 

Practice in the Lifelong Learning Sector.  Exeter: Learning Matters.   
Freire, P. (2001) Pedagogy of the Oppressed (2nd revised edition). Harmondsworth: 

Penguin. 
Goleman, D. (2004) Emotional Intelligence and Working With Emotional Intelligence. 

London: Bloomsbury. 
Hattie, J. (2009) Visible Learning: A Synthesis of Over 800 Meta-Analyses Relating to 

Achievement. Abingdon: Routledge. 
Moon,J. (2006) Learning Journals. London: Kogan Page. 
Rogers, C. and Freiberg, J. (1994) Freedom to Learn (3rd edition). Upper Saddle River, 

NJ: Prentice Hall. 
Schön, D. (1991) The Reflective Practitioner. London: Arena. 
Schrier, K. (2018) Knowledge Games: How Playing Games Can Solve Problems, 

Create Insight and Make Change.  Baltimore, Maryland: John Hopkins University 
Press. 

Tuckman, B.W & Jensen, M.C. (1977) ‘Stages in Small Group Development Revisited’. 
Group and Organisational Studies. 2 (4) p.419-427. 

 

Additional supplementary sources – inclusivity 

 

Department for Education (2014) Keeping children safe in education – Statutory 
guidance for schools and colleges.  Available at: 
https://www.gov.uk/government/publications/keeping-children-safe-in-education--2 

Department for Culture, Media and Sport (2013) Equality Act 2010: Guidance. Available 
at: https://www.gov.uk/equality-act-2010-guidance   
Department for Education & Skills (2006) Further Education: Raising Skills, Improving 

Life Chances. London: HMSO.  Available at: 
http://webarchive.nationalarchives.gov.uk/20130401151715/https:/www.education.g
ov.uk/publications/eOrderingDownload/FE%20Raising%20skills%20improving%20lif
e%20chances.pdf  

Disability Discrimination Act (2005) London: The Stationery Office. Available at: 
http://www.legislation.gov.uk/ukpga/2005/13/contents   

Special Educational Needs and Disability Act (SENDA)  (2001) London: The Stationery 
Office.  Available at: http://www.legislation.gov.uk/ukpga/2001/10/contents  

Teachers’ TV (2010) ‘Inclusion and Autism’ Available at: http://www.tes.co.uk/teaching-
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resource/Teachers-TV-Secondary-SEN-Inclusion-and-Autism-6048937/  
Teachers’ TV (2011) ‘Asperger’s Syndrome’ Available at: http://www.tes.co.uk/teaching-

resource/Teachers-TV-Asperger-and-39-s-Syndrome-6084975/  
Tissot, C., Faraday, S., Macqueen, L. and Maudslay, L. (2007) Through Inclusion to 

Excellence: Moving from policy to practice. Coventry: Learning and Skills Council. 
Available at: http://dera.ioe.ac.uk/19111/1/through-inclusion-to-excellence.pdf 

 
 
 
Action on Hearing Loss (formerly RNID)  http://www.actiononhearingloss.org.uk/  
British Deaf Association  http://www.bda.org.uk  
British Dyslexia Association http://www.bdadyslexia.org.uk/ 
British Institute of Learning Disabilities http://www.bild.org.uk/  
National Autistic Society http://www.autism.org.uk/about-autism.aspx  
RNIB http://www.rnib.org.uk/Pages/Home.aspx 
Scope (cerebral palsy) http://www.scope.org.uk/help-and-information  
https://www.gov.uk/browse/disabilities/rights  
http://www.equalityhumanrights.com/ 
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Section 3: Approaches to teaching and learning 

 

3.1 Learning and teaching methods  

Your course team are experienced teachers and teacher educators in the Further 
Education and Skills Sector and have the experience and expertise to guide you in 
becoming a successful teacher.  They will model a wide range of teaching, learning 
and assessment methods so that you have experience of them and are able to use 
these with your own students. They are also very experienced observers and will 
discuss your teaching with you in order to help you improve and become the best 
teacher you can be. 
 
3.2 Study skills  

Your course tutors will work with you on your study skills, writing skills and research 
skills.  Royal Melbourne Institute of Technology Study and Learning Centre has 
useful online materials that will also help you: 

• Study skills: http://emedia.rmit.edu.au/learninglab/content/study-skills  
• Writing skills: http://emedia.rmit.edu.au/learninglab/content/writing-skills    

There are also useful resources available to you via UCLan, which you can access 
with your UCLan username and password including: 

• WISER http://www.uclan.ac.uk/students/study/wiser/index.php 
You will be sent your login details to your personal email address before enrolling 
online. 
Go to www.uclan.ac.uk and click on the Student tab on the top red bar. 
You are on the Student Portal page where you can find most of the UCLan 
information that you might need.   
For study skills and library training, go to Library and IT training at the top of the 
page. 
 

If you have any login problems or any other technical issues, email 
LIScustomersupport@uclan.ac.uk or ring them on 01772 895355. 
 
 
3.3 Learning Resources 

Your college library has a good range of books for your course, and your tutors will 
post materials regularly on the college VLE for you to use. In addition, you can visit 
the UCLan library in Preston (for this you need to collect a corporate UCLan card).  
For information on UCLan library service for partner colleges click here 
 
 
UCLan library search 

A ‘Library Search’ facility provides a simple way to help you find resources. The 
search can be accessed here: https://librarysearch.uclan.ac.uk 
 
You can also use the online library resources available from UCLan.  There are 
online reading lists for all your modules which you can access via the UCLan 
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Student Portal or directly through this link http://readinglists.central-
lancashire.ac.uk/index.html.  Just click on the link and then type in your module 
number ie TS1106, TS1107, TS2304, TS2301, TS3301, TS2306.  
 
In year 2/stage 2 of your course, you will find the wider UCLan resources useful 
when you are researching specific topics for your action research and contemporary 
issues modules, as the university subscribes to many more journals than the college 
can.   Towards the end of year 1/Stage 1, it is important to move beyond the 
essential texts on the reading lists provided for you.  Towards the end of year one, 
and certainly in year 2/stage 2, it is essential that you increase the breadth and depth 
of your reading to include a range of subject specific sources, recent journal articles 
and  contemporary research, both paper based and online. 
 

Online Training 

 

The UCLan College Librarians have developed a suite of online materials to help you 
help yourself to extra Library training.  To access this training click here 

If you need help with library searches you can contactor Jane Bruney, associate 
librarian, on 01772 892303 
 
3.4 Internet and social networking guidelines 

The purpose of these guidelines is to protect the reputation and safety of the 
university, the college and all staff and trainee teachers on UCLan courses, with 
regard to the use of the internet and social networking and individuals’ personal 
internet presence.  
 
We recognise that the internet and social networking sites can be a useful teaching 
and learning tool and that staff and trainee teachers have freedom of expression. 
However, you need to be aware that any materials you post on the internet must be 
appropriate to a professional teacher, as disciplinary action may be taken by the 
university or college against those whose actions are deemed to be inappropriate.  
We also need to ensure that both staff and students use technology, and in particular 
social networking, in a safe and responsible manner.  
 
The university has a Code of Practice on the use of the internet, in which 'Personal 
Internet Presence' is defined as all internet presence including e-mail usage, 
participation in online communities and hosted services (such as social networking 
sites and forums), and maintaining personal profiles or pages (such as blogs).  
 

As a trainee teacher you may use social networking sites in connection with 

your course, and should follow these guidelines: 

• Ensure that you use appropriate privacy settings for any site you use. 
• Do not disclose any personal information about your colleagues or students, 

or photos of them, without prior permission  
• Consider carefully what personal information you are prepared to post about 

yourself, and whether you want this to be revealed to strangers. 
• Respect the feelings and views of others. 
• Do not post anything derogatory, confidential or inappropriate about your 

peers, your students, your institution or your placement setting  
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• Do not use any threatening, abusive, insulting, obscene or offensive language 
or images, or publish anything that constitutes harassment or is illegal or 
makes others fear violence 

• Report any inappropriate use to your course leader 
 

You may also use the internet with your own learners, and this requires 

additional care to maintain your safety and theirs: 

• You should not allow students access to your personal information, which 
may include your telephone number, address or social network area. 

• You should communicate with students through professional channels e.g. 
college email, VLE, tutorials, course-based social network groups. 

• If you set up or use a social networking site with your students, ensure that 
you have set it up as a private group and that all your students follow the 
guidelines above in their use of it.  

 

You and your career 

Ø Remember that your personal internet use can now be linked to you in your 
professional role. 

Ø Remember that anything you write or post can be printed and kept by other 
people, even if you have since deleted it from the internet. 

Ø Consider what you might need to ‘clean up’ from your previous life, to present 
a suitably professional online presence for students and future employers.   

 

UCLan Regulations for the Conduct of Students 
http://www.uclan.ac.uk/students/life/rules_regs.php    
 
3.5 Audio or video recording 

Improving teaching and learning should start in the classroom: talking about your 
teaching, reflecting on your practice and developing your techniques. Watching 
yourself teach is unarguably an excellent starting point for all trainees as it 
encourages you to look at your lesson from a different perspective. 
 
It's not about teaching perfect lessons, it's about learning in real contexts so a lesson 
that goes off plan is just as valid a starting point for discussion and learning as a 
lesson that was faultless. As such, observing your classroom practice is a powerful 
resource that will support you in becoming an outstanding teacher. 
 
In line with informed consent and to minimize risk, participants must give their 
consent. All learners, staff and visitors in the session must give their signed consent 
using the Request and Consent for Recording a Lecture/Session, (appendix to 
document pack). Learners over the age of 16 may give their consent. If you have 
learners who are under 16 or are vulnerable adults, consent must be given by 
parent/ guardian. 
 
Unless you have the informed consent of all participants in the session and 

have fully completed the consent form, the lesson MUST NOT be recorded. 
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3.6 Preparing for your career  

You are studying on a course that leads to a professional career as a teacher.  
Everything that you do on your course is aimed to help you to develop your 
knowledge and skills in teaching, and support you to reach your full potential as a 
successful teacher. You will also be expected to behave professionally at all times, 
with your tutors, your peers, your teaching colleagues and your students. 
 
