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Skills for Life Support Programme


Literacy, language and numeracy health check: A whole organisation approach to improving quality

H Curriculum design and delivery resource matrix

	Description of resource
	Where to find it
	Date and origin
	Target audience
	How does it support this section of the health check?

	i. Assessment and Learning Guidance Booklets:

A suite of 5 downloadable booklets:

1. High-quality assessment processes: guidance for managers

2. Using skills checks

3. Initial and diagnostic assessment: a learner-centred process

4. Individual Learning Plans

5. Assessment for Learning

The booklets reaffirm and repackage key messages as quick read that speak to a broad readership and signpost other guidance and resources that provide more detailed information. Word versions enable you to customise the texts to suit your purposes.

	http://sflip.excellencegateway.org.uk/resources/assessmentguidance.aspx
Available via:

http:// excellencegateway.org.uk

	Developed in 2008 through the LSIS funded Skills for Life Support Programme


	Managers with a responsibility for curriculum, teaching and learning and quality assurance (Booklet 1) 

Frontline workers, helpline staff, Information, Advice and Guidance (IAG) staff, Union Learning Representatives (ULRs), youth workers (Booklet 2) 

Teachers, tutors, trainers, lecturers and instructors in the Further Education (FE) sector and in the workplace 

(Booklets 2–5)
	The booklets, which support the continuous improvement of assessment processes, cover:

· the purpose of the different types of assessment; when they should take place; who should deliver them; and best practice in delivery (Booklet 1 – see for Quality statement 2)

· assessment approaches and tools that engage learners (Booklet 3 – see for Quality statements 2 & 3)

· planning, implementing and quality assuring assessment processes (Booklet 1)

· using assessment outcomes to improve learning (Booklets 3, 4 and 5 – see for Quality statement 4)

· the skills needed by those carrying out the different types of assessment (Booklets 1, 2 and 3 – see for Quality statements 2 & 3).


	ii. Handbook for the inspection of further education and skills from September 2009
	http://www.ofsted.gov.uk/Ofsted-home/Forms-and-guidance/Browse-all-by/Other/General/Common-inspection-framework-for-further-education-and-skills-2009
Available via:

http://www.ofsted.gov.uk

	July 2009 – published by HMCI - Ofsted – Ref No 090106
	Guidance for providers and Her Majesty’s Inspectors 


	Section A – ‘Outcomes for learners’ shows you how inspectors will evaluate 

· how learners will develop language, literacy and numeracy skills to complete their programmes and progress

Supports Quality statement 1

· how learners will progress to further learning and employment

Supports Quality statement 16

Section B – ‘Quality of Provision’ shows how inspectors will evaluate the following:

· How learning and assessment are linked to initial and current assessments 

Supports Quality statements 3 & 14

· How teaching and learning methods inspire and challenge learners

Supports Quality statement 6

· How well induction, review and guidance sessions support learners

Supports Quality statement 4 


	iii. Geoff Petty website 
Geoff Petty is the author of Britain's best-selling teacher training text: Teaching Today’: a practical guide  4th Ed 2009 Nelson Thornes and Evidence Based Teaching '2nd Ed 2009

	http://www.geoffpetty.com/index.html
	
	Teachers, tutors, instructors, lecturers, trainers and anyone who wants to know how to help people learn
	The website has a wealth of downloadable material. These are particularly relevant:

· Differentiation for Quality statement 3

· Active learning for Quality statement 9

· Active schemes for Quality statement 9


	iv. LSIS Gold Dust Resources for Teacher Educators 

The Gold Dust resources are designed to support the development of generic skills, knowledge and understanding of trainee teachers in the lifelong learning sector. The resources include a wide and varied range of learning activities, case studies, videos, interactives and more.

The resources in the Gold dust website are taken from the LSIS Teaching and Learning Programme and were developed with teachers, teacher educators and national education organisations. 

Teachers and learners in the learning and skills sector piloted the activities and approaches and helped to create the resources. They are informed by and illustrate emerging practice.
	http://golddust.bdplearning.com/
Available via:

http:// excellencegateway.org.uk

	Various
	Teacher educators and anyone supporting staff development, for example: advanced practitioners, subject learning coaches
	Learning and Teaching

This section includes sub sections focusing on:

· Teaching methods and resources, with a focus on active learning

· Applied learning and work-related learning

Supports Quality statements 8, 9 &10.

Specialist learning and teaching

This section includes a sub section:

Embedding literacy, language, numeracy and ICT in a specialist area

Supports Quality statements 6 &7.

