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Foreword

By Merillie Vaughan Huxley

Senior inspector, BSQlworking group chair, FEFC

The Basic Skills Quality Initiative Team

The Basic Skills Quality Initiative is & major
programme of staff and organisational
development that forms part of the Council's
overall response to raising standards. The initiative
includes three specific elements. First, a package of
materials designed for use by managers and lead
practitioners. Four units of material include:
Teaching Leaming and Students’ Achievements;
Guidance and| Support: Curricllum Organisation |and
Management; and Quality Assurance and Staff
Development. Second, funding for providers to
employ trained facilitators to help providers make
effective use of the materials and support them in
addressing key issues. Third, the opportunity for
one thousand members of staff to attend a
training event designed to focus on the strategic
and operational management of basic skills. The
three elements of the Basic Skills Quality Initiative
comprise a comprehensive and innovative
package of support.

While the materials are intended primarily for
those concerned with basic skills, they are relevant
to everyone working in further education.
Whether we teach or manage provision in
workshops, learning centres or classrooms, the
materials provide an opportunity to remind
ourselves-of the vital processes of teaching and
learning, and of the importance of effective
structures and procedures to support them.

All learners are entitled to high-quality basic
skills provision. Making sure learners can read,
write and use numbers confidently is part of
the core business of further education.

These skills give learners the opportunity to
take part in education and training, to
complete programmes of learning successfully
and to progress to employment or further
study.

The initiative was steered by four consultants:
Teresa Bergin, Pat Hood, Liz Lawson and Sheila
Leevers. Thanks are due also to the Council's
inspectors who guided and contributed to the
work: Stuart McCoy, Carol Tennyson and William
Lewis. Colleagues from the Council's Quality
Improvement Unit — Emer Clarke, Mary Kelly,
Kathryn O'Regan, Andrew Lambe, Gillian Blake
and Claire WWood — provided support and
expertise throughout, Jillian Peach designed the
materials and Ray Oram provided technical
advice.
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Introduction

Guidance and support are essential elements of
all learning provision, but are especially
important for students needing help with basic
skills. Guidance assists learners to assess their
potential; identify appropriate opportunities;
increase their awareness of self and others; and
become progressively responsible for their own
lives. Support is provided for learmers and for
learning. It can include child care, benefits
advice and financial help. Support for learning
involves all of the arrangements that teachers
make to assist students to leamn, including extra
teaching sessions, specialist support for students
with specific difficulties such as dyslexia or
hearing impairment, learing materials and
workshops and tutorials. The level and quality
of guidance and support are key factors in the

progress made by leamers.

Effective support for learmers of basic skills
requires sound structures and systems within
institutions. Teachers of basic skills, course and
personal tutors and specially trained staff who
help with specific needs may all be involved in
the support service. Supervision of this service
by a senior manager will enhance its status and
effectiveness. Staff involved in the provision of
support are more effective when they have
received relevant specialist training. Learners
should have a clearly stated entitlement that
includes a description of the range of support
that is available. Providers need to ensure that
this entitlement is known and understood by
both teachers and students. They should also
ensure that arrangements are in place to enable
learners to gain access to support where, and

when, they need it.

While many teachers as a part of their usual
work may provide information and general

advice, guidance is a specialised function.

UNIT

Basic Skills Quality Initiative

Guidance is most effectively provided by
specialist staff who are qualified and have
received specific training in offering guidance to
students of different ages and with differing
needs. Some guidance workers may also be
trained counsellors. An increasing number of
teachers have roles also as tutors. Additional
training is usually required for this role, and
organisations may devise a handbook to help
tutors in this work. Tutors provide key points
of contact for basic skills students, many of
whom lack confidence at the start of their
courses. Care needs to be taken to devise an
appropriate tutorial curriculum and to keep
tutorial records, including the leaming
agreement, learming goals, and the progress

made towards achieving them.
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= 1 F Principles of Good Practice

Basic Skills Quality Initiative

The following are fundamental to the provision

of good support and guidance.

comprehensive policies and their effective

communication to all staff

arrangements for all students regardless of

their course, at convenient times and places

opportunities for interviews and assessment,
both initial and diagnostic, to meet individual

students’ needs

comprehensive assessment of learers’
additional support needs (e.g. dyslexia,
physical or sensory impairment) and access
to specialist external advice and guidance

for these learners if needed

information to all learners early in their
course about the institution’s equal
opportunities policy

induction into the relevant services provided
by the institution and help in taking
responsibility for one's own learming

regular, structured and confidential
opportunities for learners to discuss in
tutorials their progress and the

opportunities for their further progression

trained staff with relevant specialist

qualifications

collaborative and partnership working with

other agencies

effective monitoring and evaluation of all

guidance and support processes.

PAGE UNIT



Element |: Structures, Entitlement and Access

Basic Skills Quality Initiative

Structures

The importance which an organisation gives to
the provision of support for basic skills has a
critical impact on its effectiveness. Basic skills
needs to be seen as an essential part of the
management structure and curricular
organisation and its management needs to be
made the responsibility of a member of the

senior management.

Two examples of differing approaches are

given below.

In one college, all the support services and the
learing resource services are the responsibility
of one manager who is a senior manager and
reports to a member of the senior executive
(Example ). In another college, the senior
manager responsible for the support of basic
skills is also responsible for key skills, disability
learning support and ESOL support. The link to
key skills is seen as essential in this college.
Student Services has a different manager but
both areas are the overall responsibility of the
same member of the senior executive

(Example 2).
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Example 2

‘Basic Skills Quality Initiative
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;; Entitlement

Basic Skills Quality Initiative o colleges publish the leamer's entitlement to basic skills support, often in the

college charter. This may be expressed as part of an overall entitlement for support
for any learning difficulty or disability as well as for basic skills. Several examples of

differing approaches are given below.

Example |

In one college the charter is produced in a shortened version in an A4 folded leaflet and in a longer

more detailed version which is available at admissions, all reception desks, helpline desks and learning
resources centres. All students are given the shortened version at induction. The service standards

for learning support are included in both versions. The longer version also includes a brief

description of the learning support service.

Learning support

We will:
ensure that all full time and substantive* part time students receive a learning support

leaflet at the start of their programme

provide a confidential interview, within ten working days of receiving a request, to all

students who indicate that they may have a need for leaming support

provide an assessment service to identify the individual learning support needs of all full

time students

provide leaming support on an appropriate basis to all full time and substantive part

time students

provide up to date information and advice on access to buildings for people with
physical disabilities

provide at least two reserved car parking spaces at our main campuses for people with

physical disabilities.

* Students attending college for 5 hours or more per week

PAGE ASPECT UNIT




Example 2

Another college makes sure all students receive a copy of its charter prior to their ~ Basic 5"'”5 Quality Iniciative
arrival at the college. The charter is also e><p|a|ned aloud vvlthm the: framework of o
course and college induction procedures The sect|on in th|s charter reIa‘ung to Ieamlng

‘support is reproduced below:

' Learning support

We ofFer you - .
: } access to- h|gh quahty professronal Iearn|ng support vvl’nch i

o swted to part|cu|ar needs o
" Taccess to- profess[onal gwdance and counselhng

- up—to—date and accurate mformatlon concerning careers, stident

 welfare and progression into further and higher education - - - - |. .
access to a member of staff who ‘has responsibility for students- - |- -~ . - . = .
~ with learning difficulties and disabilities - - - - - -~ . . .
" an initial assessment and guidance service for-each full-time and. .| .
" part-time student - - - - - - .
" regular; prompt and eonstructive feedback, which will contribute |

- - to the recording of achievements .
- additional learning support on request or referral
- advice,-information-and educational guidance for students who 7
- experience difficulties with learning N
- designated .rooms with a loop system for students \V/Vi‘rthrhearringr 7
,impairment_ww
. specialist equipment in |nformat|on technology
- a fully equipped library and Iearn|ng resource centre which is
_open 7 days a week and is well stocked with- up-to-date books,
journals and other resourcesrandcomprises 30,000 items: =~ - - | - - - -
" Database software is availablé on the'library's multi-media -

workstations. < T -

UNIT ASPECT PAGE



Basic Skll!s Quality Initiative

Example 3

. _Entitlementto support is alsoincluded in =~~~ 7T T T T T

skills ”eeds they do apply to students WIR e e T

“may also have a d|sab|l|ty such as hearmg or

~visual impaifmient as well as basic xskillé needs.

,,d,i,S@bi,litY statements. Although such-statements— == =~~~ " 70 [ A
do not apply specifically to students with basic - - =~ -« < ST T o

JdV5|e><‘a or dlscalcuha and some Students Who e e

“out the fill process for support entitlement for

~students with-learning difficilties and disabilities

AN example of a CjISaDIII‘E}/ statement WhHich s

_is.reproduced-in full below.~ The disability” =~~~ "7 777 T e
statement is available.in-both written and-audio~ < < < T T T T T T

PAGE
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Example 3 (coht'ihufed){ R

Ba5|c Sk|l!s Quallty Imtzatwe

fAccessibiIity
'ECoIIege Dlsab|l|ty Statement 1999-2000.

POlICIeS

,E respect of people with: Ieammg dn‘FcuI’ues

The colleges pohcy procedures and pract|ce in

|land/or d|sab|l|t|es can be found in the followmg :

Needs assessment

VThe lncluswe l_eammg Support team Interwew
' all appllcants who have: |dent|fed themselves as.

~ having leammg ,d|ffc:ult|es,and/or disabilities. - - f ] :

Hocuments:

Mission Statement =

. College Charter

L earning Support Service. The College’s

nclusive Learning Manager is

he_following admission arrangements for
eople with Iearmng difficulties and/or

isabilities are well established:

[equest from individuals or their advocates and
leam throughout the year.

‘| Application screening system:.

[urther guidance is available.

“Equal Opportunities Policy = = = - - - -
"Disability Code of Practice - - - - - . .
- StrategicPlan -~ . . . .

Health & Safety Policy .

All the above are available from the Inclusive

his is a free, objective service, available on =

s offered by the Inclusive Learning Support -

A\'system is in-place to identify any additional . .

- They-are able to advise on the additional

~support available. Where the college are

unable to meet the identified needs they will

be able to adV|se on alternative routes.

-Initial assessment: = .
- All-applicants are-assessed as part of the
-interview. process. This is to ensure that

_applicants are offered a programme that
any additional éuppoh that may be neededto ~ |~ -
" Applicants with support needs will be invited to |

- support programme will be devised. Personal
tutors are informed of the additional support
~needs of their students. Studentsandthe | -

College enter into a contract. This oUtlines the' |~ ~ -~ -~ - - -

re-entry guidance service: === ,S,u Ppér,tt vl be provises

_Induction:

- There is a period of induction for alI new
_students during which each individual is '

interviewed by their Personal Tutor to identify ~ |

“matches their individual needs. It also highlights |~~~ "~~~
“ensure success on the chosen programme. = = | - - - . . .

- complete a more detailed assessmentanda = |

any support needs that have not beéen provided | - -~ - - - -

for. Referrals are then made to the Inclusive - -

o " Leaming Support-Team. - - -
bupport-needs, at the application stage, where

_The Inclusive Leammg Manager laises, on behalf |

ofmdmdual students with home LEAS o’

o awange services for which they are responsible. - |- - -

Liaison with Local Education Authoritiess | - - -

UNIT
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Basic Skills Quality Initiative

PP Example 3 (continued)

Educational Facilities & Support

Academic & curriculum support:

The level of support required-is determined by
the ‘assessment of individual need.

The support offered. can be one; or.a

Technology & equipment:

The College has recently purchased a wide

range -of specialist-IT equipment-for students

~ with learning difficulties and/or-disabilities,

including: - .

"CombiﬂaﬂOﬁ,Of'the'fo'llowin'g;" o e en T T T T T T ]
- Voiee-Activated Prograrimes ™~ -

~Aladdin Personal Reader

~Greup support~ < < T T T
Specialist assessment -+ -« -« o c T

Specialist SUPPOrt. e
~ sought, where possible, as. individual.needs are- -~ - -

Classroom support

Nl\/luch ofthe above is offered in the Inclusive . .. -
JLearmng Support Centre on the ground floor of
" “the ‘main building. 7
= “Thé on-programme reférl:alﬁs}/:sferp allows o

_All students, in receipt. of additional support-are~ -~ -
offered a one-to-one progression interview to- - - -

rplan ahead for post- -college provision.

- Staff expertise, training & development:
-+ ~The Inclusive Learning Mahagér'}:o—ordir{a{eg T . . o
. Examinations- - - - - oo
_staff, from across the college, who' offérthe
support.requited... . . .o o e
- The service is monitored to.ensure it matches: - -
|nd|V|duaI student need and the programme. . . . .

" “they are following.

“programme offéring training in all aspects of

“Touch Sensitive Sereens ~ — © © = |

Study skills SUPPOFt . .« « o o o o e
_Other: spedialist technology and-equipment are = |

identified

':Speoahst equment - L eentfled. e

" “Complaints, specific to d|sab|||ty issues, are dealt
-~ ~with by the Inclusivé [eaming Manager and the
» ... ... Deanof Support for Students. All studénts

-additional-support needs to be met whenever o

, , ... have accessto the College's process for =~ 7 7

. they are identified: ~ - ~ = = T , . ) .
handling complaints.regardless. of their-learning -~ - |
d|ffcu|t|es and/or disabilities. The College also. .. - |
has a D|sop|mary Code for students with .|
' 'Iearrnng difficulties to ensure that parents and

* “advocates are involved in the full procedure

Students with-leaming difficulties and/or™ =~ 7 7 |
_disabilities. may be. eligible-for concessions-in- |
their examinations. Applications will be.made; - - |
on behalf of |nd|V|dua| students, by the Inclusive . .. |

“ “There i€ an annual, in- house staff deve|opment Learmng Manager B e N,

disability, -The college- arranges for- spécialist ~ =~~~ |
agencies to.offer sessions where there is an~ = © < T T
QENHAIEd NEEG. . . o o o o e e

. Al staff.are.encouraged-to attend-arange'of =~ 77T e
_external courses and conferences-on disability: ~ < < v T T T T T T T e

ISSUBS. e e e T

PAGE
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Example 3 (continued)

" Basic Skills Quality Initiative

Othersupport
“Student Counsellor - o
'é(’é:ollege; doctor -~ : . . o o

“Careers Ad;vi_fce, B

Nursing Welfare -~~~ o

personal tutor and all

~ANlI-students have a

o a-

3
o

h

' 3reac
a>

hysical access -

eas of the college. - . = . . . .

DAR keys) are available in the main areas of

fudent refectory.

Ccessible with a lift to the first floor.

here bhysiéai access is a difficulty, -

commodate tourses or classesin-accessible . .

ain-building. Toilets for the disabled (using. =~~~

|Ihe Library and Learning Resources Centre is

- [Pisabled car parking is available on request.

rangements will be made (where possible) to - - - - - . . .
here are lifts, with verbal commentary, inthe . . . ..

e college. There is a chair lift for access to the S

UNIT

ASPECT
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. Example 4

Baslc S"'”S Q“a"‘Y Iniciative The same college also ‘has a student handbook in which it lists the Ieammg support

entitlement of all students at the ‘college. An extract follows: -

7 Guudelmes bn usingthe .~ . |
- Additional Learning Support Service |

Learning support .

Leaming support:-is.a programme of-entitlement for all"learnérs and Consists of the follovvmg

: elements

initial assessment in communications-and numeracy ~ © " 7 T T T T T T
CINGUCHON o o e e
L JEAMING AGREEMENt  « « - o e T

BULOMAl o e e e e e e

.. record Gf'achievement/progregs'ﬂé T e R

.. careers guidance/education =~ 7 7 7 7 T T T T

- basicfkey skills-support -~ < c T
«studyskills < - < o

i *leaTY and |earn|ng fesources T T

~ openactess [T~~~ T T T T T T

" -advice and guidance — med|ca|/fnanoal/personal/academlc

| All thé above s offered | pre entry and on-programme.

7 Addltlonal Learmng Support. -

. students with learning difficulties and/or disabilities” ~ T T
- . students who-require basic and key skills support ~ T

. students who require language support = co o
- - students who have beeri identified throvigh initial assessment as needing basic skis support in | |

.. _order.for them to-be successful-on theircourse.” =~~~ 7 7

PAGE ASPECT UNIT



Example 5

Some entitlements are included in college mission statements. =~~~ .. .. 11 -Basic Skills Quality Initiative -

The following is the mission statement for literacy and numeracy support. -

in one college.

| EThe avallab|1|ty of h|gh quaht\/ baS|c sk|||s suppor‘f for md|\/|dua|s is a key func‘uon of. the college |
: EWIH contribute to the retermon of students on: courses and the ach|evement of posmve outcomes

ER should also W|der1 access to further educaﬂon as course: tutors may be encouraged to accept -

st ) e
Ay LU'JC v IL|I \_UUIDC \JCIIICLIIUD

[ The following p’r%irici‘plefs%arefesfsenﬂagl for-any system.of ass,essmeht andfsyppro;rjtzr f S

“students of the college should be-assured-the-opportunity. to achieve an agreed level of o

‘competence inbasic education,-as an-entitlement. . . = S S

“assessments in the first instanee- should relate to literacy and numeracy; it is recognised thaf 7

“there is a link between these essential skills, personal confidence and problem @Mné -

“any system-should have the capability of being extended in due course toalrl srtu-denfsr -
- .ofthe college = =~

~the process should be sensitive and indirect

-any necessary basic support should be negotiated with the studen;t.r N

UNIT ASPECT PAGE
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Access

Organisations publicise the support available for basic skills through a range of processes. The basic

skills support team will usually be represented at induction events in the first few weeks of the

academic year. They may also be involved in giving talks to students on the learning support

available as part of the induction process. They also produce a wide range of printed materials to

publicise the support available both at induction and throughout the time students are enrolled on

learning programmes.  These include: statements in the college prospectus; statements in the student

handbook or student diary; leaflets and posters; and staff handbooks either specifically on learning

support or general handbooks with sections on support.

Example |
One college identifies how each student can access support at each stage of the college process
as follows:
When? How identified? How referred?
Pre-Entry: Self-referral; referral by parents, Usually by telephone;

Initial contact

carers, Careers, Social Services,

open days etc.

noted on Learning
Support Record (LSR)

Pre-Entry: [] additional needs box on Admissions ref Sector
Application application form Manager; support

offered at interview
Pre-Entry: Self-referral; response Details recorded on LSR
Interview to questions

Entry: Enrolment

[J additional needs box on

enrolment form

Personal details recorded on
LSR

Entry: Induction

Initial assessment procedure;

self referral (action planning)

Learning Support Record

On-Course

Self-referral; lecturer referral;

interim review (action planning)

Learning Support Record

Exit & Progression

Self/lecturer referral

LSR

ASPECT
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Example 2

One college gives the following statement in |ts general prospectus The |nformat|on s Basic 5"'”5 Quality Iniciative .

accompanied by a photograph of a student recewmg support

B | EARNING SUPPORT SR

g The College welcomes applications

- - | from all members of the local and

—=| surrounding communities. We are

- -| able to provide specialist advice and

- guidance to all who enquire about
| our course. Types of support

| available include help with Maths

"| and English, assistance with

-| physical needs, getting around the
.| college, dyslexia, as well as special
| consideration when students apply
to undertake exams/assessments. If | T T -
7 you would like to know more, please | =~ =~ -

| contact. ..

