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Essential Skills Support Unit – SfLLN Development Grant

Resources for Functionality in English and Maths

Project Report

Project Aim

To create a resource pack of English and Maths Functional Skills teacher and learner resources, that would be created collaboratively and shared between a wide audience. 

Rationale

The idea for this project came as a result of attending a Hampshire-wide Functional Skills network group, where a number of tutors highlighted issues around resources for delivery. They agreed that they were all spending a significant amount of time creating their own resources 'from scratch' as there were either some significant gaps in the published resources available, or that budget restraints meant that they couldn't access professionally published resources.

It was clear that each of these individual tutors had created specific resources that could be of great value to their peers and that, by sharing their own hard work, could contribute to some saving of preparation time in the future.

It has always been a real priority within the work that we have carried out at the ESSU that quality resources produced should be shared with the widest audience possible and this small-scale project was a way of supporting some identified needs amongst a specific group of tutors.
Outputs included in the project

1. A resource pack to support tutors delivering Functional English and Maths – hard and soft copy submitted.  

2. Report to outline activity undertaken and recommendations for future activity, progression and sustainability.

The Process

The FS network group (43 tutors in total) were contacted to ask who would be willing/able to support the project by carrying out the following actions within the specified timescales:

· Completion of a short, online survey to ascertain where specific resources gaps were
· Commitment to share a minimum of 2 resources that they had produced themselves
· Receipt of collated resource pack.
The Results

14 tutors expressed an interest in being involved in the project 
10 tutors completed the online survey – the following specific gaps in resources were identified by the tutors
· Entry level Maths

· Writing at L1 

· Speaking/listening/communicating topics

· Exam practice and support

· Scheme of work preparation. 

· How to create an appropriate functional skills resource/lesson to enhance    students problem solving skills. 
· Good relevant information and worksheets for conversions between the same systems and different in Maths

· Resources that are the right level/appropriate language for ESOL students
(Tutors who committed to sharing resources were the asked to fill any of the above gaps with their submissions wherever possible.)
3 tutors submitted resources by the deadline date

As a result of the significant decline in number of tutors who actually submitted resources compared to those committed to doing so, ESSU have worked to create a number of new resources, in addition to the ones that we had already committed to the project. In doing so, we attempted to fill some of the remaining resource gaps that had been identified by the tutors. 

Sustainability

All of the resources submitted are available in electronic format and can therefore be used post-project at no cost. This allows for tutors to amend/adapt for their specific learners, whether that be by differentiating the level of the activity or contextualising to a particular vocational/subject area.

Recommendations for Future Activity
1. Due to lack of time/tutor commitment, we have been unable to source resources to fill all the gaps identified. However, if there was any additional funding available to support future activity, then this could be used to create further resources to fill the remaining gaps. 

2. Facilitation of functional skills tutor support network events, at which to explore practical strategies, share expertise and resolve issues around the day-to-day delivery of functional skills. These events would be facilitated by and for functional skills tutors. 

3. Establishment of a Functional Skills support forum on MOODLE for practitioners to share ongoing questions, issues and good practice. 

Resources for English

Developing Writing Skills – Resource Pack

Rules and examples to help you make simple sentences
To make a simple sentence you need three things:

1. A sentence is a group of words that makes sense on its own.  

Cheese, car, house, table on Tuesday.

This isn’t a sentence – it doesn’t make sense.  

I parked my car next to my house.  

This is a sentence.  You can understand what it means.  It makes sense on its own.  

2. When you are writing you need to use the right sentence punctuation.  

Using punctuation will show the person who is reading your writing where the sentences begin and end.  

· A sentence must begin with a capital letter.

· A sentence must end with a full stop (.), a question mark (?) or an exclamation mark (!).

BEWARE! Sometimes people confuse the punctuation to use at the end of the sentence.  You can use commas (,), colons (:) or semicolons (;) in your writing, but they should never be used instead of a full stop.

3. A sentence also needs two kinds of words in it:

· A sentence must have a VERB (a doing word).  E.g. like, is, cooking, walked, need.

· A sentence must also have a SUBJECT. This is the person, or thing, that is doing the verb.  E.g. I, Beppe, Tuesday, dog, you, table, the weather.

Here are some examples of sentences that show you the verbs and the subjects: Last week Peggy redecorated the pub.  

Are you hungry yet?

Martin, be quiet.

Tuesday  was very rainy and cold.  

Other things to know about sentences:

Sentences can be very short or very long.  There isn’t a correct number of words that should be in a sentence. The length of the sentence depends on what you want to say and the effect you want to get.  

BEWARE! If your sentences go on for many lines, make sure that you haven’t really put several sentences together as one sentence.  

It’s important to remember that you don't always need to write in sentences.  For example, a shopping list doesn’t need sentences, but a job application does.   

F.S. English – Entry Level – Write short, simple sentences.  Write short texts with some awareness of intended audience.  Write texts with some adaptation to the intended audience. ESSU

Building Longer Sentences Activity

The suggested sentence starters and word lists attached could be used in a variety of ways:

Whole Group

Discussion – each is a complete sentence – why add to it?

Discuss different purposes of writing – when would you want short direct sentences.

What could you add – focus on adverbs, adjectives and connectives.  

This discussion/activity can be differentiated for different abilities to include more complex sentences if appropriate.  

Consider overused words such as nice, and, fairly etc – what is the effect of overusing them? 

Consider position of words which are inserted – can we alter word order for effect? 

Build a sentence or two as a group, discussing choices made, identifying type of word selected (adjective, adverb, connective).  

Individual or Small Group

As a group or in pairs add words to sentences and consider effect it makes or direct them to achieve a particular effect such as a change of the tone, add information, alter information etc

Identify how careful choice of words can avoid the need for writing a lot of additional text. 

You could give groups of words for adding to sentences or learners could think of their own depending on abilities and preferences.

This activity could be completed by using sorting cards, ICT with drag and drop or insert text functions, completing a cloze exercise or simply writing down individual words.  

Adaptation

The reverse could also be done – start with a very long, complex sentence and remove words considering same points as above.

Further work

Links or further differentiation could be made through teaching and encouraging the use of the thesaurus to develop a wider vocabulary in this activity.  

F.S. English – Entry Level – Write short, simple sentences.  Write short texts with some awareness of intended audience.  Write texts with some adaptation to the intended audience.

ESSU

Suggested Sentence Starters

It is cold.

The team won.

The woman stopped the car.  

The phone rang.  

The boys laughed.  

The man was late.  

· The following sheet includes sample connectives, adjectives and adverbs which could be given as cards for sorting and choosing.  

· The list of potential words which could be used is almost endless – you could select commonly used words or words with a theme, words already learnt by the group or introduce new words.  

Sentence starters could be printed out with gaps for filling in with chosen words (cloze exercise).  

Example 

________________, the___________woman stopped 

the_________________ car_______________got out. 

The complexity of sentence covered can be varied for different abilities Gaps could focus on just adjectives or adverbs etc.  

F.S. English – Entry Level – Write short, simple sentences.  Write short texts with some awareness of intended audience.  Write texts with some adaptation to the intended audience.

ESSU

Sorting Cards (printed on card)
	and


	but
	so
	then

	or


	suddenly
	firstly
	then

	because


	when
	although
	if

	nice


	good
	bad
	beautiful

	bright 


	tired
	clumsy
	angry

	shy


	happy
	very
	new

	easily


	clearly
	softly
	generously

	carefully


	slowly
	desperately
	sadly

	finally


	hardly
	surely
	constantly 


F.S. English – Entry Level – Write short, simple sentences.  Write short texts with some awareness of intended audience.  Write texts with some adaptation to the intended audience.

ESSU

Proof Reading and Editing Tips

· Proof reading is about checking your work for accuracy especially in spelling and punctuation.  

· Editing is about changing your writing so that the overall effect is improved – such altering the order of your writing, changing some of the words you have chosen and so on.  

· Both techniques are important in developing writing skills – there is rarely such a thing as a perfect first copy!

Some techniques to try

· Wherever possible leave time between writing a first copy and proof reading or editing – even five minutes will make a difference!

· Read what you have written out loud to yourself – often we read what we meant to write not what is actually there.  By using hearing as well as reading we stand a better chance of picking this up.  

· Reading out loud can also help to identify where sentences are too long or where too many short sentences have been used.  

· Leave plenty of space when you are writing a first copy so that there is ‘’room’’ to edit and make proof-reading changes.  This could be helped by any of the following ideas

· Leaving a margin on both sides of the page 

· Writing with ‘’double spacing’’ between lines

· Only writing on one side of the paper  

· Use a range of spelling strategies as well as your spelling list and/or a dictionary to help with correcting spellings if you think they ‘’look’’ wrong.  Try and cut down the ‘’random guesses’’ at correcting spellings.

· If you are using a computer for your writing there are lots of functions to help you.  Learning to use any of these functions will also help you to learn proof reading and editing skills

· Insert text

· Cut and paste

· Drag and drop

· Spell checker

· Thesaurus 

· Remember though that proof reading and editing are about making choices – the computer will not help you making those decisions! 

F.S. English – Entry Level – Write short, simple sentences.  Write short texts with some awareness of intended audience.  Write texts with some adaptation to the intended audience. ESSU

· It may be difficult to read a piece of writing ‘’on screen’’ so try printing out a draft copy for a final read through.  

· If you are handwriting a first copy try some of these techniques to help with editing your work.  The important thing is that you don't keep rewriting the whole piece of work – you will soon become fed up rather than concentrating on altering your work! 

· Highlighter pens to pick out main changes

· Post its to add information or move ideas around

· Writing main points on separate pieces of paper so they can be moved around

· Making notes or using symbols or a code in the margins

· Using a different coloured pen for changes

· Don't be afraid to ask someone you trust to read through your revised draft copy             – two heads are usually better than one!

Ideas for proof reading and editing practise

· Work on proof-reading exercises where you know there are spelling mistakes or punctuation errors to spot.  

· Try and extend you vocabulary so you have a wider choice of words for editing your writing; using the thesaurus, word games, collecting examples of strong pieces of writing can all help with this.  

· Ask your tutor for tasks where you have to practice improving the vocabulary used in a text, or put sentences/paragraphs into a more logical order. 

· Give yourself time when writing to leave a first copy and then look at it five minutes, half an hour or a day later.  Note how many changes you spot this way.  

Print out a copy of your writing on the computer before you run the spell or grammar check, proof read and then compare with the computer check.  

F.S. English – Entry Level – Write short, simple sentences.  Write short texts with some awareness of intended audience.  Write texts with some adaptation to the intended audience. ESSU

Resources to support ESOL learners with Functional Skills
Finding Images

Choose ONE of the following three settings or one of your own:

· an abandoned, old cinema

· a scrapyard

· a pebble beach

Fill in the two boxes below with as many adjectives and nouns as you can think of that describe your setting.  If you can try to choose some that begin with the same letter (like dark, dingy) or rhyme (like old, cold, chair, air) 
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F.S. English – Entry Level – Write short, simple sentences.  Write short texts with some awareness of intended audience.  Write texts with some adaptation to the intended audience.