Careers offers a range of support for you including: 
 

• career and employability advice and guidance appointments 
• support to find work placements, internships, voluntary opportunities, part-time 

employment and live projects 
• workshops, seminars, modules, certificates and events to develop your skills 

 
Daily drop in service available in Preston from 10.30am-3pm for CV checks and 
initial careers information, or you can access our careers and employability 
resources via the Student Portal. 
https://www.uclan.ac.uk/students/careers/index.php  
 
At the end of your course you will be eligible to apply for QTLS (Qualified Teacher 
Learning and Skills) status.  This is managed by the Society for Education and 
Training at the Education and Training Foundation.  This status may allow you to be 
employed as a qualified teacher in the secondary school sector, as well as in FE and 
skills, as it is deemed to be equivalent to QTS. 
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Section 4: Student support and guidance  

 
4.1 Personal tutor 

You will be assigned a personal tutor for your teacher education programme.  You 
will have at least one formal tutorial per semester and tutors are also available for 
additional tutorials at other times, either as part of your scheduled hours or by 
appointment.   It is very important for you to keep your own records of all your 
tutorials.   Your tutorial will be used to check your progress and to set action points 
with you.  Your personal tutor will be able to help you with personal development, 
including developing skills in self-awareness, reflection and action planning.  This is 
an opportunity to discuss your progress with assignments and teaching, to review 
and update your professional Development ILP with academic and teaching practice 
action points.   
 
You should take your self-assessment against the ETF standards, downloaded in pdf 
format, to your tutorial to discuss progress with your tutor. 
 
4.2 Students with disabilities 

If you have a disability that may affect your studies, please contact Student Services 
in the college where you are studying or let the course team know as soon as 
possible.  You may also contact the Disability Advisory Service at UCLan - 
disability@uclan.ac.uk .  You have the right not to disclose your disability or to 
request that the existence or nature of your disability be treated as strictly 
confidential and therefore not shared with relevant staff across the college.  However 
if your disability impacts upon professional fitness to train or fitness to practise 
standards you are personally responsible for disclosing relevant information about 
your disability in line with professional accreditation requirements. Regardless of 
disability, you are required to sign and comply with the Trainee Conduct & 
Professionalism Agreement throughout the course. 
 
The college and the University are committed to making reasonable adjustments to 
accommodate your needs and providing appropriate support for you to complete 
your studies successfully. This is most effective when the college is informed of any 
disabilities prior to enrolment, particularly where it is anticipated that because of your 
disability/ies, you may face difficulties meeting competence standards and/or 
professional requirements of the course.   
 
4.3 Assessment arrangements for students with a disability  

Arrangements are made for students who have a disability/learning difficulty for 
which valid supporting evidence can be made available. Contact the Disability 
Adviser for advice and information, disability@uclan.ac.uk  
 
4.4 Health and Safety  

As a student of the University you are responsible for the safety of yourself and for 
that of others around you, particularly the students you are teaching. You must 
understand and follow all the regulations and safety codes necessary for a safe 
teaching and learning environment.  Please help to keep it safe by reporting any 
incidents, accidents or potentially unsafe situations to a member of staff as soon as 
possible. 
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4.5 Students’ Union 

The Students’ Union is the representative body for all UCLan students. The 
organisation exists separately from the University and is led by the elected officers of 
the Student Affairs Committee (SAC) as well as representatives on the Students’ 
Council. The Students’ Union building is located at the heart of the Preston campus, 
and is the hub for all student activities. 
 
Representation and campaigning for students’ rights is at the core of what we do and 
is encompassed by our tag line of, Making Life Better for Students. Should you wish 
to make a change to any aspect of your student experience, whether it be 
academically related or not, then the Union is where your voice can be heard, 
actions taken, or campaigns launched. 
 
Your Union is also the home to a fantastic range of student-led societies, sports 
teams and multitudes of volunteering opportunities. You can also receive help in 
finding part-time work, whilst you study. Not sure where to go?  Pop into the 
Opportunities Centre on the ground floor of the Students’ Union building in Preston 
and someone will point you in the right direction. 
 
We hope your time at University is trouble free, but should you come into difficulties 
around anything from academic appeals, to issues with housing, benefits or debt, 
then our dedicated staff team in the Advice and Representation Centre are on hand 
to help. As we are independently run from the university, we can offer truly impartial 
advice. 
 
As one of the thousands of students who are not studying on the main UCLan 
campus in Preston, the Students’ Union is still your union, so please check 
http://www.uclansu.co.uk/ for full details on what we may be running in your partner 
institution. 
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Section 5: Assessment  

 
All the modules on your course will be assessed. You are expected to attempt all the 
assessments for each module, and to do so at the times scheduled unless 
authorised extensions, special arrangements for disability or extenuating 
circumstances allow you to defer your assessment.  
 
There are three integrated aspects of assessment on the programme: 

• Teaching practice 
• Coursework assignments 
• Professionalism 

 
You will be assessed through a range of coursework assignments and observed 
teaching practice.  The mark given for coursework and teaching observation is either 
pass or referred, and all assessed work must achieve a satisfactory level (pass).  
The assessments support your learning and development through reading and then 
acting on the feedback provided to you by your tutors.  Where necessary, 
coursework or teaching observations that are referred are repeated and no penalty is 
imposed for an initial failure.  However, if there are no extenuating 

circumstances, only one re-submission is accepted and then if the work is still 

unsatisfactory it is deemed to have failed.  For teaching observations, you may 
have up to two additional observations in each stage/year of the course.  At the 
discretion of the university, failed modules may be repeated at a later date. 
 
You must also meet the required standards of professional conduct in every aspect 
of your course and teaching placement.   
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5.1 Programme assessment overview 

Preparation 

for Education 

and Training 

Teaching, 

Learning and 

Assessment 

Curriculum 

Design and 

Assessment 

Action 

Research 

 

Developing 

Teaching, 

Learning 

and 

Assessment 

Wider 

Perspectives in 

Education and 

Training 

TS1106 TS1107 TS2304 TS2301  TS3301 TS2306  

Assignment Assignment Assignment Assignment Assignment Assignment 

1.Written 
assignment of 
750 words or 
presentation: 
Know your 
learners 
 

1. Exploration of 
pastoral and 
academic 
support for 
learners (750 
words or 
equivalent) 

1. Assessment 
portfolio for three 
assessment 
activities completed 
with trainees’ 
learners.  Examples 
of feedback given. 
Evaluation of 
feedback to learners 
with action points 
for personal 
development 
(2000 words) 

1. Action 
Research 
Proposal 
(1000 words) 
Electronic 
submission   

1. Written 
evaluation 
(1250 - 1500 
words) 

1. Written report on 
negotiated 
contemporary issue 
(2500 words)  
 

2. Professional 
journal & written 
reflection and 
evaluation, 
1500 words 

2.Presentation 
on behaviour 
management 

 

2. Written 
justification 
addressing a 
scheme of work 
(2000 words) 

2. Final  
written report 
of research 
activity and 
research 
journal 
 (3500 words)  

2. 
Presentation 
(15 mins) 
 

2. Academic poster 
Presented to peer 
group ( 300 - 400 
words) 
 

Portfolio Portfolio   Portfolio  

Teaching 
practice 
portfolio (mini 
and micro 
teaches) 
 

Teaching 
practice portfolio  
following 
contents list, 
incl.75 hrs 
teaching and 
4 successful 
observations 

  Teaching 
practice 
portfolio  
following 
contents list, 
incl.75 hrs 
teaching and 
4 successful 
observations 

 

Two 
observations of 
a subject 
specialist and 
an experienced 
teacher in 
another 
curriculum area 
 

Two 
observations of 
a subject 
specialist and 
an experienced 
teacher in 
another 
curriculum area 
 

  Two 
observations 
of peers and 
evaluation 
(1000 words – 
part of TS3301 
assignment 1) 

 
 

 
In addition to meeting the module learning outcomes, trainee teachers are required 
to meet the attendance requirements of the programme and all of the Professional 
Standards (ETF) and are bound by part 2 of the Department for Education Teachers’ 
Standards.  Professionalism is assessed throughout the programme. 
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5.2 Coursework assessment  

Coursework assessment within the Certificate in Education is based on five generic 
assessment criteria and tutors will make an assessment against the following 
defined marking criteria for all assessments except the teaching observations.  
 
 Specific criteria (1)     Generic Criteria (2 – 5) 

1 Achievement of specified module learning outcomes (listed for each 
assignment) 

2 Quality, structure, organisation, communication and presentation of the 
coursework 

3 Use of sources and supporting evidence 
4 Application of theory, use of principles and concepts 
5 Evidence of analytical, critical and independent thinking 
 

All criteria must be satisfactory to pass the assignment.   
 
All assessed work has a set word limit that appears within the module’s description 
and on the assignment brief. The word limit must be adhered to within 10% over or 
under the set limit.  An assignment with a limit of 1000 words must therefore be 
between 900 and 1,100 words. Assignments above or below this word limit range will 
not be assessed and will be returned to you.  
 
You will be given feedback from your tutor on all the assessment criteria, so that you 
are clear what you have done well and where you can develop further in your 
understanding of the subject content and/or your academic reading and writing skills.  
As you move through the course, the academic level increases and you need to 
raise the standard of your assignment work as well as your teaching.  In the early 
modules, you will need to read textbooks from the key texts section of your reading 
list, as well as some of the additional reading.  Most of these are known as 
‘secondary sources’, ie they are not the original research or ideas, but reporting on 
them.  In year 2/stage 2 modules, you will certainly need to go further than the 
reading lists, as they cannot cover every topic that you need to read about.  For your 
action research topic you should be looking for some primary sources, ie. articles 
reporting other people’s research or ideas.   
 
Remember to consider the academic quality of the sources you read.   

• You may use a newspaper or Times Educational Supplement (TES) article as 
your starting point, but then you should also look for and read the sources of 
the information they mention.   

• Some internet sources may not be reliable, as they can be edited by anyone.   
• It is better to read a chapter or article properly (once you’ve decided it’s 

relevant) than to dip into and refer to 3 or 4 sources that you haven’t really 
read. 

 
When you write assignments, you will need to refer to the sources you have read, to 
indicate where your ideas come from.  There are some guidelines and useful 
examples in section 6.3 of this handbook to help you with this.  You do not need to 
refer to a source for ideas or facts that are common knowledge, eg.  
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‘The college is held accountable for its students’ success through the results they 
achieve (Orstein and Hunkins 2009)’.  This is common knowledge within education 
and does not need a reference.  
‘Group discussions will allow me to make comparisons between the two groups 
(David and Sutton 2011)’ – this is common sense and does not need a reference.  
 

Ø Including no references either means that you have not done any reading for 
this assignment, or that you haven’t listed those sources you have read.  
Every assignment requires some reading – quality not quantity. 