Planning for Learning

Includes a section, ‘Analysing learner needs’

Assessment for Learning

Useful sections include:

· ‘Initial assessment’ with a self-assessment checklist for initial assessment for managers and quality improvement tools for initial assessment practice. This part of the website also focuses on induction, reviewing progress, formative assessment, summative assessment and giving and improving feedback to learners
· Assessment and quality assurance

Supports Quality statements 2



	v. Good Practice Guidelines for the Skills Check and Initial Assessment
	http://www.excellencegateway.org.uk/pdf/Good_Practice_Guide.pdf
Available via:

http:// excellencegateway.org.uk
	2005 DfES
	This guide has been designed for all adult literacy, numeracy and language staff involved in skill checking and initial assessment, including:

· teachers, tutors and trainers

· subject-support staff and adult learner support staff

· frontline workers in, for example, Jobcentre Plus, voluntary and community organisations and the probation and prison services

union learning representatives

working in  a variety of contexts, including:

· colleges and training centres

· industry and business

· the armed forces

· probation and prison services

· community and referral organisations

· family work.

	These guidelines have been designed to show examples of best practice in initial assessment and help to ensure consistency across different organisations.

It covers the stages of the Learner Journey, signposting and referrals, assessment tools and processes and procedures for initial interview.

Case studies (pages 38– 7) illustrate the different ways in which organisations carry out the initial stages of the learning journey.

Supports Quality statement 2


	vi. Initial assessment toolkit for key skills and Skills for Life

Developed through the LSIS Key Skills Support Programme 
	http://www.excellencegateway.org.uk/media/KSSP/ia_toolkit_lo_res.pdf
Available via:

http:// excellencegateway.org.uk
	Various

2006
	Those involved in managing and delivering initial assessment of literacy, language and numeracy skills.
	The toolkit contains a range of resources designed to support each of the six main initial assessment techniques:
· Tests 

· Structured activities

· Self assessment

· Document

· Observation

· Discussions

Included are case studies of providers who have used the toolkit

Supports Quality statements 2 & 3.



	vii. LSC Fact Sheet 13 – Initial Assessment for Skills for Life including delivery in Train to Gain


	http://www.sfl-sw.org.uk/userfiles/files/Factsheet%2013%20-%20SfL%20initial%20assessment%20for%20S4L%20including%20delivery%20in%20TTG%20Final.doc
Available via:

http:// excellencegateway.org.uk

	Learning & Skills Council, July 2009
	Regional and local Learning and Skills Councils (LSC) involved in Skills for Life and Train to Gain; LSC Audit and Provider Financial Assurance teams 

Colleges and other providers delivering Skills for Life in any context: senior managers and managers responsible for literacy, ESOL, numeracy and vocational provision through Train to Gain; teachers and tutors of literacy, ESOL, numeracy and vocational programmes through Train to Gain 

Colleagues in the Office for Standards in Education (OFSTED); Learning and Skills Improvement Service (LSIS); other colleagues responsible for Skills for Life and Train to Gain provision.


	Defines the national LSC expectation around initial assessment for Skills for Life learning and provides guidance to support best practice as regards screening and assessment. 

The fact sheet has two sections:

Section one sets out the context of Skills for Life and the assessment process. 

Section two provides references to further information, guidance and support for providers on initial assessment.

	viii. Making it Work – A practical guide to effective delivery of Skills for Life in workplace learning
Available on-line in PDF format with links to sample forms, exemplars, good practice case studies, as well as hints and tips and further information.

The guide is the outcome of effective practice projects undertaken by 38 providers on the Skills for Life Support for World Class Skills Programme in 2009.
	www.excellencegateway.org.uk/255255
Available via:

http:// excellencegateway.org.uk

	LSIS February 2010 


	Managers, trainers, teachers and teacher educators involved in managing, planning or delivering literacy, language and numeracy provision in the workplace.
	Section 1 Employer Engagement: 

Deals with developing marketing strategies including e-marketing.  

Case studies from Mercia Partnerships (e-marketing development plan – page 3), Blackburn College (animated video film – page 3) and Stockton Riverside College (SfL bus – page 4) and Rotherham College of Arts & Technology (engagement with hard to reach employers – page 5) 

Supports Quality statement 1.