ESOL Entry Level Worksheets
ESOL for WORK 
	Accident Record Form

	About the person who had the accident

Name ________________________________________________________________

Address ______________________________________________________________

_________________________________________ Postcode ____________________

Occupation ____________________________________________________________



	About you, the person filling in this record

If you did not have the accident, write your address and occupation.

Name ________________________________________________________________

Address _______________________________________________________________

________________________________________ Postcode ______________________

Occupation _____________________________________________________________



	About the accident (Continue on the back of this form if necessary)

Say when it happened.    Date ______ / ______ / ______    Time _________________

Say where it happened.  State which room or place.  ___________________________

Say how the accident happened.  Give the cause if you can.  _____________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

If the person who had the accident suffered an injury, say what it was.  ______________

_______________________________________________________________________

Please sign and date the record.

Signature ______________________________________    Date  _____ / _____ / ______



	For the employer only

Complete this box if the accident is reportable under the Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 1995 (RIDDOR)

How was it reported? ________________________________________________________

Date reported  _______ / ______ / ______      Signature  ____________________________




F.S. English/ESOL – Plan draft and organise writing.  Sequence writing logically and clearly.  ESSU

Present Simple and Present continuous Exercise

1
Read these notes and the paragraph:

Alan – an engineer – Mercedes Benz.  Test – new designs.  Today – make presentation – senior management – safety of new designs.

	Alan is an engineer for Mercedes Benz. He tests new designs for the company’s cars. Today he is not testing cars.  He is making a presentation to senior management about the safety of the new designs.


2
Write a similar paragraph from these notes:

Maria and Isabella – marketing officers . Sony.  Design advertising campaigns. 

 Today – meet – executives from Japan – discuss – company strategy.

	


F.S. English/ESOL – Entry Level – Write short texts with some awareness of intended audience.   ESSU

Tenses in English

	Present Simple
	I drive to work

I don’t drive to work

Do you drive to work?
	Things in general, 

things that happen all the time, or repeatedly

	Present Continuous
	I am driving to work

I am not driving to work

Are you driving to work?
	An (unfinished) action happening at the time of speaking, (but – in the example of “I’m reading a good book at the moment” – the action is not happening RIGHT NOW, but has been started, and not finished).

Can also be used to describe a planned and arranged event in the future (e.g. I’m meeting my friend at 3pm today).

	Past Simple
	The police stopped me on my way home last night.

The police didn’t stop me on my way home last night.

Did the police stop you on your way home last night?
	A finished action in the past.

	Past Continuous
	I was playing tennis at 10am yesterday.

I wasn’t playing tennis at 10am yesterday.

Were you playing tennis at 10am yesterday?
	Someone was in the middle of doing something at a certain time in the past – the action or situation had already started before this time, but had not finished.

	Present Perfect Simple
	I have forgotten your name.

I haven’t forgotten your name.

Have you forgotten my name?
	The action in the past has a result ‘now’ (you told me your name in the PAST, but I don’t know it NOW).  Time is unfinished.

Also  to give new information: “Ow! I’ve cut my finger!” or “The police have arrested two men in connection with the robbery” (on the news).

Can also be used to talk about life experiences: “I have been to many countries” (in my life).

	Present Perfect Continuous
	It has been raining.

It hasn’t been raining.

Has it been raining?
	For an activity that has recently stopped or just stopped.  There is a connection with NOW.

Can also be used to talk about actions repeated over a long period of time. (e.g. “Debbie’s been playing tennis since she was 8”)

	Past Perfect Simple
	The train had already left when I got to the station.

The train hadn’t already left when I got the station.

Had the train already left when you got to the station?
	For things that happened before an action in the past. (PAST PAST !!)



	Past Perfect Continuous
	It had been raining 
It hadn’t been raining.

Had it been raining?
	For an action that had continued for a long time before another action in the past. (When I got up yesterday and looked out of the window, the ground was wet, but the sun was shining.  It was not raining when I looked out, but it had been raining before that).

	Future Simple
	I will drive to work

I won’t drive to work

Will you drive to work?
	For decisions made at the time of speaking.

	Future Continuous
	I will be sitting on a beach this time tomorrow.

I won’t be sitting on a beach this time tomorrow.

Will you be sitting on a beach this time tomorrow?
	For actions that you will be in the middle of doing at some point in the future.

	Future Perfect
	The film will have started by the time we get to the cinema.

The film won’t have started….

Will the film have started …?
	For something that will already be complete at some point in the future.

	“Going to” future
	I am going to clean the bathroom later.

I’m not going to clean…

Are you going to clean…?
	For actions that you’ve decided to do (but maybe not arranged to do) for the future.

Can also be used for things which you can see is sure to happen in the future e.g. “Look at those black clouds - it’s going to rain” or “She’s going to have a baby (because she is pregnant – I can see!”)
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different sized bottles.

1litre at 99p

150 cl at £1.50

700ml at £0.75

Which is the best buy?

You go out for a meal with six work colleagues.
The total cost of the meal is £129.36.
How much does each of you pay?

T buy the following 9 items and am told T can
have 15% discount.
Bread 72p

Melon £1.69

Butter (250g) 82p
Double cream 9%p
Mayonnaise £1.28
Cucurmber 48p

Cake 44p

Bananas £1.04
Cheddar cheese £2.83
How much money do I save?

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

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

Out of atotal of 60 people the results were as
follows: :
Car 8
Train 33
Bike 5
Walk 2
Bus 12

Draw a pie chart to illustrate this information
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Supporting ESOL Learners

FEATURES OF ESOL

Learners’ educational and employment backgrounds are often highly diverse.

Even within one teaching group, these backgrounds may span a wide continuum, ranging from people with no previous education or employment at one end to highly educated professionals, such as doctors, or university lecturers, at the other.  Many learners already speak and write several languages and can use this knowledge to support their learning.  Unlike many adult learners, they often perceive themselves as successful learners and are very keen to learn.

Some ESOL learners have left their countries unwillingly.  Some are suffering from culture shock and are experiencing practical difficulties in specific areas of their lives, or racist attitudes and behaviour.  Learners are settling in the UK and will probably want to learn about the country’s systems, such as education, how to apply for jobs and the rules concerning immigration.

Learning programmes and teaching approaches may need to take account of some or all of the following:

· Learners’ short-term goals and the contexts in which they will need to use English;

· Learners’ educational needs for specific subject skills;

· Techniques for teaching mixed-level groups and groups of learners with very mixed educational backgrounds;

· Techniques for teaching individuals whose listening/speaking skills are much higher or lower than their reading/writing skills;

· Communicative language-teaching techniques, including ways of working with learners who do not share a language with the teacher;

· Cross-cultural approaches which draw on learners’ knowledge of other languages and cultures;

· Strategies for tackling specific learning difficulties such as dyslexia;

· The need to move learners towards independence;

· The effect of psychological or physical trauma, personal loss or culture shock on learning.

F.S. English/ESOL – Features of ESOL.  ESSU


WHAT SKILLS/STRATEGIES DOES THE ESOL

LEARNER NEED TO KNOW/UNDERSTAND?

· Speaking

· Listening

· Reading

· Writing

· Grammar

· Functions of language (eg requesting)

· Pronunciation

· Skills for learner independence

· Knowledge of British culture

· Official systems

· Unofficial systems


F.S. English/ESOL – All levels. – Notes on what skills the learner needs. ESSU


ESOL support for Vocabulary

Support strategies in three stages

Stage 1 Preparation 

· Check what vocabulary learners already know and introduce new vocabulary.

· Use visual material and demonstration where possible to make the meaning clear.  

· Use the topic of study as a springboard for expanding learners’ knowledge of vocabulary beyond the immediate lesson material.  

· Encourage use of bilingual dictionaries, but with awareness of what is likely to translate well, e.g. If learners don't understand the phrase ‘in case’, it doesn’t help to look up ‘case’ in a dictionary.

Stage 2 Task

· Check understanding by asking learners to match vocabulary with given definitions, pictures or diagrams.  

· Devise activities that encourage learners to use vocabulary in context, e.g. gap-fill exercises, or creating sentences.  

· Assist learners in the use of dictionaries and glossaries.  

· Give learners opportunities to practise pronouncing new vocabulary.  With long words it may help to beat out the rhythm of the word, emphasising the stressed syllables.  

· Link new words to other words of the same family, e.g. ‘shine’, ‘shiny’; ‘characteristic’, ‘characteristically’ 

· Link words which have the same beginnings and endings (prefixes and suffixes (, e.g. ‘overcooked’, ‘over-ripe’; ‘strawberries’, ‘gooseberries’. 

· Link words to learners’ first language if appropriate/if possible. 

Stage 3 Follow-up

· Introduce word games as a means of putting new vocabulary into active use.  

· Use dialogues and role-play to practise new vocabulary in meaningful contexts.  

· Assist learners to record vocabulary, e.g. by topic or ‘word family’, in personal glossaries.  

F.S. English/ESOL – All Levels – Support Strategies in 3 stages.

ESSU

	Entry 2

	Simple and compound sentences

	· word order in compound sentences, e.g.:
subject-verb-(object) + and/but + subject-verb-(object)
I work in a shop but my friend works in an office 

	· there was/were/there is going to be 

	· clauses joined with conjunctions and/but/or 

· a limited range of common verbs + -ing form 

· verb + infinitive with and without to, e.g.: We went shopping yesterday.
I want to buy some fruit
I heard him come in 

	· wh- questions 

· comparative questions 

· alternative questions 

· question words when, what time, how often, why, how and expressions,
e.g. >Can you tell me... 

	· statements with question tags, using Entry 1 and Entry 2 tenses, e.g.:
You arrived last year, didn't you? 

	· statements with question tags, using Entry 1 and Entry 2 tenses, e.g.:
You arrived last year, didn't you? 

	Noun phrase

	· countable and uncountable nouns,
e.g. roads, trees, houses; happiness, water, information 

· simple noun phrases, e.g. a large red box 

· object and reflexive pronouns, e.g.:
I gave him my book
We enjoyed ourselves very much 

· determiners of quantity - any, many, e.g.:
Have you any oranges? We haven't many left. 


	· use of articles including:
definite article and zero article with uncountable nouns, e.g.:
Water is important for life
The traffic is bad today
definite article with superlatives, e.g. the best example 

	· possessive s and possessive pronouns,
e.g. mine, yours 

	Verb forms and time markers in statements, interrogatives, negatives and short forms

	· simple present tense of:
- regular transitive and intransitive verbs with frequency adverbs and phrases, e.g.:
The children often eat apples
They always go to school
I see her every day 

· simple past tense of regular and common irregular verbs with time markers such as ago, e.g.:
We went to the cinema yesterday
I saw her two weeks ago 

· future time using:
- present continuous, e.g. going to, will
- use of time markers, e.g. next week, in two days' time
We are meeting him at 6 o'clock. I'm going to wash my hair tonight. 

