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Basic Skills Quality Initiative

Foreword

By Merillie Vaughan Huxley

Senior inspector, BSQlworking group chair, FEFC

THE
FURTHER
EDUCATION
FUNDING
COUNCIL

The Basic Skills Quality Initiative is a 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: Curriculum Organisation and
Management; and Quadlity 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, learming centres or classrooms, the
matenials 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 Wood — provided support and
expertise throughout. illian Peach designed the
materials and Ray Oram provided technical
advice.
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Introduction
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Basic Skills Quality Initiative

At the heart of effective management is a clear
commitment to providing a high-quality learning
experience for students. Managers in successful
organisations recognise the importance of
developing an environment which values staff
and students and is designed to maximise their
opportunities for success. The concept of
inclusive learing which emphasises the
importance of the match between each learner’s
needs, the programmes offered and the learning
environment is a key element of a well-managed
organisation. Managers need to give careful
thought to the development of mission
statements, policies, structures and procedures
to provide an organisational framework which
will help staff to understand their roles and
responsibilities in helping students to succeed.

Careful analysis of the educational needs of
people in the organisation’s catchment area
helps managers to identify the range of
programmes they should offer and the
arrangements they need to make to ensure that
students are able to attend at times that suit
their lifestyles, work and family commitments.
Many organisations work effectively with other
external agencies to identify the educational
needs of the local community. This joint work is
particularly important when trying to attract into
education people who have low levels of
achievement in basic skills and do not perceive
education to be relevant to their needs. If
organisations are to be successful in recruiting
these ‘hard to reach’ students they need to
devise innovative and creative programmes
which will be of interest and relevance to them
and will address their basic skills needs without
making this the stated aim of the programme.

Many organisations are now recognising the
importance of effective co-ordination of their
basic skills provision and are making changes to
the management structure to ensure that this

happens. As tuition in basic skills is provided
across the organisation by many different
departments or sections, senior managers are
increasingly aware of the importance of having a
senior postholder who has overall responsibility
for ensuring the coherence and quality of the
provision.

As in other curriculum areas, an important
element of effective management is the setting
of targets for performance and developing
action plans to help staff and students to achieve
successful outcomes. The process of target
setting is particularly complex in basic skills,
mainly because the achievement of qualifications
is not the only indicator of students’ success.
Successful organisations work in collaboration
with their auditors and management information
officers to devise ways of recording information
about students’ achievements. The availability of
centrally held, accurate statistical data is as
essential for the effective management of basic
skills provision as it is for any other curriculum
area.

Managers need to ensure that teachers,
including those who work in settings away from
the main base, have easy access to good-quality
learning resources. Effective basic skills provision
requires resources that are carefully matched to
the needs of learners. Basic skills students often
have low self-esteem and little confidence. The
opportunity to learn in high-quality
accommodation, easily accessible to them,
encourages them to engage and continue with
their studies. The deployment of staff is equally
important for effective provision. Basic skills is a
demanding subject area to teach. It requires
skilled teachers and support staff who are
effectively managed. The quality of learming
resources, staffing and accommodation provided
for basic skills reflects the value ascribed to this
work by providers.
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Principles of Good Practice

Curriculum organisation and management in

basic skills should:

*  be based on thorough planning, and

informed by a careful analysis of need

*  be set within a coherent , clearly articulated

organisational framework

*  be diverse and flexible enough in the
provision offered to reflect the range of
learners’ interests and wants, as well as their

basic skills needs
»  offer flexible progression routes

*  be subject to rigorous planning and

target-setting processes

*  be supported by an easy to use, accurate

management information system

* demonstrate a commitment to work in
partnership with other organisations to
identify need and increase the take-up of

basic skills provision

* ensure that resources are at least as good
as those available for other learners, and

better wherever possible

*  provide resources that are fully accessible to
learers in terms of location, user-

friendliness and availability

* include effective co-ordination and
deployment of staff, and ensure that
teachers are well-qualified and experienced

*  provide accommodation that is welcoming,

flexible, safe and fit for purpose.
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Element |I: The Curriculum Offer
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Basic Skills Quality Initiative

The key principle underlying all aspects of
effective basic skills provision is the extent of the
match between the learner and the curriculum
offer: the degree of its match to the learner’s
needs and personal objectives. It is essential
that the match takes full account of the learner’s
objectives and personal aims as well as his or
her basic skills needs. If the focus of provision is
on the needs only, the evidence is that the
learer is less inclined to come forward, or, if he
or she does come forward, that they are less
likely to sustain their programme of study and
succeed. Effective providers have recognised
this and, as a result, there is a more diverse
range of provision for this group of learners than
for any other. It is noticeable that the diversity
is increasing rather than decreasing, as initiatives
to widen participation bring in groups previously

reluctant to take part in further education.

Some examples of this diversity of provision
follow. They cannot be comprehensive — the
range is too wide and is constantly changing.
However, they are indicative of the range,

trends and developments in provision.
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Basic Skills Quality Initiative  Qverview of one provider's basic skills programme.
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Example 2
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This example shows how one college developed programmes at entry and level | Basic Skills Quality Initiative
with an emphasis on basic and key skills. The background to the work, how it began
the development of an inclusive approach and students’ comments on the

programmes are all illustrated.

Background

“To cope with rapid change we must ensure that people can retum to learning throughout their lives.

We cannot rely on a small elite: we will need the creativity, enterprise and scholarship of all our people.”
David Blunkett: The Learning Age (DfEE)
“Leaming is central to economic success and social cohesion.

Widening Participation means increasing access to learmning and providing opportunities for success and
progression to a much wider cross-section of the population than now. All those who are not fulfilling

their potential or who have underachieved in the past must be drawn into successful learning.”
Helena Kennedy: Learning Works: Widening Participation in FE

“...A fully inclusive college would enrol and support effectively all learners, identify individual leaming
requirements and make sure these leaming requirements are met. It would match the leamning
environment to the student rather than expecting the student to fit in to whatever happens to be

available.”

Professor John Tomlinson CBE: Inclusive Leaming

Planning

Tomlinson’s report on Inclusive Leaming stressed the importance of the development of an
appropriate learning environment in order to increase access to FE provision. This was supported
by the Dearing Report, which highlighted the need to develop a range of entry level programmes
and subsequently the Kennedy Report on widening participation. It was felt that the development
of the Entry and Foundation Level programmes in this college would not only enhance but also
further enrich the existing curriculum and reflect a continued commitment to widening
participation. The following section describes the work we did to develop foundation level

programmes.

A foundation working group was established; members included the director of curriculum and
the relevant section heads, curriculum managers and co-ordinators responsible for entry and level

| programmes. The remit of the group included an examination of the following areas/issues:
¢ current entry/foundation provision

* current/potential pathways and progression routes

accreditation

°  support

implications for other programme areas and services.
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= ! Example 2 (continued)

Basic Skills Quality Initiative

An inclusive approach

The development of this area of provision was built on the principles of inclusive leaming. The

following features were therefore fundamental to its success:
+  provision should be flexible
*  provision should have clear pathways/progression routes

*  provision should offer individual learning programmes.

The first stage of the process was to identify the range of entry and foundation level programmes,

which had been developed across the college.

One outcome of this work was the decision to develop a modular foundation programme. This
raised the following issues and concerns:

* ownership/management — curriculum hours and staffing

*  tutorial and pastoral support issues

*  co-ordination.

[t was agreed that the modular foundation programme should be managed as follows:

» afoundation programme co-ordinator was appointed, accountable to the section head for
humanities, maths, science and foundation studies; responsible for the day to day co-

ordination of the programme

*  appropriate modules were identified and/or developed by each section, the management of

which remained the responsibility of the relevant section head

*  three personal tutors were identified to be responsible for tutorial/pastoral support.
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Example 2 (continued)
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Basic Skills Quality Initiative

Students who have as their primary learning goal the acquisition of basic skills require courses

which respond to an increasing range of diverse needs, including:
*  number, communication, ICT, at a range of levels and within a range of contexts

* aneed to feel part of the whole organisation and an ability to exercise their right to all the

college facilities

* aneed to be recognised as an individual with learning needs in addition to number,

communication and ICT, e.g. personal skills, career development etc.

This may require a complementary range of accreditation which could be customised to a

student’s needs including:
*  college certificates mapped to individual progression
*  vocational tasters
* modular certificates including
— communication skills
— number skills
— ICT skills
— personal skills
— induction
— work skills
— community skills.
Within the foundation programme which we developed, all students follow a core programme of
basic maths and English (information technology is soon to be added). Students identify their
learing goals and negotiate an individual leaming programme, choosing from a range of vocational
options.
The foundation programme has the following features:
*  small groups
* option choices which may be changed each term
*  continuous assessment
* the opportunity for students to study for a range of national awards

*  progression to more advanced programmes such as; GCSEs, NVQ Level | or 2 and/or
GNVQ:s.
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Basic Skills Quality Initiative

Example 2 (continued)

Students’ comments on the new programmes

The following student comments were included on the self-assessment sheets during the first end

of term review:

My best day was...

“starting college”
“when | began to make friends at college”

“induction day at the college”

What has gone well?
* Socially

“meeting new people who were kind on the induction day"
“l have made a lot of good mates, not only in my group but most of the college”

“l have met lots of friends”

* Academically
“l'am now better at maths”
“English. | think | have improved in spelling and attendance”

“| have improved many skills such as handwriting, computing, English and science”

My greatest achievement this term was...

“learning to use the Intermet”

“doing a sponsored |0 mile walk for the children’s Christmas party"

“my English — | am doing much better than | ever thought | would”.

An open evening was also arranged at the end of term when students had an opportunity to

display their work. Guests included parents, carers, support workers, members of the local pupil

referral unit and of course all students were invited.
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Example 3

The documentation given here shows how another college modularised its basic skills ~ Basic Skills Quality Initiative

provision.

There has been a shift in the focus of our basic skills work in recent years towards more vocational
and focused provision. This reflects FEFC requirements, the growth of key skills/leaming support
and the desire to see basic skills provision as part of a coherent college programme with in-built

opportunities for students to progress to more advanced level programmes.

Students were also requesting:

* the chance to prepare themselves for vocational opportunities: more work-related
programmes, better defined progression routes to mainstream FE

* more focused, intensive learning opportunities — often on specific subjects. This was a
departure from traditional ABE provision, which tended to avoid defining leaming contexts

too specifically.

At the same time basic skills managers saw this as a chance to provide more practical subjects
(e.g. woodwork or DIY skills) with a whole range of back-up materials to support the basic skills

needs of students in those subjects.

The following modules were developed:

VOCATIONAL OTHER

job search spelling

health and hygiene grammar

health and safety punctuation
woodwork creative writing
plumbing health and fitness

making sense of the media
English for deaf people
local history

OCN accreditation was flexible enough for us to be able to write our own modules or units, and
to accommodate both the interests of the learmers and their basic skills needs, in the subject. The
modules have been gathered together into a loose affiliation of units called ‘Preparation for
Vocational Study’. All the units which were piloted, were requested by students and by the local
community during a door-to-door needs analysis survey, which formed an important part of our

planning.

At the start of the year, we re-allocated resources from “general purpose” literacy, numeracy and
[T groups to fund pilot studies of the first few groups. Response from students was extremely

positive, and take-up was high.
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Basic Skills Quality Initiative

Example 3 (continued)

The following issues emerged:
*  subject tutors need to liaise with literacy and numeracy tutors to facilitate continuity
* all tutors were on a steep learning curve with new styles of accreditation.

Now, tutors may integrate 2 or 3 separate accreditation routes, in a single basic skills group,

almost as a matter of course. But at the time, this was quite a demanding proposition.
Outcomes from the modularisation included:

* increased choice for students and increased flexibility of the curriculum offered; students or
client organisations could opt for specific modules, or short courses, or they could pick and

mix a range of options

* new modules could be added relatively easily to the curriculum, as new suggestions were

made and units were devised and piloted

* anincrease in accreditation routes (many attached to short-term course rates) inevitably led

to improvements in success rates

*  students’ motivation increased as they recognised the relevance of their learning e.g. in

practical subjects, and there was a corresponding improvement in retention

*  students who study a more focused learning programme (especially on short-course
modules) are able to complete quicker. This means that time-scales are shorter than in

traditional basic skills provision, thus increasing value for money

*  more traditional style of teaching associated with some courses (spelling, punctuation,

grammar). This was welcomed by students who favoured a more traditional way of working.

PAGE @
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Example 4
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In this example, the ways in which one adult education service organised its basic Basic Skills Quality Initiative

skills provision are explained.

Basic skills provision

The adult education service offers different types of basic skills provision. Nearly all of the work is

primary basic skills:

*  basic skills year-round roll-on/roll-off group provision

*  basic skills year-round roll-on/roll-off workshop provision

*  family literacy/family numeracy — mainly in schools using mainstream basic skills staff

e linked skills courses, e.g. basic skills with IT

»  specific basic skills, e.g. for deaf students using BSL

* short intensive courses

*  summer schools

* community partnership courses

*  pre-vocational short courses

*  support for students in other curriculum areas.

Basic skills staff often work across a number of sites and use a range of teaching methods. Staff
are line-managed locally by a lead practitioner in their curriculum area and are invited to attend
regular curriculum meetings for staff across the city at a central location organised by the

curriculum manager. Staff training is organised through the curriculum team, through the adult

education training unit and through external bodies.

Courses in basic skills are taught across the city on many sites and so common course outlines
have been developed to cover the core basic skills work. To make publicity clearer and to help
staff who advise students about the programmes available, we have standardised titles and
descriptions, although skills are still contextualised for the individual, group or locality as
appropriate. The majority of basic skills work takes place in groups and workshops at entry level
and level I, usually under the general title English Skills or Maths Skills with the level added. This
makes progression routes easier to plan.

An important aspect of this adult education provision is the network of flexible learing and
guidance workshops (FLAG). A description of the FLAG workshop follows the table showing the

basic skills course titles offered across the city.
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Basic Skills Quality Initiative

PPN Example 4 (continued)

Basic skills courses using common course outlines

Pre-entry

Entry

Level |

English skills

Accredited and

Non-accredited

Accredited and

Non-accredited

Accredited and

Non-accredited

Reading

Accredited and

Non-accredited

Accredited and

Non-accredited

Writing

Accredited and

Non-accredited

Accredited and

Non-accredited

Spelling

Non-accredited

Non-accredited

Literacy with computers

Non-accredited

Accredited and

Non-accredited

Accredited and

Non-accredited

Creative writing

Accredited and

Non-accredited

Access to GCSE

Family literacy

Accredited and

Non-accredited

Accredited and

Non-accredited

English for deaf adults

Accredited and

Non-accredited

Accredited and

Non-accredited

Maths skills in everyday life

Accredited and

Non-accredited

Accredited and

Non-accredited

Accredited and

Non-accredited

Maths skills

Accredited

Family numeracy

Accredited and

Non-accredited

Accredited and

Non-accredited
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Example 4 (continued)

Basic Skills Quality Initiative

Flexible learning and guidance workshop

The FLAG (Flexible Leaming and Guidance) basic skills workshop is situated in the Adult Learning
Centre which is above the shops and market hall in the centre of a large public housing estate.
The immediate locality has the lowest adult literacy rates in the area. The centre offers a range of
courses for adults. FLAG is part of the basic skills provision in the centre and offers programmes
from pre-entry level to level 2, through groups, workshops and |:| dyslexia support, short basic
skills courses, linked courses and summer schools. The local FE college also has an outreach
workshop on the premises to which students can progress. The FLAG workshop has good

access by lift and the créche is close by. The provision has the following features:

*  the workshop offers basic skills for students at level | and 2 who are ready to progress to a

more independent style of learning

* it provides a route for progression from entry level provision on the premises and from

neighbourhood classes in the locality

+ it offers support to students on other courses in the centre where they can negotiate an
individual basic skills learning plan and attend flexibly to fit in with their other study and

personal commitments

* students can use the resources knowing that they are exclusively for the use of basic skills

students and appropriate for their purpose
* the workshop is always staffed with basic skills trained specialists

* some of the main employers in the area operate shift patterns and students need easily
accessible and flexible basic skills provision. Students who cannot attend at regular class times
have the option of completing much of their work away from the centre and coming in for a

one-to-one session with a basic skills tutor at a time to suit them.
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Basic Skills Quality Initiative  Angther college developed its provision of basic skills in the community through study

centres.

DISCs

DISC stands for Drop-in Study Centre. It is a centre where people can come to improve their
basic skills in a relaxed, friendly atmosphere at a time and pace that suits them. The college
currently has 10 DISCs across the city and there are another four planned in the near future.
There are more than 1000 ABE students enrolled across the DISCs and approximately 95% of
the college’s delivery of ABE is via DISC provision. Each DISC operates using standardised
systems for assessment, programme planning and review. A similar programme is on offer in each

DISC and this includes three levels of support:

*  basic reading, writing and maths skills

*  brushing up English and maths skills ready to progress to other courses or employment

* improving basic skills while studying higher level courses.

DISCs cater for a number of different student groups, including primary basic skills, learning
support, disaffected youth, New Deal. The level ranges from entry to level |, and support for
students studying more advanced programmes. All tutors have undergone specialist training,
including nationally recognised certificates in basic skills. As students have individual programmes
of work, the style of teaching is individualised within the DISC. The tutor on duty at any one time
is supporting students working towards a number of aims and at various levels. It is therefore

crucial that tutors manage their time effectively within drop-in sessions in order to meet the

needs of all students attending the session.

Students can enrol in DISC at any time during the year. Last year 4 DISCs were also open
throughout the summer. Students can book an appointment for an informal induction and
assessment either through student services or directly with DISC. Students attend DISC until they
feel they have achieved their aims. This can vary from three weeks up to three years, depending
on the level of skill at entry, the level of course the student aims to move on to, or the level or
length of course the student is already attending.

DISC style of provision was developed because:

* each student’s needs are different

*  students can work at their own pace and level

e itis roll-on: students won't miss the starting point (September)

* many people do not learn effectively in groups

* groups form early on so that integrating newcomers can be difficult

* they offer a flexible service: programmes are designed to meet individual student needs.
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Example 5 (continued)

Parameters of DISC provision — how does your workshop provision compare?

Referral

Trained reception staff designated to DISC

Direct phone line

(N I I

Can by-pass Student Services

Initial assessment

Half-hour interview for all students

Appointment booked within a week

Staff carry out initial assessment as part of teaching duties
Level of programme identified

Starting point identified

Timetable agreed

Style of learning explained

COooooogooog?®

Rights and responsibilities discussed

Management

| DISC manager (teaches 17 out of 23 hours)

I

English and maths co-ordinators

Staffing

| associate lecturer, 6 part time tutors

OO *

72 teaching hours per week, 20 hours designated administration

Accreditation

|:|U1

|5 different awards at entry level, level | and level 2

Resources

High-profile room on the ground floor

Space tutorial room, office

OoOog-e

Reception area
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Example 5 (continued)

|:|~l

OoOogdge®

I Y

Materials
Developed in-house because there were insufficient published materials of an appropriate

standard and quality to cater for the range of students and their needs

Support systems
Termly review (students’ satisfaction)

Work plan 4-6 week

Personal tutor system

Monitoring and analysis
Enrolment — monitored weekly
Attendance — monitored weekly against target

Retention — letters sent after 2 weeks non-attendance, withdrawn after 4 weeks, strategies

learnt, and last year retention was 89%

Student profile — analyse data termly

Achievement — expectations of team that all students will successfully complete an award
Ensure students on courses leading to the right awards

Measure against target

Achievement at this centre last year was 67%

Destination and progression monitored and analysed via review process

PAGE
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Example 6

Basic Skills Quality Initiative

In one college, teachers have integrated people with a hearing impairment into mainstream basic skills
provision. However, student feedback and self-assessment reviews highlighted inadequacies in this
provision for some students. Further evidence came from initial assessment and diagnosis of deaf

students’ difficulties, and by evaluation of their achievements.

Developing a course in English for deaf people

We realised that many British Sign Language (BSL) users — particularly those who have been
profoundly deaf from birth — have little or no grounding in English grammar and syntax, and
needed a teaching approach similar to that used in the teaching of English for Speakers of Other
Languages. In liaison with colleagues who provide BSL training, and through links with the local
Deaf Society, we identified a number of potential students who would benefit from more
intensive and focussed provision than basic skills tutors could traditionally offer. It was decided to
pilot a course specifically for discrete groups of deaf students, and to create, through the Open

College Network, an award for this provision.

The course is in three parts:
*  Reading for Deaf People
*  Writing for Deaf People
* Communication for Deaf People

The content includes vocabulary, language extension, grammar, syntax and spelling, as well as wider
communication skills: body language, eye contact etc. Leaming does, as much as possible, focus on
everyday contexts: applying for jobs, attending interviews, reading maps, writing straightforward

messages and using appropriate interpersonal skills when communicating with others.

Students' motivation and attendance at these sessions has been extremely high. The overall
attendance rate has been 75%, a 10% increase on the attendance of deaf students in previous
years. Students have enjoyed being involved at the planning stages and have responded positively
to having a course designed, for their specific leaming styles and needs. The students have enjoyed

the social aspects of their discrete group.

The students realise that they are supporting the learning of BSL by the volunteer signers, who in
turn are supporting the students learing English; this mutual support and empowerment is an

important feature of the innovation.
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Example 7

Basic Skills Quality Initiative  One adult education service developed the following course for pre-entry level basic

skills.

Pre-entry level basic skills
The course is intended for students who have learning difficulties and are not yet ready to join a
basic skills or adult basic education class. It is designed to meet the needs of a diverse group of
learmers but there are two main groups which are often identified at interview, during initial

assessment or in the early sessions of the course:

* learners with reasonable writing skills but with reading abilities significantly inferior to their
writing skills

* learmers with entry or pre-entry level skills in reading, but with a significantly lower level of
ability in writing skills.

The course is designed to help students:

¢ develop the confidence they need to progress to the more challenging learning environment

of a basic skills class or workshop
* work on reading, writing, spelling, punctuation, use of capital letters and basic grammar.
The preparation of the room, in particular the arrangements of chairs and tables, is a key starting
point for any session of the pre-entry level class. The seating is arranged to make students feel

comfortable and at ease. Equipment, such as computers, cassette recording machines and video

recorders, is easily accessible.

Meeting individual learning needs is achieved by organising the session in such a way that the
students can:
* work at their own pace

*  have choice and flexibility in how they work in class — individually, in pairs, in small groups and

occasionally in whole class work

*  have access to a wide range of learning materials designed to meet the different needs,

interests and aptitudes of learners
* use technical aids, in particular computers, cassette recorders and video
* each session is evaluated and a record kept.
Each student has an individual learing plan which consists of long-term aims and short-term
targets negotiated with the tutor. Targets are set for each half term and at the end of this period

they are reviewed and progress is evaluated. The students are actively involved in the evaluation

of what they have done and leamt.
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Basic Skills Quality Initiative

Arriving in a new country or city can be disorientating even if you can speak the language. Many
asylum seekers/refugees have the additional problem of uncertainty about the future and they may
have experienced considerable recent trauma. This example explains how one college worked with
other organisations and services to provide basic language teaching in the context of short summer

schools for newly arrived asylum seekers.

Basic skills for asylum seekers

In May 1999 college staff were approached by the City Council with a view to providing basic
language provision for some of the Kosovan people who had been recently housed and
supported by the Council. It was agreed that as part of our summer school provision we would
run two summer schools specifically for Kosovans.
Issues to bear in mind when organising similar provision:
* identify teaching staff with suitable teaching experience before the end of the summer term

and involve them in every stage of the planning
¢ identify target group:

— the number of leamers you are catering for

— the nationalities you are serving and languages represented

— the age of the learners

— the gender mix

— disabilities and facilities you have to support such learners

— the social and economic background of the leamers
All these points will affect group dynamics

* other agencies:

— link with other agencies dealing with the learers and have a small planning group to take
things forward

* identify appropriate accommodation:
— it must be accessible for your target group
— ideally it should provide good IT facilities with technical backup

— as itis all day provision, there should be canteen facilities or other means of providing lunch
and shacks

— créche or childcare may be necessary
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Basic Skills Quality Initiative

Choose your venue carefully, particularly with regard to
° costs:
—  travel costs to and from the venue
—  transport costs for visits
—  entrance fees, etc.
—  resources: you can't assume learners have any basic materials such as paper and pens

— additional resources: for example, second language dictionaries.

