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PGCE EARLY YEARS AND PRIMARY EDUCATION

ASSESSMENT HANDBOOK 2010-11
This handbook includes details of how the PGCE course is assessed. There is also information on the assessment procedures – you should read these carefully.

Assessment of the PGCE course includes the following:

· School Experience 1 (SE1) (Module Code: TE3062N)
This runs from 8th November 2010 – 16th December 2010. You must pass this practice to be allowed to continue with the PGCE course. Details of this assessment are explained in your School Experience Handbook. You must have completed your school experience debriefing by 12th December. Should you not pass this experience, there is no automatic right to resit of this assessment. This decision will rest with the School Experience 1 Board held in January 2011. Failure on SE1 may lead to your place on the course being terminated.

· Portfolios for English, Mathematics, Science, ICT and Professional Studies Each portfolio includes a range of tasks completed at various points throughout the year. You must pass all components of each portfolio. You have one opportunity to resit failed components. Details of the requirements for each portfolio are included at the back of this Handbook. The hand -in dates for the coursework are on page 8.

Please note students on the M level (postgraduate) route will undertake two of the core portfolios at H level (professional) and one at M level, and the double Professional Studies assignment at M level.

· School Experience 2 (SE2)  (Module Code TE3064N)

This runs from 26th April - 1st July. To qualify for the PGCE course you must pass this practice. Details of this assessment are explained in your School Experience Handbook. You must have completed your School Experience debriefing tutorial by Thursday 3rd July. There is no automatic right of resit. This decision will rest with the School Experience 2 Board held in July.
Qualified Teacher Status

In addition to passing all the above components of the PGCE course you must pass the National Tests in English, Mathematics and ICT to be recommended for the award of QTS. To achieve QTS you will be required to pass all skills tests before 31st August 2011.

Presenting your work (You must also read the advice on page 28-33).
All  work should be word processed, spell checked, grammatically accurate and well presented. You must include a word count at the end of each piece of work. (Please note that direct quotations included in the assignment are included in the word count). Assignments that do not comply with these requirements will fail. 

· Use one side of the paper only. 

· Ensure all work is double-spaced.

· Make sure you finish in time to proof read properly. 

· Make sure that your work is properly referenced. 

· Make sure all pages of the work are secured together - no loose sheets. 

· You must keep a copy of all assignments you submit, including appendices of children’s work, session plans etc. 
· Complete  two copies of the ‘Student Comment Sheet’ in which you will demonstrate how the assignment meets the TDA Standards and why? (see copy on Page 36. Ensure both copies are attached to each assignment when you hand it in.)
Handing in your Course work (CWRK)

· Coursework should be handed in to the Postgraduate Registry- room T1/1 (off the PIAZZA), in separate folders (i.e. Language and Literacy, Mathematics, Science, ICT and Professional Studies on the due date). See page 8 for hand-in dates.
· Hand your work in time. Check the opening times of the assessment unit
· Do not use plastic document wallets for individual pages as this slows down the job of marking. 

· Do NOT include your lecture notes from the taught course, any handouts or any other course materials unless specifically requested.

· For each piece of course work you need to complete a coversheet (available from your e-vision account-see more information below*). 

· Please make sure that this has the correct module code (see below, the correct 8 digit ID Number and the name of the tutor who taught you that module.
*Coursework Cover Sheets

The university has introduced a new system for submitting coursework in the forthcoming academic session that makes use of bar coded coversheets. 

During the 2010/11 academic session individual bar coded coversheets will be available for students to print from their Evision account and submit with their coursework at the Postgraduate Registry Offices. The coversheets will be electronically scanned via the barcode, and student and module information recorded directly on the Student Record System. An electronic receipt, confirming submission, will be sent to the student's university email address, and the submission can also be viewed by students using their Evision account. 
This change reduces student queuing time at Registry Offices and it will also mean that coursework is available earlier for academic staff to mark.
The coursework coversheet consists of 2 pages:

· Page 1 contains your instructions and the unique barcode that identifies your coursework. 

· Page 2 is the feedback sheet. This will be completed and returned to you once your coursework has been marked.

Both pages of the coversheet should be printed and securely attached to your coursework and taken to the Registry Office.

Please go to the following link for FAQs and to see an example of the page one vision that shows your course assessment s and where you can download a cover sheet.
http://www.londonmet.ac.uk/admin/registry-offices/coursework-20089.cfm
http://www.londonmet.ac.uk/londonmet/library/e50869_24.doc
Module Codes for the PGCE (Professional) Early Years and Primary Courses

TE3063N Professional Studies      (Professional Studies)    

TE3065N Language and Literacy  (English portfolio)
TE3066N Mathematics                  (Mathematics portfolio)
TE3067N Science                         (Science Portfolio)
TE3068N ICT                                (ICT Portfolio)
-Please take care to include all relevant information on the assignment front sheet when you submit your work to the Postgraduate Registry. They process thousands of assignments and incomplete information can result in work being misplaced. 
-You are strongly advised to submit your work in person and get a receipt. If you do submit work via the Assessment Unit ‘letterbox’ do remember to go back during the following two days to collect your receipt. You should check the notices outside the Assessment Unit for opening times. 

Plagiarism

Plagiarism is copying someone else’s work without putting the original author’s words in quotation marks or acknowledging the source, or substantially paraphrasing from books, journals or other sources - including the internet, without mentioning the author/source and the date. This is a very serious offence. It is a form of cheating and may result in you failing the module or even being required to leave the University. It is also an offence to copy part or all of another student’s work (collusion). (Please refer to London Metropolitan University Assessment Regulations- 
http://www.londonmet.ac.uk/londonmet/registry/$services/$coursework-exams/academic-misconduct/academic-misconduct_home.cfm
Mitigating Circumstances

If you are unable to submit your work for the due date because of mitigating circumstances (i.e. personal circumstances which are unexpected, acute and beyond your control), or if you think these circumstances have affected the quality of your work, you should submit an application for your mitigating circumstances to be considered by Academic Registry. Forms are available from the Assessment Unit. 

If you need advice on this you should see your group tutor.

The final date for submission of mitigating circumstances is one week after the submission date. The late work deadline is normally two weeks after the assignment deadline. These will be published on the notice board as soon as the Assessment Unit has confirmed them. If your work is submitted late with no extenuation, or if your mitigating circumstances are not accepted, the result will be recorded as fail. You will have one opportunity to resit the work. 

Late Work Deadline

This applies only to students who have submitted a mitigating circumstances claim with respect to non-submission of work by the due date.

If you do not submit work by the deadline date, you should submit it by the late work deadline. This is normally the same date as the mitigating circumstances deadline. If you are not able to do so, the work will be marked but your result will be taken to the next Assessment Board, and there is likely to be a delay in you knowing your provisional mark for these assignments.

If your work has been submitted but is mislaid you will need to complete an assessment query form available from the Assessment unit.
Non-Submission of coursework
If you do not submit a piece of coursework either in time for the hand in date or within the late work deadline the work will be deemed a fail and you will have no right of re-sit. If there are no extenuating circumstances then you will effectively fail the course.
Confirmation of Results

There are three External Assessment Boards during the year which confirm results.  

