edexcel

advancing learning, changing lives

BTEC

Edexcel Level 3 BTEC National
Certificate and Diploma in
Children’s Care, Learning and
Development

Professional Practice Assessment Log

August 2007

N A
_--Il'l-I'Iu ''''' R S T S
e e e . e . . e o o

o
c
©
(]

=
©

2

=

=
-
(]

)

©
c

2
=
(1]

Z

O

LLl

-

[aa)

m

o
>
()]

—

K
(9
X
()]

©

LLl

o+
C
Q
£
a
9
(]
>
(D)
(@)
©
C
©
o0
£
[
P .
©
()]
—
)
S
LU
m‘m
EC

g
<3
=
oov

00
(@)
—
o+~
c
g
"
(%)
[0}
(%]
(%]
<
[}
o
+—
O
[4+]
} .
o
©
[
RS
(%]
(%)
()
Y—
(@)
S
[a



Edexcel, a Pearson company, is the UK’s largest awarding body offering academic and
vocational qualifications and testing to more than 25,000 schools, colleges,
employers and other places of learning here and in over 100 countries worldwide. Our
qualifications include GCSE, AS and A Level, GNVQ, NVQ and the BTEC suite of
vocational qualifications from entry level to BTEC Higher National Diplomas and
Foundation Degrees.

We deliver 9.4 million exam scripts each year, with over 3.8 million marked onscreen
in 2006. As part of Pearson, Edexcel has been able to invest in cutting-edge
technology that has revolutionised the examinations system, this includes the ability
to provide detailed performance data to teachers.

References to third party material made in this specification are made in good faith.
Edexcel does not endorse, approve or accept responsibility for the content of
materials, which may be subject to change, or any opinions expressed therein.
(Material may include textbooks, journals, magazines and other publications and
websites. )

Authorised by Roger Beard
Prepared by Phil Myers

All the material in this publication is copyright
© Edexcel Limited 2007
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Introduction to the log

The aim of this log is to provide a tool for learners to record evidence of the practical
application of their skills in working in the early years sector. All units in the
programme provide learners with the theoretical knowledge required to be effective
practitioners. In Unit 4: Reflecting on and Developing Practice for Children aged 0-8
learners need to show their skills in the application of that knowledge in specific
settings.

This log is designed to facilitate the demonstration of good practice and to focus
learners on the central importance of the unit to their early years qualification by
ensuring consistency in the assessment of that practice. The use of the forms within
this log is mandatory, whilst the formatting can be changed the content of the log
cannot be changed.

The importance of the Children’s Care, Learning
and Development Professional Practice Log

In the overall scheme of the BTEC National Certificate and Diploma, Unit 4:
Reflecting on and Developing Practice for Children aged 0-8, if successfully
completed, contributes an essential element to ‘qualified practitioner status’ that
the successfully completed qualification conveys. The log should reflect the
experiences and activities undertaken by the learner throughout their 800 hours in a
range of early years placements.

Tutors and placement supervisors should be fully satisfied that learners have
demonstrated the required level of competence before approving this in the progress
reports.

The importance of the log and the Unit 4: Reflecting on and Developing Practice for
Children aged 0-8 is reflected in the guidance relating to the role of the college tutor
in the assessment process.

Learners have to undertake a minimum of FOUR placements, each of which must
include TWO observational visits as a minimum from a significant member of the
course team (see guidance on tutor placement visits on page 6). EACH visit must be
recorded on a CCLD 3 Tutor visit/observation form under the appropriate controlled
conditions.

Ownership of the Professional Practice Log

The log needs to be completed by the different people involved in the training, but
ownership of the log is firmly in the hands of the learner. It is the learner’s
responsibility, and theirs alone, to ensure that the full log is completed
appropriately.
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Learner guidance

Using the Professional Practice Log
The Professional Practice Log is designed to be completed over the whole period of
your studies. For most people this will be over a two-year period.