Section 2 Developing and implementing effective assessment and ILP processes for workplace learning 

· Defines the term ‘assessment processes’

· Explains the four-stage assessment process

· Identifies the impact of effective assessment and ILP processes

Case studies from Brockenhurst College (cross college clarification of initial assessment (IA) processes and procedures – page 20), Ealing, Hammersmith & West London College (employer engagement learner journey – page 21), 

Example of practice from Sussex Downs College (Move-On I Route – positive language approach when talking to learners about IA and approaches to improving the monitoring of SfL learners’ progress – page 25) 

Supports Quality statements 2 & 3.


Section 3 Flexible ways of delivering learning
How to design and deliver effective models of employer-responsive and learner-centred language, literacy and numeracy provision.  

Examples of effective models of blended language, literacy and numeracy learning from Longden Ltd (page 39), Cheshire County Council (page 40) and Wirral Metropolitan College (page 40) 

Supports Quality statement 9

Section 4 Part 2 – Developing schemes of work and learning plans 
· Planning embedded language, literacy and numeracy activities so that learners develop the skills they need for work and training

· Striking a careful balance between the desire to link the work to the vocational context and the need to cover the full syllabus within a tight timeframe.

Examples of practice from Total People Ltd’s SfL team – checklist of effective practice for developing workplace literacy and numeracy resources (page 59) and from Newcastle City Council – their process for developing language, literacy and numeracy activities (page 60). 

Supports Quality statement 10


	
	
	
	
	Section 4 Parts 1, 3, 4, 5 & 6 

Working collaboratively with employers

· Developing teaching and learning approaches and resources 

· Adapting resources for different delivery methods

· Trialling approaches and resources

· Measuring the impact

Examples of vocational resource development on page 57. Derby College self-study pack for learners on page 61 and Wirral Metropolitan College’s conversion of paper-based materials to online materials on page 63.

Supports Quality statement 5, 6, 7, 8 & 15.


	ix. Move On E-tutor guide

This resource explores the  creative use of the Move On Learner Route to support a blended delivery model
	http://www.move-on.org.uk/downloadsFile/downloads1596/E-tutor_guide_Oct08.pdf
Available via:

http://www.move-on.org.uk
But will require registration
	
	Language, literacy and numeracy practitioners and managers who are interested in exploring ways in which they can use the Learner Route to offer blended learning programmes.

Tutors and managers of vocational courses who are seeking creative and flexible ways of providing language, literacy and numeracy support 

Business development managers responsible for developing the language, literacy and numeracy training offer within workplace settings. 

	The resource includes:

· What is e-learning?

· Models of delivery

· Technologies available for facilitating learner support

· The e-tutor’s role.

This resource will help you to offer flexible learning opportunities.

Supports Quality statement 10


	x. Awareness raising CPD modules 

Module 1a – Embedding literacy, language and numeracy: policy, context and implications for managers

Module 1b – Embedding literacy, language and numeracy: what? why? how?

Module 1c – What is Skills for Life? What is embedding?

The modules were developed in 2008 as part of a suite of training modules  through the LSIS Skills for Life Improvement Programme; updated in 2009


	http://www.excellencegateway.org.uk/269853
	LSIS
	Module 1a: Senior managers, managers, leaders and coordinators

Module 1b: Non-teaching staff, IAG workers, support workers, front line staff, probation staff, business development staff

Module 1c: Teachers and assessors who are not language, literacy and numeracy specialists and who are likely to be involved in the future in planning and/or delivering embedded programmes.
	Module1a:

· The policies related to embedding literacy, language and numeracy, with an emphasis on numeracy

· The priority contexts of vocational learning, employability and offender learning

· Planning for the future, particularly the introduction of functional skills, Foundation Learning, Diplomas and emerging responses to economic changes

Module 1b:

· What is meant by Skills for Life and the embedded approach

· The level of need and the reasons for supporting clients / learners with language, literacy and numeracy needs

· How language, literacy and numeracy skills are used in daily life 

· The difficulties experienced by those with language, literacy and numeracy needs in a working or learning environment

· How to support learners/clients with language, literacy and numeracy needs

· Signposting learners/clients to appropriate provision to improve their language, literacy and numeracy skills.