· School Experience 1 Subject Standards Board (January 2011)

· Portfolios Subject Standards Board (May 2011)

· School Experience 2 Subject Standards Board and PGCE Awards Board (July 2011)

The dates for these meetings are still to be confirmed, as they are part of the overall University assessment calendar. The dates will be posted on your notice board as soon as they are available.
Confirmed result lists are published by the Assessment Unit on e-vision accessible through the University Intranet at least one week after the Assessment Board meetings. At the end of the course, late July, you will be sent written confirmation of your assessment profile.
Failed Portfolios

In this instance you will be informed via email by your group tutor. You results will also be accessible on e-vision once they have been ratified by the Subject Standards Board. Arrangements will be made for you to collect your work and receive tutorial advice prior to resubmission. The date for the deadline for resubmission will be posted on the notice board. 
Please note that a second fail in any coursework will normally result in failing the course. All students have a right to appeal against decisions made at the assessment board and should seek guidance from Student Support Services.

The Portfolio Board takes place in May whilst you will be completing SE2. For most failed coursework we give you early informal feedback sometime prior to the assessment board. This allows you to work on  the resubmission during the intervening time. The resubmission board meets in September.  This means that resubmissions must be completed and submitted by the university resubmission date which is yet to be confirmed but is usually in late July. The drawback to submitting work at this time is that your QTS qualification will be delayed and this will have implications for your employment in schools in September.

PGCE (Professional) Early Years and Primary –H level Assessment Summary and Hand-in dates 

2010-11                       CWRK =course work.
	Code
	Task
	Hand In Date
	Description

	TE3063N
	Prof. Studs CWRK 1
	Tues. Jan. 4th 2011
	Curriculum Essay -1

	TE3063N
	Prof. Studs CWRK 2
	Fri. Feb. 25th 2011
	Curriculum Essay-2

	TE3065N
	L & L CWRK 1
	Fri. Nov. 5th 2010
	Essay-Resource

	TE3065N
	L& L CWRK 2
	Fri. Feb. 25th 2011
	Essay-Child Study

	TE3066N
	Maths CWRK 1 
	Fri. Nov. 5th 2010
	Maths Portfolio Part 1

	TE3066N
	Maths CWRK 2 
	Fri..  March 11th 2011
	Maths Portfolio Part 2

	TE3067N
	Science CWRK 1
	Mon. 7th March. 2011
	Rationale for Big Book

	TE3067N
	Science CWRK 2
	Mon. 7th March. 2011
	The Big Book

	TE3068N
	ICT CWRK 1
	Fri. March 25th  2011
	Multimedia Resources

	TE3068N
	ICT CWRK 2
	Fri. March 25th  2011
	Rationale for Resources

	TE3068N
	ICT CWRK 3
	Fri. March 25th  2011
	Rationale for Resources


ALL  pieces of coursework, must be passed, to pass the module.

Organising your Coursework
We organise the assessment hand in dates so that they are reasonably spread out through the year. The study weeks are planned into the course to allow you to work on assignments and other course work.  This year, due to the lateness of Easter, there are a number of assignment hand-in dates in late February and March. You will need to start working on these assignments in good time to ensure you avoid a very demanding workload during this period. Use the time line on the next page to inform your planning.
The Assessment Time Line PGCE 2010-2011
	Code
	Task
	Hand In Date
	Description

	The Course September 20th-October 22nd    (5 weeks)

	Study Week 25th October  (1 week) , The Course November 1st-5th (1 week)

	TE3066N
	Maths CWRK 1 
	Fri. Nov. 5th 2010
	Maths Portfolio Part 1

	TE3065N
	L & L CWRK 1
	Fri. Nov. 5th 2010
	Essay-Resource

	SE1- 8th November-17th December- (6 weeks)

	Winter Break 20th December -3rd Jan (2 weeks)

	Feedback for L&L Cwrk 1 and Maths Cwrk1

	TE3063N
	Prof. Studs CWRK 1
	Tues. Jan. 4th 2011
	Curriculum Essay -1

	The Course January 4th-January 29th . (4 weeks)

	ASE -7th Feb-18th Feb (2 weeks)

	Study Week -21st Feb-25th Feb- (1 week)

	TE3063N
	Prof. Studs CWRK 2
	Fri. Feb. 25th 2011
	Curriculum Essay-2

	TE3063N
	Prof. Studs CWRK 2
	Fri. Feb. 25th 2011
	Curriculum Essay-2

	TE3065N
	L& L CWRK 2
	Fri. Feb. 25th 2011
	Essay-Child Study

	ASE 28th Feb -4 March  (1 week)

	TE3067N
	Science CWRK 1
	Mon. 7th March. 2011
	Rationale for Big Book

	TE3067N
	Science CWRK 2
	Mon. 7th March. 2011
	The Big Book

	TE3066N
	Maths CWRK 2 
	Fri..  March 11th 2011
	Maths Portfolio Part 2

	The Course March 14th –March 25th (2 weeks)

	TE3068N
	ICT CWRK 1
	Fri. March 25th  2011
	Multimedia Resources

	TE3068N
	ICT CWRK 2
	Fri. March 25th  2011
	Rationale for Resources

	TE3068N
	ICT CWRK 3
	Fri. March 25th  2011
	Rationale for Resources

	Further Support for students who have to resubmit  work 4th April-8th April (1 week)

	Spring Break 11th April-25th April (2 weeks)

	SE2 26th April-27th May 

	The Portfolio Assessment Board Mid May –Students who have failed work will be notified

	Study Week 30th May-3rd June (tutorials)

	SE2 26th April-27th May

	Resubmission Hand in Date 17th June


PGCE Early Years and Primary – Assessment for the Course

Below are the assessment briefs for the following courses:

a) TE3063N Professional Studies 

b) TE3065N Language and Literacy in the Multilingual Context 

c) TE3066N Mathematics

d) TE3067N Science 

e) TE3068N ICT
TE3063N Professional Studies 

There are two pieces of coursework, both of which must be passed.

Coursework 1 (due 4th January 2011)
Title - What organisational feature (or features) of inclusive practice would you expect to find in a successful learning environment? Critically reflect upon this question in the light of your experiences on SE1. Be specific about the age range you are considering, and explain why the inclusive feature(s) you have selected are important to children's learning experiences. (2000 words)
Success criteria – Successful essays will demonstrate

1 an ability to identify important organisational, pedagogic, and/or managerial features of inclusive classroom organisation, and to present reasons demonstrating why these things are important 

2 an ability to critically reflect upon SE1 

3 evidence of understanding of issues of inclusion, social justice, and cultural diversity

4 an ability to support observations by reference to influential academic writers in the field 

5 an appropriate standard of academic writing. 

Some previous students have failed because

1 they have merely described classroom practice, without analysing the rationale underpinning the practice

2 they have not referred to inclusive practices

3 they have not referred to influential writers

4 they have considered only the teaching aspects of classroom organisation. The title invites you to consider the learning experiences of children, not the teaching experiences of teachers (indeed the word ‘teaching’ does not appear in the title). 

5 the structure of the essay, or the standard of written English, is very poor. 

Coursework 2 (due 25th February 2011)

Title - “Assessment for Learning should be part of effective planning of teaching and learning.” (www.qca.org.uk/qca_4336.aspx) Critically evaluate this statement in the light of assessment methods and planning you have used on SE1.  (2000 words)

Include, in the Appendices, evidence from your practice to support your argument (e.g. lesson plans, evaluations, photographs, children’s work etc.) Ensure that all appendices included are clearly referenced in the text.

Success Criteria – Successful students will:

1 Demonstrate an ability to critically analyse formative assessment methods and justify how selected data was used to enhance children’s learning.

2 Demonstrate an ability to plan effective learning sequences, and opportunities for differentiation, informed by assessment evidence

3 Demonstrate an understanding of some ways in which assessment can provide opportunities for learners to achieve their potential 

4 Make reference to the Framework of Professional Standards (2007)

5 Make reference to a range of relevant reading and to the evidence in the Appendices. 

6 Ensure the argument is well written using appropriate academic English. Include a title page, with word count 

Some previous students have failed because

1 they have merely described assessment methods without analysing their efficacy

2 they have concentrated on summative assessment methods

3 they have evaluated all ten AfL principles, instead of concentrating on the one identified in the title.

