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Trainer pack
What functional skills can do for you
Employers: Introducing functional skills
Module 1a
	Course information
	Length of session: 2 hours, although this can be altered to suit the audience and setting. Where 2 hours is too much of a commitment for busy employers, a suggestion is given as to where the module could be split into two sessions of about one hour each. Other ways of adapting the session to suit the audience are given at the end of the session plan.

	Audience
	Job roles: Senior / middle managers, human resources staff, and those involved in learning and development.   
Sector / setting: Employers in public, private or third sector organisations where functional skills have yet to be introduced, or where there has been a commitment to Skills for Life (English and maths) in the past, but there are uncertainties about the demands and implementation of functional skills. 
The module assumes that employee representatives are from a single, large employer, but it can be adapted to suit a group of representatives from a range of organisations, including those from small- and medium-sized enterprises. The module can also be adapted to suit the job roles of the delegates. For instance, senior managers may be mainly interested in the business benefits, so the focus could be on TN 4.



    
Notes to trainer 

Purpose of this module

The broad purpose of this module is engage employers with functional skills, to raise awareness of their business benefits, and to encourage employers to start thinking about how they can develop functional skills in the workplace. The module prefaces and complements three other employer focused modules in this suite:

· Module 2: Identifying skills gaps in the workplace
· Module 3: Blended learning approaches in the workplace
· Module 4: Maths engagement in the workplace.

Terminology 

This CPD module focuses on functional skills (English, mathematics and ICT), but be aware that participants may have some experience of other skills qualifications and initiatives. Delegates may use terms such as key skills, basic skills, adult literacy, language and numeracy, or Skills for Life. Functional skills in English, mathematics and ICT have replaced these.
Be aware that some participants may be unfamiliar with the FE sector and its language; be prepared to explain terminology / jargon. In particular you may need to explain what is meant by ‘a whole organisation approach’.  
Handouts and resources

For ease of printing, all the resources and handouts are included at the end of this document. A separate participant pack is also available containing handouts and PowerPoint notes. 
Aim

To introduce functional skills to employers, and raise awareness of their business benefits.
Outcomes 

By the end of the session participants will be able to:

· state the main features of functional skills;
· understand the business benefits of developing a functional workforce;

· identify practical ways in which they can support employees to develop their functional skills;

· consider strategies to deal with possible resistance to functional skills; and

· start developing an action plan to introduce functional skills within their organisations. 
Module overview
	Activity


	Content

	1
	Ice breaker and introductions
	Activity - the 'ideal' employee.
Delegate introductions.



	2
	Introduction to the session and functional skills
	Outline session aim and outcomes.

Q&A plus brief input on the background to the introduction of functional skills and their main features.


	3
	Functional skills at work
	Activity - small groups examine a job description and, using a summary of the subject criteria, identify the functional skills used for different tasks. 


	4
	The business benefits of having a functional workforce


	Activity - working in pairs, participants split prompt cards into the benefits of functional skills for employers and the benefits for employees. Discuss other benefits.


	5
	Solving work problems with functional skills
	Activity - small groups examine scenarios and identify underlying problems that can be tackled by developing functional skills.

Brief input on various ways to develop employees' functional skills (e.g. one-off projects or training).


	6
	Dealing with challenges and getting commitment from all

	Activity - in pairs look at mini case studies where staff are not 'sold' on functional skills. Participants suggest strategies to deal with each type of resistance or concern. (Option to role play.)


	7
	Planning to introduce functional skills
	Checklist for introducing functional skills.

Delegates start thinking about action planning, taking a whole organisation approach. 
Discuss support and resources available.



	8
	Review
	Functional skills quiz.

Revisit aim and outcomes / review session. 




Trainers
	Trainer experience or qualifications required
	A high level of understanding and expertise in functional skills, an appropriate qualification in teaching / training (ideally at Level 5 or above), and experience working to support English and mathematics in workplace settings. Ideally the trainer will also have some experience of how businesses work, e.g. the internal structures and management. 


	Reference material for trainers
	· Trainer notes.
· HO 12: Support and resources - this includes links to all kinds of support with functional skills implementation and delivery; the Functional Skills Starter Kit (LSIS) is particularly helpful for those starting to introduce functional skills:
http://www.excellencegateway.org.uk/node/20280
· Other CPD modules in this suite with an employer focus: Module 2 (Identifying skills gaps), Module 3 (Getting the blend right) and Module 4 (Effective approaches for maths engagement); also other CPD modules that focus on functional skills: http://www.excellencegateway.org.uk/node/21207 
· Moving from Key Skills to Functional Skills: A step by step guide for independent training providers – AELP / LSIS (2012) - includes information on involving employers in functional skills development: http://www.aelp.org.uk/news/general/details/moving-from-key-skills-to-functional-skills-a-step/
· Move On! - particularly resources in the sections on 'Get on at Work' and 'Test the Company' - LSIS (2008-09): http://www.move-on.org.uk/
· Functional Skills Support Programme document - section 4.4, pages 12 & 13 (archived) Managing delivery: How can I promote functional skills? - LSIS (2008). http://archive.excellencegateway.org.uk/pdf/4%20Promoting%20functional%20skills.pdf


Resources
	Resources for use during the session
	Flipchart, flipchart paper, thick pens and sticky tape / tack.
Trainer notes.
Equipment for PowerPoint presentation.


	Pre-course activity for participants
	No previous experience or knowledge of functional skills is assumed for this module. 
For the extension / alternative activity in TN 3, participants should bring an appropriate job description to the session. 

	Useful websites
Before the session the trainer needs to:

	HO 12: Support and resources provides a list of useful websites. In particular, useful resources can be found on the English, maths and ESOL hub on the Excellence Gateway site: 
http://www.excellencegateway.org.uk/sfl
Move On! - sections on 'Get on at Work' and 'Test the Company' - LSIS (2008-09): 
http://www.move-on.org.uk/ 
· Print copies of participant packs, which include all handouts and PowerPoint slide notes.

· Set up PowerPoint and online connection. 

· Set up flipchart to record feedback from activities. Ensure there is paper, thick pens and sticky tape / tack.

· For TN 4 – produce sets of prompt cards made from R 1 – one set per pair of participants. Make sure these are well shuffled.
· For TN 5 – print R 2 and give one set to each group / pair. 

· For TN 6 – copy sets of mini case studies made from R 3, sufficient for one copy per pair. 
· For TN 8, prepare one copy of R 4 (quiz) per participant.  



Session plan

Aim

To introduce functional skills to employers and raise awareness of their business benefits.

Outcomes 

By the end of the session participants will be able to:

· state the main features of functional skills;

· understand the business benefits of developing a functional workforce;

· identify practical ways in which they can support employees to develop their functional skills;

· consider strategies to deal with possible resistance to functional skills; and

· start developing an action plan to introduce functional skills within their organisations. 