	· modals and forms with similar meaning:
- must to express obligation
- mustn't to express prohibition
- have to, had to to express need
- could to make requests, e.g. Could you?
- couldn't to express impossibility 

· use of simple modal adverbs: possibly, probably, perhaps 

	· very common phrasal verbs, e.g. get on/off/up/down 

	Adjectives

	· adjectives and adjective word order, e.g.:
a large black horse, a new red coat 

· comparatives, regular and common irregular forms, e.g. good, better, wet, wetter, dark, darker 


	Adverbs and prepositional phrases

	· prepositions and prepositional phrases of place and time, e.g. until tomorrow, by next week, by the river, at midnight, at once 

	· adverbs and simple adverbial phrases including:
- sequencing: after that
- of time and place: in the morning, at the bus stop
- of frequency: always, sometimes
- of manner: carefully, quickly 

· word order with adverbs and adverbial phrases, e.g. he always brought food to our house early in the morning 

· use of intensifiers, e.g. really, quite, so 

	Discourse

	· adverbs to indicate sequence - first, finally 

· use of substitution, e.g. I think so, I hope so 

· markers to structure spoken discourse,
e.g. Right. Well. 


	Entry 3

	Simple, compound and complex sentences

	· variations in word order, e.g.:
To the east is... 

· word order in complex sentences, e.g.:
Divali is a Hindu festival which takes place in autumn 

	· there has/have been 

· there will be/there was going to be 

	· complex sentences with one subordinate clause:
- of time, e.g. When the red light goes out, you press the button
- of reason, e.g. I didn't go to the doctor's yesterday because I was too ill
- of result, e.g. They didn't have an appointment this week so I had to make one for next week
- of condition, e.g. If it rains, I'll stay at home
- of concession e.g. Although she can't swim, she loves the sea-side 

· defining relative clauses using who, which, that, e.g.: The car that I bought is quite old 

· a range of verbs + -ing form, e.g.: I enjoy swimming 

· verbs + infinitive, with and without to, e.g.:
We saw the police arrive 

· infinitive to express purpose, e.g.:
He went to France to learn French 

	· simple reported statements, e.g.:
She says she wants to study English 

	· a wide range of wh- questions, e.g.:
Which colour do you prefer?
How's Maria? 

· simple embedded questions, e.g.:
Do you know where the library is? 

· question words including whose, e.g.:
Whose bag is this? 

	· statements with question tags using Entry 3 tenses, e.g.:
You've got your documents back, haven't you? 

	Noun phrase

	· noun phrases with pre- and post-modification, e.g. fair-haired people with sensitive skin 

· a range of determiners, e.g. all the, most, a few 

	· use of articles including:
definite article with post-modification, e.g.:
The present you gave me...
use of indefinite article to indicate an example of, e.g.:
This is a perfect cheese...
use of indefinite articles in definitions, e.g.:
An architect is a person who designs buildings 

	Verb forms and time markers in statements, interrogatives, negatives and short forms

	· no present perfect with:
- since/for
-ever/never
-yet/already
· used to for regular actions in the past 

· past continuous 

· future simple verb forms
I haven't seen him since Friday/for two weeks
Have you ever been to China?
No, I've never been there
I used to go to Italy for my holidays
She was working in a bank when that happened
I'll see you tomorrow 


	· modals and forms with similar meaning:
- positive and negative, e.g. you should/shouldn't to express obligation
- might, may, will probably to express possibility and probability in the future
- would/should for advice 
- need to for obligation
- will definitely to express certainty in the future
- May I? asking for permission
- I'd rather stating preference

	· common phrasal verbs and position of object pronouns, e.g.:
I looked it up
She looked after them 

	Adjectives

	· comparative and superlative adjectives 

· comparative structures, e.g. as ...as, ...is the same as, not so ...as ..., looks like/is like 

	Adverbs and prepositional phrases

	· wider range of prepositions and prepositional phrases, e.g. in her twenties, of average height 

	· a wide range of adverbial uses, e.g. to express possibility and un/certainty - possibly, perhaps, definitely 

· more complex adverbial phrases of time, place, frequency, manner, e.g. as soon as possible 

· a range of intensifiers, including too, enough 

	Discourse

	· markers to indicate:
- addition, e.g. also
- sequence, e.g. in the first place
- contrast, e.g. on the other hand 

· markers to structure spoken discourse,
e.g. anyway, by the way 

· use of ellipsis in informal situations,
e.g. got to go 

· use of vague language, e.g. I think, you know 


F.S. English/ESOL – Entry Level.  Use written words and phrases to record and present information.  ESSU

Resources to Support Maths



Select one of the statements below and investigate in your pair or group to see if it is an accurate statement

	A The distance round your head is the same as the length of your arm from your shoulder to your wrist


	B The total length of all your fingers is equal to the length of one of your arms from your shoulder to the end of your fingers

	C Your height is the same as the length of your arms outstretched
	D Your height is seven times the length of your foot


You might find the following checklist helpful:

· Make a note of whether you think the statement is likely to be true

· Decide how you are going to check it out

· Investigate the statement using your chosen method

· How accurate do you think your method was?  

· Could you improve on the accuracy?  How?

· Summarise your findings to present to others

F.S. Maths – Entry 3 – Use metric and imperial units in everyday situations. Check accuracy of calculations and results.  ESSU

2D Shapes - Definition


Triangle- (Three Sides)

An angle is formed where the sides meet. It is measure of the amount of opening between the lines.

Square- (Four Sides)

All the angles are equal. The sides are of equal length.

Quadrilateral (Four Sides)

 Any plane shape with four sides is called a quadrilateral. The square and the rectangle are quadrilaterals.

Rectangle (Four Sides)

All the angles are equal. Two pairs of opposite sides are of equal length.

Circle

The length across the centre of a circle is called the diameter. The length round the edge is known as the circumference.

Regular Hexagon (Six sides)

All sides are equal =Regular

Regular Pentagon (Five sides)

All sides are equal =Regular 

Regular Octagon (Eight sides)

All sides are equal =Regular

F.S. Maths – Entry Level – Recognise and name common 2D shapes. Can be used as an ‘Icebreaker’.  ESSU

Dominoes

To be cut up and laminated as domino set; one between 3 or 4 participants

	60 ( 5
	What is the difference between 24 and 6?
	
	24 – 6
	Find the total of 6 and 24

	24 + 6
	The product of 24 and 6 is
	
	24 x 6
	6 goes into 24 how many times?

	24 ( 6
	45, and 9 more
	
	9 + 45
	9 lots of 45

	45 x 9
	45 divided by 9
	
	45 ( 9
	9 subtracted from 45

	45 - 9
	3 less than 21
	
	21 – 3
	21 more than 3

	21 + 3
	21, 3 times
	
	3 x 21
	21 divided into 3 groups

	21 ( 3
	91 and 4 together make
	
	4 + 91
	4 fewer than 91

	91 - 4
	91 times 4
	
	4 x 91
	How many 4s are there in 91?

	91 ( 4
	60 multiplied by 5
	
	60 x 5
	5 taken away from 60

	60 – 5
	60 added to 5
	
	5 + 60
	60 shared 5 ways

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


F.S. Maths – Entry 2 – Complete calculations using whole numbers.  Calculations might include addition, subtraction or multiplication. ESSU


	My mother is 1.60m tall

	My 15 year old brother is 2 cm tall

	The front door of my house is 20m high

	My bedroom measures 30m by 20m

	An apple weighs 2 kg

	A can of cola holds about 400 ml of liquid

	This piece of paper is about 27 mm long

	A loaf of bread weighs about 800g

	A box of chocolates weighs about 500 kg

	A large bottle of cola holds about 3 ml of liquid

	My car is capable of travelling at 500 km per hour

	A high speed train can travel at 100 miles per hour

	A tea cup, when full, holds about 250 ml

	The petrol tank in a small car holds about 50 litres

	A calculator weighs about 50 grams


 

	If you add even numbers the answer will be even

	If you add odd numbers the answer will be odd

	Most square numbers are even numbers

	A number in the 8 times table is also in the 4 times table

	A number that ends in 8 will be in the 8 times table

	Multiples of odd numbers are always odd

	When you add numbers together the order does not matter

	There is no connection between division and subtraction

	There is no connection between multiplication and addition

	Some numbers you just cannot divide

	You cannot take a big number away from a smaller number

	Prime numbers are never even






	Numbers made
	Nearest 10
	Nearest 100

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



	Numbers made
	Nearest 10
	Nearest 100
	Nearest 1000

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	Numbers made
	Nearest 100
	Nearest 1000
	Nearest 10000

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


F.S. Maths – Entry 1– Understand and use numbers up to 10.  Entry 2 -Understand and use whole numbers to 100. Entry 3 – Understand and use whole numbers to 1000.  ESSU

Exploring Multiplication 

Tables Square Activity

Ask learners to look for patterns in the tables square by using following prompts as appropriate for the group

· Can you identify patterns in the 5 and 10 times tables?


· What do you notice about all the numbers in 2, 4, 6, 8 times tables?

· What is the relationship between the 2 and 4 times tables? 

· Can you identify any other relationships between tables in the square? 

· Think of a strategy for calculating 7 times table if you find it difficult to remember this table.  (eg 5 and 2 times tables added together?).  When do we use the 7 times table in everyday life (eg days in a week)

· Can you think of strategies for helping with any other tables?  Eg 8 times table is double 4 times table

· Draw out a range of strategies for 9 times tables

· Adding digits of answer to make 9

· Fingers methods

· 10 times table minus the digit you are multiplying by      eg 8 x 9 = (10 x 9) – 8

Ask learners to highlight areas of the tables square they find difficult; help them focus on ways they can remember these parts of the tables – try adding on, counting in sets, doubling/halving from other answers.

F.S. Maths – Entry 1/Entry 2 – Complete calculations using whole numbers.  ESSU




F.S. Maths – Entry 1/2 – Understand and use multiplication in practical situations.  Used as an aide memoir - ESSU





For example:

63 divided by 5 (63 ÷ 5) 
[image: image1.wmf] is worked out by:

     
[image: image2.wmf]63

                    (put the 1st number at the top)

        - 50 (10 X 5)       (subtract a chunk – this is quite often 10 times the number you are dividing by)



           13 

     (work out the subtraction using column subtraction)



        - 10  (2 X 5)
     (subtract another chunk)

3

     (if the bottom number is not zero, then this is your

                        remainder)

Add up the chunks (10 plus 2 chunks of 5) and include any remainder if you have one.

The answer here is 12 remainder 3.

Finally check your answer by performing the inverse operation: i.e. (12 X 5) + 3 should equal 63!

Work out the following divisions using the above method (show all your workings and check each answer using the inverse operation!

A. 78 ÷ 3




B. 48 ÷ 3



C. 97 ÷ 4

D. 68 ÷ 67 =




E. 143 ÷ 7



F. 205 ÷ 6 (use larger chunks)

F.S. Maths – Entry 2 – Understand and use division in practical situations, where necessary using repeated subtraction to calculate.  ESSU

Maths level 1

What is probability?

