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Module 1b What is Skills for Life? What is meant by embedding?
	Course Information
	Suggested Length of Session:      2.5 hours minimum


	Target Group
	Job role     

Non-teaching staff, Information, Advice and Guidance workers, Support workers, front-line staff, Probation staff, Business Development staff 
Sector 

Any

	Snapshot of module
	Participants will be able to explore how in their role they can support clients with literacy, language and numeracy (LLN) needs. They will have the opportunity to look at the ‘client’s journey’ in their particular context and to identify strategies and resources to improve the client’s experience.

	Aims
	To secure an understanding of Skills for Life, the embedding approach, and the role participants can play in supporting Skills for Life in their organisation.

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

· understand what is meant by Skills for Life and the embedded approach

· recognise the level and scope of these skills in adults with whom they work and identify the reasons for supporting clients with their literacy, language and numeracy skills development

· recognise some of the daily instances of literacy and numeracy activity which take place in their specific settings

· identify potential literacy, numeracy and language challenges for clients in a working or learning environment

· identify how, in their role, they can support clients with literacy, language and numeracy skills development needs

· use positive language to signpost clients to appropriate provision to improve their LLN skills
· complete a personal action plan to provide support for clients with LLN needs.


	Course Overview

	Session
	Content

	1. Introductions, aims, objectives
	· To introduce trainer and participants.

· To set the scene for the topic and illustrate how this module fits in with the stages in developing a whole organisation approach to embedding.

· To introduce the reflection and action log and its use.

	2. Literacy, language and numeracy: levels and impact
	· To explore literacy, language and numeracy skills, levels and the impact of low levels of literacy, language and numeracy skills on adults in their everyday life and work.
· To summarise the data supporting the case for improving literacy, language and numeracy skills.

	3. Benefits of an embedded approach
	· To introduce participants to the arguments for using embedded approaches to improving literacy, language and numeracy skills.

	4. Experiential activities
	· A selection of experiential activities designed to give participants the opportunity to experience what it is like to have literacy, language and numeracy skills development needs and the impact of this when carrying out everyday tasks.

	5. The client’s journey
	· To encourage participants to think of their clients and how important LLN is to their success.

	6. Signposting and referral
	· To provide participants with hints and tips on how to encourage clients to take up opportunities to develop their literacy and numeracy skills, for example by using positive language to overcome objections.

	7. Action planning
	· To enable participants to leave with an action plan and some practical strategies for supporting their clients to develop their literacy, language and numeracy skills.


	
	


	CPD, reflection and the Institute for Learning
	There is no formal assessment of outcomes. However, participation in this session, followed by implementation of new ideas, evaluation of and reflection on the impact of the change in teachers’ practice could contribute to participants’ personal continuing professional development (CPD) plans. This can form part of the requirement to complete at least 30 hours of CPD each year (pro rata for part-time staff) in order for teachers to remain in good standing. Evidence of this professional development, and reflection on its impact, will be required for the professional development portfolio.

	This course maps to these professional
standards
	N/A

	Trainer experience 
	Trainers must have:

· at least three years’ experience of teaching adult literacy, language and/or numeracy

· at least one year’s experience of training

· a Certificate in Education or equivalent, together with specialist qualifications in teaching adult literacy, language and/or numeracy, or in working with learners with learning difficulties and/or disabilities

· undertaken the core curriculum training in literacy, numeracy, ESOL, the pre-entry curriculum and/or the Access for All guidance document, or appropriate other training.


	Reference materials for trainers
	The Leitch Review 2007

Education at a Glance 2008 OECD Briefing Note for the United Kingdom

New light on literacy and numeracy by John Bynner and Samantha Parsons (NRDC 2006)

http://rwp.excellencegateway.org.uk/readwriteplus/Workplace
http://www.niace.org.uk/development-and-research/programmes-of-work/lln-and-workplace
http://www.oft.gov.uk/oft_at_work/partnership_working/consumer-alliance/resources/toolkitfront
http://www.move-on.org.uk/ 

http://www.plainenglish.co.uk/



	Pre-course activity for participants
	N/A

	Equipment required
	Laptop and multimedia projector

Flipchart

Computer facilities with internet connection

Coloured sticky notes

Flip chart pens and highlighters

	Resources needed for participants to use during the session
	· Participant packs with PowerPoint presentations

· Sets of cards for the LLN levels card-sort activity (R1)

· Skills for Life: some basic facts (HO2)

· LLN levels card sort – answer sheet (HO3)
· Sets of Numeracy question cards (R2)

· Numeracy questions: solutions and reactions (HO4)

· Positive language paper (HO5)

· Overcoming objections (HO6)

· Devon NHS (HO7)

· Stockton Riverside College (HO8)

· Move Your Skills On (HO9)

· Move On Maths Take Away (HO10)




Session plan and resources

Module 1b What is Skills for Life? What is meant by embedding?
TN – trainer notes.  HO – handout.  R – resources.

	Time
	Content
	Resources

	
	
	No.
	Style
	Title

	
	Registration

During registration – quiz to stimulate discussion

Welcome

Welcome, housekeeping, introductions 
	HO2


	Handout


	Skills for Life: some basic facts



	5

(5)
	Introduction 

	TN1

PP2-3

HO1
	Trainer notes

PowerPoint

Handout
	Introduction to the unit

Aim/ objectives 

Reflection and action log



	10

(15)
	Quiz answers and definitions

SfL and LLN definitions


	TN2

PP4-5

HO2
	Trainer notes

PowerPoint


	SfL awareness quiz

Explaining Skills for Life and LLN

Skills for Life: some basic facts

	20

(35)
	Levels of literacy and numeracy
	TN3

R1

PP6-7

HO3
	Trainer notes

Activity

PowerPoint

Handout
	Levels of literacy and numeracy

LLN levels card sort

LLN levels
LLN levels card sort – answer sheet 

	10

(45)
	The impact of low levels of LLN skills and the benefits of the embedded approach to skills development
	TN4

PP8-10
	Trainer notes

PowerPoint
	The impact of low LLN skills and the benefits of the embedded approach to skills development

	The next two activities give participants the opportunity to experience what it is like to have literacy, language and/ or numeracy skills development needs and the impact of this when performing every day tasks. It is recommended that the trainer chooses one or both activities, depending on time available. A 2.5 hour session gives you enough time to complete one experiential activity.