Recognising knowledge and understanding is fairly straightforward, as we can all
answer questions about what we know. However, demonstrating competence and
how good our skills are in an early years setting is not quite so easy.

Demonstrating your skill
This Professional Practice Log is a record of your skills in an early years context.
Forms

The log’s forms give you the opportunity to record feedback from:

e tutor visits/observations

e placement supervisors

e reflections on your own performance

e tutor assessment of your achievement of professional practice.

The log also provides a way of recording the number of vocational hours completed.

You should also include all other evidence of competence, eg witness testimonies,
observation records, child observations, curriculum plans etc in your log. If you take
care completing your log and make sure that your records of observation are detailed
you should have no problem in successfully passing this element of the qualification.
In fact, many learners take great pleasure and pride in ensuring that their
Professional Practice Log is of a very high quality.

Other evidence for the log may include:

e witness statements of activities undertaken, practice demonstrated, involvement
in meetings, discussions etc

o reflective logs of placement

e child observations

e child assessment records

e copies of children’s work

¢ planning and evaluation sheets
o reflective accounts of incidents
e placement reports.

You are encouraged to present other forms of evidence, as long as you can support
the evidence with validation from placement supervisors, tutors etc.
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There are several ways of recording the demonstration of your skills in an early years
context. The most commonly used ways are:

Asking your placement supervisor to observe you carrying out a task or activity.
They then complete and sign a report detailing what they have seen and heard.

Asking your placement supervisor for a signed witness statement relating to a
piece of work that you have carried out in their workplace. They may not have
seen you do the task but have seen the end result.

Asking your course tutor to observe you completing an activity or task and then
obtaining a signed report detailing the results.

Completing a ‘reflective account’ yourself. This involves analysing what you have
done. Your account should include what worked well and what required change. A
reflective account should always be supported by additional evidence that
demonstrates how you carried out the task or activity.

The person undertaking observations and providing witness statements must be
experienced and/or qualified in the particular vocational context that you are
working in.

Photographs

Photographs of children should not be taken and must not be submitted in your
portfolio.

Recording vocational hours

An essential part of your vocational practice is the completion of 800 hours of work
placement/experience over two years.

Providing evidence of this vocational work is not always easy. However, this log
offers you the opportunity to record the hours of experience that you gain over the
period of your course (see form CCLD 7).

Recording your practice is central to the Professional Practice Log and you must
ensure that all your hours are recorded to meet the requirements for a ‘pass’ for Unit
4: Reflecting on and Developing Practice for Children aged 0-8.
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Assessment of professional practice

Professional practice provides you with the opportunity to demonstrate your
vocational skills and is therefore, an essential part of your qualification is ‘proving’
that you are a competent practitioner.

Proving competence
In order to be successful in this assessment you must complete and pass all the

recording requirements in the Professional Practice Log.

If you fail to satisfy your assessor in any part of the Professional Practice Log you will
be required to complete a re-submission of the unsatisfactory work. This may involve
carrying out additional time in the placement or in another setting.

Assessing the Professional Practice Log

There are three types of assessment in the log used to assess your vocational
practice. These are:

e self-assessment (CCLD 1, CCLD 2. CCLD 3, CCLD 7)

e work placement supervisor assessment (CCLD 4, CCLD 7)

e tutor assessment (CCLD 3, CCLD 5, CCLD 6, CCLD 8).

Self-assessment

Throughout the Professional Practice Log you will have the opportunity to reflect on
your own progress as an effective practitioner. You should reflect on any relevant
areas for improvement or change.

The self-assessment activity is personal to you and will only be used for professional
practice discussions with your placement supervisor or course tutor.

Work placement supervisor assessment

While you are on placement it is essential that you ask your supervisor to assess your
professional practice skills. Evidence of your knowledge and understanding alone is
insufficient to ensure a ‘pass’ mark for this unit.

