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[image: image1.emf]APPLICATION FORM FOR BTEC COURSE

	Full Name
	First:
	Surname:

	Centre Address


	Centre Name:

	
	Street/Rd:

	
	Region/Town/City

	
	Post Code:

	Date of birth
	
	Contact Tel Number
	

	Gender (please circle)
	Male/ Female
	EOA  Membership No
	

	e-mail address



	

	The prices stated below include a £60 discount to fully paid members of the EOA.

Please tick the course you wish to apply for:

	· Level 2 BTEC Award Introduction to Administering Examinations:  £500

· Level 3 BTEC Advanced Award in Administering Examinations:     £600

· Level 4 BTEC Professional Certificate in Managing Examinations: £700 


	 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 




Method of Payment:

 FORMCHECKBOX 
  Please invoice my centre for £_______ 

 FORMCHECKBOX 
  I enclose a cheque made payable to The Examination Officers’ Association for £


Signed  ______________________ Print Full Name _____________________ Date


Once completed please either fax to 0118 975 8512 or post the form (& cheque if applicable) to:


EOA, London Road Campus (G3 – Building 19), University of Reading, Acacia Road, Reading. RG1 5AQ
If you are interested in a payment plan, please ring the EOA to discuss this before sending in the application form.

As well as being allocated your own personal tutor, we encourage students to contact each other to share good practice, or just network with other people in their locality also taking the same qualification.
Please sign below to give your consent for your details to be added to our networking list. The list is only available to other BTEC students and simply gives your name, centre, BTEC Level and e-mail address.
I give my consent for my details to my added to the BTEC Networking List _______________________

Office use only:

	Received Form
	
	BTEC Level
	
	Tutor
	

	Received Fees
	
	Start date


	
	Award requested date
	

	Registration Number
	
	
	
	
	


BTEC Courses – Introductory Information.

Once you, or your centre, have paid for the BTEC course you will be given:

· Information on how to access your ONLINE course 

· Access to Edexcel’s specification for the appropriate level

· Access to the EOA’s BTEC Networking list

· The name of your personal tutor 

You should be able to get started on your course straightway using the online tool.

The units for all the Levels cover the exam season/academic year – but you do not have to complete them in this order if it is more convenient for you to start elsewhere.

As you progress through the course you can submit work  to your tutor, who will be able to give guidance on content and presentation.  Your completed portfolio will consist of your workbook and evidence, that you have collected, to back up your work.   When your portfolio is completed it will be sent to your tutor for assessment.

The course may be done at your pace but we consider the following to be a guide: 

Level 2
Covers at least 1 exam season 
about 6 months

Level 3
Covers at least 1 exam season 
about 6 to 9 months

Level 4
Covers an academic year
about 12 to 15 months

There are 3 main times in the year when you can submit your completed portfolio for assessment - April, September and December.  We will ask you for an estimated completion date, but of course we can be flexible depending on your needs and circumstances.

Once your portfolio is submitted, it is assessed by your tutor and your work then becomes part of the BTEC internal and external verification process. Our experience is that this can take up to 2 to 3 months from the date of submission.

From time to time the EOA run BTEC workshops in different part of the country.  These give members the opportunity to collect ideas at the beginning of the course, or later to get advice on completing their portfolio.  

We realise that not everybody will either want, or be able, to attend one of these workshops.  Please be assured that it is NOT necessary to attend a workshop before starting your course as the ONLINE tool should guide you through the courses with a series of activities and tasks.

If you have any further queries please contact the EOA office on 0118 975 8552

 or e-mail info@examofficers.org.uk
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