Probability or chance is how likely something is to happen:

· If something has a low probability, it is unlikely to happen.

· If something has a high probability, it is likely to happen.

How to express probability

There are two main methods of expressing probability:

1. Probabilities are most commonly shown as fractions:

0. The probability of getting 'tails' when you toss a coin is a 1 in 2 chance, or 1/2
1. The probability of getting a 3 when you roll a dice is a 1 in 6 chance, or 1/6
1. Probabilities can also be shown as decimals or percentages:

0. A probability of 1/2 can also be shown as 0.5 or 50%

1. A probability of 3/4 can also be shown as 0.75 or 75%

Probability - Show that some events are more likely to occur than others

HD2/L1.1

Working out probability

Work out the probability of throwing an even number on a dice.

1.Count up the total number of possible results.
When throwing a dice, for example, there are 6 possible numbers the dice can land on (1, 2 ,3 ,4, 5, 6).

2.Then count up the number of results you are interested in.
In this example, you are only interested in throwing a 2, 4 or 6 (all the even numbers on a dice). So you are interested in 3 numbers.

3.Probability of getting an even number on a dice is 3 chances out of 6 chances which you write as 3/6.
3/6 is the same as 1/2 which can also be expressed as 'half', 0.5 or 50%.

Probability - Show that some events are more likely to occur than others

HD2/L1.1

Functional Skills Maths: Level 1


On average there are 400 bricks in a grab pack (a shrink-wrapped pack of bricks). Bricks normally retail at 50p each.  Breeze blocks (grey insulating blocks) retail at 80p each. Breeze blocks come on a pallet.  

There are three different types of delivery trucks that are used by the brick company.

Small  

Capacity – 7 tons    / can carry  5 grab packs 

Cost per each delivery is  £75.00

Medium 

Capacity –9 tons    / can carry 7-8 grab packs

Cost per each delivery is  £95.00

Large 

Capacity – 13 tons / can carry 10 grab packs

Cost per each delivery is  £110.00

A standard brick has measurements of :

 22cm by 10cm by 6cm 

A minimum of 20,000 standard bricks is required to build a house. A good estimate is to measure the length and height of the house and work out the area, then times by 4.  

Question 1 . 

You want to build single layer exterior wall 1 metre high and 1 metres in length.  Estimate how many bricks you will require. How many bricks will you need?

Estimate the weight of this number of bricks. 

Show all your workings


F.S. Maths – Level 1 – Analysing Information.  Apply Mathematics to obtain answers to simple given practical problems that are clear and routine.  Use simple checking procedures.  Helen Cook, East Berks College.

Question 2. 

A customer wishes to build his own house. The length of his house is 18 metres and the height of his house is 8 metres.

Estimate the number of bricks this customer will require to build his house. 

Show all your workings.


Question 3 

The customer needs to have the bricks delivered. Please cost the delivery with small, medium and large trucks. Advise the customer which would be the best delivery option.



Question 4 

What is the estimated cost of buying the bricks required including all delivery charges ?

Show all your workings please.



BRICK PROBLEMS – Part 1

What is the approximate weight of this hod of bricks when full?

[image: image3.jpg]



Show all your workings here
	


F.S. Maths – Level 1 – Understand practical problems in familiar contexts and situations, some of which are non-routine.  Identify and obtain necessary information to tackle the problem.  Select mathematics in an organised way to find solutions.   Helen Cook – East Berks College

BRICK PROBLEMS – Part 2

Approximately how many bricks does this pallet contain?

You must move all these bricks 50m using a hod. How many trips will it take? Approximately how long will it take to complete the task?
[image: image4.jpg]



Show all your workings here

	


F.S. Maths – Level 1 – Understand practical problems in familiar contexts and situations, some of which are non-routine.  Identify and obtain necessary information to tackle the problem.  Select mathematics in an organised way to find solutions.   Helen Cook – East Berks College

BRICK PROBLEMS – Part 3

You need to transport bricks in this pick-up. 

The vehicle can take a load of 400kg in the back.

How many bricks is this? Looking at the picture, will they fit in the space?

[image: image5.jpg]



Show your working here

	


F.S. Maths – Level 1 – Understand practical problems in familiar contexts and situations, some of which are non-routine.  Identify and obtain necessary information to tackle the problem.  Select mathematics in an organised way to find solutions.   Helen Cook – East Berks College

BRICK PROBLEMS – Part 4 (harder questions)

[image: image6.jpg]



This fork lift truck can transport a load of 3 tonnes. 

How many bricks is this?

The palettes in the picture have bricks stacked 8 wide by 10 long and 10 high. How many bricks are in each pallet? What would their total weight be?

The fork lift moves at 10 miles per hour. What is this km per hour?

How long would it take the truck to cover 200m?

F.S. Maths – Level 1 – Understand practical problems in familiar contexts and situations, some of which are non-routine.  Identify and obtain necessary information to tackle the problem.  Select mathematics in an organised way to find solutions.   Helen Cook – East Berks College











Is it Fair?

Odd and Evens

A 2 player game needing a die and counters or some other markers. Each player starts with nine counters.

Player 1 chooses either odd or even numbers on the die and player two takes the other.

If  player 1 chooses odd numbers then should they roll the die and get an odd number they take that many counters from player 2.

For the odd numbers 
[image: image7.png]


or [image: image8.png]


or [image: image9.png]



player 1 gains 1 or 3 or 5 counters from player 2

For player 2 who is playing even numbers then

For the even numbers 
[image: image10.png]


or [image: image11.png]


or [image: image12.png]



player 2  gains 2 or 4 or 6 counters from player 1

Game continues until someone runs out of counters.

The person with the counters is the winner.    

The Thirty-one Game

You need 24 playing cards using the aces,2,3,4,5, and 6. these are shuffled and placed face up in a 4 x 6 array.

Two players take turns in selecting a card, putting it in a central location  and saying its value. For example the first player takes a 2 so 2 is said aloud.

Player 2 then turns over another card which is a 5 and so says out loud 7. player 1 turns over another card, let’s say 1 and says out loud 8.

Play continues in this way until either  a) 31 dead is reached






       b) one player has to go beyond 31.

To win reach 31 or don’t be forced to go over 31.



Tricky track

	
	
	
	2

	
	
	
	3

	
	
	
	4

	
	
	
	5

	
	
	
	6

	
	
	
	7

	
	
	
	8

	
	
	
	9

	
	
	
	10

	
	
	
	11

	
	
	
	12


Needed: 11 counters and 2 ordinary dice.

Place 1 counter on each of the squares numbered 2 – 11

Throw the dice and add together the two numbers shown. Move the counter on    that square total one box to the left. Now throw the dice again and repeat this, each time moving the counter on that "row"one box to the left.


Probability


[image: image13.png]



What’s the chance of getting tails when you flip a coin? ------------------------------------



What fraction of the 


balls are green?


--------------

F.S. Maths – Level 1 – Use probability to show that some events are more likely to occur than others. ESSU

Type A

There are 10 boy and 15 girls in a class.  What is the ratio of girls to boys?

Step 1:  Write the words of the ratio

Step 2:  Write the numbers under the words.

Step 3:  Cancel the ratio down by dividing.

girls
 : 
boys

15
:
10

÷ 5 
3
:
2
÷ 5

Level 1 exam question

Last year the store’s total sales of videos were worth £12 000.  The profit made on those sales was £4 000.

What was the ratio of sales to profit?

A 
1 : 3

B 
1 : 4

C 
3 : 1

D 
4 : 1


Type B

The scale drawing is 1:50, if the table is 5cm on the drawing what is it in real life?

Step 1:  Write the words of the ratio

Step 2: Write the numbers under the words

Step 3: Draw the X

Step 4: Multiply the two numbers joined by the X and divide by the other value.

	draw
	
	real

	1
	:
	50

	
	 
	

	5
	:
	?


5 x 50 = 250 →250 ÷ 1 = 250cm

Level 1 exam question

The organisers have one steward for every 50 visitors.  There are 850 visitors at the firework display.  How many stewards do they have?

A 
15

B 
16

C 
17

D 
18


Type C

The ratio of the paint needed is white to red to water, 2:3:5.  If the painter needs 40 litres of mixed paint how much of the red is needed?

Step 1:  Write the words of the ratio

Step 2: Write the numbers under the words

Step 3: Add on extra heading called total and add up the parts,

Step 4: Put the total from the question under the ‘total’ heading

Step 5: Draw the X

Step 4: Multiply the two numbers joined by the X and divide by the other value.

	white
	
	red
	
	water
	
	total

	2
	:
	3
	:
	5
	:
	10

	
	
	
	
	
	
	

	
	
	?
	
	
	
	40


3 x 40 = 120 →120 ÷ 10 = 12 litres of red needed

Level 1 exam question

The ratio of women to men seeking training this month is 3 : 2.  The company has 60 people seeking training.

How many women are seeking training this month?

A 
12

B 
20

C 
24

D 
36

	
	Sale!

Super Supermarkets are reducing their prices by 30%.

Can you work out the new prices?


	



	Item
	Original Price
	New Price


	Item
	Original Price
	New Price

	Baked beans
	60p
	
	Frozen Pizza
	£1.70
	

	White Bread
	90p
	
	Bottle of Cola
	£1.50
	

	Bag of Apples
	70p
	
	Pack of 5 doughnuts
	50p
	

	Olive Oil
	£4.50
	
	Chart CDs
	£10.30
	



	
	Price Rise!

The corner shop is increasing all its prices by 25%.

What are the new prices?
	


	Item
	Original Price
	New Price


	Item
	Original Price
	New Price

	Tinned pears
	60p
	
	Frozen Peas
	£1.80
	

	Bread Rolls
	80p
	
	4 Pints of Milk
	£1.20
	

	Bunch of Grapes
	68p
	
	Pack of 5 Iced Buns
	48p
	

	Sunflower Oil
	£4.40
	
	Chart DVDs
	£10.96
	


F.S. Maths – Level 2 – Understand and use equivalencies between fractions, decimals and percentages.  Use decimals and percentages to order and compare amounts or quantities and to solve practical problems.  For example, what decimal must I multiply by to find the cost after a reduction of 25%.  ESSU



	
	Sale!

Superdooper Supermarkets are reducing their prices by 30%.

Can you work out the new prices?


	


	Item
	Original Price
	New Price


	Item
	Original Price
	New Price

	Baked beans
	60p
	
	Frozen Pizza
	£1.70
	

	White Bread
	90p
	
	Bottle of Cola
	£1.50
	

	Bag of Apples
	70p
	
	Pack of 5 doughnuts
	50p
	

	Olive Oil
	£4.50
	
	Chart CDs
	£10.30
	


	
	Price Rise!

The Greedygobblers shop is increasing all its prices by 25%.

What are the new prices?
	