	Time
	Content
	Resources

	
	
	No.
	Style
	Title


	30

(1.15)
	Experiencing LLN
	TN5

R2

HO4
	Trainer notes

Activity

Handout
	Numeracy and mathematics: emotional reactions and coping strategies

Numeracy question cards

Numeracy questions: solutions and reactions

	30

(1.45)
	Experiencing LLN
	TN6


	Trainer notes

Literacy/ dictation


	Experiencing literacy

1



	30

(2.15)
	The client’s journey
	TN7
PP11
	Trainer notes

PowerPoint
	The client’s journey

Why do we support clients with LLN needs?

	30

(2.45)
	Encouraging clients to take up opportunities to develop their LLN skills: the importance of using positive language


	TN8
PP12

HO5
HO6
	Trainer notes

PowerPoint

Handout

Handout
	The importance of using positive language

The positive language approach diagram

The positive language approach

Overcoming objections 

	15

(3.00)
	Supporting LLN needs in your organisation
	TN9
HO7
HO8
HO9
HO10
HO11
	Trainer notes

Handout

Handout

Handout

Handout

Handout
	Supporting LLN needs in your organisation
Devon NHS
Stockton Riverside College

Move Your Skills On

Move On Maths Take Away

Where to find out more

 


	res no.
	style
	title

	TN1
	Trainer notes
	Introduction to the unit


This CPD course is designed to provide non-teaching staff with an awareness of how their role can support clients with literacy, language and numeracy (LLN) skills development needs. Throughout the materials the term ‘clients’ is used rather than ‘learners’ as the participants are unlikely to be from formal teaching settings and will almost certainly not be teaching.
The course is designed to run as a half day (2.5 hours). A 2.5 hour session gives you enough time to complete one experiential activity (either TN5 or 6) but you may decide to do more than one. The focus is on developing an understanding of LLN and of how everyone within an organisation has a role in supporting clients to develop their skills. The desired outcome is that participants will see how they, in their role, can help clients with development of their LLN skills regardless of the setting or activity taking place. Remind participants that their organisation is involved in working towards a whole organisation approach to supporting LLN and that this is a key organisational priority.

As some participants may have little or no understanding of the term LLN (literacy, language and numeracy) it may be necessary to take some time ensuring that they are comfortable with what this means – both for them and for their clients.

It is also important to recognise that some participants may have their own LLN skills development requirements and this will need to be supported during the session. This includes avoiding jargon and acronyms and role modelling positive approaches to embedded LLN activity.

HO1 is a reflection and action log and should be given out at the beginning of the session and referred to throughout. Participants should be encouraged to reflect on each activity and record any observations. The last activity focuses on action planning.

PP2 and 3 provide Aim and Objectives.

	res no.
	style
	title

	PP2-3
	PowerPoint
slides
	Aim and objectives
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Aim

The aim of this course is for you to:

• secure an understanding of Skills for Life and the 

embedding approach, and the role you can play in 

supporting Skills for Life in your organisation.
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Objectives

By the end of this session you will:

• identify the reasons for supporting clients with literacy, language and 

numeracy (LLN) needs

• recognise some of the daily instances of LLN activity which take place 

in their specific setting

• identify the difficulties for clients with LLN needs in a work or learning 

environment

• identify how your role is essential to supporting clients with LLN needs

• explore ways to signpost clients to appropriate provision to improve 

their LLN skills using positive language

• reflect on your own job role and identify ways you can support clients 

with LLN needs.
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	res no.
	style
	title

	HO1
	Handout
	Reflection and action log


This log is a working document to record your thoughts, ideas and actions as you go through the session.

	Reflections and observations



	Action 1



	Action 2



	Action 3




	res no.
	style
	title

	TN2
	Trainer notes 
	Skills for Life awareness quiz


Purpose
This is an ice-breaker activity to generate discussion about the level of need and the impact of poor English and maths skills.
Presentation

HO2 should be handed out during registration or could be laminated and placed on the tables.
Ask participants to work in pairs or groups to discuss the questions and be prepared to feed back their answers to the group.

Answers

1a   2c  3b  4a  5b  6b  7d  8 – to be used to prompt discussion
Debrief

During the feedback you should aim to generate a discussion about what we mean by Skills for Life and LLN

Make sure that you clarify what is meant by Skills for Life (SfL) - the government strategy for addressing literacy, language and numeracy needs, and literacy, language and numeracy (LLN) - the skills required to engage in speaking, listening, reading, writing and using number in everyday life and work. Reinforce with PP4&5.

Explain that most of the figures in the quiz come from the Skills for Life survey carried out between June 2002 and May 2003 and in the refreshed Skills for Life strategy the Government has committed to undertake a new survey in 2010. The survey will report in 2011
.

PowerPoint
· Slide 4 – Government definition of Skills for Life

· Slide 5 – definition of LLN

	res no.
	style
	title

	PP4-5
	PowerPoint
slides
	Explaining Skills for Life and LLN
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What is meant by ‘Skills for Life’?

