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Foreword

The Standards
Unit
We are committed to
the following
principles which
underpin all our work:


We will recognise
and celebrate
excellence in the
post-16 sector.



We will recognise
and celebrate
diversity.



We will be open
and participative in
our approaches to
development.



We will recognise
barriers to
excellence and be
supportive of those
working in
challenging
contexts.



We will challenge
underperformance.

Success for All is a partnership between the DfES Standards Unit and
the Learning and Skills Council (LSC).The Standards Unit leads on
Themes 2 and 3 and the LSC on Themes 1 and 4:


Theme 1 – meeting needs, improving choice



Theme 2 – putting teaching, training and learning at the heart of
what we do



Theme 3 – developing the leaders, teachers, training and support
staff of the future



Theme 4 – developing a framework for quality and success.

The Standards Unit was set up in January 2003 to embed excellence
in teaching, training and learning and to modernise and upgrade the
sector’s workforce. It acts as a catalyst, selecting priority curriculum
areas for action and harnessing the work of partners to improve
quality in the post-16 learning and skills sector – in FE and sixth form
colleges, sixth forms in schools, work-based learning, adult and
community learning and the prison service.
The Unit’s staff includes officials and expert practitioners seconded
from colleges and other providers and the inspectorates.This core
team is supported by call-off consultants, whose expert knowledge
enables delivery in a range of areas.The work of the central team is
supported by nine regional offices who are crucial to the national
dissemination of the teaching and learning resources and the
delivery of step improvements across the country.The Unit selects
curriculum areas because of their importance to the economy and
social inclusion and because inspection outcomes show there is
room for improvement
To support the improvements required, the Standards Unit is also
providing national free training in coaching for teachers and trainers
who have been nominated as Subject Learning Coaches by their
managers.The programme is designed to provide professional
training for Subject Learning Coaches so that they can work
confidently with colleagues to further improve teaching, training
and learning in their subject area. It is a new and exciting programme
which is being embedded through subject networks, where Subject
Foreword
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Learning Coaches from different backgrounds meet to share best
practice and develop their coaching skills. If you would like to know
more about becoming a Subject Learning Coach, why don’t you
speak to your Standards Unit Regional Director or look at
www.successforall.gov.uk.

This health and social care resource will be a valuable reference in
network meetings when Subject Learning Coaches are discussing
the health and social care curriculum.We hope you will find this a
useful resource and we look forward to receiving your comments
and feedback.
Jane Williams
Director of Teaching and Learning
Head of Standards Unit
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Introduction

The seven teacher and trainer
handbooks are linked to the
seven learner observation
booklets.The booklets are
designed for learners undertaking
a level 3 qualification in early
years. On completion of the first
six booklets, the learners will have
developed the skills and
understanding essential to
complete an observation to
professional standards.The
seventh booklet is an extension of
Booklet 3 – methods of
observation.Three of the
methods are dealt with in more
depth and detail.

NOTE

Guidance notes for
teachers and
trainers and a
specimen scheme of
work may be found
in Handbook 1.The
Teacher and trainer
key skills handbook
shows key skills
mapped to the
activities in Booklets
1–7c.

Working as an early years
practitioner is a very important
profession. It is a privilege to be
responsible for supporting
children as they become
confident and well balanced
individuals, able to take their
place in society. It takes many
skills to provide a firm foundation
for the future of a child.The most
important are the ability to make
objective observations, draw
appropriate conclusions and
prepare plans to encourage each
child to achieve his or her full
potential. Encourage your
learners to be unobtrusive
observers of children and they will
learn much that will help them to
develop these essential skills.

Effective observation is a
sophisticated skill essential for
working in a variety of early years
health and social care settings.
Observation skills are applicable
through all vocational sectors and
work-based learning
environments. Rigorous
observation processes demand
many high level skills including
recording, reviewing, monitoring,
interpretation and evaluation.
The teacher and trainer
handbooks provide ideas,
resources and guidance to assist
you in planning and organising
learning.The handbooks aim to
stimulate ideas to help you to
improve teaching and learning
but are not definitive guides.The
seven teacher and trainer
handbooks link to the learner
observation booklets and may be
used flexibly to meet the needs of
individual learners.You may
decide to use individual sessions
for other programmes. For
example, Handbook 6 would work
well as part of an induction
programme for most courses.
Throughout this handbook we
refer to the following
publications: Foundation Stage
Profile Handbook and Birth to Three
Matters – both DfES publications,
produced by Sure Start.
Introduction
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The seven teacher and trainer
handbooks support each of the
following learner observation
booklets:
Handbook 1
How to develop good
observation skills
Handbook 2
How to plan and record
observations
Handbook 3
How to choose methods of
observation
Handbook 4a
How to make sense of your
observations.
Part 1: Interpreting your
observations – milestones and
norms.

