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How to Contact Us

For further information about any of our courses, please contact

Mary La-Touche

Centre for Teacher and Management Training

City Lit

Keeley Street

London WC2B 4BA

Telephone:  
020 7492 2537

Fax: 

020 7492 2736
Email:

training@citylit.ac.uk
Information about our programme, including more detailed course outlines, can also be found on our website

www.citylit.ac.uk
Applying for our courses

Please note that almost all our courses are ‘starred’ and it is not possible to enrol directly using a general City Lit enrolment form.  See page 12 for further information on application procedures.

Equal Opportunities, Race Equality and Inclusion

We particularly welcome, and actively support, applicants from black and ethnic minority communities, Disabled learners and learners with specific learning requirements.  

The City Lit equal opportunities statement can be found in the City Lit Student Handbook available at City Lit.
See page 13 in this guide for general information about additional support for learners with specific requirements.  More detailed information about services and support available is on the city lit website www.citylit.ac.uk
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Centre for Teacher and Management Training
The Centre for Teacher and Management Training has been offering professional development to teachers and trainers of adults since 1970.  We train people working in a wide variety of lifelong learning contexts: adult, community and further education, the voluntary sector, work-based learning and a variety of public and private organisations. Our training staff is all experienced trainers who have themselves worked as teachers and managers for many years in adult and continuing education.

If you are a teacher, or intending teacher, of adults, you can study at the Centre for Teacher and Management Training part time and gain nationally recognised qualifications at a variety of levels.  Most of our courses are in-service (that is you need to be teaching in a relevant area) but some are open to anyone with relevant subject qualifications.
We additionally offer a Management Programme, available in a separate guide.   
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Training to teach in the Lifelong Learning Sector:  Units and qualifications
Award in Preparing to Teach in the Lifelong Learning Sector (City and Guilds 7303)
	Unit Name 
	Credit value
	Level 
	Related Qualification 

	Preparing to Teach in the Life Long Learning Sector (PtLLS)
	6
	3
	C&G 7303 Award


Certificate in Teaching in the Lifelong Learning Sector (City and Guilds 7304) 
	Unit Name 
	Credit value
	Level
	Related Qualification 

	Preparing to Teach in the Life Long Learning Sector (PtLLS)
	6
	3
	Certificate Part 1 C&G 7304 



	Planning and Enabling Learning 
	9
	4
	Certificate Part 1 C&G 7304 

	
	
	
	

	Principles and Practice of Assessment 
	3
	4
	Certificate Part  2 C&G 7304

	Equality and Diversity 
	6
	4
	Certificate Part  2 C&G 7304

	Addressing functional skills 
	n/a
	4
	Certificate Part  2 C&G 7304

	
	
	
	


Certificate in Education/Professional Graduate Certificate in Education 
	Unit Name 
	Credit value
(CATS)
	Level 
	Related qualification

	Planning and Enabling Learning (incorporating PTLLS)
	15
	4
	Cert Ed/PGCE Yr 1

	Theories and Principles for Planning and Enabling Learning
	15
	4
	Cert Ed/PGCE Yr 1

	Enabling Learning and Assessment 
	15
	4
	Cert Ed/PGCE Yr 1

	Additional specialist unit/s
	15
	4
	Cert Ed/PGCE Yr 1

	
	
	
	

	Wider Professional Practice 
	15
	5/6
	Cert Ed/PGCE Yr 2

	Curriculum Development for Inclusive Practice
	15
	5/6
	Cert Ed/PGCE Yr 2

	Continuing Personal and Professional Development 
	15
	5/6
	Cert Ed/PGCE Yr 2

	Additional specialist unit/s
	15
	5/6
	Cert Ed/PGCE Yr 2

	
	
	
	


Which course is appropriate for you?
1
National qualifications for the Lifelong Learning Sector

The requirements for teachers working in the lifelong learning sector were changed in September 2007.  All courses must now meet new national standards and be nationally approved.  The qualifications and the units required at each stage are shown on page 5.
All our qualifications meet the new standards, and are targeted at intending or in-service teachers working in the adult, community and continuing education sectors.  They will, however, be recognised in any area of lifelong learning, including Further Education Colleges.  The courses are designed for teachers of most subjects as they focus on teaching skills, not subject knowledge. Please note we do not accept teachers of Literacy, Language and Numeracy (see page 14 for advice).  Modern Foreign Language teachers will need to do an initial specialist training in language teaching before joining us (see page 14). 
The course you should choose depends on how new you are to teaching and your role in the lifelong learning sector.