4 the structure of the essay, or the standard of written English, is very poor.

TE3065N Language and Literacy Assignment is as follows –

· Two written pieces of coursework, both of which must be passed. The assessment criteria are below, and are also to be found in the assessment handbook.

· Two compulsory on-line subject-knowledge audits (formative)

Please note – since the subject matter of the two written pieces of coursework covers Literacy, the quality of your standard written English is a key criterion. If your essay is sound in terms of content and academic rigour, but contains regular errors in grammar, punctuation and spelling, it cannot attract a pass grade.

Coursework 1 (due 5th November 2010)
Title - Choose a children’s text which lends itself to the development of diverse aspects of children’s higher order reading skills at a particular age. Analyse how the teacher might use the text effectively. Be sure to refer to current relevant documentation. (2000 words)

Coursework 1 success criteria.

The student will demonstrate:
· the ability to evaluate the extent to which the chosen text enhances the acquisition and development of diverse reading skills in first and/or subsequent languages, and relate this evaluation to learning and teaching contexts

· an ability to support the essay with relevant current theory

· a working knowledge of current documentation (selected as appropriate from the National Curriculum, Primary Framework for the Teaching of Literacy (and Mathematics), The Early Years Foundation Stage, Primary National Strategy)

· an ability to produce work using standard English, presented in accordance with the university regulations, with accurate referencing and bibliography

__________

A good account will:
· include a brief description of the text; together with a considered assessment of its efficacy as a vehicle for reading development; 

· include references to current documentation showing which aspects of the current requirements are satisfied by using these resources; 

have a sense of flow and continuity by being helpfully paragraphed, and correctly punctuated.

Some previous students have failed because: 

· they described the text at length, without sufficiently exploring features of reading development 

· they failed to support their findings with references to theory

· they failed to support their findings with references to documentation
Coursework 2 (due 25th March 2011)

Title – Select one of the profile children you monitored during your first School Experience and write about his/her language and literacy development across the three areas of Speaking & Listening, Reading, and Writing. Of these three areas, consider the child’s achievements in one area in much greater depth than the other two (at least half of the essay will be given over to this one focused area). In the light of current theory and documentation, explain how you as an educator would plan for this child’s individual communication, language and literacy needs in the chosen focused area. Be sure to refer to the FSLR or PLR throughout the essay, and attach the FSLR or PLR as an appendix. (2000 words)

Coursework 2 success criteria

The student will demonstrate:
· an ability to collect and interpret helpful evidence in order to discern a child’s preferences, habits, strengths and weaknesses in Language and Literacy both generally, and in an area of focus

· an ability to assess a child’s literacy development summatively, diagnostically and formatively, highlighting important features of literacy development within a chosen age range

· a knowledge of the views of influential writers within the field of Language and Literacy

· an awareness of how that child’s literacy development might best be enhanced within the opportunities available within current documentation

· an ability to produce work using standard English, presented in accordance with the university regulations, with accurate referencing and bibliography

​​​​​​​​​​​​​​​_______

A good account will 

· include a brief description of the child (gender, age, ethnicity, position in family etc), together with your reason for selecting this particular individual

· include a description of the child’s general literacy habits, preferences and abilities based on evidence (FSLR, PLR, annotated samples of work, test results), highlighting unusual or interesting characteristics, and/or how one feature supports/dominates/inhibits others

· include a comprehensive profile based on a range of supporting evidence focusing on the child’s Speaking and Listening OR Reading OR Writing

· include regular and relevant references to current documentation

· include regular and relevant references to current influential writers

· include a projection of how best to develop the child’s literacy development within the chosen focus area, showing an awareness of how diverse assessment methods help to inform planning

· have a sense of flow and continuity by being helpfully paragraphed, and correctly punctuated.

Some previous students have failed because of one or more of the following

· the essay is overly descriptive of the child and the home/school/community/learning environment, 

· the student uses judgemental vocabulary

· the essay fails to highlight any important features of literacy development, 

· the essay fails to make reference to current influential writers

· the student offers poor evidence (incomplete FSLR/PLRs, un-annotated samples of the child’s work, generalisations, unsupported opinion), 

· the student provides good quality evidence in appendices, but fails to make reference to it in the essay (a very common mistake)

· the student fails to make reference to current documentation, 

· the student focuses on a single theme only.

TE3066N Mathematics Portfolio
For your mathematics assessment you will be expected to complete a mathematics portfolio consisting of two parts. 

Both  pieces of coursework, must be passed, to pass the module.

Portfolio part 1 (CWRK 1): A File (2000 word Equivalent) comprising of: 

1) Mathematics Essay 1. (2000 word equivalent)

2) Evidence for developing your mathematical subject knowledge – (not included in word count).

To complete this you will be required to include: 

i) A reflective review of your subject knowledge to date 

Write a reflective overview of your mathematical subject knowledge development up to this point in the course. (no more than 2 sides of A4).

ii) Complete audits to Identify at least three areas of mathematics for further development and provide evidence of working on these areas of subject knowledge. Provide evidence for completing the NCETM evaluation tool and a copy of ‘Results to date’ (the 1st page of the Mathematics Subject knowledge workbook). 
To be submitted by November 5th 2010.

Portfolio Part 2 (CWRK 2) : A File (2000 word Equivalent) of subject knowledge tasks comprising of: 

1) Mathematical Essay 2.  (2000 words) 
2) Evidence of completing school-based tasks for SE1 by including your notes. (not included in word count).

3) Evidence for developing your mathematical subject knowledge 

a) Your ‘Mathematics Subject Knowledge Workbook’ evidence for working on your subject knowledge targets.

b) A final reflective review of your subject knowledge to date including reference to your experience in school, NCETM Mathematics subject knowledge Self- Evaluation Tool results and further targets for areas to be developed. (two sides of A4) 

To be submitted on March 11th  2011
Mathematics Essays 1 and 2

The tasks will help consolidate and develop subject knowledge at your own level and your pedagogical subject knowledge and hence will directly inform your practice in school. You need to answer each task addressing the general criteria for the module, which are outlined below. You can include an appendix with additional information but please make sure that this is clearly referred to in the main text and is referenced accurately to enable easy access for the reader.

Essay 1-Developing Mental Calculation Strategies (2000 words)

Evaluate the strengths and weaknesses of learning number facts by rote as opposed to deriving them using other strategies. What key skills and conceptual understanding do children need to be able to develop strategies to derive number facts? Give examples of teaching strategies that you could use to help develop children’s understanding of at least two of the mental strategies discussed.

For this assessment you will need to provide a clear discussion supported by reading and research and, illustrate with examples of number facts across at least two operations. The examples should be drawn from both KS1 and KS2.

For this task you need to address a number of issues: 

· Critically discuss the value and limitations of learning tables by rote as opposed to deriving them using other strategies. Use suggested reading to help inform your discussion.

· Discuss the necessary mathematical concepts and skills children have to learn, and understand, to be able to develop mental calculation strategies. This will include, amongst other things, the use of the laws of arithmetic, use of pattern and the structure of the number system. 

· Give examples of the teaching strategies you would need to take into account when planning to teach children these key concepts.

· e.g. discuss ways to work out 2 + 23. What strategy would you wish children to use, what law of arithmetic is involved in this strategy? What resources would help children understand the ideas? How would you use the resources (Including questions you would ask) to promote the understanding of the mental strategy?