Suggested timings are for guidance purposes only. Trainers should adapt content to meet the needs and experience levels of the participants.
TN – trainer notes     HO – handout     R – resources PPT – PowerPoint slides
	Time 
	Content
	Resources

	
	
	No.
	Style
	Title

	15m

(Total 15m)
	TN 1. Ice breaker and introductions

Show title of session (PPT 1).

Ideal employee activity - in pairs participants 'draw' their ideal employee and annotate with skills etc.

Short discussion and show ideal employee in PPT 2.

Participants introduce themselves and state how much they know about skills in general and / or functional skills.


	PPT 1

PPT 2


	Slide

Slide
	What functional skills can do for you
Ice breaker: 'Ideal Isabel'


	10m

(Total 25m)
	TN 2. Introduction to the session and functional skills 

State the aim and intended outcomes of the session (PPT 3-4).

Q&A session and explain the background / context to the introduction of functional skills, using HO 1.

Briefly describe the main features of functional skills, using HO 2.
	PPT 3  PPT 4

HO 1

HO 2
	Slides

Handout

Handout
	Aim  Outcomes

What are the wider issues?

What are functional skills qualifications?



	15m

(Total 40m)
	TN 3. Functional skills at work 

Activity - in small groups, examine a job description (HO 6) and identify the functional skills used for different tasks, using HO 3-5.
As a whole group, discuss the answers, comparing with PPT 5.

	HO 3-5

HO 6

PPT 5
	Handouts

Handout

Slide
	Functional skills criteria for English, maths and ICT Level 1

Job description activity

Job description activity: suggested answers



	15m

(Total 55m)
	TN 4. The business benefits of having a functional workforce 
Activity - working in pairs, delegates split prompt cards (made from R 1) into two piles: benefits to employer and benefits to employee.

Discuss answers – shown on PPT 6. Talk about any other benefits. 

Refer to HO 7 which summarises the benefits of functional skills in the workplace.

	R 1

PPT 6
HO 7
	Resource

Slide

Handout
	Benefits activity - prompt cards

Benefits activity: suggested answers

The benefits of a functional workforce


	15m

(Total  70m)
	TN 5. Solving work problems with functional skills 

Activity using R 2 - in small groups, participants think about the problems caused by different scenarios and which functional skills need to be developed.

Discuss suggested answers – PPT 7 and PPT 8.

Brief input on ways to develop functional skills.


	R 2
PPT 7  PPT 8
	Resource
Slides
	Solving problems with functional skills - activity

Solving problems: suggested answers



	20m

(Total  90m)
	TN 6. Dealing with challenges and getting commitment from all  

Activity - working in pairs, participants consider mini case studies (R 3) where employees are not 'sold' on functional skills. 
Discuss strategies to cope with these challenges.

Draw participants’ attention to HO 8: Dealing with challenges Q&A which has suggested strategies. 
 
	R 3
HO 8
	Resource

Handout
	Mini case studies - dealing with challenges

Dealing with challenges Q&A 


	15m

(Total 105m)


	TN 7. Planning to introduce functional skills
Briefly outline the main steps to take to introduce functional skills in the workplace. 

Discuss how delegates can make a start with action planning.
Explain the range of support and resources available.


	HO 9
HO 10

HO 11
	Handout

Handout
Handout


	Introducing functional skills checklist

Functional skills action plan
Support and resources

	15m

(Total 120m)

	TN 8. Review
Participants do the quiz (R 4).

Go over quiz answers using PPT 9.

Revisit session aim and outcomes (using PPT 3 and PPT 4).
Session review - round robin.

	R 4

PPT 9

PPT 3  PPT 4
	Handout

Slide

Slides


	Functional skills quiz

Functional skills quiz: answers

Aim  Outcomes




Trainer notes (TN)
These notes are to support trainers to facilitate the different activities in the module. They are not meant to be prescriptive, and trainers can adapt the activities as needed to suit the participants. Some activities can be omitted, and others extended, according to the group.

	Where appropriate, suggestions for alternatives or extensions to the activities are given in boxes in the notes for each section.



PowerPoint slides, resources and handouts can be adapted or omitted as needed.
The answers (or suggested answers) to most of the activities are given on PowerPoint slides, others are provided as handouts for your reference and for the participants to refer to in future. 

The total running time for the session, as it stands, is 2 hours. The module can be adapted in various ways to suit different audiences and settings. For example, it could be:

· extended to explore certain areas in more detail

· split into two, roughly one-hour sessions, for example, after TN 4 (business benefits)
· made into shorter, tailored sessions, e.g. to suit the needs of senior management, or learning and development staff.
TN 1 

Trainer notes

	Time 
	Content
	Resources

	
	
	No.
	Style
	Title

	15m

(Total 15m)
	TN 1. Ice breaker and introductions

Show title of session (PPT 1).

Ideal employee activity - in pairs participants 'draw' their ideal employee and annotate with skills etc.

Short discussion and show ideal employee in PPT 2.

Participants introduce themselves and state how much they know about skills in general and / or functional skills.


	PPT 1

PPT 2


	Slide

Slide
	What functional skills can do for you
Ice breaker: 'Ideal Isabel'



Purpose of this activity: to set the context for the session and to allow the delegates to enter into the spirit of participation. Also, to give the trainer the opportunity to explore current knowledge within the group. 
Show PPT 1 - session title.

Ask the participants to arrange themselves into small groups of three or four. 
Explain that the purpose of the activity is to get them to think about the 'ideal' employee.
Give each group a large sheet of flipchart paper and a marker pen. Ask one member of the group to act as a scribe and to draw a large stick person on the paper. 
If appropriate, ask the group to come up with an appropriate name, e.g. Amazing Amarjit, Competent Clare, Ideal An, Super Sunil, Perfect Paula or Marvellous Marvin. 
Ask each group to think about what characteristics, attributes and skills make an employee 'ideal'. The scribe writes these around the stick person. Give a strict time limit (10 minutes max), as this kind of task can overrun.
At the end of the activity, stick the 'ideal employees' on the training room walls or anywhere they can be seen.

Facilitate a short discussion about the common characteristics, attributes and skills the participants have come up with. 

Although there are no right or wrong answers, you would expect some of the following and others to be mentioned:

· punctual
· reliable

· writes clearly
· numerate

· follows instructions

· uses initiative

· solves problems

· makes sound decisions

· listens
· computer literate.