2
Which qualification should I take?
The following is a guide to each programme and who it’s appropriate for.

City and Guilds 7303 Award in Preparing to Teach in the Lifelong Learning Sector (PtLLS) 
All teachers intending to work in lifelong learning or new to the sector (entered employment post September 2007) must achieve Preparing to Teach in the Lifelong Learning sector within a year of starting work. 

If you are an intending teacher, or teach occasionally for not many hours, you should apply for City and Guilds 7303.

City and Guilds 7304 Certificate in Teaching in the Lifelong Learning Sector Part 1

If you are currently teaching part-time (4 hours a week or less), we will usually advise you to start working towards your C& G 7304.  You should gain this qualification within 5 years if you started teaching after September 2007.  
In Part 1 you will achieve two units -  PTLLS and an additional unit called ‘Planning and Enabling Learning’.  Achieving this additional unit will get you started on your next stage of training.
City and Guilds 7304 Certificate in Teaching in the Lifelong Learning Sector Part 2
Once you have completed the Certificate Part 1, if you are very part-time, you can complete 3 additional units through blended learning to achieve your full qualification.  

You can also join Part 2 if you have some legacy qualifications, such as City and Guilds 7407 Stage 1. 
Professional Graduate Certificate in Education (PGCE)/ Certificate in Education (Cert Ed)
This 2 year qualification is the full national qualification for teachers in the sector and you should complete this if you are a substantial teacher, or intend to be one.  If you started your employment post September 2007, you should complete this qualification within 5 years.  The Cert Ed/PGCE is appropriate for you if you 
· Teach 5 hours a week or more (or equivalent p.a.)
· Design courses and materials that you evaluate

· Are responsible for assessment on your programme
· Teach at more than one level
Credit Values of qualifications

Each unit in the new system has a credit value and you can check these in the diagram on page 5.  As these are national qualifications, these units are transferable between training providers 

The ‘minimum core’

This is a set of core requirements relating to knowledge, understanding and personal skills in English, Maths and ICT.  All teachers in the lifelong learning sector need to achieve these.  The ‘minimum core’ is included in all our programmes.  You will be expected to demonstrate your personal skills in these areas by the time you complete your full qualification.

Registering as a practitioner

The Institute for Learning (www.ifl.ac.uk) registers teachers who work in this sector and awards practitioner status.  There are 3 levels of recognition (see below) depending on your role and the qualification you achieve.  In the case of ATLS and QTLS, you will need to complete a period of ‘professional formation’ once you are qualified.
Threshold Licence to Teach

You can register with the Institute for Learning (www.ifl.ac.uk) once you have achieved Preparing to Teach in the Lifelong Learning Sector (City and Guilds 7303)  
Associate Teacher, Learning and Skills (ATLS)

The Certificate in Teaching in the Lifelong Learning Sector (City and Guilds 7304) is needed to apply for professional teaching status as an Associate.
Qualified Teacher, Learning and Skills (QTLS)

QTLS is a full licence to practice in the sector.  A PGCE/Cert Ed is needed in order to apply for full status. 
Maintaining your teaching status

Once you have achieved your practitioner status, you are required to maintain this through Continuing Professional Development each year. 

For more information on the requirements for professional status visit www.ifl.ac.uk
City and Guilds 7303 Award in Preparing to Teach in the Lifelong Learning Sector (PtLLS) 
(for intending teachers of adults/those who teach occasionally)

Tutors:  Sandie Alden, Heléne Ferguson, Lorraine Enstone, Laila Shariff
This is an introductory professional training course at Level 3 for people interested in teaching/training adults, or who are teaching a few hours a year. It will provide you with a basic toolkit of skills.  The course serves as a useful first ladder into paid employment - in adult, community or further education, in the voluntary sector, trade unions or at work.  It is also a ‘threshold licence to teach’ and is required before, or as, you start work. 
To apply you should be over 21 and have a qualification and/or substantial experience in the subject you want to teach. You will also need to demonstrate you have the written and oral communication skills necessary to complete successfully. 

