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The overall aim of the module is to give participants an understanding of literacy, language and numeracy (LLN) as it occurs when ‘embedded’ in everyday work and life tasks. Participants will develop an understanding of the role they can play in supporting the development of these skills in their organisations and in promoting the learning opportunities for potential learners with whom they work.
The aims of the module are that participants:
· understand what is meant by Skills for Life (literacy, language and numeracy) and the embedded approach

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

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

· identify potential LLN challenges for clients in a working or learning environment

· identify how, in their role, they can support clients with LLN skills development needs
· use positive language to signpost clients to appropriate provision to improve their LLN skills
· complete a personal action plan to provide support for clients with LLN needs.

Who might use this?
The target audience is non-teaching staff. These could include IAG workers, support staff, front-line workers, probation staff and those working in prisons etc. The module can be adapted for use with business development staff.

How to use it

Use this module as a full session (2.5 hours) with staff for whom you want to establish this understanding of Skills for Life and offer an opportunity to apply it to their own work.
Use selected activities from this module as part of staff meetings or induction sessions for new and existing staff:
· The quiz (Handout 2) found early in this module provides a quick interactive exercise which raises awareness of the scale of the number of adults who would benefit from the opportunity to increase their skills  and the requirement for adults to develop English and maths skills as part of a wider skills agenda. This can be used with any audience in the wider workforce but should always be accompanied by some information on levels.
· The learner journey and positive language tasks can be extracted to provide staff with a useful planning tool to map against their routine tasks, for instance in advising learners and build their confidence to talk positively about personal English and maths skills (PP11, HO8 and HO9).
· The samples of promotional materials from other organisations (Handouts 10 and 11) can provide prompts and models for staff responsible for developing these.
· The skills levels exercise could be used with vocational or adult education teachers as part of a first step introduction to embedding.
Combining elements from different modules can include the following:
· The skills levels and identification tasks from this module can be used with elements of Module: Embedding Literacy, Language and Numeracy in the Curriculum (2a) as a starting point to developing manager understanding of the skills involved in embedding.
· Adaptations for business development teams, brokers and NVQ assessors involved in engaging employers and employees in workplace delivery can be made by linking the activities in this module by using the Skills for Life checklists activities (R2) from Module 7: Planning workplace provision.
Ideas for training the trainers
In Section 1 of this CPD Starter Kit a sample Train the Trainers session is provided for the Module: Helping learners progress with their maths (8). This can be used as a model to devise similar training sessions for colleagues planning to deliver this module.

Key approaches include:

· team or ‘buddying’ activities to familiarise potential trainers with the module and related modules 

· thinking through strategies for organising and adapting delivery to meet the requirements of specific target groups of staff

· trainers identifying areas of their knowledge to be updated

· joint delivery of the training with paired experienced and inexperienced trainers

· ongoing mentoring of trainers
· setting up an online community of practice.
Links with other resources
Resources to link to are identified within the module. The Whole Organisation Approach Framework will also provide information and links to support your organisational development of literacy, language and numeracy. You can use the Health Check to identify further areas you might work on. 
Recording CPD planning
All teaching staff are required to maintain a record of the CPD they undertake each year and providers need to submit this to the Institute for Learning. For information on how to support staff reflection on CPD activity and its links with practice go to the Institute for Learning website.
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