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Introduction
Featherstone High School ICT Department are pleased to welcome you on to your chosen course of study. We look forward to working with you to achieve your qualification.

The course handbook has been designed to provide you with guidance on the procedures and systems that will make your study on the course easier to understand.  Many of these will be explained to you during your first week on the course by your teacher.
You will find the handbook useful as a reference and guide for the duration of your course, please keep it safe.

The ICT department is committed to continuous improvement of its methods and assessment, record keeping, form designs and modules of study.  

ICT department

Mr Holden (lead teacher)

E-mail: rholden@featherstonehigh.ealing.sch.uk
Mr Kumar (ICT teacher)

E-mail: Jkumar@featherstonehigh.ealing.sch.uk
Miss Begum (ICT teacher + BTEC lead IV)
E-mail: bbegum@featherstonehigh.ealing.sch.uk
Mr Dawkins (ICT teacher)

E-mail: pdawkins@featherstonehigh.ealing.sch.uk
What are BTEC’s?

BTEC qualifications are suitable for a wide range of learners. They offer an alternative to more traditional qualifications, combining the best mix of academic and vocational ways of learning. They are recognised by employers and Higher Education institutions.   BTECs will develop and enhance the skills that you already have and encourage you to think about relating your learning to real-life situations.  BTEC qualifications have been developed to provide specialist work related qualifications in a range of areas. The courses offered are practical and will give you the opportunity to complete assignments and activities based on realistic situations linked to working environments. They will give you a good feel for what it will be like to be at work as well as developing your communication, IT, time management and teamwork skills. There are no formal exams.

Course Description

BTEC Diplomas at Level 3 provide the underpinning knowledge, understanding and skills that are needed to prepare for future studies or employment. 

This programme is aimed at those who are committed to a career in computing. You will develop a wide range of practical and theoretical skills that may include computer animations, web development, game development and databases.
How will I be assessed?

This qualification is assessed in a number of different way i.e. assignments, observations, practical assessments, video and photographic evidence etc. Submission dates will be set and you will get feedback on your work which will enable you to complete your units. 

All assessments are criterion referenced, based on the achievement of specified learning outcomes. Each unit within the qualification has specified assessment and grading criteria which are used to grade your work. A summative unit grade can be awarded at pass, merit or distinction.

See below page 7 to how calculate final grade.

Assessment procedures for each whole unit

There are several different types of assessment which will take place when marking you work 

	Type of assessment
	How often
	Formal or informal?
	Description

	Verbal feedback
	Every lesson
	Informal
	Your teacher will discuss with you methods of improvement and immediate changes you can make to improve your work at the correct stage

	Self and peer assessment 
	Every other lesson
	Informal 
	You or your partner will review your work at the end of each lesson  and identify ways you can improve your work at its current stage

	Interim unit assessment
	Mid way in unit
	Formal
	You will be given a unit grade so far and a written  action plan of how  to improve and meet the criteria you have missed so far

	End of unit assessment
	End of each unit
	Formal
	This assessment signifies the last assessment you will have whilst working on the unit in class time.  You will be given a grade which will stand unless you make improvements in catch up sessions/clubs. Your work will undergo one last assessment at the end of the course and any improvements will be taken in to account since the last unit grade was given

	Final holistic assessment
	End of course
	Formal
	All units will be reviewed to give a final grade.  Any improvements made to individual units in c/w catch-up will be taking into account at this time.  Final certificate grade decided.


Tracking of assignment progress

Your progress will be recorded on a spreadsheet, similar to the one below. 
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What will I study?

The Edexcel BTEC Level 3 Diploma in IT is a 120-credit and 720 GLH qualification, that consists of 2 mandatory units plus optional units that provide for a combined total of 120 credits, these are:
Mandatory units:
Unit 1 - Communication and Employability Skills for IT
Unit 2 - Computer Systems
Unit 3 – Information systems

Optional units: (can be subject to changes)
Unit 9 -  Computer Networks
Unit 17 - Project Planning with IT
Unit 18 - Database Design
Unit 20 - Client Side Customisation of Web Pages
Unit 21  - Data Analysis and Design
Unit 22 - Developing Computer Games
Unit 30 - Digital Graphics
Unit 31 - Computer Animation

Unit 42 - Spreadsheet Modelling

Unit 43 - Multimedia Design
Length of Study

Two years
Progression

Successful completion of the course will enable you to progress to:

· Employment in the ICT industry as a trainee programmer, trainee web designer, trainee games developer, on an IT helpdesk, working with networks or one of the many other areas of ICT.