Skills for Life is the government strategy to raise the levels 

of literacy, language and numeracy (LLN) for adults, to 

ensure that they are confident and able to function 

successfully at work and in life.

This original definition has been extended to include ICT 

skills.
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What do we mean by literacy, language 

and numeracy?

• Literacy (communication, English) 

is the ability to 

read, write, speak and listen in your own language.

• Language (English for Speakers of Other Languages)

is 

English for those for whom English is not their first 

language.

• Numeracy (maths, number) 

is the ability to use 

numbers and symbols, shape and measurement, 

data, charts and graphs in everyday life and work.

5


	res no.
	style
	title

	HO2
	Handout
	Skills for Life: some basic facts


1. If support was to be made available to anyone aged 16-65 whose skills do not meet Level 2 standards (Level 2 is equivalent to GCSE grades A* to C) in either literacy or numeracy, how many people would qualify?

a. 26 million

b. 5 million

c. 13 million

d. 1.5 million

Source: DfES (2003) The Skills for Life survey: A national needs and impact survey of literacy, numeracy and ICT skills
2. What percentage of people educated to degree level or above do not have literacy skills at Level 2 or above?
a. 4%
b. 18%

c. 30%

d. 20%

Source: DfES (2003) The Skills for Life survey: A national needs and impact survey of literacy, numeracy and ICT skills
3. What percentage of people educated to degree level or above do not have numeracy skills at Level 2 or above?

a. 15%

b. 48%

c. 7%

d. 30%

Source: DfES (2003) The Skills for Life survey: A national needs and impact survey of literacy, numeracy and ICT skills
4. 56% of people with skills below Level 1 are in work. Of those, how many are working in managerial or professional occupations?

a. 1 in 5
b. 1 in 10

c. 1 in 20

d. 1 in 3

Source: DfES (2003) The Skills for Life survey: A national needs and impact survey of literacy, numeracy and ICT skills

5. What percentage of children with low level literacy skills have parents/ carers with poor literacy skills?
a. 40%

b. 60%

c. 25%

d. 80%

Source: National Literacy Trust: www.literacytrust..org.uk 

6. People with Level 2 skills or above in numeracy earn an average of £24,400 per annum. Those with numeracy skills below Level 1 earn:

a. £2,200 less

b. £5,200 less

c. £8,200 less

d. £11,200 less

Source: DfES (2003) The Skills for Life survey: A national needs and impact survey of literacy, numeracy and ICT skills
7. Where does the UK rank among the 30 OECD
 countries in terms of skills?

a. 4th
b. 10th
c. 14th
d. 17th 

Source: Education at a Glance, OECD (2006)
8. What do we mean by Skills for Life? Agree a one-line definition with your partner to share with the group.

Skills for Life awareness quiz adapted from the iRoute, Move On materials, www.move-on.org.uk 

	res no.
	style
	Title

	TN3
	Trainer notes
	Levels of literacy and numeracy


Purpose
This activity gives participants the opportunity to begin to explore LLN skills at different levels. 
Activity

Split participants into small groups. R1 needs to be cut into individual cards and a set given to each group. 

Ask participants to consider the tasks from the point of view of a client who may have LLN needs. Ask them to sort the cards into three categories: ‘easy’, ‘medium’ and ‘challenging’. Once the cards are sorted, explain that the skills described on the cards are at the three levels of Entry 1, Entry 3 and Level 2. Use PP6 to briefly explain skill levels.

The UK’s skills remain fundamentally weak by international standards. Refer to PP7 which shows current adult skills’ levels against the Level 2 benchmark (GCSE A* to C). Poor skills are holding back productivity, growth and social justice. As a further consequence of low skills, the UK also risks creating a sub-section of society which is cut off permanently from labour market opportunity and facing increasing inequality.

Give out HO3– Card sort answer sheet.

PowerPoint

· PP6 – level comparison chart 

· PP7 – Level 2 – the benchmark for a modern society

Card sort answers
	Entry Level 1
	Entry Level 3
	Level 2

	Read key words on sides of boxes in a warehouse
	Use the index of a catalogue to find an item or locate a supplier in 
a trade catalogue
	Read and understand 
a standard health and safety notice

	Match key words 

to symbols
	Read and complete 
time sheets and 
work-related documents
	Read different reports 
and compare benefits 
of different products and machines

	Understand common signs in workplace 
e.g. no smoking
	Correctly fill in 
an accident or 
incident form
	Look at a range of 
graphs and tables 
and draw correct conclusions

	Write own name and address on work form
	Write an email to 
a colleague
	Plan, draft and proof-read formal letters, appropriate for clients

	Make a note of day off 
the following week
	Write a note giving instructions to a 
fellow worker
	Plan, draft and proof-read a report, appropriate 
for management

	Follow a fellow worker’s single step verbal instruction
	Listen to phone messages and pass on the details accurately
	Listen to complex 
multi-step instructions 
and carry out process accurately

	Greet a manager at work
	Talk to customers 
using appropriate and polite language
	Make effective contributions in work meetings, appraisals 
and training

	Ask for train times to 
a new workplace
	Check own wage slip 
and deductions
	Calculate measurements from plans drawn to scale

	Count reliably to 10 
in a stock check or 
when packing items
	Use a calculator to check cost of new stock
	Find the mean, median 
or mode and use appropriately to compare two sets of data

	Select correct coins for 
a vending machine
	Add and subtract 
amounts of cash
	Calculate percentage increase or decrease on the cost of products