It is important to meet potential learners and distribute general publicity approximately 6 weeks

before the course is due to begin, and then:

*  take time to assess their language levels across the core skills of reading, writing, listening and

speaking

* give them a clear idea of a typical day and the things they can expect to learn during the
course. Some learners may expect a different, more formal course than the one you have

designed. An interpreter would be very useful here

* set aside a day before the course begins to complete enrolment forms and other

documentation.
When designing the curriculum:
*  have very clear objectives and be realistic about what is achievable in a short space of time
* aim to have a mixture of informal and formal activities throughout the day
* incorporate visits and visiting speakers

°  remember it is a summer school; be creative and have fun!

PAGE ASPECT n UNIT n




Example 8 (continued)

=2l
2

Basic Skills Quality Initiative

Here are some ideas you may find useful when planning similar provision:

firstly, draw up a negotiated group leaming contract to establish the ground rules and explain
the co-operative ethos of the course. Encourage as much input from the learners as possible.

Interpreters would be particularly helpful here
have a theme running throughout the course to provide a sense of continuity, e.g. the city

if facilities are available, design appropriate ICT tasks to link with the main theme, e.g. making
labels and captions for displays

have a balance of informal and formal activities, e.g. visits, grammar work, ICT, art work and
photography

use work in pairs and group work as well as individual work to provide variety and social
interaction (note — many learners will be unused to working with others in situations that are

not formal)

relate language content to real life situations, e.g. work on language for getting the bus then

go off and use it the same day

plan visits in advance to enhance learning. Again, learners can use newly acquired language in

real situations. Make use of outside resources, e.g. education officer at an art gallery
use games to aid leaming and have fun
give learners the opportunity to recognise their own achievements and evaluate the course

near the end of the course, provide guidance and information about further study

opportunities.
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Example 9

The following examples illustrate specific short
courses which have been designed for students
wishing to develop their basic skills at a
residential college for adults. A number of the
courses are run over three days and have
around ten hours of class contact time plus
access to the library and leaming resource
centre and computer facilities at the college as
well as evening workshops in basic skills.
Although the courses are residential, the ideas

they incorporate will translate to other settings.

Many students may be attending college for the
first time and, in line with the college ethos,
every effort is made to provide a positive and
supportive learming environment. Adult
returners may have few, if any, formal
qualifications and their experience of school may
have been negative. Residential short courses
facilitate intensive learning and the progress
students can make in a limited time should not
be underestimated. All the students attending
these courses are encouraged to identify future
learning aspirations and guidance is available not
only on the courses available in this college but
on appropriate courses at other colleges and

training centres.
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Example 9 (continued)

Getting the most out of reading
The primary learning goal is to develop reading and note-making skills
The course introduces students to effective reading strategies and note-making techniques
appropriate to the learning styles. It also provides opportunities to consider individual interests
and to identify reading sources. The basic skills and key skills developed during this course are:
Reading strategies — skimming, scanning and note-making techniques including linear styles and
mind mapping. All the courses are designed to encourage students to take up further learning
opportunities. This course will contribute to their preparation for further study.
Programme

Wednesday
12.00 noon Arrival/room allocation
2.00 —2.40 pm Course introduction
3.00 —4.30 pm Identifying what we read and why

Individual needs analysis
Thursday
9.30 — 12.30 pm Reading strategies and introduction to library
2.00 —4.30 pm Note-making techniques
Friday
9.30 — 12.00 noon Portfolio building

Assessing the skills we have learned

Action planning for progression
12.00 — 12.30 pm Course evaluation
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Writing with confidence

The primary learning goal is to develop spelling strategies and punctuation skills. The course is
designed to:

* identify different methods of improving spelling and punctuation

* introduce leaming styles and provide the opportunity for individuals to explore different

strategies

* develop relaxation techniques which encourage confidence and creativity and to provide

opportunities for writing.
The key skills developed during this course are:

*  communication skills

* improving own performance.

Programme
Monday
10.30 am Arrival/room allocation
[1.15—12.00 noon Welcome to College
2.00 - 4.30 pm Review of course details and individual needs analysis
including learning styles
Tuesday
9.30 - 10.30 am Relaxation for writing
[1.00 - 12.30 pm Spelling strategies, techniques to try
2.00 —4.00 pm Punctuation skills and writing workshops
Wednesday
930 - 11.00 am Portfolio building
[1.20 — 12.00 noon Action plan for future goals
12.00 — 12.30 pm Course evaluation
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This example shows how a college organised a family learning programme. Basic Skills Quality Initiative

Family literacy programme

From a pilot project in 1997 we devised a family literacy programme to run in schools with the
parents of the children at those schools. The general aim was to improve the literacy

environment in the home by:

* working on the literacy skills of the parents

*  showing parents how to support their children’s leaming
* closing the gap between home and school.

We launched the family programme at a conference which was attended by local schools and
family centres. The number of venues where we offer this programme has grown to 30, including
travellers’ sites. All parents on these courses are offered the opportunity to study for award and
progression to other courses (mainly caring courses or GCSEs). The locations range from rural
schools to inner city schools. Since 1996 we have delivered family literacy (and more recently
family numeracy) in partnerships with both the city and the county LEAs. These courses are
funded through the Standards Fund and are match-funded by the LEAs. Schools are selected on

the basis of SATs results and free school meals numbers.

The programmes last from 18 to 20 weeks. Initially the children are taught separately by a
seconded school teacher and the parents are taught separately by a literacy tutor. The parents
and children then work together with the teacher and the tutor. Each school has creche
provision to support the parents with pre-school aged children, and all the classes are timed to

coincide with school hours.

All parents are offered the opportunity to study forwards in communication skills, ICT skills,
personal skills and first aid. In most cases the children and adults make progress and achieve their
aims. Last year the children and parents all received their certificates at presentation events
covered by the media. Bids have been submitted to run the same number of courses again and

to include a pilot project for family literacy for families for when English is a second language.

Family learing courses, have also been delivered in other venues such as, family centres,
community groups, travellers' sites. The curriculum for these courses is tailored to the needs of
each group. Some groups choose for example, to focus on making story-sacks or on learning
through play. The course times, days and length are negotiated by the learners. We have also
piloted a paired reading course called Reading Pals. The course teaches an able reader to

support a less able reader.

The able reader could be a parent, carer, volunteer, older child or support worker who would
attend a training course and work alongside a child. We are offering Reading Pals in 12 venues
including primary schools, a 6th form college, libraries and reading clubs. We are also devising a

companion course called Number Pals.
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Basic Skill Q“a"‘Y Initiative  Feedback from students involved in a family learning programme.

‘Hi Ben!

| thought I'd write and tell you that things have been brilliant since | last saw you. | am a full-time
student and | am really in my element. | have become a student Rep. and am also a parent governor

for Elmtree School. | absolutely love leaming, and am trying really hard.
You were a redl inspiration to me, and you really made me feel better about myself.

Thanks Ben, you're a very special person.’

‘The atmosphere on the course has been great. Everyone has got on so well, it was a bit strange at
first because nobody knew anybody else. But we all made an effort and worked together well as a
group.

| have really enjoyed this course because | know that at the end of the course Il have a few certificates

to show for what | have done. Maggie our course tutor has been great.’

I have more patience with my daughter and stop and listen to her.’

‘At the start of the course | didn't think that | would get much out of it. Now | am more confident and

how it helped me remember how to spell words that | forget how to spell.’

‘This course has made me more confident in working with my daughter Lauren with her homework and
also with Aimee's future schoolwork. | do hope the course will carry on as we all want to go further

and have more qudlifications at the end of it, and be able to get a good job in the future.’
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Prompt Questions for Element |

What is the rationale underpinning the structure of your
basic skills provision?

How well does the range of provision match identified needs?

What is the balance between separate specialist provision and
basic skills work provided through other learning goals?
|
How well do the various elements fit together?

Are there any gaps? Are there any duplications?
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PN Element 2: Reviewing and Revising Basic Skills

Good basic skills provision can make a significant
contribution to the success of individuals and
communities. This realisation has led to closer
scrutiny of the range and rationale for that

provision.

This section looks at the way a number of
providers are considering and reviewing the
provision they make and finding ways to
structure it in order to increase its coherence
and effectiveness in meeting the needs of
learners and the community. It is a particular
issue for colleges, but other providers are
increasingly looking for a clear rationale for the
provision they should offer. The national
expectation of significantly increased numbers of
basic skills learners means that existing patterns
of provision will not be enough: more
imaginative ways need to be found to meet the
needs of those who are unwilling, for whatever
reason, to participate in provision presented
simply as basic skills. For some providers, this
means increasing the scope of basic skills

provision. As one college puts it:

This college's approach to basic skills
provision depends on the continued absence
of specific basic skills programmes. The
college’s strategy for the effective inclusion of
basic skills learners is to ensure that the
vocational teams take responsibility for the
development of provision suited to students
who have literacy and numeracy leaming
needs. This responsiveness is monitored by
quality assurance processes and also by
checking that a course is ‘student-worthy’ in
terms of its patterns of student recruitment
and support, and its students’ retention and

achievement trends.

The examples which follow show how three
colleges have tackled the process of managing
significant change in order to increase the scope
and effectiveness of basic skills work as part of
their response to local priorities and the

recommendations of the Moser report.
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The first example looks at the processes supporting effective change, in this case, Basic Skills Quality Initiative

integrating basic skills with other provision.

The college recognised that for change and development to be effective it is necessary for them
to be built into the strategic plan and operational objectives of the college and for them to match
the college’s mission statement. The mission statement expresses the commitment of the college
to serve the educational, cultural, social and economic needs of the local community. The local
community has three specific postal code areas where there is high unemployment and where

there are a high number requiring basic literacy skills.

The college’s operational objectives for 2000-2001 include the following:

*  the BSA Quality standard will be retained

*  the college’s basic skills strategic response to the Moser report will be implemented
*  basic skills summer schools will be run in partnership with other providers

e askills centre will be developed to support students’ learning.

The college uses its labour market information to identify client groups where participation
continues to be low. A significant number of these client groups have basic skills needs. As well
as providing its own portfolio of basic skills programmes the college works in collaboration with
other community partners and other colleges to develop a co-ordinated approach to the
provision of basic skills programmes through the Lifelong Partnership sub-group. For
developments to be successful they need the support of senior managers. The strategic plan
clearly identifies the agenda and the priorities of the college over the next twelve months and all
activity within the college should relate to this. The strategy is only effective when accompanied
by an action plan that is clear in terms of its objectives and how they will be achieved. It is
important that individuals are clear about their responsibilities, the way in which they will evaluate

their work and the managers to whom they will provide feedback.

The following describes the steps undertaken in the development of new basic skills provision in

this college.
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Example | (continued)

Indicators of the need for change:

basic skills staff working across college with students on vocational courses were concerned
that the impact of their support was limited when skills learnt were not reinforced in other

sessions
an inclusive leaming pilot identified that some materials did not match students’ needs

basic skills specialists working in-class with other teachers found that a significant number
wanted to improve their ability to support the development of students’ basic skills, but time

constraints made it difficult for many to attend a course

where basic skills specialists and other teachers had worked successfully as a team it had been
possible to develop the skills of vocational staff in a supportive way and by relating it to their

area of expertise.

Developing clear objectives

The team teaching basic skills across college established the following objectives:

to work with the whole course team, not just the teacher in the lesson that they were
supporting
to develop the awareness of basic skills in course teams

to develop the skills of vocational teachers in preparing materials that are appropriate for the
basic skills level of the group and individuals within it

to help teachers incorporate opportunities for the development and practice of basic skills in
the curriculum

to help vocational staff develop the skills needed to work effectively with students of differing

levels of ability in the same group.
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Gaining the support of senior management
The team put forward a proposal for the principalship outlining the following:
* the way in which the proposal met national objectives outlined in the Moser report

¢ concemns that the college was not meeting the basic skills needs of its students as effectively
as it might

» evidence for the success of the new approach based on the experience of staff involved in a

similar pilot undertaken as part of the development of inclusive learning
*  possible ways in which the proposal might be funded
*  clear objectives

¢ possible ways in which the proposal might be implemented.

As a result, further discussion took place with the principal, a presentation was made to the senior
management team and the proposals were included in the year's operational objectives of the

strategic plan.
As a result of backing from senior management, resources were found for the following:

* anew post of basic skills co-ordinator for cross-college work

* anumber of hours (approximately 4 per week) for basic skills teachers to work directly with

vocational teachers in order to develop their skills

* staff development time to enable basic skills teachers to develop the interpersonal skills

needed for their new role.
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Example | (continued)

Implementing the plan

Having secured senior managers’ support and the necessary resources it was also important to

inform and involve other key staff across the college. In order to do so the team:
* ran a session for middle managers

*  produced written guidelines regarding the approach to be adopted

»  visited faculty management teams to discuss issues

* involved course tutors from the beginning, prior to the start of the September term.

Managing the new initiative

New initiatives which necessitate change rarely run to plan and it is wise to be aware of this from
the beginning. In order to avoid some of the potential difficulties the following were built in from

the start of the project:

*  teams of basic skills teachers working together so that they could support each other

*  regular meetings of the teachers who worked across college so that they could share

successes and difficulties

* an appreciation that not everyone would welcome this approach and an acknowledgement
that vocational teachers who had seen the benefits the new approach could make were our
biggest allies and could do the most to change attitudes within their own teams

» each basic skills teacher developed a clear action plan for developments in their area, which

was to be reviewed with the basic skills co-ordinator mid-way through the year

* evaluation of the success of the work against clear objectives.
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This example shows how another college raised understanding and awareness of
basic and key skills by identifying expected levels of capability and matching them to
entry requirements for all its levels of provision, from pre-foundation to higher

education.

=2l
2

Basic Skills Quality Initiative

The college’s prime catchment area is an educationally low achieving metropolitan borough. As
part of the development of a new curriculum model managers decided to identify and map the
level of competence in basic skills students needed to have on entry to the programmes offered

in the college. The purpose of this was to:

* improve retention and achievement

* move towards an inclusive learning environment

*  place the student at the centre of the curriculum

* improve efficient and effective use of staff.

Reasons for adopting a new framework:

* the reduction of programme hours to meet efficiency drives had resulted in many

programmes — particularly NVQs — dropping communications and, as a result, opportunities

to develop students'’ literacy skills were reduced

* the only means of addressing literacy needs was through the learning support service where
students were referred after assessment. Though take-up was reasonably good, it was
generally felt that most students needed to improve their literacy and numeracy skills for

successful progression to the next level and that the time available was not sufficient

* some curriculum areas were not adhering to the college policy for screening their students —

to identify their levels of basic skills
*  specialist staff, available for mainstream delivery of key/basic skills, were a scarce resource

* movement away from the servicing model for communications and application of number as
an ‘add on’ to full-time and substantial part-time programmes

* to improve basic skills delivery and access for those who were in most need

* 1o raise the awareness of teaching staff that poor literacy and numeracy skills affect

achievement and retention

*  to encourage staff to recognise the baseline requirements in numeracy and literacy of their
vocational programmes, and that taking on students who performed well below baseline

expectations would be detrimental to both students and staff.
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Example 2 (continued)

Determining and matching entry levels through “levelling”

Levelling is based on the philosophy that students should be placed on suitable primary
qualifications and develop literacy/communications, numeracy/maths skills at a level that meets the
needs of the individual and those of their primary learming qualification. The concept of a
continuum of ten levels is seen as complementary to the new national standards for basic skills.
The college aims to provide a series of levels ranging from entry level to level 5; to devise
assessments that would identify performance and be user-friendly to vocational staff; and to

provide schemes of work to meet programme requirements for the agreed starting levels.

The levels and their descriptors needed to:

*  provide sufficient information for staff

*  be identifiable with the range of students and programmes in the college

* deliver skills that are evident throughout all programmes.

Based on the above points, it was agreed that communication would be the common element

in all programmes.

As part of a staff development programme, curriculum managers were asked to match all the
programmes they offered to the given levels. The section leaders then took the matching
exercise to their individual programme teams and further adjustments to the match between

programme levels were made.
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Basic Skills Quality Initiative

Points raised from the levelling exercise

the levelled framework and the processes which needed to be applied for numeracy/maths
and IT with links to Key Skills were seen as the most appropriate common theme. Even
though many programmes did not include Key Skills, it was recognised that they may need to
be mapped to varying levels of Key Skills in the future

more levels may be needed, particularly for the lower levels

staff involved in teaching programmes over two years, e.g. GNVQ Advanced, recognised that,
realistically, many students came in at one level lower than that required but should be

performing at the appropriate level by year two

there was recognition that the development of reading and writing skills did not currently

form part of some programmes

staff who worked with discrete groups of adult students in basic skills, felt the qualifications
they offered spanned a range of levels and that different levels were accommodated in any
one class. What was most useful to them was information about the vocational qualifications

that could be accessed by their students, depending on their literacy levels.

Operational arrangements

the common timetable for the college must be known by staff well in advance when

preparing for the following year

identification of priorities. Levels 5 — 7 were chosen by section leaders and senior managers,
because these levels contained the most full time students on the associated vocational

programmes

different qualifications needed to be taught at the same time for it to be successful, e.g. GCSE
English taught at the same time as pre-GCSE English

to improve efficiency, students from different disciplines needed to be grouped together for
communication/literacy and numeracy/maths

assessments had to be developed to enable staff to screen and place their students at the
appropriate level of underpinning Key Skills — vocational staff were involved in the

development of the assessments

the criteria for Levels 5 — 7 were linked to Key Skills including application of number, and

basic skills were supported through the underpinning Key Skills sessions

all teaching and supporting staff need to understand the purpose and use of the Levelling

Table. In addition, the importance of basic skills/key skills needs to be emphasised

staff co-opted from vocational areas to teach the programmes at the different levels needed

to develop their basic skills teaching methods.
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Example 2 (continued)

Table showing levels of provision

Level Descriptor

I. | Can copy a few words; write own name; recognises some social sight words/symbols;

remember people and venues.

2. | Can write some words from memory; recognises the alphabet and simple numbers; recalls

significant events.

3. | Can write simple sentences; read simple text; tell the time; follow page numbers in a book;

simple addition.

4. | Can read and understand simple text; write the date; write short pieces with some support;
uses a calculator for basic calculations; adds, subtracts, uses number bonds to 20; uses

simple multiplication and division for estimation.

5. | Can convey general meaning in writing; presents simple diagrams; read and understand
longer text and tackle unfamiliar words when reading; create a folder of work with some

support; is able to calculate at a basic level for estimation purposes.

6. | Can describe events in writing adequately; conveys meaning using complex sentences; spells
all common words and subject terminology; uses grammar accurately, e.g. subject verb; can

proof read to a reasonable standard.

7. | Can express feelings and opinions in extended formats; extract meaning from complex text;
interprets and analyses information from text, charts and diagrams; sets own leaming goals;

is fully conversant with all forms of punctuation; provides oral and written arguments.

8. | Can write confidently and is able to convey ideas with depth and subtlety; reads,
understands and responds to specialised language; competently selects and extracts relevant
information from a wide range of reference material; assimilates technical instructions and

can apply without support.

9. | Can convey ideas and experiences with written fluency in complex situations; can select
appropriate style, structure and tone; extracts accurate information under pressure; use

problem solving techniques to solve complex problems.

10. | Can organise complex tasks and convey their meaning to appropriate audiences in both
written and oral forms; can analyse data from different sources and use this to form logical

arguments in clear and well presented formats.

The idea for the above table was taken from ‘Criteria for the Assessment of English Language’
Language and Literacy Unit South Bank University. In future, the levels will need to be carefully

matched to the basic skills national standards.
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This example shows how a college set out to reach new students by setting up an Basic Skills Quality Initiative

‘adult college’.

The establishment of an ‘Adult College’ in this college was undertaken to ensure that the needs of
marginalised learners would be championed across the curriculum and that new curricula could be
developed. In structural terms it created a small but senior team able to drive strategic thinking
and developmental processes. It is a new dimension of the college’s management approach to
basic skills provision and its impact is still evolving. However, the following changes are in

evidence:

* aremit of the adult college is to identify ways in which the college can meet the basic skills

requirements of people whose basic skills requirements it does not currently meet

* the FEFC Non-Schedule 2 pilot, has facilitated the development of programmes designed to
address basic skills needs without putting learmers off by requiring them to study for a
qualification. Many learners have already enrolled on programmes in the community which
build on their interest in sport, craft and music whilst at the same time incorporating

workshops on basic skills, ESOL, IT and progression planning.

+ this, combined with progression data, is likely to affect curriculum planning by demonstrating
that the route to learming for many excluded adults is in informal settings, through
opportunities to sample skills or to take part in unaccredited activities which develop basic

skills informally at first, sometimes over an extended period of time.

*  with the college's continuing development of its internal inspection regime, the adult college
has been able to influence the criteria used for the internal inspection of basic skills provision,
particularly in respect of vocational provision where basic skills leaming is embedded within
vocational learning. This is of particular importance for teachers who are not basic skills
specialists but are heavily involved in helping learmers to develop the basic skills they need for

their vocational programmes.

* a cross-college basic skills development group has been set up in the last term. The aim of
the group is to bring together the college’s explicit strategy and action plan for the specific
requirements of learners with basic skills needs. The aim of the group is to ensure that a
programme of entry-level basic skills is available in accessible locations at accessible times, and
that the strategy of delivering basic skills within other programmes continues to be developed

and increased. The adult college will be important in this planning process.

The following extract is taken from the adult college’s operating handbook, and illustrates some of

the cross-curricular thinking and activities arising from its early work.
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Example 3 (continued)

The concept of ‘more-than’ is the college’s own; it is intended to summarise the college’s purpose
of providing students with ‘more than’ a qualification and, in doing so, being ‘more than’ a college
to its learners. This concept therefore celebrates and promotes the numerous unaccredited

developments and leaming opportunities that the college sets out to provide.

The broad purpose of the adult college is to find ways of reaching adults who have

a learning need but don’t see the college as the place for them

Operationally this breaks down into addressing two distinct types of non-participators, though
there is considerable overlap:

*  The survivors

Those who face real barriers to education and training and have usually developed a range of

alternative and highly effective problem-solving strategies.

Some of the barriers are: bad prior experience, poverty, child care, low levels of basic skills,
disaffection, no confidence as formal learners, no coherent vocational impulse, no sense that
education could help solve any of life's problems, lots of altermative problem-solving strategies
appear to be just as effective and quicker, no idea of how to make an action plan, no
knowledge of what's available for them, often practical day to day life issues are the

motivating force.

¢ The surfers

Those who are not experiencing social and educational exclusion and have the range of adult
learning requirements, and who simply think of colleges as teenage schools targeting young

people’s vocational and educational needs.

Core educational approaches are:
‘within-ness’ and ‘more-than-ness’
* in common with everyone else at the college, a leamer-centred approach

* taking learning to learners: outreach with a progression imperative; hard-to-reach
learners can make the first leap in outreach contexts but the overall aim is progression

+ evidence of demand as driver of planning and resourcing; identifying new recruitment

strategies for the survivors and the surfers
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* taking learning to learners: programme-building around learers’ interests as the first

step towards motivating them towards being able to reach external standards

+ quality assurance: maintaining quality while identifying new ways to measure the quality of

non-standard and less formal learning

» developing teachers who share some of the experiences of leamers; enabling teachers to

be learers
* developing and measuring small steps of progression
* working with college schools to co-evolve the ‘more-than-ness’
* matching costs of work with hard-to-reach adults with unit cost imperatives

* identifying key organisational issues arising out of each outreach model.

Proposals for measuring the effectiveness of the adult college

As a new corporate strategy, the effectiveness of the adult college remains to be measured.

In the first year, effectiveness in reaching hitherto excluded groups many of whom will have basic

skills needs, will be measured as follows:

* by analysing the increase in the total numbers of learmers entering in 2000-2001 with

identified basic skills needs compared with college totals in 1998-99

* by analysing the increase in the total numbers of learners taking part in leaming on college
sites compared with 98-99 totals and the increase in total numbers of fee-remitted learmers in

outreach provision compared with college total for previous year

* by comparing participation data for the adult college with geographical and demographic
participation data at the time of Widening Participation research carried out in 1998-99

* by analysing retention, achievement and progression totals and percentages from initial adult

college provision

* through qualitative reports and evaluations from adult college courses, teachers and learners

and from partner organisations in the community

* through formative and summative evaluation of adult college activity, targeting specific target
groups: refugees and asylum seekers, homeless people, people addicted to drugs or alcohol,
people living in social housing, particularly housing associations and large estates, adults living
in supported housing, unemployed people, low-paid workers, ex-offenders and adults at risk

of re-offending, adults with mental illnesses, users of community resources and social services.
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Basic Skills Quality Initiative

Example 3 (continued)

Effectiveness in meeting their basic skills needs will be measured by:

e setting and reaching retention, achievement and progression targets for all adult college

provision
* tracking and recording progress of leamers who have left adult college provision

*  redefining and articulating progression outcomes, particularly in relation to time scales, for
adults who have significant basic skills needs and for whom it might take several years of

relatively informal learning before a more formal outcome is sought.