Whilst not all of these are functional skills, the participants are bound to have identified some, so point these out. Show PPT 2 - 'Ideal Isabel'. 
After the activity, go around the room asking participants to introduce themselves by stating their name, job title, employer (if relevant) and:

· how much they know about functional skills

· whether they have any experience of any other whole organisation approach to skill development, such as Skills for Life. NB you may have to explain what is meant by this term. 
Note: It's important to acknowledge and harness, where relevant, the delegates' prior experience and knowledge. They may have anecdotal evidence of how poor functional skills have had a negative impact on their employees or organisation. They may have actual examples of where skill development has had a positive impact. This will be useful in TN 2.
	Alternative 

You may wish to do the introductions before the 'ideal employee' activity.



TN 2
Trainer notes 

	Time 
	Content
	Resources

	
	
	No.
	Style
	Title

	10m

(Total 25m)
	TN 2. Introduction to the session and functional skills 

State the aim and intended outcomes of the session (PPT 3-4).

Q&A session and explain the background / context to the introduction of functional skills, using HO 1.

Briefly describe the main features of functional skills, using HO 2.
	PPT 3  PPT 4

HO 1

HO 2
	Slides

Handout

Handout
	Aim  Outcomes

What are the wider issues?

What are functional skills qualifications?




Purpose of this activity: to set the scene for the session and provide a basis for the session's activities.

Introduce the session's aim and intended outcomes - show PPT 3 and PPT 4.

Conduct a brief Q&A session. Suggested questions:

· What proportion of the adult population in England do you think struggle with literacy (English) / numeracy (maths) / ICT?

· Can you think of an occasion when someone you know was held back at work because of under-developed English and maths skills? 

· What's your general impression of the calibre of job applicants' English skills?
Refer to HO 1: What are the wider issues?. Explain why functional skills have been introduced - draw participants’ attention to the research quoted, showing the extent of the problem. Be prepared to explain levels and draw attention to the scale of the issue. Emphasise that functional skills are important for:

· employers

· employees

· the economy - in order for the UK to be competitive
· society as a whole. 
Explain the main features of functional skills qualifications (i.e. what they are; levels; the concept of build / practise / apply; skill components; assessment methods, etc) and refer to HO 2: What are functional skills qualifications?. 
Inform the delegates that they can read HO 1 and HO 2 in detail in their own time, and that they will be useful in the quiz at the end of the training session.

TN 3
Trainer notes 

	Time 
	Content
	Resources

	
	
	No.
	Style
	Title

	15m

(Total 40m)
	TN 3. Functional skills at work 

Activity - in small groups, examine a job description (HO 6) and identify the functional skills used for different tasks, using HO 3-5.
As a whole group, discuss the answers, comparing with PPT 5.

	HO 3-5

HO 6

PPT 5
	Handouts

Handout

Slide
	Functional skills criteria for English, maths and ICT Level 1

Job description activity

Job description activity: suggested answers




Purpose of this activity: to give the participants the chance to gain some familiarity with the functional skills criteria and identify how functional skills are used at work.
Ask the participants to split into small groups of three or four.
Draw participants’ attention to the functional skills criteria in HO 3 (English), HO 4 (maths) and HO 5 (ICT). Explain that each group should identify which functional skills are likely to be used in the various tasks outlined in the receptionist’s job description (HO 6). Confirm that they are not expected to read and understand the subject criteria in detail but should focus on the broad headings in the left-hand column. 
Notes
· As there won't be time to fully get to grips with the criteria, tell the delegates to just map the job tasks to the broad skill areas (i.e. English, maths and / or ICT). The more detailed standards, coverage and range in HO 3-5 may be helpful, and they can add more detail if they can (e.g. English - writing and / or reading). 

· Remind the delegates that (as explained in HO 2), each skill is available at five levels, but they have only been given the criteria at Level 1. Stress that, as in most jobs, it will be necessary for the receptionist to perform some tasks at one functional skill level, and others at a higher or lower level.
· Discuss the outcomes as a whole group and show suggested answers on PPT 5. The point of the exercise is partly to ensure participants understand that most jobs require a range of skills, often at more than one level.
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TN 4
Trainer notes 

	Time 
	Content
	Resources

	
	
	No.
	Style
	Title

	15m

(Total 55m)
	TN 4. The business benefits of having a functional workforce 
Activity - working in pairs, delegates split prompt cards (made from R 1) into two piles: benefits to employer and benefits to employee.

Discuss answers – shown on PPT 6. Talk about any other benefits. 

Refer to HO 7 which summarises the benefits of functional skills in the workplace.

	R 1

PPT 6
HO 7
	Resource

Slide

Handout
	Benefits activity - prompt cards

Benefits activity: suggested answers

The benefits of a functional workforce



Purpose of this activity: to explore the many benefits to both employee and employer of developing a functional workforce. 

Ask the group to split into pairs.

Using R 1, make sure each set of prompt cards are well shuffled and give out a set to each pair of participants.
Get the participants to split the cards into two piles:

· benefits to the employee

· benefits to the employer.

Reconvene as a whole group and discuss their responses. Show PPT 6 and acknowledge that it's possible to see certain benefits (e.g. pride in work, motivation and confidence) as benefits to both the employee and employer. 
Ask the participants whether they have identified other benefits not already discussed. 
Look at HO 7 and explain that this could be useful to refer to when trying to convince people in their organisation of the benefits of functional skills.
Note: the end of TN 4 makes a useful break for a one-hour introductory session. 
TN 5
Trainer notes

	Time 
	Content
	Resources

	
	
	No.
	Style
	Title

	15m

(Total  70m)
	TN 5. Solving work problems with functional skills 

Activity using R 2 - in small groups, participants think about the problems caused by different scenarios and which functional skills need to be developed.

Discuss suggested answers – PPT 7 and PPT 8.

Brief input on ways to develop functional skills.


	R 2
PPT 7  PPT 8
	Resource
Slides
	Solving problems with functional skills - activity

Solving problems: suggested answers




Purpose of this activity: to consider how work problems can be solved by developing functional skills and appreciate how functional skills can be developed.
Ask the participants to split into small groups of three or four.

Using R 2, ask each group to consider the mini problem scenarios and:

· identify what problem(s) each scenario might be causing; and
· which functional skills need to be addressed.

Discuss their responses and show suggested answers on PPT 7 and PPT 8.

Briefly explain the various ways that an employee's functional skills can be developed in the workplace. This includes:

· time spent in other departments or sections

· an opportunity to do a one-off project

· extra tasks or responsibility
· work shadowing

· training in the workplace

· off-the-job training.
TN 6
Trainer notes
	Time 
	Content
	Resources

	
	
	No.
	Style
	Title

	20m

(Total  90m)
	TN 6. Dealing with challenges and getting commitment from all  

Activity - working in pairs, participants consider mini case studies (R 3) where employees are not 'sold' on functional skills. 
Discuss strategies to cope with these challenges.