· What possible misconceptions or errors could arise?

· It is clear that you cannot include all mental strategies; the main thrust of the essay is to give a clear idea of the main conceptual understanding that is involved

What makes a good essay?

· The essay has clearly addressed the criteria and the assessment brief.

· You provide a clear discussion of the strengths and weaknesses of rote learning/relational understanding.

· The essay is well supported by recent and relevant literature.

The essay is clearly written.

Illustrative examples are clear and demonstrate good understanding.
· The writer demonstrates a very good understanding of the distinction between the relative value of rote learning and learning by understanding and supports this discussion very well with a very good range of reading including reference to theory and the current international context of mathematics education.

· Detailed and appropriate links to the curriculum documents that support your discussion are made.
· The essay describes a good range of resources/models that may be used to support the development of mental strategies and consider other variables teachers need to consider when teaching children

· Good subject knowledge understanding e.g. they identify a good range of ways in which number facts can be made more meaningful.

· Use diagrams, pictures accompanied with a clear explanation to illustrate strategies
What makes a poor essay?

1) Not all the criteria are addressed.

2) The assessment brief has not been kept to.

3) More explanation is required in places to help demonstrate that the writer understands the concepts being used.

4) There is confusion between teaching strategy and mental strategy.

5) Insufficient reference to key texts or overreliance on non academic websites or American websites without a clear rationale.
6) There is a need to link the materials more closely to the suggestions of support for learning specific strategies.

7) There is  reference to a number of models that could be used to support the teaching of mental strategies but these are not always linked accurately to specific skills or concepts that are required for understanding how to derive mental strategies

8) Links to the Mathematics Curriculum documents are not made or are not clear

9) There are many small mistakes, some sweeping statements (that suggest the writer does not fully understand what they are writing) and inappropriately phrased sentences that could benefit from more accurate proof reading.

10) Poor subject knowledge e.g. The examples given to illustrate the laws of arithmetic are often not appropriate..

Essay 2 – Making Connections in Mathematical Learning (2000 words)

‘Highly effective teachers of numeracy themselves had knowledge and awareness of conceptual connections between areas which they taught in the primary mathematics curriculum.’
‘Effective Teachers of Numeracy’ -Askew, Brown, Rhodes, Johnson, Wiliam -King’s College, London, 1997

The above quote points to the importance, to the teacher and learner, of understanding how different areas of mathematics relate to each other and how different areas of mathematics relate to other areas of the curriculum. 

Provide a rationale for the above quote and identify the ways in which:

a theme (that links well to measures)

or the topic of measures, 

or  fractions 

relates to other areas of mathematics and other areas of the curriculum.

Presentation of the Essay

Please make sure you include:


1) A clear title


2) A concept or mind map showing the links between mathematics involved in the topic and links to other areas of mathematics and to other subject areas.


3) An Informed and critical discussion- of why, teaching that demonstrates an understanding of the links within mathematics and between mathematics and other subject areas, is of benefit to children’s learning.  You must provide illustrative examples that demonstrate that you clearly understand the links identified.

For this task you need to be aware of the research where the quote above originates Effective Teachers of Numeracy in Primary Schools: Teachers' Beliefs, Practices and Pupils' Learning by Mike Askew, Margaret Brown, Valerie Rhodes, Dylan Wiliam, David Johnson: King's College, University of London

http://www.leeds.ac.uk/educol/documents/000000385.htm
The links may include reference to key ideas and concepts including the progression, key resources and models that are used, language, and children’s strategies. You cannot include them all but you can give a good idea that you understand the links and that measures or fractions are not topics that should be taught in isolation..

Make sure you address the key ideas and the criteria and remember you cannot cover everything. 

What makes a good essay?

1) The essay has clearly addressed the criteria and the assessment brief.

2) It provides a clear discussion of the rationale for making connections between areas of mathematics and between areas of mathematic and other subject areas.

3) It provides an excellent range of reading to support your discussion.

4) Demonstrates excellent subject knowledge understanding of the mathematics involved in this essay.

5) The examples of links are very clearly presented in the essay and are illustrated with thoughtful examples. 

6) Presents a detailed concept map which developed the task which clearly shows links ‘between maths’ and other subject areas and the links within mathematical areas.

7) Presents a very detailed concept map which developed the theme and related measures ideas. The map clearly shows links ‘between maths’ and other subject areas and the links within mathematical areas.

8) Demonstrates excellent understanding of the key issues including, the value of making links within and between other areas of mathematics and other subject areas.

9) The essay is clearly written.

10) Illustrative examples are clear and demonstrate good understanding.
What makes a poor essay?

1. Not all the criteria are addressed.

2. The assessment brief has not been kept to.

3. More explanation is required in places to help demonstrate that the writer understand the concepts being used.

4. Poor subject knowledge demonstrated.  You link fractions to percentages and decimals but few other links within maths are clearly described.
5. Likewise there are few examples of cross curricular links and these are not well described.

6. The concept map is not well presented but there are few precise links and they are not well explained. The text does not develop the links sufficiently clearly
7. You need to provide many more examples of how your teaching can be informed by the issues discussed.

8. You demonstrate limited subject knowledge understanding of the mathematics involved in this essay. You describe some of the key concepts related to fractions but do not develop them sufficiently- see the assessment brief.

9. Links to the Mathematics Curriculum documents are not made or are not clear

10. There are many small mistakes, some sweeping statements (that suggest the writer does not fully understand what they are writing) and inappropriately phrased sentences that could benefit from more accurate proof reading.

Success Criteria for both essays

It is expected that for each question: 

a) You demonstrate a full understanding of the mathematics involved (using the appropriate diagrams, symbols as necessary), reflecting an understanding of the mathematical vocabulary used. 

b) You provide an informed explanation (supported by research, theory and government reports and other course reading) of the issues questioned. 

c) You understand the implications of the issues raised in the question for your work with children reflecting your understanding of pedagogical subject knowledge including children’s thinking skills, strategies, misconceptions and errors and considering your role in developing children’s mathematical thinking.

d) You demonstrate knowledge of relevant curriculum documents by reference to Curriculum Guidance for the Foundation Stage, National Curriculum, National Numeracy and Literacy Strategies, The Revised Frameworks for Literacy and Numeracy.

e) You demonstrate an appropriate level of academic literacy where work is clearly expressed, grammatical, without spelling errors and with discussions supported by evidence that is referenced and these references are included an appropriately written bibliography

TE3067N Science Assignment
The assignment for Science is to design a Big Book about a non- stereotypical scientist.
A rationale will form the first part of the assignment and the production of the Big Book the 2nd part.

The rationale should be about 2000 words approximately and the Big Book equivalent to 2000 words.

Why a Big Book about a non-stereotypical scientist?

Scientists are frequently presented as white/male/middle class etc and the diverse community of scientists that actually exists is not often reflected in the media. You are asked to choose a subject for your book which more accurately represents the present community.

Criteria for assessment of the Rationale

Your rationale should offer a considered explanation for choice of subject and address the relevant criteria. You must provide ample evidence of your own understanding of the areas of science which your book addresses and the pedagogical issues involved. There must be clear indication of applying recent and relevant published research to substantiate your own findings.

· Know, understand and can apply scientific subject knowledge at your own level and use this effectively across the Early Years and Primary curriculum

· Provide evidence, substantiated by recent published research of your own understanding of Science 1

· Demonstrate your understanding of the scientific process skills as they relate to the scientist you present.

· Know, understand and apply the requirements of the National Curriculum and the CGFS in your teaching and assessment.