Your supervisor will be asked to complete honest and comprehensive records about
your professional practice skills. This means that you need to take an active part in
gaining the evidence you require for a ‘pass.’

At this level of study you are expected to be able to identify suitable opportunities
for your placement supervisor to observe your actions. Supervisors may not always
recognise the kind of evidence you require. You should inform them of suitable
opportunities.
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Tutor assessment

Your course tutor will be assessing both your theoretical work and your practice
throughout the programme of study. You will be required to pass all the units of
study involved in the award.

This Professional Practice Log contributes evidence of your competence for all the
units involved in your studies, as well as Unit 4: Reflecting on and Developing
Practice for Children aged 0-8.

Your tutor will visit you in the workplace to observe your work practice (normally on
two occasions) for each of your FOUR placements. This assessment by your tutor
should be supportive of the continuous assessment by your workplace supervisor. You
should check your progress against your evidence with your supervisor and reflect on
any suggested areas for development that are discussed.

Working through your Professional Practice Log

As you work through your Professional Practice Log you will find that each outcome is
listed in more detail, along with suggestions for achievement of the pass criteria
related to that outcome.

In some cases an observation report from a placement supervisor or your tutor will be
required, but in other cases written work from another unit of study may be the
evidence submitted to meet the requirements of the outcome.

You must complete all the sections of your Professional Practice Log. If you fail to
complete any sections of the log you will not be able to gain a pass the whole
qualification.
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The course tutor role

This Professional Practice Log has been developed as a direct result of good practice
across a range of early years programmes. It builds on work that centres have
produced as part of their learning programmes.

Professional Practice is seen as being central to the BTEC National Certificate and
Diploma in Children’s Care, Learning and Development. Therefore, the recording of
this practice is of importance to all other units.

The course tutor holds a central role in ensuring that learners’ professional practice
takes place in the range of suitable settings, with supervision by qualified people.

Placements should be supervised by a senior worker with one of the following:

e an early years teaching qualification in either Key Stage 1, 2 or the foundation
stage

¢ a child care qualification equivalent to Level 3 or above plus two years post
qualifying experience

e a paediatric nursing or health visiting qualification

e asocial work qualification with experience in family/early years work.
Encouraging independence from learners

The main aim of this level of qualification is to ensure that learners are well qualified
and able to perform their work role safely and independently. Learners should be
encouraged to become independent, confident learners and practitioners, and to
provide evidence of this within the logbook.

In the first year of studies learners are likely to rely heavily on tutor guidance and
support. However, by the second year of their studies, learners should be
demonstrating the skills and knowledge required to perform as autonomous learners
and practitioners.

Tutor placement visits
An essential part of the assessment of the Professional Practice Log is the role of the

tutor assessment visits.

Each of the FOUR placements must have a minimum of TWO visits. A professionally
competent course team member, who has some involvement with the learners
beyond placement visiting, must carry out these visits. Occupational competence is
defined as possessing one of the following:

e an early years teaching qualification

e a childcare qualification Level 3 or above plus two years post qualifying
experience

e a paediatric nursing or health visiting qualification
e asocial work qualification with experience in family/early years work

e adegree in a relevant discipline, eg social sciences, health, care work, with
experience of teaching on the course and/or working in a childcare environment.
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Each visit must be recorded on the tutor visit forms (CCLD 3), with the appropriate
competences recorded and assessed. Over the period of the learners’ placements
they must be observed and assessed against all the competence areas. The
placement supervisor should be continually assessing the learner against the
competencies and supporting them in their development. This means that visits to
placements should be well planned and formalised. The learner should expect to be
observed and to provide evidence of their competence in their workplace.

Supporting learners and placement supervisors

A major role of the course tutor is the support of both the learner and the placement
supervisor. It is essential that they both understand fully their role in the workplace,
the assessment strategy and the roles of all concerned in the process.

Learners will need to understand fully the purpose and role of workplace placement
and the importance of the Professional Practice Log in recording their competence.