J|his college also produces separate prospectuses.for each subject area. Information on the

ailability of-learing support is included in each individual prospectus.

UNIT ASPECT PAGE



Basic Skills Qualtty Initiative  The followmg are extracts from one of the range of leaflets produced in one college

. Example 3

to give students information on"the support available once they have enrolled. -

What can we help with? . |

LfthElﬁﬁ

- The College has a serviceto ~ | | |

. give you additional support ~ 7|~ |

_ with your course.. - - - - |-

fuﬁﬂ

Here are the type of thlngs we-can help
1 with:

-Study support |-

- a free service for all College students | -

“The |
‘ﬂquadcccccccccccccccccccccc

Do you want to know more? . . .|| ..

success. . . ... |
suee F|II in the tear off slip & send it to us. | | |

Jsupport W|th aSS|gnment Worl< ]

Jspellmg o
Jdeveloplng your vocabulary

grammar

. ”a dlsablllty o
dyslexia Lo

further developing your key.skills in.the-. . |- |

areas of Communication, Application of | . ]

':Number and Informatlon Technology

_If English is.not your first-language we * | |
| canhelpyouwith: . . . ...
_the language of your course. . . . ...
GrAMMAr e
listening skills . . . L

_pronunciation.and aral skills, ~ -~~~ = = |+ ]

Sensory Impa|rments T

i 2NN
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Example 4

“Basic Skills Quality Initiative :

In one écolleégée students have the opfpforturéwi‘:[y to
‘indicate on the appflicati:oh form that they would -
like support for basic skills and this will be: -

"~ fiiscussed at nterview with the

: éocaﬂofnal/acédrerﬁié tutor. Vocational and® " °
: V;Céd'e:rfnic' tgtérs éré given guidelines orr the
“procedures-they should:follow and the

fformation they should give and are then _

ked to complete a referral form (copy below)

send to the learning support service to
llow up. '

UNIT
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PR Example 4 (continved)

Basic Skills Quality Initiative

Student interview referral form for completion at student interview

Learning support is prowded to enable aII students to Iearn more effectlvely

| through increasing access to the ‘curriculum. o

ad\sablllty, sensory |mpa|rment or leamning difficulty including dyslexia - - - -+ = = = 111
" a Ianguage need either ora\ or Wﬂtten (Enghsh for Speakers of Other Language). .. . - - - - E -
“d'basic skill ie. Engllsh or maths e D N

We feel that yourinvolverfierit is important because:

- it W|II boost the student’s confidence if you discuss any.concerns.at this stage:

Please explam to the student that you will pass on their details. to us-and that-we will~

'contact them

| Telephone number

7 Course apphed for

| Name of tutor completing form:.

| Date of-interview::

application. form they. will-probably welcome the charicé to talk over their reasons.

I understand that a member of the LSS team will-contact me: " " "~ e

Student Signature: ... ..

To all interviewing staff: Please complete this formfor any. student who says in interview or on their

application form that-they might need some Learning Support, :e: help with -one or more of the following: ~. | |

For guidance, please read our: Guidance notes. -Please send the top copy to.......|............. e

and retain the bottom copy. The apprapriate-LS Manager will then get i touch with you. =~~~ 7 7 7| |

- it will help us to plan with-you any extra help the student inay need’ SR

We will then Iiariseyvri!th you about any specific needs.. Thank-you for yourhelp.” =~~~ 7 " 7 7| " |

Please ask the student to explain the sort of help-they would like, have used before of why they feel | |
‘that they may need some extra support etc. If the student ticked the Learnlng Support box on the . .. .| - |
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Prompt Questions for Element |

How do you ensure that a senior manager is actively responsible
for support for students with basic skills needs?

What range of methods do you use to ensure that the
learner’s entitlement for basic skills is made clear to them
either before or at enrolment?

How do you promote support for basic skills
within the organisation?

How do you ensure that learners are able to get
appropriate support?

UNIT

ASPECT

PAGE



= Element 2: Types of Learning Support and
Bastc Skifls Qualiey Inicacive Approaches to Improving Support

Types of Learning Support

Colleges offer leaming support for basic skills in a variety of ways as the following examples illustrate.

Example |

One college has the following list of the ways in which it provides support.

one-to-one support
group support
classroom support
exam concessions
specialist equipment
study skills

specialist assessment
specialist support
numeracy support
communication support
language support
mobility support

medical/personal support.

Example 2

Another college lists its support provision as follows.

informal assessment advice and guidance on basic skills

a leaming plan which sets basic skills targets and ways to achieve them

|1 support with a qualified basic skills tutor

small workshops at convenient times

supported distance learning

access to basic skills resources — Internet, CD ROMs and paper-based resources

regular reviews of progress.
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Example 3

“Basic Skills Quality Initiative

another college a number of staﬁ‘ have

d l<ey skills- throughout the college ahd they

ffered Ba5|c and l<ey Sl<lllS are bU|lt lnto

ecialist qual|fcat|0hs ahd experience in basic

e deployed on the full- tlme ‘courses and short

urses as well as the commumty based courses E

ur DCD atl Ubb Ll < ].Jl 9 lblUll dl lU bl:'b:rlUl > LU -

pport basic and key SKills- development are
early defined.. The college provides:

- specific courses - . .

- basic skills leaming sessions. ..

- team teaching - -

© one-to-one support - - . . . .

- withdrawal sessions - - - . . . . .

- workshops opentoal.. =~

llege. This flowchart is explamed to students

uring induction. It also forms part ofthe

" English language, mathematics and ICT .~ . .

JIhe flowchart below-explains the process of .

Lipport for students on full-time courses at this

urse handbook to h|ghl|ght the processand =~ -

alfifj/ the tutor’s role in identifying the need for - -

asic skills and key skills support. -
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= 1 Exam:pf]é 3 (cidhitihUééi)z, o o e Tl
= TRE Bamples (ontved)

Basic Skills Quality Initiative

LEARNING SUPPORT

INTERVIEW |- No Offer of

| place

AW

Y Guidance interview

Offer place 7T offered R

Réck:)ggni{icr):ngo? Iéa}ning support needs

Refer to co-ordinator for ac“uon

PROGRAMMES | > Keysilstuor |- |

Disgrostic wtoral N
g Key skills
Personal tutor weekly tutorial & =77 T fsundation

self-assessment & tutor assessment

Learning support needs
identified

Personal tutor

- Subject tutor
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Example 3 (corﬁtiniuﬁedj

In the same college the following explanatory sheet is issued to students. -

“Basic Skills Quality Initiative

Learnmg support on the programme

I you are havmg dlffcultles with your studles a range of support inthe- college is avallable

basm and l<ey skills tutor Wlll also be able to offer adwce The Self Assessment which you

k complete m vveel< l along vv|th ClISCUSSIOﬂS vv|th your personal and bas1c and l<ey s|<||ls tutor vv|ll

: You WIll see your personal tutor vveel<ly ahd s/he should be your frst port of call for help Your . ,E

be dll Opp()l' LUlllL for )’OU LO lese dl'l)/ LOFl(,€l'ﬂ$ lQu witt na S a IUIOl”lal WlUl )’OUI” DaSlC ano Ke)’

and learning skills..

extra-help you require. = . . =

first instance who will refer you as appropriate If you think you are dysle>r<icr it may be =
appropriate to arrange for an assessment. We would normally do this after you had taken up-

extra support and after dlscussmg your difficulties with you.

Do'see your personat tutor-to discuss any issues relating to your studies. S/he will organise any

If you are attending-other-support sessions and are still experiencing particular difficulties then

[[Iskills tutor at the end of the course speofcally to d|scuss and assess your progress in l<ey study 7  ”

small group or one-to-one support may be available. Discuss this with your personal ttorinthe |

UNIT ASPECT
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Basic Skll!s Quality Initiative

Exampleq

© Some colleges encourage aduft leamerstc ~ = 0 T

attend a basic skills course before enrolling on- =~ - - -~ T

an academic or vocational course.. In some . s eSS

cases this will be through attendance atthe . . . 0 L e T T T T
':college s adult basic s|<1||s provmon Other
“colleges offer short courses aimed speofcally at

“learners whose lohg-term aim is an academic or

. .vecational qualification, =~ =~ <~ " T 77

i e b FE cllégé upport st forn |
~of 12=week -modularr courses with the followmg': T
titles:.. o

_Punctuation-and Grammiar =~ -~ T 777 R

“Another college offers a number of basic sl<||Is "

shortcourses™to give Tearners the skills for R

basic sk|||s in this college either through specific . . . . o v v T T
“short courses or through related o
“communications subJects The shaded bo><es
“show ‘the basic skills and personal developmehtrz 7
~modules taken by one studént. ‘The case study . ]
which follows-illustrates-the-benefit thatthis” ~ = =~~~ " 7T T T T

~Spelling Techriques™ ™ e T

CEDJOYMVEIAG « « o o o e T T [
EXENd YOUE VOCADUIIY. .« o« oo o e

_These courses can also be attended by Tedrners” o T
already enrolled on.another. college-course.~ = = = = < - T T T T T T
Leamers need to be above entry level basic. - - - - « < - T

skills before enrolling o these COUMSES. . . . o o et

_progression-te other academic orvocational ~ T T T R
_courses. The.diagram overleaf showsthe = = =« = = = 7 "7 T T T T T

“examples of the variety of routes to.leamning ~ « =« < o T T T T ]

leamner derived from the SUPPOFL« « - « « « = = = =
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Example 5 (continued):

“Basic Skills Quality Initiative
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. Example 5 (continued)

Basic Skills Q“a"‘Y Iniciative  Case study Accessing new learning experience and basic skills

K, -a young mother, returned-to education after a break of six years. She had-achieved a number B
of GCSEs at school grades D-F. -She has a young son of -1 8 months and has recently begun to

work part time as an.administrative assistant.

K chose to enrol at the college when she saw a poster adver‘usmg the opportunity to study-British
Sign-Language.” As.she came into contdct with deaf people at work K was keen to learn some

initial signs.to communicate with-them.

'H:\ I‘ng :1‘H‘Qnr‘|nr*1 ‘Hmo rnl |P‘ca l( ‘H’\nh [Yall: ml’\‘f‘ m I(‘| ance ﬁr‘nm ‘H'\n T_u‘f' e and T_ha Q‘tudant Qar\viras _ .

about-herinterest-in- developing hérskills further. ~

Having attended the sign Ianguage course, K was aware of the supportwe environment and the. . | . |

childcare facilities that would help her fo address her Iearmng needs K as an adm|n|strat|ve R

assistant.-felt..conscious-of her basic skills Tevel iR Written work: -
4 ahways sty and wirte i assstant, | an't spell adminisrative and | canit aways | |
Lspell-assistant!’~ « - oo T T e

Tt Was ‘stiggested that K might fi find it useful to attend a course, the aim of which is to introduce.

students to basic skills in"spelling, punctuation and grammar as well as |ntroducmg vvr|t|ng skills for | |

formal, informal -and-creative writing.” She folind that this course helped her to identify strateg|es

for improving her spelling, structures-and: conventions for formal writing which enhanced her skills

for the work place and resulted in her.developing an-interest in creative wiiting. =~~~ © .

She then enrolled-for a Return to Study progranime wheré shé chose to Study PSYChology and T

Understanding the. Media as_her options-alongside-the tore programimé of Léaming to Learn.

K's work within her subjectsof interest has g’ivéhﬁéftﬁéﬁbﬁ&tﬂhitf to Virrnplement and practise 1
her written skills.and her: distance learning-on basic English language is developmg her confdence

and contribution within her place of work..

Enralling for-the sign- language -course hefped K to develop the confidence to seek help W|th her

basic skills.. Her experience at the-college made-her-aware that the support she needed was

avallable. L e e T T T T
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Example 6

“Basic Skills Quality Initiative

|- One college has two strands of support

5 worl<shop Where leamers can Wor< mdlwdually or n small groups f S
: f on- course suppor“[ o

These strands a|m to

E f prowde suppor‘t for |nd|\/|duals that is clearl course related

¢ ;Mn' 1 NI S S
o }JI\J Ay IIICI.LCI TaATS ar i LIIC LCCI.\_IIIIIs T LU\JIDCD

- increase basic skills tutors' knovvledge of vocat|onal courses which can then inform -

_ workshop practlce and on-course support for students
_ develop an insight into basm skills practlce that enables vocational staff to'provide better - - |- - - - - - - ..
counselling for students and present a positive image of support for them - - - - .~ . . .

build partnership between basic skills and vocational tutors™ =~~~ - - - -

devise coherent stralegies that meet the needs of different vocational areas. - -~ - - - -

critical aspect of this is the role played by non-basic skills specialists. Specialist basic skills teachers - - - - - - . .
ork with academic and vocational staff to develop the léamers’ basic skifls through the whole - - - = .

dburse and a named vocational tutor is allocated to every vocational area-to support staff.
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. Example 7

Basic Sk||!s Quality Initiative

) should not be viewed in-isolation from:the development of other skills; ‘Basic/key skills development
is ‘not independent ofrcogn|t;|ve development and in order to be effective and autonomous léamers, =~
* students should be encouraged to develop holistically with. both knowledge and skills being™ =~ = =~
important. This collegerprovides guidelines to support tutors to explain the procedures they need:
© to follow to support their students. These gwdellnes are disseminated through staff training and .

- through’a-handbook, éxtracts from which are reproduced below

In planning learning programmes, incorporate the principles and practice 'of:e'dLlal:o'pporttlnitiesi S
|nto “your session plans and learning materials. -Plan for the-development of basic'and key skills, e, ||
written and oral communication, application of number, [T.and.interpersonal-skills within the -

| module.” Make the development of key skills an explicit leaming outcome. .This is particularly- -
important for second semester modules when students will no longer be taking compulsory basic. | - |

| and key-skills, but may well need further basic and |<ey s|<|||s development

Tt is of critical |mportance that tutors prowde feedback on basic and key skills. Note where.there: -| -
| aré érfors of spelling, grammar or punctuat|on If there are many such errors, then tutors should.
| correct some of these t6 demonistrate t6 stidents what is needed to make their Wr|t|ng

| technically-correct:-it-may be appropriate to refer the student to ‘the Language Workshop

| The assessmierit oim indudes a section for the assessment of baS|c and |<ey skills. |

_ The flowchart. overleaf summarises and identifies the issties to bé considered and action to be taken

in support of students on ShOMt COUTSES..  « = = = e e ]
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. Example 7 (continued)

Basic Skills Q“a"‘Y Iniciative  Non-basic skills specialists are also offered guidance on how they can develop the

basic skills of thelr_ students.

This-is. achieved by:
employihg a range-of teaching and learning methods, not-all of which-rely on the written word
ensuring that any written rﬁeteria'l is read aloud
not -asking students to read aloud, unless the}/ Voluht‘eer o
offering the use of tapes to record.ideas as standard practice

when requiring students to record the outcomes of class discussion, ensuring-that students

7 Vofferlng support routmely to all students in the completion. of any written work -

V|dent|fy|ng the skills that will be developed on each course and. integrating this development -

into the teaching and Ieammg

ﬁntegratmg gwdance and tutorlal opportumtles into the course .

” courses.

—work in groups W|th one person recordmg ideas L e e T

'ment|onmg future Ieammg p055|b|||t|es including basic skills.courses, to.students at the end-of |- |

CExample 8 e

Support for learners can also be provided-by non-teaching staff. - In one tollege a project was set u:p': N

to support GN\/Q Foundation level students through staff. of the learning resources centre. "An ™~

“allocation of hours was made to enable a member of staff to work directly with-students in their = |

“class environment. Th|s resulted in:

‘a) “assistance with the |dentlfcat|on of resources relevant to individual assignments -

b) Jgrowmg student awareness of the range and potential. of learning resources available: ~ ~ - = = |

c) "students developmg a personal link with the learning resources centre through-a- friendly face’”

- ”d) mcreased use ofthe learning resources centre by Foundation students: - -~ = = = = 7 7T T T
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Approaches to Improving Support

In order to provide high-quality support in basic
skills it is essential that its effectiveness is
monitored and action taken to instigate any
changes required as a result of this monitoring.
Further information on this can be found in
Unit 4. Many colleges have a system for
reviewing the quality of support for learming
basic skills. Few colleges, however, have
effective strategies for implementing

improvements.

Example |

One college, having recognised the importance
of monitoring the take-up and effectiveness of
support for basic skills, has introduced the
following measures of performance. Providers
of basic skills may wish to consider the standard
of performance that they would wish to apply
to each measure. In this case, the first two are
set at 100%.

The college also has a form for monitoring initial

assessment and basic skills support, as shown.

UNIT ASPECT PAGE



. Example | (contlnued)

Basic Skill Q“a"‘Y Initiative  Performance indicators for basic skills support programmes

1.". Percentage of leamers that i-dentify a support need.on their application form who are given a |-

~ guidanice interview with a member of the Irearning support team.

" Method: - Checking database of applications to ensure referrals-are made. ,

_ Personnel. . Admissions Centre Manager- -~~~ ~ - e
Inclusive Learning Manager ~ - -~ - s s
2. Percentage of learners that are identified as having a basic skills neéd, through initial =~~~ '
assessment, who. are given appointments for.a-further diagnostic assessment.~ = = =~ 7" - B
~Method: Checking database of applications and.initial.assessment results to ensure =~ | ™ |

appomtments have been given.

“Inclusive Learning Manager

3. 'Percentage of students who attend d|agnost|c assessment sess|on
- Methed: - - -Original reférral list checked and students entered on mon|tor|ng sheets

.. Personnel. - -Inclusive Learning-Manager -

4... Percentage of-learners who did not attend first appomtment enrol on a course and are seen

. in September..

Method: ~ Original referral list checked-against-enrolment data and tutors coritacted to O
give leamers appOiNMeNts. . . . . . . . .« oo e
~ Personnel |nc|u5|ve Learnmg Manager R B

” ‘support programme arranged R
* “Method: ~ * Léamners entered on trackmg sheets and rnomtored through the individual .
“student support files o

... Personnel: - -Inclusive Leamin:ngan:agef R

6.. Percentage oflearners assessed that atténd all':stjp'po:rt:sessions arran:ge:dﬂfor them.