· Demonstrate awareness of the cross curricular implications in your rationale and how you address them.

· Show how the Big Book can be used to support children’s learning across the range of abilities in the range specified.

· The rationale should contain accurate referencing and appropriate Bibliography

· Provide evidence to demonstrate how the ethnicity/gender of your subject helps to challenge the stereotypical images of science.
Some students have failed in the past because:

· The vocabulary and illustrations within the Big Book were deemed to be

inappropriate for children.

· The level of expectation of the Big Book was inappropriate for the identified age-range.

· The Rationale contained insufficient reference to the theory underpinning

the teaching of science in the Early Years and Primary phases.

· The Big Book and Rationale contained numerous grammatical and spelling errors.


Criteria for assessment of the Big Book.

When constructing the Big Book you should think about the quality of the visual materials and the choice of scripts. Consider the balance between visual and text (it must be appropriate for the age group chosen). Consider the genre of the written work- eg story/rap/rhyme. Your Big Book should be attractive, aesthetically pleasing and stimulating. Consider the use of making the book dual language – you could use other languages found in your classroom that you have access to and feel appropriate for the resource you are making. As this is a resource for use in the classroom you need to construct one that is durable.

· Demonstrate your understanding of the scientific process skills as they relate to the scientist you have chosen.

· Show understanding of the nature of scientific enquiry as it applies to a non- stereotypical scientist.

· Make use of the technologies in research and presentation.

· Demonstrate an ability to produce work in Standard English which is well presented, in a form appropriate to the task and suitability creative.

· The Big Book must include a glossary and contents page.

THE BIG BOOK MUST NOT EXCEED A3 IN SIZE 

TE3068N Using Information and Communication Technology (ICT) to support teaching and learning. 

You are to produce a portfolio of around 4000 words which includes a presentation and an assignment which addresses the following-

Critically analyse the place of ICT in teaching and learning in the early years or primary classroom?

Coursework One – Rationale for ICT

You need to produce a 2000 word assignment. In this you need to cover the following criteria.

· Show your knowledge and understanding the place of ICT within the curriculum.  You need to make reference to the curriculum documentations (National Curriculum, National Strategies, Early Years Foundation Strategies etc.), research and practical activities you have seen in the school.

· Show evidence of learning of the impact of ICT in learning in the classroom through your practical experience. Include examples from ASE, SE1 and previous school experience and your presentation

· Justify your stance by reference to Learning Theories, research and reading through the course.

Coursework Two – Multimedia Presentation (equivalence of 500 words)

In week two of the course, you will be asked to get together in groups of four.  Each group will need to produce a multimedia resource to support the teaching and learning of an area of subject knowledge from the National Curriculum or Foundation Stage Curriculum Guidance using one of the following software packages:

· PowerPoint

· Active Primary Flipchart

· Smartboard

The presentation should consist of a series of slides/pages for one lesson in a KS1/ 2 or early years. You will need to decide on the number of slides/pages that will be appropriate for the age range chosen. However, each person must produce at least two slides within the presentation. Time in sessions will be given to you in order for you to work together and get tutor support

You must

· Plan the presentation within the group. 

· Put together a presentation with sound, video, text, graphics and animation.  

· Present the presentation as a group with each student having an active role.

· Produce a hand-out which should include a lesson plan for those who are watching the presentation

The presentation must include 
· Clear learning objectives and learning outcomes 

· Clear links to the documentation including National Curriculum, EYFS and National Strategies

· Sound, video, text, graphics and animation.

During the week before the assignment is handed in, you will need to present the multimedia resource as a group to the two module tutors.  Tutors will be directing questions at the group and individuals with regard to the multimedia elements. Each student will be asked questions about their slides. This will be formally marked at the time.
You need to hand-in the presentation on a CD to the assessment office.

Coursework Three - Rationale for presentation (equivalence of 500 words)

This is linked to Coursework Two

You will need to hand in the hand-out you produce for the presentation

Marking Criteria for Coursework two and three

· Learning objectives, learning outcomes and documentation clear on presentation and hand-out

· Learning taking place in the presentation and made clear on the hand-out.

· An activity or resource a teacher could use through showing your activity. This is an individual piece of work for each group member. 

· The effective use of the multimedia features (assessed through the answers given in the presentation.)
A good ICT assignment 

· shows clear knowledge and understanding of the place of ICT within the curriculum making clear reference to curriculum documentations

· shows the impact of ICT on children’s learning

· has clear references to theory and practice.

· clear learning outcomes and objectives on the presentation

· has clear and justified uses of multimedia features.

· is clearly referenced using the Harvard Referencing System, with sound structure and a good standard of written English.

Some previous students have failed the ICT assignment because

· they do not show clearly their knowledge and understanding of the place of ICT within the curriculum, with limited links to curriculum documentations

· they do not show how ICT can impact on children’s learning

· they do not have clear references to theory and practice.

· the learning outcomes and objectives are unclear on the presentation

· there is limited justification of the uses of multimedia features

· the structure of the essay, or the standard of written English, is very poor.

Audit of Subject knowledge/ICT capabilities

An initial skills audit is carried out in the first session and an action plan is formulated to be addressed during the course.  At the end of the module, you will be asked to carry out a further audit for both the teaching and learning areas as well as your own skills.  You will then be able to take this into you first year of teaching.

School-based Activities

The activities that you undertake in school are extremely important.  Becoming a competent user of ICT for your own use is one thing, working with children using ICT including computers is quite another.  

Many of you will find yourselves in schools where the resources are magnificent and there is a helpful and knowledgeable ICT co-ordinator to advise you.  There has been a substantial amount of funding for computers and training in schools in the last five years and the culture is changing for the better.  
School Experience One

During this time you need to make an audit of ICT.  You need to collect the following information. Please use the template below to help you.

· What software do they use for the following?

· Word Processing

· Graphics/Print

· Database

· Spreadsheet

· Do they have an ICT suite, computers in the classroom or both?

· Do they have whiteboards in the suite or classroom or both?  How are they used?

· How are the computers used?  Just for ICT or other subjects?

You may find that the school you are in has limited ICT present either in your classroom or within the school. You need to note this and see what should be there as highlighted in the taught session.
Foundation Studies Portfolio

In order to demonstrate that you have gained subject knowledge in the foundation subject areas and how to teach them, you will need to keep a portfolio.  This will be completed through a webportfolio in Pebble Pad, completed by April 23rd 2011 to enable tutors to see your work.

Standards covered 

Professional knowledge and understanding 

These standards require newly qualified teachers to be confident in the subjects they teach and to have a clear understanding of how all children and young people make progress. 

Q14 Have a secure knowledge and understanding of their subjects/curriculum areas and related pedagogy to enable them to teach effectively across the age and ability range for which they are trained. 

Q15 Know and understand the relevant statutory and non-statutory curricula and frameworks, including those provided through the National Strategies, for their subjects/curriculum areas, and other relevant initiatives applicable to the age and ability range for which they are trained. 

Q18 Understand how children and young people develop and that the progress and well-being of learners are affected by a range of developmental, social, religious, ethnic, cultural and linguistic influences. 

Q22 Plan for progression across the age and ability range for which they are trained, designing effective learning sequences within lessons and across series of lessons and demonstrating secure subject/curriculum knowledge

Your portfolio will be looked at with these QTS standards in mind.

What should be in the portfolio

First thing you need to do is to carry out the self-assessment.  This will allow you to analyse your subject knowledge at the beginning.  

For each subject, you need to think about the following. 

· Subject Area

· What do I know about teaching this subject?

· What do I need to do (apart from attend the course)? 

