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A comprehensive and practical guide to supporting the development of children and young
people in a variety of educational settings including primary, secondary and special schools as
well as extended schools. It also includes exercises to develop the TA's personal and
professional skills as well as key tasks which contribute to portfolio of evidence. Ideal for all
Level 2 and 3 NVQ and SVQ Teaching Assistants and support staff, Teaching Assistant's
Handbook 2nd edition is fully updated in line with the new National Occupational Standards.
Provides a coverage of units for the S/NVQ Level 3 Health and Social Care qualification in the
same format as the core Student Book.
A readable and structured guide for the increasing numbers of people each year who consider
setting up a small business or becoming self-employed. 'Business Planning' outlines the
options and risks involved in setting up a business. The importance of thorough planning is
often overlooked and only becomes evident if the business fails. This is highlighted in a recent
study by the SFEDI of 486 bankers and accountants where lack of planning was the most
common reason cited as to why businesses fail. 'Business Planning' shows how to avoid this
failure by focusing on the planning stage and building on this framework as the business
develops. This is the only book based around the Small Firms Enterprise Development
Initiative (SFEDI) for first time owner-managers. It contains all the underpinning factual
information required to prepare and present a successful Business Plan for presentation to a
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bank manager, or an alternative potential source of finance, or for use in an NVQ portfolio. It is
in line with the major syllabuses for Business Start-Up, and can be used as a course book for
anyone completing a formal NVQ level 3 qualification in this area, with tips on NVQ structure
and assessment.
An ideal companion to support apprentices throughout their on-programme learning.
Apprenticeship Handbook for Team Leader / Supervisor (Level 3) provides apprentices with all
the support they will need throughout the on-programme component of their apprenticeship. It
is a course companion that includes all the knowledge required by the apprenticeship Standard
and set out in the Pearson EPA specification, as well as providing opportunities for skills
development and an appreciation of appropriate behaviours in the workplace.
A resource for students, providing training in construction crafts. It covers the Craft Certificate
requirements, giving information that students need to pass their exam. It features exam style
multiple-choice assessment questions, which provide extra support for revision and exam
preparation.
An Introduction to Travel and Tourism is a new activity-based text to cover the GCSE in Travel
and Tourism. The text takes a workbook approach to the syllabus and includes many activities
to help reinforce learning and understanding. The writing style is appropriate for students at
this level. Over one hundred activities are included in the boos. The vary from simple tasks to
check recall or understanding in terms of more complicated activities requiring research and
leading to extended writing, planning, designing or discussion work. Many activities begin with
straightforward tasks that can be completed in class and go on to extension activities which
can be set as homework.
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This suite of resources offers providers a cost-effective way to provide support to candidates
through content written to match the NVQ, and more interactive learning materials used to
develop the understanding needed for the technical certificate.

'Public House & Beverage Management' provides students with a practical guide to the
management aspects of the licensed trade industry. 'Public House & Beverage
Management' introduces students to: * Key players * Variations in service offer * Types
of management arrangement (managed, leased, tenanted, franchise, freehouse) *
Customers and segments * Labour markets and employees * Key elements in the
business units * Retailing skills. The combined experiences of the authors are reflected
in the text, as between them they have a vast range of experience as: publican,
hotelier, chef and sommelier. Enhanced by this is their teaching and research covering
food service, cellar management, marketing and wines and spirit education.
Heinemann offers a total solution for those taking and delivering the new Level 2
qualification in health and social care, supporting candidates in their qualification so that
they in turn can support others.
The complex and multi-faceted business environment of the United Kingdom is
analysed in this text, designed to introduce both UK students and students examining
the UK from abroad, to key aspects of the UK business environment.
Fully updated to reflect the 2009 Hairdressing Standards from Habia, this new edition of
the bestselling Candidate Handbook is an essential companion for anyone working
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towards the Level 3 NVQ, SVQ or Advanced Apprenticeship with any awarding body
(such as City & Guilds and VTCT).
Heart Crush is a story about the trials and tribulations of a broken relationship. Brian
and Marissa have been married for ten years. But, things are not what they used to be.
In this book, you'll get a look inside the lives of this couple and view different angles
and perspectives. It tells a story of life and love. There are various reasons two people
fall in love. Heart Crush explores the relationship of two people who are drifting apart.
Written to the QCF 2010 standards, this new textbook covers the core and most
popular optional units of the OCR NVQ Level 3 in Business and Administration.