In the longer term it is expected that the main impact of the adult college, in conjunction with
other initiatives, will be to lead to a need for the college to develop progression routes for
learners who have come to leaming via outreach and basic skills routes. This may lead to a need
to refine and develop the flexibility of pre-vocational and entry-level provision in each school and
to the introduction of general vocational foundation courses as well as more academic foundation
and pre-access learning opportunities. The effectiveness of this will be measured in quantitative
terms through comparing numbers of people initially assessed as having basic skills requirements,
and their eventual achievement in the college, with similar data for previous years. It is also
expected that the adult college will contribute to ongoing improvements in retention and
achievement rates particularly at levels | and 2, through the development of responsive models

for learners with basic skills requirements.
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Prompt Questions for Element 2

|
How much has your provision changed over the last five years!?
Has it changed sufficiently?

|

What arrangements do you have for reviewing and

updating basic skills provision?

|

How central to your overall provision is basic skills?

How can you help to move it from the periphery
to the centre!?

Does your range of provision meet the needs of all
the adults with basic skills needs in your catchment area?
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Element I: Positioning Basic Skills in the |
organisation Basic SI!(iI!s Quality Initiative

Policies and statements of principle

Example |
Many providers find it helpful to express their
. , . ‘Releasing individual and community potential
commitments and values in the form of policies, © _ -
policy statements or statements of principle on b?/ prowdmg education and training of the
particular aspects of their work. Whatever highest quality.

these documents are called, they set out to ‘To contribute to individual, local and regional
provide an overarching and enduring framework development and prosperity by working in
which allows freedom of movement while partnership with others to deliver quality
maintaining overall alignment. They also offer education and training.’

the opportunity to articulate and keep under
review key principles which otherwise might not
be easily available to others, and they help to
define the position of basic skills within the

organisation.

The policies and statements of principle which
follow cover many aspects of basic skills
provision — statements on curriculum policy,
teaching and leaming, locations, equal
opportunities and confidentiality. They are here
to support the review of existing policies and
statements as well as their development — the
debate that surrounds effective development
and review is often as valuable to those
involved as the policy itself. For this reason,
these materials need to be used to support
discussion and debate rather than be adopted
wholesale, without detailed consideration and

amendment.

Most providers take as their starting point
mission statements which articulate their
commitment to the community they serve and
the contribution they wish to make to its

success.
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Example 2

Basic Skills Quality Initiative A county community education service includes in its mission statement the core
values to which it is committed in order to give priority to those who have the

greatest need.

Mission statement

‘offering high quality learing opportunities locally throughout the county’

Core values

*  widening participation

¢ targeting learning opportunities towards those with the greatest educational, social and
personal needs

* helping individuals achieve their personal, educational and employment goals

*  contributing to community development programmes in targeted areas of the county

*  promoting equality of opportunity and equality of regard in all aspects of its work

* developing as a listening and learning organisation

* working in partnerships intermally and externally.
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Example 3

Basic Skills Quality Initiative

Mission statements are used to set out the long-term view of an organisation’s purpose. The
statement will need to be regularly reviewed to make sure it is still relevant and still reflects a viable
purpose, but its aim is to provide constancy of purpose and a starting point for the more detailed
planning processes which will follow. As well as a statement of overall mission, some providers ask
each team within the organisation to produce its own mission statement, aligned to the overarching
one but more relevant to their purpose and work. The example which follows shows one college’s

mission statement, and the more detailed mission developed by the basic skills team.

The college mission statement

‘to be a world class college
transforming the lives of people

and communities’

Basic skills team mission statement

‘to widen participation in education and improve
achievement levels of individuals and communities by
providing high quality, flexible and accessible basic
skills and key skills development opportunities to
support learners in achieving their own goals,

whether these are to:
*  progress confidently into and through
education and training

*  successfully complete their studies at the

college
¢ gain and/or maintain employability

* enhance the capacity to cope to their

satisfaction in ‘everyday life’.
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Example 3 (continued)

Basic Skills Quality Initiative. The same college has the following policy statement about its basic skills provision.

College curriculum policy statement

The college has four over-arching policy statements which relate to the curriculum it offers. The
delivery and continuing development of such curriculum relies heavily on review, evaluation and
planning supported by the processes of continuous improvement. Policies will be evaluated
annually as part of the college’s self-assessment process and will be reviewed by the corporation

every twelve months.

Curriculum policy

This key document sets out the seven principles which the college views as essential in ensuring
that our students experience a high-quality curriculum that supports inclusive lifelong learning,
achievement and success. The characteristics of this curriculum are founded upon a number of

principles which shape its development:
* access: provided in a variety of ways and locations, and at a range of levels

+ flexibility: to match the living and working patterns, the availability and the convenience of
learners

* coherence: both at the level of providing a responsive curriculum portfolio and at the level
of the individual programme of learning

* achievement and progression: which supports, challenges and inspires all learners to
realise their individual potential

* relevance: to the needs of learners, employers and communities, and to the economic, and
social regeneration needs of the region

* innovation: continuously generated in both content and delivery, maximising the
contribution of people’s talent and technology’s capability

* excellence: making learning opportunities of the highest quality and at the leading edge of

best practice nationally and internationally.

Curriculum principles

These build on the curriculum policy statement, dealing in more detail with each of the seven
principles and giving guidance as to how each might be achieved. This is one example from

the seven:
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Example 3 (continued)

Basic Skills Quality Initiative

Flexibility

The college will develop, monitor and review its curriculum to allow leaming to take place in ways
which match the living and working patterns, availability and convenience of its customers by:

*  designing learming opportunities in modular formats

*  providing unitised assessment and accreditation to complement the modular curriculum and

to improve motivation and minimise wastage

* implementing a timetable which maximises choice and minimises duplication, facilitating a

range of attendance patterns
* continuing to build year long entry and exit points to the curriculum

*  providing opportunities for students to leam in a variety of ways which match their preferred

leaming styles and lifestyles

* increasing the number of hours per day and the number of days per week when leaming

opportunities are available

*  maximising investment in new technology to provide access to self-paced, distance learning

resources in a supportive context.

Curriculum entitlement

This sets out the college’s commitment to deliver key entitlements that are fundamental to the

student experience.

Curriculum themes

This outlines a list of priority themes for the college’s curriculum. Alongside each theme is a
named member of the senior management team responsible for or linking with the respective

theme.
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P Example 3 (continued)

Basic Skills Quality Initiative A sample page from the same college's curriculum entitlement document is

shown below.
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Example 4

Basic Skills Quality Initiative

Another college stipulates that the following key principles for its primary basic skills provision are to
be applied consistently across all types of courses — full-time basic skills, vocational tasters,
community-based provision, school-based provision, employer-based provision, intensive courses,

internet-based modules.

Key principles
+ all decisions regarding changes to current content are the result of negotiating with learners
and staff

* all new modules are piloted for a year before being adopted more widely
* all new modules are linked to achievement and progression

* all new modules are flexible enough for use in a range of differing contexts and with different

client groups, e.g. travellers, NHS employees
* all new courses are subject to formal internal validation procedures

+ all courses are subject to formal and informal termly reviews, which feed into the

self-assessment report
* all courses will provide induction and progress reviews for learners
» all staff and students will contribute to the curriculum review process
* annual audits of teaching styles will help to steer and promote teaching methods
* manager/s will observe all tutors systematically as part of quality assurance process

+ all basic skills managers will be basic skills practitioners.
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Example 5

Basic Skills Quality Initiative  An adult education service sets out guiding principles for all its community-based

basic skills provision. An extract follows.

A student-centred approach is the basis of teaching and leaming at all stages of contact with

potential and actual students in |: |, workshops, groups, short courses, family literacy and

numeracy projects, ICT with basic skills and other linked courses, summer schools, intensive basic

skills courses and other short courses.

A student-centred approach to the management of the session means that the teacher:

manages the session to ensure it reflects the equal opportunities policy

orchestrates positive group interaction

establishes the forms of address each student prefers

values and uses the student's experience

enables the student to feel ownership of the learning programme

creates an atmosphere where the student feels safe to make mistakes

is aware of any ‘real life” issues which may affect the student's learning

carries out diagnostic assessment of the student’s abilities and needs

negotiates an individual learing plan with the student, jointly setting targets, selecting suitable materials,
providing regular assessment and feedback, and reviewing the ILP

extends inclusion by making materials more accessible, deconstructing and re-writing text where
necessary

is aware of each student’s pace and plans sessions with this in mind

arranges additional support for each student where necessary

is explicit about the purpose of each lesson and structures the learing appropriately

creates the right context for skills development with the student or group in mind

ensures the student covers the syllabus for any accreditation sought, while accommodating basic skills
development needs

records the outcomes of each session and assesses its effectiveness.

A student-centred approach to the management of the learning environment means that:

in welcoming students the teacher creates a relaxed atmosphere and offers guidance on what to do so
that the students do not feel uncomfortable on arrival

the teacher ensures students understand how things operate, to dispel any uncertainty e.g. break times
the teacher encourages students to have a sense of ownership of the room

the teacher ensures that the space is arranged to encourage positive interaction

the fumiture is appropriate for adults and arranged to suit the session

displays and resources are appropriate, accessible, meaningful and up-to-date

the timing of sessions is arranged with students’ needs in mind.

A student-centred approach to the teaching room means that it is:

accessible and welcoming

appropriate for adults

a ‘high priority’ room within the building

convenient for other facilities such as the créche, toilets.

A student-centred approach to buildings means that as many potential barriers as possible are
eliminated so that the building is:

in the community and conveniently located for students
welcoming, with staff available to guide and assist students
acceptable and appropriate for adult students

well-known locally, and clearly signposted and advertised.
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Organisational Change

Basic Skills Quality Initiative

This section considers the changing ways providers see basic skills provision within their organisation:
where it sits in their systems and the priority they give to it. In the past, some providers have seen it
as the key element in their work. Others saw it as bolt-on provision which they needed to offer,

particularly in the context of widening participation.

More providers are now moving towards a genuinely inclusive approach and recognise the
fundamental impact that basic skills can have on individual development and success. Increasingly,
providers are taking a ‘whole-college’ stance on basic skills, and take the provision into account in all

curricular and organisational decisions.

Example |

This is the approach followed by one college working in an inner-city area with high levels of
disadvantaged learners, mainly adults, who are high in motivation but low in confidence. The college
has adopted a ‘whole-college’ strategy for basic skills which sets out to make basic skills provision

invisible, integrated and — interestingly — intrusive.

A whole-college strategy for basic skills

Basic skills should be invisible in that providers like us would not be able to attract and retain
learners if the curriculum offer was identifiable as the three Rs of Reading, ‘Riting and ‘Rithmetic.
Such provision would patronise them. Instead we play to the vocational aspirations of learners by
placing them appropriately in the subject of their choice. We then tuck into that provision
assessment of the learner's basic skills needs and the tuition they require, as part of their
vocational programme. This approach captures the second feature of a ‘whole-college’ strategy,

namely that basic skills are fully integrated into the main learming programme.

The third key feature is probably the most important. Basic skills work needs to be intrusive in
that all aspects of organisational life — curriculum planning and review, and all the management

functions including finance, staffing, sites — need to be interrogated from a basic skills standpoint

to answer the question: are access, success and progress of learners served well by this?
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Example | (continued)

|

Basic Skills Quality Initiative The aspects of its organisation which have to be adjusted to enable its commitment

to a ‘whole college’ strategy to become a reality are set out below.

Whole college approach: Areas Systems

of significant change +  Strategic responsibility of named
Governor

Students

* Indications of intent in Strategic Plan
e Student/community profile data
*  Accommodation strategy
*  Admissions handbook (competencies)
*  Tracking systems
¢ Range of provision, connected and

progressive ¢ Year-on-year programme development

record
*  Mix in student group population
*  Planning regimes for relevance
*  The extent of unitised accreditation
*  Successes
*  Curriculum mapping exercise
*  Closeness of audit process to
*  Student-centredness
programme management

*  Student survey results . .
7 * Quality procedures designed to

*  Connecting strategies (between advantage learmers

programmes; between levels)

*  Hardship fund

»  Policies, procedures and practices for
Equal Opportunities

*  Curriculum/social issues. < Childcare

*  Diagnosis of learming support needs

*  Timing of classes.

Staff Sites

*  Multi-disciplinary nature of teams ¢ All accessible (nearly)

¢ New tribes — study buddies, learning *  Everywhereness
facilitators *  Events participation

*  Principal = lead person on Equality < Who knows about us

+  Connection of experts across teams, « Where else we are

levels and disciplines ¢ ‘surround them with grandeur’

T Attitude *  Fit for purpose

. hip of staff [ '
Ownership of staff recruitment *  Fit for context

" Designing ladders down and across +  Deconstruction of discrete provision into
* Mix of staff/profile/plan mainstream
*  Annual staff development plan - Franchising locations.

*  Bi-lingual interpreters.
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Basic Skills Quality Initiative

One of the outcomes of the college’s review processes was the identification of shortcomings in
some vocational areas where the students’ response to basic skills provision was not as positive as
the college had hoped. The college therefore decided to strengthen its ‘whole college’ strategy in
these areas by integrating basic skills development more effectively with the vocational provision. It
designed a project intended to provide a stronger framework for basic skills work. The project
specification which follows gives the rationale for the project as well as an outline plan and intended

outcomes.

Project specification for integration of basic skills development in
vocational courses

Background and context of the project

In spite of much good practice in the college, two main concerns with regard to basic skills

provision have emerged from self-inspection, self-assessment and ‘peer perusal’ exercises

undertaken by the college:

* unsatisfactory retention and achievement in language and communication skills and
numeracy/maths in some vocational areas, particularly NVQ crafts and catering

*  frequent early drop-out and difficulty in accessing the vocational curriculum for students on
the college’s Initial Training Course (pre-NVQ).

The college identified the need for the development of an integrated framework for teaching

basic skills within the vocational context to improve retention, achievement and progression.

The college established two strands to address this need:

* developing strategies for vocational course teams to improve the teaching of basic skills as an

integral part of the course

* extending ways of using basic skills specialist staff to support the development of skills

through working with vocational staff.

Intended outcomes

The intended outcome was a successful model of integrated skills development. We worked
with consultants with expertise in this area and worked with both key skills specialists and
vocational course teams to develop a model which addresses both strands. The aim of such

development was to embed an effective model of basic skills delivery within the college.
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Basic Skills Quality Initiative

Example 2 (continued)

Outcomes included:
¢ a working cross-curricular model for integration, with identified components that can be
replicated
* exemplars of good practice in:
— using initial/diagnostic assessment to target skills teaching
— course delivery
— assignments
— teaching and leaming materials
— effective ways of basic skills specialists working with vocational tutors
e greater acknowledgement and increase in effectiveness of the use of basic skills specialists.

Indicators of the model’s effectiveness consisted of:

° increase in achievement based on:
— projected improvement from initial screening/assessment
— improvement between initial, intermediate and end of course assignments
— comparisons with predicted grades/achievement

* improvement in student satisfaction and participation based on attendance and views of
students and staff

* improved retention, completion and progression, with particular reference to students initially
causing concemn and those whose reasons for leaving tend to be dissatisfaction or sense of

‘mismatch’ with the course.

Monitoring the above indicators was part of initial and final review meetings of course teams and
included the use of peer teaching observation. Evidence of impact included recording of tutor
and peer observations, individual leaming programmes, assessed assignments, student responses
and anything additional determined at initial planning meetings. The project involved initial staff
development sessions, follow-up sessions with course teams, staged implementation and

continuing evaluation and revision of implementation.
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Management Structures Z

Basic Skills Quality Initiative

Provision may have developed piecemeal in
colleges in response to various internal and
external demands, and for historical reasons may
sit in several different management areas,
reflecting the origins of the provision. For
example, many colleges have basic skills
provision in adult education sections, and in
basic education and in learning support, with
little or no contact or exchange of good
practice between them. The positive effects of
effectively co-ordinated provision are now
becoming clear: the importance of a consistent
approach to basic skills, with the benefits that it
brings to both learners and college staff, for
example, in terms of the quality of the learner
experience, improved access to and availability
of resources, the development of more
comprehensive provision, including entry and
progression routes, and a general increase in

energy, efficiency and effectiveness.

As a result, many colleges are now considering
changes to the management structure of basic
skills provision. Implementing such a change is
seen as a way of removing some of the barriers
that currently impede leamers. If students are
to acquire the necessary competence to achieve
their goals, basic skills provision needs to be
effectively integrated into the programme of
study the students are following. Providing a
curriculum structure that enables this to happen
is complex and takes time, but many colleges
are now well into the process of significant

change and development.
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Basic Skills Quality Initiative

Example |

This shows the process followed by one college, setting out the rationale for a

college-wide restructuring which encompasses the development of basic skills

provision across the college.

Policy: The four key principles of provision
[

Basic skills provision will be provided:

through discrete provision

through leaming support

through vocational programmes

through specialist provision targeted at academic and vocational students.
Basic skills provision will be co-ordinated centrally by a single named individual.

Basic skills provision will be available to all students who need to improve their literacy and

numeracy levels.

Basic skills provision will form part of each student’s individual learming programme. It will not
be ‘add-on’ or presented to students as a requirement over and above their chosen

programme of study.

Essential criteria for implementing the basic skills policy

appropriate initial assessment that identifies the literacy and numeracy levels of students

the ability to match the literacy and numeracy requirements of the chosen programme with
the literacy and numeracy levels of the student and provide an individual learning programme

that will enable the student to make the necessary improvements

a college-wide curriculum framework that will enable students to access appropriate literacy
and numeracy programmes without restricting their ability to participate in their

vocational/general programme

the facility/resources to provide the required levels of tuition in basic skills (including staff with

the appropriate skills and experience to teach basic skills).
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Example | (continued)

Principles for developing a curriculum framework for basic skills

* the framework must be college wide and must be adopted by all curriculum areas of the

college

* the curriculum framework must enable all students to receive appropriate levels of instruction
and support. The vocational and/or general curriculum areas must plan their provision on this

basis

* there will be a college-wide common timetable structure, setting out common blocks of time
and common module lengths in order to enable basic skills modules to be integrated into the

individual programmes of students

*  basic skills modules will be ‘levelled’ to enable students to enter and progress at a level and

pace that meets their individual needs.

Key questions for developing an appropriate structure

In order to determine the structure for basic skills provision, the following questions need to be

addressed by the college:

* what is the identified need/demand for basic skills provision and what could it be?

» does the current structure enable students to access basic skills provision at a level that meets

their needs and the requirements of their chosen programme of study?
* what is the current take-up rate of students of basic skills provision?
*  how is basic skills provision currently delivered?
*  who currently delivers basic skills provision?

* does the current teaching of basic skills reflect the content and requirements of the student’s

vocational programme?
* s attendance at basic skills sessions a requirement for students or is it voluntary?

* what effect are the basic skills levels of students having on the retention and achievement

rates of curriculum areas across the college?

+  if discrete basic skills provision is offered, what are the progression trends of students? Is

there a clear progression route from discrete provision to mainstream provision?
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Basic Skills Quality Initiative

Example | (continued)

Using the answers to these questions as a starting point, the college needs to:

¢ consider the most effective curriculum structure to facilitate the college-wide delivery of basic

skills provision
* set out a plan for implementing the curriculum structure
* identify key roles and responsibilities

* communicate the plan and associated requirements to all staff.

Structuring basic skills provision — how it worked in practice

The organisation is a large, inner city, multi-sited college of FE offering provision in all ten of the
FEFC programme areas. Following an analysis of the college's ability to develop inclusive leaming,
the senior management team (SMT) identified a need to change the curriculum framework and
structure of the college in order to meet the individual needs of students more effectively. In
particular, the SMT identified that students’ basic skills were not being sufficiently improved during
their time at college and this was having a significant effect on college-wide retention and

achievement rates.
The SMT set out a new curriculum framework for the college, which involved establishing Central

Curriculum Services (CCS). This provision was to provide:

¢ co-ordination and management of the initial assessment process for all full time and

substantive (more than 6 hours per week) part time students
*  management and delivery of basic skills provision
* management and delivery of the underpinning requirements for key skills
* management and delivery of generic foundation level programmes

* management and delivery of learning support.

Central curriculum services were to be phased in over a three year period with a gradual shift
away from ‘ownership' of students by the departments. Implementation was preceded by an
eight-month planning stage.

The initial planning stage involved:

* establishing a college-wide timetable

* identifying the process for implementing a college-wide initial assessment system

*  setting out provision that would enable the college to respond to needs identified through

the initial assessment

* setting out levels of literacy and numeracy skills that would enable students to access

provision at an appropriate starting point
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Example | (continued)

Basic Skills Quality Initiative

* determining how central curriculum services would operate on a day to day basis
* identifying resource requirements and appointing staff

* developing and implementing a college-wide staff development programme.

In the first year of operation the CCS facility was used by a considerable number of students.
However, the departmental structure still existed and this was proving to be a barrier to the
implementation of the three-year plan. In particular, CCS was viewed by some departments as a
‘service’ or ‘add-on’ to their departmental courses. In order to address these issues, the college
undertook a detailed analysis of the organisational structure of the college. The outcome of this
activity was to eliminate the departmental structure and to focus attention on smaller units of

curriculum delivery (sections).

The responsibility for curriculum delivery became campus based with each campus having a
director for teaching and learming. This director leads a campus management team consisting of
heads of curriculum and a campus registrar. There is a head of curriculum on each of the

campuses responsible for CCS.

Within the new structure, section leaders continue to provide direct management of the delivery
of teaching and learning to students. They focus on specific vocational or generic curriculum areas

and line-manage teaching and learning support teams.

This new structure enabled the college to ensure that:

e programme timetabling was based on a common college framework and managed by the
campus management team

*  resources were shifted to enable a better match between demand and provision

*  students became ‘college’ students rather than ‘departmental’ students

*  the student had a core timetable made up from the provision offered by CCS; vocational
and/or general programmes were timetabled around this core rather than the reverse which

had been the situation prior to the restructuring.

UNIT n ASPECT PAGE



Example 2

Basic Skills Quality Initiative  This example shows how one college went about re-structuring its part-time

provision for adults in order to improve retention and achievement.

The original basic skills provision at the college was organised on a traditional basis according to
subject and level. Students were assessed before entry and then offered an appropriate class
according to the result of their assessment. This meant that the majority of students attended for
only two hours a week, or four hours if they requested both numeracy and literacy. Although
each student had an individual learning plan, there was a predominance of class teaching. Detailed
evaluation of basic skills provision for part-time adult students showed that:

*  time-tabling constraints prevented students getting their class contact entitlement

*  retention was poor although numbers in classes remained consistently high due to the

frequent turnover of students
* many students who remained on courses had poor attendance records
*  poor retention was followed by low achievement levels
» focus on individual need was limited

* there was an attitude growing amongst staff that ‘this is what basic skills students are like, so

do not expect too much'.

Given that adults with basic skills needs did frequently experience difficulty in sustaining a course
of study, it was felt that the fault lay not with the students but to a large extent with the structure
and framework of the provision. An action plan was drawn up by the sector manager and
programme leader responsible for adult basic skills in order to:

»  offer flexible provision with an entitlement of four hours per student

*  change the classes to workshops to accommodate all students from entry to pre-GCSE level

*  provide staff development for the adult basic skills team on the effective use of individual

learning plans, planning of individual learning programmes and workshop management

»  offer a wider, more appropriate range of qualification aims.
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Example 2 (continued)

Basic Skills Quality Initiative

As a result of the action plan, adult basic skills was restructured. Numbers of students requesting
literacy and/or numeracy over the previous two years were analysed and, as a result, three joint
literacy/numeracy workshops were set up with two additional literacy and one additional
numeracy workshop. Workshops were spread across the week, momings, afternoons and
evenings, with a view to making further adjustments if the take up was poor at particular times. In
the first year of workshop provision, retention rose by 40% and attendance improved

considerably.