	Check screws of correct length for door hinges
	Understand temperature controls on a fridge 
and store food at an appropriate temperature
	Weigh and measure 
to required tolerances, using metric or imperial measurements 
as appropriate


	res no.
	style
	Title

	PP6-7
	PowerPoint
slides
	LLN levels


[image: image19.wmf]
[image: image20.wmf]
	res no.
	style
	Title

	R1
	Activity
	LLN levels card sort


	Read key words on sides of boxes in a warehouse
	Use the index of a catalogue to find an item or locate a supplier in 
a trade catalogue
	Read and understand 
a standard health and safety notice

	Match key words 

to symbols
	Read and complete 
time sheets and 
work-related documents
	Read different reports 
and compare benefits 
of different products and machines

	Understand common signs in workplace 
e.g. no smoking
	Correctly fill in 
an accident or 
incident form
	Look at a range of 
graphs and tables 
and draw correct conclusions

	Write own name and address on work form
	Write an email to 
a colleague
	Plan, draft and proof-read formal letters, appropriate for clients

	Make a note of day off 
the following week
	Write a note giving instructions to a 
fellow worker
	Plan, draft and proof-read a report, appropriate 
for management

	Follow a fellow worker’s single step verbal instruction
	Listen to phone messages and pass on the details accurately
	Listen to complex 
multi-step instructions 
and carry out process accurately

	Greet a manager at work
	Talk to customers 
using appropriate and polite language
	Make effective contributions in work meetings, appraisals 
and training

	Ask for train times to 
a new workplace
	Check own wage slip 
and deductions
	Calculate measurements from plans drawn to scale

	Count reliably to 10 
in a stock check or 
when packing items
	Use a calculator to check cost of new stock
	Find the mean, median 
or mode and use appropriately to compare two sets of data

	Select correct coins for 
a vending machine
	Add and subtract 
amounts of cash
	Calculate percentage increase or decrease on the cost of products

	Check screws of correct length for door hinges
	Understand temperature controls on a fridge 
and store food at an appropriate temperature
	Weigh and measure 
to required tolerances, using metric or imperial measurements 
as appropriate


	res no.
	style
	Title

	HO3
	Handout
	LLN levels card sort – answer sheet


	Entry Level 1
	Entry Level 3
	Level 2

	Read key words on sides of boxes in a warehouse
	Use the index of a catalogue to find an item or locate a supplier in 
a trade catalogue
	Read and understand 
a standard health and safety notice

	Match key words 

to symbols
	Read and complete 
time sheets and 
work-related documents
	Read different reports 
and compare benefits 
of different products and machines

	Understand common signs in workplace 
e.g. no smoking
	Correctly fill in 
an accident or 
incident form
	Look at a range of 
graphs and tables 
and draw correct conclusions

	Write own name and address on work form
	Write an email to 
a colleague
	Plan, draft and proof-read formal letters, appropriate for clients

	Make a note of day off 
the following week
	Write a note giving instructions to a 
fellow worker
	Plan, draft and proof-read a report, appropriate 
for management

	Follow a fellow worker’s single step verbal instruction
	Listen to phone messages and pass on the details accurately
	Listen to complex 
multi-step instructions 
and carry out process accurately

	Greet a manager at work
	Talk to customers 
using appropriate and polite language
	Make effective contributions in work meetings, appraisals 
and training

	Ask for train times to 
a new workplace
	Check own wage slip 
and deductions
	Calculate measurements from plans drawn to scale

	Count reliably to 10 
in a stock check or 
when packing items
	Use a calculator to check cost of new stock
	Find the mean, median 
or mode and use appropriately to compare two sets of data

	Select correct coins for 
a vending machine
	Add and subtract 
amounts of cash
	Calculate percentage increase or decrease on the cost of products

	Check screws of correct length for door hinges
	Understand temperature controls on a fridge 
and store food at an appropriate temperature
	Weigh and measure 
to required tolerances, using metric or imperial measurements 
as appropriate


	res no.
	style
	Title

	TN4
	Trainer notes
	The impact of low levels of  LLN skills and the benefits of the embedded approach to skills development


Purpose

As many of the participants will be unfamiliar with the data supporting the case for improving LLN skills and the arguments for using embedding approaches, it will be necessary to spend some time giving them this background.

The quiz will have provided a basic outline of the extent of need but this section should focus on what the impact of poor LLN skills is on people, at work, in learning and in life.

Presentation

This is an information-giving session but should include opportunities for discussion. Use PP8&9 as a visual reference point for a few pieces of ‘bad news’ and ‘good news’.

Supporting adults to develop their LLN skills is therefore important. An embedded approach to skills development is seen as effective practice. Remind participants that this project is called ‘A whole organisation approach to embedding literacy, language and numeracy’. But what do we mean by embedded literacy, language and numeracy? 

Ask participants to work in pairs or small groups, to recall a positive learning experience and analyse why it was positive. Take feedback from each pair/ group and elicit the point that learning experiences are positive when you have a reason and motivation to learn and you’re learning something you’re interested in.

This applies to adults developing LLN skills. People are more positive about learning these skills when they can see how they relate to their job/ life/ vocational/ career aspirations/ interests and when they can develop and practise these skills in tasks that are interesting because they relate explicitly to their chosen interests. In other words, when the LLN learning is embedded or integrated into other types of learning related to their interest/priorities/future aspirations.  Make sure the message is clear – embedding is about effective learning and is not just the latest trend or fad. Refer to PP10 for a definition of embedding. Signal that later in the module, you will explore with them how support for LLN can be embedded into the work they do with clients.
PowerPoint

· Slide 8 – bad news

· Slide 9 – good news

· Slide 10 – embedding LLN DfES quote

	res no.
	style
	Title

	PP8-10
	PowerPoint Slides 
	The impact of low levels of LLN skills and the benefits of the embedded approach to skills development
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The bad news

• Adults with Entry Level 2 literacy or numeracy are more 

likely to receive state benefits.