Draw participants’ attention to HO 8: Dealing with challenges Q&A which has suggested strategies. 
 
	R 3
HO 8
	Resource

Handout
	Mini case studies - dealing with challenges

Dealing with challenges Q&A 



Purpose of this activity: to be prepared to deal with resistance or concern in relation to the introduction of functional skills.

Ask the participants to split into pairs (preferably not working with the same person as in previous activities). 

Using the mini case studies in R 3, where staff at different levels are not 'sold' on functional skills for a range of reasons, ask delegates to suggest strategies to cope with the various challenges.

After the activity, reconvene as a whole group and discuss each pair's response(s) to each case study. Look at HO 8 and explain that this could be useful to refer to if they come across challenges in the future. Emphasise the importance of getting commitment at all levels.
	Alternative 

You may wish to adapt this activity so that pairs of participants perform role plays of each case study.




TN 7
Trainer notes

	Time 
	Content
	Resources

	
	
	No.
	Style
	Title

	15m

(Total 105m)


	TN 7. Planning to introduce functional skills
Briefly outline the main steps to take to introduce functional skills in the workplace. 

Discuss how delegates can make a start with action planning.
Explain the range of support and resources available.


	HO 9
HO 10

HO 11
	Handout

Handout
Handout


	Introducing functional skills checklist

Functional skills action plan
Support and resources


Purpose of this activity: to encourage participants to start thinking about how they can introduce functional skills within their workplace.
Note: At this stage, participants just need to be aware of what actions will need to be taken. Focus mainly on the first few steps, e.g. raising awareness. Explain that the checklist and action plan will be useful tools for future planning.
Examine the checklist (HO 9) and action plan (HO 10) and discuss the main steps that will need to be taken to introduce functional skills within their organisation(s). Emphasise the importance of a whole organisation approach and commitment from the top down. (Be prepared to spend a little time discussing this.) Participants can use this checklist for future planning.
If delegates are interested in finding out more about choosing a provider to deliver functional skills, mention that the quality of teaching, learning and assessment is inspected by Ofsted using the common inspection framework for further education and skills. Employers can examine inspection reports to check that providers meet the standards they would expect.

Make it clear that there are lots of sources of support and resources available. Particularly mention the role union learning reps (ULRs) can play. Refer participants to HO 11.

TN 8
Trainer notes

	Time 
	Content
	Resources

	
	
	No.
	Style
	Title

	15m

(Total 120m)

	TN 8. Review
Participants do the quiz (R 4).

Go over quiz answers using PPT 9.

Revisit session aim and outcomes (using PPT 3 and PPT 4).
Session review - round robin.

	R 4

PPT 9

PPT 3  PPT 4
	Handout

Slide

Slides


	Functional skills quiz

Functional skills quiz: answers

Aim  Outcomes




Purpose of this activity: to check that participants have understood the main features of functional skills and the key messages from this session.

Ask the delegates to have a go at the functional skills quiz (R 4). You may let them use the handouts in their packs, particularly HO 1 and HO 2. Participants can work individually or in pairs. You may want to have a prize for the highest score. 
Show the answers on PPT 9 and find out what responses have been given. Reinforce any key points about functional skills. 
Revisit the session's aim and outcomes - show PPT 3 and PPT 4 again.
Go around the room asking participants to state one main message they will be taking back with them following the session. This might be:

· the reasons why functional skills have been introduced;
· the need to adopt a whole organisation approach;
· the importance of getting everyone on board;
· the business benefits for their own organisation;
· an anticipation of the challenges they may face and an understanding of how these could be handled; and
· an appreciation of how functional skills can be developed in their workplace.
Module 1a
Handouts and resources 

Note
· Resources need to be photocopied and prepared prior to the session.

· Handouts are for use in the session or for the trainer’s reference. These are also provided in the participant pack (along with PowerPoint slide notes).
Resources

R 1: Benefits activity - prompt cards
R 2: Solving problems with functional skills - activity

R 3: Mini case studies - dealing with challenges

R 4: Functional skills quiz
Handouts 

HO 1: What are the wider issues?

HO 2: What are functional skills qualifications?
HO 3: Functional skills criteria - English level 1

HO 4: Functional skills criteria - mathematics level 1

HO 5: Functional skills criteria - ICT level 1

HO 6: Job description activity
HO 7: The benefits of a functional workforce

HO 8: Dealing with challenges Q&A

HO 9: Introducing functional skills checklist

HO 10: Functional skills action plan

HO 11: Support and resources

R 1: Benefits activity - prompt cards
(Print out this sheet and cut into 'cards' – one set needed per pair of participants. Shuffle well.)

BENEFITS FOR EMPLOYER

BENEFITS FOR EMPLOYEE

(
	Increased productivity


	Pride in work

	Greater efficiency


	Motivation

	Less absenteeism


	Career development

	Reduced staff turnover


	Confidence

	Less wastage


	More autonomy and variety

	Fewer complaints


	Increased pay

	Competitive edge


	Able to learn other skills

	Good reputation


	Less stress


R 2: Solving problems with functional skills - activity
	Scenario
	What problem(s) might this be causing e.g. wasted time, lost custom
	Which functional skill(s) need to be addressed?

	A. Customer services

The customer services department has been receiving a steady increase in the number of complaints. It appears that some advisers have been entering information incorrectly into the customer database. 


	
	

	B. Local authority

A graduate has been offered promotion to section manager. Apart from being responsible for a team, he has to produce a section budget. HR is surprised when he doesn't accept the new position, as he's well respected.


	
	

	C. Hairdressers

Stylists are complaining that the salon receptionist frequently passes on incomplete and error-riddled telephone messages - with the wrong names, phone numbers, etc. 


	
	

	D. Care home

A supervisor in a care home has noticed that, despite being good with the older people, a number of care assistants have been struggling to use the computer to call up client notes and update records. 


	
	


	Scenario
	What problem(s) might this be causing e.g. wasted time, lost custom
	Which functional skill(s) need to be addressed?

	E. Electronics factory

When assembly processes changed a few weeks ago, the manager produced printed instructions for the section involved. Since the change, work has slowed and errors made.


	
	

	F. Government agency

A new system is being introduced, so every Wednesday morning employees attend in-house training. One trainee never makes notes. He has missed the last three Wednesdays.


	
	

	G. Restaurant 

The kitchen assistants are reliable and hard working. However, they've all made errors when weighing out ingredients from recipes where quantities have to be multiplied. 


	
	

	H. Head office

For several years, a manager has been responsible for ordering stationery. She's always monitored stocks on a big wall chart, but now the job is more complex. 


	
	

	I. Department store

At sale time stock is reduced by 15%, 20% or 30%. In the women's fashion department, prices have been discounted more than they should be. 


