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Forms


Centres and candidates may use the following forms in order to record evidence for the Level 5 Diploma in Education and Training (6502).
These forms are available for centres to use in addition to those provided in the Assessment pack for the qualification.
Mandatory forms:
Form 1: Record of achievement form 

This form should be used once for each qualification achieved.

Form 2: Assessment front sheet and feedback record Level 5 Diploma in Education and Training (mandatory due to authenticity signature)
This form can be used to record feedback where there is not already an assignment feedback and results form.
Form 3a: Observation, feedback and grading form

Must be used for Unit 426 and unit 501.
Form 3b: Observation, feedback and grading form for optional units
The form 3b completed by the observer of optional units may be the only opportunity to evidence that some of the assessment criteria has been met by the learner. In such cases, you must add the specific assessment criteria to the observation report in the empty boxes provided.
Optional forms:

Form 4: Session Plan 

May be used for any unit planning and/or delivery of learning.
Form 5: Evaluation form
May be used for any mandatory or optional unit.
Learners must sign all forms used. In doing so they are confirming that all work submitted is their own. Tutors/Assessors should also sign each of the forms used along with the Internal Quality Assurer and the External Quality Assurer if the work in sampled. 

Form 1
Record of achievement

Level 5 Diploma in Education and Training 
	
Learner name
	
	Enrolment number 
	

	Centre name 
	
	Centre number 
	


	Units
	Credit value 
	Pass/Refer
	IQA signature and date 
(if sampled) 
	EQA signature and date 
(if sampled) 

	426 Teaching, learning and assessment in education and training
	20
	
	
	

	501 Developing teaching, learning and assessment in education and training
	20
	
	
	

	502  Theories, principles and models in education and training
	20
	
	
	

	503  Wider professional practice and development in education and training
	15
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Total credit value for the achievement of the Level 5 Diploma in Education and Training (6502) 
	120
	
	
	


	Name of Tutor/Assessor
	
	Signature and date 
	

	Name of Subject Mentor (if used)
	
	Signature and date 
	

	Name of IQA (if sampled)
	
	Signature and date
	

	Name of EQA (if sampled)
	
	Signature and date
	


Form 2
Assessment front sheet and feedback record

Level 5 Diploma in Education and Training 
	Unit No:
	

	Learner name:
	

	Enrolment number:
	

	Date issued:
	

	Date submitted:
	


I confirm that the evidence for this unit is authentic and a true representation of my own work. 

	Learner signature:
	

	Date:
	


Feedback:

Continue on a separate sheet if necessary, see overleaf 

Tutor/Assessor/Marker and IQA’s signatures (IQA if sampled) must appear on the following page.

	


Feedback:

(Continued from previous page)

	


	Marker/Tutor/Assessor name:
	
	Grade
	
	Date
	

	Resubmission date 
(if referred):
	
	Grade
	
	Date
	

	IQA’s name (if sampled)
	
	
	Date
	


Form 3a
Observation, feedback and grading 

	Name of Learner:
	
	Date:
	

	Name of Observer:
	
	Length of session:
	

	Title of session:
	
	Length of observation:
	

	Overall grade of session:
	
	
	

	
	
	
	


	Overall feedback to candidate

Planning

Delivery

Resources

Communication

Assessments

Feedback to learners




	Unit 426
	Comments 

	Confirm how the candidate has designed  teaching and learning plans which respond to the individual goals and needs of all learner and curriculum requirements (ref. 3.2)

	

	Confirm how the candidate has
established and sustained a safe inclusive learning environment
(ref. 4.3)

	

	Confirm how the candidate has used inclusive teaching and learning approaches and resources, including technologies, to meet the individual needs of learners (ref. 5.4)
	

	Confirm how the candidate has demonstrated ways to promote equality and value diversity in own teaching (ref. 5.5)

	

	Confirm how the candidate has communicated with learners and learning professionals to meet individual learning needs  (ref. 5.7)

	

	Confirm how the candidate has used  types  and methods of assessment including peer and self-assessment to:
· involve learners in assessment 
· meet the individual needs of learners
· enable learners to produce assessment evidence that is reliable, sufficient, authentic and current
· meet internal and external assessment requirements

(ref. 6.3)
	

	Confirm how the candidate has applied minimum core elements in planning, delivering and assessing inclusive teaching and learning  (ref. 7.2)

	

	Unit 501
	Comments 

	Confirm how the candidate has designed teaching and learning plans which respond to the individual goals, needs and learning preferences of all learner and curriculum requirements (ref. 2.3)


	

	Confirm how the candidate has established and sustained a safe inclusive learning environment
(ref. 3.2)

	

	Confirm how the candidate has designed resources that actively promote equality and value diversity and meet the identified needs of specific learners (ref. 4.1)