Attendance improved because students felt they could arrive late or leave early if they needed to
do so without disrupting a class and so attended workshops on those occasions when they may
have decided to miss a class. The workshops have also provided a clearer focus for the individual
learner and their particular needs. Workshops have provided an increased opportunity for
students to use ILT and a range of additional resources which class teaching did not provide. The
workshops have given students a greater opportunity to become responsible for their own
learing and to voice their own preferences as to how they wish to learn and as a result they

have stayed and made greater progress.

It would be naive to think that all the issues around basic skills for adults have been resolved by
the work done so far. There are still difficulties to be overcome; for example, inadequacies in
recognising and recording students’ achievements and the failure of externally validated

achievements to increase at the same rate as improvements in retention.
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: Example 3

Basic Skills Quality Initiative  This example shows how another college is seeking to redevelop its provision in the

context of a merger.

Background

* the college was formed from the merger of four colleges within the city, each with its

distinctive culture and structure of provision

*  priority was given to linking basic skills provision for students with leaming difficulties and

disabilities, key skills and vocational provision

* the need to build on existing good practice was recognised while embedding a consistent

standard in the quality of provision across the college.
The college decided to host a conference looking at the Moser report and stimulating debate
about basic skills across the community. This considered:
DfEE/FEFC actions on basic skills, including:
*  improving income for provision
* significantly increasing student numbers
* inspection of literacy and numeracy, wherever it occurs
* non-schedule 2 pilots.
College actions on basic skills, including:
* audit of provision
*  preparing for Q mark
» extending family literacy and numeracy provision
*  UF pilot
*  work-place learning
* increased use of [T
* action plan, with lifelong learning partners.
The conference raised a number of issues for the college to consider, including:
* accreditation pathways
¢ internal partnerships with vocational and academic staff

¢ the need to continue to seek new community and voluntary partners with innovative,
imaginative ideas
*  better links with employment services

* the need for a better career structure for basic skills staff.
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Example 3 (continued)

Basic Skills Quality Initiative

Creating the new structure

Since the creation of the faculty organisational model, the faculty covering foundation

programmes, basic skills, ESOL and key skills had some inherent problems, including:

» different interpretations of programmes covered

» different operational approaches in merged colleges

* anomalies in staffing and management arrangements

* opportunities arising from imminent staff retirements/changes.

The college proposed that the faculty was refocused as the faculty of basic education. These
proposals sought to:

*  clarify the role and scope of the faculty of basic education

*  provide a framework for the basic skills curriculum, the curriculum delivery process,
accreditation and curriculum entitlement for programmes at level | and below, ESOL and key

skills

*  generate and sustain the organisational capacity to respond to and lead on local, regional and
national developments in areas such as the Moser Report, Curriculum 2000, widening

participation, social inclusion and regeneration activities.

The college intended to establish a consistent approach to providing discrete programmes in basic
skills and the basic skills elements of vocational programmes. Students are entitled to high quality
delivery of basic skills and this is reflected in the FEFC initiative to inspect basic skills wherever

they are being delivered.
This will be facilitated by:

* agroup-wide approach to the development and delivery of basic skills in order to ensure

consistency and coherence and to raise standards

* asupport/development group to take forward in the college the basic skills curriculum and

qualification framework being developed nationally

* atraining and development programme for college staff, potential staff and volunteers to raise

awareness, develop skills and improve quality.

A new post has been created to lead the development, co-ordination and delivery of basic skills.
The postholder is responsible for the planning of discrete basic skills programmes, family
vocational learning, family literacy and numeracy, and the quality assurance of basic skills within
programmes across the college. Co-ordination and management of programmes on and off

campus is supported by a network of programme managers and co-ordinators.
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Basic Skills Quality Initiative

= _‘ Prompt Questions for Element |

How central to your overall provision is basic skills?
How can you help to move it from the periphery
to the centre!?

What priority does your organisation give to basic skills?

What other structures or approaches could you consider
to improve the effectiveness of your provision!?
|
How is your provision structured to ensure access,

success and progress!
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Element 2: Planning and Target Setting = 1=

Basic Skills Quality Initiative

Planning

Providers of basic skills have strategies and Examp|e |
operational planning cycles that help them to

The extracts here come from a college that has

manage their activities. In this section, we look . .
recently undergone a substantial merger, leading

at some approaches to planning for basic skills .
PP P & to the development of a new structure designed

rovision. This typically takes the form of: . , .
provist s typiealy to ensure effective delivery of services to
* areview of the previous year and the leamers. The basic skills provision is housed in

current position (late summer into autumn)  the directorate of foundation and key skills.
*  development of an outline organisational What follows shows:

budget and operating plan for the next |. the college’s strategic planning cycle

academic year (winter info spring) 2. an extract from its operating statement for

* more detailed planning and development the year

k at /departmental/ .
work at programmeraepartmenta 3. an extract from the operating statement for

functional level - e
unctional level (summer) the foundation and key skills directorate:

¢ approval of the year's strategic plan in July; basic skills team
needs analysis to prepare for next cycle of

planning.

The following examples illustrate various
elements in the planning cycle, firstly looking at
basic skills within the context of the overall
process for planning and setting objectives, and
secondly looking more specifically at planning
within basic skills. Afthough as it happens, both
sets of illustrations come from colleges, other

providers will find they cover familiar ground.
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Basic Skills Quality Initiative

Extract from operating statement
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P Example | (continued)

Basic Skills Quality Initiative  Foundation and key skills directorate — operating statement
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Example 2

The college in this example completed its merger some time ago and now has a

well-established planning cycle.

Overall planning cycle

Planning

Annual corporate objectives

(June/july)
Position Papers Self
l—
(November) Assessment
Academic Board
Review of
Achievement
(December) v
Business Plans
(February)
\] \d Y \i
Targets Deveslza;inent Budgets Curriculum
(March) (March) (March) (March)

Y
Strategic Plan/review/update

(May)

Y
Annual corporate objectives

(June/]uly)
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Example 2 (continued)

Basic Skills Quality Initiative  Planning model for basic skills provision

The planning model for basic skills is similar to that used for all other curriculum areas within the

college, but there are two significant differences:

* the needs analysis stage is not done by the college alone; it is done in collaboration
with the other organisations and agencies within the area involved in making basic skills

provision

* the provision does not fit’ into a discrete curriculum section. All curriculum
sections need to address the development of their students’ basic skills. Therefore all areas
contribute to the planning of basic skills, and one person or team then brings it together and

shapes it into a plan.

The key to effective planning within the college is relevant and accurate MIS data. This is
complicated within the area of basic skills. Taking college-wide data based on qualifications and
extrapolating basic skills numbers can prove complex. Our solution has been to map basic skills

provision and match it to information about achievement on the ISR.

Overview

This is the planning model for basic skill provision used within the college. It has been developed

in order to ensure that basic skills provision:

* is developed to meet identified needs and gaps

* has targets that are relevant and measurable

* achieves continual quality improvement

e is accommodated within the existing planning model and cycle within the college

*  responds and contributes to the targets for basic skills set by the local Lifelong Learning
Partnership (LLP)

* informs the strategic planning process within the college.

Key assumptions of the model
The planning model is based on the following key assumptions:

* a comprehensive needs analysis has been undertaken in relation to the basic skills levels

within the college
¢ college retention and achievement data are available and accurate

* there is a system for identifying the basic skills levels of students on entry.
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Basic Skills Quality Initiative

Basic skills planning model (for details of how targets are set, see ‘target-setting’ section

that follows this example)
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: Example 2 (continued)

Basic Skills Quality Initiative Malqng the p|an Wor‘k — Commen‘tary

The planning model has been in place for four years at the college. Each year has seen a revision
of the process either to improve the model or to accommodate additional requirements made of
the college by external funding agencies. In relation to basic skills, the most significant
development has been the introduction of the Lifelong Learning Partnership and the

structure/focus this has provided to the planning process within the college.

Developing basic skills provision is a college priority and this must be reflected in the planning
process — not just for dedicated basic skills curriculum areas but for all curriculum sections. The
process for producing position papers has been used to encourage all curriculum areas to
consider and plan for those students who will need help to improve their basic skills. For
example, all sections must address the range and effectiveness of entry level provision, the
identification of basic skills levels, the provision of literacy and numeracy teaching and the
subsequent staff development requirements that addressing these issues will require. The
template for the production of the position paper is amended each year to take account of the
annual corporate objectives. This way, all curriculum and business support areas can consider

their contribution to the achievement of the college’s objectives and targets.

Over the past four years, a number of issues have arisen regarding the planning model, which are
summarised below. These issues can be used as both a list of potential pitfalls and a list of

essential requirements for making the plan work:

* a Communications Strategy must be designed, agreed and implemented as part of the

planning process

*  briefings for all staff are essential. Everyone must understand their role and contribution to

the process
* asingle definition of basic skills should be agreed and communicated across the college
*  time must be found for liaison, developing strategies and writing plans

* action plans, once written and agreed, must be monitored. Staff need to consider their own

action plans as ‘live’ working documents

* the planning process must be directly related to the resource allocation process.
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Target Setting

=

Basic Skills Quality Initiative

As with planning in other curriculum areas, the
process of action planning in basic skills involves
the setting of targets for performance. In any
action plan, the outcomes tell us what the
provider hopes to achieve, the actions tell us
how it hopes to achieve it, and the targets tell
us how it will measure its progress towards its
goals and how it will know when it has achieved
them. Setting targets requires thorough
knowledge of current performance levels
together with an understanding of what can
realistically be achieved in terms of

improvements, year-on-year.

Basic skills managers still face difficulties in setting
targets for basic skills provision, many associated
with fundamental data. This is particularly true
of those working in a setting which might
involve provision in a number of locations, ‘drop-
in" workshops as well as longer courses, and
integrated courses as well as separate specialist
courses. Until recently, statistical information
about basic skills across the organisation as a
whole was rarely collected or held centrally. A
particular issue is the continuing unwillingness of
auditors and central management information
systems managers to accept that, in this
programme area alone, courses do not have to
lead to an externally accredited qualification in
order to be funded. A second area of difficulty
is the limited number of national benchmarks
available to inform the setting of targets.
National benchmarks currently exist for only
some of the qualifications used in basic skills.
Even where they do exist, they may well be
relatively meaningless or need careful
interpretation; for example, where the practice
exists of only entering leamers for a qualification
when they are sure to succeed. Basic skills

targets need to take into account a much

broader consideration of local circumstances,
partnerships and needs than targets produced
for provision beyond entry level and level |.

For all these reasons, effective target setting is

still problematic for many basic skills providers.

Example

The example which follows shows how a
college goes about setting targets. It sets out
the college’s quantitative approach to effective
target setting across the three different forms of

provision it offers.
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Example (continued)

Basic Skills Quality Initiative

Target setting for basic skills provision

Within the college, basic skills provision is provided to students through three routes:

+ discrete provision: provision where students attend college or college venues in the

community primarily to follow programmes in basic skills

*  central provision: discrete sessions in literacy and numeracy below level 2, provided for

students who are following vocational courses
*  leaming support: provision offered to students on an individual referral or ‘drop-in’ basis.

Target setting for each of the above has to be done separately, using different performance

indicators, measures and benchmarks.

Process for setting targets

I. Discrete provision

Discrete provision is organised by one college section. Each year, all college sections are required
to complete a position paper within which they set their targets for the next two years. All staff
within the section are involved in the preparation of the position paper, which forms the basis of

the planning cycle within the college.

Key influences

The discrete provision has a number of key influences, which have to be considered when setting

targets. These are as follows:
¢ past and current performance
* the level of provision within the locality

¢ known local developments (such as Single Regeneration Budget projects and New Deal for

the community initiatives)
* developments in government schemes (New Deal/TEC)
* use and availability of community venues
* the range and availability of progression opportunities
* some national benchmarking data

*  self-assessment outcomes.

The following table gives an example of the targets that have been set for a two-year period.
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Example

Target setting for basic skills provision

Target Current 2000/2001 2001/2002
Performance
I. | Recruitment (total) 298 350 380
2. | Recruitment (projects) 52 10 170
3. | Retention 72% 75% 78%
4. | Achievement 51% 65% 72%
5. | Attendance 61% 65% 72%
6. | Average class size 6 8 8
7. | Recruitment to community
venues 107 170 230
8. | Number of community venues used 16 14 10
9. | Progression 47% 50% 65%
10. | Teaching and learning grade profile
compared with national average -15% -5% +10%
I'l. | Self-assessment grade 3 3 2

Explanatory notes

Recruitment: The total number of students recruited to discrete programmes. Includes

students recruited to government and local projects.

Recruitment (projects): The total number of students recruited to projects and schemes
such as those funded by the TEC, SRB and the ESF.

Retention: The percentage of students who complete their programme within the agreed

timescale.

Achievement: The number of students who achieve. In setting this target, close
consideration must be given to the nature of the achievement. If the student is not following
a nationally recognised qualification but is aiming to achieve the primary learing goal (PLG)
set out on their individual learming plan (ILP), then there must be evidence that:

— the PLG is appropriate and relevant (based on initial screening and assessment)

— the student has achieved their PLG (based on assessment).

(See unit 2 for more consideration of this issue.)
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Basic Skills Quality Initiative

Example (continued)

2,

Attendance: The average number of attendances at all discrete sessions for basic skills,

excluding tutorials.

Average class size: The average class size for all discrete sessions for basic skills excluding

tutorials.

Recruitment to community venues: The total number of students, including students

recruited to specific project based provision, recruited to sessions held in community venues.

The number of community venues used: The college has a strategy to reduce the
number of community venues used and to focus provision at community venues that can be

developed to provide a better level of resources.

Progression: The number of students who progress to a higher level of provision (including

mainstream entry and foundation programmes).

Teaching and learning grade profile: Observation of teaching sessions takes place for
all staff. The profile of grades awarded across the section is mapped against national averages

(from the Chief Inspector's Annual Report).

. Self-assessment grade: The annual self-assessment grade awarded by the college quality

team to the section (based on their own self-assessment in their position paper).

Central provision

Central provision is provision which is offered, through timetabled teaching sessions and

workshops and/or ‘drop-in’ workshop sessions, to all students who need help in basic skills.
Throughout the week there are a number of literacy and numeracy sessions below level 2.
Students will either attend on a voluntary basis or will be timetabled into sessions by their

vocational programme tutor.
Target setting for this aspect of basic skills provision is undertaken by the basic skills cross-college

co-ordinator.

Key influences

The key influences when setting targets for central provision are as follows:

past and current performance

recruitment patterns for full time and substantive part-time students (over 6 hours per week),

including New Deal, TEC and ESF provision

the current and projected number of foundation and entry level students in the college as a

whole

the outcomes of initial assessment.
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Example (continued)

The following table gives an example of the targets that have been set for a two-year period:

Target Current performance 2000/2001 2001/2002
[. | Take-up 52% 65% 80%
2. | Achievement 35% 65% 75%
3. | Attendance 64% 65% 75%
4. | Average class size 10 12 16
5. | Teaching and learning
grade profile -5% +5% +6%

Explanatory notes

I. Take-up: This figure represents the number of students who have been timetabled into
provision against the number of full time students on Level | and Level 2 provision (excluding
students with leaming difficulties and/or disabilities and ESOL).

2. Achievement: The number of students who are attending central sessions who achieve a

qualification in literacy and/or numeracy below level 2.
3. Attendance: The average attendance across a |2-month period.
4. Average class size: The average class size for all sessions.

5. Teaching and learning grade profile: Observation of teaching sessions takes place for
all staff. The profile of grades awarded across the provision is mapped against national

averages (from the Chief Inspector's Annual Report).

Retention is measured through the student's main programme of study.

3. Learning support

Learning support is provided to those students who wish to receive additional individual tuition
and support. Many students require additional support in basic skills. The learning support team
is required to complete an annual position paper within which they set their targets for the next

two years.

Key influences

*  past and current performance

* the outcome of initial screening and assessment.
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Example (continued)

Basic Skills Quality Initiative

The following table gives an example of the targets that have been set for a two-year period:

Target Current performance 2000/2001 | 2001/2002
l. |Take-up 64% 70% 80%
2. |Attendance 64% 70% 75%

3. |Teaching and leaming
grade profile 0% +5% +10%

Explanatory notes

I. Take-up: The percentage of the number of students who have been identified, through
initial screening and assessment as requiring additional support (over and above that offered

through the central provision), who actually take up learning support.
2. Attendance: The average attendance across a |2-month period.

3. Teaching and learning grade profile: Observation of teaching sessions takes place for
all staff. The profile of grades awarded across the provision is mapped against national

averages (from the Chief Inspector’'s Annual Report).

Consideration is currently being given to setting retention and achievement targets. Until this
year, they have been considered difficult to set and measure because of the impact of other
factors. However, it has been agreed that they will be set in the coming year, either against

students’ mainstream course or goal, or by measuring distance travelled.

PAGE |'{) ASPECT UNIT



Prompt Questions for Element 2

How do you ensure all basic skills provision is subject to the
same planning cycle as the other curriculum areas you offer?

How is basic skills provision identified in the strategic plan,
and the overall operational or business plan?

What is the mission (or vision) of the basic skills team?

How good is the team’s operating (or action) plan?
How do you check its quality?

What targets do you set for basic skills provision?
Who sets them? Who approves them?! How do you ensure
they are SMART targets?

How far do they fit with overall college targets?
If they are different, what is the reason for this?

What benchmarks are used in setting targets!?
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Basic Skills Quality Initiative

Element 3: Managing Information and Budgets

Management information systems

As noted in the ‘target setting’ section, the
collection and interpretation of data in the area
of basic skills still poses considerable problems
for many providers, especially colleges that have
extensive, diverse and/or widely dispersed
provision. However, many colleges have been
successful in managing statistical and other
information in this curriculum area, and in
enabling their managers to use the information
to shape and improve provision so as to
increase the individual learner’s opportunities for
success. The pre-requisite for accurate and
reliable information is effective register practice.
Where providers employ a large number of
part-time staff, who sometimes work only

one or two hours a week in distant or
non-traditional locations, this is not always easy

to achieve.
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Example |

Basic Skills Quality Initiative

One issue relating to data in this area for many
of the larger providers is how to ensure that
centrally held data matches that held by the
manager of the basic skills provision. This
involves a consideration of the reliability of the
central data system; the extent to which it sees
its role as giving support to curriculum
managers; and the level of understanding and
confidence that managers and staff have in the

central system'’s definitions, data and procedures.

Further information on reporting of students’
retention and achievements can be found in unit
| and unit 4.

The example which follows illustrates one
college’s use of the central management
information system supplemented by their own
data. This allows each centre to analyse its own
performance in some detail, but also to
compare global performance with other centres
as well as performance in each qualification with
the performance of the basic skills provision as a

whole.
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Basic Skills Quality Initiative

Example | (continued)

Data

data on enrolment, retention and achievement are kept by course teams/centres and by the

faculty as a whole

raw data are extracted from college information systems centrally and distributed to course

teams via the faculty management team

data are analysed at course team and faculty level

data are recorded and analysed using a standardised format across the whole faculty
data are analysed throughout the year with a final analysis in June/july

data can be analysed by centre or qualification

retention and achievement are analysed against national and college benchmarks for the

previous year
analysis is carried out at course team level, curriculum group level and faculty level

reasons for increases and decreases in retention and achievement are identified, recorded as

part of the self-assessment process and action taken as appropriate
targets are then set for the forthcoming year based on the analysis

reasons for non-achievement are classified and trends addressed at course team and faculty

level.

NATIONAL
BENCHMARKS

Y

_|
> &
Qualification Summary 2 il
(College Benchmark) : o g,,
Sheet 4 Q 8’
. P & > g
Details per qualification N 5
by Centre e %] 3
[4)] >
Sheet 3 ] e
. ~ 3
Centre details per =
qualification >
Sheet |
Attachments

» each centre receives raw data on enrolment, retention and achievement (sample sheet )
» each centre analyses data in more detail, e.g. non-achievers (sample sheet 2)
*  performance centre by centre collated to allow comparisons (sample sheet 3)

* qualification summary (sample sheet 4).
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Basic Skills Quality Initiative

Sample sheet | — performance of centre A
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Number of enrolments returning on
alternative qualifications 1999/00

(all curriculum areas)

Number continuing in basic

skills 1999/00

Number retuming on same

qualification 1999/00

Partial Achievement

N/A

N/A

N/A

N/A

N/A
N/A

N/A

N/A

N/A

Reasons for non-achievement

Total

13

25

Other

Unknown

Gateway

Failed exam

Left exam early/
didn’t tum up

Insufficient
attendance

Late start
(post Feb.)

Chose not
to enter

Not ready to enter

12

Total number
not achieving

13

25

N/A

N/A

QUALIHCATION

C&G Numeracy Stage |

C&G Numeracy Stage 2

C&G Numeracy Stage 3

C&G Numeracy Stage 4

OCN English Entry/Level |

OCN Maths Entry/Level |

RSA English Language Stage |
Numberpower Foundation

Wordpower Foundation

Wordpower Stage |

Wordpower Stage 2
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Example | (continued)
Sample sheet 3 OCN English Level | (across all centres)
Centre Gross Net Retention Achievement of
enrolment | enrolment % completers (full &
partial) %
A 154 93 60 73 68
B 73 48 66 63 30
C 59 43 73 65 28
D 55 39 71 4 16
E 46 29 63 45 13
F 63 47 75 43 20
G 69 48 70 44 21
H 47 37 79 46 |7
I 32 20 63 60 12
J 52 41 79 54 22
K 51 38 75 45 |7
L 20 I5 75 80 12
M 48 36 75 50 18
N 58 34 59 50 17
O 54 44 81 45 20
P 35 27 77 59 16
Q 71 58 82 50 29
R 60 43 72 53 23
S 46 41 89 46 19
T 46 34 74 41 |4
Total 1139 815 72 53 32
Sample sheet 4 Qualification summary - all centres
Qualification aim Gross Expected Retention Achievement %
completers %
C&G Numeracy Stage | 405 309 76 63
C&G Numeracy Stage 2 312 334 85 64
C&G Numeracy Stage 3 |78 160 90 6l
C&G Numeracy Stage 4 28 25 89 59
Open College English 139 815 72 53
Open College Maths 786 532 68 59
RSA English Language St.| 88 79 91 76
Numberpower Foundation 4 4 100 80
Wordpower Foundation 36 34 94 87
Wordpower Stage | |8 6 88 86
Wordpower Stage 2 3 3 86 66
RSA Spell test 44 38 78 65
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Example 2

ills Quality Initiative  One college has devised the following system for recording achievement on

non-externally accredited programmes.

The college receives FEFC funding for students who are not working for an external award by
registering these students against a general literacy or numeracy code at a specified level (e.g.

entry, level |, level 2, level 3), for a maximum of 3 years at entry level and 2 years at each of the
other levels.

Rationale for general codes

These codes offer the opportunity to provide learming programmes for two groups of students:

(i) Those who do not want to work for an external award, but have primary learning goals

linked to their own personal needs, e.g.:

gain promotion at work

successfully apply for a new job

pass the entrance exam for another career

help their children with their school work

read and do other activities such as play board games with their children

cope with the literacy/numeracy needs of their daily lives (as defined by the student)

pass the driving test.

(i) Students who need more than a year to progress from a pre-entry level of skill to an entry
level qualification:

a student who has successfully completed entry level Wordpower may need more than

| year of attending 2-hour a week sessions before reaching level |.

Students who later decide to work for an external award can move their registration between

non-accreditation codes and accreditation codes as outlined below.
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Example 2 (continued)

An example of a student's progression route in literacy may therefore be as follows:

Coded as attending a non-accredited literacy
programme at entry level
Build up basic reading/writing skills
Time allowance up to 2 years

(136 guided learning hours)

Wordpower Entry Level
Time allowance | year

(68 guided learning hours)

Coded as attending a non-accredited literacy
programme at level |
Develop reading/writing/oral skills

Time allowance | year (68 GLH)

Wordpower Level |

Time allowance | year (68 GLH)

Coded as attending a non-accredited literacy
programme at Level 2
Further develop reading/writing/oral skills

Time allowance | year (68 GLH)

Wordpower Level 2

Time allowance | year (68 GLH)
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Basic Skills Quality Initiative

Example 2 (continued)

Students can select their accreditation options at any stage in their programme.

