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Congratulations! You have been accepted on a BTEC course. This handbook contains the information that you will need and some of the key dates. Other information will be given to you during the course. You are advised to keep this handbook safe as you may need to refer to it.

Please carefully check the information below and advise one of your teachers as soon as possible if any of the details are incorrect.

Yours sincerely,

Mrs H Toulson-Bennett
Programme Leader 

Assessors:
 
Mrs H Houston
Miss A Clough

Miss G Gratino
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Programme Overview


What is the Edexcel BTEC Level 2 Extended Certificate and Diploma in Art & Design?

The qualification will give you a practical understanding of the skills and knowledge needed for a career in the art and design industry. You will be provided with insight into the various employment opportunities available in the sector, and have the opportunity to develop fundamental skills involved in art and design. Successful candidates may use the Edexcel BTEC Level 2 Extended Certificate in Art & Design or Diploma as a route towards employment or further studies.

The Extended certificate qualification consists of three mandatory units plus a choice of specialist units totalling 30 credits and 180 guided learning hours. The Diploma qualification consists of six mandatory units plus a choice of specialist units totalling 60 credits and 360 guided learning hours. The structure of the course gives you the opportunity to develop a range of skills and techniques, personal skills and attributes essential for successful performance in working life.
Where will this qualification take me?

Employment opportunities: Following completion of the Edexcel BTEC Level 2 Extended Certificate or  Diploma in Art & Design, successful candidates would be able to enter initial employment, at a junior level.

Further vocational and academic qualifications: The achievement of the Edexcel BTEC Level 2 Extended Certificate in Art & Design has the equivalence of 2 GCSEs graded A*-C. If you achieve an overall pass grade or better, it is possible for you to progress further to the Edexcel BTEC Level 2 Diploma in Art & Design which has the equivalence of 4 GCSEs graded A*-C. The achievement of the Edexcel BTEC Level 2 Diploma in Art & Design has the equivalence of 4 GCSEs graded A*-C. You could enrol on another Level 2 programme, or to move on to a higher level qualification such as an Edexcel Level 3 BTEC National Certificate specialising in your preferred field.
How long will it take me to complete this qualification?

The Edexcel BTEC Level 2 Extended Certificate in Art & Design takes two years of academic study to complete, you may be selected to ‘Top Up’ to Diploma in Art and Design within that timescale.
Induction information


During the first few weeks of the course you will participate in a number of activities to cover a wide range of different skills within art and design. This is to give you the opportunity to try out skills that you will develop while on the course. 

You will also be issued with your first design briefs. This will show you what you will do for the first part of the course.

During this time, your tutors will be making sure that you are suited to the programme and have the potential to be successful (gain at least a pass).

You have until the end of September 2011 to apply to be transferred from the course to another programme of study. If a tutor has concerns about your suitability on the course, these will be discussed with you to allow you to address any issues they have raised, or to choose a different programme of study.
Attendance

Good attendance is a vital. The time you are given is needed to complete the work, if you do not attend, you will endanger your chances to succeed which may also impact on others in the group when you return. Therefore, please arrange any appointments for times outside of school hours.

In the same way attendance can impact on you and others in the group, the same is also true for lateness. It is important that you attend on time for every session as lateness can disrupt the learning of the whole group.
Programme Timetable & Important Dates


Timetable:
Amount of study per 2 week: 6 hours

Start date: September 5th 2011
End date: 31st May  2012
Holiday dates:
31st October - 4th November 2011
19th December 2011 – 3rd January 2012
13th -21st February 2012
2nd April 2012 – 16th April 2012
3rd June 2012 – 11th June 2012
Year Plan Extended Certificate 


September 2011– May 2013
Throughout the academic year you will study four units:

Unit 1: Contextual References in Art & Design 
This unit aims to develop your ability to research and explore different aspects of art, craft and design from contemporary, historical and cultural sources. You will use their contextual understanding to inform and inspire their on-going creative work. You will develop your skills of presentation through organising and displaying your research findings.
Unit 2: 2D Visual Communication 
The aim of this unit is to enable you to gain an understanding and develop skills in two dimensional (2D) visual communication techniques, such as drawing, painting, photography and print-making. 
You will follow set assignment briefs that allow you to apply skills through research, development and final design ideas. 
Unit 3: 3D Visual Communication 
The aim of this unit is to enable you to learn about three dimensional (3D) visual communication techniques, through processes such as construction, modelling, carving and casting.
Unit 13: Working with Visual Arts Briefs 
The aim of this unit is to introduce you to visual arts briefs which will enable you to undertake projects in the specialist area of visual arts. You will experiment with a range of specialist materials, techniques and processes in order to develop ideas and outcomes which reflect current professional practice.
Year Plan Diploma 