~ Methad: . . Individual student-support-files checked and monitored three times a year.
 Fntered.on to.tracking sheet. - « « « - e s m T
Personnel:  Inclusive Leaming Manager . . . . . . .« oo o

course. L
7 Method: Checkmg Iearners agamst course complet|on data. .

~ Personnell ~ Inclusive Learmhg Manager

8" Pércentage of learners who regularly attehded support programme achieving their primary .

- Jearning goal/target qualification and/or an add|t|ona| qua||fcat|on in ba5|c s|<|||s where

rappropnate R
. Method: . . Ched(mgJear‘ﬂer‘sagamgtqua[rﬁcat'onda.ta e e T
,,PerSODﬂel:: 'r|nC|t3|S{.Ve Learﬂ|ﬁg[\/|anager

* Pérsonnel: ~ “Admissions Centre Manager U

5 'Percentage of Iearners who complete a diagnostic assessment that.accept and attend the: = = | |

7. Percentage of learners that regularly attend their. support programmes who completé théir ™ 7| |
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. Example 2

Basic Skll!s Quality Initiative

One college identified-the need for change in its basic skills provision because of a number of
findings.  First, .basic skills tutors working-across the college with students on vocational courses
became concerned that the impact of their support was.limited because skills learnt were not
reinforced in other sessions which. students might be attending. Secondly, through-an Inclusive
Learning pilot looking -at whether materials used matched students’ needs it became apparent that
many of the materials used did not. . Then basic skills tutors working in-class with tutors found that a

significant number of tutors were interested in developlng students’ basic skills but lacked confidence

_course... Finally, where tutors had -worked successfully 'as”a”téanfit':had':b'een':pc;srs:ibzleste -d=e”velop the

skills of vocational tutors in a supportive-way by-relating the teaching of basic kills to their area of |

expertise. e T T

_This college. describes.how it managed and deve’lo'pe'd:the*Cﬁa'hg’e"réqail;’e'd’ SeTollows T

“For develdpments to be successful they need the support of sen|or management The strategic .
plan- cteart\/ identifies the’ agenda and the pnont|es of the college over the next twelve months
strategy is.only effective.when-accompanied-by an-action’ plan that is clear in terms of its
objectives and how they will. be achieved. -Itis-important that individuals are cléar fegarding their | |
respon5|b|||t|es the way in which they will evaluate their work and to-whom they- feedback!

_The college.has-an effective-approachtc implémenting appropriate Eh’;;h'gés as shown overleaf. "
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Example 2 (continued) o o

Ba5|c Sk|l!s Quallty Imtzatwe

Developlng clear objectlves e
1 The team dellvermg ba31c sl<|lls across college had the follovvmg obJectrves

to worl< Wlth the vvhole course team not ;ust the tutor m the lesson that they Were S
;suppomng S oo
to develop the avvareness of ba5|c sl<|lls in‘course teams

to develop the skills of vocatlonal tutors in preparmg materials that are appropﬂate for the: -

“basic skills level of the group and individuals within it - |
to assist tutors in building in opportunities for-the-development and. practice of basic skills in | 7
“the curriculum = - - o

“to develop the skills of vocational-tutors in working with different ability levels at the same N

“time and in-developing individual leaming programmes.

Gamlng the support of senior management
The team put forward a proposal for the principalship outlining the following; -
“the way in whlch th|s met national obJect|ves outlined in the Moser report - = - - - - -
~concerns tlla*c tlwer crollegrerwrasr not rheefing students’ basic skills heeds as effectively as it might- |- - -
_evidence for lhé Vsuccesrs of the new époroécll based on the experience of a few tutors and- - | - - - . . . .
the pllot undertaken as part of the development of inclusive learning. -
Resourcing the . plan o S
As a result of backing from the principalship the following Wasr aole tobe resourced:
* ~anew post-of basic skills ca-ordinator: for cross-college work .
“the allocation of a number of.hours (approximately 4 per week) for basicrslcille trutrors towork |
-directly- with vocational tutors in order to develop sl<ills T

- staff development time for the basic skills tutors as they also developed new |nterpersonal

_skills for their new role

Implementing the plan - - - - S

It was also important to inform and-involve other key staff across the college. In order to do that

theteam: - - - - - - - - - . .
“ran a'session for middle managers - - - - . -

- produced written guidelines regarding the approach to be adopted =~~~ B
“visited facultiés to discuss-issues - - - - -

“involved course tutors from the beginning prior-to the start.of the September term.
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P Example 3

Basic Skills Quality Initiative The jction plan below was drawn up by another college following. review

of its provision.
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Example 4

Basic Sk|l!s Quality Initiative

Close links betweeh basic skills :staff and academie/voeational suppol‘t staff are essential if students’
basic skills are to be developed. most'eflectlvely Such links are improved by regular liaison and
feedback between staff in the different areas. In one college liaison begms before a leammg plan is

nego*uated for an |nd|V|dual Student The process is shown in the dlagram below

Teaching & Learning Basic Skills Support Process

<l

Support Liaise Programme leaders

co-ordinators

Course checklist — outline

demands of course

Course tutors LS tutors

Students — perceptions of

strengths and weaknesses

l

The negotiated learning plan

The support co-ordinators liaise with programme leaders and course tutors to determine support

needs. These are outlined on the course checklist which is shown in the handbook.

The support tutors place the course checklist in their class files. This shows the basic skills

requirements of the course.

The first teaching session with the student is concerned with determining the student’s learning

needs. These are recorded on the negotiated learning plan.
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- . Example 4 (continued)

Basic Skills Q“a"‘Y Iniciative The effectiveness of support is also increased by asking vocational and academ|c

tutors to provide regular feedback on the support they feel students need. The form

used for this is shown below. -

" Basic skills feedback sheet .|

P|ease’Complete'thiS'fOl”m and-send back tO i S

To

S currently_attendingthe study skiffs centre for support waith

1 heedshélp?”

' T&WW wmvw,%%&wwoﬂmwm(wmm&&w)

' 'Plééée':cﬁotjld:ybkj let me know if there are any additional areas of work for which. this student - - | -

AZW complex mearings ane Loit i ramliling mu—wmm

| in_their previously-weak-areas?- Please comment.”

: T&WMW%WWWMhMWWW{WW TMMML&MAM

| This-student- has-been-attendirig the ‘study skills centre for a term. Do you see any mprovement: 1

' MCWWJKW-WMWM MWW%WWJKWW vmply. .

' wmwwwdwaw

Are there any new areas this student needs to-improve?- -

| Signed ... e
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Example 5

Several colleges momtor the eﬁectweness of Iearmng support by recordmg the students VBasnc Skll!s Quallty Initiative
response to the support they are recewmg Th|s then Ieads to act|on in settmg up the S

next stage of the programme The followmg documents 1||ustrate hovv th|s Is ach|eved

Review I: AVSSes's'me'n't, induction & starfihg N

English | Maths

|1 | What are you attending support for?
Tick ONE answer box for each question
12 Wh@ suggested that support vvould “* | Personal Tfutoria/é Aécourse “Other- -
| help you on your main course? - - - - - - .| choice . | tutor. | tutor L
3 | When was this discissed?” =~~~ - - - |idra - - | Atacourse |.In a.lesson -Other |
tutorial - | review. . |
| session |
4 | How were you assessed for ~ ~ - -~ - - -| Viaentry | Assessment | Discussion | Personal |
“lsupport? < - . ltest. | oncourse |withtutor | choice

English | Maths

Yes| No |Yes | No

5 | Atinduction for support were you g|ven the name of \ your T

support tutor?

6| Have you attended regularly? N

7- | Do you.have a work plan for your support?

8 | Areyou writing-up your record of work regularty?

9 | Do you feel your support work will give you more confidence. | | R

"| to tackle your main course? - - . - . . .

10 | Have you started to work on areas which need strengthening -~ - .|~ | |

‘in"your main course work? - - - - .

Il | Is guidance and feedback from your tutor clear and wsefulz — - - - | | |

12 | Are you satisfied \V/Vithryour progress so far? = T -

Are there any suggestions you would like to make to tm-proi/e'your support sessions? © T T - - -

Comments:

Actions:

Tutorsirgrtatureir T T “Student signature: -
|:),at,e:,,,,,,,,,,,,,,,.,,,,,,,,,Date:,,,,,,,,,,,,.,
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Basic Skills Quality Initiative

P Example 5 (continued)

Review 2: On course

English

Maths

What are you attending support for? .

Now tick Yes or No to the following questions

4

4

o
73
y
q

4
-q

| Is the SUPPOH'Fdevaﬂ‘E’to YO'Ur”Cou'r’g’e?’ B T R

A W [N

1 Do you get individual feedback? = s T

vi

| D6 you have enough time with the tutor? R

'S the |eVe| of SUPPVO[tgpp[opri:ape?; I PR P S R R

| Is the place where you. wark.on your suppert suitable?~ = =~ = =~ " 777 77 T SR

| Are the materials usefult- - « -~ = = = == T T T

¥-3 o [~ | o

- | Do youhave a study support work plan?

10

Are yu keeping your record of work up to date? | Ll

Do you feel more confident on )’Ol,lr'malr]courge AS A e e

| result of your support work? R A O P B

Do you feel you have made progress in your.workl . . - =« = |-« ool

| Tutorsignaturer. . .o e
I Date e Date e

<o Student signature:r
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Example 5 (corﬁtiniuﬁedj

Ba5|c Skll!s Quallty Imtzatwe

Review 3: Sdmrhéry VRevi'e'w ;

English | Maths

| 1| Whatare you attending support for?

{ Now tick Yes or No to the following questions

| Yes| No |Yes|No |

2 Have you been able to attend regular|y7

3. | Has the support been relevant to your course7

4 | Has feedback from your tutor.helped you progress?

5 | Have youhad enough time with the tutor?

6 'Hés'sup'pert been at the right level for you?- - - - - - - -

7 Have the resources you ' have used for support

been approprlate7

8 VAre you followmg your Wor|< plam7 o

9. | Isyour record of work th to date? .

10 -| -Are you making progress on your main campus?

Now answer these questions, please

I | Are you on target to gain the qualification-foryour - -~~~ .. | Yes | No | o

‘main course? Tick - - - -

12 | What do you intend to go on'to after your present course? - Write below

13 | Ifyou retum to college n September,do you thinkyou~ - - - - | Yes. .| No_ |

| will need some further support? - - - - - - .

14 | What might you need supportin? =~~~ - - - - | English .| Maths |
Comments:

Actions: - - - . . . .
T'utbr'si'griatuke:""'"'"'"'"'"'Studentsignature:,,.,,,__

Date =~~~ -~ ------ ... Date .
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Prompt Questions for Element 2

How do managers review provision to check that a range of
appropriate support is offered to meet the learning needs of
individual students?

How do basic skills specialists in your institution work with
vocational and academic tutors to ensure students receive

appropriate support!?

How do you ensure that non-specialist staff are trained to
provide appropriate support for learners at the right level?

What methods do you have for measuring the effectiveness
of the support you provide!?

What systems are there for recording the take-up of the
support you have offered?

How do you monitor the retention and achievement of
students receiving support?

What methods do you have for identifying the need for change
in any aspect of support!
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Element 3: Additional Support for Basic Skills
Students

Arrangements for assessing learners’ needs

Prospective students with a previously assessed disability may contact a college prior to application to

discuss the support the college can offer. Colleges which offer effective support have clearly defined
procedures to follow up these enquiries.

Example |

The flowchart below shows the procedure followed in one college.

Learning Support Guidance Interviews

Learner Pathway

Self-referral on Referral from

application form outside agency

Guidance interview with specialist from learming support team

i

Report written and

placed in individual
student file ready

for interview.

Y Diagnostic

assessment and

Y

Interview process report sent to

tutor
Y
Support
Start course following support |- programme
programme devised for start
of course

Students can be referred at any time throughout their course. All will be given a diagnostic

assessment before a support programme is written.
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. Example 2

Basic Skills Q“a"‘Y Iniciative The same college also prowdes the foliowmg mter\/lew gwdelmes for staff

Gwdellnes for staff conductlng gwdance mterVIews

S Prospec‘uve Ieamers “will often feel Womed about ngmg detarls of thelr pamcular dlffculty 7
c Always start the. |nterV|eW by explalmng that the mformatlon given erl only be used to ‘nelp

them when they star't a coHege course and that we vvlsh them to succeed

e Reassure the student that the mformatron they give shQuld not- mﬂuence the outcome of theic o

7 rmterwew ina negaﬂve way. Tt should, - Tact, offer thenm an advantage a< the Tterviewer will-

|<novv a little more about them and will be. sure that their support needshave beer identified T

Vat an early stage

. Remember that some-of the informatior given may be of a sensitive nature and that guidance

_ interviews.should be carried-out-in privacy: ~ - < o T T T T T T T

* “Tomplete the report as you carry out the |nterV|eW |nform|ng the learner of what you have .
- -written.” Read"the completed report to the learmer at the end of the mter\/levv and explain_ |

. that-it-will-be in-their file fortheir academic inferview.

" Refer to the ‘A to Z of gwdamce interviews and use the appropriate.record sheet to-ensure-

" that’ you gather the mformann requwed to fully identify their needs.

: rlf it becomes obvious that the learner will net be ableto' cope’oh the tourse they have |
chosen offer further guidance on other appropriate routes—the-college prospectus or™ " =~ |

radm|35|ons umt staff can adwse on this. e e s T

. Bxplain that they will be-asked back Into college i Jné 6r Jly Tor 2 frther dagnostic
.. assessment in order.that we- can-devise an‘appropriate support programme. Inform them -

~ that this will take approximately two.hours and that it -will also-offer them the opportunity of |

dlscussmg other issues that they may not have raised at this interview. -For-leamers who™

" attend gt,ndance |nterV|ews after they have enrolled, offer them. a.date for their.diagnestie - - - - |

" “assessment.

record T"Ie I

PAGE
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Example 3

Ba5|c Skll!s Quallty Imtzatwe -

Vi )

tudents vvrth specrfc Ieammg d|ffcu|1;|es frequently enrol on college programmes Wlthout havmg
rewously notn‘"ed any member of the coHege staff that they have -an additional Support need '
olleges wﬁ;h effectlve support prO\/|S|on have a range of means b\/ Whlch these students can fnd

ut What support is available.” In some coileges there Is: pubhcrcy which is speCchaIIy a1med at

s

is more read||y understood by staff and studeﬂts

udents Wlth a speclfc Ieammg dlffculty “The term dys1e><|a |s frequently used in coHege publtcr[y as o f _;

3 he followmg are extracts from a publloty }eaﬂet produced by one college

every way possible.”

You will not be excluded from a course simply because-you have-dyslexia. - -~ . . . .

you do, s0 Vthrat'help can be provided to make sure you-succeed on-your course. - . . .

What the college will-do for-you -

The study skills centres are:- - - - - -~ - . . ..

pink, green-or blue paper there for you to copy work onto. The use of both of these is free.

(See (tutor's name) to get author|sat|on)

tell them you are dyslexic.

The lecturers-will-only use the information to provide you with any support you need. -

information-to discriminate against you. . .

Guidelines for students with dyslexia |

Ifr\/ou’ have dyslexia you will get asympathetic reaction from the college and we will.help you in

Your tutor will arrange for you to see (name of tutor) for an assessment. “This assessment is free. |- - -

For further information you- or your personal tutor should contact (tutor's name) on

The lecturers-that teach you will help you in any way pOSS|bIe but they cannot do th|s unless you '

They will treat this information confidentially, if you want them to, and they will not use the

If you are, or think you mightrbe, Vd>}s|e><'ic,' you should tell your tutor at once. ltis-important that ~ |- - .

There is a photocopy- card held.in each library for. dyslexic students to use. There is also yellow B
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Basic Sk|l!s Quality Initiative

Example 4

Another college has a policy for dyslexic-students which gives mainstream staff advice - -

on diagnosis-and also on the support available for dyslexic students.

Extracts from this are reproduced below.

~ A-policy for dysIeXIc students . 7
The college s dlsablllty statement forms the background to fts- pollcy on dysle><|c studeﬂts There S

- are fve elements to the dysleX|a pol|cy

T 1 iDJagnOSIS and guldance

- iSpeofc speoahst support :

~ "On‘course support

| earning aids and tesources” -

o b foo

Course-assessment.~ ~ = = 7 o T T T T T

1. 'Dlagn05|s and gmdance

A formal assessment/d|agn05|s for dysle><|a is important for.students for a-variety -of-reasons: “tt= = 7| 7

enables approprlate support to be prowded It provides information about special.considerations - - |

OF coricéssions ‘in ‘exams and other accred|tat|on procedures Information about obtaining a.

diagnosis is available from stident services. [t | is essential that approprlate guldance follows any

diagnosis for dyslexia. ~Educational psychologists may offer their own gu|dance but the college Wlll 1]

always, provide post-assessment guidance through the programme co-ordinator or atutor

designated as appropriate by. the programme co-ordinator:

2." ‘Specific 'ép:e'i:iél'i:s't: support S

‘Specialist tutor support is available for dyslexm students on full -time programmes. This takes.the.. .| . -

form of weekly dne-to-oné or small group tlition. Access in the frst mstance to this form of | . |

support-isvia the programme co-6rdinafors, and a review of the support tal<es place

73 On course support T R

The college recogmses that it is important for all. tutors to develop-a-greater understanding of ~

'dysle><|a and language awareness. Tutors have been circulated with information abeut working -

Wwith dyslexic students and general good practlce A folder containing information about dyslexia- | - ;
is-also availablé for tutors and is on general access currently in the l|brary seminar room. The . . .| |

college designates a staff member to update information in the folder. Tutors should alsobe | |

aware.of the language demands of their subject and course material requwements

PAGE
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Example 4 (cohtihéuedj

Ba5|c Sk|l!s Quallty Imtzatwe

1 4. Learmng alds and resources

{[The college is constantly seekmg to update ahd develop |ts facllltles for studehts W|th dlsabllltles N B
vvho attend-short-and full t|me courses en college premlses ahd [h outreach S|tes Currehtly |t :

| fhas a range -of eqmpmeht of he p to such students lt has

a- CCT\/ scarmer avallable to pro;ect te><t ohto a momtor thereby enlargmg the typeface

";sottware for prooucmg targe prin o SCree ff — jf ,

“word processing facilities with spellcheck facilities available to long and short course students

“based at the college and in outreach sites. =~~~

“atyping tutorpackage - - - . . . ..