8

Handbook 5
How to make sense of your
observations
Part 2: Conclusions and
recommendations
Handbook 6
How to use references and
bibliographies
Handbook 7a
Supplement to Booklet 3:
methods – checklists
Handbook 7b
Supplement to Booklet 3:
methods – graphs and charts
Handbook 7c
Supplement to Booklet 3:
methods – time and event
sampling

Handbook 4b
How to make sense of your
observations.

Each handbook is subdivided
into three sections:

Part 1: Interpreting your
observations – theorists and
expert opinion

2. Activities.

Observation teacher and trainer handbook 7a

1. Session plan.

3. Resources.
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Teacher and trainer notes – Session 7a

Checklists

Session plan
Methods

What you will need to do for
this session:


Read this handbook.



Read learner observation
Booklet 7a.



Photocopy enough copies of
Booklet 7a for your learners.

The resources you will need for
this session:


Booklet 7a.



Teacher and trainer
handbook 7a for instructions
for activities.









The Observation key skills
teacher and trainer
handbook.
Resources (handouts and
OHTs) from the back of the
teacher and trainer
handbook.
Birth to 3 matters, Foundation
Stage Profile Handbook,
National Curriculum – Key
Stage 1.
Remember to identify any
potential barriers to
individual learning. Build in
plans to help each learner to
achieve success.Where
possible work with a
colleague specialising in

language, literacy and
number (LLN) ensuring
learners are able to acquire
the skills (LLN) or apply the
skills (key skills) to meet
individual need.
The session:


introduction;



methods of observation
(revision);



Activity 1 – developmental
checklist using rating scale;



areas of development
(revision);



Activity 2 – linking behaviour
to developmental
milestones;



Activity 3 – matching
behaviour to milestones;



Activity 4 – using a transcript
to complete a
developmental checklist;



revisit transcript to highlight
advantages and
disadvantages of checklist;



finding a suitable checklist;



review and consolidation
and How did I do?



teacher or trainer evaluation.
Checklists
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Teacher or trainer activity

Introduction
Introduction to the session – to practise
using developmental checklists.
Introduce aims and objectives of the session.
Recap on previous sessions and booklets
using a range of methods to include all
learners, for instance quizzes, charts and
focused questions.
Give out Booklet 7a and give learners a few
minutes to familiarise themselves with the
booklet.

Task

10 minutes

Look through Booklet 7a.

Discuss content of session.
Discuss previous sessions
and recap on Booklets 3, 4a,
4b and 5.

Learner activity

By the end of the session, learners will be able to:

use a checklist with rating scales;

link areas of development to the foundation stage curriculum;

match behaviour to developmental milestones;

identify advantages and disadvantages of using a developmental checklist;

identify a suitable checklist.

Objectives

Number on register:

Booklets 3, 4a, 4b, 5
and 7a.

Resources

Learners are clear about
the aims and objectives
of the session.

Learner outcomes

11:04 am

Aim:

Practise using developmental checklists

Using developmental checklists

Topic:

120 minutes

25/7/05

Date:

Length of session:

Observation

Unit:

10

Room:

Teacher or trainer:

Programme
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Spilt into groups.
Identify the 7 methods of
observation.
Record.
Feedback and discuss.

Read Booklet 7a, pp. 1–4
Complete Activity 1.
Feedback.

Methods of observation (revision)
Split learners into groups of 4.
Ask learners to identify the 7 methods of
observation as in Booklet 3.
Record on flipchart/whiteboard.
Discuss.

Activity 1 – Developmental checklist using
rating scale
Ask learners to read Booklet 7a, pp. 1–4 and
individually complete Activity 1.
Feedback in large group.

Areas of development (revision)
Discuss the importance of using the areas of
development when observing children.
In large group, learners identify the areas of
development.
Learners then identify the areas of learning
(foundation stage).
Learners make links between areas of
learning and areas of development.
Give out Handout 1/OHT 1 – areas of
development and links to the Foundation
Stage curriculum, p. 16.This is the starting
point for a large group discussion.

10 minutes

5 minutes

10 minutes

Handout 1/OHT 1.