September 2011– December 2012
You will add on the following units for Diploma:
Unit 4: Using Ideas to Explore, Develop and Produce Art and Design                This unit aims to develop your ability to apply ideas to develop skills and knowledge in an art and design proposal they have developed themselves. You will research, develop; ideas and produce an outcome of your own choice.
Unit 5: Building an Art and Design Portfolio    
The purpose of this unit is to design and produce and Art and Design portfolio, to act as a tool to support a job application or further study. You will combine work in a black A1 portfolio and think about presentation techniques.
Unit 6: Working in the Art and Design Industry                                                
This unit aims to provide you with a broad understanding of the Art and Design industry, and possible employment opportunities within it. It involves you researching and developing power point presentations, group work tasks and individual project work.
Unit 14: Working with 3D Design Crafts Briefs                                                 
The aim of this unit is to introduce you to 3D design crafts which will enable you to undertake projects in the specialist area of 3D design crafts, perhaps including metalwork, woodwork, glass or ceramics. You will experiment with a range of specialist materials, techniques and processes in order to develop ideas and outcomes which reflect current professional practice.
Grades

How your grades are calculated:

Your final course grade will depend on the grades you achieve in each of the units. Each unit where you achieve a pass or higher will generate points and the final grade is worked out according to the sum total of all the points:

	
	Pass
	Merit
	Distinction
	Distinction*

	Level 2 Extended Certificate
	150-169
	170-189
	190-199
	200 and above

	Level 2 Diploma
	320-339
	340-379
	380-399
	400 and above


The points awarded for each unit are worked out by the following:

	
	Pass
	Merit
	Distinction

	Points per credit:
	5
	6
	7


The amount of credits each unit is worth is displayed below:

Extended Certificate


Unit:

                       Credits:

Unit 1:
Contextual References in Art & Design
                             10

Unit 2:
2D Visual Communication
                               5

Unit 3:
3D Visual Communication
                               5

Unit 13:
Working with Visual Arts Briefs
                             10

Diploma, plus the following units:

Unit 4:
Using Ideas to Explore, Develop and Produce Art and Design           10

Unit 5:         Building an Art and Design Portfolio                                                     5

Unit 6:         Working in the Art and Design Industry                                                5
Unit 14:       Working with 3D Design Crafts Briefs                                                 10
Unit grades:
Your unit grade is worked out from the assessment criteria you have been awarded. In any unit, your weakest criteria will be your final grade for that unit. For example, P1, M2 and M3 would result in a Pass.

Your criteria grade will be the highest award for that criterion within the entire unit. For example, if on one brief you received a P1, but for the next brief you received a M1, your overall grade for that criterion would be Merit.
Assessment information


Assessment of your work will be done by your tutor. Your tutor will give you feedback at various stages of the work which will include verbal and written feedback. The feedback given will enable you to make alterations/additions to your work to help you reach the best grade you are capable of. 

It is vital that you keep to your deadlines to receive this help. If you are struggling to keep up with work, you must see your teacher at the earliest opportunity so that measures can be put in place to help you catch up.
Incomplete work or work not of the required standard could result in you not achieving the award. 
If you disagree with the assessment decision of your work, please read the following section on appeals which will outline what to do if this occurs.

Appeals Procedure


If you disagree with an assessment decision, you should first discuss this with your teacher. This will give your teacher the opportunity to explain to you how and why the decision has been reached. Often disagreements are the result of misunderstandings of the assessment criteria and this would normally solve the dispute.

If having seen your teacher, you are still in disagreement then you should follow the procedure set out below:

1. A formal appeal should be made in writing to the Centre Quality Nominee outlining the grounds for the appeal. The appeal should be made by a representative for the candidate if the candidate is under 18. The Quality Nominee will pass a copy of the appeal to the Programme Leader for consideration. The Quality Nominee will then feed back to the candidate’s representative within 12 working days.

2. If this fails to resolve the problem, the candidate (or representative) should write back to the Quality Nominee who will pass the appeal with copies of all communication to the programme’s Lead Internal Verifier. The Quality Nominee will feed back the Lead Internal Verifiers response within 12 working days.

3. If this fails to produce a satisfactory conclusion, then the Quality Nominee will go through all the correspondence and report to all parties involved within 12 working days.

It is not envisaged that the matter would not be resolved by this stage, but should the problem not be concluded satisfactorily, then Edexcel will be approached. The decision of the examination board at this time will be deemed by the centre as a conclusion to the matter.
ICT Acceptable Use Policy


The computer system is owned by the school and is made available to students to further their education and to staff to enhance their professional activities including teaching, research, administration and management. The school's Internet Access Policy has been drawn up to protect all parties - the students, the staff and the school.

The school reserves the right to examine or delete any files that may be held on its computer system or to monitor any Internet sites visited.