All students initially enrol against a non-external accreditation code at a specified level.
Students may:

(i) stay on this code for 68 Guided Learning Hours

or,

(i) decide at any stage to work for an external award. If it is anticipated that the award will be
achieved within the original 68 guided learning hours, the enrolment is amended to reallocate
the guided learning hours to the accreditation code. This reallocation takes place when the

students actually register for the award.

(iii) if it is anticipated that a further period of guided leaming hours will be needed to achieve the
external award, then the student re-enrols on the non-accreditation code and, on registration

for the external award, the hours are reallocated.
This ensures that no student is double funded for the same guided learming hours.
Note: whatever the combination of awards and personal goals selected by a student, no student
can enrol for:
* more than 3 years on entry level programmes
*  more than 2 years on level | programmes
* more than 2 years on level 2 programmes
* more than 2 years on level 3 programmes.

This allows for those whose progression is slow; it also prevents a student staying on any level for

an indefinite period by enrolling in consecutive years on similar programmes at the same level.

The system is flexible

The system allows the curriculum to be designed to meet the learner’s needs and not for the

learner to be forced into a pre-designed curriculum.
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Example 3

- gl

This example shows how one college chose to handle its data management system for ~ Basic Skills Quality Initiative
additional support. It decided to develop its own system, based on Access
spreadsheets and simple programming within a database linked to the college

information system, rather than purchase an off-the-shelf package.

This approach:

* allowed the support managers to specify a programme which would reflect exactly the

support currently delivered and the development planned for it

*  prompted the support managers to consider critical features of the support and the detailed

relationship between the provision of support and resource allocation

» allowed support managers to ensure that the full diversity of support and providers could be

captured and monitored in a way that enabled limited funding to be distributed fairly

* allowed the programmers to customise links between the college's MIS and the support

managers' preferred data handling mechanisms.
The programme manages data in a progressive way, in the following sequence:
I. Types of support need are listed and the associated assessments costed.
2. Types of support are listed and the delivery costed at an hourly student rate.
3. Support registers are set up, with the type of support and staffing attached to them.
4. Students are appended to the programme from the college’s MIS.
5. Students are appended to registers.

6. The programme team then calculates a projected cost for the student and organises the data

into formats which include brief summary reports and completed claim sheets.
7. If students withdraw, the programme team recalculates the support package and its cost.

The database can be adapted to provide other data sets as managers require. These have
included:

»  staff timetables, linked to support delivery

¢ computerised register print-outs

*  students for whom claiming will be difficult due to limited provision of support or incorrect

funding sources for their main programme of study
* records of support and tutorial reviews

*  projected overall funding out-tum.

These facilities allow managers to monitor support both student-by-student and college-wide, as
well as to organise and analyse information in a wide variety of different ways. This, in tumn, has
generated more proactive and creative support provision, which is linked to students’ needs and
not driven by the detail of the various funding methodologies used to resource the provision of
support.
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P Example 3 (continued)

Basic Skills Quality Initiative Samp|e page | from database
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Basic Skills Quality Initiative

Sample page 2 from database showing internal costings for administration as well as

other costs

00C17 00'9¢7 € 0007 00€cs Jeop U JO JaUIea | ajol
00C17 009¢7 3 0007 00eey pullq U JO JYPED | g0l
00CI17 009¢7 £ 0007 00CI7 (dnous) Adesyp yooads/sBensue Isienads (doy) doy] ds
0017 00477 [4 0007 00TEs 1] Adesoup yoeds/o3ensue) Jsiernods yl ds
0017 0017 _ 0007 0L17 (v) @715 dnoug isjfews (®) doy ws
00CI17 00CI7 _ 0007 00'GCH SMAR JUSUITTETS |0OLS TE 2DUEPUDYY Y
0017 000817 Gl 0007 05017 Hoddns J2iqeu3/vS BUINVST
0017 0017 _ SE07 0gTly (dgrsuspms 9) dnadd wnupy paels-s|gnoQ doy wnN/n
00CI17 00CI7 _ SE07 S1'97 (9 Jo dg) Aorsswnu pue Aessl| Jof Suels g ¥eI5 QS
0017 0017 _ 0007 0£TI7 €11 dnoug uraoin Sy Ag suiexq SunejiEiaug doy 3y
00717 0007 0 0007 069¢7 ] S Baxo0INt Sy AG Swexq Sulje|iSinu) Jojn| Sy
00CI17 00CI7 _ SE07 069¢7 woddng 111 1053 111 1053
00C17 00C17 _ SC07 S1'97 (d3/s1usprius 9) doystiopn dnouny 1053 (do) 1049
00717 007 [4 0007 0017 (Uwnjod say Ul 3507 [e303) 2y Juswdinby H dinb3
00717 00TI7 _ 0007 0017 (UwN|od suy U 3soD [B10Y) uonenaidap juswidinby dag dinbg
0017 009¢7 € 0007 00057 1 UdAsq pq wouy Juoddng ddng As4 p3
00C17 00CI7 _ 0007 0007 UIAS] PT WO AUO JUSIISSISSY ssy Asd 3
00CI17 0007 0 0007 0007 Ao JUBWISSSSSY SSVSAQ
00C17 007 4 0007 00¢CI7 Ayroyyp 93en3ue) 4o eixSAP dnous |lewg (do) s4g
00C17 00CI7 _ SE07 069¢7 poddns wnu pue 1| SAISUSTUIEIXDISAD || Il SAQ
00717 00TI7 _ SE07 009¢7 Joddns Adesswinu/AYeusH| (1:]) AU YD
00C17 00C17 _ SC07 51'97 (d3/suepris 9) AJesUINU/ATRIRL| PRTB[RI-SSN0D) YD
00C17 000817 Sl 0007 00k 17 J[E1210U/IOJIUNUILIOT) wiwion)
00CI17 00CI7 _ 0007 069¢7 BUI|[2SUNOD/[ELICINY [BUOIIPPY unos/ 1
00C17 00C17 _ 0007 00k 17 J{R)30U/SISLBNLIBULY INJUY
Jy Jed $3502 9poD Arewwng
3502 UlWPY | 350D UlWPY | SJy UlwpY Supurid AYypsod) 310ddng 310ddng

PAGE

ASPECT

UNIT



Basic Skills Quality Initiative

Budget Management in Basic Skills

— A Strategic Approach

A number of providers are now looking
creatively at the resourcing models they use to
see how they can be used more imaginatively to
support strategic goals and objectives.
Developing a resource allocation model for
basic skills is a complex issue. Organisations and
corporations remain committed to the principle
of equity of access to resources, irrespective of
curriculum or programme area. However,
where the low level of basic skills across all
curriculum areas is having a significant impact on
both retention and achievement rates and the
overall quality of learner experience, then this is
something that requires a strong corporate

response.

Example |

Like many other providers, the college in the
example which follows has been aware for a

number of years of the need to develop a more

effective response to basic skills provision. While

the college’s discrete basic skills provision has
shown improvements year-on-year in retention
and achievement, the improvements for other
learners have been more patchy. However,
where students are identified by initial screening
as being in need of support, those who take up
the support do better than those who do not,
particularly where the support is integrated, that
is, provided on-course. The college is clear that
integration is the way forward, but this requires
a significant shift in the perception of both staff
and students that improving basic skills is
something of long-term value to the individual,

the college and the community.

The college has recognised that the way that
resources are distributed can be a key element
in shifting perceptions and developing provision.

Too big or too quick a shift may damage other

provision by starving it of the resources it needs.
However, a planned and incremental shift will
enable curriculum areas to manage the changes
to their courses and curriculum that will provide
the basic skills teaching needed by so many of
their learners. The example sets out the way
the college is working to establish a resource
model that will support and promote basic skills

provision.
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Example | (continued)

Basic Skills Quality Initiative

A resource allocation model for basic skills

The following resource allocation model for basic skills is being developed as part of a review of

the process for resource allocation within the college.

Identification of the need to review resource allocation systems

As part of the review of the strategic plan, the college identified a number of key barriers to

delivering the objectives set out within the plan.

The overall structure of the curriculum did not enable access at appropriate levels for the

cohort of potential students the college wished to attract.

Measure:  Growth targets at entry and foundation level
Where curriculum sections had clear progression routes and a curriculum
structure that enabled access at foundation/entry level, growth targets were being
achieved. Where sections relied on entry/foundation level provision being offered
by other curriculum areas either within the college or by the school sector,

growth targets were not being met.

The basic skills levels of many students on entry to programmes did not match the skills

required to successfully complete the programme and gain accreditation.

Measure: Initial screening for basic skills against skill level requirements for the programme of
study.
Initial screening identified significant numbers of students with literacy and
numeracy skill levels below that generally required to commence the programme.
Hence, the improvement in skill levels required by these students was
considerably in excess of the average for the programme. Further, students were

expected to take up the additional support required in their own time.

Measure: Retention and achievement rates failing to meet the year-on-year improvement

targets within the strategic plan.

The volume of basic skills provision available did not match the volume of basic skills

provision required.

Measure:  The volume of additional support in literacy and numeracy identified through initial

screening was not matched by the levels of support available.

The presentation and delivery of basic skills provision, particularly within mainstream provision,

did not encourage active participation by learers.
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Example | (continued)

Basic Skills Quality Initiative

Measure: Take-up and attendance rates on leaming support programmes did not match
with the numbers of students requiring support; student and staff feedback
suggested that the notion of support was not attractive (perception was that it
was ‘remedial’, was ‘bolt-on’, and was not an essential requirement of the
programme); student and staff feedback highlighted concerns about the quality of
the teaching and the ability of staff to teach literacy and numeracy at level | in a

way which was vocationally relevant.

In response to the review, college managers established a number of task groups to provide
solutions to the problems identified. One of these task groups was asked to consider the
resource implications of addressing the identified issues and recommend a resource allocation

process that would promote the overall achievement of the college’s strategic objectives.

Previous model

Budgets were devolved to managers throughout the college. With the exception of permanent
staffing (the largest budget heading) budget setting was zero-based. Each year, business plans
were prepared by the heads of curriculum and cross-college managers. The business plans were
based on position papers which were also completed each year by all curriculum and business
support sections across the college. Managers prepared budget bids based on the following:

*  planned activity

+ utilisation of full time and associate staff against planned activity

*  part-time staff

¢ consumable requirements

* capital (IT) requirements

* capital (non IT) requirements

* non-capital project requirements

* equipment requirements.

The budget bids were considered by the director of finance and estates and the senior manager

for curriculum and quality. The criteria for assessing bids were as follows:

* the past performance of the area in relation to targets set (targets are set annually for income

including non-FEFC income, retention, achievement and student recruitment)
* the current and proposed contribution of the area to the college’s corporate objectives
*  proposed developments and new initiatives

* the total resources available to the college, as detailed in the three year financial forecast.

The recommendations of the director of finance and estates and the senior manager for
curriculum and quality were translated into an annual budget for presentation and approval by the

senior management team and board of govemors.
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Example | (continued)

Basic Skills Quality Initiative

New resource allocation model - issues for consideration
I. Will the model encourage the development of basic skills provision across the college as a

whole?

2. Wil the model support year-on-year improvements in retention and achievement rates across

the college as a whole?

3. WIll the model encourage the curriculum sections to develop foundation and entry level
provision?
4. Wil the model enable the college to maintain the current scope and range of provision

across all levels?

5. Will the model allow for flexibility in responding to local and national initiatives whilst

providing stability for planning and development within the college as a whole?

The new model

The college task group formulated three options.

Option one

Summary: Al curriculum and learning support budget allocations are set to a formula which is
based in principle on the FEFC funding methodology but sets college weightings to
an area of provision and to a specific activity. This would enable annual objectives

to translate directly to the resource allocation.

Strengths: * the college would be able to prioritise basic skills provision by giving it an
attractive weighting in order to encourage curriculum areas to promote and

develop provision
* the college could set steers for the development of foundation level provision

* in setting targets for improvements in retention and achievement, sections
would need to consider the basic skills levels of their students — and the extent
to which they need to be improved — in order for achievement targets to be

met.

Weaknesses: does not link resource allocation to quality standards
* would need two to three years to measure the effectiveness of the model

* the model could, in some curriculum areas, have a negative effect on provision

for students whose levels of literacy and numeracy are above level 2.
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Example | (continued)

Option two

Summary: The resource allocation to curriculum sections is weighted. The weighting is based

on the following:

* levels of qualifications on entry

*  screening for basic skills

+ students receiving basic skills provision throughout the course of their studies
* achievements

* staff development activity undertaken by sections.

Strengths: » would focus curriculum teams on the process of identifying basic skills needs

and the process of improving basic skills

* would result in a better match between the needs of the student and the

programme they are offered
* encourages and promotes the development of individual learning plans (ILPs)

* encourages curriculum sections to place a greater emphasis on reviewing

students’ progress.

Weaknesses: * quite difficult to administer — budgets would have to be calculated on an
ongoing basis throughout the year which would be difficult for sections in terms

of planning and organising their day-to-day activities

* may place a considerable additional administrative burden on teaching staff.
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Option three

Summary: The resources to deliver basic skills provision to students on mainstream provision
are top-sliced from the annual budget for curriculum delivery and allocated to the
central college-wide curriculum co-ordinator for basic skills. She can either use the
allocation to make central provision or re-allocate the budget to the curriculum
sections if they meet the criteria (BSA Quality Standards) for offering basic skills
provision themselves. The allocation to curriculum sections is based on FEFC

methodology with a higher weighting on achievement.
Strengths: * top-slicing could be based on pre-identified need

e links basic skills provision to quality standards

¢ enables sufficient central provision to be made

* encourages curriculum sections to integrate basic skills provision and not treat it

as a ‘bolt-on’
* encourages and promotes staff development
* relatively easy to administer and monitor.
Weaknesses: ¢ would take |12 to 18 months to measure the effectiveness
* would need to be planned for 12 months before implementation in order to

allow curriculum sections to adjust their curriculum provision accordingly.

Conclusions

The task group recommended that the college adopted Option Three above.

The work of the task group identified two key issues/questions that need to be addressed if the

model is to be successful. These are:

¢ are there suitable and relevant quality standards for the distribution of the budget by the

basic skills co-ordinator?

* is the necessary staff development available or does it need to be developed?
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Prompt Questions for Element 3

How could you improve your systems
for recording information?

How do you decide what data should be recorded?

How do you help staff to understand the procedures
for recording data?
|
How effective is your approach to setting appropriate

budgets for basic skills provision?
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Element |I: Needs Analysis

In order to develop effective basic skills
provision, it is essential for managers to ensure
that it is soundly based on identified needs.
Information to help identify needs comes from
market research activities carried out at local,
regional and national level, and is available to
providers from TECs, local government offices,
regional development agencies and national
bodies such as NIACE, BSA, FEDA and the
FEFC. But there is still a significant gap between
the known levels of need identified in this way,

and the actual demand for provision.

One way for providers to deal with this has
been to make productive links with groups in
the communities which they serve. These
include: publicly funded and private
organisations; community associations, charities
and voluntary groups; schools; training agencies
and employers. Over the past few years, these
links have played an increasingly important part
in helping providers to shape their provision,
fund its development and ensure that it is
marketed effectively. Their significance
continues to increase in line with the growing
emphasis on partnerships and collaborative

working at every level.

However, there is still often an unexplained gap
between identified need and the numbers
participating in basic skills courses. Providers
and other organisations within the community
often work productively together to explore the
reasons for the low level of response, and to
consider how to increase participation. It is
clear that planning of provision needs to review
the level of demand and how to increase it, as
well as the level of need and how to meet it.
The examples which follow describe some

approaches to needs analysis.
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itiative Thjs example shows how a college carried out a community skills audit in partnership

with the local authority and other agencies.

Community skills audit

Background

The local authority had collected a large amount of evidence relating to the basic skills levels of
the local population. There was a large adult education service and the college also offered a
wide range of basic skills provision. Much work had been done by local partnership groups to
ensure that the spread of provision was such that most local residents could access provision that
would fit their lifestyles. The local council placed a high priority on raising the skill levels of the

population and general resources in the area of adult learming were good.

However, over a period of ten vears, the skill levels of the population as a whole were not
improving. National data showed the area declining in terms of the take-up of adult education
opportunities including basic skills when measured against national averages. Qualification rates
for those leaving school were amongst the worst in the country and measures of basic skills levels
amongst the adult population again showed no improvement. A number of factors contributed to
this decline in adult learning. Unemployment was rising and there was a significant year-on-year
increase in the numbers of people from ethnic minorities moving into the area. This influx was

matched by an almost equal movement of people to more prosperous environments elsewhere.

Some initial research had shown that local residents did not consider that they needed to
improve their basic skills — they were far more concerned with improving other skills that they felt
would make them more employable. There was a general perception that they had the
underpinning knowledge and skills to undertake skills training at quite a high level. This perception
was not matched in practice; a large proportion commenced programmes of vocational training
only to find that they were unable to cope with the requirements of the course. Often their
response was to drop out. Research undertaken within the college showed that those at risk of
dropping out often rejected the offer of support to improve their basic skills levels, preferring to

shift their emphasis to different forms of vocational skills training.

Response

The local authority, the college and the economic development unit (EDU) agreed to work
together to consider in more detail the reasons for identified needs not matching demand. A
joint community skills audit was agreed and the college was commissioned to undertake the
research, using the resources of the authority and the EDU to support the activity. The purpose
of the audit was to improve the knowledge and understanding of the council, the college and the
EDU of the local population’s perception of leaming and the acquisition of new skills. By
identifying the barriers to the take-up of basic skills provision, providers would be more able to

match identified need to demand.
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The skills audit

The idea of a skills audit was not new. Other agencies, both locally and nationally, had carried out
similar activity. There were however some distinctive elements to this skills audit, both in its

philosophy and implementation. These were as follows:

* the interviews were carried out by the college’s community liaison tutors and a private survey
organisation working together. This meant that the information gained was from a voluntary

and personal basis and outside the context of any training scheme/interview

* the community liaison team had members who were able to conduct interviews in the

respondent’s own language

*  the category ‘unemployed’ included the ‘unwaged’ (excluding those over 65). This had
particular significance for women, many of whom could not be registered as unemployed

because of their marital status or child-care responsibilities

* the depth of questioning and resulting information was much greater than previous general
skills audits

* the questionnaire was based on a broad definition of skills and was designed to draw out

people's perception of their work-related skills and domestic/leisure skills

*  the basic philosophy of the audit was to focus on the needs of the most disadvantaged
residents and to look at how the current provision of training, education, advice and

counselling and economic development could be tailored to those needs.

Summary of key findings in relation to basic skills

The audit identified common perceptions across a large proportion of the respondents. The
initial premise considered by the council, the college and the EDU proved to be supported by the
respondents.

* alarge proportion identified their basic skills to be in need of improvement, though few
would consider following a programme of study that only sought to improve their basic skills.
There was a general belief that their basic skills would automatically improve if

they followed any vocational or other programme.
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Example | (continued)

* many saw a stigma attached to basic skills provision and identified such provision as being for
people who had difficulty with learning. Generally, respondents did not identify themselves as
having difficulty with learning. They did identify themselves as lacking in vocational skills but
did not link this weakness to a weakness with basic skills

* in relation to employment, a significantly large proportion saw their lack of IT skills as being a
greater barrier than a lack of basic skills

* most respondents were aware of the adult education opportunities available to them. A
number had participated or were participating in some form of learning experience. Of
these, the majority had selected programmes they considered to be ‘vocational’ rather than
general.

*  when asked how they would acquire the skills necessary for ‘work’, the majority indicated that
this would take place through on-the-job experience. Both the employed and the
unemployed believed that training took place once they had secured employment, not
before. Those who were employed were able to give examples of the type and range of

training they received. None identified basic skills training.

Recommendations
Following the production of the skills audit, the local partnership considered the findings and set

out a list of recommendations. These (in summary) are as follows:

*  to review current provision and to consider the emphasis given to particular sessions. Rather
than promoting discrete basic skills provision, to promote the link between basic skills and the
skills required for work, and the relationship between vocational access provision and the

delivery of basic skills provision
*  to provide a new portfolio of provision which focuses on combining the following:
— work-related skills
— T skills
— basic skills

— language skills.
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* to combine existing resources, particularly between the authority and the college and to
develop a single agency within the borough for the development and promotion of basic skills
provision. In particular, to combine resources in order to provide fewer but better resourced
access points. To concentrate on giving access points a work related and professional image.
In addition, to streamline advice and guidance services across the borough in order to

promote a single basic skills strategy.

Each member of the partnership had made a commitment to translating the recommendations
into action within their own organisation. The partnership would continue to meet to monitor
the implementation of the recommendations and, over a period of time, to measure their

effectiveness.

Outcome

The partnership adopted the recommendations with the result that the basic skills provision of
the local authority and the college merged and were jointly managed by a basic skills management

group. The operation of the merged service became the responsibility of the college.

At the time of the audit, basic skills provision was offered in over 60 venues throughout the
borough. This has been reduced to just over 30 with eight venues providing major resource
facilities. The major venues are combined with job clubs, the adult guidance network and in some

instances business development services.

The range and amount of IT training has expanded considerably. It is recognised that the demand
for IT provision has not been driven by the identified basic skills needs of students. However, the

basic skills team uses IT training as a means of introducing and developing basic skills.

A range of basic skills provision is offered on employers’ premises and a variety of schemes has
been developed with employers to promote the development of generic workskills including

basic skills.
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Basic Skills Quality Initiative  Thjs example details how one college conducted a survey into the educational needs

on a local housing estate.

Education as regeneration

The area comprises 600 properties, built in the late 1960s/early 1970s. It is a traditional white,
working class housing estate, with severe economic, social and environmental difficulties. There

are high levels of local disaffection and high unemployment.

The main activities of one of the residents’ associations have been to encourage local people to
get involved in improving the estate and in building relations with service providers, including the

council and the police.

The college worked closely with the council's area co-ordinator (local development worker) and
two local residents’ groups, who felt that education was a key feature of the regeneration of the
area. There were also concerns about the lack of educational opportunities in the area, and the

lack of parental involvement in their children’s education.

Funding was obtained for a survey and questionnaire, to be distributed by local residents to
schools, community centres, local shops and houses on the estate. Volunteers were recruited
from amongst the local community to devise, compile, conduct and analyse this survey. The

survey's purpose was to:

* involve local residents in conducting a survey into educational needs on a housing estate with

high levels of deprivation and a high proportion of long-term unemployed people

*  promote education in the community.

The college provided training for the volunteers: a 30-hour OCN-accredited course in
Conducting Surveys and Questionnaires. This accreditation was tailored to their specific needs
and characteristics. The college appointed a part-time worker to recruit and support volunteers,

deliver training, provide publicity and liase with local residents and organisations.

Formal liaison took the form of regular steering group meetings with residents and community
development workers, but much valuable work was done informally, at lunch clubs, mother and

toddler groups and the local summer Fun Day.

The range of local contacts used:

* city council * community groups’ admin. support worker

* local colleges ¢ local community development workers

* local head teachers of all schools * youth workers

¢ local community police * housing workers — sheltered accommodation
* community association * Lifelong Learning development officer.

¢ local newspaper

* local radio
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Basic Skills Quality Initiative

Partnership with community development workers, who shared the aim of empowering members
of the local community, helped to ensure that the learning process was owned and directed
locally. The use of flexible qualifications and the identification of relevant progression routes
helped to motivate students. The provision of childcare also involved local people, providing

them with experience and employment.

Local deprivation, neglect and the consequent despondency of local residents were identified as
key factors in the original bid for funding. This disaffection was acknowledged in the long-term

objective of the project: to encourage a greater educational culture in the local community.
The project really only scratched the surface of these deep-rooted problems. Yet there were
several promising indications of a growing confidence, community spirit and momentum:

* the recruitment of new members to the Residents’ Association during the project

* the growing confidence of Residents’ Association members (e.g. in local radio appearances)
*  two key members of the Residents' Association found work after the project

*  the tangible contribution which the project made to the local summer Fun Day

* the genuine sense of collaboration and good will amongst mothers and children in compiling

and distributing questionnaires together

* anew mother and toddler group has been started as a direct spin-off of the project’s
initiatives

* the keenness to undertake further training - in ‘committee-meeting skills/Residents’

Association Training’, which was provided as a direct follow-up.
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Basic Skills Quality Initiative  Pj|ot programmes suggested and planned for particular groups
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Prompt Questions for Element |

What is the degree of match between the level of basic skills needs
and the numbers participating in programmes of learning?