Learners are able to
identify and record areas
of development and
make links to the areas of
learning within the
Foundation Stage
curriculum.

Learners identify stages
of development using a
rating scale.

Learners are able to
identify and record the 7
methods of observation.

Learner outcomes

11:04 am

Booklet 7a.

Booklet 3.

Resources

25/7/05

Discuss the importance of
areas of development.
Identify areas of
development.
Identify areas of learning.
Compare and make links.
Record.
Use Handout 1/OHT1 as a
basis for discussion about
links.

Learner activity

Teacher or trainer activity

Task

Obs_TT7a.xp (4th)
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Session plan
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Activity 2 – Linking behaviour to
development milestones
Ask learners to read Booklet 7a, p. 5.
In pairs ask learners to complete Activity 2.
Learners place the child into the correct
developmental stage and age band within
stepping stones.
Feedback in large group.

Activity 3 – Matching behaviour to
milestones
In pairs ask learners to read and complete
Handout 2 – jumbled handout, p. 17.
Feedback and support with OHT 2 – answer
sheet, p. 23.
Discuss.

Activity 4 – Using a transcript to complete a
developmental checklist.
Ask learners to read Handout 3 – transcript of
observation, pp. 19–20.
Ask learners to read Handout 4.
In small groups learners complete checklist
attached to transcript.
Feedback and discuss.

5 minutes

20 minutes

30 minutes

Teacher or trainer activity

Task

Read Handout 3 – transcript
of observation.
Read Handout 4.
In small groups complete
checklist.
Feedback and discuss.

Handouts 3 and 4.

Learners are able to
identify and record
child’s achievements
using transcript and
developmental checklist.

Learners are able to
match behaviour to
developmental
milestones using a
relevant and appropriate
developmental checklist.

Learners are able to
match behaviour to
developmental
milestones using
curriculum guidance
from the Foundation
Stage curriculum.

Learner outcomes

11:04 am

Handout 2.
OHT 2.

Booklet 7a.
Foundation Stage
Profile Handbook
(QCA 2000).
Correct statement
identified (Physical
Development, p.
114 – in blue band,
age range 4–5
years).

Resources

25/7/05

In pairs read and complete
jumbled handout on
matching behaviour to
milestones.
Feedback and discuss.
Compare answers with OHT
2 answer sheet.

Read Booklet 7a, p. 5.
In pairs complete Activity 2.
Feedback in large group.

Learner activity
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Read Handout 5.
Discuss in large group.

Finding a suitable checklist.
Learners should read through Handout 5 –
finding a suitable checklist, p. 22, and discuss.
Reference should be made to cultural
perspectives when discussing devising
checklist. See Booklet 7a, pp. 5–7.

Review and consolidation
Glossary – complete Activity 3, p. 9. Learners
fill in new words or terms and discuss their
meaning.
How did I do?
Ask learners to complete Activity 4, p. 10 to
check learning.
Recap and evaluation
Check that aims and objectives of session
have been met.

Evaluation
Complete teacher or trainer evaluation in teacher
and trainer handbook, p. 14.

10 minutes

5 minutes

After the
session

Booklet 7a.

Learners are able to
identify what they have
learnt so far and areas
needing further
development.

Learners understand the
importance of using a
suitable checklist for
observation, and also
taking into account
cultural perspectives.

Learners are able to
identify the advantages
and disadvantages of
using checklists in
observation.

Learner outcomes

11:04 am

Handout 5.
Booklet 7a.

OHT 3.

Resources

25/7/05

Complete Booklet 7a,
pp. 9–10.
Any questions?

revisit transcript and
checklist and highlight
advantages and
disadvantages of using
checklists in observations.
Feedback.
Compare to OHT 3 – the
advantages and
disadvantages of checklists.

Revisit transcript to highlight advantages
and disadvantages of checklists
Learners should revisit transcript and
completed checklist and highlight the
advantages and disadvantages of using a
checklist for this observation.
Discuss.
Show OHT 3 – the advantages and
disadvantages of using checklists, p. 25.

15 minutes

Learner activity

Teacher or trainer activity

Task

Obs_TT7a.xp (4th)
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Review of:
b) what went less well and how to improve it

Review of:

a) what went well

Observation teacher and trainer handbook 7a

c) were the needs of all learners met?