• Adults with Entry Level 2 literacy or numeracy are much 

more likely to report symptoms of depression. 

• There is a link between poor LLN skills performance by 

parents and poor test performance by their children.
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The good news

•

Between 2001 and 2007, 1.5 million adults achieved a Level 2 

literacy or numeracy qualification. Evidence clearly shows that 

improving skills leads to:

– a higher probability of being in employment

– an increase in business productivity

– an increase in earning power.

•

Skills are central to increasing employment, helping people 

stay in work and giving them opportunities to get on in work.

Prosperity for all in the global economy – world class skills

, Leitch Review of Skills, December 

2006

9


[image: image7.emf]Skills for Life 

Support Programme

Embedded approaches

“Embedded teaching and learning combines the 

development of literacy, language and numeracy with 

vocational and other skills. 

The skills acquired provide learners with the confidence, 

competence and motivation necessary for them to succeed 

in qualifications, in life and at work.” 

(DfES, 2004)
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	res no.
	style
	Title

	TN5
	Trainer notes 
	Numeracy and mathematics: emotional reactions and coping strategies


The following activities – TN5 and 6 – give participants the opportunity to experience what it is like to have literacy, language and/ or numeracy skills development needs and the impact of this when performing every day tasks. 

1. Numeracy and mathematics: emotional reactions and coping strategies

2. Experiencing literacy/dictation
It is recommended that the trainer chooses one or two out of the experiential activities. A 2.5 hour session gives you enough time to complete one experiential activity.

Purpose

The purpose of this activity is to provide an opportunity to explore how people might react when confronted with a task involving numeracy skills with which they may not feel comfortable. This activity also encourages participants to consider how people are very adept at developing their own coping strategies e.g. for solving maths problems. The activity is not designed to test the numeracy skills of the participants.

Presentation

You should be aware that some of the participants on the course may themselves be ‘maths phobic’ and others be very competent mathematicians. This activity should explore these differences to increase awareness of the emotional reactions the tasks based around number skills can elicit. The activity provides examples of five typical numeracy problems. 

The numeracy question cards provided in R2 should be copied, laminated and cut into separate cards.

Activity

Give out some or all of the numeracy question cards to small groups and ask them to discuss how they would each approach this problem and compare their methods.

Give out HO4 with the ‘standard’ solution (middle column) and examples of everyday reactions that people might have to these numeracy problems in real life (right hand column).

As a whole group take feedback on different approaches and different responses to the numeracy questions. Prompt discussion on general attitudes and emotional reactions to solving numeracy and mathematics problems. Ask them to consider the implications of what they have learnt from this activity for their role in their organisations and note key points on flipchart. 

NB As well as maths phobia, there is also the problem of people being proud that they are no good at maths.

	res no.
	style
	Title

	R2
	Activity 
	Numeracy question cards
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You go out for a meal with six work colleagues. 

The total cost of the meal is £129.36. 

How much does each of you pay?
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You are going to carpet an L shaped room. 

How much carpet do you need?
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A survey has been done on the method of 

transport people use to get to work. 

Out of a total of 60 people the results were as follows: 

Car 8 

Train 33 

Bike 5 

Walk 2 

Bus 12

Draw a pie chart to illustrate this information.




	I buy the following 9 items and am told 

I can have 15% discount. 

[image: image24.jpg]


Bread 72p                                                                        

Melon £1.69                                                                                     

Butter (250g) 82p 

Double cream 99p 

Mayonnaise £1.28 

Cucumber 48p 

Cake 44p 

Bananas £1.04 

Cheddar cheese £2.83 
How much money do I save?
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You are buying detergent and see 

three different size bottles.

1 Litre at 99p

150 cl at £1.50

700ml at £0.75

Which is the best buy?




	res no.
	Style
	Title

	HO4
	Handout
	Numeracy questions: solutions and reactions


	Numeracy question


	‘Maths Solution’
	Everyday solutions

	You are going to carpet an L-shaped room. What is the area of the room?


	Measure room in metres.

Calculate area A
(length times width);

Calculate area B
(length times width);

Area A plus area B equals area required.
	· Ask in the shop.

· Use the ready reckoner from the carpet manufacturer.

· Ask a friend who is good at this.

	You go out for a meal with six work colleagues.

The total cost of the meal is £129.36.

How much does each of you pay?
	Assume this means share equally amongst seven.

Assume no extras need to be added.

Divide 129.36 by 7 exactly using short division.
	· Ask one of the others.

· All put in £20 (someone says this will be about right with a tip).

· Come to a friendly agreement as only three had wine and not everyone had dessert, etc.

	You are buying detergent and see three different size bottles:

1 Litre at 99p

150 cl at £1.50

700 ml at £0.75

Which is the best buy?


	Note units are different.

Convert all units to centilitres (or millilitres).

Divide by number of centilitres (or ml) to find price per cl (or ml).
	· Buy the one I need – I can see there is not much difference.

· I look on the label on the shelf – it gives a unit price.

· I buy a small one – so it fits in the cupboard.



	I buy the following nine items and am told I can have a 15% discount.

Bread 72p

Melon £1.69

Butter (250g) 82p

Double cream 99p

Mayonnaise £1.28

Cucumber 48p

Cake 44p

Bananas £1.04

Cheddar cheese £2.83

How much money do I save?
	Find the total cost of all of the items.

Calculate 15% of the total by multiplying the total by 15 and dividing by 100.
	· I can do this on the calculator, but sometimes I forget which button to push first.