	

	Confirm how the candidate has demonstrated flexibility and adaptability in the use in the use of inclusive teaching and learning approaches and resources, including technologies, to meet the needs of individual learners (ref.4.2)

	

	Confirm how the candidate has demonstrated ways to promote equality and value diversity in own teaching (ref. 4.3)

	

	Confirm how the candidate has communicated with learners, learning professionals and others to meet individual learning needs and encourage progression (ref. 4.4)

	

	Confirm  how the candidate has demonstrated flexibility and adaptability in using types and methods of assessment to meet individual learning needs and assessment requirements (ref.5.2)

	


	Significant strengths 




Areas for development 

	Agreed action plan




	Observer signature:
	Name:
	Date:

	Learner signature:
	Name:
	Date:


Form 3b
Observation, feedback and grading for 


optional units  
	Name of Learner:
	
	Date:
	

	Name of Observer:
	
	Length of session:
	

	Title of session:
	
	Length of observation:
	

	Overall grade of session:
	
	
	

	
	
	
	


	Overall feedback to candidate

Planning

Delivery

Resources

Communication

Assessments

Feedback to learners




	Unit 
	Comments 

	
	

	
	

	
	

	
	

	
	


	Significant strengths 




Areas for development 

	Agreed action plan




	Observer signature:
	Name:
	Date:

	Learner signature:
	Name:
	Date:


Observation grading characteristics
	Outstanding (grade 1)
	Good (grade 2)
	Requires improvement (grade 3)
	Inadequate (grade 4)

	· Very good and sustained progress is consistently made by a large majority of learners.  
· Consistently high expectations and challenging tasks are set.
· Excellent subject knowledge and/or industry experience is evident.
· Imaginative teaching strategies develop exceptional learner skills and understanding.

· Teaching and learning develops high levels of resilience, confidence and independent learning.

· Crucial skills for example literacy, numeracy and ICT are successfully developed at every opportunity.

· High quality learning materials, resources and technologies are used.

· Strong motivational skills and enthusiasm demonstrated.

· Feedback is consistently constructive, developmental and of a high quality.

· Equality and diversity are fully integrated into the learning experience. 


	· Most learners make good and sustained progress.
· High expectations and challenging tasks are set.

· Good subject knowledge and/or industry experience is evident.

· Varied teaching strategies develop good learner skills and understanding.
· Teaching and learning develops resilience, confidence and independent learning.

· Teaching develops skills in literacy, numeracy and ICT.

· Good use of learning materials and resources and the use of technologies.

· Well developed motivational skills and enthusiasm demonstrated.
· Regular and accurate identification of learner progress and constructive and developmental feedback given.
· Equality and diversity partially integrated into the learning experience. 


	· Most learners make progress; however there is weakness in some areas of delivery.
· Expectations enable most learners to achieve satisfactorily and make progress.
· Adaptations are made to plans and tasks, however occasionally these are not timely or relevant. 

· Some good teaching, learning and assessment develop learner skills and knowledge satisfactorily.

· Initial and on-going assessment of learners’ progress lacks rigour and tasks are not always challenging.

· Teaching strategies usually meet individual learners’ needs.

· Learner progress is encouraged through assessment and dialogue which is usually timely.

· Teaching of  English, Mathematics and Functional Skills is satisfactory
· Promotion of equality and support for diversity in teaching and learning are satisfactory.
 
	· Teaching, learning and assessment are weak and learners make inadequate progress and do not attain their learning goals.

· Expectations are not high and teaching that is not inclusive fails to excite, enthuse, engage or motivate learners.

· Lack of expertise and ability to promote learning.

· Learning activities and resources are not sufficiently well matched to inclusive learning.

· Teaching of English, Mathematics and Functional Skills is inadequate and learners do not receive appropriate support to address their needs.
· Insufficient understanding of equality and diversity.




 Form 4
Session Plan


This form may be used for any unit that requires planning and/or delivery of learning.
	Teacher:
	
	Location:
	
	Date:
	

	Topic:
	
	Start Time:
	
	End Time :
	

	Aim:
	

	Objectives/Outcomes
	


	Timing
	Learner Activities
	Teacher Activities
	Resources
	Assessment

	
	
	
	
	


	Rationale:



Form 5 - Evaluation






This form may be used to meet the evaluation requirements in any mandatory or optional unit at this level.
	Learner Name:
	
	Date:
	

	Tutor Name:
	
	
	


Review the effectiveness of your own practice in meeting the needs of individual learners, taking account of the views of learner and others 
Identify areas for improvement in your own practice in meeting the individual needs of learners
	Name:
	
	Date:
	

	Signature:
	
	
	


	City & Guilds

Believe you can
www.cityandguilds.com
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