	Item
	Original Price
	New Price


	Item
	Original Price
	New Price

	Tinned pears
	60p
	
	Frozen Peas
	£1.80
	

	Bread Rolls
	80p
	
	4 Pints of Milk
	£1.20
	

	Bunch of Grapes
	68p
	
	Pack of 5 Iced Buns
	48p
	

	Sunflower Oil
	£4.40
	
	Chart DVDs
	£10.96
	


F.S. Maths – Level 2 – Understand and use equivalencies between fractions, decimals and percentages.  Use decimals and percentages to order and compare amounts or quantities and to solve practical problems.  For example, what decimal must I multiply by to find the cost after a reduction of 25%.  ESSU


	2cm


	25mm
	0.1m
	30mm
	2.8cm
	3.4cm
	18mm

	300m


	0.5km
	250m
	0.22km
	500m
	0.45km
	

	4000g


	4.5kg
	3.5kg
	3750g
	4575g
	
	

	675g


	0.7kg
	0.6kg
	650g
	700g
	0.75kg
	

	200ml


	300ml
	0.25l
	0.275l
	260ml
	
	

	1l


	900ml
	1100ml
	1.2l
	1250ml
	0.75l
	


Laminate and cut into small cards.

Learners to put these measurements in order.

F.S. Maths – Level 2 – Recognise, use and convert using metric and where appropriate, imperial measures.

Ratios

Type A
There are 10 boy and 15 girls in a class.  What is the ratio of girls to boys?

Step 1:  Write the words of the ratio

Step 2:  Write the numbers under the words.

Step 3:  Cancel the ratio down by dividing.

girls
 : 
boys

15
:
10

÷ 5 
3
:
2
÷ 5

Level 2 exam question
One week 78 babies are born in the maternity hospital.

Of these, 26 are boys.

What is the ratio of boys to girls?
A 
1 : 2

B 
2 : 1

C 
1 : 3

D 
3 : 1
Type B
The scale drawing is 1:50, if the table is 5cm on the drawing what is it in real life?

Step 1:  Write the words of the ratio

Step 2: Write the numbers under the words

Step 3: Draw the X

Step 4: Multiply the two numbers joined by the X and divide by the other value.

	draw
	
	real

	1
	:
	50

	
	 
	

	5
	:
	?


5 x 50 = 250 → 250 ÷ 1 = 250cm

Level 2 exam question

A town council advertises in France.

The cost of an advertisement is 18 000 euros.
5 euros = £3

What is the cost of the advertisement in pounds?

A
£1 200



B
£27 000

C
£10 800
D
£30 000
Type C

The ratio of the paint needed is white to red to water, 2:3:5.  If the painter needs 40 litres of mixed paint how much of the red is needed?

Step 1:  Write the words of the ratio

Step 2: Write the numbers under the words
Step 3: Add on extra heading called total and add up the parts,

Step 4: Put the total from the question under the ‘total’ heading

Step 5: Draw the X

Step 4: Multiply the two numbers joined by the X and divide by the other value.

	white
	
	red
	
	water
	
	total

	2
	:
	3
	:
	5
	:
	10

	
	
	
	
	
	
	

	
	
	?
	
	
	
	40


3 x 40 = 120 → 120 ÷ 10 = 12 litres of red needed

Level 2 exam question

The baker makes dough from flour, water and yeast in the ratio 20 : 4 : 1.

He mixes 200 kilograms of dough.  How much flour does he use?

A 
8kg

B 
10kg

C 
50kg

D 
160kg
Resources to Support Speaking & Listening 

Talking to Customers and Colleagues
It is important that whatever your job you speak to customers and colleagues professionally. Your customers and colleagues could be:

· Patients

· Friends or family of patients

· People working in other departments 

· Contractors working on site

The way you listen and speak are just as important so remember these top tips:

 [image: image14.wmf]   Listening

· If you have not heard or not understood what they have said ask them to repeat it.

· Check your understanding about what has been said

· Look at someone when they are speaking to you

· Show you are listening using body language

[image: image15.wmf] Speaking

· Think about your tone of voice

· Remember, people are often stressed when they talk to you so they may be short or rude. If you respond back in the same way you will make matters worse

· Always check that people have understood what you have said

· Always keep calm, polite and professional 

· Apologise if things have gone wrong

· Try to use people’s names when talking to them

· Think of your body language when you are talking and make sure it is not aggressive

F.S. Speaking and Listening – All Levels – Take full part in formal and informal discussions and exchanges that include unfamiliar subjects.  ESSU 


Listening in Care

Listening skills are very important in care situations:
  

·       To take a history 

·       To find out where the pain is 

·       To get to know the patient's preferences 

·       To follow instructions 

·       To take messages 

·       To know if a machine is working properly 

·       To help people work through problems 

Listening to a person can be a very important part of therapy.

When we listen to someone and take in details such as the names of family members, pets or hobbies and then use this information in conversation, e.g. by asking, "How's Ella's knee?" we make a person feel valued. 

In describing a problem or situation a person will usually include irrelevant comments and go off at a tangent.

Close, critical listening is important, to enable the listener to sift the content of what is spoken and sometimes to guide the speaker back to the main point of the conversation. 

	Listening helps to build rapport, encourages trust and may lead to the disclosure of important information needed for treatment.




Top 10 Listening Skills 

	 [image: image16.jpg]


 
	1. Stop talking 

You cannot listen to someone and talk at the same time, so stop talking.

	[image: image17.jpg]



	2. Give your attention on the speaker

Try to ignore what's going on around you and focus on the speaker.

	[image: image18.jpg]



	3. Think about what the other person wants from you  

Sometimes it takes a while to understand what the person is really saying. What is the real message behind what they are saying? 

	[image: image19.jpg]



	4. Body language and tone of voice

What does the speaker's body language and voice tell you? Do they match their words? For instance, an angry person might keep their voice calm, but they will look tense, which shows they are not feeling calm.

	[image: image20.jpg]



	5. What is your body language saying?

Does your body language show the speaker you are really listening? For example, keeping your arms crossed can make you look closed to what the person is saying. 

	[image: image21.jpg]



	6. Let the speaker finish what they are saying.

Do not interrupt. If you do, it can seem that you are not listening to the other person. 

	[image: image22.png]



	7. Listen for the main ideas

Try and get the whole picture about what the person is saying to you. 
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	8. Ask questions

Ask questions if you are not sure about what has been said to you.
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	9. Repeat the main points

Repeat the main points back to the speaker. That way you show you are listening, and can also check you have understood everything.

	[image: image25.jpg]



	10. Listen to the speaker's feedback to you.

They might correct some of the things you said to them. Listen carefully to make sure you get the true picture.

 




The Listening Game 

This game has been developed to enable learners to use the hints and tips about listening to try out their skills. Each learner should be provided with a bingo card. They should then listen to the presentation on care and communication which is available on CD, or can be read by the tutor (script below).  When they identify correct statements, made they should cross them off. The first person to get a line of 4 is the winner. Depending on the level of the learners the statements can be adjusted by the tutor 

Effective Listening Techniques in the Health and Care Sector

We don’t have lessons in listening when we are children and it is a really important skill.  Some people say that the reason we have 2 ears and one mouth is that we should listen twice as much as we speak. That is not far wrong. Effective listening is a vital tool in successful communications, and listening is a skill we use most and learn least. We gather information by listening all the time. We listen to the news on the radio; instructions from our bosses, we listen to our friends’ problems and students spend 75% of their time listening!  That means we should be really good at it!

When working in a care situation, no matter what your job, effective listening is essential.  You may need to listen to instructions about a new procedure, a patient may ask for help or you may have to listen to a message and pass it on to colleagues. If you get a message wrong there should be a real problem.

I don’t know about you, but I sometimes glaze over when people are talking and I am not really interested. This means that I can miss important information that I need. So how can I make sure that I avoid switching off the listening button in my head! And how can I also make sure that I encourage people I am listening to, so that they will feel comfortable when they are speaking?

When we listen, we have to make sure that we pick up on a range of communication tools. 7% of verbal communication is about the words we choose to use; the rest comes from our tone of voice and body language. I can say, “ I really like you”, but my tone of voice and body language could be saying the opposite.  Therefore it is really important to make sure that we are listening carefully to not just the words used, but the way they are being said and the signs the speaker’s body is sending. You may often have to communicate with patients who are upset and worried. It is therefore even more important to recognise non verbal clues. How often has a patient told you they are fine when their tone of voice and body language are saying the opposite?

To be a good listener is quite a tall order!! It is important that you help the conversation along by encouraging the speaker. You can do that by making sure you look at the speaker all the time – if you are on a ward, turn off the telly if it is on and focus on them – make them feel they are important. It helps to let a speaker know that you are taking in what they are saying by nodding, saying ‘mmmm’ or feeding back what they have said.  You need to think about your own body language – your body will tell the speaker if you have switched off, so make sure your body doesn’t let slip that you are bored or your speaker may dry up!!

To make sure that you get the right information that you need when you are listening is no easy task.  Even when you are listening to something that interests you, it is easy to drift off in a day dream.  I have often sat in training and written my shopping list for the week or thought about how I was going to deal with a problem – especially if the speaker is dull or I am struggling with the subject matter!

To listen accurately you need to be collecting a range of information to get the whole picture. You need to listen and make sense of what is being said, you then have to process what is being said and sometimes you might have to write notes. That’s some juggling act!! So how can you get the most out of listening? The most important thing to be aware of is that you remember things when you are interested in them. If there is a piece of office gossip I bet you will remember it! I know I do! If I went to a lecture on quantum physics I know I would struggle to listen effectively. 

Sometimes it does not matter if you do not remember what has been said, but as listeners we need to know when it does.  It helps to be sure that you know why you are listening – are you trying to encourage someone, deal with a difficult situation, gather information or listen to a problem? The way you listen should be different for every situation.  You do need to try and concentrate and be aware that you tend to remember the middle of a conversation less that the beginning and the end - so you need to keep focused throughout! If you don’t understand something you should ask the speaker to explain again – they won’t mind, at least they know you are listening! If you know you need to remember what has been said afterwards, for example you could be at a health and safety presentation at work and need to ensure you follow a new procedure, then write notes. They don’t need to be too long just key words or phrases on a page. 

So remember that communication is a two way process – speaking and listening are equally important. To be an effective listener you need to encourage the speaker, use your eyes and ears to pick up messages and make sure you develop the skills to remember what has been said!!



Good listening – Discussion/Sorting Cards
	We remember things we are interested in.


	It is important to listen carefully to make sure you get messages right.
	We listen twice as much as we speak.
	Your body language will let someone know you that you have switched off.

	If you don’t understand what has been said ask.


	Effective listening is a vital tool.
	We gather information by listening.
	You may have to write notes when listening.

	Communication is a two way process.


	You need to know why you are listening.
	Patients will often say they are fine when their tone of voice and body language says the opposite.
	The telly should be switched off when you are listening.

	Effective listening is a vital tool.


	You may need to listen when you are dealing with a difficult situation.


	We should listen twice as much as we speak
	Your body language will let someone know you that you have switched off.



	If you don’t understand what has been said, ask.


	To be a good listener is a tall order.
	We gather information by listening.
	Listening is an important skill.