Produced by experienced authors and overseen by a senior assessor, this book
maximises your chances of success by clearly linking the assessment requirements to
the relevant knowledge and understanding. Numerous activities and tasks will help you
to remember and further understand the clearly explained concepts.
The Working with Animals publication is a unique and comprehensive resource
designed to assist and inspire anyone who wants to work with animals. Whether you
are a school leaver or a professional looking for a career change, this book will help you
achieve your goal. Compiled by a team of animal care professionals, the information is
concise and in one place. This is a great purchase that will help you find a suitable and
rewarding career with animals according to your skills, experience and personal
interests.
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What is the difference between an academic and professional qualification? Who
should get a professional qualification? Did you know that some professions can
not be legally practised with a degree alone? Why get a UK qualification? Is it
expensive to gain a British qualification? What is a chartered institute or society,
and is it better than a non-chartered body? What is the difference between a
professional body and a trade union? These are all questions answered in this
book which is designed to help individuals choose a career path and the right
professional organisation. In today's world it isn't enough to have a qualification,
you need to be able to meet with peers and use the valuable networks that are
already in place to foster your profession. Your Professional Qualification
provides a comprehensive survey of the qualifications available in the UK along
with guidance on where they lead, entry requirements, where to apply and where
to study. Derived from the vast and authoritative British Qualifications database,
this important publication provides the first easily accessible guide to
qualifications and how to get them in the UK. Built around a comprehensive
directory of professional qualifying bodies each professional area is described in
depth and its qualifications identified and explained. The book is supported by a
simple website, which ensures purchasers of the book are kept up-to-speed with
new developments.
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Covering both core and option units, with an accompanying CD-ROM containing
further IT units, this full-colour candidate handbook matches the NVQ Business
and Administration standards.
This highly popular and accessible guide to the PTLLS Award is a
comprehensive introduction to teaching in a variety of settings within the lifelong
learning sector. This includes further education, adult and community learning,
work-based learning, the forces and offender learning and skills. It is easy to read
with plenty of practical activities and examples throughout and the content is fully
linked to the Teacher Training Standards. This Fifth Edition is written for the four
unit PTLLS Award. The book reflects current practice at levels 3 and 4 and
'extension actitivities' specifically target those taking the Award at Level 4.
Chapters are based around the teaching and learning cycle and are focused on
the PTLLS assessment criteria. updated for the four unit PTLLS Award contents
specifically follow the teaching and learning cycle and match the qualification
requirements the text is readable, relevant and easy to understand provides
valuable support for prospective teachers and trainers with little or no previous
experience an excellent foundation for those considering or progressing to further
teaching qualifications Moving to the new Award in Education and Training? The
Award in Education and Training by Ann Gravells
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This text takes candidates through the NVQ award, unit-by-unit, offering plenty of
questions and exercises to reinforce knowledge and understanding. Scenariobased activities allow candidates to analyze and discuss customer service
situations and practise their skills
Part of the Hair And Beauty Industry Authority (HABIA),City & Guilds/Thomson
Learning Series This second edition of the only UK published textbook for men's
hairdressing has been extensively revised to provide comprehensive coverage of
the new NVQ standards at both level 2 and level 3. It also covers the content of
all the other new barbering qualifcations. This second edition maintains the easy
to read style and high quality step-by-step photographs found in the first edition
but has the additional benefit of extensive new material (five new chapters) eight
new step-by-step photographic sequences and cutting edge images. Part of the
Hair And Beauty Industry Authority (HABIA),City & Guilds/Thomson Learning
Series This second edition of the only UK published textbook for men's
hairdressing has been extensively revised to provide comprehensive coverage of
the new NVQ standards at both level 2 and level 3. It also covers the content of
all the other new barbering qualifcations. This second edition maintains the easy
to read style and high quality step-by-step photographs found in the first edition
but has the additional benefit of extensive new material (five new chapters) eight
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new step-by-step photographic sequences and cutting edge images.
The most up-to-date text available, this new edition covers the EYFS and is fully
mapped to the current specs. Information is presented in an accessible way,
helping students gain the necessary knowledge. The vibrant, colourful text design
contains an assortment of text features, along with many new photos, bringing
the world of Childcare to life.
For Level 3 Hairdressing students on NVQ, SVQ and VRQ courses. A genuinely
new and innovative way for students to study hairdressing, this new textbook is
supported with extensive multimedia material and activities at no extra cost.