 
Ø Including more references does not automatically make your assignments 

better.  You need to have read and used the sources properly.  Look critically 
at all your sources and decide which ones you have really used to inform your 
thinking and your assignment. These are the ones you should refer to in the 
assignment and list at the end.  If your reference list is more than a page it 
needs serious attention. 

 
It is likely that you will access confidential information during the course e.g. student 
work and feedback which inform your own assignments.  Do be aware of your ethical 
and legal responsibilities to respect confidentiality and maintain the anonymity of 
individuals and organisations within your assignments.  
 
 
5.2.1 Graduate and post-graduate assessment structure 

The criteria for assessing academic work at levels 4-7 are given on the next two 
pages. Cert Ed modules are at levels 4, 5 and 6.  These criteria apply to all 
assessments other than teaching practice observations. 
 
. 
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 Graduate and post-graduate assessment structure  
 

Criteria Level 4  Level 5 Level 6 Level 7 
 
1. Achievement 
of specified 
module learning 
outcomes 

 
Achieves all of the 
specified learning 
outcomes. 

 
Achieves all of the specified 
learning outcomes 

 
Achieves all of the specified learning 
outcomes 

 
Achieves all of the specified learning 
outcomes 

 
2.Quality,structu
re,organisation, 
communication 
and 
presentation of 
the coursework 
 
 
 

 
Provides a well-
structured submission 
which introduces the 
topic and develops the 
major points of the 
discussion clearly with 
few grammatical or 
spelling errors. 

 
Provides a well-developed 
discussion which has clarity and 
precision. The presentation is 
coherent, logically-structured (e.g. 
introduction, description/rationale, 
development of main arguments 
leading to considered 
conclusions). Well organised and 
incorporating appropriate 
academic conventions (such as 
language, format, references and 
choice of register). Is willing to 
challenge ideas and present and 
justify a particular point of view 
through reasoned and informed 
argument. 

 
Provides a well-considered submission, 
presented in a lucid and resourceful style, 
which appropriately uses relevant, 
academic conventions in its delivery and 
demonstrates careful, independent or co-
operative preparation. The presentation is 
coherent, logically-structured and is 
effectively planned to prioritise key issues, 
making creative use of an appropriate mode 
of argument/theoretical models. By using 
well-considered reference to specific and 
relevant practice contexts, course member 
demonstrates an appropriate, insightful, and 
unique stance which serves to illuminate the 
problems and issues in an interesting and 
informed manner. 

 
Presents a well-researched, 
appropriately structured submission, 
effectively presented in a lucid and 
resourceful style which appropriately 
adopts academic conventions and has a 
sound structure within which key 
theoretical principles are critically 
evaluated and related to existing 
knowledge structures (and 
methodologies). Identifies how research 
findings impact on existing knowledge 
structures and theoretical frameworks. 
Proposes new areas for 
investigation/new problems/new 
approaches. 
 

 
3. Use of 
sources and 
supporting 
evidence 
 
 
 
 

 
Is able to find a source 
for the data required to 
meet the assessment 
criteria. Provides 
examples in the 
discussion of 
published 
perspectives which 
support the argument 
being presented. 

 
Uses reference to published 
sources with confidence to not only 
support an argument and provide 
insight, but also to present 
alternative perspectives which 
helps to illuminate particular 
policies and practices. 

 
Manipulates sources with confidence and 
skill and has an increasing awareness of 
the strengths and limitations of existing 
theories or models as a means of 
comparing and contrasting relevant aspects 
of policy and practice. Demonstrates a 
knowledge of a range of appropriate 
sources related to the chosen subject. 

 
Uses reference to a substantial range of 
recognised and important theories and 
models to support the analysis of policy 
and practice and the considered 
presentation of independent 
perspectives and explanations. 
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4. Application of 
theory, use of 
principles and 
concepts 

 
Identifies and refers to 
some aspects of 
relevant theory (even 
though this may be 
mainly descriptive) 
and demonstrates a 
good understanding of 
many of the related 
principles, processes 
and issues. 

 
Identifies some of the sources of 
important ideas and is able to 
relate a number of important 
concepts and principles to 
appropriate theories. Evidence of 
developing an informed knowledge 
base from which to investigate 
concepts, principles and policies 
and their relationship to practice. 

 
Refers to appropriate, important and 
recognised theories and models as a 
means of comparing and contrasting 
relevant aspects of policy and practice. 
Demonstrates the ability to identify 
theoretical principles and related concepts. 
Develops explanations and theories for 
observed relationships and outcomes within 
a particular context. 

 
Demonstrates knowledge and 
understanding of a range of subject-
specific, advanced and contemporary 
theory and is also able to draw on 
models and theories from related 
disciplines in order to progress the 
enquiry and identify and illuminate other 
potential areas of investigation and 
explanation. 

 
5. Evidence of 
analytical, 
critical and 
independent 
thinking: 
 
 

 
Although much of the 
assignment may be 
descriptive, shows 
evidence of an 
awareness of 
underpinning policies, 
theories and 
influences. 

 
Demonstrates increasing 
confidence in ability to analyse the 
value of particular arguments in 
the light of current information and 
influences within a particular 
context. 

 
Provides an insightful and informative 
analysis of the material, process or issues 
under consideration, resulting in clear, 
illuminating, informed and well-reasoned 
conclusions. Is able to draw together and 
synthesise views in order to present a 
balanced, informed, independent 
perspective. 

 
Draws upon relevant and important 
theories and literature in order to provide 
a well-considered rationale for an 
investigation of aspects of policy or 
practice using valid and reliable 
methods. Is able to develop during the 
enquiry independent and original 
explanations and solutions appropriate to 
that particular context. 
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5.3 Teaching practice and observations  

Full time trainees are expected to complete a minimum of 2 full days a week in their 
placement. Part time trainees who are not employed as a teacher are expected to 
complete at least half a day or equivalent per week.  Completion of your agreed 
teaching practice placement and the required minimum number of teaching hours 
(75 each year for the part time programme or 150 for the full time programme) is 
essential to the achievement of all programmes. If you do not have sufficient 
teaching hours you will be referred until the next suitable assessment point. 
 
You will be observed at least four times in each year/stage of your programme, three 
times by college tutors and once by your subject specialist mentor. Feedback from 
observations of your teaching will enable you to improve your teaching skills and 
make links between theory and practice in your coursework.  To prepare for your 
observed teaching practice visits you will receive guidance from your tutors and from 
your subject specialist mentor. 
 
The observation assessment criteria relate to the 1-4 Ofsted scale, and your 
teaching observations during the second half of the course will be graded on this 
scale: 

1 = Outstanding 
2 = Good 
3 = Standards met 
4 = Referred 

 
Through your teaching practice you will need to demonstrate the development of 
knowledge and skills and your progress throughout the course. Assessment 
decisions on observed sessions are linked to a number of criteria, including the 
Professional Standards and Ofsted criteria, and these are included in your 
documentation pack.  Three separate aspects of your lesson will be graded (1-4) but 
there is no overall grade for the lesson. 
  
You are expected to achieve a pass in each assessed observation, but if your 
observation is referred you will be observed again after discussing your development 
with your tutor or mentor.  
 
5.4 Final grading of trainees 

In addition to assessment of your observations, at the end of each year/stage of the 
course you are graded using Ofsted grades for Initial Teacher Education. The grade 
is based upon your performance in teaching and your professionalism throughout the 
year.  You will use the grading tool in the documentation pack to capture your 
performance in teaching practice and will discuss this with your tutor who will also 
consider contributions to sessions, your teaching portfolio, your Professional 
Development ILP and tutorials. Although you will be given a grade, this will not form 
part of the final award.  The Certificate in Education is awarded on a Pass or Fail 
basis. 
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5.5 Professionalism and conduct 

As a trainee teacher, you need to behave as a professional throughout your course.  
For part of the time you are a teacher (in your placement setting and while teaching) 
and for part of the time you are a student (whilst attending your course). However, 
the professional standards expected of you apply consistently and are higher than if 
you were on many other courses.  The expectations on you are set out by the 
Education and Training Foundation Professional Standards and the Department for 
Education Teachers’ Standards (part 2 personal and professional conduct), which 
are detailed in section 2.8 of this handbook. You are also required to comply with the 
regulations and expectations for conduct of the university, the college and your 
placement institution. 
 
Professionalism and conduct are discussed with you at the start of your course, 
when you are required to agree to and sign the following Trainee Conduct and 
Professionalism Agreement, printed here for your reference. 
 

1. I agree to comply with the code of professional practice and all relevant 
professional standards – see links below. 

2. I understand that I am expected to attend the whole course. Absence from the 
course could jeopardise my chances of successfully meeting the assessment 
criteria. 

3. I will give my tutor and mentor advance notice of and reasons for any 
reasonable absence from my teaching practice or input sessions. 

4. I understand that if I am absent because of illness or some unavoidable 
reason, it is my responsibility to make up the work I have missed. 

5. I am aware that on my placement I am representing the college and the 
teaching profession, and that my conduct and behaviour reflects on them as 
well as on me. 

6. I will arrive on time to all my teaching practice and course input sessions. 
7. I will arrive at all my teaching practice lessons fully prepared, with a 

completed session plan and all my materials and equipment. 
8. I will be responsible for all college/placement materials and equipment used in 

the teaching practice classroom/workshop and for their safe storage. 
9. I will be responsible for maintaining registers for the sessions I teach. 
10. I will not arrive at my teaching practice or course sessions under the influence 

of drugs or alcohol. 
11. I will dress appropriately for all my teaching practice sessions, following the 

dress code of my placement setting. 
12. I will show respect to students, staff and fellow course members regardless of 

race, religion, politics, sexual orientation or gender. 
13. I will work co-operatively with my mentor and other tutors to plan, maintain 

records, collect and mark students’ work and prepare for examinations. 
14. I will behave respectfully and quietly when observing other teachers’ classes 

and respect confidentiality. 
15. I understand that I need to maintain a professional personal internet presence 

and will adhere to the UCLan partnership social networking guidelines and 
those of my placement. 

16. I understand that I may only record input sessions with the prior permission of 
the tutor, and that this recording may only be used for personal academic 
purposes. 
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17. I will obtain informed consent from my learners before audio or video 
recording my own teaching (see section 3.5). 

18. I accept that this list is non-exhaustive and I agree to comply with further 
requirements providing they are reasonable and within the conduct and/or 
standards expected of a teacher. 