11:04 am

Review of:

The needs of particular learners will be met in the following
ways:

(achieving differentiation)

(differentiation)

25/7/05

The following range of particular needs exist (these will have been
identified during the learners’initial assessment):

How the needs of all learners will be met

Identifying the needs of all learners

Teacher or trainer evaluation
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Resources

Booklet 7a

Checklists

Resoruces
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Handout 1/OHT 1

How areas of development link to the
Foundation Stage curriculum
PHYSICAL

P

INTELLECTUAL

I

CULTURAL &
RELIGIOUS

C

LANGUAGE

EMOTIONAL

SOCIAL

16
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L
E
S

PERSONAL, SOCIAL &
EMOTIONAL
DEVELOPMENT

COMMUNICATION
LANGUAGE & LITERACY

MATHEMATICAL
DEVELOPMENT

KNOWLEDGE AND
UNDERSTANDING OF
THE WORLD

PHYSICAL
DEVELOPMENT

CREATIVE
DEVELOPMENT
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Handout 2

Jumbled handout – milestones

Developmental milestones

Actual behaviour observed

Move spontaneously within
available space

Natalie finds the doll’s pushchair and picks up a
shopping bag. She fixes it to the pushchair and holds the
doll in her arms.Then she pulls the pushchair behind her
and waves to her friends saying,‘Bye, I’m going
shopping!’

Respond to rhythm, music
and story by means of
gesture and movement

Rashida pushes a wheelbarrow to the garden shed and
fills the wheelbarrow with plastic buckets.Then she
pushes it under the willow tunnel and tips out the
buckets at the other end. She goes back to the shed to
get some more buckets. She repeats this until there are
no more buckets left in the shed.

Can stop

Suzie kneels down to crawl into the large, round play
tunnel on the nursery floor.

Manage body to create
intended movements

Peter picks up a snail in the garden and runs along the
path to show it to the adult. He stops and stands still
when he sees an older child is coming towards him on a
tricycle.The older child stops and Peter steps off the path
onto the grass around the child and his tricycle.

Combine and repeat a range
of movements

James is playing follow my leader around the nursery
garden and when the person in front stops suddenly he
does too.

Jumbled handout – milestones
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Handout 2
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Developmental milestones

Actual behaviour observed

Negotiate an appropriate
pathway when walking,
running or using a
wheelchair or other mobility
aids both indoors and
outdoors

Vicky spends two minutes running in between the tyres
in the nursery garden and then sits down on one of
them.

Judge body space in relation
to area available when
fitting into confined spaces
or negotiating holes and
boundaries

Sunita stands on the stage and says ‘Look I’m a dancer!’
She twirls around and jumps up and down then curls
into a ball.

Operate equipment by
means of pushing and
pulling movements

Jamal is singing ‘Five little speckled frogs’with the class
at storytime. Jamal and four other children are standing
up and when one little frog falls into the pond, Jamal
jumps forward with both feet together.

Observation teacher and trainer handbook 7a
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Handout 3

Transcript for developmental checklist

This is a transcript of an observation of Hans,
aged 5 months in a large nursery which caters
for 70 children at any one time. Hans has been
attending nursery for 2 months

Nursery sequence
Hans is playing in the baby area with some
everyday household equipment on the floor
around him. He is sitting up, propped from
behind with cushions, and is trying to reach
for some of the objects that are near him. He
is trying to pick up a long string of shiny
beads. He is looking everywhere and his eyes
are very alert. Now he is picking up a long
brush – whoops he has fallen over and he is
lying on his back on a beanbag. He is holding
a brush which has a long handle (about 30cm
long and the diameter of a sweeping brush
handle). He is swapping it over from one hand
to the other, waving it back and forth and
holding onto the short brush end with one
hand and then swapping over and holding on
to the long wooden pole end with the other.
He keeps changing it back and forth from one
hand to the other; he is really trying to feel the
ends of the brush with the other hand.
He continues to lie on his back. He is holding
the brush up above his body with his arms
outstretched, pushing it up and down,
swapping it back and forth from one hand to
the other, practising constantly. Every now
and again he looks at and feels the brush end
of it. He is trying to feel it and catch hold of it.