The workplace supervisor will need to understand the importance of honest and fair
assessments. They will need to understand that they have a duty to identify when a
learner is not competent in a particular part of their work. Workplace supervisors are
part of the quality assurance process and must be fully briefed as to their role in the
standard of early years care and education.

Where there are disagreements between the placement supervisor and the course
tutor regarding learner achievement, every effort must be made to resolve these
informally before accessing the complaints and appeals procedures which form part
of the centre’s quality assurance systems and processes. To maintain independence,
a named individual should lead the investigation to resolve the differences,
discussing the issues separately with all parties. Where the named individual is also
the course tutor, either the line manager or another member of the delivery team
who is not involved in placement monitoring should carry out the investigation. Final
judgement relating to assessment decisions lies with the centre and is monitored
through the normal quality assurance procedures. All discussions should be
documented and resolutions agreed by all parties involved and signed accordingly.
This record should be available for quality assurance monitoring.

It is also important for course tutors to take immediate action if a work placement is
found to be unsuitable for early years professional practice. Learners should not be
encouraged to undertake professional work placements in an unsuitable environment.
In most situations the centre will have primary responsibility for organising the
placement. Learners should be encouraged to make contact with the placement
before starting the experience, and an appropriate letter to placement providers
should be prepared by the centre.

Progress reports

Progress reports should be completed by tutors throughout the course of the
learner’s studies. This information will come from observation visits, discussion with
the placement supervisor and evidence from the log/portfolio. It is likely that, in the
first year of their development, the learners’ competence will be less obvious.
However, by the second year of their studies they should be observed clearly
practising in a competent manner.

It is essential, therefore, that the Professional Practice Log demonstrates learner
progression and skills over the two years of their studies.
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The work placement supervisor role

The role of placement supervisors in the validation and assessment of this log is
pivotal. Placement supervisors are in the unique position of being able to observe
learners in a professional setting, operating as a trainee over a period of time.

The role of placement supervisor requires careful appointment. The role should be
filled by a suitably qualified person within the setting eg nursery manager/room
supervisor, nursery teacher, senior nursery nurse, class teacher. Supervisors should
hold one of the following qualifications

e an early years teaching qualification in Key Stage 1, 2 or the Foundation Stage

e a childcare qualification at Level 3 or above plus two years post qualifying
experience

e a paediatric nursing or health visiting qualification
e asocial work qualification with experience in family/early years work.

Supervisors need to emphasise the importance of ownership of the log by the learner.
Supervisors should support and encourage their learners in the identification of
suitable events and evidence in the early days of the training, encouraging learners
to take full responsibility for their logs.

The correct assertion of learners’ competence to practice is crucial to the credibility
of this and other early years qualifications. Placement supervisors must feel
comfortable in refusing to sign records of evidence from learners if they do not feel
that the learner is competent in the task(s). Equally supervisors should be
comfortable in awarding credit where it is due, even if it is only for one assessment
criterion.

The learners’ log of time spent in placements should be countersigned by the
supervisor to confirm that sufficient hours have been spent by learners in their
practical settings.

Observation/assessment visits by course tutors should support both the learner and
the supervisor. Tutors will need information from, and discussion with, placement
supervisors in order to complete the assessment forms. Visits from tutors should
normally occur at least twice in each placement and more often where issues are
identified as requiring further support.

The quality assurance process

The role of the external verifier

Edexcel appoints a vocationally qualified external verifier to each centre to ensure
quality and consistency of assessments. The external verifier will inspect all
Professional Practice Logs during centre visits.
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Professional practice
forms
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CCLD3

Teacher/tutor visit/observation form

Teacher/tutor:

Learner: Date:

Details of placement:

Age of children 0-1 year 1-3years  3-5years 5-8 years
Supervisor:
Observation visit (1) (2) (other)

Notes for guidance

At each visit the teacher/tutor must spend time observing the learner working with
the children in the placement. Learners should explain their intended activity to the
teacher/tutor and for planned activities produce an activity plan with room for self-
evaluation.