C & G 7303 courses available 2009-2010
	Course Code
	Day
	Times
	Dates
	Sess-ions
	Closing Date

	TD501
	Saturdays
	10:30 – 16:30
	26 Sep – 12 Dec
	10
	3 Jul

	TD502 
	Tuesdays
	10:30 – 16:30
	12 Jan – 23 Mar
	10
	13 Nov

	TD503
	Tuesdays
	10:30 – 16:30
	20 Apr – 6 Jul
	10
	5 Mar


Certificate in Teaching in the Lifelong Learning Sector (C&G 7304) Part 1 
(for practising teachers in further, adult and community education)
Tutors:  Heléne Ferguson, Luli Harvey
If you are teaching regularly part-time, you should start with this Level 4 course. You will complete the introductory award in teaching (PtLLS) plus Planning and Enabling Learning - a core unit on both the Certificate and Cert Ed/PGCE programmes. 
This is an in-service course so you must be teaching a group of adults for 2 hours a week or equivalent during the course. The requirements are:
· a qualification in your subject at level 3

· a minimum of 20 hours teaching during the course.
· written and oral communication skills at level 2 (GCSE level) – you will complete an initial assessment of your English when you apply.
During the course, you will explore key issues in teaching: initial assessment, course and lesson planning, teaching methods and resources, group management, differentiation, assessment, evaluation, inclusive learning and diversity.  You will do so in a lifelong learning context.  
You will need to have the support of a mentor in your organisation and you will be observed teaching in your place of work three times, twice by the course team and once by your mentor.  You will also prepare a final portfolio of assignments.
Certificate Part 1 courses available 2009-2010:
	Course 
Code
	Day
	Times
	Dates
	Sess-ions
	Closing Date

	TD504
	Tuesdays
	10:30 –16:30
	22 Sep – 15 Dec 
	12
	3 Jul

	TD506 
	Saturdays
	10:30 –16:30
	17 Apr – 17 Jul 
	12
	5 Mar


Certificate in Teaching in the Lifelong Learning Sector (C&G 7304) Part 2 
Tutors:  Khorshed Bhote, Luli Harvey, Stuart McKenzie, Jackie McCartan, Anna Richie, Annabel Steward

If you are teaching part-time, and you have completed the Certificate in Teaching Part 1 (PtLLS and Planning and Enabling Learning) you can complete additional units to achieve the full Certificate at Level 4 through blended learning – part attendance and part online activities. You can also apply for Part 2 if you have some ‘legacy’ qualifications, such as City and Guilds 7407 Stage 1. 

You will complete 3 units: assessment, equality and diversity, and addressing functional skills in literacy, language, numeracy and ICT. (We may be able to offer a wider range of units as they become available).You will need to record 10 hours of teaching and be observed once by a course tutor. We will give you a diagnostic maths test, and check your ICT skills when you apply.  
Certificate Part 2 courses available 2009-10
	Course Code 
	Day
	Times
	Dates
	Sess-

ions
	Closing date

	TD505 
	Sat
	10.30-16.30
	16 Jan – 27 Mar 
	8
	4 Dec

	TD519
	Fri
	14:30 –17:30
	16 Apr – 9 Jul 
	12
	5 Mar


Planning and Enabling Learning Unit (freestanding)
Tutors:  tba
This is a core unit for the Certificate in Education (C&G 7304). You should take this unit if you have City and Guilds 7302 or 7303, or you have been teaching regularly for 1 year or more.  The Unit covers the core skills of teaching in more depth than on very initial training.  You will be observed teaching three times during the programme and you should have a mentor from your organisation, normally a specialist in your subject area, who will carry out one of the visits. 

	Course

Code
	Day
	Times
	Dates
	Sess-ions
	Closing Date

	TD518
	Fridays
	14.30-17.30
	8 Jan – 26 Mar 
	12
	20 Nov


Maths for Trainee Teachers 
Tutor:  Luciano Rila

This workshop is for trainees on any of our teacher training courses.  It is designed to support you in brushing up your maths skills to level 2 and you will have the opportunity to take the national numeracy test.