· I know a quicker way than that as 10% is easy and 5 is half of 10.

· I don’t do this.

	A survey has been done on the method of transport people use to go to work.

Out of a total of 60 people the results were as follows:

Car 8

Train 33

Bike 5

Walk 2 

Bus 12

Draw a pie chart to illustrate this information.
	Check total is 60.

Divide 360 by 60 to find number of degrees per person.

Multiply the number of people in each category by the degrees per person to find the size of the sector for each category.

Draw a circle with a pair of compasses and measure the angles with a protractor.

Shade or colour as appropriate.
	· I have been shown how to do this, and it’s okay, but I don’t remember the rules.

· You can do all this on the computer now, so there is no point.

· I am fine with the pie charts, but it is much easier using fractions – you don’t have to be that exact.


	res no.
	style
	Title

	TN6
	Trainer notes
	Experiencing literacy/Dictation


Purpose
The purpose of this activity is to simulate how it can feel for people who do not have good literacy skills or are rusty in these skills.
People with literacy skills needs are not familiar or comfortable with writing things quickly and will often hesitate because they cannot remember how to spell something. They may have poor ‘motor memory’ (their hand does not write things automatically and they cannot ‘feel’ mistakes) and can often have a poor visual memory for words which makes it more difficult to remember the shape of words. It is particularly difficult if they are asked to spell an unfamiliar word or to take down factual information which has to be accurate or sequenced.

Presentation

Explain to the group that you are going to ask them to write down a sentence. However, each time they come to a vowel they need to finish writing it with a loop round it, without taking their pen off the paper. So instead of writing 


and 

they would write


@nd

Demonstrate this on the flip chart for each of the five vowels.

Then dictate the following sentence:
Your appointment has been arranged for 10am with Gwenllian Williams in the Edinburgh Suite which is on the middle floor of the building near to the Mechanical and Engineering department.

You will need to read slowly and may need to repeat words as people fall behind. Look out for people shaking their hands pushing hard on the paper or just giving up. Ask participants how it felt and they will often comment on the need to concentrate and feeling frustrated or confused.

Debrief

When they have finished ask if they encountered any problems. Try to elicit discussion around – 

· concentration – they often concentrate so hard that their hands hurt or they rip the paper

· frustration – nothing was ‘fluid’ because their hands did not recognise the shapes of the words (motor memory cannot be used)

· errors – they made mistakes with spelling or meaning because they were concentrating on the loops

· familiarity – this is the type of sentence you may often need to note down when taking a telephone call but it became unfamiliar due to the interference of the loops.

Ask participants what they can do in their role to support clients who have difficulty writing things down. Note on flipchart. Point out that you have used a writing example to illustrate challenges adults and young people may experience. Reading can be equally challenging.
	res no.
	style
	Title

	TN7
	Trainer notes
	The client’s journey


Purpose

This activity encourages the participants to think of their clients and how important LLN is to their success. The ‘client’s journey’ describes the journey the client takes from first to final contact with the participant’s organisation.

The activity can be as one large group or can be divided into smaller groups if participants are working with very different types of client.

This task involves a lot of speaking and listening, sequencing, negotiating and visual representation of abstract thoughts. It is a good activity to use for reflection at the end of the session.

Presentation

It is important to take into account the range of participants as some will be familiar with supporting people onto courses, others may not have any direct contact with ‘learners’ and others will be providing IAG to people who may not go on to undertake learning.

If possible, identify two or three groups that have similar clients so that they can work together to negotiate the stages of the client’s journey. Encourage the participants to be creative and to develop a linear image that gives them a visual map of how a client interacts with their organisation from initial through to final contact. This is important for the second part of the activity as they need to identify all the places where a client may need to use LLN skills and it is at these points that their role in supporting clients is crucial.

The activity – Part A

· Ask the group to ‘plot’ the client’s journey on flip chart paper using coloured flip chart pens.

· Support the group during the process to ensure that they identify all the key elements of the journey.

· If any participants have experience of working with clients who have made a decision to find out about or engage with learning/training/qualifications, make sure this is included.

· Ask for feedback and try to elicit how complex an apparently simple journey can be.

The activity – Part B

· Now ask the group to identify on coloured post-its where LLN occurs particularly in relation to their job role.

· Ask for feedback and try to elicit how LLN is woven into everything we do. Also, try to find examples of where poor LLN skills could prevent the client from continuing along the journey.

· Be ready with some ideas and examples around numeracy as this is often an area delegates forget or avoid.

At the end of each of the experiential activities, participants were asked to consider how they might apply what they have learned to their own organisation and how they can practically support their clients’ LLN needs. Having identified the key points in the client’s journey where LLN skills are vital this is a perfect opportunity for participants to note down and share what they can do at specific points in their clients’ involvement with their organisation. Ask participants to note these down on their action plans.

Refer back to PP8 and reiterate the points made about the negative impact of poor LLN skills. Supporting clients to improve their LLN skills empowers them and can help break the intergenerational cycle.

PowerPoint

· PP11 – why do we support clients with LLN needs?

[image: image8.png]Skills for Life (\{
Support Programme LSIS'
Why support clients with literacy,
language and numeracy needs?
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+ We can help clients to reach their full potential, in
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+ By supportingtheir LLN needs as part of other activities,
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achieve their goals.