What are your priority areas for increasing participation?

To what extent have you collaborated with others to carry out
an analysis of the needs of priority groups or localities?
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Element 2: Collaborative Working

Basic skills specialists often work with a wide

range of organisations such as:

*  service providers, for example, health, social

services, careers or library services
¢ other council departments such as housing

* educational organisations such as colleges,

LEAs or schools
*  voluntary organisations
* housing associations
* employment agencies
*  employers
* organisations involved in regeneration

projects.

This joint work may take the form of a formal
partnership or may be a fairly loose
collaborative arrangement. Effective working
together, however, requires that there should
be clearly planned outcomes for the
learners/clients and that the basic skills provider
should ensure that the planned basic skills
outcomes from the collaboration are clearly
stated. The participants also need to be clear
about their roles and responsibilities and about
how the partnership or collaborative

arrangement is to be resourced and reviewed.

The provision of basic skills through partnerships
with other local groups and organisations is
more likely to be effective if the basic skills
provider develops a strategy with clear criteria
about the range and type of partners with which
it wishes to work. Effective partnerships also
need to have a clear purpose and agreement
about the roles of participants and the basic

skills outcomes for the learners.

One provider notes that the strongest
partnerships are ‘those where we work with

agencies which are operating in a different field

to us, for example, housing, but which share
similar goals, such as the promotion of social
well being and economic independence and
which share with us a clear view of the benefits

of joint working'.

Another identifies the following principles for

effective collaboration:

* joint needs analysis, planning of the

programme and marketing

*  clear management structures with

identified roles and responsibilities

*  good lead-in time for staff to liaise and to

meet prospective leamers

¢ joint staff development

* regular review and sharing of good
practice

* readiness and ability to respond quickly

and appropriately to emerging needs.
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Example |

The flowchart below shows a typical sequence of events in the joint development of

provision, in this case for adults with mental health difficulties.

Working in partnership — a typical example

Background

>

Through college liaison with social services & the health authority, a
need for basic skills provision within a mental health setting was
identified. The setting was a day centre for people recovering/coping
with mental health difficulties.

\]

July 1998

Lo

Need was identified at the centre by working with prospective
students to establish what they were interested in. After needs
identification and liaison with day centre staff, it was decided a literacy

workshop would be based at the centre from September 1998.

Y

June 1999

September 1998 -

Learners worked at their own pace and individual level. The
workshop started and finished at a set time, but students could have

‘time out’ if needed.

Y

July 1999

-

Initial discussions took place between college and day centre staff
regarding the possibility of learers progressing to mainstream college
courses. The outcome of the discussions was a taster session for
those interested in progressing. Due to the success of this taster

session, it was decided the whole group would move into college.

Y

September -
December 1999

Learners were helped to make the move into college. For example,
they were given guidance regarding time management and travel.
Most of the group made the transition successfully and continued to

achieve.

Y

The literacy workshop at the day centre continued for those not

ready to move to the college.

A

December 1999

onwards

Due to the success of this provision, three more groups have now
moved into college. The workshop at the day centre continues, with
additional opportunities for students to gain/improve IT and

numeracy skills, and to work in groups as well as individually.
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Basic Skills Quality Initiative Thjs example shows how a family numeracy project running in inner-city primary

schools was established.

Family numeracy project

This project was designed to consolidate, integrate and extend delivery of numeracy to parents.
The project was a partnership between:

* the adult education service

e the school improvement service

*  participating schools

* the council education department early years division.

It was initiated by the basic skills curriculum manager. The target group was parents of children
aged 3 to 5, selected and invited by the school. The schools approached the learners because
they had most knowledge of parents and children who could benefit. The school approached the
families of children with poor attainment in numeracy. A workshop was arranged to stimulate
parents to work through numeracy activities with children and give them the opportunity to talk
to adult education staff and teachers from the schools. Parents were actively encouraged to join
the pilot course. The parents’ own numeracy skills varied; some had poor numeracy skills, others
felt that they needed to acquire the skills to support their child’'s numeracy.

An overview support group was established for the project comprising representatives from the
three LEA departments — Adult Education, Schools Improvement and Early Years. A working
group comprising staff from the school and tutors from the adult education service working on

the project was also established.
The support group identified the following strategies for success:

*  establish appropriate funding

*  select committed schools, with appropriate catchment, suitable accommodation and

enthusiastic staff
¢ arrange adequate administrative support

*  recognise that this has to be a whole school project with school heads, senior staff and

governors demonstrating commitment

*  ensure tutors are experienced and effective in delivering parent education and numeracy in

community settings
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arrange direct control of a budget by the steering group — easily accessible and responsive to

prioritised needs
build progression advice and mechanisms into the exit strategy
train staff in the systems for monitoring

build in adequate time for planning and evaluation by students and the delivery team.

The project had the following outcomes:

increased numeracy skills and interest in numeracy for parents and children
commitment to future learming

greater involvement by parents in their children’s education

greater confidence of parents in their children’s school

stronger links between the parent education curriculum and the basic skills curriculum within

the adult education organisation
a project which can be transferred to other schools

family learming can be extended after the project in the same venue with minimal expense.

Teachers found that it is more difficult to recruit parents whose own numeracy skills are poor.
The numeracy skills of the parent have to run ahead of the support they give to their child. This
is obvious to parents — ‘| can't teach him if | don't know it myself. Those recruiting have to be
very clear about the purpose of the course — or different components of the course — and their
target group. They need to be very explicit about this when advertising or approaching
prospective students. A course aimed at parents with poor numeracy skills has to be very
carefully structured so that the parent's learning leads the way and that the process of passing on
the skill to the children reinforces their leaming. If the sequence is wrong, the parent’s confidence

can be undermined.
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itiative Thjs example gives details of how a number of post-16 providers worked together to

provide summer schools.

Basic skills summer schools
The participating organisations in the basic skills summer schools were the adult education service,
three sixth form colleges and two general further education colleges.
Managers with responsibility for basic skills in the participating organisations came together and
identified those aspects of the project where co-operation would be particularly beneficial:
* accreditation
* advertising
* information distribution and gathering.

It was decided that the summer school would have two strands — youth and adult. The youth
strand would involve two organisations and the adult strand five. Having reached a decision to

work in partnership, the organisations involved decided to appoint jointly funded co-ordinators.

The main priority at the outset was advertising the summer school to establish and publicise each
organisation’s interpretation of the common theme ‘Test the Water' in a way which recognised
the strengths of each organisation within the co-operative nature of the project. Staffing and the
day-to-day running of provision at different venues were the responsibility of each of the

organisations involved.

Student evaluation forms from all centres were very positive. Some examples from end of course

evaluation follow:

‘I now feel ready to do GNVQ next year.

“The course was too short, but | have found it very valuable.

‘Going to visit the other centre to find out about training was good.

‘My children couldn't believe that I'd done my writing on the computer and even used the

Internet.
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All completing students had clear progression plans ranging from volunteering in community radio,
GCSE English, a cabinet-making course, a pre-nursing course and local employment with an
airport company to the extension of their basic skills programmes. Of the eleven students at one
centre, eight entered and successfully achieved basic skills accreditation a month after completing

the intensive course.

The project shows that factors affecting the success of the partnerships were:

*  committed, qualified staff who work well with counterparts in other organisations
*  fair and transparent financial arrangements

*  clear roles established for programme leaders, taking account of their skills and interests, in

the division of co-ordinating functions across the project

* alead practitioner/s to give hands-on practical advice to less experienced basic skills staff

across venues and to encourage an experimental approach

*  a shared explicit emphasis on basic skills acquisition linked to a clear framework for assessing

progress using imaginative, relevant contexts

* a general theme to bring the strands together and provide a way of manifesting this shared
interest, for example through a residential where students can share their leaming in practical
ways — presenting products, e.g. videos, news sheets, books, plays — giving students a goal and

a sense of achievement as well as extending learning (e.g. oral skills)

* local interpretation of the theme to allow different organisations to make the learning

experience relevant to their students

* arespect for the differences, a recognition of the similarities and an interest in the work of

partnership organisations, together with a willingness to maintain the link over time.
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Example 4

Many basic skills providers have been working with employers for several years to
develop basic skills programmes linked to the specific needs of their employees.
The following is from an Adult Education Service which describes one example of a

basic skills programme provided on an employer’s premises.

The adult education service has a specialised unit which delivers external training. The partnership

is between this unit and an interational company with a national network of outlets.

The unit was approached by the company to deliver basic skills sessions to their employees
because of the relative proximity of their headquarters and the profile of the unit in the
community. The learners were identified by the company. Managers had discovered that low
levels of literacy and numeracy made staff less effective. Staff needed basic literacy and numeracy
skills to complete tasks successfully. Staff training was not fully effective because of employees’
difficulties with literacy and numeracy. There were patterns of high absenteeism and high staff
tum-over. Staff needed to improve their basic skills to be able to benefit from health and safety

training and repair and maintenance training.

The project was endorsed at managerial and supervisory levels. Employees were actively
encouraged to participate. A basic skills course was set up on the company's premises taught by
adult education service tutors. The course was timed to coincide with shift changes to facilitate

attendance, and employees were allowed some time off work to attend.

The tutors concentrated particularly on the induction. This was crucial to establish the benefits of
basic skills support, stress the company’s support and establish individual needs particularly in the
light of vocational requirements. Packs of materials were produced. The course was delivered
for two hours per week over six months. The employers maintained an active interest in
employees’ progress. The employees felt valued by their employers; the company received the

Investors in People Award. The rate of staff turnover fell.

The partners found that the following factors contributed to the success of the
project:
* management commitment — the company identified the need and fully supported the training.

The practical benefits to the company were understood and accepted at management level.

* the tutors were able to tailor the course to meet the needs of the company and the

employees
* the course was delivered on the company’s premises in work time
* there was investment in the writing and production of quality materials
*  progression advice was built into the exit strategy for the course
*  there was joint planning and evaluation between the unit and the company

* the employees were consistently given feedback on their progress.
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Outcomes of the project

* the participants became more confident — self-esteem increased
* improved basic skills helped the workforce to be more productive

* the project demonstrated the success of workplace learning when management and workers

are committed to the project
* the leaming materials and model of working were transferable
* the employees felt valued. The company was awarded the Investors in People Award
+  staff turover fell

* the company was able to identify a cost saving as a result of improved productivity directly

attributable to the training

* awareness of levels of literacy and numeracy and related issues were raised within the
company

* some operatives achieved Entry Level awards in Wordpower and Numberpower

*  the company achieved a National Training Award.
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ality Initiative  Thjs example shows how a college set up a community development network in

W Example 5
:

partnership with other agencies.

Community development network

enable success'.

non-traditional learners who may fall within the following categories:

women returners
ethnic minority groups
working class males
black males

EFL/ESOL students
refugees

homeless people
people with mental health problems
ex-offenders

drug users

rural communities
single mothers

carers

disaffected youth.

school leavers have below-average levels of basic skills.

Criteria for selecting partner organisations

and business organisations.

The core purpose of the community development network is ‘actively working in partnership to

The focus of the work is to ‘widen participation” and ‘increase access' but also to engage with

Many of these non-traditional leamers have low levels of basic skills. Approximately 60% of

A range of general criteria will apply to all partners, together with specific criteria for community
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General criteria

A partner organisation should:

be able to demonstrate management competence, either real or potential, in finance, general

management and basic survival techniques

be able to demonstrate successful performance against quality standards, including an ability

to raise achievement

be able to provide satisfactory business references if required, both for the partner

organisation and ‘affiliated’ bodies

deliver provision which is relevant to the college's strategic priorities and expertise
be of sufficient critical mass to make their in-house administration effective

be the sole deliverer of the franchised provision, i.e. not sub-contracted

deliver provision within the college’s local recruitment area, subject to the outcomes of the
consultation to FEFC Circular 99/39.

Specific criteria

In addition, community partners should be able to demonstrate that:

their provision will widen participation to further education by giving access into communities

that are otherwise difficult for the college to reach
their provision will offer clear progression routes into mainstream college provision

the organisation is a ‘not for profit organisation’, preferably a registered charity.

In addition, business partners should be able to demonstrate:

the relevance of their provision to the local development agency strategy

the potential to enhance employer led curriculum development and employer liaison

opportunities

that students are continuing from previous vears, where appropriate.
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Basic Skills Quality Initiative

Example 5 (continued)

Setting priorities

Programmes are prioritised using the college’s standard criteria. Basic skills is a key criterion in this

process:

[. All programmes need to be FEFC fundable and have identified progression routes and/or lead

to employment and further training.

In some areas we are able to access other funds, such as European Social Funding (ESF) and
Single Regeneration Budget (SRB). These are crucial in helping to pay for beneficiary costs
such as travel, childcare and equipment. In some cases, the SRB funds can be used as

leverage to offset shortfall funding where the take-up of courses may be low.

2. Programmes must be accredited, or have as their objective progression to a course which

prepares students for entry to accredited courses.

3. The partner’s ability to resource the programme (i.e. contracting appropriate staff and
providing other relevant materials and equipment) is discussed. The programme proposal
form asks for ‘trainer’s qualifications’. It also asks for information on the experience
prospective tutors have of working with similar groups — e.g. their experience of working with

students with additional needs, basic skills needs, learing difficulties and disabilities, etc.

4. The college’s ability to assure the quality of the programme through one of its curriculum
areas is also paramount. The capacity of the partner organisation to deliver or engage in a

partnership with the college will dictate whether we work with them or not.

5. An organisation’s administrative and financial systems and their equipment should be
adequate. If not, the college will provide their own staff to deliver the programme and offer
the necessary support. We will also enable the group to build their capacity to manage the
systems and processes in the future. We shall also provide support with bids to access extra

funding — for example, for childcare and equipment.

6. If the programme is being delivered directly by the college, then staff employed by the college
will be selected with appropriate knowledge. The community development team has a bank

of community tutors who are deployed on a regular basis.

If the programme is a franchised programme, the organisation will use its own tutor. The
tutor must have the minimum City & Guilds Stage | Teacher Certificate, as well as training

and experience within the programme area.

Other essential attributes include: experience of delivering training in the community and to
that target group, awareness and understanding of cuftural and gender differences and

working within an equal opportunities framework.

All newly recruited staff are offered training in basic skills awareness and delivery.
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Example 5 (continued)

Basic Skills Quality Initiative

Key factors for prioritising primary basic skills provision

The following key factors are used to inform the decision-making process when requesting and
allocating resources; responding to requests for provision; planning and setting targets; writing

operating statements.

*  socio-economic data for the region — e.g. labour market information, demographic trends

*  Basic Skills Agency benchmark information on the scale of need in different areas of England
¢ government initiatives: Widening Participation; Inclusive Learning

*  funding and ‘altemative’ funding potential

*  market research

*  competition from other providers

* data from the college’s information services on viability of provision (enrolment, retention,

achievement)
*  college budget information
* the college’s audit of current provision — who we already provide for, and where
* the college mission
*  specific college policies, e.g. on Curriculum, Quality Assurance
* SWOT analysis — the college's strengths, weaknesses, opportunities and threats

* audit of available teaching staff — experience, skills, attitudes, etc. (gender, race, etc. needed to
match the targeted student group)

» analysis of student questionnaires

* initial assessment of prospective new learners

* adequacy of suitable venues, access for those with mobility difficulties
*  geographic distance for staff, students to travel

*  specialist resources needed for specific subject areas

* motivation of identified target student groups

¢ existing networks (communication, workplace, shared interests, shared leisure time, etc.)

within targeted student groups

*  achievement/progression opportunities for targeted student groups.
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Basic Skills Quality Initiative

Sample checklist
You need to check:

*  training accommodation

¢ training equipment

» access for people with mobility difficulties

¢ organisation policy and structure (please attach copy)
+ financial viability, i.e. organisation in existence over 3 years (please attach copy of accounts)
¢ equal opportunities policy (please attach)

*  health and safety procedures

* fire certificate (please attach copy)

*  public liability insurance (please attach copy)

* employer liability insurance (please attach copy)

*  childcare facilities

*  business references.

Issues of double funding

(This could come from ESF: FEFC: DTI: New Deal: Employment Services etc.)

¢ do they receive any FEFC funding from any other colleges?
* do trainees reside and work in the UK?

¢ are your target students employed?

* are all the students over 167

* is the training open?

Does the programme:

*  have a scheme of work?

*  have evidence of session planning?

*  have built-in diagnosis and assessment for basic skills/key skills?

*  have defined start and end dates, clear timetable and defined total hours commitment?
*  have clear strategies for evaluation of the programme and of teaching staff?

*  cater for students with a range of additional needs?

Does the organisation:

*  have Awarding Body validation?

* employ staff with relevant experience and qualifications in the teaching of basic skills?

* employ staff with relevant experience and qualifications in terms of the specific nature and

characteristics of the client group?
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=1 PPN Prompt Questions for Element 2
> PtQ

Basic Skills Quality Initiative

What criteria do you use to identify appropriate partners
for your work?
|
How effective are you in the way you manage these partnerships,
from initial contact to the monitoring and review of provision?
|
To what extent is partnership provision subject to the same

scrutiny and quality processes as other curriculum areas?
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Element 3: Reaching the ‘Hard-to-reach’

3

Basic Skills Quality Initiative

One of the government’s priorities is to reach
those who are excluded from participation in
society, those held willingly or unwillingly in lives
of underachievement or low expectations, and
in a cycle of unemployment or low paid
insecure work with little opportunity to break

free.

All basic skills providers share the objective of
reaching out to these individuals and groups, and
giving them the skills, attitudes and
understanding which they need to break out of
the cycles of deprivation in which they find
themselves, for whatever reason. Providers are
involved in developing a host of innovative
strategies and initiatives for breaking down
barriers to reach the socially excluded, and
offering significant and attractive development
opportunities for those who wish to learn.
Many of these imaginative approaches are
described in other parts of this unit. Here,
examples are taken from initiatives specifically
designed for those who are at risk or who are

particularly hard to reach.

Example |

This example gives details of some of the
strategies developed by the ‘adult college’ one
provider has set up to reach adult learners who
are not recruited through existing recruitment

strategies.
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Basic Skll!s Quality Initiative

.Examplel(contlhued)

VMarketing and recruitment for the adult college - - - - |-

Because it is known that many unemployed or low-paid adults who might benefit from education” | -
and trammg do not readily take up existing opportunities because of low levels of basic-skills, one- | -
of the key remits of the adult college is to prowde a range of leaming opportunities which aim to- | -

improve basic skills levels and facilitate progressmn onto vocational/educational courses. | .

During the first term of ooeratiOh the follovving roles have emerged for the adult college-in - - - | -

devéloping provision for basic skills learners:

to develop through action research vv|th parther organisations in the community a model for- - -

* identifying the education and trammg reqwremehts of potermal learners who would not
- choose to come to college, but who can be identified as missing out on sooal and
- employment opportunities due to lack of confidence, low self- esteem, poor basm s|<|||s

 poverty and.prior negative experience-or failure in“education

_ to secure the resources for and deliver provision in outreach and college centres, which
~ respond to the needs of this target group - o '

~ to develop provision which reaches learmers where they are, and which énables effective |

Iearnihg in contexts which are motivating and comfortable for people for whom the idea of |

education is de motwatmg and not initially attractive.. This might mean-addressing basic skills -

" issues around an informal sports programme, health and basic education issues.around a -
" cookery programme, basic and IT skills in the mformal atmosphere of the pub or ESOL issues | -
- around a sewing skills course for refugee women Whose urgeht heed is to make clothes and

. curtains -

- to have an impact on generdl college curriculum planmng and dehvery for basm s|<|||s Ieamers
_ in.orderto further develop the college’s responsiveness to learners most vulherable to fa||ure

~ because of poor. basic skills. -

Methods and examples of innovative rhrarrketing and recruitment |

The adult college is a hewrrharketihg' and recruitment strategy which enables time and specialist . .| -

resources to be targeted towards reachihg'oot'to oeoole with basic skills needs in the places |

where they actually are. ratherthan recriitment stratesies which require ;them 1o come 1o the

collece
Sl

The strategy which is currently being developed is a responsive strategy, which sees the concerns

of local people as the starting point for the analysis of educational needs.
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Example | (continued)

= | fram—

Basic Skills Quality Initiative

Since people tend to go to community organisations which can offer them advice, help and
resources, it makes sense for the adult college to go to these organisations and jointly identify
with them and their users, how educational resources can help in the short and longer term.

Examples are as follows:

« working with the local Refugee Network, the adult college identified a group of newly-arrived
Somali women asylum-seekers. Rather than assuming that they would want ESOL classes, we
asked them what they would like to do. They said they would like to learm basic sewing skills,
with donated fabrics, so that they could make summer clothes and curtains for their
temporary accommodation, which they would not be able to afford to buy but which are
basic essentials before being able to focus on what to do next. The resultant educational
programme provides the sewing skills and donated fabrics, with language support and advice

and guidance built in so that each woman can plan her next educational step with the college

* alocal housing association had an idea that some of their tenants would be highly motivated
by an internet connection and through learning some basic computer skills, together with
basic skills tailored to their requirements. As non-educationalists, they were unsure as to how
to make this into a viable leaming opportunity. The adult college was able to help them plan
a flexible learning programme, which is now being taken up not only by younger unemployed
and disaffected adults but also by older leamers for whom lack of basic skills had contributed

to a lifetime of feeling excluded

*  a hostel for homeless and displaced people wanted an educational programme which they
could build around their highly popular sports coaching/motivational programme. The adult
college helped plan and deliver a basic skills/study skills/ESOL workshop programme which all

participants on the sports programme are encouraged to attend

* two women with strong feelings about the need to offer opportunities for people to leam
literacy skills in the community negotiated the free use of the local church hall. They then
approached the adult college to see if they could get some curriculum support and a
whiteboard. Their original intention was to run the group on a voluntary basis. [t is now
likely that the adult college will fund the group, provide the quality control and curriculum
support but will very much benefit from the fact that the group has arisen organically out of a
community-defined need. From this position it is intended to build in some discussion about

progression opportunities for learners, perhaps to more advanced basic skills provision initially.

The common denominator in these few examples from the range of marketing and recruitment
activities undertaken by the adult college in its first term is flexibility and responsiveness to
community-identified need. With clear and flexible progression targets in mind, the greatest
challenge is in finding ways to fund the flexibility of delivery which is frequently essential with
these target groups of excluded leamers for whom poor basic skills make formal learning difficult

and often slow.
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Basic Skills Quality Initiative

Example | (continued)

Principles underlying effective partnership provision

In order-to ensure the effectiveness of partnership planning-and delivery, the following principles

need to be observed:

¢~ partnerships need to contain development opportunities for all-the organisations involved
(the housing association benefited from the educational expertise of the adult college, and the
adult college benefited from the housing association's skill and experience in working with the

community)

- - franchised"partnerships frequently do not cover the costs of outreach work with learners who |
- have basic skills needs-and- may be’ disaffected.” With these térge{ greubs; tybicelly only 20 or

_ 30% of the people contacted informally will achieve measurable educational outcomes or o

~ progress immediately in that funding year. - The adult college is currently developing models of |

partnership in the form of service level agreements, which depart from-the-franchise model. = | -

" These will devolve the responsibility of the employer: to the partnership organisation,-fund the -| -

" work at the level it needs to be funded in order o enable progression and progress,.and. - - | -

* leave responisibility for curriculum planmng management and dehvery with the college | .

* * partnerships with community orgamsaﬂons need to be clear and flexible. Educational . = . |-

- outreach work is labour-intensive and it can take some time before speofc educational |

_ courses develop-from it. Senior managers need to understand this
+ . flexibility and clarity about the objectives of each partner -
+ . putting leamers needs first and asking not telling R
-riistening'"'"""'”'”””””H
+ - assuming that ariything is possible even if the fUndihgrrﬁe;throdolrogyrdroes eet}rﬁmediately 1

- allow the kind-of provision which is required for this group S
s saying-no clearly-when something is not possible, and going on to find the ne><t best solutlon

+ . formal service=level agreements specifying responsibility for cumculum momtormg evaluation,
_ advice and guidance; health and safety and employers' liability - '
* . using every opportunity to educate and be educated about the |mpact ‘that the Iack of ba5|c

~ skills has on the lives of people. -
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Example 2 ZZ | N PN
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In this example a project was set up involving a college and a school to provide Basic Skills Quality Initiative

alternative education for those who have rejected school or been rejected by it.