“handheld spellcheckers available from the library =~~~
“software (thinksheet) to help students organise their ideas when writing essays -

" “software which-scans-text and reads back in synthetic speech/magnifying glasses are -avrailahle
dinthelibrary - - - ...
"4 track-cassette recorders where text can be indexed, so that booke cah he reae ohto tape- o
-and accessed by students
- photocopying facilities which enable students to hlghlirght l<e$/ poihtsrihrtexts; full-time students |
-who are dyslexic have access to photocopy cards with an extended number of ¢ copies; :

_short-course students can obtain photocopymg cards from thé library or student services - - - |- -

upon product|0h of a letter from their course tutor

on-line catalogues are equped with printing facilities to make a correct copy-ofthe - . . . |

' catalogue entries
ara range of books about dyslexia =~~~ -~ - - - - - -

a rarmrge of self-access materials ori spelling, punctuation and study skills. .
5. Course work assessment

Special consideration is given to assessing the course Worl< of students who have dyslexia. Such™ | = -

consideration will take into account the specn‘c needs of students. On short courses, tutors-aim - |- - - - -~ - - - .
to offer alternatwe methods of assessment (using tapes, videos, oral records-etc.) for students -
who are not confident in writing. “Such consideration will be open to students with dyslexia. |

Students will al<o be supported to develop their writing-and study. skills. . .~~~ T

Consideration will be’ gwen to time extensions for submission ‘of written- assignments by full-time.

students.
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Basic Skll!s Quality Initiative

Example 5

In another large further education college
students identified as needing basic skills support
have an initial interview with- the learning

support tutor who has been-allocated to

support their curriculum area. ' At this mtemew: 7

sl the tutor will dlscuss with the student the

- = reasons for feferral ‘will ‘carry out further more - .

- _detailed assessment-and will.ensure that the

agree the type of learning support, which wil ..

“most suit the students needs and availability .

“of ih ¢lass’ suppor't)

~ “tutor:” Ih s6me instances students say ‘that they

This is used as evidence of agreed SUPPOPLOT . o o e o e

~on the plan. The plan also gives the name of

student.understands what basic-skills learring ~ © < T T T T T T T

support can offer.. The futor and.student will- ~ « « « = =+ < 0T T

'(eg one-to-one tumon workshop, smau BOUD e

“An initial lﬂter\/lew form is Completed and e

75|gned by bOth the StUdeﬂt and the |n‘ter\/|ew|ng e

-do not want any additional support” Atopy of R
tthOr‘mlskept bOthby the 1earmng5upport I T
service and by the student's.personal tutor, «A =~ <« < v T T T T T T T B

support plan is also completed at his Interdew,. . -« « « « < s

'fund'ﬂg Purposes The student keeps ACOPYES e
“the day, time and p|ace Ofthe SUppor‘t are listed e

- the tuter-who will be teaching the studént, and ™~~~ S

learning support staff responsible for the . . . .. e e T o
“relevant curriculum area. The support plan is |
“not ‘the student's Ieammg plan Th|s willbe
“completed at the student’s first session. Atthe
-end of each term copies of the support plan T

~with all-.cemments on-progress, are sent to fhe ™ T T e

_Copies-of the-initiat-interview form andthe ” =~~~

the name.of the contact learning support tutor =~~~ © T T T T T T T

who will be the permanent member of the - -« « = « =« =« e

SHUENE'S PErSONALILLOr, « « « « <+ e e .

_suppart.plan follow.: -« =« o« e T
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Example 5 (continued) R

" Basic Skills Quality Initiative

Learning Support Service

INITIAL INTERVIEW FORM

1 'Name: . -

jaddress: - o Telne: |

Co'u"'s'e:"""""'"'"'"'""""Campus:"""'

Course tutor(s): -

Qualifications: 7

Interview report: - - - - - - -

Times available: =~~~ -

Support offered: T -

If ‘N0, reason for non-acceptance:

Signed: 7 StUAEML it

Distribution: White: Personal Tutor o Yellow: LSS Mariag'er' " Green: LSS Tufor arid student for folder - |- - -

(Include-student’s perception of needs, comments on initial assessment, course tutor's comments,) s

Supportaccepted: - . ... Yes [] Ne [ |

T U O e i - Dater. e
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Basic Skll!s Quality Initiative

. Example 5 (continued)

SUPPORT PLAN

Name of student:

Main course details:

School:

Course title:

Other courses:

This pldn summarises the additional support over and abaove that provided by the course/programme team

Male D

Course tutor:

Female D

Campus:
Exam body:
Full time [ ]

. Part-time |:|

(tick as aDDmDﬂate) -

. ‘Date support ‘started: .

VLS tutor:

. No. of hours/week::....

LS Review Dates:

LS Serwce contact S—

~ No. of weeks support; -
Date support to end:

Support needs:

_Basi¢ numeracy..
“Coping with coursework
-Course reldted lanigliage

Dyslexia .

Exam/revision techmques

EDDDDDHDDD

(t/ck as many as uppy

Basic literacy~ ~ ~ < 7 77

Basic Ilteracy &numeracy

Essay techmques L

-GCSEtevel D+ 1iteracy ~
'GCSE level.D+-numeracy - - -

mmmuﬁdmuﬁm

Mw)

Grammar

Notetaking

Study skills

Referral source:

- Handwriting = = =~ 7 7 7]
Language of. maths. -. - ~ - -

Oral/Aural skills
Punctuation” =~~~ 7 7 7]

Spelling. . . - o e

Ori:dé:rst:aﬁdri:ng: éssignments

DDDDDDDDD

- Vocab/expression ™ T 7 7]

— double tick

_. primdry. source) - --| =

‘Careers service

"Other extemal agency

Self o
Training agent

Assessment

“Communicator

Dyslexia assessment
"EALJESOL group

E:IEHD?DEJE]D?DE]

Type of support provided: . .. -

Admin.

-Course Basic-Skills Assessmiefit ™
Double staffing/LS. tutor.. - - -
|n ,hQU,§e,,

mDDDmDEDm

-Ed. Psych. assessmierit ™ 7 7

(tick-as-apprepriate) -+ = = 7 T T T

In-class support .

Language assessment

OTC assessment

Exams assessment

Group- = ot

Uiaison with course tutors |
- Liaison-with-exam-boards™ ~
Notetaker . . . . . . . .

Workshop T

Pérson prowdlng SUPport S
| (t/ck as appropriate) L

. D Basic Skills Manager~ =~~~ 7| 7|
‘Communicators, . .. . . . - |- |
Disability LS Manager .

Ed. Psychologist

Other learning-support details: -
DAY: . e

Date SUPPOrt Plan AGIeed: ...

iﬁﬁmmﬁﬁ

(Outliné of learning suppon b;ov-iZjea) o

Student Support Assistanf[ o

PLACE: ~ T R
OTHERDETAILS:. o« o« o o o o e e e e T e

. Student Slgnature ,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,, N

Distribution:-- - -

White:'LSS Mahager ™
e (for circulation to all fe/evant futors andPIGCGmen[ on SIUdeUI’Sf ) LS Tuor Pk P

Yellow: Swident

“Green: LSS Tutor o

P/nk Persona/
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. (tick_gs necessary. | --

Course tutor™ =~ 77 7 77T
‘Course basic skills.assessment | - |
Language support tutor |

-Previous dyslexia dssessment” ||

Previous.school. .~ o« ]

‘Language Support-Mariager” 7| 7 |
LS Tutor/MS Lecturer.. . . . | |




Managing and Planning Additional Support

Careful procedures need to be in place for referring learners for appropriate

additional support. In one college this procedure is set out as follows.

Example |

Additional Learning Support
Learner Pathway

Referral form

Y

Initial Induction On-course
assessment assignments tutor

Y

Initial interview and arrange time
for diagnostic assessments

Y

Diagnostic

assessments
student support
file made

Y

Report and support programme
Copy to written

learner Copy placed in student support
file

A
Y

Copy to tutor

Y

Contract agreed and signed by
learning support facilitator

Copy to
learner & learner
Copy in student file

Y

A

Copy to tutor

Y

Follow support programme

Y

Regular review and progress

Copy to tutor
reports Py

Y

Y

Progression interview at end of

support programme

Y

Evaluation of support programme

UNIT ASPECT
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. Example | (continued)

Basic Skills Q“a"‘Y Iniciative  The process is explained by the college as. follows.

Contracts

All learners who follow an additional support programme are asked to ‘sign a contract with the
learning support service.- A copy of this is given to both the learner and the tutor. ‘A further
copy is kept-in the student's support file.

Student support f'Ie

Allstudents Who follow an add|t|ona| support programme have a file.that is kept in. the Inclusive - | -

[EDECNEENTN
N

CCal

" student assessments N
. contract ¢ o oo T T T
. -student-record S=hee'tS"f"th'eS'e"kée'p srecord of T T T T T L

ik (T TN | Al PPN PN Tl o
LIl é JU'J'.JVI T CIILIC of VVILII LI < LULUI WHO—tS—Gett CIIIIS LIIC DU|.J|JUI L III,ID,,\'EI LLClJZ LSO

 — what support they were offered . « -« « - s

— how long each session lasted. .. . . . . o n e e e e e s T R

progress/rewew records e e e e e T T

" record of progreSS|on |r1terV|ew L
" “any work that they have completed other than coursework

| THe récord sheets are S|gned by both the Ieamer and learning support facilitator, after each ..
session. " Additiohal support that’is prowded ‘in class’ is recorded in the same way.

Rewews and progress reports

AII add|t|ona| support programmes are, reviewed frequently. to .ensure that they- match the needs™
of the students and the course they are follovvlng Progress reports are sent.ta tutors regularly- -
highlighting progress and any difficulties that have arisen. These are usually sent out termly.
Absence returns-are-sent weekly to tutcrs. If & student misses four consecutive sessions the 7
support_can be withdrawn.and the learner-will-need-to liaise with thé centre staff to rearrange the |

programme. e e e e e T T

Progression interviews’

These-are-carried out either at the end of a support programme or at the end of the course the B
learner is following, -The interview-is' used to decide whétkier support will need to continue if the

learner is progressing to_another. programme. or if a report-needs to be forwarded t another | |

7 provider. R B

Evaluation of programme ~ -~~~ "7 777 I
| Al learners are asked to-completean evaluation form at the ‘end of their pro:gr:amme. This gives
| them the opportunity to.comment on-how effective-they felt the programimé has been for them.

This forms the basis of quality control and is commented. on.in.the-annual report-given'to the = = 7| ™ |

Academic Board I
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Example | (corﬁtinéded}%

Copies of the student referral form and the cohtract forrﬁ follow.

S:téudéréﬂ: Réfeﬁrél Form

;Stufdfent détailsf

| ‘Family name:

| First name; -

| Student nurber |

||HomeTe|NO oo - oo oo | Date of Birth: | .

Course:

) |Prer$orna| Tutor:

: |Facu|ty:, S

: ||Date of Referral:

Referral details ~ -~ Referred by Tutor- - - -~ . [ ] Self-referral

IPeey ™ O owion O oncowme

7||CrarreerrsAdvicrer S

, "A,ddit,iona,l Learning Support S

Medical-Advice . . .

’ |Gui'da’nce'forcourse change - - - .

' |FihaLnéizi|Advi'ce'—'  onderd9 - [ owerl9 L

ICOerrserllirrwgr -

0|0|0o|o0n oo

Other advice -

|[|Brief details of reason for referral: - . . . ...

Use the timetable format to indicate student’s free time by shading

9.00-10.00 | 10.00-11.00| I1.00-12:00 |F2.00-13.00 | 3.00-14.00 |.14.00-15.00 |15.00-16.00 16.00-17.00 | 17.00-18.00 -

" Mo
[Tue

ed
Thur
AWFA
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P Example | (continued)

Basic Skills Quality Initiative  Addjtional Learning Support Contract

Student:

Course:

In order to offer-you.the support that you require whilst-you are at college, we would like you to
enter into .a contract. This informs.you of our-intentions and.asks you to agree to undertake the

activities suggested.

College agreement: - -~~~ -~~~ oo

| The college-agrees tooffer you the following support whilst you are attending your chosen BN

1} support to help with'your basic skills'and coursework
Support séssions, with ofher students in the support centre ormyourdasses
| Appiication for exam NGNS

L|alson with your tutor regarding this programme and your progress -

oooo

2
2D
2
]

| Student agreement

In ordér for this support to be of value to you we ask you to agree to the . . ||

+{ following: -

1 To attendthe sessiohs arranged for you “and inform us if you are unable to attend 1]
1 To bring any coursework that you are havmg d|ffcu|t|es W|th [ N 0 P
| To mform both us and your tutor n‘ you are having any other difficulties - -~ - ~ = = = =[] "]
7 :Slgned StudentTutor T

Date:...ooren
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Example 2

In one college, the roles ofteam Ieader and tutors in relat|on to support are defned ‘Basic 5"'”5 Quality Iniciative .

as shown in the foIIovvmg documents

EThe role of the baS|c skllls currlcuium team Ieader

| The: college has a basm skills: cumculum team leader respormbie for the management of basic sk|lls, R
: Vflearmng support and baS|c sl<||1s d|screte pr|mary provision. There are separate curr|cu|um team )
E ?Ieaders for ESOL and for d|sab||1ty support Al are middle: managers in the college: structure The

B fthree team Ieaders Work togetherto run a coherent Iearnmg support service but are respor15|b1e N

T for the provision and the STaff vv|th|n thelr own speoahst areas I hey a|| report to a cumculum :

. ':w‘a:x m::r\::gnr A hr\ IS-a mnmhnr nf+hn l‘DhlﬁV‘ m‘jr\jgamnr\+ +n:\m N

The basic skills curriculum team leader is not responsible for |<ey skills Vde-li\}ery'al;[hoogh links have | =~~~
been introduced as part of the restructuring. The deIiVery and oualify'o'fihtegrated basic skills™ = | -
tuition is the responsibility of each curriculum area. However, there has also always been a strong- | - - - - . .
overlap and link with basic skills learning support, in particular with the provision-of staff - . .
de\/elopnﬁ'eht'ahd'doUble'st'afﬁn'g orin dass support: Double staffing occurs. whenthe. =~~~ |

vocational/academic tutor and the basic-skills support tutor deliver the programme together.

Tutors dellverlng baS|c sk|IIs Iearnmg support and dlscrete prlmary
provision basic skills

These are mostly the same tutors. All permarrwentr staff take individual students forlearning =~ = | - -

support and primary provisioo basic skills Vgroups'. This is not the case for all part-time tutors - - - |- -~ . .
although many I-earhirig support part-time tutors have had experience of working in both areas. . |
It is felt that the experience gained in each area-is-beneficial to the other area.. All staff must have |

at least a minimal basic skills qualification and the equivalent level of education to a degree or a -

teaching certificate. -

In-house training courses are run regularly. These usually have a target group and the focus may
be for primary basic skills provision or for learning support. Staff, including volunteers, are
expected-to attend at least one training course a term. Externally run training is offeredto |

permanent tutors.
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Example 3

Basic Skils Q“a""' Initiative  One college sets out its planning cycle for the management of all additional support,

including basic skills support, as follows.

Addltlonal Support Annual Plannlng Cycle

Action’

By Whom

Documentation

) By When

Agree the projected-number of -
students to be supported on
each course * ’

1 AS. manager, Director of -

Academic Planning &

| HOS/PAL -

Prior to enrolment

- period

Nominate permanent staff from
within School and recommend
agency staff

| HoS -

" Prior to start of -
' courses

Timetable support sessions

HoS/PAL

. Prior to start of -

courses

Arrange for nominated

agency staff to attend

HoS & ASmanager . _ _ . . |- -~ - - -~ -« - -
permanent staff afid recornmend ™ |

- Ongomg (beginsin™ | ]
induction period) | |

‘Attend sample "of lessons from
courses to be supported -

A S tuto rs

Begin ana\ysws of vocatlona\
course - T

AStutors T

Own.records . . .. -

Identify attainment of whole -
eroup Using 3 variety of
evidence

| Courseteam. . . . . . . . . -

-Own-records = =~ =

‘Carry out initial assessment for

level | and level 2. groups: ~ = - | o T e -

Course team. AS:tutors

" InduUction b:efibd:, o
| Autumniterm. - . o .

Assessment results form | . . ..o ]

Identify students for Add\tlona\
Support - - < -

Course team, AStutors . .

‘Own.records . - - -

Agree with student that they will_
receive’ suppor‘t and S|gn

| Course tutor. AStutors . ~ - - -

and students

AS. costsform™ - 7

individual learning plan . . . . ] i e e e e e

Send details of names of students

Course tutor, AS:tutor o

to.AS.manager-with-cost form- = =|~ = "

AS. referral form.and ..

7reg|ster blank

Sign Learner Agreement wn|ch
‘ncludes AS, “sénterice” T T T

Course tutor & student. . . .. .. ..

Leamer:Agreement-- -

Keep evidence of selection and .
audit trail

_| Course tutor, AStutor- -+ -« - - -

-Ownrécords =~ 7 7

. Before Autumn-half | - {

term (or when

- resource reallcated) | |

Identify students who may be - - [« - = T T

dyslexic and refer for

ASSESSMIENt - - - - o or m e

dentify students who may have | =7 777 =TT L L L

particuldr learning requwrements

Course team A.S.tutor

"Dyslexia referral form

-PLR referral formr -~ -

and refer for assessment . _ . . | oo o e e e e T

- Any time, - -+ ]

Preferably early

" in the yéar”

'Cény" out in-depth assessment of

entry criteria and course
requirements -~ 7 7 T 7 7T T T

A.S. tutor -
supported.students, matched to -+ |~ - < T T T T T T T

Individual learner profile

. Early in 2nd half-of | - |

Autumn term

Begin delivery of support and
keép appropriate records

JAStutar - .