Comments on the outcomes must refer to observed activities, responses, etc, not to
reports from the placement supervisor or verbal descriptions of work done by the
learner. Evidence of this nature should be included in a reference section.

The form must be completed on site and signed by all three parties, and a separate
form completed for each visit to each placement.

A copy should be kept in the learner’s log as well at the centre.
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Supervisor’s comments

In this section of the form the teacher/tutor can note any issues/comments discussed with the
supervisor.
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CCLD3

Activities observed/discussed

The teacher/tutor needs to comment on the coverage of outcomes,
evidence seen and assessment criteria met.

Outcome 1

Outcome 2

Outcome 3

Learner comments

Professional Practice Assessment Log - Edexcel Level 3 BTEC National Certificate and Diploma in 17
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CCLD3

Activities observed/discussed Learner comments

The teacher/tutor needs to comment on the coverage of outcomes,
evidence seen and assessment criteria met.

Outcome 4

Outcome 5

Other evidence/comments

Signed and dated Signed
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CCLD4

Supervisor assessment of achievement of professional practice outcomes

(To be completed after each placement and as required.)

Learner:

Date of commencement of training:

Date:

Number of hours placement in setting:

Outcomes

Strengths

Areas for development

1

Understand
roles and
responsibilities
within the
children’s care,
learning and
development
sector

Be able to
observe and
identify the
individual needs
and skills of
children

Know how to
respond to
children’s needs
through care
routines and
procedures
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CCLD4

Supervisor assessment of achievement of professional practice outcomes

Outcome Strengths Areas for development

4 Know how to
promote a
stimulating
learning
environment for
children

5 Be able to
reflect on own
practices in
work placement
experiences
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CCLD4

Comments and signatures

Placement supervisor

Signature:

Comments:

Action required:

Learner

Signature:

Comments:

Teacher/tutor

Signature:

Comments:

Action required:

Date of next review:
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CCLD5
Teacher/tutor assessment of achievement of professional practice
outcomes

(To be completed after each placement and as required.)

Learner: Date of commencement of training:

Date: Number of hours placement in setting:

Outcomes Strengths Areas for development

1 Understand
roles and
responsibilities
within the
children’s
care, learning
and
development
sector

2 Be able to
observe and
identify the
individual
needs and
skills of
children

3 Know how to
respond to
children’s
needs through
care routines
and
procedures

Professional Practice Assessment Log - Edexcel Level 3 BTEC National Certificate and Diploma in
Children’s Care, Learning and Development - Issue 1 - August 2007 © Edexcel Limited 2007

23




CCLD5

Teacher/tutor assessment of achievement of professional practice
outcomes

Outcome Strengths Areas for development

4 Know how to
promote a
stimulating
learning
environment
for children

5 Be able to
reflect on own
practices in
work
placement
experiences
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CCLD5
Teacher/tutor assessment of achievement of professional practice
outcomes

Comments and signatures

Teacher/tutor

Signature:

Comments:

Action required:

Learner

Signature:

Comments:

Date of next review:
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CCLDé6

Final statement of competence for

This form must be completed by the course teacher/tutor following successful
completion of all early years professional practice outcomes.

Type of placements and age group covered
1

Date of commencement of training: Date:

Outcomes Strengths Comments

1 Understand
roles and
responsibilities
within the
children’s
care, learning
and
development
sector

2 Be able to
observe and
identify the
individual
needs and
skills of
children

Professional Practice Assessment Log - Edexcel Level 3 BTEC National Certificate and Diploma in
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CCLDé6

Outcome Strengths Comments
3 Know how to

respond to

children’s

needs through
care routines
and
procedures

4 Know how to
promote a
stimulating
learning
environment
for children

5 Be able to
reflect on own
practices in
work
placement
experiences

Additional comments:

Teacher/tutor signature and date:

Centre address and official stamp:
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