The project was set up in 1972 as a free school offering alternative education for those who have
rejected school or been rejected by it. The project has charitable status and is funded from a
variety of sources including the local education authority. Operating out of a terraced house it

offers school-based support at Key Stage 2 and discrete provision at Key Stage 4.

The College Transition Programme was established some five years ago and is a key part of KS4.
The students work on basic and key skills, vocational tasters, self-awareness and confidence, as
well as building up a portfolio for awards and undertaking work experience. By year || students
are spending 40% of their time in college, 40% on work experience and 20% at the project

concentrating on the planning, review and management of this experience.

The year |0 programme has 2 main objectives:

* to offer access to a full-time curriculum for young people who have moved out of

mainstream education at a crucial time in their lives
* to provide young people with the skills and knowledge necessary for adult life.

The students in year 10 are based at the project's premises and are offered a core curriculum as
well as embarking on the Youth Award Scheme. The programme is delivered by the project staff.
However, during the final term, the young people are gradually introduced to the college

environment in order to facilitate transition to the year | | programme.

An important element of the year | | programme is to ensure that each student has a coherent
package of leaming across the week together with continuity of support. The project provides a
full-time co-ordinator who manages the programme and supports the students throughout the

week. She spends 20% of her time working with students on an individual basis, 40% supporting

the group at college and 40% monitoring work experience placements.

While college staff manage and deliver basic and key skills awards, the project co-ordinator
reviews work with individual students and sets new targets. She also manages the Youth Award

Scheme and the final production of a Record of Achievement.

The students have full access to all college services and educational guidance interviews are
arranged for individual students to help them plan their progression. The students achieve at a
range of levels. The joint programme has been running for five years and progression into further

education continues to improve.
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P Prompt Questions for Element 3
Qlt Pt Q

Basic Skills Quality Initiative

Which are the ‘hard-to-reach’ groups in your locality?
How do you know!?

What approaches are you using/have you used to try to reach them?

How effective have you been in tackling issues of social exclusion?
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Element |: Learning Resources
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Basic Skills Quality Initiative

The management of learning resources is a key
element in their effectiveness. It is important for
providers to ensure that both teachers and
learners have easy access to the resources they
need. The easier the access for teachers and
the wider the range of formats and levels, then
the more likely it is that they will be able to
select materials that reflect the needs,
capabilities and interests of their students.
Similarly, good practice indicates that it is
important for students themselves to have
independent access to a broad range of
materials, so that they can select what they need
and, more importantly, so that they can develop

or use their skills to learn on their own.

Examples of different approaches to managing
resources follow, reflecting the very different
environments in which the providers are

working.

UNIT ASPECT PAGE 457‘



Basic Skll!s Quality Initiative

Example I

One college has takena strategic decision to invest heawly in ICT to prowde an
effective and high-technology learning environment for all studenftsi Thishashada =

positive impact on the provision of basic skils and key skils.

THeVIC'T-sfrétegyr links d@d& gtortrweCollege's ‘Strategic Plan 2000 —2002' through such- - - - - | -
Strategies identified in the plan'as:
. Viden;tif}/ihgrarw ex;cernsrive Iedrdiné Varearferrbasirc skills and key skills provision - . - - . - - - - - -
. Ven'surihgr that é deW Vur]itrsedrcdrriculdm framework is in place to provide.breadth and depth - | -

"~ opportunities for all leamers o S
. éppeihtihg C'h'arﬁpriorns-trwreurgﬁodtrtrwecrollege and implementing other changes that are - - - | -

" needed to ensure that the strategy penetrates all curr|cu|um areas

* ~ widening participation in Iearnmg and i improving the quahty of leaming as a direct

- consequenice of increased use of ICT in curriculum dehvery

* - developing a variety of Iearnmg opportumtles to match the needs ofa W|de dlversrty of .
- potential students -
» - developing innovative partnerships that break down barriers to Iearnirngr dnd enedurage ]
. disaffected and non-traditional leamers to participate o
+  identifying-minimum-standards of appearance and function of all Ireérhin-g Vzornes,r ar1d rrnartcrhirwgr 7
~ spaces to the specific type of learning strategy being employed =~~~ ]
The ICT Strategy is consistent with, and enhances, the College’s "LearnerrProrgresrsidnrPelircyr' dfr N

providing a ‘broad and.flexible -curriculum, which-offers progressive pathways for individuals to

achievetheirfullpotential'.,,,,,,,,,,ﬂ-~"""""""""”"'

Electronic methods of delivery-are viewed as an addition to other Iearmng resources such as
textbooks, course notes and.study-guides. - o

All learners will complete an-online Learnirig Styles Questionnaire as a 'plénhir’wgrtool for use by
learner and mentor when negotiating an ‘Individual Learning Plan (ILP). ~~ =~ 7

Flexible learning packages will be’ developed to allow students to ta|<e control of thelr own

learning..
The ‘use-of assistive technology will be monitored and recorded as part ofthe Colleges N
commitment to inclusive leaming. o

Tl ool ol AT o RPN PN
=
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PrOCEdUres and the student handbook, and advanced features of Office 2000are used i some

areas of the College to produce gapped handouts, etc.

Lecture notes and assignment outlines are currently accessible via the college intranet, and
Learning and Resource Centre staff can ‘bookmark’ and catalogue appropriate websites that

students and staff use regularly for research.
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Example | (cohtir{uﬁedj

‘Basic Skills Quality Initiative

| ‘Al staff are ‘encouraged to ensure that the curriculum on offer is free from racial or sexual
| fstereotypihg and prejudice and shall seel< to |nﬂuence exterrial bodies to prowde syllabuses

: gexamihations ahd other materials equall\/ free from such preJudices

;The College sees the enrichment of traditional delivery methods through the use of mult]media

‘nterret—tieht-pre ;' i oAl Al el o ] P
LLILE 1 I I g oy 5 }.} UJ COoTTarta CICLLI A2l II\_ VVIIILCL}UG.I s as CL Illsll lJI I\JI TCYy Cl.l T

-‘Multimedia- Theatres’.in the following areas:

e o] b Ao £
HtEehaSto—Ge CIU}J I\Jul

oo -Key Skills-Centre - - -
"o~ -Optimum Centre - - . .~ . .
“e° "Technology - - - -
“e° “Artand Design: - - - - - - .
‘Al tutors will 'be trained on-the use of interactive whiteboards by April 2001, and ‘usage targets'i o
“will-be set for curriculum areas. . N
‘Strategic objectives: ~ - - - - - - - -
- o exploit ILT to incréase participation rates among -members-of groups who are under- 1
"~ represented in post- 16 provision by an agreed percentage by July 2002 S -
*to provide remote access to materials and online resources to part-time students, adult N
“retumers-and workplace students.in Small to Medium Enterprises (SMEs) by SeptemberZVOOilr -
“*° “to exploit ICT to-increase student retention and achievement among such grouosibi/ aihr |
-agreed percentage by July 2002 S S
“+- -to use ICT to create a flexible, learner-centred and learher—suooorte—dicorricrulimﬁ7 -
"+ ~to provide new opportunities to leam in new ways and times thal sluoenls want |

"¢ -to provide opportunities for staff to design and deliver courses Which match the reqwrements T

- of students.

-Management of this strategy is, in part, overseen by an ICT curriculum group lt has the followmg

-terms of reference:

-+ -to prioritise curriculum areas for ICT development

‘| *** -to consider and plan the introduction and use of electronic learning materials into curriculum '

- delivery together with support policies and strategies

-*. .to give priority to developing on-line Iearmng materials as a means of supportmg leaming,

__Wwidening partiopatiori arid ehhancmg the learmrig experience
_*. _to develop large, ﬂe><|ble study centres with extended opening hours and access to T
.| .+ to develop networking to the communlty and the Workplace

.. toincrease participation through ICT

_*. toinvolve Learning Directors in developihg retention and achieverment strategies for ICT. ~ = | - -
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Basic Skll!s Quality Initiative

Example I (continued)

Staff development

The College. understands that trained staff are essential to the design and .creation of materials,
the quality control and-evaluation of materials, and the assessment of student progress and the

support of learning.

The College will therefore seek accreditation-for-the ‘Professional Certificate in ICT for Teachers'

and this programme will-be delivered throughout the college on a modular basis .by September
2000,

The approved teachlng team vv||| dehver the quahfca*uon in the frst instance to.the.ICT. . . . . - -

programme across Coflege. = = =~ =~

Speecific objectivés for trammg are: o S
<ol teachmg staff vvorl<mg towards a profe55|or1a| ICT quahfcaﬂon by July 2002 .
« all staffto partmpate electromcally in thelr personal development by July 2002 -

<l management adm|n|strat|ve and support staff to have appropriate.ICT: skills training by = = - -
o ]u[y 2002 o

Champions.  The ICT Champlons W||| subsequently be added to the teachmg team to deliver the. | -
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ASPECT NI 3 |




Example2 . =
—

“Basic Skills Quality Initiative "

“The riext example is provision made ,fin,ajafg,e,f o I

~urban, further education college which has set =

“upan éxﬁteﬁsjve resource: bank for hfofme—; S -
prirordrtjc:ed and corénfrrwerc;iélly—é\f/éilébié materials, ' T

with an appropriate méhégérﬁeht's‘tirtjfctur*éﬁahdf'E SR R
“the necessary administrative support.” The - = =~ - -

" college”has provided two flow é:har‘t;s,é one © -

“illustrating the Wa}/jlt rpurlls together its matehals,' ] 7' ] 77
- into a resource bank, managed by a learning
_ facilitator with the support of a clerical ofﬂcerl -
~ The second flowchart shows the -pl;oﬁ:e'ss'a' B
learner follows in order to access the IT-based” =~~~ -~~~ - -
" materials independently. “The final extract shows - -
" the resource catalogue: its structure and sample . . = . .

pages. . - - - - -
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Basic SkI”S QUZ'EE}‘ Initiative A Co”ege resource bank

.Examplel@rm‘rlmlpd\':“_

HOME-PRODUCED
RESOURCES
(largely paper based)

" developed by = developedby - - - v - - R

individual course teams
tutors i

_ in liaison with learning facilitator .
" and to clerical support officer for
the typing and layout Dot

originalcopiesonharddriveand Sosososorozozoooonolononoss R

" discs, cross-referenced to list of
Key Resources

team co-ordinator/facilitator————

COMMERCIALLY-PRODUCED
RESOURCES
(publishers, other providers)

books, cassettes, worksheets

CDROMs etc.  (photocopied where - -
permissible) 1

7 T’rorrstorage and retrieval using agreed
storage system and locations

original copy held securely

open-ended magazine file boxes for
racks for books, worksheets
magazines, etc

checked by facilitator on regular basis

~_ checked infout by resource bank staff ___

safe storage system for high
value equipment, eg laptops,
cassettes, CDROMs

formal review by team co-ordinator/facilitatoron - - - - - -~~~ 7
annual basis in line with views of teachers/users

up-dating, re-vamping or discarding
or developing of new materials
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Example 2 (cohtiné@edj

2

framns -
K

Student access to ICT-based materials in the open learning workshop. Tutor support is ‘Basic Skills Quality Iniciative
available at all times. S :

Student enters S
Swipes student card through open ~° - | Enters name in student log-in book
leaming workshop system to log in |~ © - - - -

e o L - - - ii - - - - - N

Collects or brings own work folder

Collects relevant work book

Logs on the computer system
using personal student number and

password
Opens up and continues | Downloads work from . .
. _| Begins new section of work
with work already begun database o

Prints and saves work as necessary

Saves work and closes package or
begins new programme

Exits from software packages and
logs off computer system

Returns workbook and/or folder
as necessary

Swipes student card throughn OL | =~ Signs out of log in book
system to log out
Student exits
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P Example 2 (continued)

Mnat——

Basic Skills Quality Initiative Extract from resource catalogue

H
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Example 3

“Basic Skills Quality Initiative "

fThls shovvs the approach adopted by an adult educa‘uon ser\/lce lh geheral terms the Iarger the - ' 1 S

{prowder and-the. more. centrahsed the prOV|S|on the more extensrve and var|ed the resource bahl< ittt SR
,;IS able o establlsh and mamtam But smaller or-more- dlspersed prowders also fnd ways of -

rfsupportmg prOV|s|on The example shows how one adult educat|0h service supports Jts vvork NS o ,E

ioutlylng centres ahd rewevvs |ts resources S

B l\’lany tutors teachmg one or tvvo hour sess10hs a- Week ina commumty centre or school may- have

Every little in the way of resources or storage facilitiés.” For this reason; the following: materials have o

been suggested as suitable for a basic skills tutor box. They have been chosen because they are o
" available, authentic, cheap, up-to-date and not too heavy to carry. They also all meet the criteria for

" such resources-in that they-are: adult, accessible and appropriate.

‘Basic skills tutor box T
‘Literacy: -
1. .amap of the area ahd further afeld
examples of formal and informal letters
a range of forms at different levels of complexity = - -
‘acalendarordiary -0 - - - -

‘local bus ortrain timetables- - . . . . .

2

3

4

5

- 6. -arecent copy.of a newspaper S
7.. a couple of magazines and/or catalogues
8. photographs or postcardsr I
9 récipés""""""

0. amenufromatakeaway =~ - - -~ - - - -

|.” “sets of instructions - - - -

-12.- -brochures on DIY, healthy living, etc.

|- 13.. ‘What's On? (tourist or TV im"ormation)

14 dlctlorlarles—at least two different types' -
I5. a selection ofgraded readers - o

6. information about accreditation -

170 set 'of'social'sighs; R

NumETacy

‘a numbersquare -

ametric conversion-chart. . . .

‘basic kit — ruler, pencils, pens

basic metr|c equment - thermometer measurlhg Jug stopwatch
couple of calculators

hole puhch, stapler -

‘squared paper © "~ - - - - -

clock- - - - - - -

#D_oé.\l.mfw}s;up.—‘

realmoney. .
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PPN Example 3 (continued)

Basic Skills Quality Initiative

In“a typical literacy or numeracy session, approprlate Iearnlng resources are set out at individual.

computer workstations situated along two walls of the room or drawn into the central area/s
the storage and display. cupboards, shelves of boxes.” They“also bring in their. own materials from

for students to. borrow. Resources that can be borrowed are signed-in and out in a book kept

for this purpose and clearly marked. Materials that cannot be borrowed are labelled - ‘For-

reTerence Oﬂly or rlease |eave Iﬂ tne |earn|ng centre

resources are clearly d|sp|ayed to catch the eyes both of learners and teachers.: At-one ceritre,’

tried before of riot used recently Th|s is d|splayed prom|nently at the side of the room.

Add|t|ona| equlprnent or resources are ava|Iab|e on request from. the-main base. :Standard -
equ|pment and resources are transported to communlty sites in one of the. minibuses by a -
driver/support worker. This includes Iaptop cornputers pr|nters and wor|<bool<s _Resources are .
transported and stored in boxes for opeh access to learners. Additional resources can be ]
ordered-on a proforma by:the ‘tutor in‘advance and can be’ delivered if requ|red These resources
would.include scanner; digital camera, whiteboard, overhéad projector, video, etc. Support is

av_a||ab|e7from the subject area.for specialist equipment, practice exam papeérs or resources.

Checklist for monitoring and i lmprovmg resource5° 7 o o
> © at'the‘régular group tutor nneetlngs basic skills tutors are |nV|ted to ||st any new Iearnmg

- - materials they have feviewed which they would lie to use with the|r students

* - newly-acquired learing resources are fisted in seasonal newsletters orculated to aII tutors |
. . working-for the organisation; At subséquent meetings new resources are shared and

. evaluated,.and their possible:uses discussed. - New ‘materials are also exhibited at volunteer

FESOUI"CGS

. specn‘c resources wh|ch ‘may be needed.to support individual students-are-noted by tutors

: I — | onendofterm reports

© when \/|S|t|ng groups out in the comrnumty basic skills advisers are tald about lost or-old-
" resources which need replaong, these are noted on the checklist for visits.  Area managers.
- also"have a section on their quality checklist which asks about the appropriateness of |

. resources for the level and rieeds of the learners

s - regular audits take place on a geographical basis in ‘order to |<eep track of where resources
_ are and if they need replacing.” Materials and equipment that are felt to be out- of date or of

~ poor quality_are regularly discarded. -

where: students work at banks of tables. Students are encouraged to-choose for themselves from | .

home, e.g. specialist magazines or leaflets. Graded readers, audiocassettes and videos are available

AII baS|c sk|I|s teachers have l<eys to their local centres where learning resources are held” New ~ |

teachers' attention is drawn to a ‘Resource of the Month', which may. be something they have not - -

 tutor meetings. Review sheets are used by both tutors and studerits to comment on new |
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Prompt Questions for Element | =" [
Pt Q B »ﬂ“‘“’ll

Basic Skills Quality Initiative

How do you ensure that your resources are effectively
catalogued and stored?

How do you provide easy access to them?

What is your process for reviewing and improving resources?

What criteria do you use to evaluate the effectiveness
of your resources!?
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Basic Skll!s Quality Initiative

EIement 2 Staffmg

Staffing in colleges

The mpor‘tance of approprlately quahfed ahd experlenced staff in thls area of Wor|< has not always

been recogmsed in the past and many prowders have had to ta|<e consoous steps to put th|s r|ght

Example I

The staffng issues one college fa,ced in  its basm sl<|Hs pro\/|5|on are shown below together vv|th the
strateg|es it adopted to deal thh them o IR : o :

Strategy for staff' ing baS|c sk|IIs

Nationally, and in this college, the area of basic skills has suffered for many years from being
viewed as a Cinderella service. It was at the back of the queue for the allocation of rooms,
equipment and staff. We have all faced the dilemma of being asked to use staff from other areas
who needed hours to fill up their timetables. In addition, part-time staff in basic skills
automatically received the lowest hourly rate of pay, in line with a banding system, which paid
according to the level being taught. This sent both explicit and implicit messages to those
working in the sector about the status given to basic skills work. Basic skills is coming in from the
cold nationally, as the number of government-backed initiatives shows, but it takes a long time to
overcome established views. It needed a strategic and proactive commitment from management

for that to happen.

The decision was taken that we would only employ staff as basic skills teachers if they already had
a relevant specialist qualification or were willing to be trained. This requirement applied equally
to staff from other curriculum areas. The college also took the decision that only one part-time

rate would be paid, so staff were paid the same rate whichever curriculum area they taught in.

The college built a team with a wide range of skills and expertise, to match the needs of a diverse
range of learers. In addition, the college set out to create a team that had the characteristics

needed to promote:

¢ acohesive, professional team

* an ability and a willingness to accept a variety of roles within the team

e empathy for the learners they would be working with

¢ an informal approach, but backed by rigorous procedures

* interest and willingness to explore new avenues and share experiences

°  an expectation of continued staff development

+ ownership of and commitment to the continuing evolution of the strategy.

Teaching staff who are not primarily basic skills specialists are still expected to have at least
threshold qualifications in basic skills. Specialist staff are expected to have an academic or

professional qualification at degree level, and a specialised teaching qualification in the area of

basic skills. Most providers will recognise the issues of dealing with a team which is still largely

part-time, and the difficulties of recruiting people with appropriate qualifications.
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Example 2

Two person- speofca‘uons foIIow one for a ba5|c s|<|l|s teamn Ieader and one for a baSIC

skills tutor.  These show how thls college |dent|fes the charactens‘ucs they are Iookmg

for in these two roles

Ba5|c Skll!s Quallty Imtzatwe

Person speafcatlon for a ba5|c skllls team Ieader

] :Tha ||r‘roccﬂ || ranr‘hf‘b‘rm A ||| ha o 3 rande: nf‘ ‘rho fn”r\ AL inm:rﬁ |a|i‘riicc
e - HHEEEE s VA .éi&u ..... L5
| SKIELSLS:E : SRR
I[|EssEnTIALS DESIRABLES : -

|| effective communication - -

e experlence in developrng new COUI"SES

He—ability to-work onown irlli*Lid*Li (ShrC1n
_ to deadlines

+ forward thinkirngr and well informed.

- CXPC[ LI}C III WU[I Illg WILII dUUILb

KNOWLEDGE: == =

ESSENTIALS . . .

DESIRABLEVSV '

¢~ awareness and understanding of pertinent,
- current educational initiatives, especially

~ In basic skills

. appropmate trammg for mcreasmg
community provmon

¢ local influence and sway. =~ "~ - - - - -

. the needs of adults returmng to leamning.

QUALIFICATIONS: T

ESSENTIALS . .~ DESIRABLES

*- teaching qualification = o . D233
* academic or profeSS|ona| quallfcaﬂon B

~ (Degree or equwalent) o

*  specialist qualn‘caﬂon in teachmg I

* basic skills’ ’

o drvinglicence: © - - - - - - L

EXPERIENCE

ESSENTIALS DESIRABLES - -~ - - -

. Workmg W|th adults returnmg to Iearmng o

* working with a variety of community - - -

o workino with external acencies '.nm"P‘TQ o

. VA, DI s A r-w-m+ faatepale = = - o [T N P U DR 7 ST SN
< Po oP P HRPreReRHREFeIe VA - auateattons—

QUALlTlES: 7

ESSENTIALS DESIRABLES ~ -

. profeSS|ona| corporate approach
. ﬂe><|b|||ty, adaptablllty

- able to respond rapidly to customers’ needs

 able to contribute to a team of professionals.

*  energetic
focused © - - - - -
> -sense-of humour - . . = . .

-diplomatic when necessary.
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- . Example 2 (continued)

Basic Skll!s Quality Initiative

SKILLS:

Person-specification for a basic skills teacher

The successful candidate will have a range of the following qualities:

ESSENTIALS

DESIRABLES

* - ateam player

s vvorking to deadlines under pressure

* - able to work.on own initiative.

* || ESSENTIALS ~

- Torward th|r1|<|ng and WeII |mormed

, VKNOWLEDGE

» awareness and:understanding of pertinent,~ = |~

funding mplications,

Current baS|CS|<|||S |n|t|at|VeS TN SRR IS E R U

c the needs of adults returning.to leaming. -

.+ QUALIFICATIONS::

JESSENTIALS = = 5 @050 2 s 2= -

DESRABLES

- basic: skills -

 specialist: qualification in teachmg S

D general t@aﬁhing,qualiﬂcation,; AR

© e achderic or professmnal quahfca*uon 7

= {Degree or equwalent)

'ZDESIRABLES

- Aeeds -

Workmg With adutts havmg basm s|<|||s S

BE 7 W|de range of Wor|< vv|th adults at a variety: || - |

of Ievels

> . developing:and delivering appropriate =~ = IR

SCOUNSES. | - oo ocDon i i S e P R RS SR

VZDESIRABLES

-~ pro‘resswnal BT carmg approach

° Tocused

- alearner=centred philosophy™ ~

-+ . able.to work with a team withdiverse™ =~ ~

. energe‘uc

" empathetic and patlent S
experiences and.qualities. -« -« e e e s T
+ commitment and adaptability to . . . . . . |-« oo
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Example 3

Each adult educat|on service vv|ll shape and staff its ba5|c sl<|lls prOV|s1on to reﬂect its - EB,“‘C,S,"”":Q:“a“‘rYV'“"E?F“’e
other structures and the nature of the area and cl|ent group it ser\/es The approach to - o
staffing structures followed by an adult educat|on service ina large rural county Is set. .

out belovv Of part|cular lnterest is |ts use of e><ternal tutors

: §Overall staffng S -
| The basic s|<|||s sefvice-is < led: by the dlrector of student services and a currlculum manager

ésupported by tvvo pro;ect Workers one for famHy learmng and one for speoal needs
;The basm s|<|||s ser\/lce has full tlme equlvalent posts for area adwsers Who

{ e are expenenced in a W|de range of wor|< o

e are authonsed to recru|t support and train tutors and volunteers »

¢ are able to select and maintain resources
. understand fundmg matters and arrange classes and courses accordingly

¢ liaise vv|th centre and other managers undertake administration and support administrative - - |- - - - . .
staff S

. attend team rneetings and training évents,
External tutors = ===

Teaching is done by a large number of part-time tutors, supported by volunteers. An unusual
feature of the provision is the extensive use made of external tutors who bring with them’

additional vocat|onal or academ|c expert|se needed by part|cular groups. The benefit for learners - |- - -
|s that they ) o

+  feel valued by their contribution
*have instant access to expert information'andguidance' T
* are able to ask questions that they would hesitate to raise in other seftingg =~~~ -~ -~ - - -

*_apply their learning to ‘real life’ settings relevant to their needs and interests”

*_enjoy an extra dimension to theirlearning. I
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- . Example 3 (continued)

Basic Skils Q“a""' Iniciative  Examples of how external tutors contribute to basic skills courses for pamcular -

interest groups

- Health & safety

“Retail staff

First aid instructors

. Food Hygiene tutors ~a

Sports staff —

Return to Work

~— Health Visitors

N \ Social services

. Care assistants = = = = / I

_ Office managers

- “teacher tutor

Families Learning
Together
Family Literacy

: \ E RS

S 'Play oL aaaad First aid
" “worker ~instructor

/N

, \ PR

- Media staff

. . Guidance workers

,; FOOd Hygiene s oLDniiia s SRR, [ ool s

Return to Study

Redundancy Library staff
Advice

Network

PAGE
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Support Staff

9*“‘"&1

~ Basic Skills Quality Initiative

~in ensuring the efficient and eﬁec’uve use of

resource-based Iearnmg, teaching staff or

titles and activities allocated vary from - - - -

- Support staff play an increasingly important part
limited resources, Whether we are talking about . volunteer tutor: perhaps working I:1in

'prro'vi'sien'ih the community. The precisejob: - -

" provider to provider,-but some of the roles = _. )

timetable changes; helping to maintain

 effectiveness of teaching staff and managers -~ - -

- workplace or community settings, oron - -

~providers’ premises, but increasingly. - .