	
	


R 3: Mini case studies - dealing with challenges

(Print out this sheet and cut up each case - one set of cases needed per pair of participants.)
(
	Case A

Aren't they yet another government initiative?

During a functional skills awareness-raising session, a manager voices his concern that functional skills are another government initiative that won't last. He's had some involvement in key skills and is worried that they'll be a paper-collecting exercise.



	Case B

Many of our employees are well qualified - they don't need functional skills.
A manager can't understand why his team need to bother with functional skills as they are all graduates or experienced staff. 



	Case C 

Why is it my job to teach functional skills?

A supervisor complains that it's not her job to teach skills. She is of the opinion that young people should leave school equipped to cope in the workplace or will pick things up as they go along.



	Case D

How should I deal with the sensitivities?

A team leader knows that many of his operators struggle with their reading - for some, English is a second language. However, he's worried about raising the issue with them for fear of making them feel ashamed or embarrassed.



	Case E

What about the costs?

The finance director is concerned that a whole organisation approach to functional skills will be too expensive.



	Case F

How do I cope with resistance from individual employees?

Despite a generally positive response to the idea of doing functional skills within his team, a manager has encountered a particularly negative individual who is refusing to participate. The manager knows he has difficulties with mathematics.




R 4: Functional skills quiz

	No.
	Question


	Answer

	1 a)

1 b)
	Roughly how many people in England aged 16-65 can only operate at Entry 2 or below in mathematics?

What proportion of people in England aged 16-65 can only function at Entry 3 or below in English?


	

	2
	What are functional skills?


	

	3
	In which year were functional skills officially launched?


	

	4
	What are the three functional skills subject areas?


	

	5
	How many levels are there?


	

	6
	At Levels 1 and 2, who is responsible for setting and marking the final functional skills assessments?


	

	7
	Which organisation sets the functional skills criteria?


	

	8
	When is 'mastery' said to be achieved?


	

	9
	On successful completion of a functional skills qualification, a grade is awarded. True or false.


	

	10 a)

10 b)
	State two of the main benefits to your organisation of having a workforce with well-developed functional skills.

State two benefits to an individual of improving their functional skills.
	


HO 1: What are the wider issues?

Despite some improvements over recent years, many people still have difficulties with English, mathematics and ICT. This is often the case even where individuals are very good (or have the potential of being good) at certain aspects of their work. 
Table showing the findings of the BIS Skills for Life Survey (2011) 

	Skill
	% of population aged 16-65 only able to operate at Entry 2
 or below (England)
	Number of people aged 16-25 only able to operate at Entry 2 or below (England)

	Literacy
	7% 

(15% at Entry 3 or below)
	2.4 million 

(5.1 million at Entry 3 or below)

	Numeracy
	24%
	8.1 million

	ICT: 

Word processing

Email

Spreadsheets


	43%

31%

39%
	14.8 million

10.7 million

13.2 million


These statistics are borne out by employers, many of whom are of the opinion that GCSEs alone are not giving learners the necessary skills to succeed at work. In its Review of Research and Evaluation on Improving Adult Literacy and Numeracy Skills
 (2011), BIS states: 

“Employers frequently cite the need for (improved) reading, writing and maths skills in the workplace, and report a significant gap between the skills levels of employees and skills needs in the workplace.”

A lack of functionality in English, mathematics and ICT has serious consequences not just for employers, but also for the individuals involved, for society and the economy as a whole. The UK is lagging behind other countries in skills and productivity. 
The financial cost of a workforce with poor functional skills amounts to a loss of billions to the economy each year. For this country to be competitive and create wealth, we need a skilled workforce. The Leitch Review of Skills
 (2006) stressed the importance of this: 

“Without increased skills, we would condemn ourselves to a lingering decline in competitiveness, diminishing economic growth and a bleaker future for all. The case for action is compelling and urgent.”

HO 2: What are functional skills qualifications?
In order to provide a coherent and transparent qualification system with clear progression routes, functional skills have replaced Skills for Life and key skill qualifications. Rather than collecting evidence and preparing for tests, the focus is on the individual learning skills and practising them in real-life contexts.

According to Ofqual (2012): 
"Functional skills are the fundamental, applied skills in English, mathematics, and information and communication technology (ICT) which help people to gain the most from life, learning and work."

Launched in 2010, functional skills can be taken as stand-alone qualifications or as part of a wider learning programme, such as apprenticeships. Functional skills are relevant to all work contexts and to all employees. They are the transferable skills used to solve real work problems. 

Each qualification is available at five levels


· Entry levels 1-3
· Level 1
· Level 2 
The subject criteria, set by Ofqual, specify the skills standards, coverage and range for each functional skill qualification at each level.

	Functional skill
	Components / processes

	English
	Speaking, listening and communication; reading; writing

	Mathematics
	Representing (selecting the mathematics and information required to model a situation); analysing (processing and using mathematics); interpreting and communicating the results of analysis

	ICT
	Using ICT systems; finding and selecting information; developing, presenting and communicating information


Through initial and diagnostic assessments and other informal methods of assessment, an employee's level of functionality for each skill is established. At first, an employee may need to work towards functional skills at different levels, e.g. level 2 for mathematics and ICT, but Entry level 3 for English. The functional skill level varies depending on four interacting factors:

· F - familiarity with the type of activity, situation or problem and its context

· A - the degree of autonomy required 

· C - the complexity involved

· T - the technical demands associated with it.
Each functional skill is assessed independently at each level. In order to develop an employee's functional skills and prepare them for their final assessment, the focus is on: 


BUILD → PRACTISE → APPLY
Final assessments are taken under controlled or external assessment conditions. Questions are task-based and normally demand open responses.

· At Levels 1 and 2, final assessments are externally set and marked by the awarding organisation (AO) with the exception of speaking, listening and communication.

· At Entry levels 1-3, final assessments are externally set by the AO but are internally marked and externally verified (unless they are taken online).

For samples of functional skills test questions (and their associated resources), see the websites of the various AOs.
When learners meet the level requirements, they are awarded a pass; no grades are issued. 

'Mastery' is achieved when an employee can select, combine and apply their skills to tackle problems in unfamiliar contexts. 
Details of the subject criteria for English, maths and ICT at all levels are held by Ofqual – see this link:

http://www2.ofqual.gov.uk/downloads/category/68-functional-skills-subject-criteria 

HO 3: Functional skills criteria - English Level 1
	Skill standards
	Coverage and range

	Speaking, listening and communication

1. Take full part in formal and informal discussions and exchanges that include unfamiliar subjects. 
	a) Make relevant and extended contributions to discussions, allowing for and responding to others’ input;
b) Prepare for and contribute to the formal discussion of ideas and opinions;
c) Make different kinds of contributions to discussions;
d) Present information / points of view clearly and in appropriate language.