 
You are also referred to the following key documents and regulations: 
 

• Education and Training Foundation Professional Standards 2014 http://www.et-
foundation.co.uk/supporting/support-practitioners/professional-standards/  

• Department for Education Teachers’ Standards 2011 (for school teachers)  
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachm
ent_data/file/665520/Teachers__Standards.pdf   

• Society for Education and Training Code of Professional Practice https://set.et-
foundation.co.uk/membership/code-of-professional-practice/ 

• UCLan Regulations for the Conduct of Students 
http://www.uclan.ac.uk/students/life/rules_regs.php   together with the UCLan Fitness 
to Practice procedures available at http://www.uclan.ac.uk/study_here/student-
contract-taught-programmes.php  

 
You are required to abide by the Regulations for the Conduct of Students in the 
University.  If your behaviour is considered to be unacceptable, any member of 
academic staff is able to issue an informal oral warning and the University will 
support staff by invoking formal procedures where necessary. As you are on a 
professional course, there are additional requirements which cover your Fitness to 
Practice, and an extract from these regulations is given below. 
 
 
 
 

APPENDIX 3 - REGULATIONS FOR THE CONDUCT OF STUDENTS 
Fitness to Practise  

2.1 The Fitness to Practise Procedure will be invoked in the event of any conduct or other 
concern which renders a student enrolled on a course leading directly to a professional 
qualification or the right to practise a particular profession or calling, not fit to be admitted to 
and practise that profession or calling.  

2.2 This Procedure may be invoked where issues arise in relation to a student’s fitness to 
practise or where there is any alleged breach of the professional code of conduct by a 
student registered on a professional course.  

2.3 Whilst normally the conduct in question will arise within the course activity, whether at the 
University, its partner colleges or whilst on placement, behaviour outside the University 
particularly in relation to violence, criminal convictions, dishonesty, drug or alcohol misuse 
and inappropriate or unprofessional behaviour may also be considered under this Procedure. 
Conduct issues are known as ‘causes for concern.’  

2.4 Where courses are accredited by a PSRB, the ‘cause for concern’ will be as defined by 
the School with reference to the relevant PSRB code of conduct (see section 13).  

2.5 Examples of ‘causes for concern’ can include, (without limitation):  

- Aggressive, violent or threatening behaviour, whether orally or in writing, including: 
assault, physical violence, bullying/harassment and verbal abuse.  

- Criminal convictions or cautions, in particular where this relates to: theft; fraud; physical 
violence; possessing or dealing illegal substances; child abuse or any other abuse. See also 
section B3.  
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- Dishonesty, including: falsification of professional records, qualifications or signatures; 
signing in for other students to misrepresent attendance; failure to declare a criminal 
conviction or other relevant information to the School.  

- Drug or alcohol misuse, including: dealing, possessing or misusing drugs; where the 
consumption of alcohol or misuse of drugs affects the work or study environment; driving 
under the influence of alcohol or drugs.  

- Persistent inappropriate attitude or behaviour, including: failure to accept educational 
advice; poor attendance, time management or communication skills; failure to submit 
coursework; or failure to observe or comply with the rules of the University.  

- Unprofessional behaviour, including: breach of confidentiality; failure to maintain 
appropriate boundaries; unlawful discrimination; absence from practice placement without 
permission; misuse of the internet and social networking sites; failure to work within limits of 
professional competencies.  

- Health concerns, including: failure to seek or adhere to medical treatment or support; 
failure to recognise limits and abilities and lack of insight into health concerns; or where a 
student cannot be expected to attain the competency standards of the course, 
notwithstanding reasonable adjustments.  

- Any other circumstance whereby the Dean of School (or nominee) will be unable to certify 
that, upon completion of the course, the student is fit to practise and/or enter the professional 
register. 

 
Note: All of UCLan’s student policies and procedures relevant to you can be found 
on the UCLan Student Portal http://www.uclan.ac.uk/study_here/student-
contract.php 
 
 
5.6 Notification of assignments, submission of coursework 

Assignments are spaced throughout your programme and your course team will give 
you a programme for the year showing all the sessions you will be attending and all 
the coursework deadlines. In the first year/stage of the programme each college 
within the partnership sets its own programme and deadlines to meet the needs of 
each group.  
 
In the second year/stage of the programme, submission dates for all three modules 
are set by the University to enable cross-college moderation events to take place.  It 
is essential that all deadlines are adhered to. 
 
 
5.7 Dealing with difficulties in meeting assessment deadlines 

Assignments must be submitted no later than the date on your assignment 
instructions or college programme. If you anticipate that you will have difficulty in 
meeting assessment deadlines you must request an extension in writing. 
 
5.7.1 Extensions 

Authorisation of the late submission of work requires written permission. Your 
College is authorised to give permission for one extension period of between 1 
and 10 working days where appropriate evidence of good reason has been 
accepted and where submission within this timescale would be reasonable taking 
into account your circumstances (Academic Regulations).  Your Course Leader will 
advise you of the extension submission procedure at your College.  You should 
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complete and submit an extension request form , together with any supporting 
evidence, to the designated officer at your College and NOT to the University 
School Office. Further information is available on the Student Portal at:  
https://www.uclan.ac.uk/students/support/extensions.php 
 
The designated officer at your college will let you know if your extension has been 
granted as soon as possible. 
 
If you are unable to submit work within 10 working days after the submission date 
due to verifiable extenuating circumstances, you may submit a case for 
consideration in accordance with the University’s Policies and Procedures on 
Extenuating Circumstances Academic Regulations and Assessment Handbook 
available at http://www.uclan.ac.uk/study_here/student-contract-taught-
programmes.php  
 
5.7.2 Extenuating circumstances 

Some students face significant events in their personal life that occur after their 
course has started, which have a greater impact on their students than can be 
solved by the use of an extension.  If this applies to you, the University is ready to 
support you both with regard to your course and your personal wellbeing through a 
process called Extenuating Circumstances (see Academic Regulations and 
Assessment Handbook available at http://www.uclan.ac.uk/study_here/student-
contract-taught-programmes.php  
 
Normally extenuating circumstances will relate to a change in your circumstances 
since you commenced your course, which have had a significant, adverse effect on 
your studies. Everyday occurrences such as colds or known conditions such as hay-
fever will not qualify unless the effects are unusually severe and this is corroborated 
by a medical note. The University does not look sympathetically on absences or 
delays caused by holiday commitments or by work commitments in the case of full-
time students. The normal work commitments of part-time students would not 
constitute an extenuating circumstance.  A disability or learning difficulty does not 
constitute an extenuating circumstance (see Academic Regulations). 
 
Further information is available on the Student Portal at: 
https://www.uclan.ac.uk/students/support/extenuating_circumstances.php 
 
 
You can apply for extenuating circumstances via your College. Your Course Leader 
will advise you of the extension submission procedure at your College.   You must 
apply no later than 3 days after any assessment submission date. Do not wait until 
you receive your assessment results to submit a claim. It is in your own interests to 
submit the claim as soon as possible. 
 
You will be expected to submit claims for extenuating circumstances for each 
module affected.  Claims will be only be considered for modules covered 
within the extenuating circumstances timeframe. 
 
To apply for extenuating circumstances, complete an extenuating circumstances 
form and hand it to the designated officer at your college together with all copies of 
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the required evidence (eg medical certificate).  Your College will provide you with an 
appropriate envelope.   
 
In determining assessment recommendations, Assessment Boards will consider 
properly submitted claims from students who believe their performance has been 
adversely affected by extenuating circumstances. N.B. Assessment Boards are not 
permitted to alter individual assessment marks to take account of extenuating 
circumstances (Academic Regulations and Assessment Handbook).  
 
5.7.3 Late submissions 

If you submit work late and unauthorised, a universal penalty will be applied in 
relation to your work: 

• If you submit work within 5 working days following the published submission 
date or agreed extension date you will obtain a bare pass (equivalent to 40%) 
for that element of assessment. 

• Work submitted later than 5 working days after the published submission date 
will be awarded a mark of 0% (fail). 

• Unauthorised late submission at resubmission will automatically be awarded a 
mark of 0% (fail). 
 
 

5.8 Feedback following assessments 

UCLan is committed to giving you clear, legible and informative feedback for all your 
assessments (Academic Regulations: G2.4). You are expected to review and reflect 
on your feedback and learn from each experience to improve your performance as 
you progress though the course.  You will be provided with feedback for formative 
and summative elements of assessment which contribute to a module within 15 
working days of the scheduled submission.  Feedback may be oral, written or posted 
on a website. 
 
 
5.9 Moderation of coursework and module assessments 

Moderation of coursework is a very important part of our quality assurance practice 
and because of the large number of trainees completing our modules it is essential 
that we moderate a suitable sample of work across the colleges in the network. 

The university regulations concerning moderation state the following:- 
G9.3 Moderation is the checking of a sample of students’ assessed work in order to 

confirm that the verified assessment and marking criteria for a component of 
assessment have been properly applied.  Internal moderation is required for every 
element of assessment.   

 K3.4 External moderation is required for all assessments contributing to an award, based 
upon a representative sample of work as negotiated between the examiner and Head 
of School.   

Moderation of the year one modules (TS1106, TS1107, TS2304) takes place in three 
ways. There is a requirement for the college teacher education teams to internally 
moderate a sample of the assessments submitted. This is usually 10% of the group 
or 3 pieces of work whichever is the larger. They also moderate assignments within 
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the geographical cluster of colleges. At the end of the year’s programme all trainees 
attend an Accreditation Panel Event within their college. At this meeting a member 
of the University programme team supported by a programme leader from another 
college will moderate your work to date. The accreditation event also allows us to 
meet with each trainee on the programme and discuss their progress. 
Accreditation events are a mandatory part of the programme and any trainees 
unable to attend the event at their own college will be invited to join an event in 
another venue during the week or attend an additional panel at the university in 
August.  
Moderation of the year two modules (TS2301, TS2306, TS3301) takes place at 
predetermined times over the second year of the programme. A minimum of 10% of 
work for each module is moderated by tutors from across the partnership and a 
sample of work from each of the colleges is copied and sent to our external 
examiners.  
Feedback from moderators will be available to all trainees whose work has been 
moderated, on the assessment feedback sheet that is returned with your work. 
External examiners also moderate first and second year work and hold discussions 
with trainees when they visit colleges in May of each year. 
 