	Only 7% of verbal communication is about  the words we choose 


	You are likely to listen better if you are interested
	Your body language is important when you are listening.
	To listen correctly you need to collect a range of information.


Good listening – Discussion/Sorting Cards
	If you glaze over you will miss important information.


	Write notes to help you remember important things when you are listening.
	Tone of voice is not important.
	Speaking and listening are equally important.

	We remember things we are interested in.


	We tend to remember the beginning and end of a conversation more than the middle
	We listen twice as much as we speak.
	Your body language will let someone know you that you have switched off.

	If you don’t understand what has been said, ask.


	Effective listening is a vital tool.
	We gather information by listening.
	You may have to write notes when listening.

	Communication is a two way process.


	You may need to listen to Health and Safety instructions.
	Students spend 80% of their time listening.
	The telly can be on when you are listening.

	If you glaze over you will not miss important information.


	Nodding helps a speaker to know you are listening.
	Tone of voice is very important.
	Speaking and listening are equally important.

	We remember things we are interested in.


	Children do not have lessons in listening.
	If you seem bored a speaker may dry up.
	Your body language will let someone know you that you have switched off.




Good listening – Discussion/Sorting Cards
	If you don’t understand what has been said, ask.


	Effective listening is a vital tool.
	We listen to the news on the radio.
	You may have to write notes when listening.

	You can show you are listening by feeding back what has been said.


	You need to know why you are listening.
	Students spend 80% of their time listening.
	Getting the right information when listening is not easy.

	If you glaze over you will not miss important information.


	Nodding helps a speaker to know you are listening.
	Tone of voice is very important.
	Speaking and listening are equally important.


F.S. Speaking and Listening – All Levels – Take full part in formal and informal discussions and exchanges that include unfamiliar subjects.  ESSU 

Talking to a Group
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There are often times when we have to speak to more than one person at a time. This could be at a team or staff meeting, at a union meeting or at a training event. Many people get very worried about speaking up in a group for all sorts of reasons. Tick any of the bullet points in the list below if you recognise that this is how you behave:

· At the end of the discussion you realise that you only said one or two things or you did not speak at all. 

· You have some thoughts that are relevant to the conversation, but you think they are not important to say to the group. 

· You have an interesting idea, but you decide that you will talk to someone about it later in a one-on-one conversation. 

· You have something you would like to say, but you're a little shy or nervous about saying it or you don't know how to find a way of getting into the discussion so you end up not saying it. 

· You have something you want to say, but there are one or two talkative people taking over the conversation and you can't figure out how to get a word in edgeways.

· You don't say a thing. Then, you walk away from the discussion thinking that it was useless or a waste of time.

· You are in a group discussion and you know that one person in the group 

· Knows a lot about the topic, but he/she is quiet and shy and can't get into the conversation.

If you have ticked one or more of the bullet points above, then you need to develop some strategies to make sure your views and opinions are heard.

F.S. Speaking & Listening – Level 1 – Take full part in formal and informal discussions and exchanges that include unfamiliar subjects.  ESSU

Feeling Better about Talking in a Group
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There are lots of things you can do to help you feel better about talking in a group. The most important thing to remember is that you have an important contribution to make. Here are a few tips:

1. Say it, even if you think what you have to say is not essential. You don't have to wait until you have a massive contribution to the conversation. If you are quiet, you will probably have a tendency to under value the importance of your own ideas and not say anything. You should remember that your ideas are just as valuable as those of talkative people. 

2. Say it, even if it's obvious. There are times when it is useful to say things that are obvious to you and/or obvious to the group. One reason is because some things that are obvious to you are not always obvious to others - you'd be surprised at how often this is true. Also, saying obvious things plays the important role of setting the ground truth in the discussion. It also gives people the chance to agree or disagree. 

3. Say things to let people know your interests and passions. If you find the conversation or topic interesting, they should know since there may be follow on actions or opportunities that result. If you register someone's interest in a topic, then you will know to contact them in the future when something comes up.

4. Say things to let people know what areas you are knowledgeable in. It's important for you to let other people know what areas you have expertise in and what areas they can call on you for. Your knowledge is one of your biggest assets in the working world. 

5. Say things to let people know where you stand on things. Sometimes it is useful to let people know what you agree and disagree with. Note that staying quiet on something that you disagree with can suggest that you agree with it. 

6. Say things that have already been said. Sometimes it is useful to repeat something that was already said. Don't worry; the repetition is not a waste of time it reinforces points made in the group discussion. 

7. Say things to move the discussion towards topics that are more interesting and useful to you and the group. We've all been in group discussions that have wandered away from the original purpose. Chances are that if you think the discussion should be changed in a certain way, then other people do too. 

8. Say things to help support other people's points. If you agree with someone then don’t be afraid to stand up and be counted. It will reinforce their comment and make them feel better about what they have said.

9. Help another quiet person by giving them a chance to talk. For example, you can say "Joe had some experience with xxxx. Joe, what do you think about this?" 

10. Bonus tip: Relax and have fun! You can make it a game to try to say things that positively change the direction of a discussion. You can practice with every group discussion you are in, whether the group has 3, 30, or even 300 people. 

11. Ask questions. If you're confused, you're probably not alone. Also, asking clarifying questions helps encourage further discussion. 

12. Say it, even if there are senior people around.  Senior-level people are always on the lookout for good leaders to come up with new ideas and carry them forward, so they want to hear from junior-level people. By talking, you have a chance to make it clear that you are one of those leaders! 

F.S. Speaking & Listening – Level 1 – Take full part in formal and informal discussions and exchanges that include unfamiliar subjects.  ESSU

Preparing to take part in a meeting at work

· This activity needs to be tried out while you are working.

· Identify a meeting that you attend at work on a regular basis.

· Use this form to help you to get ready for that meeting.

· Think about how the meeting went and report back to the group.

Meetings At Work

________________________________________________

Type of meeting

Purpose

Who attends?

What is discussed?

Your role

Points you will make

Information to research or prepare

How did it go?

F.S. Speaking & Listening – Level 1 – Take full part in formal and informal discussions and exchanges that include unfamiliar subjects.  ESSU

Jargon Buster 
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When you work in a hospital there is lots of jargon which you are likely to use every day without even realising it. That is fine if everyone knows what you are talking about.

Do you know what these words or letters mean………….

· Sharps

· DOA

· Adware

· ICU

· DNR

· Bagging

· WBC

· ADL

If you have struggled with any of these words, then imagine what patients and colleagues in other departments must think when they try to understand what you have to say. There may be times when it sounds as if you are speaking a foreign language!

Make a list of all the jargon words you use at work and think about alternatives you could use with people not in the know.  Use the sheet below to help you. 

F.S. Speaking & Listening – Entry Level – Respond appropriately to others and make some extended contributions in familiar formal and informal discussions and exchanges. ESSU

Jargon Buster

	Jargon, Abbreviation

or technical phrase
	Meaning

	
	

	
	

	
	

	
	

	
	

	
	

	
	


F.S. Speaking & Listening – Entry Level – Respond appropriately to others and make some extended contributions in familiar formal and informal discussions and exchanges. ESSU

Communicating Sensitively With Others

Working in a care situation can often be stressful, whatever your job. You will often have to work under pressure and deal with difficult situations.  Effective communication is really important if a hospital or care home is to run smoothly. To make sure you communicate effectively with colleagues, patients or the families of patients you need to think of whether you able to communicate with empathy and respect.

What do we mean by empathy?

Empathy is about being able to put yourself in someone’s place and understand how they are feeling. 

Activity 2

Brainstorm times when you need to show empathy when talking to people in your job. You can use a whiteboard, flip chart and work in a group or complete the sheet below.
What do I mean by respect?

Respect is the esteem we show towards other people. When we are listening to them we would show that we valued what they had to say and would cared about what they have to say. When we are speaking to them we would consider the language and body language we use. 

Activity 3

Think about the situations on the activity sheet below and decide how you should have responded if you wanted to show that you were empathetic and had respect for the speaker.

Activity 4 - Consequences 

Share out the consequence cards below to pairs. 

1. Each pair should discuss the  situation and decide:

a) What would happen next

b) How could the situation have been dealt with to show more empathy and respect

F.S. Speaking and Listening – Entry 2 – Participate in discussions/exchanges about familiar topics, making active contributions, with one or more people in familiar situations.  ESSU

Communicating Sensitively with Others

Activity 2
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F.S. Speaking and Listening – Entry 2 – Participate in discussions/exchanges about familiar topics, making active contributions, with one or more people in familiar situations.  ESSU
Activity 3: Empathy, Sympathy or Apathy?


Before you start ask your tutor to explain what is meant by sympathy and apathy if you are not sure. If you are happy with these terms and what they mean, then think about the most suitable response which would show empathy in the situations below:

	1. I am annoyed that this is the third time I have had to ask you to fix this piece of equipment. Each time you have said it works but it doesn’t when I try to use it!!!
	a. You know this is a common fault and you can never get rid of it.

b. I don’t blame you. It’s awful. It shouldn’t have happened – it doesn’t normally.

c. I am sorry about that. It must be really irritating for you. I’ll get onto it right away to make sure we find out what the problem is and get it sorted.



	2. I have made a special journey to have this hospital appointment and you are now telling me it has been cancelled. Didn’t anyone think to call me?
	a. That must have been very frustrating for you – and it must have seemed thoughtless of us not to call. I am sorry.

b. Do you know you’re absolutely right? We’re rubbish at that and I would demand compensation if I were you.

c. Well there was obviously a problem. The consultant wouldn’t be off on purpose you know, just to annoy you.



	3. I spent ages posting those patient details on the computer and now you are telling me that they were incorrect!
	a. I know. It’s a pain isn’t it? Just when you thought you had finished it too.

b. I am really sorry. I guess I would feel just as fed up in your place.

c. Well look on the bright side. It will give you a chance to improve your keyboard skills when you do it all over again.






Activity 4

         



Speaking to Customers and Colleagues 

Get into groups of 3 and choose one card from the pack. Two people in turn should choose a role to play and one person should observe the role play and feedback at the end. If you feel brave you can ask someone to video the role play so that you can look and it and talk about it later.

	Scenario 1

Person1: Cleaner

Person 2: Nurse

Situation: A nurse asks you to clean up a mess in the sluice room. You are currently working getting a bed ready for an emergency admission and say you will do it as soon as you are finished. The nurse insists you drop everything and deal with it straight away.  What happens next?

	Scenario 2

Person 1: Porter

Person 2: Drunk patient in accident and emergency

Situation: You have been called to accident and emergency to take someone for an x-ray. While you are there a person who is obviously drunk starts to shout and demand to be seen. He sees you and makes a beeline for you. How do you deal with the situation?

	Scenario 3

Person 1: IT technician

Person 2: Administrator in personnel

You are called to the personnel department to repair a computer which has broken. The administrator is obviously very fed up because the computer keeps breaking down and really needs replacing but there is no funding.  She is quite aggressive with you. How to you calm her down?

	Scenario 4

Person 1: Senior Supervisor

Person 2: Team member

Two members of your team have clashed a number of times and this is now causing problems within the team and causing an atmosphere. You have called in each of the trouble makers to try and sort out the problem.  How do you deal with the situation? 

