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


F. Information, advice and guidance, marketing and learner recruitment


Grading scale:

1 Fully developed

2 Mostly developed

3 Partially developed

4 Not started
	Quality statements
	Grading
	Things to think about
	Next steps

	1. Staff providing information, advice and guidance and specialist support services understand the organisation’s strategy, policy and practice relating to the embedding of literacy, language and numeracy.

	
	How have you ensured that this includes all specialist support services such as adult learning support, counselling, careers, welfare, sentence planning, workplace, etc?

Have you considered applying for the matrix quality standard for information, advice and guidance services?

Is your organisation’s literacy, language and numeracy strategy, policy and practice included in your staff induction programme? To what extent is literacy, language and numeracy included in the staff handbook?
Link to Section A Organisational strategy and Section C Policies and procedures
	

	2. Staff providing information, advice and guidance and specialist support services are aware of the full range of literacy, language and numeracy qualifications and support available to learners.
	
	How do you ensure that staff have access to the most up-to-date information on the qualifications and support available to learners?
	

	3. Staff providing information, advice and guidance and specialist support services are appropriately trained, qualified and sensitive to the specific requirements of learners with literacy, language and numeracy needs and are able to identify and discuss literacy, language and numeracy issues.
	
	To what extent do you provide literacy, language and numeracy awareness- raising training for staff?

How do you enable staff to access appropriate learning support qualifications?
	

	4. There is a wide range of regularly reviewed and updated literacy, language and numeracy promotional material targeted effectively at learners, employers, employees, young people, adults, parents and carers.


	
	Is promotional material and course information available in different formats and media? How do you ensure: 

· that the material uses positive language to talk about the development of literacy, language and numeracy skills? 

· that the materials are written in plain English?

How do you ensure that all staff across the organisation are aware of and have access to this material?
	

	5. All course information includes clear and accessible information on the literacy, language and numeracy requirements of the programme and the literacy, language and numeracy on-programme support available to learners.


	
	
	


	6. Information, advice and guidance on progression opportunities is provided to all learners on discrete literacy, language and numeracy programmes.


	
	How do you ensure that literacy, language and numeracy staff are aware of appropriate progression routes, for example into vocational and academic learning, so that they can provide effective information and advice regarding progression?

Are information, advice and guidance staff aware of any specific literacy, language and numeracy requirements of the progression routes they provide support for, e.g. in relation to Diplomas, apprenticeships or employment sectors?
	

	7. There is clear and accessible information about what literacy, language and numeracy support is available for all learners.


	
	How do you ensure that this is information is made available to all learners, e.g. those on full time, part time or discrete or work based courses? 

How do you ensure that every learner is aware of potential progression routes? 

How do you support those learners with learning difficulties and disabilities or limited literacy skills to understand the opportunities on offer to them?

How do you signpost opportunities to improve literacy, language and numeracy skills to learners enrolled on other unrelated courses?
	


	8. The organisation is proactive in ensuring that partner organisations, external agencies, schools and local employers are aware of all aspects of its literacy, language and numeracy provision.


	
	
	

	9. The organisation analyses national and local data to target the recruitment of literacy, language and numeracy learners.


	
	Have you analysed and used local labour market information to identify literacy, language and numeracy needs specific to the local economy? 

Do you include literacy, language and numeracy in training needs analyses carried out with local employers? 

Have you identified sector skills council data in relation to literacy, language and numeracy needs by employment sector?
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