· The Foundation Degree in Computing. This is offered at Kingston and counts as the first two years of an honours degree course.

· A degree course at university

Assignments
For each unit, you will be given an Assignment Brief. These will contain tasks that you must complete by the deadline provided. It is important that you meet the deadline dates because if you don’t, you risk failing the course. You can not fail any unit.
Each assignment will contain:
· Explanation of the unit

· Learning Outcomes

· Assessment and Grading Criteria

· Assignment Launch Date:

· Introduction to scenario
· Guidance or/and unit content
· What to submit
· Assignment hand in dates

Assignment will be made available on Fronter and/or student shared drive on the launch date. It is recommended you print a hard copy for your self and bring it with you to all ICT lessons.

Expectations
Please read and familiarse yourself with the course expectations 
· All work should be produced using font size 12 unless there is a specific reason to use another size

· Readable Font size should be used for all coursework i.e. Arial 

· All work should be saved with a suitable/appropriate file name

· All work should be saved to a suitable location – use folders

· Work should be saved regularly and back up should be keep

· All work submitted should include on each sheet (in the header/footer) where possible:

· Your first name and surname

· The page number

· Work should be your own, if two pieces of coursework that are identical or extremely similar are handed in the work will not be entered for the exam

· Work should be proof read before submitting it for marking

· All coursework/homework should be submitted on the hand-in date on Fronter

· If absent from school it is your responsibility to ask the teacher what you have missed and catch up with the work.
· Adhere to the marking  procedures set below:
1st draft – hand on Fronter – proof read and self assess using guidance provided in assignment brief before submitting
2nd draft –  
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If you receive ‘approved’ comment no further action is required  

3rd draft – work will be only marked in special cases at the discretion of the lead teacher and after a meeting with your parents
Deadlines Procedure
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1. Set deadlines - You class teacher will inform you of your deadline
2. Work not handed in – Class teacher will log this on SIMS for missing coursework – 10 points. You must hand the work in the next working day at 8.30am.


3. Misses 2nd hand in date at 8.30am – Your class teacher will make a phone call home and referred to the Lead Teacher. You class teacher will log this on SIMS for 2nd missed deadline – 10 points.

4. Lead Teacher - Your name will be taken by Lead Teacher and you will then attend the next coursework catch up session. A register will be taken and you must attend.


5. Failing to attend coursework catch up – Lead Teacher will phone parents and refer to TLR. Lead Teacher to inform Line Manager (NB)


6. TLR Coursework Catch Up


7. AHT 

Please note that failing to meet deadlines will mean EMA being withheld.

Coursework Catch Up
There is an open door policy at coursework catch up. Anyone can come on following the timetable below. HOWEVER it is compulsory that you attend if you have missed a 2nd coursework deadline and the Lead Teacher has recorded your name. 
	Year Group 
	Week
	Day
	Time
	Location
	Teacher

	Year 12
	Week B
	Mon
	8.45-10.15
	G3
	Miss Begum


What Will I Need To Bring To Class?
Be on time to every lesson. The register will be taken 2 minutes after the bell sounds. If you come after this time without a valid reason or a signed note from a member of staff you will be marked as late with the number of minutes recorded. The time will be recorded from the interactive white board. Please remember that latest will result in EMA being withheld and a poor reference from school for either UCAS or employment.
You must bring to each lesson:-
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 A Pen                      A Pencil                   A folder                    Note pad                  Dairy

Mobile Phones and MP3 Players   
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The use of these and other personal electronic equipment is strictly prohibited in class.  If a student uses any of these items in class, the item will be confiscated and returned to the student whenever your Head of Year decides. The reason for this is that it not only disrupts your learning but the learning of those around you.
The use of You Tube, emails and inappropriate web sites are prohibited in class. Please do not waste your class time on them. 
Plagiarism

Plagiarism is the act of copying or taking some other person’s work and saying it is your own. This could involve copying another student’s assignment and/or an author’s writings, either all of it or part of it, from a textbook, magazine, Internet or newspaper article.