 
5.10 Appeals against assessment board decisions 

If you consider that you have a reason to appeal against an assessment board 
decision, please bear in mind that your reasons must fall within the grounds specified 
in the University Academic Regulations (Academic Regulations: Section I).  You 
cannot appeal simply because you disagree with the mark given. The specified 
grounds for appeal are:  

1. that an Assessment Board has given insufficient weight to extenuating 
circumstances;  

2. that the student’s academic performance has been adversely affected by 
extenuating circumstances which the student has, for good reason, been 
unable to make known to the Assessment Board;  

3. that there has been a material administrative error at a stage of the examining 
process, or that some material irregularities have occurred;  

4. that the assessment procedure and/or examinations have not been conducted 
in accordance with the approved regulations. 
 

If you want to appeal, then you must do so within 14 days of your results being 
published. Results will be made available at your college and your programme 
leader will be able to tell you when and where they will be displayed. The onus is on 
you to find out your results and submit your appeal on time. Contact the Students’ 
Union Advice and Representation Centre by emailing: suadvice@uclan.ac.uk for 
support and guidance. 
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Section 6: Presentation of work, referencing and academic integrity 
 
6.1 Presentation of written work 

6.1.1 Portfolios 
There is great emphasis within the Cert Ed programme on the importance of your 
developing high quality presentation skills in the production of your assessment 
portfolios.  This is a nationally recognised professional programme for teaching and 
learning professionals and it is expected that you will model good practice in the 
presentation of your work. Portfolios may be paper based or electronic.  
 
As a teaching professional you will take pride in ensuring the presentation of your 
portfolio of assessed work is to the highest possible standard. Your portfolio needs to 
be kept up to date throughout the year so that it is ready for inspection or moderation 
at any time. The minimum acceptable standard for portfolio presentation is as 
follows: 
 

• All portfolios are clearly labelled with your name, title and location of 
programme 

• A completed assessment report (front sheet), signed off by the 
Programme Manager at the college to indicate what has been 
completed 

• A table of contents which clearly indicates the contents of the portfolio 
• All required documentation, in the same order as in the documentation 

pack provided  
• Use of dividers to separate sections 
• All elements of assessment are complete, or there are clear indications 

if some work is pending 
 

It is your own responsibility to ensure that portfolios are well presented, with tutorial 
guidance when necessary. 
 
6.1.2 The development of high quality academic writing skills 
 
During your Cert Ed programme you will be supported and encouraged to develop 
high quality academic writing skills.  Clearly, teaching and learning professionals are 
expected to possess a high level of literacy and written communication skills. Cert Ed 
programme tutors embed sessions on academic writing skills into the programme 
and offer tutorial support to those who need it.  If you feel you have a need for 
additional sessions to those formally embedded in the programme, Programme 
Managers will decide whether your need can be met more appropriately through 
individual tutorials, more specific learning support within colleges or through 
additional whole-class sessions. 
 
If you feel you have specific writing or other learning support needs, it is very 
important that you declare these at the earliest possible opportunity to your tutor, so 
that specialist learning support can be provided under the provisions of the SENDA 
(2005) Act.  Specific learning needs are no barrier to being an effective teacher but 
specialist guidance may help to enable you to manage your learning needs 
effectively.   All colleges have specialist learning support services and the University 
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of Central Lancashire also has a specialist learning support team who offer guidance 
and support.  Contact the Disability Adviser for advice and information: 
disability@uclan.ac.uk 
 
 
Good academic writing 
There are several keystones to good academic writing: 
 

• Good literacy skills 
• Knowing how to structure work using the widely used ‘sandwich’ model; 

introduction (or top layer of bread), main body (or sandwich filling) and 
conclusions (or bottom layer of bread). 

• Knowing how to organise your discussion into major paragraphs 
• Being able to demonstrate that you have read around the subject and can 

show evidence of using this knowledge in your writing by using Quoting 
correctly 

• Understanding the difference between description and analysis 
• Knowing how to synthesise or summarise information 
• Knowing how to present your points of view confidently, balancing your own 

reflection with discussion of other points of view  
• Avoiding plagiarism, which is severely dealt with by the University 
• Presenting work to a very high standard (see later section on presenting work) 

 
The Cert Ed/PGCE is not a course in itself on academic writing.  Although there are 
sessions on acquiring academic writing skills and tutorial support there are many 
excellent resources available on written communication skills and students are 
advised to access these. See section 3.2 Study skills  
in this handbook. 
 
6.1.3 Draft assignments 
 
Your tutor may give you the opportunity to submit a draft of your assignment in 
advance of the deadline. This should consist of no more than 25% of the total words, 
or may be an outline of the whole assignment.  Your tutor will tell you their deadline 
for receiving drafts – usually at least a week before the assignment deadline.  
Alternatively you may be offered a tutorial at which you can discuss your 
assignment. 
 
6.1.4 Course work assignments 

 
When you submit your assignments, please follow these guidelines.  
 

• Assignments should be word processed in size 12 font in Arial or a similar 
clear font.  

• Work must be appropriately referenced and a full reference list included, 
following the guidelines in section 6.3 of this handbook. 

• Assignments should be page numbered and include a header/ footer with 
your name. 



 

2019-2021 Cert Ed handbook.doc 

 

56 

• Work should be double line-spaced and include a word count at the end.  The 
word count should not include reference lists or the front cover sheet. 

• A signed UCLan assignment sheet (front sheet) must be handed in with each 
assignment.  

• Work should be submitted in ONE plastic wallet, rather than individual pages 
in individual wallets.  

• All work must be handed in by the deadline date unless you have previously 
been given an extension by your programme leader or submitted an 
application for extenuating circumstances. 

 
Unless there are unusual circumstances, assignments will be marked and returned 
within fifteen working days. 
 
 
6.2 Academic Integrity 

Academic integrity is defined as a commitment, even in the face of adversity, to 
these fundamental values: honesty, trust, fairness, respect, and responsibility. 
 
A downloadable copy of the The Fundamental Values of Academic Integrity can be 
found here https://academicintegrity.org/fundamental-values/  
 

@When your assignment is ready to hand-in, please sign the statement of 
academic integrity on the assessment front sheet and submit with your assignment.  
If you are handing work in via electronic form (e.g. Turnitin), copy and paste the 
assessment front sheet into your assignment so that it appears at the beginning of 
your work. You will need to add an electronic signature. 
 
6.2.1 Unfair means (cheating, plagiarism, collusion, re-presentation) 
If you attempt to influence the standard of the award you obtain through cheating, 
plagiarism or collusion, it will be considered as a serious academic and disciplinary 
offence as described within the Academic Regulations: G7 and the Assessment 
Handbook. 
 

• Cheating is any deliberate attempt to deceive and covers a range of offences 
described in the Assessment Handbook. 

• Plagiarism describes copying from the works of another person without 
suitably attributing the published or unpublished works of others. This means 
that all quotes, ideas, opinions, music and images should be acknowledged 
and referenced within your assignments. 

• Collusion is an attempt to deceive the assessors by disguising the true 
authorship of an assignment by copying, or imitating in close detail another 
student’s work - this includes with the other student’s consent and also when 
2 or more students divide the elements of an assignment amongst themselves 
and copy one another’s answers. It does not include the normal situation in 
which you learn from your peers and share ideas, as this generates the 
knowledge and understanding necessary for each individual to independently 
undertake an assignment; nor should it be confused with group work on an 
assignment which is specifically authorised in the assignment brief. 
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• Re-presentation is an attempt to gain credit twice for the same piece of work. 
 
 

The process of investigation and penalties which will be applied can be reviewed in 
the Assessment Handbook, section 5. If an allegation is found to be proven then the 
appropriate penalty will be implemented: 
 
In the case of a single offence of cheating, plagiarism, collusion or re-presentation: 

• the penalty will be a fail for the module 
• the plagiarised element of assessment must be resubmitted to the required 

standard before a ‘pass’ can be awarded  
• when the offence it is detected for the first time on a resubmission for an 

already failed module, no further resubmission for the module will be 
permitted, and the appropriate fail grade will be awarded. 

 
In the event of a repeat offence of cheating, plagiarism, collusion or re-presentation 
(irrespective of whether the repeat offence involves the same form of unfair means) 
on the same or any other module within the course: 

• the appropriate penalty will be a ‘fail’ for the module with no opportunity for re-
assessment. This penalty does not preclude you being able to retake the 
module in a subsequent year. 

 
The penalties will apply if you transfer from one UCLan course to another during 
your period of study and module credits gained on the former course are transferred 
to the current course. 
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6.3 Referencing guidelines - IMPORTANT 

Academic reading and writing 
For your assignments you are expected to research information from a variety of 
sources, in order to comment on other people’s work and ideas and to apply them to 
your own work.  Wherever you include information from another source (except 
where it is common knowledge) you should incorporate references both in the text 
and at the end of the assignment.  If you do not do this you could be accused of 
plagiarism, which is, simply, the taking and using of work which is not your own 
original work, and passing it off as though it is.  It includes unacknowledged 
quotation, close paraphrasing or copying from anyone else’s work, whether they are 
a fellow student, a published author or an online source. It certainly includes copying 
passages from books or the internet and passing this off as your own thinking and 
writing. You are required to sign a declaration indicating that individual work 
submitted for an assessment is your own.  However, you do not need to provide a 
reference for common sense or generally known facts or ideas, eg ‘interviewing 
colleagues is a useful way to find out their views’, so be careful not to over-
reference your work. 
 
Brief quotations from the work of another person are an integral part of academic 
writing and are a good way of illustrating different viewpoints on a controversial topic. 
It is essential, however, that you ensure that all material taken from sources is clearly 
indicated with quotation marks and referenced. The use of quotation marks allows 
your reader to distinguish between quoted material and your own views.  All the 
sources that you have used should also be included in your list of references at the 
end of the assignment.  
  
Acknowledging and referencing others’ work within your own writing 
The referencing system most commonly used in the UK is referred to as ‘Harvard’, 
which comes from the American university of that name.  The guidelines in this 
section provide basic advice on referencing, which must follow the Harvard system in 
all assignments.  For more detail, see Pears and Shields (2005) Cite them right.  
Acknowledging and referencing others’ work accurately will help you to avoid 
plagiarism, and will also allow you, or anyone reading your work, to look up the 
original source later. 
 
The most commonly referenced sources are books, academic journals, other printed 
matter such as government reports or newspapers, and websites or online sources. 
You should not need to reference your tutor’s course materials, as you should 
normally use these to guide you to further reading.   
 