- supporting basic skills teachers as they work

- with their groups, either working with one

—offering dedicated support in basic skiffs

include:

- *  curriculum support facilitator:

_ providing additional support to a rangerof

~small groups; helping with the diagnostic -

_ maintaining learner records

_* learning facilitator: overseeing

= personal or support tutor: providing

learners; on hand to answer quenes and

prowde gmdance and help; following up -

learers using the basic skills learning

- course-tutors across the college in relation

- to the support needs of their learners;

production of home-produced materials;
managing and maintaining resources;

~ monitoring usage; checking and/or setting up -

" non-attendance at teachers’ request, -~ -~ - -

~learner with partlcular needs or moving

around the group aSS|st|ng where necessary.

~Support staff Wlth a broader role also make

S|gmfcant contr|but|ons to basic skills provisions:  °

free or reduced-cost child-care for

) ‘ o ° , parents/carers, in an environment they can -~ -~
assessment of learners” needs; laisingwith =~~~ ) )
be sure will be stimulating and secure -~ -~

~+ classroom assistants: ‘working with - -~~~

- family literacy or family leaming programmes

- alongside basic skills tutors and mainstream

_early years teachers; allowing time for an

S ~with access to another adult who may bea - - -
equipment for learmers-or teachersto use; - =

~ parent and'is not ‘the teacher. - - -

- providing first-line support to learmers using

- computers or other equipment

- additional tutorial support for a|| basic skils

ST . creche staff enablmg prowdersto offer
resource centre, both on a I:| basisandin® =~~~ -

increased range of learning activities for the

early years child; often providing learners™ -

) én?’llfiri:ng: about absences: (—'hp(‘i(img:’rhat S

- teachers are keeping-progress reports and

- learner records up to date

~a point of contact for staff or leamers, or

= administrator/reception desk: acting as

~ for people wanting to contact them; some
record-keeping; some ordering helpingto
Vp')red'uc'e_arid'/or maintain learming resources; - - -

- contacting staff and learners regarding - - - .
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P2 Prompt ’uest'i‘onsfor'ElementrZ—~        
Qlt PQ

Basic Skills Quality Initiative

How do you ensure that all staff are appropriately qualified
and experienced?

What strategies do you have for the effective use of staff skills
and expertise!?

How do you ensure that you have the right amount of support
to maximise the effectiveness of teaching staff?
|
How do you review the roles played by support staff

and teaching staff?
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Basic Skills Quality Initiative

Element 3: Accommodation

-While the quality and experience of staff clearly have a ait;ed 7a_1rﬂ_dra|7|—irmbc;rt'aht impact on the

_experience of the learner, so does acrcormrmbc‘la{idn,'iri both direct and indirect ways. Minimum - -

standards need to Bé:agré_er_d,rfc;r ékamplé, for sufficient chairs and tables, adequate heatingand -~~~ .~ . )
Vlirghrtihg.r However, the minimum standard is not good enough: all learners, and especially basic skills =~ =

“ones, are sensitive to the implications of poor accommodation and what it says aboutihe_pr@qriﬁy

“given by an organisation to their leaming needs. As one provider puts it, ‘making do is not good e

“enough for these learmers’. .~~~

_ ~ College accommodation |
“Providers are increasingly recogrniéinrg the benefits of having a suite of rooms or an area dedicated to -~ -
a specific aspéd of the curriculum, and this s just as necessary for basic skills as for any other =
curriculum area. The ‘main base’ for basic skills should provide a good location for administrative and
“management functions, a central resource base and areas for teaching and learning, the last two
“perhaps combined inlearning- workshops or a resource-based teaching centre. -
Example |

- One provider specifies what is needed in a main teachiﬁgrbésé asfollows.

Specification for teaching base

* teaching and leaming area(s) with appropriate equipment, space and display facilities
* aresource bank, accessible to both staff and students

*  privacy, when needed, for both staff and student interviews

»  office space and storage areas

*  desks for staff, including ‘hotdesks’ for occasional part-time or visiting teachers

¢ photocopier

e access to telephones and IT facilities

and if possible:

e asocial area for students and staff, with refreshment facilities and toilets

— °©  parking nearby

|« créche facilities.
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. Example 2

Basic Skill Q“a""' Iniciative  The follovvmg I|st is used by ‘one prowder 10 |dent|fy the factors wh|ch need to be

checked to ensure accommoda‘uon is ft for purpose I

- activities: = T

| Forexample, current g:uiaé[nEé’fkbk}q'{hé':FEFé'{Sf T R

Roomtype .. ... 0. ..| - Areaperstudent " | "]
- . .. .workplace (m?) - - -~ { "]

remember to make additional allowances for: rooms housing-computers -

/T/e/ectnca | provision: ‘adequate to. meet:demands safely.

access for disabled users: including lifts, doors, non-slip flodring, ete,* = = = ©F 7T T T T
. Secunty eSPeC'a”>’ ,iﬂ,ih,e,,e\/ﬁl?lil’lgS R AU S R R

| the full range of statutory requirements including fire-precautions, frstaid ©

lighting: a rough rule of thumb — area of windows should-be /10 of floor area™ - R

ventilation: rough. rule of thumb — area of opening windows shoufd be 1/20° of floor a'lg"eé,':bijf; S

he'atmg hOW adequate' hO,W,;l’QSQQDS,We S HP: & cococoo fda i D R RE I

glare: curtains, blinds or solar. control-film: an south-facing wirdows- =~ = = = R IEIIERI
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Example 3

Some providers give guidéhce to staff on how to create an attractive gwork:ing ‘Basic Sk'”s Qua"w Initiative
environment. The following is-an ex:ampl:e,fof the guidaneefprovjded by ohe coltegei e

Dlsplay screehs/pmboards should be used to promote and: dlsplay students wor|< as well as

E prowdmg opportunrhes to drsplay health and safety hotlces ahd geheral |hformat|on

Vf Rooms should be prowded Wl‘th a: vvh|teboard and OHP screen:: Ensure Iocallsed electr|cal power, o ,E )

supply to prevemt trailing cables:

Ihternal fhlshes to ﬂoors Walls ahd ce|||hgs shoutd be functlohal easHy mamtamed ahd ft II’I W|th

Iflany general mamtehance policy prOV|s1on for the butldmg

Perimeter and island benching should be Used for siting computers and ancillary equipment. |
Provision should be made for their use by disabled persons. -~ - . -
Security is also an essential requirement. The following should be-provided to match the - - . | .
requirements of the location: ~ ~ -

- intruder detection system linked to géneral building system - - - - - - - - .

. security bars torWihdovvs'ahd'high—g'rad'e security focks todoors: - - - - - - - . L
Summary ..

*. ensure finishes, materials and systems comply W|th the general bwldmg maintenance policy so |~~~ - -

“that accommodat|0h can be |htegrated into the plahhed maintenance system, if appropriate -

* _keep it simple. Eh\/|r0hmeht can be enhanced throughout with appropriate use of colours, - |- - - - - - -

Iayout and |tems such as plants d|sp|ay material, moveable screening and fumiture:
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. Example 4

Basic Skll!s Qualzty Initiative - One college's main site provision, split between the adult Ieammg zone and the adu|t

learming Wor|<shop dedicated-to-basic-skills-is-de T

d|agr~am

Learning Zone

Learning Workshop

' Act|V|ty

_teacher-facilitated. - . . . .| . -

Room S|ze B

50.x I,Z,metre,g

| General. work stations-- =+« - | e -

| PC work stations =~ =~ T T

~

- '_1'\1//\/

L4 VIUCU

L I R

Resources oLl s j —

-Free photocopying = = =+ = = -
: BaSlCSk”IS i,@tfa,ﬁe,ft Do oa i
‘Whole college intranet . . .

[ Intemet 7

“Library” section

Paper:and-CD ROM RN I
Videofaudia: = = = = 50 d

- S_taf‘ﬂng ool [ S
R R :';Ieamlng resource faohtators

Speoahst tutors

-~ additional support facilitators

Additional support | _|
facilitators ]

< Adalt giidancetearn < < ¢ [T T T

_range. of appropriate social spaces:for different groups-of learmners.~

_In addition to,the-workspace learring-ervironment, the collegé thinks it is Important to pl’owde a Ei
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Example 4 (continued):
Plan of adult Iearning zone : 7 : 7' 7 — = ;Brasicrsrl.(ilieruality Initiative

- - TV/Video -

ILT {1 - Basic skills
1At | Development &

| showcase base | additional
support

<—> Learning Zone T e |
Reception

- Adult

- - guidance | Photo 1| 1| Magazines | Library stocks B

copier
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. Example 5

Basic Skills Quality Iniciative Another college uses the following guiding principles when deciding on the

accommodation to be used for basic skills classes.

The layout must be FLEXIBLE:

it needs to accommodate ‘easily different.levels, different subjects, both group and individual

work, assessment as. well as teaching, and the use of IT

it needs to be responsive to different students' needs, both individuals and the diverse range

of groups now accessing provision

it needs to accommodate different styles of teaching and the different strengths of the various

~ course teams.

h What is needed in the base° o o
' sufficient 5pace at Ieast 5om2 open Space e
'separate areas for groups mlelduals and I
" initial In’terwevvs/mdud@n h N T

“ asecure place to |<eep confden*ual o R
- materfal” - S e
* -area for staff (édm;irﬁs‘t?aitc;ré,; t';eei;ch;eijs,'; oo
© © course team leaders) to"do theif ek T
- aweldome desk: < < T T S
< screens for display publiéityffor S
- ¢ greater €Ohﬁdentia‘|ity/-fo'r'~ the OHP =~ & & =7 o

What |t needs to be. . NI
open' nothmg |nacceSS|b|e behmd closed doors T A IS

frlendly vvelcommg for those droppmg AR N I

d'reCtPhOﬂehne R R R
PhO‘tOCOpler‘ TR R (e

 modular desk system so thatthey .| .
B Ean be re—arrar)gedr I
computers

) storage carousel trays and : .
ﬂmg cabmets ]

attractlve good standard of decor T
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‘Basic Skills Quality Initiative

Example 5 (corﬁtinﬁ

The following is a diagrarﬁ

o

L] SRR TR
G 10 28RI01S PUBR
T Rty

ciolllilenl
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[RIBUSD)

. 9dueajug . S
. S[EIIOINY. PUB, SUOISSDS.
dnoJs Joy Wood Sulydes |

pieogq UM |

USRI

12110} po|gEsip
suipnpul
SRIIOL

|
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Otherf Locations

Basic Skills Quality Initiative

. ) Many prowder’s hold the|r ba5|c sl<||Is courses in commumty Iocat|ons WeH avvay from the mam

college or trammg centre The benefts of | commumty Ioca‘uons for: Iearners are:

- Vmore eaS||yacceSS|b|e classes IR, i
- 7 - Vless‘cravellmg forthem to do - '

7': in an area- that is fam||rarto them R

. not as dauntlng in appearance as a Iarge college or trammg centre

7" I’]O'[ as Gaurmng |n terms of the numbers of people arouno

'E’x’ample’l"'
~ One adult education service uses the following extensive range of community lodations for most of

©its basic skills provision: - - - .

¢ local schools, largely for daytime and evening sessions, also for family literacy groups

¢ youth and community centres

*  village halls daytime, evening and weekend sessions

* community centres

* local libraries — often when the library is not open to the public

* community care settings, e.g. drug rehab centre, bail hostels, single mothers hostels
* women'’s refuge centres

*  voluntary organisations.

~ It also makes use of accommodation provided by a range of employers, largely fdr courses -
developmg retum to work skllls |nclud|ng literacy and numeracy, and some vocational preparation.

Typ|cal Iocat|ons used are listed below.

°  supermarkets,
* health centres

* local offices, e.g. council offices, large employers, business centres

* hotels, public houses, leisure centres

* NHS hospitals, private hospitals, care and nursing homes

* local theatre, museum.
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Example | (continued)

‘Basic Skills Quality Initiative

'E"Fhe use of these locatlons bnngs further benefts in addltlon to those ||sted above These |nc|ude§ B
) appropnate and often Well equped tra|n|ng rooms usually free of charge E 7 75 .
" the benefits of Workmg along5|de employers/orgamsaﬁons , j f o . L

2 exchange of expemse between basm sl<||ls stafF and the. host organ|sat|on someJomt teachmgg 7

- Iearners ga|n|ng up-to- date |nformat|on ‘and- confdence : T

' mcreased awareness among the emp oyers of ba51c skill s needs

' ewdence of increased effoency for employers -

~ employees who feel valued and increase their skills. . .~ .~

xample727 o

nother provider uses locations in comrnumty centres and the baS|c skills prOV|S|on is shaped'to

flect the charactenstms of the centre

*. three of the community centres have ch|Idcare on site and prOV|S|on is targeted atwomen = | -

) returners

°._one centre |s |n an inner C|ty area W|th a S|gn|fcant popula*uon from ethnic minority groups; the|- - - - - - -
community centre houses a number of voluntary community groups which are active in-the-
“area. The provision is matched to their activities and ESOL is taught alongside basic skills work| o

- one centre is a town-centre youth club, which makes-it-attractive and-accessible to many . | ]
“young adults not in education or employment. -The college’s town-centre learning shop offers

“advice and guidance, as-well as basic skills.provision.
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Basic Skll!s Quality Initiative

Example 3

Another:provider describes the features that students and staff agree are lmportant in- -
creating an attractive and effective environment for adult learners in commumty -

VENUES. - - - o e

appropriate adult-sized Ll ]

T - number of students ©. 7~ 7 tables and
‘privacy

Caccesstovideo Lo NL s TN T T “ventilation

and computer

| AN ATTRACT'VE "o - - enthusiastic- - < - = ]
“information - . . . LEARNING htor

Lchairs. e e
Vwamtrh,rlightrirng, o

/ responswe

“aboutposse—=———]  ENVIRONMENT

- -accredtation < resources displayed

N faC|||t|eS [y A i

“and t\dy adults

s '?di'spFay' of [
'St'udent WO:I’|<: R

7 thie ability to spea|< or Wor|< in pnvate |s wtal The student may |mt|a||y be very self-conscious: - |

: - about’having basic skiffs heeds” - o
* < the teaching area néeds 16 be ne|ther too cramped nor too roomy both can, be |nh|bltmg

+ -~ -the Hght sizé and he|ght of Wor|<tab|e is |mportant

+ - basic needs have to be met — ne|ther too hot not roo cold not stuffy not badly lit. Asecure - |

-+ spaceforcoatsandbags ~ T T T T T o
> g weéleoming fmendly teacher is essentlal |f the Ieamer |s to feel comfortable and valued

* - -easy access 10'a range of surtable resources, covermg a range of users mcludmg d|fferent ages. | . |

- .. and-different culturaf groups”

+ - posters ofaduits in the process of Iearnmg photographs or descr|pt|ons of prewous A

. . students (with: their-agreement)-are good -
» - high:standards of cleanliness‘and mainterance: plarits and 5ic%uééé T ]
o ,digptays:of;Stu(;jeht's',w'or,k,; [ R T S

PRSP BN e P r[r\v:r\—\;l PPV ,;\,,w;,, .A'

ol
SRS

= . access to video and COMpUTers as a teaching resource. 75 well as strengthenmg ||n|<s to the

.. real.world.
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Standards for Locations

9*“‘"&1

Basic Skills Quality Initiative

While there are undoubtedly considerable benefits from Qsing locations away from the main base,
there is'a downside as well, particularly where the provision is located in community bases. While

they may be non threatemng and- convenient, the standard of accommodation available is not always

saUsfactory, and prowders sometimes have to weigh the merits of housing provision in a particular

' locality against the adverse effects of ‘making do’ with substandard accommodation. )

‘Example |

A prow'd'errgrves the following example of the adverse effect Inappropriate accommodation can have |
- on the success of provision. [t is clear in this example that the dlsadvantages of the accommodation =~~~

~provided generally outvve|ghed the benefts of the location.

Community-based provision

A house was made available on an estate in a needy area. The location was good — known to
local residents and not intimidating to approach. Creche facilities were made available in one
downstairs room, and another was used for interviews. Kitchen and toilet facilities were on hand.
However, the teaching rooms were small, as these were originally bedrooms, and it was not a
large house. There was not enough space, the teacher could not move around a group, and the
chairs and tables could not be re-arranged. Although the centre was well used because of its

location, numbers and teaching methods were severely restricted.
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PN Example2

Basic Skills Quality Iniciative Another provider sets out the following minimum requwements for the Ioca‘uons |t

usesawanromma|nbase S e e

Requlrements for Iocatlons

. meetmg health and safety requwements

v bUILdL)I)/ tocated for *L'ne Ldrchgroup L 1 P P R TR
. reasonable transport bus routes, car parkmg
. secumty of premises and of students/staffl = . . .. . e s e e e e T

¢ - good state of decoration - . L e e e e e T

* adequate and suitable furniture, e.g. not ‘infant’ furniture-in-a'school = = = = << T T T
. PCsava||ab|e OrcaPaC'ty for.at |,,east,;6,;|aptops,; S H

*  refreshments available.on site. - =« x5 2 a g g EE eSS S e T T T

::E);ample 3

~A number of providers also use a more formal checklist designed to record the suitability of a

. particular site. This might cover the state of the building, heating and lighting; toilets, emergency

arrangements including the availability of a first-aider; machinery and equipment; insurance; and health |

and safety matters, including for example risk assessment. Here is a simple risk assessment summary =

" Used by one provider:

Risk assessment summary: Room CI

|, trailing cables

2. VDU

3. heavy items

: | 4. changes in floor levels
5. moving machinery

6. OHP and screen

OO0 0O0od

N 7. Other — please specify

PAGE
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Example 4

An increasingly s|gn|fcant area of bas|c s|<1||s provmon goes under the headlng of fam||y

learning or family literacy prograrnrnes ‘Here parents and ch||dren vvor|< together for at f B

least some of the time on IJteracy numeracy and Iearn|ng

iBasic Skills Quality Initiative "

In one LEA famlly Iearnlng ta|<es p]ace in prrman/ schools The chlldren and parents work

E together Wlth|n a‘suitable- space in: the school Where pos5|b|e separate accommodatlon s

Tfavaitabte wien cnﬂoren ano parents:are worl |ng separate|y The quallty OT tne space anes from

. school to. school ranging from a sultably equlpped or purpose built farn|ty room, a dlsused

the purpose and of an approprlate standard

J|lclassroom: to spaces W|th|n the ||brary or assembly hall area. The accornrnodatlon must be fit for R

family Iearnlng room

~ demonstrations, adults working together = giving the flexibility-needed. to adapt to the,

" dynamics of various groups - - - - - - - -

“sociaf skills.- They- are-often-used for ‘messy’ practical activities, e.g. baking, painting, or

-activities involving sand or water.

provision in.schoals, 7

*- “is there a room big.enaugh and is it always available?
*= ~has arisk-assessment been completed?

** -is there a safe play area for.young children?

*° “are‘there any adult-sized chairs and tables?

*° is there any access to a-kettle, crockery and washing-up facilities?

°- -aplay area used by the pre-school ch||dren ‘whose parents are atten-dirngr the session. These |~~~

_children are cared for by a quahfed creche Worker This could be separate from the main = | -
. raccommodanon for small, informal t‘riendly groups. The tables and fittings can easily be re- - -
arranged for various approaches to learning, €.g. practical activities; work with the children, .| . =

 refreshment facilities ~ important for breaking-down barriers and helping children develop

The following list indicates the questions which need to be asked in planning famil>r Iearninrg N
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=1 PP Example 5

Basic Skills Quality Initiative

o tlis.easier-to justify the expense of significanitly Upgrading accommodation on a main site, where -
~ there is a high.volume of usage.- One:college provider has been ablé to redésign its basic skills

workshop so that it is Now purpose.built. - - . oo e

Basic skills workshop
* teaching area for those working on literacy/English and numeracy/Maths, catering for groups

of up to 10 or easily re-arranged for smaller group work

* areas for students to work individually

* computers to support the teaching and learning of basic skills as well as the development of
IT skills

*  awelcoming reception area

* an office and resource base

* a comfortable seating area with daily newspapers and magazines
*  notice boards and display screens

*  storage around the edge of the room for resources and for students work folders.

_ Basic skills providers are at least as committed as other providers to improving the qruarlitry ofthe |

accommodation they are able to offer their students. One provider states that they wish to offer

~ learners what they call ‘an elegant environment’. They go on to say: ‘That may sound pompous, but 1

T we regard it as the opposite of the “we'll just make do with this” mentality’.
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Example 6

While such wholesale- changes are rarely fea5|b|e Where provmon is i cehtres avvay - Basic Sk'”s Quality Initiative -
from the main base, and espeoally where the prermses are owned by others |t is often T
possible to make some- mprovements One prowder suggests the foHowmg relatwely i

easy strateg|es to deai vv|th shortcommgs in accommodahon

Strategles for |mprovement of accommodatlon

7} . Emsuﬁ‘ment prwacy/too Iarge and open an area7

% use dlsplay screens of boo|<she|ves to create smaller spaces or-use.a. Comer of the room:-

E rather than the vvhole area
. 'fpoor sgnage/room tuc|<ed avvay?

— brmg your ovvn S|gns (colour text H‘ possrble) ahd blu ~tak them up to help students fnd

thewway

* ‘noreceptionstafff - - - - - . .. R

"~ put a greeting or smiley face-on a flipchart or board to_ease students in and let the'm'kr’]orwr |
- they-have reached the right oom =~ R

- -wrong atmosphere? . ..

~ = bring a couple-of posters and display. items from the resource box ;[O' griVé tabascsils |

- and business-like feel
°. .cleanliness?. . .

-— a tactful word with the centre head VeW,mUCh in order herel T

"Example 7

The following example indicates the significant changes that were achieved in accommodation
following successful lobbying for extra funding.
Effective lobbying to improve the learning environment

After lobbying a local primary school in a Single Regeneration Budget (SRB) area, a classroom was
made available for basic skills use. When first visited, child-sized tables and chairs were the only
furniture apart from beanbags and a bookcase full of children’s books. Children’s work was

displayed on the walls. There were sacks of sand for the sandpit and dolls’ house in a corner.

Changes had to be made to the room to make it appropriate for basic skills classes.

SRB funding provided adult-sized tables and chairs and a flip chart easel. The school agreed to

move out the child-sized chairs and tables and to remove the children’s work from the walls.
New backing paper was put up and posters and leaflets pinned to the walls to form a relevant

display. Coffee and tea facilities were made available in one cormer of the room.

Signs were put up to help students to find the teaching area quickly. The blackboard was cleaned

of all previous markings and a welcome sign displayed.

SRB funding was also used to provide an OHP, a video and two computers.
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AP Prompt Questions for Element3
l PQ

Basic Skills Quality Initiative

How do you ensure that your learners and your staff
are in accommodation that is at least as good as that
available to other students and staff?

What actions do you take to develop the basic skills
teaching areas as specialist resource areas?
|
What advice do you give to teachers to help them

create attractive and stimulating learning environments?
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