Students who do this and submit work for assessment will be deemed to have intentionally tried to fool the assessor as if the work is their own. Any work copied/quoted must be labelled – “with the use of quotation marks” – and must be properly linked to their authors through the use of a reference section AND a bibliography at the end of their work or footnotes in the body of their work.

Penalties

Students who have been found to have cheated or plagiarised in an assessment will be spoken to by the classroom teacher. Any unit marks could be withheld until the work is revised appropriately. A letter will be sent home clearly outlining the incident and any subsequent consequences. 
BTEC Candidate Malpractice Procedures

Malpractice means failure to act correctly within a set of rules or laws.

Teachers are responsible for checking the validity of the learner’s internally assessed units. This will avoid candidate malpractice.

Examples of Candidate Malpractice:

· Making a false declaration of authenticity (example, when sections of the work have been done by others).
· Misusing assessment material and resources.
· The inclusion of inappropriate, offensive or obscene material in coursework assignments.
· Theft (where a candidate’s work is removed or stolen), with the intention to pass the coursework off as one’s own. 

· The alteration of any results document, including certificates.

· A breach of the instructions or advice of a teacher in relation to the assessment rules and regulations.

· Failing to abide by the conditions of supervision designed to maintain the security of the BTEC assessments.

· Collusion: working collaboratively with other candidates, beyond what is permitted.

· Copying from another candidate, allowing work to be copied.

· The deliberate destruction of another’s work.

· Disruptive behaviour during an assessment session (including the use of offensive language).

· Assisting others in the production of coursework.

· Plagiarism: unacknowledged copying from published sources; incomplete referencing.

To deter candidate malpractice teachers will:

· Ensure that a large proportion of assigned work is completed with

supervision.

· Inform you of the Centre’s policy on malpractice and the penalties for attempted and actual incidents of malpractice.

· Show you the appropriate formats to record cited texts and other materials or information sources including websites.

· Refer to the BTEC Centre Handbook and Student Handbook for policies.

· Programme Managers should also introduce procedures for assessing work in a way that reduces or identifies malpractice, e.g. plagiarism, collusion, cheating, etc.

These procedures may include:

· Periods of supervised sessions during which evidence for assignments/tasks/coursework is produced by the learner.

· Altering assessment assignments/tasks/tools on a regular basis.

· The assessor assessing work for a single assignment/task in a single session for the complete cohort of learners.

· Using oral questions with learners to ascertain their understanding of the concepts, application, etc within their work. 

· Assessors getting to know their learners’ styles and abilities, etc.

· Learners have a responsibility to ensure all work they hand in to be marked is their own.

·  Any additional help or support that they have received must be reported to the assessor before the candidate signs the authentication of work statement.

Responding to suspected candidate malpractice

This will be reported to the Programme Manager who will inform the Quality Nominee and the Exams Officer.  An investigation of the alleged malpractice will follow. Consequences will vary on the outcome of the investigation but may include the candidate’s malpractice being reported to Edexcel. This may result in the candidate being withdrawn from the course and/or being prevented from taking a qualification with this board for one year.

BTEC Appeals Procedure

All students will be informed about the Appeals Procedure and have access to a copy of the written procedure. The Appeals Procedure is set in three stages and will be overseen by the Quality Nominee. The Head of the Centre will be provided with any appeals and their outcome.

There are only 3 grounds on which a learner can appeal:-

1. If he/she feels the grading criteria were being met and the teacher failed to recognise this.

2. If he/she feels that they have not been supported appropriately during the assessment of the unit by the assessor.

3. If the teacher is not willing to accept alternative evidence as meeting the evidence requirement.

Stage 1

1. The learner communicates the grounds for appeal to the assessor by completing the stage 1 of the Appeals form and providing the evidence for assessment. The learner can obtain the form from the Programme Manager.

2. The assessor makes the Programme Manager and Quality Nominee aware of the grounds for appeal and than re-assesses the work in the normal way against the unit requirements.