Internet sources 
When considering whether to use an online source, it is important to remember the 
open and unregulated nature of the Internet.  Government documents and an 
increasing number of academic books and journals are available online, but there is 
also a great deal of material that may not be reliable, or even factually correct.  
Wikipedia is an example of a site that can be edited by anyone, and which is 
therefore unreliable as a source and should not be used for assignments.  
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If you do use online sources, consider the author and the likelihood of their work 
being biased or unreliable. Check that the site has been updated recently, and be 
aware that sites can often contain a great deal of personal opinion which will be 
biased and not necessarily true. 
 
WARNING: 
It is important not to rely only on sources from the Internet.  Please aim for a good 
balance of both online and offline sources in your assignments. 
 
 
6.3.1 Referencing in the body of the assignment 
 
When you need to acknowledge work from a source you have used, simply insert the 
surname of the author and year of publication.  You do not need to give any other 
information at this point, except page numbers for quotations.  This can be done in 
different ways: look at the highlighted examples below to see how you can 
incorporate the reference into your writing. 
 

1. Single author of a book, a chapter of an edited book or a journal article 

• It has been argued by Aitchison (1987) that...    

• In his research on .... Baker (2004) found a greater number of... 
Here the author’s name is part of the sentence, so only the date is in brackets. 

• These studies cannot give us a detailed mental map (Aitchison 1987) 

• An influential study of ....  suggests that... (Long 2001) 
Here the author’s name is not part of the sentence, so it is added in brackets with 
the date. 
 
2. Two authors of a book or article 

• A detailed class profile is vital for teachers because 'knowing the aptitude 
profile of their students will help them in selecting appropriate classroom activities’ 
(Lightbown & Spada 2006 p.54)  
This is an exact quotation so it must have quotation marks and be referenced with a 
page number. 
 
 3. More than two authors  

• Gray et al (2005) suggest that ... 
‘Et al’ is Latin and means ‘and the others’.  In the References list at the end you must 
give all the authors’ names. 
 
4.  Referring to authors you have read about in a secondary source, rather 
than in the original 

• Piaget and Vygotsky (cited in Lightbown & Spada 2006) both had an 
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interactionist view. 
You will list Lightbown & Spada’s book in your References list, not Piaget and 
Vygotsky, because that was where you found the information. 
 

• My action research can be very closely linked to Abraham Maslow's theory of 
motivation (cited in Goble 2004). 
Here you will provide the reference for Goble, not Maslow. 
 
5. Sources with no obvious author or date 

• The Government’s Skills for Life strategy aimed to improve adults’ literacy and 
numeracy skills. (DfES 2000) 
An organisation or government department may be treated as the author.   

• This is good practice and ensures that the college works within the remit of the 
Disability Discrimination Act (2005). 
If there is no author, use the title for referencing in the text and in the references list. 
This is useful for Acts of Parliament. 
• Students taking the new Diplomas will have to pass Functional Skills in English, 
maths and ICT (Functional Skills Guidance, no date) 
Sometimes the date is unknown, especially for online sources. Add (no date) instead 
of the date, but consider whether the information might be out of date and therefore 
unsuitable. 
 
 
6.3.2 Quoting correctly 

Avoid using too many quotations, as it is often better to use your own words to show 
that you have understood.  Quotations need to be identical to the original, and fully 
referenced with page numbers.  There are three main ways of incorporating your 
quotation into the text, depending on its length. 

1. A word or phrase must be incorporated into your own sentence. 

Consider internet sources carefully, as you should only use those which are 
‘dependable and authoritative’. (Pears & Shields 2005 p.2) 

2. A quotation of one or more full sentences can follow a colon. 

Bell (1993) discusses these difficulties: ‘A hundred separate pieces of interesting 
information will mean nothing to a researcher or to a reader unless they have been 
placed into categories.’ (p.127) 

3. Longer quotations of more than 3 lines need to be set out in a separately 
indented section without quotation marks.  In general, try to avoid long 
quotations.  Ask yourself what they really add to your assignment. 
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The Government’s response to the Leitch report recognised the roles of employers in 
upskilling the workforce: 

Creating the right culture for skills will require a collective effort.  It will 
require every individual to think about updating their skills and 
qualifications, to ensure that they are giving employers what they 
really need. It will require employers to play an active role in helping 
to reform vocational qualifications, to ensure that they are relevant 
and responsive to changes in the global economy. (DIUS 2007 p.4) 

 
6.3.3 References section at the end of the assignment 
 
All written work must have a References section.  This is a complete list of all the 
sources you have referenced in your assignment.  All the sources (books, journals, 
online, etc.) should be presented as one list in alphabetical order in order of 
author surname, in Harvard format.  You do not need to list books which you have 
not made reference to in the text (i.e. no bibliography is required). 
 
The basic system is: 
 
Surname, Initial.       (Date)      Book Title.      Place of publication:  Publisher. 
Surname, Initial.       (Date)    ‘Article title’.   Journal Title & volume number   Page 
nos. 
 
 
Book and journal titles should be in italics (or may be underlined if handwritten).  
Journal or newspaper articles, book chapters, blog posts and Tweets should have 
‘quotation marks’.  The journal, newspaper, book or blog title will then be in italics.  
For journals you need to include the volume or issue number and pages where the 
article is to be found. 
 
Online sources are sometimes more complicated, but you should try to keep to the 
above format as far as possible.  See above for sources with no obvious author or 
date.  For all websites and online sources add Available at: the full web address 
(URL) for the actual page used (not the home page) and add the date accessed.  
This helps to show that the material is currently available. 
 
 
Online resources: 
 
Surname, Initial.  (Date)  Article or Document Title. Place of publication: Publisher (if 
any)   Available at:  www....                                   Accessed: 12 August 2010. 
 

See examples highlighted below: 
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1. To reference a book with one or more authors: 

Aitchison, J. (1987) Words in the Mind.  Oxford: Blackwell.  
Gray, D., Griffin, C. & Nasta, T. (2005) Training to Teach in FE and Adult Education 

(2nd edition). Cheltenham: Nelson Thornes. 
This appears in the text as Gray et al (2005), but needs all the authors here.  Some 
popular books have had several editions, so (2nd edition) and the correct date 
indicate which one.  
 
2. To reference an article from a journal: 

Hodge, R., Pitt, K. & Barton, D. (2004) ‘This is not enough for one’s life: 
Perceptions of living and learning English in Blackburn’ Language Issues 
16/2 pp.5-12. 

If you read this online, add the full URL and Accessed: + date 
 
3. To reference an author and their chapter from a book which is edited by 
someone else: 

Sikes, P. (2004) ‘Methodology, procedures and ethical concerns’.  In Opie, C. 
(ed.) (2004) Doing Educational Research. Sage: London. 

Note that the chapter title has quotation marks. Put (ed.) to indicate the editor of the 
book. 
 
4. To reference a source from the internet: 

Department for Innovation, Universities and Skills (2007) World Class Skills: 
Implementing the Leitch Review of Skills in England.  London: The Stationery 
Office.  Available at: https://www.gov.uk/government/publications/world-class-
skills-implementing-the-leitch-review-of-skills-in-england   Accessed: 18 
August 2015. 

Here there is a publisher, but you accessed it online. 
 
McNiff, J. (2002) Action Research for Professional Development: Concise Advice for 

New Action Researchers (3rd edition).   Available at: 
http://www.jeanmcniff.com/ar-booklet.asp Accessed: 18 August 2015. 

This booklet is only available online, so there is no publisher. 
 
Revell, P. (2005) ‘Each to their own’. The Guardian. 31 May 2005.  Available at: 

http://www.guardian.co.uk/education/2005/may/31/schools.uk3   Accessed: 7 
January 2009. 

For newspapers you need the full date, not just the year. 
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Kaufman, P. (2014) ‘A Sociological Snapshot of Selfies’. Everyday Sociology. 13 
January 2014. Available at: http://www.everydaysociologyblog.com/2014/01/a-
sociological-snapshot-of-selfies.html Accessed: 5 December 2014. 

For a blog, include the name of the blog author, the title of the message, the name of 
the blog/website and the full date that the message was posted. Follow the same 
format to reference a Twitter posting. 
 
Stubbings, R. (2005) ‘Diagnostic tests’. 3 August 2005. Lis-infoliteracy. Available at: 

https://www.jiscmail.ac.uk/cgi-bin/webadmin?A0=LIS-INFOLITERACY 
Accessed: 18 May 2009. 

For on-line forums or discussions, include the name of the discussant, the year, title 
of message, date added, Discussion group title. Available at: URL. Date accessed. 
 
For all internet sources, you should include the full URL of the exact page, and not 
just that of the home page.  
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6.3.4 Presenting the list of references at the end 

Your references should appear in alphabetical order, by the author's surname, as 
below. Where there is no author, put the organisation or title that you are using into 
the alphabetical order.  Note that online sources are integrated into the list, not listed 
separately.  See the sample References list below: 
 
Aitchison, J. (1987) Words in the Mind.  Oxford: Blackwell. 
Department for Education and Skills (2000) Skills for Life: The National Strategy for 

Improving Adults’ Literacy and Numeracy Skills. London: DfES. 
Department for Innovation, Universities and Skills (2007) World Class Skills: 

Implementing the Leitch Review of Skills in England.  London: The Stationery 
Office.  Available at: https://www.gov.uk/government/publications/world-class-
skills-implementing-the-leitch-review-of-skills-in-england  Accessed: 18 August 
2010. 

Disability Discrimination Act (2005). London: The Stationery Office.  Available at: 
http://www.legislation.gov.uk/ukpga/2005/13/contents   Accessed: 1 May 2009. 

Hodge, R., Pitt, K. & Barton, D. (2004) ‘This is not enough for one’s life: 
Perceptions of living and learning English in Blackburn’. Language Issues 
16/2 pp.5-12. 

Kaufman, P. (2014) ‘A Sociological Snapshot of Selfies’. Everyday Sociology. 13 
January 2014. Available at: http://www.everydaysociologyblog.com/2014/01/a-
sociological-snapshot-of-selfies.html  Accessed: 5 December 2014. 

Lightbown, P.M. & Spada, N. (2006) How languages are learned (3rd edition). 
Oxford: OUP.  

Sikes, P. (2004) ‘Methodology, procedures and ethical concerns’.  In Opie, C. 
(ed.) (2004) Doing Educational Research. Sage: London. 

 
If you need more guidance, Weselby (2014) Citations Made Simple: A Student's 
Guide to Easy Referencing: Volume 2 The Harvard Format is useful.  For more detail 
or information about special cases, refer to Pears and Shields (2005) Cite them right.  
If in any doubt at all, consult the tutors who will be marking the work to find out 
exactly what their expectations are. 
 