+ Many adults with low level LLN skills have highlevel
thinking skills.




	res no.
	style
	Title

	PP 11
	PowerPoint
slide
	Why support clients with LLN needs?


	res no.
	style
	Title

	TN8
	Trainer notes
	Encouraging clients to take up opportunities to develop their LLN skills: the importance of using positive language


Purpose

The following activities aim to provide participants with hints and tips on how to encourage clients to take up opportunities to develop their literacy and numeracy skills. The language we use is at the heart of ensuring that efforts to engage people back into learning get off to the right start. There are many ways to motivate people to take up learning opportunities such as linking into their desire to improve their confidence and self-esteem; to support their child’s learning; improve employability prospects, gain a qualification etc.

Presentation

Using positive language

Ask participants to spend a couple of minutes considering the following questions.

· How do you promote English and maths training/learning opportunities at the moment?

· What works well?

· What is less successful?

· Is the language you use broadly positive or negative? 

Explain PP12 which shows the Move On positive language approach diagram. Move On (www.move-on.org.uk) is an LSIS-funded programme of support to encourage people back into learning by highlighting learning opportunities for all rather than the specific needs of some. Move On activities include:

· materials, training and support for people who are in a position to encourage others to take advantage of opportunities to improve their English and maths skills

· English and maths learning resources

· campaigning to promote learning opportunities.

Ask participants to consider each of the following questions and decide whether they use positive or negative language.

· Have you got a problem with reading, writing or maths? (Negative)
· Would you like to brush up your English and maths skills and maybe gain a nationally recognised qualification? (Positive)
Participants to complete HO5 and rank the statements according to where they feel they fit on the positive language diagram. Take feedback and allow time for participants to explain their answers as a whole group.

Overcoming objections

This activity prepares participants for some of the more common objections to taking up LLN learning they may encounter, giving them the opportunity to consider how to respond and gain their clients’ interest.

Give out HO6 to pairs. Ask participants to consider the comments and to note down what they might say to overcome resistance and gain the interest of their clients. This activity could be done as a group role play where the whole group takes the part of the recalcitrant client and the trainer models examples of positive and motivating language.
For example:
I hate maths.

· ‘It’s not like it was at school.’ 

· ‘This is everyday maths that you need in life and work.’ 

· ‘Increase your earning power.’ 

I’ve already got this.
· ‘What level?’ 

· ‘How did you achieve this?’ 

· ‘Where did you do it?’ 

· ‘Have you thought of moving on to the next stage?’ 

· ‘Modernise your skills.’ 

It sounds too hard.

· ‘You will probably find you know more than you think you do!’ 

· ‘There are several levels – and you start from wherever you’re at.’ 

· ‘We can provide lots of support and it’s set at your pace.’ 

· ‘Gain credit for the skills you already have.’ 

· ‘Try a skills check first and see how you’re doing.’ 

· Speak from your own experience. 

I didn’t enjoy this at school.

· ‘It’s not a school environment.’ 

· ‘You are treated as an adult.’ 

· ‘It’s flexible and informal.’ 

· ‘You are in control of what you want to learn.’ 

· ‘Using computers can make it more fun.’ 

· ‘This is for you.’ 

Why do I need it?

· ‘Update your skills/CV and improve your job prospects and confidence.’ 

· ‘Family learning – support your family (children, grandchildren).’ 

· ‘You can achieve a nationally recognised qualification.’ 

· ‘Gain promotion.’ 

· ‘Access vocational training with confidence.’ 

I’m not interested.

· ‘Take some information and give us a call.’ 

· ‘Discuss the benefits with a union learning representative.’ 

· ‘Why not talk to a colleague who has already done this sort of thing?’ 

· ‘Try a skills check.’ 

It’s not worth anything.

· ‘The qualifications are nationally recognised.’ 

· ‘Employers recognise these qualifications.’ 

· ‘It can support entry into further or higher education, but always check the entry requirements.’ 

· ‘It supports other training such as NVQs or health and safety training.’ 

· ‘It can give you the flexibility to lead on to other things.’ 

· ‘Shows that you can still learn.’ 

· ‘Demonstrates competence and up-to-date skills in English and maths.’
I have always hated tests.

·  ‘You can take a skills check.’
· ‘Your needs will be assessed; you will not be tested.’ 

· ‘You will be well prepared and you will decide if and when you are ready to start working towards a qualification.’ 

Client referral

All participants need to make sure that they are well informed about the options available to their clients and where to refer them for the next stage of literacy, language or numeracy help and support. This is likely to be a local learning provider or in-house provision, if they have it. There are also independent training routes such as learndirect. Participants need to make sure they have strong links with providers. Ask participants if they know about local referral routes for clients. 

If participants do not already feel confident about how and where to refer clients to improve their LLN skills, you can advise them to include finding out about this as an action on their reflection and action log. 
	res no.
	style
	Title

	PP12
	PowerPoint slide
	The positive language approach
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	HO5
	Handout
	The positive language approach


Rank each of the following statements against the scale by ticking the appropriate check box. 
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	English
	
	
	
	
	

	Literacy
	
	
	
	
	

	Do a skills check
	
	
	
	
	

	A great opportunity
	
	
	
	
	

	Screening
	
	
	
	
	

	Worried about your career opportunities?
	
	
	
	
	

	Brush up your skills
	
	
	
	
	

	Work on the gaps in your English and maths
	
	
	
	
	

	Let down by your English and maths?
	
	
	
	
	

	Improve your skills
	
	
	
	
	

	Take a test
	
	
	
	
	

	Modernise your skills
	
	
	
	
	

	Gain a certificate
	
	
	
	
	

	Take a training needs analysis
	
	
	
	
	


Taken from the Move On iRoute at www.move-on.org.uk 
	res no.
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	Title

	HO6
	Handout
	Overcoming objections


	I hate maths.


	

	I’ve already got this.


	

	It sounds too hard.


	

	I didn’t enjoy this at school.


	

	Why do I need it?