Some books include a few videos and basic materials, but this title comes with
over 150 free online resources and activity screens with which to improve
learning. Online questions are also included as well as links to other resources
such as images, animations and videos. The elearning resources are included in
every chapter to complement the textbook content and will help students from the
start of their qualification until they pass their final exams.
Written in line with the revised QCF Framework to offer authoritative coverage of
the new 2010 NVQ/SVQ Business and Administration standards. Covers the
mandatory and most popular optional units with additional support for the
Technical Certificate and Functional Skills. Highly illustrated units and varied
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activities mean that candidates are kept engaged and can access the information
they need quickly. Assessment guidance features throughout offer advice on how
to prepare for assessment, and how candidates can achieve their best.
The hospitality industry employs over two million people in the UK, making it one
of the biggest sectors of the economy. Kogan Page Guide to Working in the
Hospitality Industry offers explanations of the job roles possible in this diverse
field, together with information on qualifications.
This candidate handbook provides comprehensive coverage of everything
candidates need for success in this new qualification.
A readable and structured guide for the increasing numbers of people each year
who consider setting up a small business or becoming self-employed. 'Business
Planning' outlines the options and risks involved in setting up a business. The
importance of thorough planning is often overlooked and only becomes evident if
the business fails. This is highlighted in a recent study by the SFEDI of 486
bankers and accountants where lack of planning was the most common reason
cited as to why businesses fail. 'Business Planning' shows how to avoid this
failure by focusing on the planning stage and building on this framework as the
business develops. This is the only book based around the Small Firms
Enterprise Development Initiative (SFEDI) for first time owner-managers. It
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contains all the underpinning factual information required to prepare and present
a successful Business Plan for presentation to a bank manager, or an alternative
potential source of finance, or for use in an NVQ portfolio. It is in line with the
major syllabuses for Business Start-Up, and can be used as a course book for
anyone completing a formal NVQ level 3 qualification in this area, with tips on
NVQ structure and assessment. Covers all the essential information for preparing
a business plan for funding applications, or as part of an NVQ Endorsed by Tony
Robinson at SFEDI and designed around approved good practice in this area.
Written in clear English with practical examples and tips for assessment
Full-colour Candidate Handbook with accompanying website to support the latest
Business & Administration standards at Level 3.
This book is designed to be of value to anyone who is studying human resources,
whether as a subject in its own right or as a module forming part of any businessrelated degree or diploma.However, it provides complete coverage of the topics
listed in the Edexcel Guidelines for Units 23 (Human Resources Development)
and 24 (Employee Relations) of the BTEC Higher Nationals in Business (revised
2010). The book contains these sections: * Human Resource Development *
Employee RelationsFeatures include summary diagrams, worked examples and
illustrations, activities, discussion topics, chapter summaries and quick quizzes,
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all presented in a user friendly format that helps to bring the subject to life.
The primary purpose of this book is to provide students and others with a
concise, thoroughly up-to-date book which will enable them to obtain a sound
knowledge of the basic principles and practice of business administration for
examination and practical purposes. This book has been produced to make the
learning of business administration simple as well as interesting, and intelligent
study should equip the reader with a basic knowledge of business administration.
This book is a review and study guide. It helps in preparing for exams, in doing
homework, and remains a handy reference source at all times. It will thus save
hours of study and preparation time. The book provides quick access to the
important principles, definitions, strategies, and concepts in business
administration. Materials needed for exams can be reviewed in summary form
eliminating the need to read and re-read many pages of textbook and class
notes.
Urban Policy and Practice is a practical and critical guide to urban policy in
contemporary Britain. The book covers a range of topics including: * Quality and
consumerism in the public sector * Community development * Public Health *
Environmental issues * Local intervention in the creation of skills and jobs Case studies
are drawn from housing, planning, the social services, economic development, and
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local government finance. Throughout, the concern is for a clear analysis of corporate
strategies, democratic control and sustainable development.
This series is written by experienced tutors in line with the level 2 specification. This
volume covers business and adminstration.
Suitable for Level 3 learners, this work is written specially for those who support
teaching and learning in secondary schools, it is filled with activities to help build
evidence for portfolios, with referencing to the standards to help organise work. It is
also reviewed by an expert on Scottish education to ensure full applicability to the SVQ.
This book covers the 8 mandatory units of the NVQ level 2 award in Administration. It
provides the link between classroom theory and realities of office life, and allows you to
build on your own experiences of work through the managing chapters.
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