• Access must only be made via the authorised account and password, which must not be made available to any other person;

• All Internet use should be appropriate to your education;

• Activity that threatens the integrity of the school ICT systems, or that attacks or corrupts other systems, is forbidden;

• Sites and materials accessed must be appropriate to work in school. Users will recognise materials that are inappropriate and should expect to have their access removed. (NB Any unsuitable web site visits are logged and the results are shown to parents – disciplinary action will be taken and relevant authorities notified where appropriate);
• Users are responsible for e-mail they send and for contacts made that may result in e-mail being received;

• The normal rules of social interaction apply to e-mail. The remoteness of the recipients must not be used to excuse anti-social behaviour: harassment, intimidation and bullying behaviour. (NB All emails are checked and kept for six months. You are responsible for all emails that are sent from your email account. All emails can be traced back to their owners)

• The same professional levels of language and content should be applied as for letters or other media, particularly as e-mail is often forwarded;

• Posting anonymous messages and forwarding chain letters is forbidden;

• Copyright of materials and intellectual property rights must be respected;

• Use for personal financial gain, gambling, political purposes or advertising is forbidden;
Art Classrooms/open learning space - General Rules and Guidelines

Expectations:

All students are expected to:
Arrive on time with appropriate art equipment and folder.
Make sure they attend regularly and ensure if they miss a session they catch up in their own time.
Attend extra catch-up sessions as directed by their teacher
Make sure they always co-operate with the teacher and follow the individual rules and regulations of each individual teacher.
Behave and work in a safe manner at all times.

Tidy up work spaces/area once finished working.
Health and Safety:

All employees should be aware of the following:

Floor surfaces and possible spillages

Foreign objects that may be on the floor and could cause a slip hazard.

No food or drink (excluding water) should be brought into or consumed in any of the art studios.

All room have correct ventilation or air conditioning.

Be aware of potentially hazardous material

Use of correct protective garments/eye wear

Clean all work surfaces at end of each session

Seek assistance and advice when working with unfamiliar materials
Plagiarism/Malpractice


Attempting to or actually carrying out any malpractice activity is not permitted by Edexcel. The following are examples of malpractice by learners; this list is not exhaustive and other instances of malpractice may be considered by Edexcel at its discretion:

• Plagiarism by copying and passing off, as the learner’s own, the whole or part(s) of another person’s work, including artwork, images, words, computer generated work (including Internet sources), thoughts, inventions and/or discoveries whether published or not, with or without the originator’s permission and without appropriately acknowledging the source

• Collusion by working collaboratively with other learners to produce work that is submitted as individual learner work. Learners should not be discouraged from teamwork, as this is an essential key skill for many sectors and subject areas, but the use of minutes, allocating tasks, agreeing outcomes, etc are an essential part of team work and this must be made clear to the learners

• Impersonation by pretending to be someone else in order to produce the work for another or arranging for another to take one’s place in an assessment/examination/test

• Fabrication of results and/or evidence

• Failing to abide by the instructions or advice of an assessor, a supervisor, or Edexcel conditions in relation to the assessment/test rules, regulations and security

• Misuse of assessment material

• Introduction and/or use of unauthorised material contra to the requirements of supervised assessment/ test conditions, for example: notes, study guides, personal organisers, calculators, dictionaries (when prohibited), personal stereos, mobile phones or other similar electronic devices

• Obtaining, receiving, exchanging or passing on information which could be assessment/ test related (or the attempt to) by means of talking or written papers/notes during supervised assessment/examination/test conditions

• Behaving in such a way as to undermine the integrity of the assessment/examination/test

• The alteration of any results document, including certificates

• Cheating to gain an unfair advantage.

Edexcel may impose penalties and/or sanctions on learners where incidents (or attempted incidents) of malpractice have been proven.
Where malpractice is suspected, the Head Teacher will be informed.

The Head Teacher or a nominated member of the Senior team will carry out an investigation into the allegation of malpractice. The alleged incident will be reported to Edexcel at the earliest opportunity.

Edexcel reserves the right to carry out an independent investigation in full under any circumstances of alleged malpractice relating to a centre and full cooperation from the centre will be expected.

If a centre discovers or suspects anyone of malpractice, the centre will make the individual fully aware at the earliest opportunity of the nature of the alleged malpractice and of the possible consequences should malpractice be proven.

The learner alleged to be involved in act of malpractice will be given the opportunity to respond (preferably in writing) to the allegations made. The school will inform such individuals of the avenues for appealing should a judgment be made against them.

Edexcel reserves the right to access any documents held by the centre in relation to alleged malpractice. Also, as required by the regulator, Edexcel may report to the regulatory authorities certain cases and include details of the action taken by the Head of Centre. It may be necessary during this process to notify the funding authorities and for Edexcel to share information with other Awarding Bodies. Edexcel may have to notify the police in some cases of malpractice.
Personal, Learning and Thinking Skills (PLTS)
A FRAMEWORK OF PERSONAL, LEARNING AND THINKING SKILLS 11-19 IN ENGLAND

The framework comprises six groups of skills that, together with the Functional Skills of English, mathematics and ICT, are essential to success in learning, life and work. In essence the framework captures the essential skills of: managing self; managing relationships with others; and managing own learning, performance and work. It is these skills that will enable you to enter work and adult life confident and capable.

The titles of the six groups of skills are set out below.

Team workers
Self-managers
Independent enquirers

Reflective learners
Effective participators
Creative thinkers
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