An adult holds a large piece of purple net,
waving it across Hans’face. Hans tries to catch
hold of it. He catches hold of it with two
hands. He can see through it now.The adult
waves the net up and down.
Another child (aged about 3 years) comes
along and starts to play with a rattle which
makes a noise and attracts Hans’attention. He
looks up at her and as she moves the rattle
Hans’eyes follow her.The child now stands in
front of Hans so that he can see her and what
is happening and he looks intensely at her. He
holds out his left hand and points his finger
towards the sound of a gentle rattle noise.
Hans lets go of the brush and the wavy
netting in order to stop and listen to this. Now
the other child takes hold of Hans’finger and
plays with it gently but Hans moves his finger
away and picks up the wooden brush again.
Now the other little girl tries to attract his
attention by rattling the beads up and down
but he is still interested in the brush.
Hans is sitting up again and two adults and
the other little girl waft the long piece of net
in front of Hans. He holds a book looking as if
he is reading it.When he hears the noise of
the other little girl he turns to face her and he
keeps looking at the adults while putting the
net over his face. He has quite a motionless
expression on his face.

Transcript for developmental checklist
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Handout 3

Now another little child is playing nearby and
he turns his neck right around through 90
degrees to watch her. As the adult speaks to
him he turns his eyes.The adult holds a little
brush similar to the other bigger wooden
brush he had earlier. (It is a pastry brush.) The
adult is brushing Hans’face with it. He does
not move his arms at all. He looks at the
adult’s eyes and his mouth is open as she
brushes all over his face with the soft pastry
brush. Several children are coming and going
but Hans seems to be quite intent on
watching and feeling what is happening. Now
he takes hold of the brush from the adult.

Second sequence:
Outside in the nursery garden 2 months
later
Hans is 7 months old and he is playing out in
the garden – it is a sunny day in July. Hans is
playing in a very large sandpit with an adult
and another child is playing nearby.The other
child is older than him, probably aged about 2
years.There are a few large plastic cones
which are about 30 cm long, in the sand pit.
One large blue cone has six large dolly pegs
clipped on to it.
First of all one cone is standing up and when
it falls over Hans grabs hold of it by one of the

20
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pegs using his left hand.The adult comes
along and tries to play with him and Hans
pulls all the pegs off, one by one. After he pulls
all the pegs off the cone the adult looks
through the small end of the cone at Hans
and Hans smiles back. Hans tries to pull
himself up and semi-crawls to another blue
plastic cone. Hans rolls himself over and then
sits up in another part of the sand pit. He
holds on to a red bucket and investigates it
with his left hand, looking at what is
happening all around him. He is twirling the
bucket around and then another adult comes
along and speaks to him. (It is one of the
parents who is coming to pick up another
child.) Hans smiles at her and she tries to have
a little conversation with him, but he is still
holding on to the bucket.
An early years practitioner is holding Hans in
front of the camera. Hans is looking all around
and he has his mouth wide open and he looks
up at the canopy above him. Another adult is
playing with him as well and she is making
her fingers come towards him to tickle him.
Now she takes him from the other early years
practitioner and holds him up so that he can
see. He is looking very intently at the canopy
above him.
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Handout 4

Checklist for a 6-month-old baby

Note – you may add a typical observation front sheet to this checklist.
Developmental checklist
for 6 month old

Actual behaviour observed (write “not observed”
if the child does not demonstrate a milestone)

Fine motor skill
Reaches and grabs when a small toy
is offered
Uses whole hand (palmar grasp) to
pass a toy from one hand to the other
Pokes at small objects with their
index finger
Explores objects by putting them in
mouth
Sensory development
Adjusts their position to see objects
is visually very alert, and follows
another child’s or an adult’s activities
across the room with increased
alertness
Turns towards the source when they
hear sounds at ear level
Reference: Meggitt, C. and Sunderland, G., Child development: an illustrated guide, Oxford,
2000, Heinemann.

Checklist for a 6-month-old baby

21

Obs_TT7a.xp (4th)

25/7/05

11:04 am

Page 22

Handout 5

How to find a suitable checklist

There are many sources of checklists which are
used by a variety of professionals. Health
related associations provide checklists and
some of these can be accessed using websites.
Some of them are very specific and only
designed to be administered by qualified
health professionals, for instance health visitors
and paediatricians. Others are provided by
Local Education Authorities and relate to
children’s learning or social skills in group
settings. Some of these are designed to be
administered by qualified teachers while others
can be administered by early years
practitioners and teaching assistants.
You can either use standard checklists or draw
up one of your own.Whichever you use it is
important not to put the child in a ‘test’
situation. It is much better to make the
activities into a game. Here are some examples:


If you made up a checklist to find out what
colours the child knew you could play a
matching game with a group of children.



If you wanted to find out whether a child
could draw a person you could set up a
writing corner and provide pens and paper
to make cards, letters and books.You could
then suggest that the child makes one to
send to a family member which shows him
or her playing at nursery.