3. The assessor will complete the outcome part of the stage 1 form.

4. The assessor communicates the re-assessment to the learner and makes the Programme Manager aware of the outcome.

5. If the learner is still dissatisfied with the outcome of the first stage of appeal then they can progress to stage 2.

This stage should be undertaken within 3 working days

Stage 2

1. The learner communicates the grounds for appeal by completing the second stage of the appeals form and supplying the relevant evidence to the Lead Internal Verifier – unless the initial decision was made by the Lead Internal Verifier, in which case another assessor from the same programme, or a Lead Internal Verifier from another programme undertakes this role.
2. The Lead Internal Verifier, or other verifier, makes the Quality Nominee aware that the appeal has reached the second stage. The Programme Manager internally verifies the work in the normal way against the unit requirements.

3. The Lead Internal Verifier will complete the outcome part of the stage 2 form.

4. The Lead Internal Verifier communicates the outcome of the internal verification to the learner. He/she will also make the assessor and Quality Nominee aware of the outcome.

5. If the learner is still dissatisfied with the outcome of the second stage of appeal then we move to the final stage of appeal.

This stage should be undertaken within 3 working days

Stage 3

1. The learner communicates the grounds for appeal by completing the final part of the Appeals form and supplying the relevant evidence to the Quality Nominee.

2. At this stage the Quality Nominee will call a meeting of at least 3 people to re-examine the evidence (at least one of whom should not have been involved with the assessment decision) from the team of BTEC assessors and lead internal verifiers.

3. The work will be re-examined by this team and they will complete the part of the Stage 3 form.

4. The Quality Nominee will then hold a meeting with the Head of Centre and learners concerned to communicate the outcome of the appeal.

5. Learners are allowed to be accompanied by a parent/guardian if requested.

6. Written records of all appeals should be kept by the school including the outcome of the appeal and reasons for the outcome.

7. A copy of the appeals record should be given to the learner.

8. Full details of any appeal must be made available to Edexcel on request.

9. Edexcel should be informed by the school if any outcome of an appeal has implications for the conduct of assessments of the issue of results at the school.

This stage should be undertaken within 5 working days

Edexcel will consider an appeal from the Centre only after the Centre’s own internal appeals procedure has been exhausted. Edexcel generally expects most appeals from individual learners to be resolved within the centre. Edexcel will only consider appeals submitted by the Head of Centre/Principal. The following are situations where an appeal can be made:

· The Centre disagrees with the outcome(s) from Edexcel’s external quality assurance activities

· The Centre questions an approval (centre or qualification approval) or  qualification decision (e.g. malpractice) made by Edexcel

· A learner considers that a decision continues to disadvantage her/him even after the outcome of the Centre’s internal appeals procedure

Health & Safety

All students are expected to abide by school health and safety guidelines and health and safety guidelines in respect to behaviour in the ICT Suites, namely: No eating or drinking in any of the ICT rooms; do not move any of the equipment; students should work safely, sensibly and willingly adopt and maintain ergonomic working practices and adhere to the school ICT use policy.
How will I get my grade in Information Technology?

After completing and submitting all your final work. Your class teacher will mark and assess your work. They will give you a final grade. You class teacher will then have to give your work to the other ICT teachers so they can mark your work also. Only then if everyone agrees you will be awarded a grade for your unit. 

Individual Unit Grades (the points given for each unit)
	Pass Grade
	Merit Grade
	Distinction Grade

	7
	8
	9


Points per Unit = credit x grade

e.g. Unit 1 is worth 10 credits and if you achieve a pass you will receive 70 points. (7X10=70)

Grade Boundaries 
	Points range above pass grade
	Grade

	880-919
	MP

	920-959
	MM

	960-999
	DM

	1000-1029
	DD

	1030-1059
	DD*

	1060 and above
	D*D*


Some questions to get you started….

1) Write a paragraph about yourself… Write about your skills and qualities you currently have. Write about what you are good at and what areas you would like to improve. (Be prepared to read this out to the rest of the class)
2) What do you want to do in the future? (Job / career) How are you going to achieve your aspiration?

3) Write a few sentences why you have chosen this course and what are your expectations you have of this course….

4) Ask questions… be sure you know how Fronter works…. Enjoy the course!! (
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