	Course Code
	Day
	Times
	Dates
	Sess-ions
	Closing Date

	TD113
	Saturdays
	10.30 – 13.00
	30 Jan –13 Mar 
	6
	n/a


Professional Graduate Certificate in Education (PGCE)/Certificate in Education (Cert Ed)
(Note: at the time of going to press we are still in the process of validating this route.  Full details of the awarding institution will be available in summer 2009)

Lead Tutors: Sandie Alden,  Khorshed Bhote, Wendy Moss

The PGCE/Cert Ed is a two year part-time course for teachers working in a full teaching role in the lifelong learning sector.  You can either achieve a Certificate in Education (Level 5) or, if you are a graduate, a Professional Graduate Certificate in Education (Level 6).
Our course has a focus on those working with adults. This can be in a wide variety of settings, such as Adult Education, Adult and Community Learning, Further Education Colleges, or Work-based Learning.  The qualification will entitle you to teach anywhere in the lifelong learning sector, including Further Education Colleges, and is a necessary step towards achieving the new QTLS (Qualified Teacher in Learning and Skills) status.

There is an evening and a day route for the first year, and one daytime route in the second year.  For most of the programme, mornings will be spent in class, and afternoons in tutorials, workshops or personal study. You should plan for an additional 5 hours a week in home study.
Key entry requirements are normally
· a level 3 qualification in your subject, 
· a PTLLS qualification, or have been teaching regularly for one year. 
· 5 hours a week teaching (or equivalent).  
· English and communication skills at level 2. 

Your employer will need to provide you with a mentor who is a specialist in your subject/context.

Cert Ed/PGCE Course Dates 2009-10
	Course Code
	Course
	Day 
	Time
	Dates

	TD508
	Year 1 
	Fridays
	10.30 – 16.30
	25 Sep – 9 Jul

	TD507
	Year 1
	Wed eves
	18.00 – 21.00
	23 Sep – 7 Jul 

	TD509
	Year 2 
	Thursdays
	10.30 – 16.30
	24 Sep  - 8 Jul 


You will also need to attend a pre-course induction day.

This is a two year programme, but it is possible for you to pause between the first and second years.  You will receive an interim Certificate if you complete one year.

Accreditation of Prior Learning 

You can apply for direct entry to Year 2 if you have Diploma in Teaching in the Lifelong Learning Sector Year 1 units or City and Guilds 7407 Stage 2, or equivalent. 

It may be possible for you to be exempted from certain elements of the course if you have considerable prior teaching experience or you have completed other training which is equivalent.  We will ask you to provide us with evidence of your existing knowledge and skills. 

Finance

A mandatory award is available for this course (see page 12).  Applicants are also eligible for student loans.  

For more details contact 
Cert Ed/PGCE Year 1:  
Khorshed Bhote, Khorshed.Bhote@citylit.ac.uk; 




tel 020 7492 2534
Direct entry to Cert Ed/

PGCE Year 2:  

Wendy Moss, Wendy.Moss@citylit.ac.uk  




tel 020 7492 2533
Management and Coaching Programme
We offer the following courses for staff in management roles in the public and private sectors.  For more details, please contact us or visit our website www.citylit.ac.uk
.
TD206 ILM Award in Leadership and Management Skills (a practical course which looks at the concept of leadership and the main areas of skill required of good leader-managers) 
10 Thursdays, 14.30 – 18.30, 24 Sep – 10 Dec
Contact Wendy Moss t. 020 7492 2533  e. Wendy.Moss@citylit.ac.uk
TD203 and TD204  ILM Level 3 Certificate in Coaching Skills (practical skills and theory needed by managers or experienced staff taking a mentoring/coaching role).

TD203  7 Thu  14.00 – 18.00   14 Jan – 25 Feb 

TD204  9 Tue   18.00 – 21.00  20 Apr – 29 Jun
Contact David Rogers: t. 020 7492 2537 e. David.Rogers@citylit.ac.uk
How to apply for our courses
Contact us by phone or email, and we will send you an application form and entry criteria. Return the form to us before the published closing date.  (We accept applications after this if there are still vacancies.)  Most courses require an interview. 
You must attend a course briefing and interview for all teacher training programmes. We will also assess your oral and written English.  For the Certificate and Cert Ed/PGCE you will be asked to complete a diagnostic maths test, and we will check your ICT skills.  
Fees 2009-10 
	Name of Programme
	Full fee inc. certificate
	Concessions

	City and Guilds 7303 Preparing to Teach in the Lifelong Learning Sector (Ptlls)
	£290
	£130