-Work record sheét™

- Ongoing ~

Notify AS, manager of.student .
withdrawals

I Coursetutor- —~ —~ = = - - - |7 T T T T

Re-allocate resources to = -~ =
other students

“| AS. rhafagerand T T T

Course tutor |

AS. referral form and

_costs-proforma- - - -

I Any t\nne up tlH
. February-census- - | = |

Review stidénts progress”

and sign report

AS. tutor and student

Student's progress

reviewform™ 7 7 7 7

End of each term | |

Review and evaluate suppor‘t

Course team and A.S. tutor

programme...Feed back to AS: - ~| = - = T

manager

Course review

| End of support .. .. - - |

programme

KEY: =

HoS = Head of School

PAL = Programme Area Leader - - -

PLR: = ParticularL&arning Requirements | |

ASPECT
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Example 4

Effective planning and management of add|t|onal support results in learners feellng - Basic 5"'”5 Quality Iniciative

confident about enroll|ng on courses

The following case studies i?llustrate some{succesfsful outcomes. -

| ECase Study I S =

1 K contacted the: addltlonal needs ser\/lce as he Wanted to know What support Would be avallable
éfor a deaf: person enrolllng ona bastc skills Enghsh programme |< was invited to attend an |n|t|al

| interview. - During the |nten/|evv addl‘uonal “support was d|scussed The addmonal needs service E
écontacted basic s|<|l|s staff and -arranged for an 1nformal |nter\/|evv W|th teachmg staff about specﬁc

ésl<|lls K Wanted to- leam Dunng the |nten/|ew an individual leamlng plan (ILP) was developed for

l( :ll".fl :1rr‘:lhgﬂmnh+c Aere m:lrln 'rrw‘ a maa‘l‘lr\g A |+lr\ c+:1c1c —Jhrl l/ + rllcrllcc c mml |r\|ra+| A ‘Jh/‘l EAE R PO,

learner support. K was placed in groups where the basic skills tutors had deaf awareness training - |~ - . .

and arrangements were made for specialist support to be provided.-

Case Study 2

As an older student returning to study | was anxious — my initial sight of the college -buildings was
daunting. . But | was befriended when I arrived and | now make a poin;t ofdoing'the same for |0 -
other new students. | first came to the college about three years ago, |'ve achieved so much -
since then that I'm not sure what | started with but it was probably an introduction to-ITF. -l have .| . . .

always been so frustrated when trying to get my thoughts-down on paper so learing to. use the | o
computer has beén a godsend. -My-confidence has improved and | have learned to be up front -
about my dyslexia. -Through the skills-support | have received at the college I have notlced that -
the-characteristics of my dyslexia — when | was first identified in 1984 — have changed lno
longer create a bottleneck and then total mlnd blocl< | try to be calm now and find more Ways' .
through with the support and strategies given to me by the tutors. The library staff and ICT-
Support have been very helpful. The whole college ethos is about being supportive-and-in - - -
parrticularrthe'tutors are all accessible = it makes it easier to ask questions even if the subjectis | =~
not their specialism.” =~ = =~ -

Case Study 3 |
My name is LD, | am registered with a green cardras | have a hearlng impairment. ‘| havé a little = | - - - - - - - -
hearing left but not much. | left secondary modern school at the age of |6, with no-qualifications. - |- - -

The reason | had no dualiﬁcatlons'vvas when |'was dt school no oneincluding myself realised lwas | . =~
deaf. | started work in the mill where most-of the school leavers went, that.was in 1976, last = |
year | decided I'wanted out after being made redundant for.the second time in a matter of
months. So |-started a course on.word processing at the chamber of commerce. | got on clui;[e T
well but my hearing became a problem, as | could not hear my tutor when | had my back to him.
So ' went to the local college to see if | could do a course there. | went into the reception and”
asked for ‘some |nformat|on they sent me to the courses office where | spoketo LP-who advised - |- - - - - - . .

me to come on one or two short courses first as it had been a long time since | had left school..
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Basic Sk|l!s Quality Initiative

. Example 4 (continued)

I'signed up for-a-course that-ran for a week called return to learn, t-loved it'and was glad LP had B
advised me to come. on it as-learning was not that easy after being out of it so tong. But the
support | got formy deafness was unbelievable, from the'staff at the college and from the
students that had come on the same.course.” I-could not believe the help and support | received

from complete strangers. | got chatting to DF about corhing on the diploma-course and about

my hearing he-tofd me T would get aft the tefp-t needed when tcame o thediptoma course. e

was nat joking elther lt was about a month before [-.came on the diploma that DF rérlg e at: = |-

fome to ask if there was any way the college could fefp.— They had instafied a foop system. -The ||

help did not stop there when 1 did come in September DF had |nformed all the tutors to stand in .

| the fight'so as' would be abletS read their lips and also to speal< clearly and DF was still there | |

for me whenever | had difficulties.” |"also"was given' a’ personal tutor called EE who has also been

very.supportive.. She is also testing me for-dysfexia. -

PAGE
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Collaboration to Provide Guidance to Zz |
AdUIt Learners Basic Skil!s Qulity Initiative

One college collaborated with other service providers in their area to offer intensive guidance

on their services in adult learners’ week. A minibus was stocked with leaflets and staffed by
personnel from each organisation who were able to offer appropriate advice and guidance.
Extensive publicity was circulated in the previous week giving a list of the service providers
represented and the locations that would be visited by the minibus together with the times of the
visit. Contact names and numbers were given for each organisation. The list of organisations is

given below.

adult guidance service — free confidential and impartial advice on local courses, training and

routes into jobs
the community college — find out about free courses in your area

the enterprise training and employment centre — offer advice and guidance in career

development and business start up
the community centre — offer a range of courses and activities

the child development service — find out how you could become a childcare/playcare

volunteer. You can also gain a professional qualification in this field
the employment links service — for city wide jobs information
the sports centre — there are numerous sporting activities available in your community

the parent school partnership

supportive help and development organisation.

A feedback meeting was held a month later in order that the participating organisations could
monitor the effectiveness of this approach. Inter-agency networking had proved effective, with most

organisations reporting an increase in new contacts as a result of the information day.
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Referrals to External Agencies

Basic Skills Quality Initiative

Many colleges refer students to external agencies for support and guidance.

Example |

The following scheme summarises how the process works in one college.

Process

Stage |1 initial diagnosis of student needs and assessment as to whether these needs are best

met internally or externally
Stage 2:  if external then use information database to find appropriate agency
Stage 3:  make referral

Stage 40 follow up to ensure that student's needs are met

Educational

Educational Psychologist — e.g. where it is suspected that a student might be dyslexic.

Another college — when we can't offer the student exactly what they require, e.g. some short
course students require ongoing support with developing their literacy skills and they can best

obtain this from their local FE college.

Welfare
Specialist counselling services — e.g. for drug, alcohol or sexual abuse.
Welfare rights services — e.g. where a student requires more detailed information on how their

benefits might be affected by being a student.

Careers and educational guidance

Local adult guidance agencies.

Telephone helplines — e.g. Leaming Direct or the Learning Information Service.

Medical
Local hospital, GP and CPN services.

Specialist helplines — e.g. British Epilepsy Association.

ASPECT UNIT



Example 2

Colleges contact a rahge of specialist orga:n:isatiohs for advice on supporting theheeds ‘Basic 5"'”5 Quality Iniciative
of individual learners. The follovvmg are orgamsahons that other colleges I|sted as

being useful in prowdmg adV|ce or support for Iearhers

'éThe Royal Nat|0ha| Ihst|tute for the Deaf (RNID) ‘can- offer ad\/|ce on workmg W|th hearmg
'élmpalred studehts ahd has also been approached by colleges who. do not have a bank-of E E S
“signers to prowde SJghers if. needed The 5|ghers are theh br|efed ahd supported by the .

résupport speoahst

%@KII L The Natlonat Rureau for Qtudehtq W|th DIGHI’)I“TIPQ can offer ad ice on tparhmcs o SR

,fstudehts vv|th speofc d|sab|||t|es and: have fact sheets avallable S e

-the Adult Dyslexia Organisation and the British Dyste;(ie Associaton

-Mencap are approached by one college to provide care assistants if needed. | -
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. Example 3

Basic Skills Q“a"‘Y Iniciative - One college’'s comments on the benefits of vvor|<|hg with an outsnde counselllhg servnce

'D-‘eVélb’piﬁeh‘t oflink

in addition to the counsellmg serwce offered mtemally through the college staff and students feft- | - |

-economic-and educational disadvantage, in an msﬂtuﬁon focusmg on potehtlai Ieamers with-no |

formal: gualifications-and in"a residéntial [éaiming environment, it was recogmsed that the prov15|0h 1]

of.accessible. counsellmg opportunmes wasvital, “Thé need for speofc types of exper‘tlse eg.

vv|th counsellmg services and support agencies external to the college. ~These links are suppoited |~ |

Benefitstolearners- -~ -~ " T -
. a wider-range-of appropriate support inéchanisms than would be possible through existing
. resources.. e e e e e e e e

_ the opportunity.to seek-support-outside of the intensive résidential or commumt\/ Ieammg

] ‘environment, if appropriate .

Benefits to the college” ~~ " L
- the-avoidance-of inappropiiate support potentially damaging to learners and staff R
- -enhanced provision thirough engagement \}i/ifh':eite:rharleggehoie:sﬁ R o
- -the opportunitiés for staff’ development and’ support for those |hvolved in counsellmg activities _

. within-the-college:

meéntof SU‘Oﬂg WOI"KIﬂg |IﬂI<S R

through the studeht serwces departmeht ofthe college. . . . . . . o o T

 the availability. of specialist.support at a time wher it canmiake miost différérice to the learmer, | |

rather than at the end of a wajting list. . .+« « « o« = oo T
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Prompt Questions for Element 3

What strategies do you have to ensure that additional learning
support needs are identified for basic skills students?

How does your organisation work with vocational and
academic staff to ensure that they are able to provide
effective support?

How is additional support for basic skills students
co-ordinated across the college!?

How do you ensure that specialist support is available for
students who need it?

How do you work in partnership with other organisations
to provide support for basic skills students?
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Element |: Entry Advice and Induction
Arrangements

Entry advice

A prospective learner may make their first contact with a provider either by phone or in person.
Depending on the type of provider, the contact may be directly with a member of the basic skills
staff or with a member of the admissions or guidance staff. The learner may also have been referred
from within the college, from an outside agency or they may have simply called in with no prior

information or guidance.

Example |
The importance of the initial contact is recognised by one provider that has the following guidance
for staff to help them alleviate the potential learner's fears and provide information that will lead into

an initial interview:

answer the phone promptly and clearly

ask:

— how they can be contacted

— what made them decide to come now!? (AIMS)

— what they would like to learn

— what times would suit them best (responsibilities)

— support needs

explain:

— they can work at their own pace

— all adults

— everyone may be working on different things (so no competition/comparison)

listen:

— 1o any anxieties the potential student may have about attending college/course

— to what they want to tell you about past experiences

— to what they want

reassure

— first step is the hardest — everyone has had to experience a ‘first time'

— they have choices, but will get guidance from the tutor

refer:

— basic skills tutor may not be appropriate for some people who may need referring on —
each centre needs to have systems to do this quickly and clearly

check:

— personal details

— details of appointment for first visit/initial interview — that student has all the information
they need

— that they feel comfortable with coming in for the first time

— do they need anything else.
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Basic Skll!s Quality Initiative

Example 2

Effective-advice is often based on course directories that help the gwdance team to

provide detailed and relevant advice.

- Tha catiren diractaimy
e CourSE e Cote

e}
3
Gl
I

“student-services -~ n et T T T

-college -staff/course 'eh’qﬁify'lirfe”—"ln’_:c'éll'eg':e'é&vi:ce: and gwdance R ]

~outsideagencies, LT T T T T T T

- The purpdse of this direcory iste:

“inform potermal students of the range of Iearnmg opportunmes (courses. avallable)

~inform poterma| Students of range of provmon (tmetabiing; venues, SUpport etc.)
“ensure students are glven gwdance and helped along the appropriate route .
"g|ve outside agenoes up to date relevant information

':g|ve college staff up to date relevant information when dealing. with enquiries --

Jmform tutors of college policies and procedures, ... e e e e T T

| Basic Skills A varlety of | The course offers you the. chance.to - - | None -

quahfca‘uons improve your Maths or English and .

tocation © " " | offered | prepare for further study. You can

| mame-~ - < T 7 éam at your own pace in our Drop In

“Study Centre, alongside other adults,

about thmgs like creative writing or _

“stit’pecple with children. You will be

Day/Evening. . { - -~~~ = - =|-able to work for hationally recognised |

-Contact |~ |
Name - |- ]
Place . . |. ]

Tel.no. | |

“Groups are-small-eriough for youts ~ | |
_get.individual-attention.~ You witl have'a |~~~ 7|7 777 7|
Chanceto use. C,omputers,= YOUC&I’]JOID 1 e o ]

our short courses, where you.can.leamn.. j .~ |~ = ]

“computers. Sessions are at times to ] IR I

~qualifications in-Maths and English: =~ " 17 |7 T T T
Arrangemeﬂts Gan bemadef@r’you et L B
1o join other courses in.the community- { ~ = = [+ = = = = |~

or at other college centres. . . . . L b .|l e e
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Example 3

“Basic Skills Quality Initiative

The ll’ll'tlal mten/lew is |mportant for a learner who vwshes to enrol on a ba5|c sl<|lls course. As one R
{]Ellege states W|thout Tutor support encouragement and reassurance the e><per|ence could : -
: inforce, negatlve prewous expenences making-the student feel that the provmon is |happropr|ate SRR I

i herefore senS|t|V|ty tact and gentle quest|on|ng are V|tal on the tutors part.': RN

The purpose -of the |n|t|al |nter\/|ew |s descnbed by one college as follows

l. To. prowde relevant and appropnate adwce

~Foerisare students are enroneo on the. ngnt course and atthe ngnt fe el-

-1t not enrolled, to make sure that we can refer them on to the correct course.
- To record information that is supplementary to learning needs.

- To-find out the student’s long term goal. 7 -

- To-record prior experience/knowledge.

N vo~w

- To-inform the initial assessment. =~~~ o

Tihe initial interview process in this college is described inthe following flowchart.. - - . .
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Student enquiry

Meet with basic skills tutor

for advice and guidance

Y

Meet with
Student

Services

/

Enrolment Documentation

Enrolment form
Initial interview Timetable

record completed negotiated

Discuss
needs

support

Begin discussion of
Aims and Objectives

(start assessment)

Give guidance on
“what to expect”
(start induction)

Move on to

Assessment/Induction
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Example 3 (cohtinéded}

This college also prov;des mter\/levvers W|th the follovvmg gwdance notes both on

interviewing and on act|ve ||stemng

Ba5|c Skll!s Quallty Imtzatwe

| TIpS for mterwewers

11 Make the mterwewee feel as comfortable as possﬂole - encourage normal conversat|on
: :|ntroc|uce :yourself, using ﬂrst names

-~ sit alongside interviewee, not behind a desk.

19 Listen! -Encourace student to talk about airv)s and-expériences. strencths-and-weaknesses. -
- = A —=Rcodlra HEeRttoenaDod A aNG-ExXperEnces, SHERZNS aNG WEAKNESSES:

"Explain‘that a frank-and accurate self assessment will help in starting off a plan for a
‘programme of work. - . . .

"Some useful questions: - - - - - - oL

“do with intérests, etc? © © - - - - - -

Do yc you avoid vvr|t|ng7 T

:Could you vvmte some thmgs if you ‘had to — some parts of forms, a note?

_Do.you do,anyrcalqulat!ons,r eg change, measurmg? s
3. - Give information as well as receiving it. =~ 7

4. " Share any notes with student-and negotiate.what is to be written.

" positive outcome: (Write aims-in student's.own words.) .

6. Give student an opportunity fo ask questions.

necessary

Make sure the student has information (yvritteﬁ if he'cés'sér)")'o'n:' .
-options available (including other centres) S
-Equal Opportunites o
-style of learning to expect
-free tution. =~ .

- progression .

- -date of first review . .

-confidentiality of information .~~~ =

-what-happens next. . .

Do ybu read anything at all — perhaps some signs; notices; parts-of the paper, magazines to

5. Make a start on finding out ‘student’s aims and learning needs — the interview should havea |

7. Dontforget to Wr|te down essential information so that student can be contacted againif - | . . . . .

UNIT ASPECT
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Basic Skills Quality Initiative

PP Example 3 (continued)

Active listening involves:

giving complete attention
communicating acceptance
being aware of non verbal communication (theirs and yours)

avoiding personal prejudice.

.. Use open rather. than.closed questions, for example; iristedd of ‘Do you like read|ng7 you

) leght ask ‘What kinds of things do you like to-read?-
.. Use.probing questions such-as ‘Can-you tell'me a bit more about fhét?:

- -Paraphrase briefly"‘what the person is saying. “For example in response to Ive had real o
.. _problems-sorting out childcare and managing to it in some study at home, but it's great usmg
~my brain again’ you might-say -It-sounds-like it's been a’striggle startmg college but Worth |
~ all the same’, Ce T o T
 Try picking up. any: feelings- which are not being expréessed directly.” For example, in response

~ to 'l was so looking forward.to going en-the-course, butit's not teally what [ expected you S

mlght say ‘It sounds |ike you are feeling disappointed-. -

.. At the end of the. interview-summarise what has been“said ahd what has been agreed in

~ order to check you have understood and clarify any-outstanding-issues” = "~ ©

PAGE
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Example 4

“Basic Skills Quality Initiative

'fAn adult educatlon prowder uses. structured

r§|hter\/|ews together with readmg and writing

,Eactlwtles as part of its pre enrotment assessment : 7

prrocesses IhterV|ewers are prowded with = -

égwdahce They are asked to use short relevant e SR

Vfact|V|t|es ahd to he[p the Iearher feel

e Iearher can choose. readmg materlal n the o

terview room or bring a text from hormre.r

set of pre-enrolment assessment forms fora =~

fudent in the adult education provision follows.
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I Example 4 (continued) SRR

Basic Skill Qua'“)’ Initiative - General pre-enrolment interview: proforma mcludmg prellmmary Student

Learning Agreement. -

7'-7Personaldeta:ls,-;ﬂ”77””77”””_””””””””H
Name: s
Postcode""""'"'"'»"""-"T'el:'-r"""""""'

2. Longterm aims: for example personal development = new skills or |<now|edge further

- -educaticn’or TI";\II’\IHO’ = CoL H"QQQ ('\Y‘ P ;mn :nmc Pmﬁlﬂ mpr\‘f

3. VAlms to be achieved within.the next few-months:-first steps'to achiéving the Iong S

term a|ms U

. these informally,- through looking after-family, working with community or church groups

~ organising activities for. friends,-hobbies; or-formally through school or college. ~

| 4 Prior learning: list any certificates gamed in the last fve years mcludmg awardmg body and. | . |

- -grade: List skills"you already’have that relate to your Iong term aims. You may have Iearned: 1

| 5. Primary Learning Goal: List leaming.objective(s). - . - « « -« « =<

Qualification sought; ifany:" -~~~ """ 777777 7 oo
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Example 4 (corﬁtiniuﬁedj

b 1
N

“Basic Skills Quality Initiative

6 ;Sftud:er:lt SI{]PPOI"EtE

| a) Learning §uppdrt - e.g. dyslexia support, carefr,; vol@ﬁteerEtgtor,Especial fequipfnenﬁ

Student quafliﬁes? o CYes [

éb) Fee remission = étudéht ha§ feceiEved information about féés & remission policy.

No [

c) Child careneeds ~~ -~ - -

VCrécherprlaéers needs! 7 Yes [] -

7. Nextstep

"Erxemrptrion éﬁplied for?r T Yes |_| o

 No. of places

No- []--- .