	
	
	
	
	Module 1c 

· The embedding process and what it involves

· The link between language, literacy and numeracy and vocational areas of work

· The link between embedding language, literacy and numeracy and the  functional skills/Skills for Life qualifications

· The advantages of embedding for learners and the organisation

· What embedding means and the implications for participants’  job roles

Supports Quality statement 6


	xi. CPD module 3 – Working together to embed literacy, language and numeracy
Developed in 2008 as part of a suite of training modules through the LSIS Skills for Life Improvement Programme; updated in 2009


	http://www.excellencegateway.org.uk/269853
	LSIS 2009


	Language, literacy and numeracy practitioners; vocational and other practitioners who are working together to plan embedded programmes.
	The training pack covers:

· Findings from research on collaborative working in embedded delivery
· Case studies of collaborative working – Handouts 2a and 2b

· Models of collaborative working – Handouts 3a and 3b

Supports Quality statements 7 & 8.


	xii. CPD module 4a – Assessment of learner needs / strengths and target setting
Developed in 2008 as part of a suite of training modules through the LSIS Skills for Life Improvement Programme; updated in 2009
	http://www.excellencegateway.org.uk/269853
	LSIS 2009


	Language, literacy and numeracy practitioners; vocational/other practitioners who are planning to deliver embedded programmes.
	The training pack covers:

· The Learning Journey and literacy, language and numeracy assessment
· Methods of initial and diagnostic assessment  

Supports Quality statement 2

· Giving feedback from assessment – 

Supports Quality statement 2

· Creating SMART learning targets; see specifically the Ealing, Hammersmith & West London College case study, Developing employer specific learning targets – 

Supports Quality statement 3

· Planning and recording the learner journey: what makes an effective ILP? 

Supports Quality statements 5 & 12

· Accounting for learners’ language, literacy and numeracy needs when planning embedded teaching & learning 
Supports Quality statements 3 & 5 

· Reviewing and reflecting on progress: using feedback to inform effective learning 
Supports Quality statement 13

	xiii. Training module 4b - Identifying underpinning language, literacy and numeracy and developing schemes of work / assessment plans

Developed in 2008 as part of a suite of training modules through the LSIS Skills for Life Improvement Programme; updated in 2009

	Need to put in link when known

	LSIS 2009
	Language, literacy and numeracy practitioners, vocational/other practitioners who are working together to develop embedded programmes.


	The training module aims to enable participants to identify the specific language, literacy and numeracy skills needed by their learners so that they can embed the teaching of those skills into their schemes of work/assessment plans.

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

· understand and describe the importance of identifying underpinning language, literacy and numeracy for embedding

· develop appropriate and relevant documentation for identifying underpinning language, literacy and numeracy


	
	
	
	
	· create their own embedded scheme of work / assessment plan

· understand how this process can support learners 

Handout 4 provides advice on writing schemes of work and session plans.

Handouts 5–8 are examples of embedded schemes of work.

Supports Quality statements 4, 8 & 12



	xiv. Skills for Working

This guidance offers you ideas and suggestions on how to support the development of literacy, language and numeracy skills for learners in a vocational context.
	http://www.excellencegateway.org.uk/page.aspx?o=SFW
Available via:

http:// excellencegateway.org.uk

	Produced by NIACE for the DfES

2006
	The guidance is written for managers, practitioners and support staff working with adult post-16 learners with learning difficulties or disabilities. 

The principles and approaches will be relevant to staff working across a range of settings including those working in prisons. 

In terms of literacy, language and numeracy skills, the learners range between pre-entry and level 2 and the illustrative case studies in the guidance represent a diverse group of individuals.
	Supports staff to develop individualised programmes of learning within the context of language, literacy and numeracy. 

Supports Quality statement 6.

The learning journey has a strong focus on person-centred approaches, formative assessment, progression routes and support for transition into voluntary work, work experience or employment.

Supports Quality statement 16.

Examples of schemes of work, ILPs and reviews of ILPs, lesson plans, kinaesthetic personalised timetables and work experience log book.

Supports Quality statement 10.




	xv. Tools library website 

You can access, download or order, free of charge, a range of skills checks (formerly known as screening) and initial assessment tools suitable for assessing learners’ literacy and numeracy levels from entry level to level 2 against national standards.

The tools are available in both paper and computer-based forms, in a standard version, a workplace version and in versions tailored for the health, retail, transport and cleaning industries.


	http://www.excellencegateway.org.uk/toolslibrary
	Skills for Life/DfES

2006
	Those managing or delivering initial assessment of literacy and language skills in all learning and skills settings.
	These assessment tools are up to date and reliable and because there are versions contextualised to different occupational areas, they support you to make the initial assessment process engaging and relevant to the learner. 

They are useful in helping to match a learner to an appropriate learning programme and in directing further and more in-depth assessment.

Supports Quality statements 2 & 3.
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