	Reading 

2. Read and understand a range of straightforward texts. 
	a) Identify the main points and ideas and how they are presented in a variety of texts;
b) Read and understand texts in detail;
c) Utilise information contained in texts;
d) Identify suitable responses to texts;
e) In more than one type of text.



	Writing  
3. Write a range of texts to communicate information, ideas and opinions, using formats and styles suitable for their purpose and audience. 
	a) Write clearly and coherently, including an appropriate level of detail;
b) Present information in a logical sequence;
c) Use language, format and structure suitable for purpose and audience;

d) Use grammar, including correct and consistent use of tense;

e) Ensure written work includes generally accurate punctuation and spelling and that meaning is clear;

f) In more than one type of text.




HO 4: Functional skills criteria - mathematics Level 1

	Skill standards

(three interrelated process skills)
	Coverage and range

	Representing (selecting the mathematics and information to model a situation)
1. Understand practical problems in familiar and unfamiliar contexts and situations, some of which are non-routine. 

2. Identify and obtain necessary information to tackle the problem. 

3. Select mathematics in an organised way to find solutions. 
	a) Understand and use whole numbers and understand negative numbers in practical contexts;
b) Add, subtract, multiply and divide whole numbers using a range of strategies;
c) Understand and use equivalences between common fractions, decimals and percentages;
d) Add and subtract decimals up to two decimal places;
e) Solve simple problems involving ratio, where one number is a multiple of the other;
f) Use simple formulae expressed in words for one- or two-step operations;
g) Solve problems requiring calculation with common measures, including money, time, length, weight, capacity and temperature;
h) Convert units of measure in the same system;
i) Work out areas and perimeters in practical situations;
j) Construct geometric diagrams, models and shapes;
k) Extract and interpret information from tables, diagrams, charts and graphs;
l) Collect and record discrete data and organise and represent information in different ways;

m) Find mean and range;

n) Use data to assess the likelihood of an outcome.



	Analysing (processing and using mathematics) 
4. Apply mathematics in an organised way to find solutions to straightforward practical problems for different purposes. 

5. Use appropriate checking procedures at each stage. 
	

	Interpreting (interpreting and communicating the results of analysis)
6. Interpret and communicate solutions to practical problems, drawing simple conclusions and giving explanations. 


	


HO 5: Functional skills criteria - ICT Level 1

	Skill standards
	Coverage and range

	Using ICT 
1. Identify the ICT requirements of a straightforward task. 

	a) Use ICT to plan and organise work. 


	Using ICT 
2. Interact with and use ICT systems to meet requirements of a straightforward task in a familiar context. 

	a) Select and use software applications to meet needs and solve straightforward problems;
b) Select and use interface features effectively to meet needs;
c) Adjust system settings as appropriate to individual needs.


	Using ICT 
3. Manage information storage. 

	a) Work with files, folders and other media to access, organise, store, label and retrieve information.


	Using ICT 
4. Follow and demonstrate understanding of the need for safety and security practices. 

	a) Demonstrate how to create, use and maintain secure passwords;
b) Demonstrate how to minimise the risk of computer viruses.



	Finding and selecting information 
5. Use search techniques to locate and select relevant information. 

	a) Use of search engines to (answer) queries.


	Finding and selecting information 
6. Select information from a variety of ICT sources for a straightforward task. 
	a) Recognise and take account of currency, relevance, bias and copyright when selecting and using information.


	Developing, presenting and communicating information 
7. Enter, develop and refine information using appropriate software to meet the requirements of straightforward tasks. 

	a) Apply editing, formatting and layout techniques to meet needs, including text, tables, graphics, records, numbers, charts, graphs or other digital content.


	Developing, presenting and communicating information 
8. Use appropriate software to meet requirements of straightforward data-handling tasks. 

	a) Process numerical data;
b) Display numerical data in a graphical format;
c) Use field names and data types to organise information;
d) Enter, search, sort and edit records.


	Developing, presenting and communicating information 
9. Use communications software to meet requirements of a straightforward task. 

	a) Read, send and receive electronic messages with attachments;
b) Demonstrate understanding of the need to stay safe and to respect others when using ICT-based communication.


	Developing, presenting and communicating information 
10. Combine information within a publication for a familiar audience and purpose. 

	a) Print and view on screen;
b) Check for accuracy and meaning. 


	Developing, presenting and communicating information 
11. Evaluate own use of ICT tools. 

	a) At each stage of a task and at the task’s completion.



HO 6: Job description activity

Map each duty in this job description to the functional skill(s) (i.e. English, maths and / or ICT). The more detailed standards, coverage and range in HO 3-5 may be helpful, and feel free to add more detail where you can (e.g. English – reading / writing). Bear in mind that, although you will be using the criteria at Level 1, in reality, the receptionist would have to perform some tasks at one functional skill level, and others at a higher or lower level.

Job title:

Receptionist
Reports to:

Senior receptionist

Job objective:
To deliver a friendly and efficient service and a professional 



impression to visitors and colleagues.


	Main duties and responsibilities
	Note possible links to functional skills criteria

	Meet and greet visitors.


	

	Use the switchboard to answer calls politely, quickly and efficiently.


	

	Pass on messages to members of staff.


	

	Keep a log of visitors.


	

	Book meeting rooms and maintain the meeting room diary.


	

	Order stationery and monitor levels for all departments.


	

	Maintain systems for incoming and outgoing mail.


	

	Monitor requests for company brochures and reorder stock as necessary.


	

	Keep up to date with product / service information in order to provide information to potential customers.
	

	Attend team meetings.


	

	Adhere to the organisation’s policies and procedures to undertake any other duties in line with the level of work.
	


HO 7: The benefits of a functional workforce
Research shows that there are numerous benefits to employers of having a workforce with well-developed English, mathematics and ICT skills. There are also many benefits to individual employees.

There's never been a more important time to invest in your employees' skills. Change is gathering pace and, in this period of economic downturn, all types of organisations will benefit from investing in their employees' skills. By ensuring that you have a functional workforce, however, you will have confidence that all your employees:
· are able to apply their skills to all sorts of real-life contexts;
· have the mental ability to take on challenges in a range of new settings;
· can take initiative and work independently when necessary; and
· realise that tasks often need persistence, thought and reflection.
Benefits to you as an employer

The benefits of having a functional workforce will vary from one employer to another. Some benefits are described below.
· Increased efficiency - employees will be able to use their time and resources effectively, and work quickly, accurately and flexibly, thereby reducing costs and increasing productivity.

· Higher quality products and services - everyone will be able to read, understand and follow instructions, carry out tasks with precision, keep accurate records, and handle numbers (e.g. discounts, VAT, measurements and other calculations) without errors.