Please post this in your webportfolio on Pebble Pad as an introduction to each foundation subject and RE.
During the time you take a foundation subject, reflect on the learning and your involvement  for each subject area.  In the portfolio you need to collect evidence of participation.  

This could be 

· something you produced; e.g. a piece of art work (scan this in)

· notes for the session; e.g. handouts, plans of how you could use PE sessions. (uploaded, most will be on weblearn for you to use)

· photographic evidence if something you made e.g. something you made in ART

· photographs of your active participation of the subject area.

· a reflection of your learning

At the end of the course you will need to identify targets for your professional development in each of the Foundation Subject areas. These targets should completed on pebble pad by April 23rd 2011.

The following pages 23-27 are only for students wishing to take the M (Masters) level Route.
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	Code
	Task
	Hand In Date
	Description

	TEP092N
	Core Subject
	29th April 2011
	Case Study 

	TEP093N
	Prof. Studs CWRK 1
	3rd June 2011
	Extended Study


PGCE (Postgraduate) Assignments – M level

Students opting for the M level route will need to submit the following assignments.

a) Code: TEP093N Professional Studies Essay (Double Module)- 10,000 words. 

.

Subject Essay (Single Module) –(5000-6000 words). The area of study for the core essay will be chosen from one of the following Language and literature, Mathematics or science. You will need to submit the H level assignments for core modules not studied at M level including ICT. Thus for the core subjects you will submit one module at M level three at H level. For the H level assignments please see pages 6 to 16 of this booklet.
Title

An extended study of 10,000 – 12,000 words giving a critical comparison between holistic and subject-based approaches to curriculum organisation.
___________________________________________________

The Purpose of the Assignment
To be able to:

· critically analyse the historical imperatives that have driven curricilum change

· critically analyse the impact that significant education initiatives have had on each of the following - curriculum organisation; children’s learning experiences; the range of pedagogy engendered by the Early Years Foundation Stage and/or the National Curriculum.

· analytically compare and contrast different models of curriculum organisation

This will involve:

· The identification of significant relevant legislation and documentation, together with a critical analysis of the factors that were instrumental in their enactment, design and publication.

· An evaluation of the strengths and limitations of diverse curriculum approaches to the teaching of the Early Years Foundation Stage and/or the National Curriculum.
· An evaluation of the strengths and limitations of diverse curriculum approaches to the assessment of the Early Years Foundation Stage and/or the National Curriculum 
· Relating the above to the diverse learning experiences of children, based upon observations made across the two substantive school experiences

· Critically engaging with a range of relevant literature (research, reports, curriculum documentation, academic journals, publications).
Criteria

Students will need to demonstrate an ability to:

· make analysis of  the historical context
· identify, articulate, and critique key theoretical and pedagogical arguments
· offer a critique of significant policies and frameworks
· offer exemplification from classroom observations and evaluations from both school experiences, using evidence from a reflective journal.
· critically engage with current literature and research findings, and to synthesise information coherently.
Work must be word processed, produced using standard English, and presented in accordance with the university regulations, with accurate referencing and bibliography.

Grade Criteria

	
	Distinction 70%+
	Merit 60-69%
	Pass 53-59%
	Sufficient Pass 50-52%
	Fail 25-49%

Some work to do
	Fail 0 – 24%

Significant rewrite

	Analysis of the historical context
	Understanding of the catalysts and implications of curriculum change
	Knowledge of, and engagement with, the catalysts and implications of curriculum change
	Knowledge of the catalysts and implications of curriculum change
	Awareness of some of the catalysts or implications of curriculum change
	Little evidence of an awareness of the implications of curriculum change
	No evidence of an awareness of the implications of curriculum change

	Key theoretical and pedagogical arguments
	Knowledge of a comprehensive range of relevant theoretical perspectives and literature. There is internal consistency of argument.
	Knowledge of, and engagement with, a wide range of relevant theoretical perspectives and literature.
	Knowledge of a range of relevant theoretical perspectives and literature.
	Awareness of some relevant theoretical perspectives and literature.
	Little evidence of an awareness of relevant theoretical perspectives and literature.
	No evidence of an awareness of relevant theoretical perspectives and literature.

	A critique of policies and frameworks
	Understanding of the implications of curriculum change on a range of important features of learning and teaching
	Knowledge of, and engagement with, the implications of curriculum change on a range of important features of learning and teaching
	Knowledge of the implications of curriculum change on important features of learning and teaching
	Awareness of some implications of curriculum change on features of learning and teaching
	Little evidence of awareness of the implications regarding curriculum change on features of learning and teaching
	No evidence of awareness of the implications regarding curriculum change on features of learning and teaching

	Exemplification from classroom observations and evaluations from both school experiences, and use of evidence from a reflective journal.
	Regular insightful use made of informative and systematically produced data 
	Regular use made of informative and systematically produced data
	Regular use made of informative data
	Use made of informative data
	Insufficient use made of data
	Insufficient use made of poorly produced data

	Academic Literacy


	Confident, articulate and well-developed argument and analysis, accurately referenced
	Well-developed argument and analysis, accurately referenced
	Well-structured argument, accurately referenced
	Clear structure. Referencing largely accurate
	Evident attempt at structure.  Referencing largely accurate
	Poorly structured. 

Referencing inadequate.


TEP092N Core Subject Essay-(5000-6000 words)

A reflective analysis of a child’s learning and learning context in relation to your chosen core subject. 
___________________________________________________

The Purpose of the Assignment

To be able to critically analyse: 

a) the impact of a child’s learning context on their achievement and attitude to a specific core subject 

b) the use a range of assessment methods to gather evidence of a child’s learning.

c) the implications from both a) and b) for future educational provison for the child.

This will involve:

a) Analysis and interpretation of the impact of various social factors, including gender, ethnicity, linguistic, social, religious and cultural, on the child’s educational achievement.

b) Analysis and critical evaluation of current intiatives and their impact on teaching and learning in the chosen core area. This will involve examination of the school’s policy in the chosen subject area and discussion with teachers and professional colleagues.

c) Using a range of assessment techniques to gather information on a child’s attitude to and learning of the chosen subject.

d) Drawing evidence-based conclusions from a)-c) of the child’s current achievement in the subject and ways in which the effectiveness of future provision can be maximised to support the child’s learning.

e) Critically engaging with a range of literature (research, reports, curriculum documentation, theories of learning), and using this to support the evidence base used in the essay.

f) Evaluating the strength and limitations of the research methods used.

g) Collating evidence (observations, children’s work, information about the school etc.) which should be included in a well-signposted appendix. This evidence should be used to underpin the argument, clearly referenced within the essay and easily accessible to the reader.

Criteria

Students will need to demonstrate:
a) systematic and in depth understanding of the social context and the factors that impact on a child’s attitude to and learning of the chosen subject. 

b) the ability to critically analyse and interpret the effectiveness of current initiatives in the chosen core subject, and the impact of these on a child’s learning experience.

c) an understanding of a range of theoretical perspectives on how children learn in the chosen core subject.

d) the ability to chose and use a range of appropriate assessment and research strategies and to understand their strengths and limitations.

e) the ability to draw appropriate conclusions from evidence gathered of a child’s understanding and development in the chosen core subject and to make effective recommendations for the child’s future learning needs.

f) the ability to critically engage with current literature and research findings, and to synthesise information coherently.

g) the ability to organise well-signposted, and clearly cross-referenced Appendices.
Work must be word processed, produced using standard English, presented in accordance with the university regulations, with accurate referencing and bibliography.
	