	Certificate in Teaching in the Lifelong Learning Sector Part 1
	£380
	n/a

	C&G 7304 Certificate in Teaching Part 2
	£285
	n/a

	Cert Ed/PGCE  Year 1
	£900 
	n/a

	Cert Ed/PGCE  Year 2
	£900 
	n/a

	C&G 7304 Planning and Enabling Learning Unit
	£220
	n/a

	Maths for trainee teachers (materials fee) 
	£25
	n/a

	ILM Award in Leadership and Management
	£520
	n/a

	ILM Award in Coaching 
	£378
	n/a


City Lit Staff 
If you teach 20 hours or more for City Lit, you will pay either no fees, or part-fees depending on the course and how many hours you teach.  Please note: you are not able to attend our programmes under City Lit staff reduced fee scheme. For further information, contact Brenda Foulds, Staff Development on Brenda.Foulds@citylit.ac.uk , tel: 020 7492 2686
Student Grants and Loans

Students registered on the Cert Ed/PGCE are eligible for a maintenance/special support grant (non income assessed) and possibly more depending on income, providing they meet residency requirements.  You are also eligible for a student loan towards tuition fees and living costs. 
You should apply as soon as possible, and not wait for your place to be confirmed.  Grants and loans are paid directly to you, not City Lit, and you will need to pay your fees to us at the beginning of the course, whether or not your grant has arrived.  We will send you details of how to apply with your course information pack. 
Help with fees

If you have difficulty with fees, please speak to City Lit Information and Advice as soon as possible.  You do not have to wait until you are offered a place:  tel: 020 7492 2500; email: advice@citylit.ac.uk.

City Lit can offer the following; depending on circumstances:

· Payment by instalment if your course lasts for longer than one term

· Support with travel and books for those on a low income/benefit

· Help with applying for bursaries

Additional Support and Special Requirements
The CTMT is committed to good inclusive practice in training.  A range of additional support services are available. Additionally we will give you on course guidance with your studies and tutorial help.

If you have special requirements due to a disability, please contact the access to learning section as soon as possible on 020 7492 2506, or email accesstolearning@citylit.ac.uk.  Do not wait until you have been offered a place. 
Training to Teach Specialist Subjects at City Lit
There are a range of specialist teacher training courses run by other departments at the City Lit. You should contact these departments directly.

Teaching Complementary Therapies (City and Guilds 7303). 
This department also offers specialist training in teaching particular subjects, such as Pilates. Contact: Frances Sturt or Moe Casey, Health and Movement Studies, 020 7492 2623.  Email health&movement@citylit.ac.uk
Teaching Adults with Learning Difficulties and Disabilities (City and Guilds 7303).  This introductory course is for people who are working with or intend to work with people with learning difficulties and disabilities.
Contact:  Michael Donlevy, 020 7492 2587; m.donlevy@citylit.ac.uk
Teaching Modern Foreign Languages (City and Guilds 7303)
This introductory course is for those wishing to teach their mother tongue in Britain... Contact the Languages Department on 020 7492 2643; email languages@citylit.ac.uk
Training Courses in Deaf Education
Contact 020 7492 2725 (voice) 020 7492 2746 (textphone) 020 7492 2745 (fax) or email deafedu@citylit.ac.uk.  
· City & Guilds 7303 for deaf and hearing teachers with BSL Level 2 (delivered in British Sign Language)
· City and Guilds 7304 for those teaching British Sign Language or working with Deaf students. (delivered in British Sign Language) 

· Lipreading Teachers Training Course (Certificate in Teaching in the Lifelong Learning Sector (C&G 7304) Part 1) –  4 full time block intensive course for those wishing to teach Lipreading to Adults. 
Training to Teach Adult Literacy, Numeracy or ESOL (English for Speakers of Other Languages)
If you are teaching, or want to teach, a Skills for Life subject (Adult Literacy, Numeracy or ESOL) then the government requires you to take a subject specialist training course. We do not currently offer these at City Lit.  For information on courses available in London, contact. 
Talent helpline: 
t. 020 7911 5372 or e. advice@talent.ac.uk
Institute of Education (qualifying courses in Hackney, City and Islington and Tower Hamlets). Contact Nancy Cranham  t. 020 7612 6562
e. n.cranham@ioe.ac.uk 
LLU+ Southbank University:   t. 020 7815 6497 (Tuesdays, Thursdays or Fridays) or e. s.thomas@lsbu.ac.uk
How to find us:
Nearest Tube: 
Holborn, Covent Garden, Temple.

National Rail:  
Waterloo and Charing Cross

For further directions, see our website:    www.citylit.ac.uk 
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For more on course content, find the course outline on www.citylit.ac.uk
For details on how to apply and fees, see page 12 