· Better internal and external communications - employees will be able to express themselves clearly, work well in teams, participate fully in discussions, and listen and react appropriately to what they are told.

· Improved customer satisfaction - if customers (internal and external) are dealt with in a friendly manner, their orders are processed accurately, their needs are clearly understood and any complaints are dealt with efficiently, you'll retain custom, build an excellent reputation and attract new customers. Fewer complaints will mean less time and money sorting out returns, offering replacement products and paying out compensation.

· Confident, committed and motivated employees - if your employees feel valued and confident in their skills, they will be able to adapt quickly to changes in working practices. Once an employee's difficulties in functional skills are addressed, they will have the underpinning skills needed to develop other job-related skills, so are more likely to reach their potential. You should see improved motivation and a reduction in absenteeism.

· Better recruitment and staff retention - if you become known as a 'learning organisation' - one that values and invests in its employees' development - you will attract a high calibre of job applicants. Also, your staff turnover will reduce, experienced staff will be retained and recruitment costs saved.

Benefits to your employees

By ensuring all your employees have the necessary functional skills, they will be more confident and motivated in their work. Other benefits to employees may include:

· job satisfaction - their work might give them greater responsibility, autonomy and variety;
· pride in providing a quality product and giving good customer service;
· the ability to take advantage of promotion and/or training opportunities, which may lead to increased earnings;
· reduced stress in areas of work they previously found difficult; and
· in their personal lives, they will be better equipped to deal with their household finances, take advantage of internet and mobile technologies, read with their children and help with their homework, pass their driving theory test...and a lot more.

Note: For information on research into the benefits of improving workplace skills, see the links listed in HO 12: Support and resources. Refer, in particular, to the BIS 2011 Review of Research and Evaluation on Improving Adult Literacy and Numeracy Skills. 

HO 8: Dealing with challenges Q&A 
To improve the functional skills of your workforce, you need to consider taking a whole organisation approach. The key people to 'win over' include:

· senior management

· those likely to be directly involved in employee development (managers, supervisors, HR, learning and development staff, unions)

· potential learners. 

Everyone needs to be convinced that functional skills will strengthen the organisation, but people may not immediately see the benefits. Here are some possible challenges with suggestions on how you can handle them.
A. Aren't they yet another government initiative?

· Employers were involved in designing functional skills.

· The qualifications were widely piloted before their launch in 2010.

· Skills for Life and key skill qualifications have been replaced by functional skills, in order to provide a coherent and transparent qualification system with clear progression routes.

· Rather than focusing on collecting evidence and preparing for tests, more time has to be devoted to learning skills and practising them in real-life contexts. 
B. Many of our employees are well qualified - they don't need functional skills?

· Functional skills are relevant to everyone. 
· Many employees have 'spiky profiles' - i.e. high skill levels in some areas but not others. Over time, they may have developed coping strategies, but their difficulties can hold them back or hinder their performance. If they change jobs or gain promotion, they may find themselves lacking the underpinning skills to write reports or produce budgets, for instance. 
· People who have been out of education or training for a while may need to refresh and update their skills. 
· Things move on, especially with technological advancements, so skills need updating.
C. Why is it my job to teach functional skills?

· You won't be teaching functional skills, but you may be involved in supporting employees and providing opportunities for them to develop their skills in the workplace.
· The reality is that not everyone leaves school equipped to cope in the modern workplace, and people's skills get rusty over time. Also, everyone needs the opportunity to practise their learning. 
· All employees must take some responsibility as the consequences of not having a functional workforce could affect everyone.
· You can develop your employees' functional skills in a number of ways, e.g. by giving them extra responsibilities, allowing them to spend time in different departments, offering work shadowing, giving them one-off projects, mentoring and / or allocating time for them to undertake more formal training. 

D. How should I deal with the sensitivities?

It can be hard for people to admit that they have difficulties with English, maths and ICT, perhaps because of embarrassment or fear being labelled. There are a number of things you can do to encourage participation and preserve dignity.

· Stress that everyone in the organisation will be involved in functional skills.
· Be upbeat and positive - avoid talking about 'deficits' and 'weaknesses'. Instead, stress the opportunities that improvements in skills will bring. 
· Where possible, give training a general focus (e.g. report writing or ICT) rather than pinpointing functional skills.
· Allow employees to talk things over with their peers or union learning rep (ULR). 

E. What about the costs?
· Functional skills bring so many benefits that senior management should view them as an investment. 

· Nevertheless, acknowledge that there will be costs - management charges, training fees, staff replacement costs, the purchase of training materials, extra time spent mentoring, etc. 

· Employees may be prepared to do some training in their own time - as well as reducing costs, this should provide more ownership.

· Find out about possible financial support. Government funding may be available to help individuals achieve English and mathematics up to Level 2.
· If possible, involve an employer champion - a committed employer who can outline how functional skills have helped their own organisation.
F. How do I cope with resistance from individual employees?

· Help employees to see the benefits to themselves of improving their English, mathematics and / or ICT skills.

· Involve employee or union reps (e.g. the ULR). They often have expertise in this area and may be seen as more neutral than management so are in a good position to explain the benefits of functional skills. 

· If possible, involve an employee champion - a committed employee who can outline the benefits of functional skills.
· Stress they will achieve nationally recognised qualifications. 
· Emphasise that the whole organisation will be involved.
· Make training as flexible as possible to fit in with people's lives. 

HO 9: Introducing functional skills checklist
	Action


	Tasks 

	Develop a whole organisation policy and strategy on functional skills
	· In order to implement a whole organisation approach, outline the organisation's commitment.

· Agree on a functional skills lead or working party.

· Clarify roles and responsibilities.



	Raise awareness of functional skills throughout the whole organisation
	· Promote via notices, newsletters, emails, the intranet, through unions, and / or ask for input from 'champions' who have achieved their functional skills.

· List functional skills on job descriptions or person specifications.

· Ask for evidence of functional skills achievement on applications and discuss during interviews.

· Include in staff induction programmes.

· Address progress in functional skills during appraisals.

· Record progress on training plans.



	Train key staff about functional skills so they can support delivery
	· Training could be in-house, through an external course (e.g. with an awarding organisation), or through a programme devised with a training provider; it could form part of your CPD activity.

· Recommend that all staff work towards functional skills qualifications.

· Offer the opportunity for staff to train as assessors.



	Identify training needs to establish functional skill gaps and levels
	· Conduct initial and diagnostic assessments, and other informal assessments (e.g. to assess speaking, listening and communication). N.B. There are several off-the-shelf packages, most of which can be taken online. Alternatively, buy in the expertise of a training provider.  

· Provide information, support and guidance.