	

	I’m not interested.


	

	It’s not worth anything.


	

	I’ve always hated tests.


	


	res no.
	style
	Title

	TN9
	Trainer notes
	Supporting LLN needs in your organisation


Purpose
This activity pulls together all the strands of the day so that the participants can leave with an action plan and some practical strategies for supporting their clients to develop their LLN skills. This activity also encourages the development of reflective practice.
Presentation
Ask participants to reflect back to you the reasons for supporting clients with LLN needs. Focus on the benefits of supporting clients and using embedded approaches. 
Show the participants the exemplar materials from Devon NHS, Stockton Riverside College, the Move Your Skills On flier and the sample Move On Maths Takeaway – Maths in the credit crunch (and any others you may have). 
HO7  Devon NHS 
HO8 Stockton Riverside College took part in the Skills for Life Support for World Class Skills (2008/9) Effective Practice Projects. Under the theme of ‘Employer Engagement’ they looked at innovative ways in which they could market their Skills for Life provision to employees, see poster on HO11. 

HO9  Move Your Skills On
HO10 is an example of a Move On maths takeaway, Maths in the credit crunch. The maths takeaways are a non-threatening and fun way to encourage clients to consider their LLN skills. The website link below demonstrates the breadth of takeaways, has a template to write a takeaway and a guide on how to use them. 
http://www.move-on.org.uk/numres.php?scid=179
Discuss the approaches being used in these materials to encourage clients to improve their LLN skills and ask participants to think about whether these materials, approaches or ideas could be used in their organisation.
Refer participants to handout HO11 and explain that the handout covers where to go if participants are interested in finding out more about LLN.

Ask participants to reflect on what they have learned in this session then identify three ways of supporting clients in their organisation. Encourage the participants to identify actions that are realistic and achievable (a ‘quick win’) so that they feel able to go back to work and act on it immediately. Also encourage participants to be creative – not everything has to be in the form of a written information sheet. This should be recorded on HO1. 
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Close

	res no.
	style
	title

	HO7
	Handout
	Devon NHS


Would you like the opportunity to brush up on your skills?

Perhaps you’d like to improve on your reading and writing so that you can

· write better letters or reports

· improve your spelling or punctuation

· be more confident about filling in forms

· progress with your communication skills

or maybe you’d like to refresh your numeracy skills so that you feel more able to 

· understand percentages and fractions 

· handle metric weights and measures better

· work out your tax, national insurance or your pension

· help the kids with their homework

Then why not find out more about FREE skills courses for you

» for information advice and guidance contact: the Learning and Development Department on 013292 6781118  

or,alternatively you can  contact your Union Learning Rep on 07976 959156
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	HO8
	Handout
	Stockton Riverside College
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	HO9
	Handout
	Move Your Skills On
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	HO10
	Handout
	Move On Maths Take Away
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	HO11
	Handout
	Where to find out more


1. Move On at www.move-on.org.uk 

· iRoute

· gives you the chance to consider ways of getting people interested in taking up the offer of gaining a national qualification in English or maths and progress onto other training or courses.
· Get On At Work
· offers practical approaches and resources for the development and implementation of Skills for Life in the workplace 

· provides some ‘how to’ guidance on getting started, promotion and engagement, training and delivery together with a comprehensive range of supporting resources for providers, employers, brokers/intermediaries and other key stakeholders 

· Learner Route (literacy)

· helps you prepare for the Literacy Level 1 and Level 2 tests
· Learner Route (numeracy)

· helps you prepare for a national qualification at Entry 3, Level 1 or Level 2
2. Skills for Life: Changing lives, March 2009 at http://www.dius.gov.uk/skills/skills_for_life 

This document refreshes the original Skills for Life strategy (launched in 2001) and sets out how the Government will improve the nation’s skills between now and 2011.

3. Plain English Campaign at www.plainenglish.co.uk 

The Plain English Campaign believes that everyone should have access to clear and concise information. Since 1979, they have been campaigning against gobbledygook, jargon and misleading public information. 

In the ‘Free guides’ section of this website you will find information and guidance on design and layout, designing forms, writing business emails and much more.

4. BBC RaW at www.bbc.co.uk/raw/ and BBC Skillswise at www.bbc.co.uk/skillswise/
This is the BBC’s adult skills website which includes information on numeracy, ICT, workplace skills, literacy and financial capability. This highly interactive, video-rich website uses entertainment and immersive content to attract the millions of UK adults who want to improve their skills.
Skillswise aims to help adults improve their reading, writing and maths skills. If you want to brush up on your punctuation, or you want to find out how to work out the percentage of your pay rise, you should find it here. The materials are designed to be a resource, not a course. So dip in and take what you need. This site also provides curriculum resources for tutors.

T: 0118 902 1920


F: 0845 838 1207


E: sflenquiries@cfbt.com


W: www.excellencegateway.org.uk/sflsp





CfBT Education Trust


60 Queens Road


Reading


RG1 4BS





The Skills for Life Support Programme is delivered on behalf of the Learning and Skills Improvement Service by CfBT Education Trust and partners











Trainer tip





It’s important that participants leave the session ‘buzzing’ and ready to get going with the next steps they have identified. It’s important that these are realistic but also challenging and innovative with the potential to impact positively on their practice. Ask a couple of participants to share their next steps, creating a dynamic, forward-looking end to the session.








� Skills for Life: Changing lives, DIUS, March 2009, page 21


� Organisation for Economic Cooperation and Development
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Aim

The aim of this course is for you to: 



secure an understanding of Skills for Life and the embedding approach, and the role you can play in supporting Skills for Life in your organisation.
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Skills for Life 
Support Programme
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