If you wanted to find out the child’s ability to
throw and catch a ball you could set up a
game outside.

22
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It’s a good idea to use a ‘norm-referenced’
checklist based on the age of the child to start
with.There are several child development
books from which to choose.They will give you
various expected levels of development in
several areas.You will also find the stepping
stones in the Foundation Stage Guidance (QCA
2000) can be made into a checklist as each
colour level builds on a previous statement in
the colour band above.
Remember: Many checklists may show
cultural bias because they have been based
mostly on Caucasian (white) children.You may
want to take this into account if you develop
your own checklist. For further information see
pp. 6–7 of Booklet 7a.
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OHT 2

Answer sheet

Developmental milestones

Actual behaviour observed

Move spontaneously within
available space

Vicky spends two minutes running in between the
tyres in the nursery garden and then sits down on one
of them.

Respond to rhythm, music
and story by means of
gesture and movement

Jamal is singing ‘Five little speckled frogs’with the class
at storytime. Jamal and four other children are standing
up and when one little frog falls into the pond, Jamal
jumps forward with both feet together.

Can stop

James is playing follow my leader around the nursery
garden and when the person in front stops suddenly
he does too.

Manage body to create
intended movements

Sunita stands on the stage and says ‘Look I’m a dancer!’
She twirls around and jumps up and down then curls
into a ball.

Combine and repeat a range
of movements

Rashida pushes a wheelbarrow to the garden shed and
fills the wheelbarrow with plastic buckets.Then she
pushes it under the willow tunnel and tips out the
buckets at the other end. She goes back to the shed to
get some more buckets. She repeats this until there are
no more buckets left in the shed.

Answer sheet
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OHT 2
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Developmental milestones

Actual behaviour observed

Negotiate an appropriate
pathway when walking,
running or using a
wheelchair or other mobility
aids both indoors and
outdoors

Peter picks up a snail in the garden and runs along the
path to show it to the adult. He stops and stands still
when he sees an older child is coming towards him on
a tricycle.The older child stops and Peter steps off the
path onto the grass around the child and his tricycle.

Judge body space in relation
to area available when
fitting into confined spaces
or negotiating holes and
boundaries

Suzie knelt down to crawl into the large, round play
tunnel on the nursery floor.

Operate equipment by
means of pushing and
pulling movements

Natalie finds the doll’s pushchair and picked up a
shopping bag. She fixes it to the pushchair and holds
the doll in her arms.Then she pulls the pushchair
behind her and waves to her friends saying,‘Bye, I’m
going shopping!’
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OHT 3

Advantages and disadvantages of
checklists
The child’s development is checked against a
list of specific ‘milestones’that should be
reached at a certain stage.
Advantages:

Simple and quick way of presenting and
using information.


Results are clear and easily understood.



Can be useful to combine with a
longitudinal observation when carrying out
a child study.



Can be used by parents and other carers.

Disadvantages:

Creates narrow and limited information.


Looking only for what is on the list.



Care must be taken to maintain objectivity.



It is tempting to put a tick against skills that
a child has demonstrated earlier.



May not give a true picture if the child is less
than co-operative on the day or if the child is
unwell.



The child should be unaware of being
observed, otherwise she or he may become
stressed. It is important to turn the
observation into a game, otherwise the data
will be invalid and/or unreliable.



Closed data and information means that
there is no record of how easily a child
achieved a task.

The same guide can be used for several
children to give a broader picture about the
group.This can indicate, for example, gender
differences or the fact that there are none.

Advantages and disadvantages of checklists
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The observation booklet

Welcome to the observation booklet

REMEMBER

This booklet is not
designed as a
distance learning
resource.The work
of the learners
should be discussed
with the teacher or
trainer and
appropriate
feedback should be
provided.

This booklet is designed for you and your learners to use in one or all
of the following ways:




As part of a taught session.
For learners to complete in their own time.
As part of a taught session and as part of learners’private or
independent study time.

The booklets are designed to have the covers colour-coded as
follows:








Booklet 1: red
Booklet 2: orange
Booklet 3: yellow
Booklets 4a and 4b: green
Booklet 5: blue
Booklet 6: purple
Booklets 7a, 7b and 7c: pink

Instructions
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Photocopy the cover on A4 paper of the correct colour.
Photocopy the booklet pages on A4 paper in the order they are
provided here.
Collate the cover and the pages, staple them using a long arm
stapler and fold in the middle to produce your A5 booklet.
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