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About City & Guilds 
City & Guilds is the UK’s leading provider of vocational qualifications, offering over 500 awards 
across a wide range of industries, and progressing from entry level to the highest levels of 
professional achievement. With over 8500 centres in 100 countries, City & Guilds is recognised by 
employers worldwide for providing qualifications that offer proof of the skills they need to get the 
job done.  
 
City & Guilds Group 
The City & Guilds Group includes City & Guilds, ILM (the Institute of Leadership & Management) 
which provides management qualifications, learning materials and membership services, NPTC 
which offers land-based qualifications and membership services, and HAB (the Hospitality Awarding 
Body). City & Guilds also manages the Engineering Council Examinations on behalf of the 
Engineering Council.  
 
Equal opportunities 
City & Guilds fully supports the principle of equal opportunities and we are committed to satisfying 
this principle in all our activities and published material. A copy of our equal opportunities policy 
statement is available on the City & Guilds website.   
 
Copyright 
The content of this document is, unless otherwise indicated, © The City and Guilds of London 
Institute 2007 and may not be copied, reproduced or distributed without prior written consent. 
 
However, approved City & Guilds centres and learners studying for City & Guilds qualifications may 
photocopy this document free of charge and/or include a locked PDF version of it on centre 
intranets on the following conditions: 

• centre staff may copy the material only for the purpose of teaching learners  working towards a 
City & Guilds qualification, or for internal administration purposes 

• learners may copy the material only for their own use when working towards a City & Guilds 
qualification 

 
The Standard Copying Conditions on the City & Guilds website also apply. 
 
Please note: National Occupational Standards are not © The City and Guilds of London Institute. 
Please check the conditions upon which they may be copied with the relevant Sector Skills Council. 
 
Publications 
City & Guilds publications are available on the City & Guilds website or from our Publications Sales 
department at the address below or by telephoning +44 (0)20 7294 2850 or faxing +44 (0)20 7294 
3387.  
 
Every effort has been made to ensure that the information contained in this publication is true and 
correct at the time of going to press. However, City & Guilds’ products and services are subject to 
continuous development and improvement and the right is reserved to change products and 
services from time to time. City & Guilds cannot accept liability for loss or damage arising from the 
use of information in this publication. 
 
City & Guilds 
1 Giltspur Street 
London EC1A 9DD 
T +44 (0)20 7294 2800     www.cityandguilds.com 
F +44 (0)20 7294 2400    centresupport@cityandguilds.com
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1 About this document 
 

This document, for centres and external verifiers, provides guidance on ensuring coverage of the 
minimum core of language, literacy, numeracy and ICT in the following qualifications: 
 

7303 Level 3/4 Award in Preparing to Teach in the Lifelong Learning Sector (PTLLS) 
7304 Level 3/4 Certificate in Teaching in the Lifelong Learning Sector (CTLLS) 
7305 Level 5 Diploma in Teaching in the Lifelong Learning Sector (DTLLS) 
 
Coverage of the minimum core is a requirement of the following units in the 7304 Certificate and 
7305 Diploma qualifications: 
• Planning and Enabling Learning (7304 and 7305) 
• Theories and Principles of Planning and Enabling Learning (7304 and 7305) 
• Enabling Learning and Assessment (7305 only). 
 
It is strongly recommended that centres find other opportunities to integrate the minimum core 
within other units of the certificate and diploma, to support good practice. 
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2 About the minimum core 
 

Coverage of the minimum core is intended to provide a teacher with the minimum level of skills in 
language, literacy, numeracy and ICT (LLN & I) that are essential to teachers who work in the lifelong 
learning sector.  
 
The specification consists of two main components: 

• knowledge and understanding – to be demonstrated in the evidence produced to meet the 
assessment strategy 

• personal skills – not part of the learning for the qualifications, but candidates may need to be 
referred to a course in order to improve their skills. It is likely that personal skills will be assessed 
by national tests provided by LLUK. Achievement in the tests is not a part of, nor a pre-
condition, for the qualifications. 

 
External verifiers should check that: 

• candidates undertake a rigorous initial assessment of their personal skills in LLN & ICT 

• candidates are referred, when necessary, to learning opportunities to improve their skills 

• knowledge and understanding of the Minimum Core are assessed in accordance with the 
national requirements 

• members of the delivery team have sufficient knowledge and skills to deliver the essentials 
within the course. It is possible that teams will involve specialists as part of delivery 

• adequate records that are auditable are maintained. 
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3 Assessment guidance 
 

The details listed below meet the minimum requirements for assessment of the minimum core. 
However, deliverers of these qualifications should find other opportunities to broaden coverage 
throughout the 7305 Certificate and 7305 Diploma qualifications, to inform good practice. 
 
The assessment strategies of the 7305 literacy, numeracy and ESOL subject specialist diplomas and 
additional diplomas include the essential aspects of the minimum core. For the generic 7305 
Diploma and 7304 Certificate, centres and external verifiers will need to ensure that the evidence 
listed below is present within assignments and teaching. 