References 
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Volume 2 The Harvard Format.  Birmingham: Createspace Independent 
Publishing Platform. 
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Section 7: Student feedback, evaluation and accreditation panels 
 
7.1 Student voice 

You can play an important part in the process of improving the quality of this course 
through the feedback you give. In addition to the ongoing discussion with the course 
team throughout the year, there are a range of mechanisms for you to feed back 
about your experience of teaching and learning. We aim to respond to your feedback 
and let you know of our plans for improvement. 
 
All trainees are required to attend an Accreditation Panel event in June of the 
first year of the part time programme or in January for full time trainees. This 
event is very important to us as we conduct an in-depth discussion with all trainees. 
The purpose here is to discuss your learning and progress on the programme, 
identify good practice, strengths and valuable aspects of the programme as well as 
the challenges being faced and improvements that could be made. Feedback given 
is anonymous but a report is written after the event and the college teams receive 
action plans to develop their provision as a result of your feedback. The accreditation 
events have proven to be an excellent source of ideas over the years and our 
programme has benefited from changes identified by trainees and will continue to do 
so. Some examples of changes we have made to the programme over the last five 
years as a result of this feedback are listed below 
 

Ø Change in assessments to modules to prevent ‘bunching’ at certain times of 
the year 

Ø Changes to documentation that is used by trainees on the programme 
Ø Moving towards all electronic paperwork 
Ø Alternative assessment strategies introduced to broaden the types of 

assessment 
Ø Reduction in the overall assessment 
Ø Changes to the order of delivery in each college of programme modules 
Ø Increased focus on the use of ILT in teaching and learning 
Ø Increased focus on helping you and your learners to develop their English and 

maths skills 
Ø Ways to introduce you to a broader range of teaching settings and 

experiences  
Ø Updating of course content to incorporate recent policies and research  

   
7.2 Module/course evaluation  

Module Evaluation Questionnaires (MEQs) are one of the ways for you to express 
your opinion about your teaching and learning experience. They capture feedback 
on your experience within each module or term of the programme and inform staff 
about where improvements could be made. Your tutors will ensure that you receive 
the forms for completion, so please complete and return these to ensure your voice 
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is heard. You are likely to see the module team responses to previous student 
feedback in your college information packs. 
 
This evaluation is anonymous and a summary of the comments is sent to the 
University. Within the documentation provided for the programme you also have an 
opportunity to evaluate your modules on the assessment feedback sheets from 
assignments and observed sessions where you can make comments about the 
feedback given. 
  
7.3 Course representatives and course review meetings 

The course team will make arrangements for you to elect a course representative 
who can represent any issues you may have to the course team within Student Staff 
Liaison / Course Review meetings held at your college.  
 
Student Staff Liaison and Course Review meetings 
The purpose of a SSLC meeting is to provide the opportunity for course 
representatives to feed back to staff about the course, the overall student experience 
and to inform developments which will improve future courses. These meetings are 
normally scheduled once per semester. Your course tutor will facilitate the meetings 
and provide a record of the meeting with any decisions and / or responses made and 
/or actions taken as a result of the discussions held. The meetings include 
discussion of items forwarded by course representatives. The course team 
encourages student feedback in all areas and recognises that a range of items could 
be brought for discussion at each meeting. Key points from these meetings are fed 
back to the university at regular programme review meetings. 
 
External examiners and Ofsted have both been very complimentary about these 
feedback processes and the way that the programme is developed on a yearly basis 
in response to your feedback. 
 
7.4 Complaints  

As a student registered for a University award at a partner college, if you are 
dissatisfied with the provision at the college you should pursue your complaint in 
accordance with the college’s complaints procedure in the first instance. In the event 
of continuing dissatisfaction upon exhaustion of the college’s procedure, you will be 
entitled to submit your complaint to the University. 
The University recognises that there may be occasions when you have cause for 
complaint about the service you have received. When this happens, the complaints 
procedure is intended to provide an accessible, fair and straightforward system 
which ensures an effective, prompt and appropriate response. Click on this link for 
more information Complaints Procedure . 
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Section 8: Progression Opportunities 
 
Progression 
The Certificate in Education programme forms part of a modular Education Studies 
framework at the University which presents a convenient opportunity for progression 
to a degree.  
 
BA (Honours) Education and Professional Studies 
This modular programme is designed for full time and part time students who come 
from a range of backgrounds including university undergraduate learners, those 
progressing from foundation degrees in early learning and training, teachers and 
trainers employed within the post compulsory sector. The modules available within 
the university represent the diversity of this learner group. Holders of the Cert Ed 
receive advanced standing of 180 credits (50% of the award) and further 
accreditation of prior learning is also available. 
 
In order to meet the in-service needs of practising professionals, some of the 
selected modules involve directed study and open learning strategies which reduces 
the attendance requirements. Many important aspects of education are available for 
study and course members are able to structure their programme to meet their own 
particular needs. There are no examinations.   Course members may progress at 
their own pace taking an appropriate number of modules each year, but the 
minimum period of part-time study required to achieve the award will be two years.   
 
Please contact Paul Doherty pwdoherty@uclan.ac.uk  for further details. 
 
 
On achievement of your Certificate in Education, you will be eligible to apply for 
QTLS (Qualified Teacher Learning and Skills) status. This is managed by the Society 
for Education and Training at the Education and Training Foundation. This status 
may allow you to work as a qualified teacher in the secondary school sector as well 
as in FE and skills sector. 
 

Since April 2012, FE trained teachers with QTLS have been recognised in legislation 
as equivalent in status to teachers with QTS in schools.  They are able to teach 
across all subjects and all ages on equal pay and conditions, opening up career 
development and wider employment opportunities.  More information about this is 
here:  https://set.et-foundation.co.uk/professionalism/qtls/qtls-faqs/#qtlsqts   
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Appendix: Programme Specification 
 

UNIVERSITY OF CENTRAL LANCASHIRE 
 
 

Programme Specification 

 
 
This Programme Specification provides a concise summary of the main features of the programme 
and the learning outcomes that a typical student might reasonably be expected to achieve and 
demonstrate if he/she takes full advantage of the learning opportunities that are provided. 
 
Sources of information on the programme can be found in Section 17 
 
 
1. Awarding Institution / Body 
 
 

University of Central Lancashire 

2. Teaching Institution and Location 
of Delivery 

 
 

Blackburn, Burnley, Carlisle, Furness, Hugh Baird, Kendal 
Lakes College West Cumbria, Myerscough, Runshaw, St 
Helens, Southport, West Lancashire, Wigan & Leigh, 
Wirral Metropolitan 

3. University School/Centre 
 
 

Centre for Excellence in Learning and Teaching  

4. External Accreditation 
 
 

Meets ETF 2016 guidance on the teaching qualifications 
for the further education and training sector (Level 5 
Diploma in Education and Training equivalent). 
Ofsted inspection. 
Meets qualification outcomes for Learning and Skills 
Teacher Level 5 Apprenticeship 

5. Title of Final Award 
 
 

 
Certificate in Education (Education and Training) 

6. Modes of Attendance offered 
 
 

 
Part time and Full time 

7. UCAS Code 
 
 

 
n/a 

8. Relevant Subject Benchmarking 
Group(s) 

 

 
n/a 

9. Other external influences 
 
 

ETF 2016 guidance on the teaching qualifications for the 
further education and skills sector 
Professional Standards for Teachers and Trainers in 
Education and Training – England (ETF 2014) 
 

10. Date of production/revision of this 
form 

 

September 2018 

11. Aims of the Programme 
 

1. To prepare trainee teachers to teach successfully in a range of contexts in the Further 
Education & Skills Sector. 

2. To develop in trainees the skills required to plan and implement teaching, learning and 
assessment strategies which meet the needs of the curriculum and learners within the Further 
Education & Skills Sector. 
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3. To model a wide range of appropriate teaching, learning and assessment strategies that 
trainees can apply in their own teaching 

4. To encourage trainees to reflect upon and evaluate those teaching, learning and assessment 
strategies they experience and those they provide for their own learners. 

5. To develop a firm theoretical framework in education and pedagogy, upon which trainees may 
build with confidence in order to meet the continually changing demands of the teaching 
profession. 

6. To enable trainees to become active researchers into their own practice. 
7. To encourage collaborative study groups that work collegially, exploring teaching and learning 

across the sector 
8. To provide a professionally appropriate and personally satisfying programme which is of value 

to trainee teachers’ personal and career development. 
 

 
12. Learning Outcomes, Teaching, Learning and Assessment Methods 
At the end of the Certificate in Education participants will be able to: 
A. Knowledge and Understanding 
 
A1.  Review current issues related to legislation, policy and practice and their impact on provision 
within the wider lifelong learning sector 
  
A2.  Apply a wide range of teaching, learning and assessment theory and concepts to the 
deconstruction of their own practice 
 
A3.  Apply their knowledge of their own subject to their teaching practice, and develop their subject 
knowledge appropriately to support further teaching and learning 
 
A4. Demonstrate understanding of motivation strategies and the management of behaviour in 
planning and teaching lessons 
 
A5.  Undertake action research activity to support professional development 
 
Teaching and Learning Methods 
Learning will be facilitated through a series of small and large group discussions and activities and 
tutor-led sessions, using focused reading material, handouts and materials from the trainees’ own 
practice.  Trainee teachers will experience both didactic and inductive teaching approaches, 
experiential and enquiry based learning, reflective practice strategies and action research. They will 
be taught by teacher educators, guest specialists and their peers over the course of the programme. 
Assessment methods 
Assessment is varied and aligns to the expected outcomes for each module, as well as demonstrating 
good practice in both assessment of learning and assessment for learning on the programme. 
Assessment is diagnostic, formative and summative. 
 