	Distinction 70%+
	Merit 60-69%
	Pass 53-59%
	Sufficient Pass 50-52%
	Fail 25-49% 


	Fail 0-24%



	Systematic and in depth understanding of the social context and the factors that impact on a child’s attitude to and learning of the chosen subject.
	Understanding of a range of social contexts which impact upon a child’s attitude to, and development in, a given core subject.
	Knowledge of a range of social contexts which impact upon a child’s attitude to, and development in, a given core subject.
	Knowledge of social contexts which impact upon a child’s attitude to, and development in, a given core subject.
	Awareness of social contexts which impact upon a child’s attitude to, and development in, a given core subject.
	Little evidence of awareness of social contexts which impact upon a child’s attitude to, and development in, a given core subject.
	No evidence of awareness of social contexts which impact upon a child’s attitude to, and development in, a given core subject.

	The ability to critically analyse and interpret the effectiveness of current initiatives in the chosen core subject, and the impact of these on a child’s learning experience.
	An ability to offer insightful critical analysis of the effectiveness of current initiatives, school policy, government reports and curriculum documents within a given core subject
	An ability to offer critical analysis of the effectiveness of current initiatives, school policy, government reports and curriculum documents within a given core subject
	An ability to offer analysis of the effectiveness of current initiatives, school policy, government reports and curriculum documents within a given core subject
	An ability to offer some analysis of the effectiveness of current initiatives, school policy, government reports and curriculum documents within a given core subject
	Analysis of the effectiveness of current initiatives, school policy, government reports and curriculum documents within a given core subject is very weak.
	Analysis of the effectiveness of current initiatives, school policy, government reports and curriculum documents within a given core subject is absent.

	An understanding of a range of theoretical perspectives on how children learn in the chosen core subject, together with the ability to critically engage with current literature and research findings, and to synthesise information coherently.
	Knowledge of a comprehensive range of relevant theoretical perspectives and literature with regard to how children learn within a given core subject.
	Knowledge of a wide range of relevant theoretical perspectives and literature with regard to how children learn within a given core subject.
	Knowledge of a range of relevant theoretical perspectives and literature with regard to how children learn within a given core subject.
	Awareness of relevant theoretical perspectives and literature with regard to how children learn within a given core subject.
	Little evidence of relevant theoretical perspectives and literature with regard to how children learn within a given core subject.
	No evidence of relevant theoretical perspectives and literature with regard to how children learn within a given core subject.

	The ability to chose and use a range of appropriate assessment and research strategies, and to understand their strengths and limitations.
	A systematic methodological critique of the student’s chosen observation strategies
	A methodological critique of the student’s chosen observation strategies
	A methodological critique of the student’s chosen observation strategy/strategies
	A critique of the student’s chosen observation strategy/strategies
	A description of the student’s chosen observation strategy/strategies
	A cursory description of the student’s chosen observation strategy/strategies

	The ability to draw appropriate conclusions from evidence gathered of a child’s understanding and development in the chosen core subject and to make effective recommendations for the child’s future learning needs.
	Regular insightful use made of informative and systematically produced data, including recommendations for a child’s future learning needs within a given core subject.
	Regular use made of informative and systematically produced data, including recommendations for a child’s future learning needs within a given core subject.
	Regular use made of informative data, including recommendations for a child’s future learning needs within a given core subject.
	Use is made of informative data, including recommendations for a child’s future learning needs within a given core subject.
	Insufficient use is made of data when making recommendations for a child’s future learning needs within a given core subject.
	Insufficient use is made of poorly produced data.

Recommendations for a child’s future learning needs within a given core subject, if made, are therefore uninformed.

	The ability to draw appropriate conclusions from evidence gathered of a child’s understanding and development in the chosen core subject and to make effective recommendations for the child’s future learning needs.
	Regular insightful use made of informative and systematically produced data, including recommendations for a child’s future learning needs within a given core subject.
	Regular use made of informative and systematically produced data, including recommendations for a child’s future learning needs within a given core subject.
	Regular use made of informative data, including recommendations for a child’s future learning needs within a given core subject.
	Use is made of informative data, including recommendations for a child’s future learning needs within a given core subject.
	Insufficient use is made of data when making recommendations for a child’s future learning needs within a given core subject.
	Insufficient use is made of poorly produced data.

Recommendations for a child’s future learning needs within a given core subject, if made, are therefore uninformed.

	Academic Literacy
	Confident, articulate and well-developed argument and analysis, accurately referenced, written in standard English, with well signposted and clearly cross-referenced appendices.
	Well-developed argument and analysis, accurately referenced, written in standard English, with well signposted and cross-referenced appendices.
	Well-structured argument, accurately referenced, written in standard English, with signposted and cross-referenced appendices.
	Clear structure.

Referencing largely accurate. Essay is largely error-free. Appendices may be difficult to navigate 
	Evident attempt at structure. Referencing largely accurate. Regular errors. Appendices may be difficult to navigate.
	Poorly structured. Referencing inadequate


Work must be word processed.
Detailed advice on Writing the Assignments

The following tips and suggestions are outlined to provide you with information and advice based on the University’s requirements and previous experience of the kinds of common mistakes students have made, which have negatively affected their marks. 

Many people feel intimidated by the thought of writing assignments, particularly if it has been a while since they last wrote a piece of ‘academic’ work. The following should help with any fears. 

Presentation Style

· All work should be typed or word-processed. We recommend word processing – this not only helps with re-drafting work, but also gives Trainees the opportunity to experiment with structure and make changes to the text easily and quickly.

· All work must be double-spaced (except for quotations, which should be single-spaced).

· Leave a wide margin on either side of the page. A 3cm margin is ample. This allows the marking tutor to make any appropriate comments.

· The minimum font size to use is 12 point. Do not use very large font sizes or font styles that are comic or unusual. Use one of the usual serif or sans serif styles, such as Times New Roman, Garamond, Arial or Century Gothic.

· Please do not use plastic display books or punched pockets to present essay work. These make it very difficult to mark the text without removing pages.

· Number each page and make sure that all pages are presented in the correct order. It sounds obvious, but it has caught some people out.

Writing Style

· All phrasing should be appropriately academic. Avoid the use of colloquialisms, except in specific quotes. Colloquial language is not appropriate in an academic piece of work. Read work carefully – this will often show up any phrases that are too ‘chatty’ or informal.

· Do not use abbreviations, unless they are in quotations or have a specific reason for use. In speech it is usual to abbreviate words (don’t, hasn’t, didn’t, he’s, we’ve, they’d etc.) In academic work, these should be written out in full. 

· Use subheadings where appropriate to structure the assignment. This can be a useful way of ensuring that the work progresses logically and includes all the relevant points. Those who do not wish to use subheadings may still find it useful to consider the kind of sections their work is divided into to ensure the same logical progression of ideas.

· It’s and Its: This is one of the most common mistakes made in students’ writing. The two have very different meanings and are not interchangeable. ‘It’s’ only ever means ‘it is’ or ‘it has’. ‘Its’ is a possessive form of ‘it’. If in doubt, trying to use ‘it is’ or ‘it has’ in place of the word used will quickly identify whether the correct choice has been made. For instance: ‘the activity had it’s good and bad points’; if this is read as ‘the activity had it is good and bad points’ it is quickly obvious that ‘its’ should have been used instead.

· e.g. and i.e. Again, this is a common mistake. E.g. means ‘for example’ and should be followed by ‘examples’ – ideas that back up what you are saying. I.e. actually means ‘that is’ and should be followed by the exact piece of information being referred to. These two again are not interchangeable. For instance ‘I employed a range of strategies, e.g. group work, individual activities, but only one, i.e. the group work, brought about the desired conclusion.’