	Plan the delivery of training
	· Consider the most suitable training - may be a mixture of on- and off-the-job training and distance learning (e.g. with learndirect), and training integrated into other courses (e.g. customer service or ICT). 

· When deciding on a training provider, check their reputation, experience working with employers and their ability to tailor training to suit your needs. Examine Ofsted inspection reports.

· Establish the costs involved.



	Provide opportunities to develop / practise / apply
	· Extend / add tasks or responsibilities to an employee's job role.

· Provide one-off tasks or projects.

· Allow time to be spent in different departments.



	Support employees 
	· Consider setting up a mentoring or coaching scheme. 

· Conduct regular progress checks with individuals. 

· Monitor overall progress and celebrate achievements.



	Evaluate the impact of introducing the functional skills development programme
	Know how you will measure success. Keep records on the number of employees achieving functional skills qualifications at different levels. At the same time, monitor performance indicators such as:


· production rates / service delivery targets

· quality control reports

· customer satisfaction surveys

· absenteeism rates

· staff turnover statistics.




HO 10: Functional skills action plan
In conjunction with HO 9, use this as a basis to develop your own action plan.

	Action


	Specific tasks
	People to involve
	By when?

	Develop a whole organisation policy and strategy on functional skills

	
	
	

	Raise awareness of functional skills throughout the whole organisation


	
	
	

	Train key staff about functional skills so they can support delivery


	
	
	

	Identify training needs to establish functional skill gaps and levels


	
	
	

	Plan the delivery of training


	
	
	

	Provide opportunities to develop / practise / apply


	
	
	

	Support employees


	
	
	

	Evaluate the impact of introducing the functional skills development programme


	
	
	


HO 11: Support and resources

Support may be available from the following organisations

Colleges, independent training providers and distance learning providers, such as learndirect (http://www.learndirect.co.uk/businessinfo/) - apart from offering a range of training solutions, these can offer advice and work with you to develop bespoke programmes.

Sector Skills Councils (SSCs) - these are employer-led organisations that aim to develop skills. For a directory of SSCs, see:

http://www.sscalliance.org/SectorSkillsCouncils/SectorSkillsCouncils.aspx
Trade unions - can support learning in your workplace, e.g. through ULRs.

http://www.unionlearn.org.uk/
Support with functional skills implementation and delivery

LSIS has developed the Functional Skills Starter Kit. This provides links to useful resources and guidance that will help those new to functional skills get started. 

http://www.excellencegateway.org.uk/node/20280 

In addition, the LSIS Whole Organisation Approach Starter Kit may also be useful.

http://www.excellencegateway.org.uk/node/1151 

The functional skills readiness tool was developed for the Functional Skills Support Programme run by LSIS. It will help you develop a strategy, policy and implementation plan. 

http://collections.europarchive.org/tna/20110814011143/http:/www.fssupport.org/training-support/readiness-tool/post-16
The LSIS Being Functional site (part of the Excellence Gateway), provides a wide range of functional skills resources:

http://tlp.excellencegateway.org.uk/tlp/fs/fs-resources/index.php
Useful resources to support all aspects of implementation and delivery can be found on the English, maths and ESOL hub of the Excellence Gateway site: 

http://www.excellencegateway.org.uk/sfl
The Tools Library website has resources for skills assessment:

http://archive.excellencegateway.org.uk/page.aspx?o=toolslibrary 

LSIS has produced other Continuous Professional Development modules in this suite, including some that are relevant to the planning and delivery of functional skills and some with an employer focus. 

http://www.excellencegateway.org.uk/node/21207
Research on skills, their benefits etc
New Challenges, New Chances - Further Education and Skills System Reform Plan: Building a World Class Skills System, BIS (December 2011)

http://www.bis.gov.uk/assets/biscore/further-education-skills/docs/f/11-1380-further-education-skills-system-reform-plan 

Review of Research and Evaluation on Improving Adult Literacy and Numeracy Skills, BIS (December 2011)

http://www.bis.gov.uk/assets/biscore/further-education-skills/docs/r/11-1418-review-research-on-improving-adult-skills.pdf
Skills for Life Survey: Headline findings, BIS (December 2011)

http://www.bis.gov.uk/assets/biscore/further-education-skills/docs/0-9/11-1367-2011-skills-for-life-survey-findings.pdf 

Working on the Three Rs - Employers' Priorities for Functional Skills in Maths and English, CBI (2006)
http://sflip.excellencegateway.org.uk/docs/CBI%20Working%20on%20Three%20Rs%20key%20points.doc 
Tackling the challenge of low numeracy skills in young people and adults, Ofsted (April 2011)

http://www.ofsted.gov.uk/resources/tackling-challenge-of-low-numeracy-skills-young-people-and-adults
Prosperity for all in the global economy - world class skills, Leitch Review of Skills - published by TSO for HM Treasury (December 2006)

http://www.official-documents.gov.uk/document/other/0118404792/0118404792.pdf
Functional skills criteria, assessment, inspection etc

Criteria for Functional Skills Qualifications, Ofqual (January 2012)

http://www2.ofqual.gov.uk/downloads/category/67-functional-skills-qualification-criteria
Functional Skills Subject Criteria for English, mathematics and ICT - Entry 1, Entry 2, Entry 3, Level 1 and Level 2, Ofqual (September 2011)

http://www2.ofqual.gov.uk/downloads/category/68-functional-skills-subject-criteria
Controlled Assessment Regulations for Functional Skills, Ofqual (September 2011)

http://www2.ofqual.gov.uk/downloads/category/81-functional-skills-controlled-assessment-regulations
For links to Ofsted's common inspection framework for further education and skills from September 2012, see:

http://www.ofsted.gov.uk/resources/common-inspection-framework-for-further-education-and-skills-2012
� EMBED PowerPoint.Slide.12 ���








Extension / alternative 


Ask participants to bring to the session a job description for an actual job with which they are familiar within their organisation. Follow the same steps as above.











� Note: Entry 1, Entry 2 and Entry 3 are basic survival levels of English and maths skills. Level 1 is an operational level of skill where the learner can get by in some work and social situations and Level 2 is broadly equivalent to GCSE grades A-C, and is the level required by most employment.  


� �HYPERLINK "http://www.bis.gov.uk/assets/biscore/further-education-skills/docs/r/11-1418-review-research-on-improving-adult-skills"�http://www.bis.gov.uk/assets/biscore/further-education-skills/docs/r/11-1418-review-research-on-improving-adult-skills� 


� �HYPERLINK "http://webarchive.nationalarchives.gov.uk/+/http:/www.hm-treasury.gov.uk/leitch_review_index.htm"�http://webarchive.nationalarchives.gov.uk/+/http:/www.hm-treasury.gov.uk/leitch_review_index.htm� 
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