Overall assessment activity includes: 
Written assessments:   case studies, assignments, justifications and rationales  for practice, 
research proposals, research reports, formal  reports, reflective essays, developmental reflections 
and professional  diaries  
Presentations:  power point, multimedia, academic posters 
Teaching activity:  micro and mini teach activity, observed teaching practice assessment is ipsative, 
with the focus on the trainee’s individual development in teaching 
Portfolio: assessment for all teaching practice modules  
Observations of others: subject specialist teachers, peers and other advanced practitioners 
B. Subject-specific skills 
 
B1.  Use initial and diagnostic assessment and subject specialist knowledge to identify the skills and 
needs of learners, and to plan appropriate inclusive teaching and learning  
 
B2. Plan, prepare, deliver and evaluate relevant  inclusive teaching, learning and assessment 
activities in their own subject specific curriculum for the benefit of all learners, and embed the 
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functional skills of literacy, numeracy and ICT as appropriate for their learner groups 
 
B3.  Select, adapt, create and evaluate resources (traditional, ICT and e-learning) that meet the 
needs of individual learners and groups and the challenges of the curriculum, promote equality and 
value diversity 
 
B4.  Identify and challenge the potential barriers to learning that exist for individuals and groups and 
implement appropriate strategies to support successful learning 
 
Teaching and Learning Methods 
Learning will be facilitated through a series of small and large group discussions and activities and 
tutor-led sessions, using focused reading material, hand-outs and materials from the trainees’ own 
practice.  Trainee teachers will experience both didactic and inductive teaching approaches, 
experiential and enquiry based learning, reflective practice strategies and action research. They will 
be taught by teacher educators, guest specialists and their peers over the course of the programme. 
Assessment methods 
Assessment is varied and aligns to the expected outcomes for each module, as well as demonstrating 
good practice in both assessment of learning and assessment for learning on the programme. 
Assessment is diagnostic, formative and summative. 
 
Overall assessment activity includes: 
Written assessments:   case studies, assignments, justifications and rationales  for practice, 
research proposals, research reports, formal  reports, reflective essays, developmental reflections 
and professional  diaries  
Presentations:  power point, multimedia, academic posters 
Teaching activity:  micro and mini teach activity, observed teaching practice assessment is ipsative, 
with the focus on the trainee’s individual development in teaching 
Portfolio: assessment for all teaching practice modules  
Observations of others: subject specialist teachers, peers and other advanced practitioners 
C. Thinking Skills 
 
C1.  Reflect on their own and others’ teaching learning and assessment strategies with the specific 
purpose of reviewing  and developing their practice 
 
C2.  Work collaboratively with colleagues and peers to analyse practice and suggest improvements 
for continued development 
 
Teaching and Learning Methods 
Learning will be facilitated through a series of small and large group discussions and activities and 
tutor-led sessions, using focused reading material, hand-outs and materials from the trainees’ own 
practice.  Trainee teachers will experience both didactic and inductive teaching approaches, 
experiential and enquiry based learning, reflective practice strategies and action research. They will 
be taught by teacher educators, guest specialists and their peers over the course of the programme. 
Assessment methods 
Assessment is varied and aligns to the expected outcomes for each module, as well as demonstrating 
good practice in both assessment of learning and assessment for learning on the programme. 
Assessment is diagnostic, formative and summative. 
 
Overall assessment activity includes: 
Written assessments:   case studies, assignments, justifications and rationales  for practice, 
research proposals, research reports, formal  reports, reflective essays, developmental reflections 
and professional  diaries  
Presentations:  power point, multimedia, academic posters 
Teaching activity:  micro and mini teach activity, observed teaching practice assessment is ipsative, 
with the focus on the trainee’s individual development in teaching 
Portfolio: assessment for all teaching practice modules  
Observations of others: subject specialist teachers, peers and other advanced practitioners 
D. Other skills relevant to employability and personal development 
By the end of the Certificate in Education participants will be able to: 
D1. Meet the Professional Standards in their teaching role 
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D2. Apply their acquired skills and knowledge to enable further professional development.  
Teaching and Learning Methods 
Teaching for the above outcomes takes place through the observation of practice by the teacher 
education team and individual feedback discussions with the trainee. Over the course of the 
programme it is expected that feedback will develop into a professional dialogue between observer 
and trainee teacher. Trainees also observe the practice of others, in order to deconstruct classroom 
activity and begin to justify the teaching and learning strategies used by others in the classroom 
Assessment methods 
 
Written assessment:   justifications and rationales for practice, developmental reflections and 
professional  diaries  
Teaching activity:  micro and mini teach activity and observed teaching practice assessment are 
ipsative, with the focus on the trainee’s individual development in teaching 
Portfolio: assessment for all teaching practice modules  
Observations of others: subject specialist teachers, peers and other advanced practitioners 
13. Programme Structures* 
 

14. Awards and Credits* 

Level Module 
Code 

Module Title Credit 
rating 

Level 6  TS3301 Developing Teaching Learning 
and Assessment  

20 Award: Certificate in Education  
 
Requires 120 credits at level 4 or 
above with a minimum of 80 
credits at level 5 

Level 5 TS2306 
 
 
TS2301 
 
 
 
TS2304 
 
 

Wider Perspectives in 
Education and Training 
 
Practitioner Research: an 
Action Research Approach 
 
 
Curriculum Design and 
Assessment 

20 
 
 
20 
 
 
 
20 

 
 
 
 
 
 
 
Exit award  
Certificate: Teaching, Learning 
and Assessment Intermediate (60 
credits) 
 

Level 4 TS1107 
 
 
TS1106 

Teaching, Learning and 
Assessment  
 
Preparation for Education and 
Training 
  

20 
 
 
20 

Exit awards 
Certificate: Education and 
Training, Introductory (40 credits) 
 
Certificate: Education and 
Training, Preparatory (20 credits) 
 

150 hours of recorded teaching practice 
8 successful teaching practice observations totalling 8 
hours 

 Required in order to pass the 
qualification 

15. Personal Development Planning 
 
The teaching practice portfolio incorporates action planning for the development of teaching skills and 
also a Professional Development Individual learning Plan (ILP) that is completed by all trainee 
teachers on the PGCE award and is an integral part of the programme.  
 
The professional development ILP and other action plans they complete should help them to: 

• identify areas of development where they need to focus attention and be pro-active about 
planning their academic study, professional development and career  

• make links and gain a holistic overview of their studies 
• reflect critically and become a more independent learner 
• identify their learning from a variety of contexts and make the most of it. 
• acknowledge the wider context in which further and/or higher education operates and 

recognise the importance for professional practice  
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The professional development planning and the use of reflective practice underpin the whole process 
from induction to programme completion and planning for future CPD activity.) 
 
Skills in reflection, self-evaluation, action planning for continuous development, and planning for 
future CPD activity are all evident in this qualification, being embedded within the theory and evidence 
base and also applied into assessment activities. The support given to trainees during this process 
comes initially from programme tutors in both taught sessions and tutorials and then expands into 
support from other advanced practitioners and curriculum mentors and finally the students’ peers. 
 
At the end of the programme each trainee will have completed their Teaching Practice Portfolio and 
Professional Development Plan, which will be used to identify the CPD requirements of the newly 
trained teacher and their progression towards QTLS status, or towards fellowship of the Higher 
Education Academy (for eligible candidates). 
  
 
 
16. Admissions criteria* 
* Correct as at date of approval. For latest information please consult the University’s website. 
 
Admission to the Certificate in Education award  will be open to both new applicants to teaching and 
in-service teachers, trainers and tutors in adult, community, work-based and further education and the 
wider Further Education and Skills Sector, who, at the time of starting the scheme meet the following 
entry requirements:  

1. A Level 3 (QCF) qualification in their teaching subject specialism. Under exceptional 
circumstances some entrants may hold a relevant vocational qualification of at least the level 
above that of their learners. 

2. Five GCSEs at Grade C and above, or equivalent, to include English. Applicants who do not 
have English as a GCSE will be required to successfully achieve the University’s diagnostic 
test prior to entry to the programme. 

3. The ability to communicate fluently, accurately and effectively in professional spoken English 
(IELTS 7.5 or equivalent). 

4. A teaching or training contract for a minimum of 75 hours of teaching per academic year for 
the part time programme, or 150 hours of teaching placement for the full time award.  In some 
circumstances, a voluntary teaching placement may also be possible for part time trainees. 

 
Teaching Hours 
The scheme is extremely dependent upon trainee teachers being able to put into practice in their own 
classrooms the values, knowledge and professional skills they gain through their studies. It is a 
requirement of the programme that applicants should be employed or in a placement as teachers, 
trainers or tutors for a minimum of 150 hours during the programme.  Whilst this is a benchmark, in 
cases where the quality, quantity or breadth of the teaching is not sufficient to meet the 
requirements of the programme, it may be necessary to arrange for trainees to carry out some 
additional teaching. Teaching practice must be carried out predominantly with groups of learners, 
although some individual teaching can be undertaken.  Effective teaching practice experience should 
ideally include: 

• different teaching practice locations/settings/contexts 
• teaching across more than one level 
• teaching a variety of learners 
• experience of non-teaching roles 

 
17. Key sources of information about the programme 
 
• UCLan sources:- http://www.uclan.ac.uk/teachertraining  Fact sheet 
• Partnership sources:- Partner college websites, Fact sheets, College brochures 
External sources:- 
• ETF Professional Standards http://www.et-foundation.co.uk/supporting/support-

practitioners/professional-standards/    
• Department for Education Teachers’ Standards (part 2)  
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18. Curriculum Skills Map 
Please tick in the relevant boxes where individual Programme Learning Outcomes are being assessed 

Level 
Module 
Code Module Title 

Core (C), 
Compulsory 
(COMP) or 
Option (O) 

Programme Learning Outcomes 

Knowledge and 
understanding 

Subject-specific 
Skills Thinking Skills 

Other skills relevant 
to employability and 

personal 
development 

 
    A1 A2 A3 A4 A5 B1 B2 B3 B4 C1 C2 C3 C4 D1 D2 D3 D4 

Le
ve

l 6
 

TS3301 

Developing teaching, learning 
and assessment 
 Comp  X X X X X 

 
 
 

 
 

X 

 
 
 
 
 

X X X X   X X   

Le
ve

l 5
 

TS2301 
 

Practitioner Research an 
Action Research Approach 
 Comp  X X X X X 

 
 
 

X 

 
 
 

X X X X   X X   

TS2306 
 

 
Wider Perspectives in 
Education and Training 
 Comp X X     

  
 
 
 
 X  X   X X   

 TS2304 

Curriculum Design and 
Assessment 
 Comp X X  X   

 
 
 

X 

 
 
 
 X X        

Le
ve

l  4
 

 
 
TS1107  Teaching, Learning and 

Assessment Comp  X X X  X 

 
 
 
 

X 

 
 
 
 

X X X X   X X   
 
TS1106 Preparation for Education 

and Training Comp  X X  X  X 

 
 
 
 

 
 
 
          

 
 
Note: Mapping to other external frameworks, e.g. professional/statutory bodies, will be included within Student Course Handbooks 