Unit 1  Preparing to teach in the lifelong learning sector (PTLLS) 
Candidates should evidence their understanding of the minimum core by: 

• undertaking an initial assessment that includes LLN & ICT (not summatively assessed for this 
unit) 

• agreeing an ILP that takes account of the LLN & ICT needs identified by initial assessment (not 
summatively assessed for this unit) 

• evaluating ways of embedding Functional Skills in their curriculum area. This evaluation will be 
assessed in accordance with the assessment strategy specified for this unit. 

 
These tasks are specified in the PTLLS unit.  

Unit 2  Planning and enabling learning 
Candidates should show evidence of their understanding of the minimum core by: 

• analysing the LLN & ICT needs of their learners, as indicated in initial assessment and Individual 
Learning Programmes (ILPs) 

• analysing the opportunities/ needs for LLN & ICT skills within the planned area of learning 

• explaining how their scheme of work and session plans should meet the identified LLN & ICT 
needs of the the learners 

• reflecting on their personal development LLN & ICT needs required to deliver planned aspects of 
the curriculum 

• evaluate the effectiveness of their LLN & ICT delivery within the planned learning 

• including LLN & ICT skills in their lessons with learners (teaching practice observation records) 
 
These activities should be integrated into the tasks specified for the unit and are part of the 
summative assessment. 

Unit 3  Enabling learning and assessment 
Candidates should show evidence of their understanding of the minimum core by: 

• evaluating the assessment activities and materials employed in relation to the LLN & ICT 
requirements of the curriculum area, and the identified needs of learners 

• justifying the assessment activities in the light of inclusive and differentiated learning of LLN& 
ICT 

• including LLN & ICT skills in their lessons with learners (teaching practice observation records) 
 
These activities should be integrated into the tasks specified for the unit and are part of the 
summative assessment. 
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Unit 4 Theories and principles for planning and enabling learning 
Candidates should show evidence of their understanding of the minimum core by: 

• outlining barriers and potential barriers to learning, and examining their effects on learner 
motivation and achievement  

• reflecting on their effectiveness in communicating with learners who have disability and learning 
needs 

• evaluating ways in which learning support, has contributed, or could contribute to effective 
learning of LLN& ICT in their lessons 

• reviewing their own ILP in relation to the LLN & ICT demands revealed by their experience so far 

• including LLN & ICT skills in their lessons with learners (teaching practice observation records). 
 
These activities should be integrated into the tasks specified for the unit and are part of the 
summative assessment. 

Summative record 
Candidates are required to complete a summative record of their minimum core achievements.  

External verification 
Minimum Core requirements should be included in the verification strategy of the City & Guilds 
teacher training qualifications.  
 
External verifiers should check that: 

• internal quality assurance includes all relevant aspects of the minimum core over a period of 
time and range of candidates 

• candidates have achieved the outcomes specified for knowledge and understanding of the 
Minimum Core, in accordance with their role and the units undertaken. 

 
The external verification strategy should employ a range of methods to assure the quality of 
minimum core achievements. It should be noted that the initial teacher training (ITT) qualifications 
are defined in terms of achievement of outcomes, rather than coverage in delivery. Hence, the 
emphasis should be on candidate evidence and its assessment. However, external verifiers should 
seek to establish that candidates receive adequate access to, and support for, the minimum core. 
 
Strategies are likely to include: 

• checking that the schemes of work and session plans operated by centres include the minimum 
core. However, it is not necessary to carry out the detailed checks required for the Further 
Education National Training Organisation (FENTO) standards 

• interviewing candidates to establish whether they have had opportunities to learn about the 
minimum core and its implications for their role 

• interviewing candidates to establish that they have undertaken initial assessment of their 
personal skills 

• interviewing candidates to establish that, where relevant, they have been provided with 
guidance and access to support for the development of their skills and knowledge 

• interviewing centre staff 

• checking records of initial assessment 

• checking internal verification records 

• checking that assignments include evidence of the minimum core being addressed 
appropriately 

• checking that records of teaching observations include references to the minimum core 

• checking that summative records of minimum core achievements are maintained. 
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4 Reading and resources 
 

For detailed information about the minimum core, and for suggestions on delivery, centres are 
recommended to consult the documents and research published by organisations such as Lifelong 
Learning UK (www.lluk.org.uk) or the National Research and Development Centre 
(www.nrdc.org.uk). 
 
In addition, centres should consult the guidance documents detailed below. 

Required 
Title Available from 

LLUK. (June 2007) Addressing Literacy, Language, Numeracy and ICT 
needs in Education and Training: Defining the Minimum Core of Teachers’ 
Knowledge Understanding and Personal Skills.  

www.lluk.org.uk 

Recommended 
Title Available from 

LLUK. (November 2007) Inclusive learning approaches for literacy, 
language, language, numeracy and ICT: Companion Guide to the 
Minimum Core. 

www.lluk.org.uk

 
This document provides pointers to further reference materials. 
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