- This student will be joining (course title/s and codes):

Or This student has been referred for =~ = -

8. Any other relevant information T

Signed by tutor: ..iiwivii

,Date;,,,,_,,,,,,,

Sq‘gnerdrbryrstudent:

R 0 [

| have discussed this learning progfarﬁmé with a tator and recéived advice and guidance as recorded-above.. - - . . . |
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PP Example 4 (continued)

Basic Skills Quality Initiative  Tytors are provided with the following prompts to help them during the initial

interview.

: Prompt I|st for ldentlfymg Iearnmg goals
" what do. you hope to gain from attendmg classes!
~ what do you want to Ieam?
" are you mterested n gammg qua||fcat|ons7 o
' you may already have some ideas or you may ﬂr}d,thisadifﬁ,cu,lf ',ques-tion to answer; talking - | -

* things through with the interviewer will help you to work out what you want to learn.. . .~ |-

Thinlk ab'outf :

. What YOU hope tO be able to do N @ YEAr OF SOU . . . o e e e

What do you fi T"nd difficult and would like to be.better at.doing? -

. _gain.confidence to get-out-and about mored: ~ + < C T T T T T T T T T
. be able to help your child-with schootwork? = =~ 7 7" 77T T T T T e
. feel more confident-about usingpublic services? ™ =~ 7 7 T T
enjoy your leisure-time oryour hobbiés more? ~ S
. go onte furtherstudy? =~ =~ =~ < T T T T T T T
- -getajob,do VOU'"PFGSGDTJObmoreconﬂdentlygetabeﬁe”oby oo L
- start yourown business? ~ T T T T s

Don't WorTy if you cant th|r1|< of everythmg now. You will be able to.add.to the list when working -

| With'your tutor.

vvhat you need t0 do in your everyday ifel . . . . .. e

 cope betterwith household-and family tasks? -~ = = = < © T T T E T -

1 Which do'you find easier — readmg or vvr|t|ng7 o U
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Basic Skll!s Quality Initiative

Example 5 (continued)

GUIDANCE CHECKLIST

EXAMPLES 6F GUIDANCE & INITIAL ASSESSMENT PROCESSES

BOX I: IMPLICATIONS OF THE CHOICE OF LEARNING PROGRAMME

Clarify the student's choice of leamning programme, and check understanding of target
qualifications and learning outcomes.

Check that the choice-builds on any previous records of guidance such as action plans

brought from a previous school; -college or guidance service.

If the student has
completed an application
form before this
interview, use the
information on it in the
completion of this form

Claprify the careeri '_" ations-ofthe choicein I..Ainn progr to-further courses.

|| Clarify-alternative options if the ofiginal choices are “Unsuitable, |nc|ud|ng opt\ons at otner

institutions

' He\p the student to cnoose alternative courses if necessary.

| Help the student to |mp|ementany Vc:hzringﬁes if necessary.

-| Ensure thatthe student is awaré of the” p055|blllt|es to renegotlate the chowce of

programme before \t |s too late to transfer. . . L L

ESP Compendium
NDVQ Database
ECCTIS

Prospectuses: other
institutions

Adult Directions
computer programme
ESP (Electronic Student
Prospectus)

BOX 2: ENTRY REQUIREMENTS OF THE LEARNING PROGRAMME

Check prewous qualifications and experience, and.ensure-that-the student meets entry |
| requirémients.”

| Gheck-personal detaits in¢ludirig date of birth, employment status and Vnat:iornalrity) that

might affect eligibility for the learning programme, later opportunities or.support. - - ~ -

' Crztarrrifyﬁthe possibilities for accreditation of prior learning or credit exemption. = . . .

H=I R

cv

Portfolio

Record of Achievement

BOX 3: SUPPORT FOR THE STUDENT

+ Enable: the student o' judge if He or she is I\kely 1o have suff'aent f'nanaal support to

The New Deal imminent box refers to applicants aged |8-24 who are approaching.6..
| months on-Job Seekers-Allowarice: Théy should bé made aware that they will be called in for
New Deal interviews at their Job Centre but should not have to give up their course. -Check {-
| with Student Services'if you nieéd more information.

comp\ete the _programme, and clarify ways of seeking help if not. . . .. --

| Qlarify.any learning support the student may needeg: ~ ~ -

1= Enghsh Maths support for students vv\tn Ieam|ng d|ffcult|es and/or d|sablht|es L
A= -+ study-skills-

—  extratutorial support

| Clarify any practical support the student may needieg: -~ < T

N

1= 7 nursery (th\s requn"es an app\|cat|on form)

—  personal counselling [P

- speC|a\ needs

{ Ensure that-the student kiows where further help is available in relation to ﬂnanC|aI or

practlcal issues and tne employment implications of the choice of programme. - ~ -~ - - -

Student finance check:

Blue Book, Section 2
(Home Students) and
Section 6 (Overseas

Students). Grants, trusts, | |

charities

Course fees document

Tests/assessments

Learning Support leaflets | |

Student Services
Guidance and Careers
Advisers.

- whetherhé of she'is sufficiently motivated to complete it.

Clarify what work is involved in the chosen programme,.and-help-the student to-decide

| Help the-student assess whether the chosen programme ‘is at a level sun:able to current

abilities.

| BOX 4: ASSESSMENT OF SUITABILITY OF THE LEARNING PROGRAMME| ~ ~~~~~~ 77" ||

Tests/assessments

Competence checklists,
e.g. SKILLSCAN
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Induction Arrangements 7

Many colleges recognise the importance of induction for basic skills learners, Basic Skills Quality Iniciative

Example |

One college describes the importance of induction as follows:

Many students may have returned to education after a long break, or harbour fears about
negative learning experiences. Induction should be designed to acclimatise the student, both into

the learming process, and into college life.

Students need to know what they can expect from their learning, and what the college expects
from them. They also need to know that their opinions and comments on what and how they

are learming are of utmost importance. Therefore, one of the most important elements of

induction is to encourage the student to take control of their own leaming.

This college describes the purposes of induction as:

to enable potential students to feel part of the college

to inform students what they can expect from the college

to inform students what the college expects from them (e.g. attendance, behaviour etc.)
to inform students of the services and facilities available

to ensure that the centre has the students’ contact details

to ensure that the student knows how to contact the centre.
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.Exampnez";'_...--

Basic Skills Q“"“Y Initiative Tytors in the same: college are given the foHovwng gwdance notes on What should be.

included-in the induction process.

Structure of class o
discuss options and preferences - group wor|< or drop in vvork

" need for breaks.

Students’views,,,A,,,,,,,,,,,,,_,,,,,,,,,,,:_,,,,,
. what do they hope to:gain fromithis course? ~ © * 10 0Tl

_ what are their-aims and ambitions? ~ = - - - - T T

. what are their interests = can we Usé thése to build on existing skills?

- -exphain we will build on-what fhey can do, focussmg on their needs and preferences

.. [Each stage will be negotiated. -

The Iearmng envwonment

‘stress the re|a><ed enwronment the pace of Iearn|ng is dictated by student.-

" different approach

: 'encourage self access, stress that student opinion on materials is vital. (if it is too -

~ “easy/hard/boring)

" “encourage self chec|<ing

" havé to work in isolation.

©  the tutor is there to.provide help -and-answer-questions.” Dén't hesitate to ask oo

. discuss how.work.will be marked {timescale) and that studert should expect feedback.

Review

" the meantime discuss vv|th tutor or other members of staff

" discuss the ﬂe><|b|||ty of learning — that if they fee| they do not understand we will try-a- = = = | |

'explaln the system of boo|<s pract|ca| matenals and worksheets . . . ... e o

" discuss as|<|ng for help Students Iearn by quest|on|ng and dlscussmg Stress that.you.don't. - | - -

The tUtor’s role. . . - - oo

 explain the tutor can offer. advice, guidance and expertise = < < < ¢ 7 T T T T T T T T

B exp|a|n that | progress WI|| be d|scussed at regular intervals, but if any queries or.concerns-in- - |~ |
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Example 3

Advice to staff on the objectives and content of induction are shown below. - Basic 5"'”5 Quality Iniciative

- .Induction process

Ratlonale. <

The |nduct|on process refers to-activities dunng the period from: enrolment to bemg fully on

programme; Learners on’séme’ programmes \ WI|| complete the process by the end of the frst

Tweek earners WILII UdblL Sl IIIb IICCUb WIII DTTTCIUITOTTT IIIUULLIUII dLLI |L|C> CEXIETTATU O CT bC Cldl —
weeks. This will help them to develop the confdence to use college facilities and servicesand'to | - - - - - - - .
understand What belngastudent entails. S
Course teams design induction prograrnrnee within e\)vh'olre'cellege induction framework, ~ "~ | - - -
Individual course programrnesr are seeciﬁc'to' the needs of the identified group of learners.- - - - -
Theyraifnrte brevide the learner with a smooth transition from school; college; employmentor . |
unemployment to their course. =
Objectives:
All programmes are designed to help learners to:r -
-settle in to college . . 7
-get-to know the group, tutor and teachers
-become familiar with the college facilities and services o
-understand-college rules and their entitlements o
“understandtheir programme structure, assessment procedures, supporrtrandr prregresrsien o
~ opportunities.
-recognise: their preferred learning styles and irnplicatrionsr effhese for Iearrnring' .
-complete an induction assignment which is designed te Vasrserssrtneirr levels of skil |
-recognise what they have achieved at each stage Voftherinrdncfiorn Vprrograrlrnrner o

-agree their individual learning plan and identify any support needs.
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. Example 3 (continued)

Basic Skll!s Quality Initiative

'I_nrdlrjcrtrian programme content. = ... - e

Prbg'rarmrmres' should 'meet the needs of your students and include: .~ = - ..o - o s

grouptutor|alact|V|t|es::::::::::::::,,:;::::w:::”””:"’

—icé breakers gettmg to know the group’.

- role of the personal tutor

—equa'OPportumves

- — policies, procedures & expectations of students (student-handbook)~ = = =~~~ " 7" "7 ==
~ — entitlement (charter) & grievance procedures (student-handbook) =~ * 7 T T T T T T o
 orientation activity, - finding your way round-college -+~ < < <t T T T T T 0T o
initial assessments in. basic.skills (if not completed at-interviewy ~ << < 7T T
' diagnostic. assessments. (f required) - « « « - = < w s T T
_ an introduction to. course/programme(course handbook) ~ 7 T T T T T T T R
. — structure, .assignment schedule: & assessment procédures’ ~ T T
. — target.qualification(s), tearning outcomes and progression routes e

_ —monitoring achievement-and required standards T T T T T
R

. —induction assignment - < T T T T T T T T T

— identifying-and recording students pieferred leaming styles

- -an opportunity to change coursé/programme
- -procedures for moriitéring progress” T T

- -arn introduction to’ Ieammg support services, mcludmg

- “basic and key skills support Centre
< caréerscenire T T T T T

" library and leaming resources certre
“ “personal counsellmg and fnanoal adV|ce

" Umedical and welfare services

7 Uhealth, safety and secumty

- youth Wor|<er student union and recreat|on Programmes L. e

'plannmg an |nd|V|duaI Iearmng plan and |dent|fymg supportneeds. . . oo
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Example 3 (cohtinéded}%

Ba5|c Skll!s Quallty Imtzatwe

Useful tlps when wrltlng mductlon asagnments; :

Emductlon aSS|gnments should be fun and |nterest|ng to do

fmduc*uon assgnments should be deS|gned by the course team

the a55|gnment should be made up of small achlevable tas|<s

learners should clearly recogmse what they have acl’neved aﬂd when they have completed

“each task successfully -

“include “signposts’ of how and where basic skills should be assessed . = )
“the format of the assigriment i.e. objectives, tasks, -activities and outcomes should match those |
“used throughout the programme - - - . . . . . .

“the instructions must be accessible to-all learners . .~
“include’simplé explanations-and examples for each task. =~ .~ .~ .

"ihdUde'pogﬂVe$éedbad<atthe'eﬁd of each completed-task. . ..~~~ Co
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Basic Skills Quality Initiative

Bampled

. 'ln.a!ﬂOthef COHege; students -are re’quegte'd'to' [ I

basic skills tutor talks through the form with-the. = o . =

sign the following form to-show-that they have = -+ =~~~ o T
understood their rights and responsibilities. The' ~ -~~~ - < s

VSfUdelr’ifOtr”LllseSitaspar‘tofagroupsressiana’; 7 T

‘the béginning of a-short-course. The signature

‘of the student/tutor confifmis an agreement to o

hehave in:accardance with the colleos’'s'equal® -
;

opportunities policy. The-form-can‘be keptby ~ « = = = < T T T

PAGE
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Rights and Responsibilities

These are your Rights:

|. To be treated with respect whatever your:

Race Age

Sex Sexuality
Religion Disability
National Origin Political views
Colour

2. To have your personal learning needs met.
3. To be given guidance about learming and other opportunities.

4. To be able to look at any records about you. These will not be passed onto anyone else

without your permission.

These are your Responsibilities:

I. To respect the rights of all other people using the centre.
2. To attend as regularly as you can and to let us know if you can't.

3. To take an active part in learning.

If you feel your rights have been denied you should talk to:

I. Your personal tutor

2. One of the named people in the CENtre/COlEEE ... ———————————

Any complaints will be listened to in confidence

Anyone working or studying in the College must behave in accordance with the College’s equal

opportunities policy.

| have read this sheet and agree with what it says.

StUENt’S SIGNATUIE .oooveveesveeseverseneesssessissssssssssesessinee TULON'S SIGNATUIE w.ocvvvvivvsssissssisssisssssmssssssssssns

UNIT ASPECT PAGE



Prompt Questions for Element |

How do potential new learners find out about the basic skills
provision you offer?

How do you ensure the initial contact in your institution is
welcoming and effective!?

What arrangements do you make to ensure new students
have an effective initial interview?

What strategies do you use to induct new students to the course
and the facilities/services available to them?
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Element 2: Tutorials and Guidance

Tutorial practice for full-time students in one college is organised as follows:

Personal tutor: Each student is allocated a personal tutor, who sees the student at regular
intervals throughout the course. Thirteen half-hour tutorials are timetabled, but there is a
declared ‘any time, anywhere’ policy of availability, which means that many students see their
personal tutor on other occasions and access help or support as they need it. During the first
5 weeks of the course the student will see his/her personal tutor on a weekly basis. There is

an agreed curriculum for these meetings.

Evaluation: At the end of their first term’s study, the student completes, with their tutor, an
Evaluating Own Performance form. This aims to support both parties in reviewing progress.
Student attendance at any workshops is monitored and learning is reviewed and recorded.
Any information relating to the student's support or skills development is made available to

the personal tutor, programme co-ordinator and relevant module tutors.

Tutorial records: Written records of all tutorials are kept and initialled by both student and
tutor. In addition, each week the personal tutor records that a tutorial has been held with a
particular student on a computerised record which is accessible to all tutors on the College
Intranet. This ensures that all tutors are able to see whether or not a student is attending
tutorials regularly.

Student Satisfaction Survey: The level of student satisfaction with both tutorial and other
support arrangements is assessed via a questionnaire at 3 points in the academic year.

A report is written using this evidence and action points are identified for areas of concemn.

It is the programme co-ordinator’s responsibility to ensure that these are completed according

to an agreed timescale.

The documentation used for some of this process is given in the following examples.

UNIT
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. Example |

Basic Skill Q“"“Y Initiative  Flowchart to illustrate the tutorial process

" Guidance and Tutorials -~ ..o o

~Oneyearcourse ~ """~ S

Pre-entry = =« « s o

Al studerits mter\newed _— No offer of a place

A::w ¢ |

i1 - - -Offered-guidance interview ~

Course:nformationsent — ~ = ¢ e or o T m T

gwdance/educaﬁonal

Induction -~~~

'(weeks ] 5)7: o 7
Vlncludes Oppor‘tun|t|es ford

one- tO one careers -

gwdance .

(weeks-7-26) - -~ -~ <

(weeks.27-30)-includes - ~ - -

one-to-ene careers - - < T 7

guidance/CV ~ « <

End of course 7

“Personal tutor allocated

Students see personal tutor.for.!/2 hour tutorial per-week: = = | |

“Week | — completion of self-profile. -~ -~ = = = = = = = ===

Weeks 2-5.— completion-of weekly-worksheet withfocus™ =~ 7| |

_on skills. development. -« o e s N

“Week 7 - diagnostic assessment plus basm/key s|<|||s checkhst N

’ "comp1eted with’ personal tutor

referral ,to, %PPVQR”%@ l?afrllng SUPPOIt. ]

“Week 9 — basic/key skilts learninig agréemént completed with - 1

“Week |5 — review and evaluation of progress in skills ||
development ]

Personal tutor sees student regularly to-discuss and monitor™ = | 7 |

_progress and gI\ZEgUIdance on PFGgFession [TV

“Weeks 29-30 — réview and evaluation of progress on course
further oppertunities for- ~ = =+ =« = = < s e T T T T e
“Student returns to self- profle completed in Wee|< | and
“reflects on progress “with personal tutor L

opportunities. < < T T T T T T
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Example 2

A form is used in the same: college to record tutonals Th|s is completed at the t|me of ‘Basic 5"'”5 Quality Iniciative

the tutorial, signed by both tutor and student and |<ept in: the student fle

;TutgofrialéRevie\év & EAsseesmeht Weeks l-7

| SHUBAE b TUOE e

Comment - Initialled

o Studer)t;_' 7 — Tutor -
Week |~ | Fis finding his way around and is- - | -~ - . . =
T - - | settlingin. He is concerned about
-the studying — his reading is slow — |

_he would like one to one support

as of next week.

Week2 | Choices: English, Maths and IT. I I
(Self-profile) - |- We discussed the completed. |

- self-profile, F lacks confidence

_in many areas.
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Basic Skill Qua'“)’ Initiative Regular reviews of the:students’ basic arid key skills progress is an |mpor'tant part of
the tutorial programme for all students in this co[lege The follovvmg baS|c and |<ey

skills checklist-is completed in‘week 7:”

Name of student: - - n FW

Extract information fromatext =~ . ..

Setnotes fromatext . . oo -

| Set of.notes.from-class -~ —~ ~ =~ = ===~ 77T 7T

| Use'of numbet/interpretation of atable

I o o O
oDoooo

' 'Essay
| Other skills:. .
COral e

1 C
OO

workSheetTaSk"'.:”"'"__'"""C'ath"'”'”'Needs
(respond with a tick in the comrectbox) .~ ~ - . - - - ---- - Further =~ .
Support - . |-

" Further comments

L FWis a'slow reader and has to re- read to get fu|| meaning ]

2 FW IS Seelng JW Wee|<|y FOF SUPPOML . . o o oo o

| Student’s Signatire ~ R =YV o e

- PersonaLIUtOFyS»S'rgna‘tur’er= JW L
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Example 4

A basic skills learming agreement is also completed |n vveel< 7. The purpose ofth|s is to Bas'c Skl”s Qua“w Initiative
record the outcome of the extended d|agnost|c assessment process; and to encourage R

the student to |dent|fy short and. long term: aims, strateg|es and a programme to

V|mDrove h|s/her sl<|lls develooment A salee of a coleeted agreement follows

| ‘Basic and key skills learning agreement - - - - - = .

|Name: |[FPW | pater | o

| ‘Curriculum area: | ~ -

[[[Personal tutor: |

General comments:

F has made an excellent beginning; He has made huge improvements as he has had very little
education, but his written skills — structure and organisation = need development and he. . . |
sometimes needs supportto understand concepts: - - - - - - - oL

Charts/tables — he needs support here.