	Scenario 5

Person 1:  Ward worker ( could be a cleaner, care assistant or a porter)

Person 2: Visitor

A visitor approaches you and wants to discuss their father who has been in hospital for 4 days. And is quite unwell. The visitor wants to see a doctor. You explain that they need to see the duty nurse but they won’t take no for an answer and insist that you sort it out. How do you get out of this one?




How Did It Go?
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Think about how your role play went. Did it end in a fight, or did you calm the situation and find an answer to the problem?

Was the role play a success?

Did you achieve what you wanted?

What went well in your discussion?

What could you have improved in your discussion?

Do you feel your body language was appropriate?

If things did not go well, how would you cope with this situation in the future?

Give yourself a score out of 10 for your role play:   

F.S. Speaking and Listening – Entry 2 – Participate in discussions/exchanges about familiar topics, making active contributions, with one or more people in familiar situations.  ESSU

Dealing with Complaints


1. You are asked by the senior nurse on duty on your ward to provide a patient with a cup of tea.  You make it and take it to him; however, he is very abusive to you, telling you it is not what he wanted, and the cup is dirty.  How should you deal with this situation?  Whom should you contact?

2. A man and woman approach you in the corridor, the woman is very angry and starts shouting at you.  She accuses you of being rude and not helping her.  You have never seen her before!  The man seems helpless to intervene.  What should you do? Whom should you contact? 

3. A man calls you and tells you that the taxi he ordered has not arrived.  He is quite upset and says he will make a complaint about the hospital staff.  How should you handle this situation?  Whom should you contact? 

4. A patient tells you she is very unhappy with the cleanliness and hygiene on her ward.  She describes many occasions when nurses have not washed their hands/used disinfectant.  She is very upset about the dust around her bed.  How should you handle this situation?  Whom should you contact?

In pairs, discuss one case study and devise strategies to deal with the complaint appropriately.

F.S. Speaking and Listening – Entry levels – Respond appropriately to others and make some extended contributions in familiar formal and informal discussions and exchanges.  - ESSU

Giving instructions and directions
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If you have to give instructions at work then there are a number of things you can do to make sure people understand what you want them to do:


· when providing instruction, ensure good eye contact is made and that the message is clearly directed to the relevant colleague

· ensure that instructions are not given in a noisy environment, sound and noise can be very distracting if you are trying to follow something carefully

· keep any verbal instructions very brief and straight forward 

· use simple language

· confirm your colleague understands the instructions by asking them for a demonstration or to repeat back in their own words what was said, as many will say that they understand when in fact they don’t

· provide alternatives to the verbal instructions, some examples include:

- role play or demonstrate the instructions, including the 'do’s' and 'don’ts' (perhaps more than once) and then allow the worker the opportunity to practice for themselves, providing appropriate feedback

- provide written or pictorial task charts either on laminated cards, a flip chart or whiteboard to enable colleagues to refer back to instructions if required

- include team activities to consolidate understanding 

- establish a buddy program with a co-worker to provide extra support for workers who find it hard to understand instructions

F.S. Speaking & Listening - Entry 2 – Participate in discussions/exchanges about familiar topics, making active contributions, with one or more people in familiar situations.  ESSU

Taking Instructions and Directions 
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When we listen to instructions, we aim to pick up two things: 

	- the important points 
- the right order, or sequence 



Listening to instructions face-to-face 
When someone gives you instructions face-to-face you can check back to see if you have understood correctly. For example:
Person A: Make sure you disinfect all the door handles and work surfaces and wash your hands between touching patients to make sure the MRSA bacteria does not spread.
Person B: So...disinfect door handles and work surfaces and wash my hands between touching patients? 
Person A: Yes, that's right. 
At the end of the instructions, it is a good idea to go through the important points again to make sure you have understood them in the right order. This puts right any misunderstandings and helps you to remember them. We often do this with directions:
Person A: Go straight down the corridor , past the maternity ward on the right and when you get to outpatients take the first left. 
Person B: So... down the corridor, past maternity on the right, and first left at outpatients. 
Person A: That's it. 

Listening to instructions in a group 
This can be more formal. You might need to wait until the end of the instructions to ask questions.

F.S. Speaking & Listening - Entry 2 – Participate in discussions/exchanges about familiar topics, making active contributions, with one or more people in familiar situations.  ESSU

Linking word and phrases 
Different stages in a set of instructions are often marked out by certain words or phrases. These linking words can help you work out what stage the instructions are at. Some examples are:

	- First of all...
- There are three things to note...
- Don't forget...
- As well as... 


To help enforce the instructions, the instructor might repeat the same point using different words. 
NOTE: When a person tells you how to do something, they might not go through the steps in order. Something might occur to them halfway through explaining what to do and they may add an important point out of sequence. 
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Activity … Giving and taking instructions and directions

Game- Giving Instructions

Get into groups of three or four. One person selects a question and asks it to the person on their right. If they answer give full instructions clearly without help, they get 3 points. If they need help from others in the group, they get 1 point. If they can not answer, they get 0 points. The other team members decide the points received. The next person in the group plays by selecting a question and asking the person on their right. Play until all the questions have been answered. The person with the most points wins!   
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Activity 1: Talking to Customers and Colleagues


Before we start any work on speaking and listening at work, it is important to think about your own skills. Use the questionnaire below to identify where you need to work on your speaking or listening skills. When you have finished think about the five most important skills you have identified that you would like to work on. Highlight these on your questionnaire.

	
	Always
	Sometimes
	Hardly ever

	I remember verbal messages at work  and pass them on
	
	
	

	I am happy with the way I answer the phone in my department
	
	
	

	I recognise when I don’t understand what a patient or colleague has said
	
	
	

	I check that I understand instructions at work
	
	
	

	I am confident talking to new colleagues I work with
	
	
	

	I speak clearly when talking to patients and colleagues
	
	
	

	I  change the way I speak when talking to patients or colleagues and the situation I am in
	
	
	

	I know when to keep quiet at work
	
	
	

	I am polite when I talk to patients and colleagues
	
	
	

	Other people understand what I say
	
	
	

	I can manage difficult conversations at work
	
	
	

	I think about what I am going to say
	
	
	

	I know how to disagree politely
	
	
	

	I am happy talking at a team meeting
	
	
	

	I use body language to give me clues about what someone is saying
	
	
	

	I can look someone in the eye when I am speaking to them
	
	
	

	I am confident giving clear instructions to colleagues
	
	
	

	I let people have their say at work
	
	
	

	I change the tone of my voice depending on the situation
	
	
	


F.S. Speaking and Listening – All Levels – Know your own skills.  - ESSU

Functional Skills Procedures
An example of how East Berkshire College manage Functional Skills

See separate (pdf) document 
Exam Revision for Functional Skills

For animal rescue data sheet, see separate (pdf) document

Functional Mathematics Level 1 4367/PM

Data Sheet (Pre-release)

Use the Animal Rescue data sheet
1. Sarah wants to buy 3 boars and 2 sows what is the least amount of cages she will need so that the guinea pigs can live safely? Explain your answer...................................... ........................... .................. ........................... ........................... ........................... ........................... ...........................

2. Kim buys two sows. What is the least amount of space will she need for the guinea pigs to live? ........................... ........................... ........................... ........................... ........................... ........................... ........................... ........................... ........................... ........................... ...........................

3. Amy buys a cage for her 3 sows. One cage has dimensions 75 cm in length by 1.5 m in width. Will the cage be big enough? Explain your answer........................... ........................... ........................... ........................... ........................... ........................... ........................... ...........................

4. Amy decides to draw a scale diagram of a cage for the 3 Sows that she wants to place in her room. She first needs to work out the correct size of the cage. What would be the smallest cage size for her 3 sows?

Length........................... ........................... ........................... ........................... ...........................

Width........................... ........................... ........................... ........................... ...........................

5. Amy’s diagram has a scale of 1 cm represent 100cm. Draw a scaled down cage for Amy’s bedroom.

Use the Animal Rescue data sheet
1. Sarah wants to buy 3 boars and 2 sows what is the least amount of cages she will need so that the guinea pigs can live safely? Explain your answer...................................... ........................... .................. ........................... ........................... ........................... ........................... ...........................

2. Kim buys two sows. What is the least amount of space will she need for the guinea pigs to live? ........................... ........................... ........................... ........................... ........................... ........................... ........................... ........................... ........................... ........................... ...........................

3. Amy buys a cage for her 3 sows. One cage has dimensions 75 cm in length by 1.5 m in width. Will the cage be big enough? Explain your answer........................... ........................... ........................... ........................... ........................... ........................... ........................... ...........................

4. Amy decides to draw a scale diagram of a cage for the 3 Sows that she wants to place in her room. She first needs to work out the correct size of the cage. What would be the smallest cage size for her 3 sows?

Length........................... ........................... ........................... ........................... ...........................

Width........................... ........................... ........................... ........................... ...........................

5. Amy’s diagram has a scale of 1 cm represent 100cm. Draw a scaled down cage for Amy’s bedroom.

AQA Functional Skills level 1 -  exam practice questions

With data sheet – Animal rescue

Skills covered include: area, factors, multiplying decimals, scales.

Samantha Cardwell – Portsmouth College

Aim:

More questions for students to practice, as they build their confidence in writing structured answers.

F.S. Maths – Level 1 – Exam Practice Questions.  Area, Factors, Multiplying Decimals, Scales.  Samantha Cardwell – Portsmouth College
	Animal Rescue Centre

Each guinea pig needs an area of at least 0.5 m2

(be careful with cm and m, make sure they are the same)

Remember 1 m = 100 cm
	How many guinea pigs would fit in this area?
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	No 
	How many guinea pigs would fit in this area?
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	1
	3 female guinea pigs (sows) would fit in an area no smaller than....


	2
	Finish 

	How many m2 is this?
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	2 male guinea pigs (boars) would fit in an area no smaller than....
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How many m2 is this?
	Boars cannot be kept with sows. What size area(s) would 1 boar and 2 sows need?
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How many m2 is this?
	Anna buys a cage for 3 sows. The cage has dimensions 2 m in length by 25 cm in width. Is it big enough?
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How many m2 is this?
	Anna buys a cage for 3 sows. The cage has dimensions 2 m in length by 100 cm in width. Is it big enough?
	
	


AQA Functional Skills level 1 -  exam practice questions

With data sheet – Animal rescue

Skills covered include: area, factors, multiplying decimals, scales.

Samantha Cardwell – Portsmouth College

2. Dominoes activity

Aim:

Practice questions with the answers.

F.S. Maths – Level 1 – Exam Practice Questions – Area, Factors, Multiplying Decimals.

Samantha Cardwell – Portsmouth College  

Animal rescue – use data sheet to answer the questions

	a) At least how much space does each Guinea pig need to live safely?

b) At least how much space does 2 guinea pigs need to live safely?