· Writing should avoid journalistic or ‘preaching’ styles, such as statements like ‘All teachers should…’

· It is also important not to present opinions – even if widely held – as fact. For instance it is not appropriate to write ‘All teachers struggle to meet the increasing external demands placed upon them.’ Instead, change the focus of the ‘fact’ to reflect experience. The previous statement may be expressed as, ‘From my experience of working in school it would seem that many teachers are currently struggling to meet the increasing external demands placed upon them.’ Do be careful, though, not to base everything on a small range of experiences or anecdotal evidence.

· Exclamation marks should only be used to focus upon something specifically worthy of note. The use of too many exclamation marks will detract from an argument and can make work look frivolous and sensational. It is never appropriate to use more than one exclamation mark at a time (as in !!!). 

Confidentiality

· It is important to respect the confidentiality of any subjects of your work – for instance in case studies. 

· You should not use the real names of children in schools where they are the focus of an assignment. 

· You should not mention the name of the school in your work, but simply describe the type of school it is. This will avoid problems, especially if your work is at all contentious.

· You should not enclose photographs of children or other people, unless you have express consent to do so.

· Be careful to check that appendices do not contain the real information you have changed in the text, especially when including items such as IEPs and policies.

Appendices
· Appendices support work by providing information that is useful and interesting, but which is not vital to the text. 

· These may include full data lists from research study, articles copied from newspapers that support what is being argued in the main text, copies of school policies etc. If appendices are included, each must be carefully numbered and referred to in the text, as in (see appendix 3 for full details). 

· References to appendices should appear in the text in the order that they are included at the end of the work – for example, you should not refer to appendix 6 before you have mentioned appendix 5.

· Do not rely on appendices to take the place of information that really should be in the text. When including data sheets in an appendix, it is important to précis the relevant information in the main work if the focus of the assignment relies on this information.

Proofreading

One of the most effective ways to ensure that work is of the required standard is to proofread carefully. This means checking through the document you have produced to ensure that you pick up any errors.

Sometimes, it is a good idea to print out your document and proofread it the following day or a few days later. This brings you fresh to the ‘published’ page and it is often easier to notice any errors this way.

When proofreading, check for the following:

· Is there a clear introduction with a rationale that sets out what the work will cover and why?

· Is the work correctly structured? Arguments should progress logically and with reference to previous comments and assertions. 

· Is there a full and rigorous conclusion, which binds together all the points from the text and makes any recommendations that are appropriate?

· Does the work critically engage with the ideas being presented in the books and articles referred to and quoted from in the text? 

· Is the work structured logically? Does it have a coherent structure? Does every sentence make sense? Is every sentence actually a full sentence? 

· Are there any comma splices? These are sentences that run on and use a comma where a full stop or other stronger form of punctuation should be. For instance: ‘It is my belief that this practice is not effective, however, others hold a different view.’ should be ‘…practice is not effective. However, others…’

· Is everything spelled correctly?

· Are there any typographical errors?

· Are quotations and references correctly annotated?

· Are all the appendices referred to in the text and actually included with the work? Are all the appendices relevant?

Referencing

You must reference work correctly. We recommend the Harvard Referencing System, i.e.

· When mentioning an author, but not quoting directly, use the author’s surname and in brackets the date of publication:

‘…according to Head (1997) adolescence is a period of…’

· When using a direct quotation from an author within the text, use the author’s surname and in brackets the date of publication and the page number(s) on which the quotation can be found. Please note that page numbers are compulsory in direct quotations:

‘…When discussing the notion of adolescence within Western culture, Head (1997, p45) states that it is “often seen to possess some unique quality which distinguishes it from other parts of the life span.”’ 

· When quoting longer passages, indent the quote and reference it as follows:

‘…When describing recollections of adolescence, it has been stated that,

“Many adults will recall adolescence as a vitally important time in which life-long values and interests emerged” (Head, 1997, p23)

· Multiple Authors: When referring to a book written by two or three people, cite each name, linking them with an ampersand (&) e.g.

(Malinowski, Miller & Gupta 1995, pp. 67-68)

or if in the text body ‘…Malinowski, Miller & Gupta (1995, pp 67-68) stated that… 

If referring to a book written by more than three authors, put the name of the first author followed by ‘et al’. For example, a work by Malinowski, Larsen, Ngu and Fairweather is cited as follows:

(Malinowski et al. 1999, p. 69) 

or if in the text body: ‘Malinowki et al (1999, p69) stated that…

Please note, however, that all the authors’ names should be included in the bibliography.

· If an author has two cited publications in the same year, then distinguish them with a letter after the date:

‘DES, (1985b)’

· If you are quoting a secondary source, i.e. one person’s work that is cited in somebody else’s, you should reference as follows:

(Ngu, cited in Larson 1991, p. 51)

or, if in the body text: Ngu (cited in Larson 1991, p. 51) reported...

In the bibliography, you would include the Larson text only – there is no need to include any bibliographical detail for Ngu.

You may include in the bibliography books and articles that have been read to support their work, but are not referred to specifically in the text. All texts that are referred to in the work must be included in the bibliography. Texts in the bibliography should be set out in alphabetical order of authors’ names and details need to be set out as follows:

· For a book:

Author’s surname(s) and initials, date of publication, full title of book (underlined or in italics), publisher and place of publication, e.g.

Head J (1997) Working with Adolescents: Constructing Identity Falmer Press, London

· For a journal article:

Author’s surname(s) and initials, date of publication, full title of article (not underlined or italicised), full title of the journal (underlined or in italics), volume and number, pages on which the article appears, e.g.

Yeomans A (1983) “Collaborative group work in primary and secondary schools” Durham and Newcastle Review 10, 51, pp99 – 105.

· For a chapter in an edited collection:

Author’s surname(s) and initials, date of publication, full title of chapter (not underlined or italicised), the word ‘in’ followed by the name of the editor (initials then surname) followed by ‘(ed)’, full title of the book (underlined or in italics), publisher and place of publication, pages on which the chapter appears, e.g.

Holly, L (1985) “Mary, Jane and Virginia Woolf: ten year old girls talking” in Weiner G. (ed) Just a Bunch of Girls, Open University Press, Milton Keynes, pp 51 –62.

· For electronic sources:

Author’s surname(s) and initials, description of web site, the word ‘Internet’, the date the article was posted, the word ‘Available:’ followed by the full website address, and the date the information was accessed.

Honeycutt L. Communication and Design Course Web Site. Internet (1997) Available: http://der.ri.edu/commdesign/class1.html. Jan 1999.

· For non-published sources:

To refer to lectures and similar unpublished sources, use a similar style in the text of the work, then include a separate section at the end of the bibliography entitled ‘Unpublished Sources’ and give full details, e.g.

Unpublished Sources

Lecture: Sanders P (2003) “The process of change in educational management” London Metropolitan University, 24 Feb.

Plagiarism

Plagiarism is a serious assessment offence. It involves passing off someone else’s work as ones own. This might be from a published source, such as a book or article, or the work of another student or person helping you.

Copying of sentences, phrases, paragraphs or even certain expressions, without appropriate acknowledgement, is likely to constitute plagiarism. Paraphrasing another person’s work is also plagiarism, if it not appropriately referenced. 

Reference to other people’s work and ideas must be made clear and obvious in the text. It is not sufficient simply to include the source in a bibliography. 

All students’ work is checked for any possible evidence of plagiarism. For this reason, you should understand and use the appropriate methods for incorporating ideas and quotations into your work, as outlined above. References to research and other people’s ideas are encouraged, but these need to be correctly annotated and acknowledged.
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