Action plan - Short term aims: Long term aims:

1. Planning- - - - - - .. | . Improve essay-writing skills -
2. Understand concepts o
3. Understand tables and charts =~~~ [ | -

Suggested programme: ~ - - | | Attend workshop.regularly |
ST 2. One to one support with JW

Discuss difficulties with module tutor ||

if necessary

Student’s Signatures N Y

Basic and key skills tutor’s signature: - - - -[JW- - - - ..
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Basic Skills Quality Initiative

Example 5

At the end of the first term students also complete a basic skills review of learning

agreement. - -

The purpose of this is to:

‘help studentsreflect onthe strategies B

“adopted toimprove their skills development =~~~ S

‘as identified in their learing agreement-and- - - - 0 T Lo

to evaluate their progress -~ . . .o

“help students-to modify these strategies.and - = = -~ - - 7 T ST T

their programme as necessary.. . . oo o ST s s T T T T

 This is ilustrated on the following page... . - - -« « « - - < T
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Example 5 (continued)

Basic and key skills review: of learning agreement: evaluating own performance - =~ -Basic Skills Quality Initiative -

| ENar;nferorf; student: -

| 'Date: - - o

| :Personal tutor:

| ‘General comments: 0

Short term aims: - | Notyetachieved: =~~~ -
Achieved

Identify the progress you have made:

Which strategies for improvement were successful: . .

Havelwill you change or add new Vstrrartégrie's:' s

Revised programme to.improve own performance:

Studentr’srsirghétlrlr'e:' N

Personal tutor’s signature:- - | - . . . .
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tutorials.

On-line system for recording personal tutorials — please READ THIS

A new syster'n'for recording the progress of tutorial systéms has been devised for the. 1999/2000
academic year. | would be grateful if personal tutors could use the system to record when

tutorials have taken place.

Don't worry about this being time-consuming, it's as simple-as clicking on-a.box with your mouse.

The system resides on your desktop.under: the ‘Student Records’ icon~ = = = =~

File Edit Miew Help

$) 2

Fathiways Student
Accreditation Record...

I

sumhalfray Tutarial
Records
|| 4 object(s) 1.97KB ‘é

| ‘Double Click’ on the Tutorial Records’ icon; this wilt take you o the Tutorial records system e

(overleaf).

. tDogb!eﬁCﬁlicﬁk’Jop this and you will open the following windows: = = = - = = == T T T T T

‘4 \\Hawk\applications\S-Reco__. _ 0] %]
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Example 6 (corﬁtinéded}

Ba5|c Skll!s Quallty Imtzatwe

B Programme Personal Tutorials 1999-2000

Recard Tutonal Details

_I Save and Huit

o.enter the system, click on the ‘Record Tutorlal Detalls button — this will present you with a list -

f students and tutors always startmg at Tutomal I

' [y Introductions
1 previous tutorial -l
P 20 September 1999
next tutorial |

| Student Tutor Held? | &

P | Peter Smith P Lennon O
Clive Brown P Lennon 0
Dave White p Lennon 0
Wayne Heslop K Bailey 0
Karen Huxley K Bailey 0
Mike Griffiths K Bailey 0
Sarah Ward K Bailey 0
Brian Cox S Bailey O
Julie Grant S Kirkbright 0
Stuart Waterhouse S Kirkbright 0
Tracy Gregory C Kirkbright 0
Record: |< |<| | |>|>| * pp| of 80

Save and Quit -
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Example 6 (continued) .

Basic Skills Quality Initiative

previous tutorial n

T I next tutorial
Use the arrows at the topto select the current tutorial. .

Now simply scroll down to find your name (the data are ordered by'tUto'r':s name). ]

Click in the appropriate box 1o place a.tick indicating that the tutorial has tékén place (see below). :

I
Orton- « « =« = |
. Orton.. o o e
| Orton. ..

Orton .| ...

Kelly . | Francis . . .« -« -« |
Jo | Glidewell . . .....|
Katie Smith |
Chris | VJVefﬁ”ies |
Mary © | Elis Bl

AL ] ]
) B

Save and Quit m I
1 This Will rétim you fo the menu screen. VU (A

| To éx’i’t,ﬁclick on the ‘Save and Exit' button of the main.menu. .. . . .« v e

Qflal JECQIES,

Record Tutanal Details

_I S ave and it

CThatsi L
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Ba5|c Sk|l!s Quallty Imtzatwe

Eln many part t|me programmes the role of personal tutor is carned out by the baS|c sl<|lls tutor vvho
falso plans the students acadernlc Iearmng programme This i |s often an |ntegral part of the: f

fprogramrne as opportun|t|es for gmdance and support frequently arise when the tutor is vvorl<|ng

f|nd|V|dua|ly with a: student to assess, record and plan the students Iearnmg programme -In: good
fprogrammes regular individual r reV|ew tlrnes are built into-the - learnmg prograrnme to enable students Vf - f

'Eand tutors to have an opportumty to review acadermc progress and to ClISCUSS any other form of S

> student

xample 7
(pne college W|th a Iarge number of ‘drop-in centres’ has a review process which takes place three - .
fmes a yearf in the autumn, spring and summerterms:. This review provides an opportunity for .~~~

udents and tutors to discuss progress. - - - - - - - - o

172}

[The purpose of the review is to: -

“ascertain student opinion -about specific-aspects of the provision

‘identify points for furtheraction - - - - - . . . .

‘make sure that a student is on the right-course - -~ . . = . .

‘ensure that the student is satisfied with the style of leaming. =~~~ .

“ensure that the student is satisfied with the available resources

“enable the studerit to self assess their-progress - - -
“encourage the student and tutor to-identify-possible progression routes or additional learning
identify possible exit destinations = = - - - - -

summarise and monitor student satisfaction with college procedures and resources

summarise action points, ~ ~ -

'"“he review provides an opportunity for students to discuss a variety of issues. These may- include; 7

progresst T T T T T - 7

" resources used (including teaching staffy - - - - . . . .

guidance T T

counselling needs ~ ~ - - -

| childearer

Vlutorsrefer stud'ents'toa\}ariety'of outside agencies when the student has a problem outside the

emit or expertise of the tutor's role,-e.g: Welfare rFights. - - . .~ .
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. Example 8

Basic Skills Qua'“)’ Initiative  The followmg guidance is given to tutors carrymg out the review.

Purposes of the review: -
= to seek students’ views on all aspects of teachmg and Iearmng
* to support tutors’ planning. - Ll

Some of These prompts may help you caiy OUt an effective review,

Beforereview: = .~
I.. Plan content of review ~ =~ -

-what.needs to be discussed? -~ =~~~ -~ -

,:V}{h,:at:iS,:the,:mo,st,:effectjye way of getting honest feedback? =~ =~ " © . e

2. Plan structure of review. . . . . . . . ..o T T T e

how will it be carried out? (by course.tutor, key-tutor; on-timetabled or-ad hoc basis?)” = | |

“what needs to be d|scussed7 o
3. Discuss review process W|th students

“it'is an |ntegra| part of their Iearn|ng for feedback and planmng

~ explain“that we réeview to improve the service that students recelve both |nd|V|dua||y -

. (in terms.of workplanning) -and-as a-group ~

discuss what form it takes (time taken, how-operated, etc),~ = = = =~ * T

During.reviews . .« -« - o s
devote time to review, either in.a group, through timetabled-‘meetings' oras part of a drop i in
session e

* seek honest féedback exp|a|n|ng ‘that change happens through posmve and negatlve T B

ocomments .o

~ share the paperwork and record keeping (student-or tutor can' write' comments) N

keep it informal .
" revisit student’s onglnal aims and revise |f necessary
*  "discuss possible progressmn routes
- exploresupportneeds ~ 7T T T T T
- . discuss students- and tutors-perceptions of progiess and achievements

‘plan direction_of work. using aims and progress made ~ " " 7 7 77 [P

ask students what they f feel they have learnt. — what woeuld-they fike to-leam? -
' agree action to be taken and sign.

| The whole process needs to be underta|<en with the aim of improyving the service we offer- - ~ - |~
students-in all-facets of college”life.” We must reassure them that the comnnents they make are | |

valued and will be taken.into. account. --

| Afterreview: ~ ~ - < oo oo n - o
. update WOrkplans.. . . . .o e e T

tutor to explore support/progression needs -« -~ < e T T T T T T T T T 1

make sure students know that individual and general.comments have been-noted, actioned ~ | ™ |

- and 'will'bé dealt with
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Example 9

The following form is used to record the review process. -

| Name..

| HOW did YOU NEAT GDOUL the COUMSERmmmmmmivimmemimiunsinisissiinsssssesssosssssisssesiioonsii
Did you get énough information when you enrolled and started on your éoursé?

Oves — ONo

Wﬁaf else would it have been helpful to know at the beginning? - - - - - - - .

“How many hours do you attend each week? -
Diwon Dot Osiwon  Oommenon:
Doyouwanttochangeyourmei?
[Jves- - O No.

“Is the course what you expected? - - - - - . . .

OvYes  OnNe Deaty

Tell us about anything you would like to change:

“Is the course what you need orwant? .

Yes D No- - - [ Partly -

Can you tell us what you need or want from the course? - =~ - - - -

UNIT

ASPECT

PAGE



Example 9 (continued)

6.~ How is the pace of learning for you?
[1 Toofast = . . [] Aboutright [] Too slow

/. Is there anything you would change about the way you are learning or being taught?

- Englishi i AN

: CQI |7||_)VUT:C|7> """""" :“': """""""""""""""""""""""""""""""""""""""""""""""" ;""7"'7':"“7':'"7':"i':"';:'"7';"'7‘:'"'7';'"J:"[',"',';"',':"'-‘E"'r*""'"'“’"“""‘" b B
8. How have you found the tutors’ support? L e

O Hepful Lok L Notveryuseful - -+ [ 1d like moré support | |

o Setime withthe =~ 77

L AUtor . e e

Can you tell Us a bit More aboUE this?. . . . .« « o« o e

19 s there any other sipport you need?

| 10. Are there any.other. courses you are interested m? =~ ¢ 77T T T T T ]

PAGE
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Example 10

Example of a review form completed in the second term:

L INRINIEE b et et e

| ‘What have you learnt since the last review?
;English: I can fill /inéformfséand;/ can understand the TV /fisﬁngséirf; the Radio- Times, -

él"latlfﬁs;:

TfComputers: fve-used the faptop 1o {/pe Up Some of my WiTng.

What would you Iikg to learn about?r e
English:-More about how to read newspaper articles
Maths: = - - - - - -

Computers: I'd like to do moare with computers.- How to save my work and. how to print it on my own. |
‘What have you liked about the course so far?

The tutors are really helpful and friendly; it's not like school- -~ - . . .
What could be-improved? - - . .

I would like the creche to be on dll day so that |-could stay-all day and do. maths in the aftemoon. S

Do you have any comments to make about the centre or materials and resources
onoffer? - . . . . . |

| would Tike to"be able to take books home sometimes.and.read. = =

How is the pace of learning for you? =~

[ Toofast - - - - - - -[J Aboutright . . [] Tooslow .
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Basic Skills Quality Initiative

Example 10 (continued)

Is there anything you would change about the way you are learning or. being :
taught? =~~~ .

Er{gli'sh:/'\ld""""""

Computers No - e

How have you found-the tutors’ support =~ T e

O Helpfal - =~~~ "[170K ~ """ 7 [ Notveryuseful [ Id lie more support. | |

& time with the tutor | |

| Can you tell-usabit more about this? =~

| My tutor’is very ﬁafiéﬁf:aﬁd: exp/ams th/ngs \;vejl.NShe also gives me information about people.who can | - -

| help me-with my housing problems.” ~

'lé;tﬁéré anyother support you need? U

l d //I<e more creche t/me

Are there any other courses you.are interested-in? -
| After a bit.more practice + might like' to do"a”cénﬁthér”cODfse’:f6r'bé:g/'r:1riér§. S

| Would'you like us to book an appomtment W|th

[ student Services o o D Tutor [V B

D Careers ) . [ LOther wmcesivsiissiitoiiitoiiii i 7

" AcTioNBOX L

* investigate “possibil /ty of extendmg creche

" add ‘reading newspaper articles’ and savmg and prmtmg Wor/< on the computer’ to warkplan

" Mmake appointment thh Student Serv/ces e appropriate COMPUter COUISe. . .. . . . .« o <[]

visit Student Serwces o d/scuss a begmners COUPSE. e e
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The Role of the Basic Skills Tutor

Tutors can help students address specific practical support needs, and can provide general emotional

support and reassurance. However, tutors should be aware that they cannot fulfil all professional

roles (e.g. counselling) and should refer students to other specialist staff as and when appropriate.

Example |

A spidergram produced by one college shows some of the roles a basic skills tutor should fulfil while

supporting learners.

To welcome,
listen, respond

To advise on college
facilities

To find out students’
needs and aims

To address needs and

/ "

To provide pastoral care

and support -~ |

PR

Tutor’s
Role

To provide subject
L——> expertise

Effective record

To provide information

keeping on qualifications
Contacting other To provide information
agencies on other learning
opportunities
UNIT ASPECT
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.Examplez_"'--..

Basic Skills Qua'ftr Initiative  One college provides the following guidance to help staff understand the dn‘ferences -

between the role_o_f the-tutor and that of student services. -

Boundaries and. referrals — the |nterface between personal tutors and student - . | .
services = S :

Personal tutors and student services both have respor15|b|||ty for the guldance and general welfare | -
of-our-students. - Whilst this work should be seen as a form of par‘mershlp it is helpful to 7
understand their- specific roles and responsibilities. I establishing these roles and responsrblhtles |t

is useful to look at the. strengths .of both -parties: -

—{—Peérsonal tutor

“ “ongoing and established relatlonshlp Wlth the student

“in depth l<novvledge of students course and optlons avallable to the student..

problems

mput from professlonal careers guidance. staff. ..

7 Vor not to refer vv||l normally be made by the personal tutor. .Factors.to consider-would ber = = = = |

the personal tutor’s level of competence/expertlse in the issue-of eoncern~

| Where a referral seems.appropriate-then the personattutorshotld ring stident services. B

Alternatwely it may be more appropriate to.discuss the issue orto draw on the information ™

7 database in order that the personal tutor can continue to deal directly with the student. -

PAGE
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,SEU,dent SEIVICES . . o e e
_ up to date information database. covering careers, FE and HE progressior, arid welfare rights o

~ professional counsellors and.experience in-working with-students with a widé range of

It is likely that a student’s first point of-call-will be the personaltutor ‘and therefore the majority of 1

referrals WI|| be from him/her to_student services. rather than-vice versa. ~The" decision of whéther I

is there an issue of dependency on the personal-tuter? - =« =~ = =~ === =7 77 ] ]

,',t should b,e,,bgrpe in mind that the counselling service-is-a-confidential‘one’and that once a | |

referral is made there will not be any feedback as to.the.outcome - = = = -~ = = =~ == 7777 T




Example 3

The functions descnbed by most coHeges as part of the role of the ba5|c sI<|IIs tutor ‘Basic 5"'”5 Quality Iniciative

have been summansed below f f

Role of baS|c skllls tutor S

Teachlng and Iearn|ng :

assessment of studentstearmng needs T
fplannlng Iearnlng programmes :

teachmg

Edevelopmg appropnate rnatenals

assessing and rewevvlng progress T
rrecorrdirngr prrorgrressr -
Vrreviewingr Iealrﬁningr prlans T
Vardvrising enrpt;ogressien.r -
Monitoring attendance:: -
_keeping registers
-reporting and following up absence 7
-reporting and following up early Ieayers.r 7
Record-keeping: . = . . .
“ensuring all-forms required for central information systems are c:Or:ﬂeIerterd' :
“ensuring all-exam registrations are completed accurately. -
Advice and guidance: - - - - - - - -
“delivering induction programmes - - - - - - -
- conducting tutorials ~ - o
“advising on 'where further information can be -obtained, e.g. on créche facilities counselling. L
FL'Jnctrioning'as part of a basic skills team; ~ -~~~ - - - - -
attendmg and contnbutmg to team meetings.
Shanng |nforrnat|on on learners' needs and progress

_ensuring all tutors teachmg a student are aware of their leaming programme and progress.

(This apphes both to students on vocational/acaderviic programmes who are receiving-basic - - |- - . .

skills su-ppotﬂtrand'adurlt learners whose learning plan is delivered by more than ane member
 ofstaff)
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. Example 4

Basic Skils Q“a"‘" Iniciative - One college provides all basic skills staff with a staff booklet relating to thelr Iocal

centre and a staff handbook which-gives guidance on whole college procedures.

The aims of these are to:

familiarise tutors-vvith_ the procedure for enrolling students

ensure tutors induct students into their course appropriately/fully

““ensure tutors assess Students appropnately

" eristire tutors are reminded of the need for accurate and up to date record l<eep|ng (registers, . .
- attendance, withdrawals) R

._give -guidance on the procedures-for reviewing students' progress

- give-information-on what the stideént can/should expect “from the college/course

. make sure that the tutor is aware of their expécted contribution to the course team and 7
 what they can_expect.from it - e

~ give guidance on other admin-issues- ~ -+ = = oo T T T T e

lamlllarlsethetUtorWlthCOllege|SSU€S/fund|Hg|53ueS{bad<grOUhdmfor.ma_tlon B IR IE

The staff handbook contains:. -« « = = = o T U

 Induction, the College Charter. « « =« = = = = = = = = = === ]

 Extract from the College Charter - + - - « = =« = = == = 0w T

' Policies and Procedures/College-Reference Mancal- = = = = = = = = == =" 770 m T

 Strategic Planning Framework and Self Assessment Review = = =~ ==~ 7770

 Strategic Planning and Seff Assessment. Process. « - -« + <« <=

 Resources for Teaching and Leamning -« -« « « =« = ==

Learning RESOUNCEs CONITES . . . . . . o e o oo e

 Photocopying Facilties for. Teaching Staff . . -« « = oo

- Audio Visual Aids .
Ordenng Equment and Materials/Tutorial Resources/Support-for-Students = = =~~~ 7 7 77 7|

S*EUdent Sennces PP

Counselhng Ser\/lces )

. VLeam|ng Suppor-t

Meﬂtal Health Support S

. rStaﬁ‘ Development

" Members of College Corporat|0n Board e

Vsenlor Maﬂagement Team R

Management Groups
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Monitoring Attendance =
8 I Rl —
Many colleges have developed procedures for following up students who do not attend B2sic Skills Quality Iniciative

classes.