	1. Convert these to metres

a) 25 cm

b) 50 cm
	c) 75 cm

d) 125 cm

e) 150 cm



	7.

a) Can boars live in the same space as sows?

b) Can 3 boars be kept together?

c)  Is it safe to have 2 boars in a space of 0.75 m2 ? Explain your answer

d) What is the smallest space that 2 boars can be kept? Show the length and width in a diagram.


	8.

a) Is it safe to keep 4 sows together?

b) Is it safe to have 4 sows in a cage with length 2 m and width 2.5 m? Explain your answer.

c) What is the smallest space that 5 sows could be kept? Show the length and width in a diagram.

	5. 

a) What is the area of the cage?
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b) What is the maximum amount of guinea pigs that could be kept in the cage?


	6. 

a) What is the area of the cage?
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b) Can 10 sows live safely in this cage? If not how many?



	a) How many guinea pigs can be kept in an area of 1 m2
b) How many guinea pigs can be kept in an area of 3.5 m2

	a) What is the area of a cage with a width of  3 m and length 1.25 m

b) What is the area of a cage with a width of 1.5 m and length 1.5 m




AQA Functional Skills level 1 -  exam practice questions

With data sheet – Animal rescue

Skills covered include: area, factors, multiplying decimals, scales.

Samantha Cardwell – Portsmouth College

Aim: 

Students can practice more simple questioning relating to the data sheet and some skills they may need to practice.

Page can be cut up into the tasks/chunks 

F.S. – Maths Level 1 – Exam Practice Questions – Area, Factors, Multiplying Decimals, Scales.  -  Samantha Cardwell – Portsmouth College

	Start

0.5 is the same as ½
	How many 0.5’s are there in 1?


	3 x 0.5

or 

1 x 1.5

or 

2 x 0.75
	Change 75 cm into metres

	1
	What two numbers multiply together to make 0.5?
	0.75
	If a cage had an area of 1.5 m2. What could be the width and length?

	1 x 0.5

or 

2 x 0.25
	Change 50 cm into metres
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	How many 0.5’s are there in 2.5?



	0.5
	If a cage had an area of 0.5 m2. What could be the width and length?
	5
	What two numbers multiply together to make 2.5?
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	How many 0.5’s are there in 1.5?


	2 x 1.25

or 

5 x 0.5

or 

1 x 2.5
	Change 125 cm into metres

	3
	What two numbers multiply together to make 1.5?
	1.25
	If a cage had an area of 2.5 m2. What could be the width and length?

	How many 0.5 m2 in this space?
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	Work this question out in your book
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	Finish 


AQA Functional Skills level 1 -  exam practice questions

With data sheet – Animal rescue May 2011

Skills covered include: area, factors, multiplying decimals, scales, metric conversion.

Samantha Cardwell – Portsmouth College

Aim:

This ‘follow me’ activity is to be cut up for students beforehand as they are in the correct order. When cutting up, cut along the thick lines, so that you have dominoes.

Give this to the students after the introduction on smartboard.

F.S. Maths – Level 1 – Exam Practice Questions.  Area, Factors, Multiplying Decimals, Scales, Metric Conversion.  Samantha Cardwell – Portsmouth College
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Write down as many answers as you can think of

AQA Functional Skills level 1 -  exam practice questions

With data sheet – Animal rescue

Skills covered include: area, factors, multiplying decimals, scales.

Samantha Cardwell – Portsmouth College

Aim:

Students work in groups to come up with their own answers

F.S. Maths – Level 1 – Exam Practice Questions.  Area, Factors, Multiplying Decimals, Scales.

Samantha Cardwell – Portsmouth College
For exam revision document please see separate (powerpoint) document

Scheme of Work Preparation
Functional Skills

Scheme of Work Preparation

Functional Skills

Teaching is a learning experience for the teacher a much as for the learners.

Look upon every teaching session as an opportunity to learn; to watch learner behaviour and assess the learning that occurred so that you can improve the learning experience for them.

You need feedback from your learners.  It is not enough for you to feel good about it.  Did your lesson/course help them gain insight?  Did they understand what is involved and why, as well as how to do it?

For each lesson you deliver you will have in mind a set of performance criteria.  These will provide the pointers to evaluation, whether informal or formal.  Below is a checklist you may find helpful.

1. Schemes of work must provide progression for functional skills ensuring a variety of real-life contexts.

2. Planning for functional skills should provide opportunities for the application of the skill and offer a compelling learning experience.

3. Planning learning should involve the learner so that they know what they are learning and why they are learning it.

4. Planning should constantly look for openings for learners to secure skills leading to learner achievement as a consequence of 

co-constructed goals.

5.
Assessment and feedback on skills progression are used to demonstrate skills development, competence and confidence.

      6.
Differentiation should be addressed in planning to accommodate a range of learning styles.[image: image46.png]



To be cut up and made into laminated cards; one set per 3 or 4 participants.  Sort the cards into likely, unlikely, impossible and certain





BE





HAVE





BEFORE NOW	   	         NOW GENERALLY





I have  played            I play


       Do I play? 


       I don’t play








Already, not...yet		         How often?  


Up to now








BEFORE AND 		          NOW AND AT THE 


AT THE MOMENT 	          MOMENT





I have been playing   I am playing





How many? How long for?          At the moment,           Since when?		         currently





Adjectives 


(words used to describe nouns – colour, age, quality and so on)





Nouns


(objectives, ideas, feelings and so on)





Shake the dice and add up the totals made.


Round your answers up or down to complete the tables below


Increase the number of dice you are using for the second and third tables











Tables Square








Entry Level - Measurement








DO





BEFORE YESTERDAY	       YESTERDAY





I had	played	      I played, 


      Did I play? 


			      I didn’t play





Already, not .....yet	       How often?,When?. 


Up to then








BEFORE AND AT A 	       AT A MOMENT


MOMENT YESTERDAY	       YESTERDAY





I had	been playing   I was playing





How long?  Since when?	      while  



































Percentages





Things to think about with this game:





Is this game fair?





If not what could be done to make it fair?

















�








Things to think about





How many turns are there in the shortest and the longest possible game?








2) What number should the starting player take? Can that player ensure a win? If so how?











Things to think about





Which counter reached the green box first?


Is this what you expected to happen?








Play a few times and notice which counter gets to the green box first.





Can you explain why this happens?




















How could we show the probability of getting a six on a single die? 


                                                  --------------------------------








What about getting a 2?   ---------------------------------------





What fraction of the number of days in the year is your birthday?





--------------------------------





What’s the probability of getting 11 ten pence pieces for a pound?








--------------------------











Identifying Number Operations – laminate and cut up cards for use in small groups





Situations when I need to show empathy at work…





A health care assistant is giving a patient a bed bath. They chat all the time not noticing that the patient is not responding. When they ask if the water is too hot they continue without waiting for a reply. The care worker turns to a colleague and discusses their holiday, putting pressure on the patients wound. The patient jumps and shouts in pain.


“Careful!” the care worker says in an annoyed voice. “You’ll have me hurting your wound in a minute!”  





What might happen next?





How could the care worker have shown more empathy and respect?








A porter opens the doors for Out Patients waiting room. They welcome the first few patients and then talks to their colleague about the weekend they have had. 





A new patient arrives with a crying child and asks where they should go. The porter continues their conversation and points to the reception desk. 





What might happen next?





How could the porter have shown more empathy and respect?





An IT worker is on duty at the help desk and receives a very angry call from a senior supervisor from estates.


“Our IT system is down and I asked someone to sort it out yesterday. It is making it impossible to access work schedules.”





“Well we are stacked up here you know. Half the team is off sick and I can’t cope with all of you moaning at me. It’s not my job to put up with that!”





What might happen next?





How could the IT Support Worker have shown more empathy and respect?








A cleaner arrives to cover for a colleague who has called in sick to find a very cross nurse.


“They told me you would be here 2 hours ago and I have delayed serving morning drinks because I was expecting you!”





“Yeah, they always say that. They’re useless in the office. Now where are the tea and coffee things?”





What might happen next?





How could the cleaner have shown more empathy and respect?











When the fire alarm goes off?








When you think a patient has stopped breathing?








When a piece of equipment goes wrong in your department








When you have had an accident at work?





What should you do?





How do you?





When you have a problem with a supervisor





When you are working with a new colleague





When you have lost a patient





F.S. Maths – Entry 1 -  Show an awareness of uncertainty. Learners are expected to be able to distinguish between likely and unlikely events, including the impossible and the certain.  ESSU  


�






F.S. Maths – Level 1 – Analysing Information.  Apply Mathematics to obtain answers to simple given practical problems that are clear and routine.  Use simple checking procedures.  Helen Cook, East Berks College.








F.S. Maths – Level 1 – Solve Problems requiring calculation, with common measures, including money, time, length, weight, capacity.  ESSU





Ratio





F.S. Maths – Level 1 – Solve simple problems involve ratio, where one number is a multiple of the other.  Helen Cook, East Berkshire College.





F.S. Maths – Level 2 – Solve simple problems involve ratio, where one number is a multiple of the other.  Helen Cook, East Berkshire College.
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Entry Level





Entry Level





Entry Level





Entry Level
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Entry Level





Percentages





F.S. Maths – Level 1 – Analysing Information.  Apply Mathematics to obtain answers to simple given practical problems that are clear and routine.  Use simple checking procedures.  Helen Cook, East Berks College.





Entry Level





Level 1





Level 1





Level 1





Level 1





Level 1





Level 1





Level 1





Level 1





Level 1





Level 2





Level 2





Level 2





�





Body Measurements – How do we measure up? 





Whole Number Calculations





Awareness of Uncertainty





Discussion for Mathematical Problems





Rounding Numbers





Measurement





Level 2





F.S. Speaking and Listening – All Levels – Take full part in formal and informal discussions and exchanges that include unfamiliar subjects.  ESSU 





F.S. Speaking and Listening – All Levels – Take full part in formal and informal discussions and exchanges that include unfamiliar subjects.  ESSU 





F.S. Speaking and Listening – All Levels – Take full part in formal and informal discussions and exchanges that include unfamiliar subjects.  ESSU 





F.S. Speaking and Listening – All Levels – Take full part in formal and informal discussions and exchanges that include unfamiliar subjects.  ESSU 





Communicating Sensitively with Others





Communicating Sensitively with Others





Communicating Sensitively with Others





Communicating Sensitively with Others





Communicating Sensitively with Others





F.S. Maths – Entry Level – Communicate solutions to simple given practical problems in familiar contexts and situations.  Can be used as an ‘icebreaker’. ESSU





F.S. Speaking and Listening – Entry 2 – Participate in discussions/exchanges about familiar topics, making active contributions, with one or more people in familiar situations.  ESSU





F.S. Speaking and Listening – Entry 2 – Participate in discussions/exchanges about familiar topics, making active contributions, with one or more people in familiar situations.  ESSU





F.S. Speaking and Listening – Entry 2 – Participate in discussions/exchanges about familiar topics, making active contributions, with one or more people in familiar situations.  ESSU








_1239104251.unknown

_1276601371.bin

_1239103558.unknown