Example |

The following is one college’'s description of the procedures it has developed.

The students who attend the course are usually mature students (30+). They have jobs or other
responsibilities and attendance depends on these. [f they tell us in advance that they will be

absent for some time but will be back, we ask them to sign a form indicating this.

Tutors keep a register of attendance for each class they teach and they monitor the attendance
of each student. When a student has missed three weeks the group tutor sends a letter inviting
the student to return. This letter was introduced as it was recognised that students often felt that

if they had missed a few classes they were unable to come back.

If the student returns no further action is taken. If the student asks to come back but is unable to

attend for personal reasons, they are asked to complete and return an ‘Absence Form’.

If the student does not respond the tutor follows this up in three weeks with another letter,
which includes a form with a tick list for noting reasons. The letter is signed by the co-ordinator
as it is felt that students will be more likely to respond to the co-ordinator if there has been a
problem with the tutor. If a response is given, this is noted on the Early Leaver's log, which is

sent in at the end of the academic year to the co-ordinator.

It is very difficult to balance getting the information we would like from the students with the

need to keep language easy to read. This is under constant review.

A stamped addressed envelope is essential to ensure replies. Many students will ring us at this

point rather than write.
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. Example 2

Basic Skll!s Quality Initiative

This college also_provides a Tutor Handbook for part-time staff teaching in e

community provision, © - - - - T T T LT

This inclodeéthe following Instructions. o -0 Ui e

Absence forms

If you know in advance that a student Is going to be absent for more than three weeks-(e.g.

specified time.

PLEASE DO NOT SEND ABSENCE FORMS TO ABSENT STUDENTS \/\/e do not want to .

other message; is sufficient:

absence. You-may expect: quite a few students fo retumn in response to them
Please warn ‘students (tactfully) that these forms are sent

This letter is a formal one. It Is not a substltute for the tutor contacting missing students--

informally.” A phone call after one or two absences rnlght ust do the trick.

haliday, hospital or temporary tra|n1ng), ask them to complete one of these: -Please send:in with . | -

your Tegister; butkeep T contact with the studerit, i possibte toencourage therm back after the -

pressurise them unduly, so'a‘nate an the reolcter m(‘llmtmo that Qu ha e harl a r)hor\e rall or ;

We-send absence forms out after a reg|ster check, if pOSSIb|e after no more than a three -week | |

PAGE
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Example 3

The same college also |dent|fed the need to monitor students absence at support ~ Basic Skills Quality Initiative -
sessions and develop a systenn to lmprove attendance A d|agram of the systenn |s B

given below.

Students were not attendlng regularl\//at all and there was- no system in place to contact the tutor
Part tlrne [ecturers did not know whom:- to contact The basic skills co- ord|nator and team

discussed- p055|b1e soluttons the result of which was to put |n place a system by wh|ch a|| Study s

R sk|||s centre lecturers could contact the personal tutor of an absent student to fnd out Why the N

. student vvas not: attendmg

Systern for momtonng absence

At their initial interview the © - | Information is kept in student | . _|If student is absent a study

student gives information: - -_-| folder, which is kept in the | skills centre memo is sent to
name of course and personal | ’ study skills centre - their personal tutor
tutor -
l\ )
| Personal tutor will reply to Personal tutor will speak to
Study Skills Lecturer using 7‘7 | student about absence
7 reverse side of memo o

" As a result of this system the following advantages emerged:
the attendance of the students improved in the study skills centre and on courses
there was a greater awareness across the college of the study skills centre
main programme lecturers were made aware of what happens in the study skills area
communication between personal tutors and study skills lecturers increased
the personal tutor could take early action to counter poor attendance

personal tutors realised that their involvement was crucial in ensuring retention and the success

of students
students accepted study skills as part of their programme because of their tutor's involvement

students were made aware of the communication between the study skills lecturer and the

personal tutor.
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Basic Skills Quality Initiative

PAGE

Guidance

Part-time students often miss out on a range of
guidance and support provided by personal
tutors for full-time students in their induction
and tutorial programmes and National Record

of Achievement activities.

Following a review of the needs of part-time
students in one college, a list of part-time
entitlements was produced. The review
revealed a clear need for an additional centre
where support and guidance for the broader
curriculum, not provided by the leaming support
centre nor the library and learning resources

centre, could be offered.

This would cover the following:
guidance activities
NRA/progress files
job seeking skills
job search
CVs
UCAS applications.

The centre would also help to support the

needs of many other student groups:
The Prince’s Trust
New Deal
job seekers
careers education for full-time students
franchised programmes.

Day to day management of the centre would be
the responsibility of a middle manager with
teaching experience particularly in the area of

careers education.

The centre would bring together careers

education and guidance resources.

ASPECT

The centre would complement the range of
learning support services already in place,
ensuring that all students have access to the
guidance and learning support to-which they are
entitled.

UNIT



Example

The following information is provided for part-time ,stpdehtsratit_ﬁhe colleger - — Basic Skllis Quality Initiative -

Tutorlals for part tlme students

support vv|th course select|on

'fbaS|c/|<ey s|<|||s assessment C
'fsee What the college has to offer you
tsupport W|th your course" - :

irewevvmg progress and recordmg achlevements

Vsupport with applications, study skills, personal and career-development. . . .
‘progression — what next?
Pre-entry guidance and support

-access to an initial guidance mterwew What is the r|ght course for me?’

) rGettmg on the rlght course
Vbasm/key sl<|||s assessment —is the course at the right level forme? = =~ =~~~ -~ - - - - -

_referral for support — vvhat support can the college provide me? =~~~ -

Tutorial support- - - - - . . .

“inductien-to college and its services. =~~~

“tutorial-guidance, feedback and referal

- access to'progression,acti,vitiesfprogressﬂle,ar)drrecorrdipgrarch_ie\r/emertts o

“access to-support for UCAS applicatons . .~~~ -

“how to use library resources — support to assist research and use of careers Iearnirngr o
- -resources - - . . . .

-careers library including computerised programmes and the internet -

-access to-learning materials and support in: -~ -

-— - studyskills- - oo

‘— - personal-development. . .

"— - career-development. . . . .

"— - job search- -

"~ job seeking skills

‘— " UCAS-applications - - - . . . . -
~~workelink — supporting entry to-work, infarmation on benefits, childcare, New Deatl, Vwror|<r

-experience, job.vacancies. . o .

-workshops, focus-days/events (themes according to student’s ‘progression; needs)r I

- progression guidance —what next?
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Basic Skills Quality Initiative

Example (continued)

Progression centre
Located on the ground floor of the learing resources centre, direct access will be from the

entrance-opposite the gym.

The centre will be-open for access to all leaming resources for the same opening hours as the

library and leaming: resources centre:

930am — — 8.00 prh Monday-to Thursday

7.5Uam — 430 pm Friday =

1 it will be staﬁ‘edby a team of specialist lecturers for guided. activities and-student-support-from= = |~ |
1 10,00 am — 2.00 pm every day and one evening a week to start from 4.00.pm —7.00 pm. - -~ -« | |

Students can drop in at any of these times. . . . . . . . e s T T T T

| For further information ask tutors or-contact-the-centre cosordinator; ~ * =~~~ 7T T T T

PAGE
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Prompt Questions for Element 2

What arrangements do you make to provide effective
tutorial support for students?

How effective is the training you provide for tutors?

How do you ensure that tutors are aware of the support
services provided by the college!?

How could you improve the ways in which tutors record
the outcomes of tutorials?

How do you monitor the effectiveness of tutorial support?

How effective are your arrangements for contacting students
who have missed classes!?

What arrangements do you make to ensure basic skills tutors
know what support is available for students, and can help them
to access it!
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: P Element 3: Progression
I QW 8

Basic Skills Quality Initiative

Progression guidance for students
on part-time courses

In one college, all students on part-time courses
are entitled to a guidance interview. The
guidance interview is carried out by the course
tutor or the head of student services. The
interview is intended to be student-centred.
The student is given the opportunity to reflect
upon his/her learing and to look at possible
progression routes. As part of this process

it is often necessary to look at other factors
such as domestic circumstances, previous
educational experience, and aspirations. With
this in mind the college produced the following
aide-memoire for use by tutors when

interviewing students.
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Example |

Aide-memoire for interviewing students. -~ - -. - - 1 o - CBasic Sk'”S Quality Initiative -

Exampte of completed progressmn mterVIew form

;Student Name T\/\/ E : . E - Current Course Leammg to Leam

g Tutor Name GW : ,; 5 ) ] ] Date 29 l\/larchf I Aprll

| BACKGROUND - educatlon (mcludmg college) vvork voluntary trade umon

: /—Ia\/e worl< exper/ence various — casht/ /d/str/but/on/factory work, managed pub ic house — SI<JIS include:. |~ © . - -

team leader/managemerit etc. “Start in March — wanted-to see how far |-could push myself — to buld |

confidence. © "~ Tt

2 QUAVLIVFIVCAT'IONS" B
Left school without qualifi lfcat/ons went to co//ege to start ‘0’ level English but personal cifcuimstances -

cut this short Have experlence of in-house tra/nmg but there wasn't the opportunity- for formal-

qua /f cations.

3. .DOMESTIC CIRCUIVISTANCES/HEALTH - ergr farhily, an'arrwcialr béhefté- '
Previous job-was. heavy. work — reflected on dlssat/sfact/on with Wor/< s:tuat/on Current/y onincome- |

support looking for part-time work. Have one son - age

4 "INTERESTS = community invelvement, hobbies, social activities:

Prev:ous/y did voluntdry work for RNIB: B
Hobbies — gardening, reading and crosswords — feel these are ways of being creative and exercising

brain.-

5  SELF-REFLECTION - what have they gained from college courses, and other experiences— |~~~

~have they implemented what they have-learmed? - -~ . . .
Erverryt'h/hg/'hdve' learned is important now — I'have different avenues-to explore: can ask questions, | o
know how to seek out information; realise new opportunities, e.g. Computer; developed good groupwork |

skills. = =

6 ASPIRATIONS — educational, vocational, community, personal = how -do future courses fit . . |.
“with aspirations?
Realise growing interest in /édrhingd number of things: computing, sociology, psychology and history.. - -

Fee/ I'm devel opmg a hunger for leaming and enjoy groupwork. -

7. RECOMMENDATIONS
Keen to-apply.for a number of courses — sociology, psychology — /oﬁg—ie?rr; aim éodnée//irig work. Also |

interested in popular culture and IT.

Next course applied for — /ntervie-wrte'cﬁnidu'e to help with job search. ~ =~
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Basic Skills Quality Initiative

Example 2

In addition to the guidance provided by their
tutor or student services, students also receive a
“Your.Next Steps’ gﬁidance pack. The pack.is
intended to aid student progression. It does.this
through a. combination of self-awareness
exercises, diagrammatic representation of
qualification-pathways, and. sources of further

help and advice. It is intended to be welcoming

_and.simple to.read.- It can be-used eitherasa =~~~ " 7 7 77 e
basis for group exercises in class or for individual ~ -~ ~ < T T T T T T

students to work on at their own pace.. . . . . e e e s T T T T
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Example 2 (continued) o o

Mg,

{oe0

- Employment

"Community

Activity \

YOUR NEXT STEPS |

o VVoiuntary Work

" Access
Further

"~ course T i
Education

- Self-

- Employment

7 VSHo-rtrCrers'eé '

/.

' ‘ Picture of College

:::AgUidahc'e'pa'ckfor'"'"'"'"'""CO“ege'STUdents""""":::i:””
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Basic Skills Quality In

N Example 3
P

itiative The same college uses the following review. forms:

Introduction

We hope that you enjoyed your time studying at the college.- The purpose of this pack'is'to. help you to
think about what you might want to. do after you have finished.this course. Your course tutor will be-able
to help. you to think about your-next steps. However, if you require more in depth help then please:

(1) -call into Student Services (located just off the reception foyer in the main building)

(2) ring in Student Services on . It doesn’t matter if you have
completed your course by this stage. -

2 N AP Q : e L 4+t | T |
(D) Corntdet ure UUTLTSUdAre e STTVICE UTdU 15 TTOSTESL LU yOUr TTOTTIE (5T€T 15T |7|| l")dj}'i?),, S [

’ Th]s':pé{ck:ir'{dr[Jd':es':tF{e'%dI:IdWng; o

* ‘your achievements
- your interests/skills p}éﬁie" D
. reasons forstudyingflearning ~ =~ " " 7T T T 0T

| PrOgresSiOn routes. . . . . - - o e S T

individual action plan ... e T T T

adult guidance services. e

Your Achievements

Many people have difficulty in recognising their achievements. In this exercise you should list three things of
which you are proud, and then think about what this tells you about yourself. You may be proud of raising a
family, you may also be proud of turning up for your first course at the college.

My achievements: What this says about me:

For example

| arrived successfully at College | am prepared to take risks

PAGE
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Example 3 (corﬁtiné@ed}%

Individual Progression EActiﬁoﬁn Pléh.

Durmg the course |'have leamnt the 'fo1|oW§ng about myself: - - B

INAME:(BIOCK GAPIAIS) s |
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. Example 4

Basic Skll!s Quality Initiative

= In one college all the guidance and welfare support software is available on the dol]ege;s
‘network. “This means that students can gain-access to it any time between the hours of
9.00 am and 10.00 pm The software.is: grouped together and can be’accessed easily b\/ cllckmg

on the Student Ser\uces icon.

B Careers Guidanoe M= I BN
Ele Edi Wew Help R
O pactioms:

LL_ L JLILEE LE 1]

W2 m

FeyCLIFS Learrirg PathFind =
Infoimad...

Cas 7193 LCES
Hizrd b, Applcad...

&

“ [ nbrectis] |2.47RE . I
' ':T};e'!f(;néwing software is located within the Student Services window:- - -+ = - - = = 7 7

Funderfnder is a guide to sources of possible funding for students--

educannaI and trammg courses, childcare provision,.benefits. and job vacancies:

7 wide range of educavonal backgrounds

- Adult Directions is a computerised interest guide which helps students to generate job ideas” | |

appropnate for them T

KeyCI!ps is a database of occupational.information. - -+« e T

LIS is a hotlink to the Leaming Information Service- website and contains iocal ihformation on ||

rAduIt Dlrec‘uons ECCTIS and the LIS Website all have search-facilities-specifically for students ™|~ |

"7 With few or no quahfcaﬂons Both Funderfinder and KeyClips_are suitable for people fromra- | -~ |
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Example 5

Basic Skills Quality Initiative

In another college, basic skills tutors are
encouraged to work with students to think
about their progression from the start of their
programme. Students are given a booklet
entitled ‘Moving On'’ at an early stage of their
programme. This is then referred to at regular
reviews. Excerpts from this booklet are

reproduced below.

Basic skills tutors also receive training in working
with their students towards moving on from the

basic skills programme.
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MOVING ON

When you have finished your ABE course you

may want to:
use your new skills in your dalily life
sign up for a different course
start a leisure activity

do voluntary work.

Use this booklet from the start of your ABE
programme to think about what you would

like to do next.

OPPORTUNITIES IN
COLLEGES

Other Basic Skills or Return to Work

Courses.

For information

Consult your course organiser or the Helpline.

Vocational courses

There are numerous courses available at this
College and other colleges, e.g. Caring,
Construction, Catering, Business

Administration, Computing, Engineering.

For information

Ask at the college Helpline.

VOLUNTARY OPPORTUNITIES/
COMMUNITY ACTIVITIES
There are many opportunities to do voluntary
work which can be very stimulating for the
volunteer.
It would be impossible to provide a full list but
try the following.

For information
Ask at:
your local church
the library
the Citizens Advice Bureau
the Council for Voluntary Service
the Council Offices.

If you are interested in a particular area of
voluntary work, e.g. in a hospital, visit them and

ask directly about opportunities. 3

LEISURE OPPORTUNITIES

Take up a sport

Joina club

Learn to play a sport (e.g. badminton) in a

leisure class and then join a club

Joina gym

For information

Ask at local sports centres or swimming pools
Look for leaflets in the library

Look in the Yellow Pages

Look for advertisements in your local paper

Ask at the Citizens Advice Bureau (CAB).
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|
Collecting Destinations Data EZ | |
Destinations of learners after they have left a provider can be difficult to record as they Basic Skills Quality Initiative |
are not always known at the-time-of leaving. In-basic skills. programmes learners may ]
also leave unexpectedly and, despite follow-up letters, it is not easy to collect |

information on their destinations. - - - - - - - - .

"Example 1l -
- One college uses a telephone survey-to monitor the destination of students who attend short
* courses. - These short courses covered a range of subjects including basic skills. The methods used, -

- results-and comments are included below:

Methods: The survey is carried out by telephone. Students are asked set questions which had
been previously prepared in the form of a tracking questionnaire. The questionnaire includes
enquiries of both a quantitative and a qualitative nature. A statistical and interpretative analysis of

the data collected is undertaken.

Sample: The total number of student registrations on short courses was 937, involving 776
individuals. Some students attended more than one short course. Telephone calls were made to
all the students who had attended short courses and those who were available over a period of 4

days were interviewed.

Practical issues relating to the survey: The telephone list in use was one year old and
there were many telephone numbers that proved unobtainable. The ratio of responses to
contact attempts was approximately | in 4. FEFC categories of student destinations were used.

Many students fell into multiple categories; for example some students were balancing part-time

study with part-time work and perhaps even some voluntary work.
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N Example 2
.,

Basic Skills Quality Initiative The same college uses the following tracking questionnaire:

PAGE

Name of student:

I. Can | just confirm that you attended the following short course/s?
0)
(ii)
(iii)

2. Questions about Monitoring the Destination of the Student

or doing something else (e.g. voluntary work)?

Record the information by ticking one or more of the following:

(@) Can you tell me what you are doing at the moment? For example, are you studying, working

Destination

Tick Here

Beginning a new course at this college

Further education elsewhere

Employment, new or changed, with training programme

Employment, new or changed, with no training programme

Continuing employment

Other training programme — no employment

Other (e.g. voluntary work)
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Prompt Questions for Element 3

Are basic skills tutors in your institution aware of the progression

opportunities for their students!?

Are basic skills learners in your institution encouraged to plan for
moving on from the basic skills programme?

Do basic skills learners have a review leading to an action plan at
the end of a specified period of time, e.g. the end of a
specific course or the guided learning hours for which

they have enrolled?
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