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Support for maths, English, ICT & Lifelong Learning 

 

[image: ]You may be beginning a new career within Her Majesty’s Prison & Probation Service (HMPPS) which will require you to use a whole host of skills in your role. Or maybe you are a current member of staff looking for upskilling and support opportunities. In the modern working environment, you will be using Information and Communications Technology (ICT) for most of your day to day activities. Paperwork will be an important element of your work. You may need to write daily observations and reports which could be sent to senior managers, Police, Courts and so on. At some point you may wish to progress into other specialist roles or go for promotion. Whatever stage you are at in your career, you will need to make sure that your maths, English or ICT skills don’t hold you back. 

New career or looking to upskill?







It’s important to be aware that if you feel you are struggling with maths, English or ICT, help is available to you through Skills for Life. This information booklet gives advice and guidance on the support available to you, whether you are a new to HMPPS or a current member of staff. 

If you have been diagnosed with dyslexia or other learning difference, do consider letting your Line Manager know, or your Tutor if you are doing Prison Officer Entry Level Training (POELT) so that we can provide you with support. If you think you may be dyslexic, we can offer advice and guidance on the assessments and support available within HMPPS. If you are a new member of staff (within 6 weeks of starting your job) you can apply to the Access to Work scheme to obtain dyslexia support materials. 



	





Making a start
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Skills for Life at HMPPS supports all staff to progress with their maths, English and ICT skills. You may wish to work towards functional skills or GCSE qualifications. Functional skills are practical skills in maths, English and ICT that will help you deal with practical problems and challenges. They allow you to work confidently, effectively and independently in everyday life. We have an online system called bksb Focus which we can use to provide you with an assessment of your current skills. 
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The system, which you can access through Firefox, is user friendly. There is a step by step guide that shows you how to use it. You will be able to log in from any device that has internet access.







Once you have done the assessment, you will be provided with an individual learning plan and support pathway to enable you to develop your skills and work towards functional skills or GCSE qualifications. You will be able to use the system at work and at home.

Email: SkillsforLife@noms.gsi.gov.uk for a free login today 
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Sources of Support within HMPPS
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Training Expert Advisors Your tutors are your first line of support and you can discuss any concerns you may have with them in confidence. They will help you decide on the best course of action and can help you access further support. If you are a POELT undertaking the 10-week training course, it is especially important you seek advice if you have any concerns about your maths, English or ICT skills.
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Skills for Life Manager My name is Brett Stringer and part of my role is to support anyone, especially POELTs, through their initial training. Anyone who feels they would like to improve their maths, English or ICT skills can access support through me or through a Skills for Life Advocate. If you think you may be dyslexic, we can offer you an initial assessment and signpost you to specialist support. I am more than happy to meet with you individually where possible. It’s important not to struggle in silence and I stress any contact made will always be confidential. I am mainly based at Newbold Revel and can be contacted on: Brett.Stringer@noms.gsi.gov.uk  or  01788 804139 / 07973 959089.







Sources of Support within HMPPS cont.

Skills for Life Advocates are staff upskilled with a knowledge and understanding of functional skills maths, English and ICT; distance learning, learning differences. They are trained in how to offer support and to signpost staff to the most relevant service or provider. They are peer volunteers with an interest in Skills for Life. They provide confidential support and advice to any member of staff in their home establishment. Their names are advertised on notice boards in your workplace. You can also find out who your Skills for Life Advocates are by emailing SkillsforLife@noms.gsi.gov.uk 

Sources of Support within HMPPS cont.:
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POELT Mentors support all new Prison Officer recruits, offering them advice and guidance throughout their probationary period. They are Supervising Officers who have a wide range of experience within the prison environment. They can signpost you to sources of help on a number of issues.




Support from our partners




POA Learning offer a comprehensive range of courses and distance learning opportunities which are predominately free or subsidised. They also provide functional skills support, dyslexia assessments and other educational services. Link centres are based at many establishments and their staff can provide one to one support.



Union Learning Reps (ULR’s) are based in many workplaces nationwide, and can provide information on learning opportunities and confidential advice. Union Learn provide access to courses and promote maths, English and ICT for all. Your local Union Representatives may also be able to signpost you to relevant support for your training needs.
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The Education & Training Foundation provide professional development courses and resources for Educational Staff, Instructors and Managers within HMPPS.
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British Dyslexia Association provide help and support for those with dyslexia and their families. They can offer advice on coaching, workplace assessments and support software.
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North Warwickshire & Hinckley College provide distance learning opportunities for Prison Service staff and offenders. Materials are available online and in paper based formats; they are mostly free of charge and you can access them via the College Prison Liaison Officer.



Civil Service Learning is the main provider of most courses for HMPPS and MOJ employees, and offers a new and revised curriculum. Courses may be delivered face to face, online or both. You can access CSL via the main HMPPS Intranet site or the link given below.
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Skills for Life Network is a news, information and signposting resource for teachers and supporters of functional skills and GCSE maths, English and ICT. 
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DAWN is the support team for staff in HMPPS, providing one to one support on issues around disability and wellbeing.
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E-Voice.co.uk is a provider of support software for people with dyslexia, and is endorsed by the British Dyslexia Association. They offer workplace assessments and coaching, and advice on applying for ‘Access to Work’ Government support.
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Links, Websites and Email Addresses




SkillsforLife@noms.gsi.gov.uk [Email address for advice/support]
www.poalearning.org.uk [Courses, Functional Skills, Dyslexia Assessments]

www.unionlearn.org.uk	[General advice for learning opportunities]
civilservicelearning.civilservice.gov.uk [Predominately Work based courses]
www.nwhc.ac.uk [Distance Learning]
www.bdadyslexia.org.uk [Advice and support on dyslexia]
www.gov.uk/access-to-work/overview [Government financial support]
www.bbc.co.uk/skillswise [Advice on learning and useful info]
www.bksb.co.uk [Initial assessment for functional skills]
www.e-voice.co.uk [Software for dyslexia and support]
www.foundationonline.org.uk	 [Information on functional skills]
www.excellencegateway.org.uk [Resource and training on functional skills]
DAWN@noms.gsi.gov.uk [Equalities email address within HMPPS]
www.dyspraxiafoundation.org.uk [Advice on dyspraxia]
























Support on the Intranet
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Skills for Life have a ‘Group’ page on the Intranet. The group page contains electronic booklets and information on Distance Learning courses, newsletters and other pertinent guidance. It also contains some helpful ‘pictorial’ guides to navigate certain IT systems such as P-Nomis and Invision. To access this group page, click on the ‘Groups’ page as highlighted in the picture above, then click on ‘S’. This will open up an index list. Click on ‘Skills for Life’.




Support for learning differences

Dyslexia Assessments & Support
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If you are concerned about your reading and writing, we can offer you an online dyslexia assessment through POA Learning, a partner organisation fully endorsed by the British Dyslexia Association. The assessment is free of charge. 






If the assessment shows you may have dyslexia, you can request an ‘Official Assessment’ via your line manager. This assessment will be carried out by our workplace Occupational Health (OH) Provider. At this point you can also contact ‘Access to Work’, a Government scheme that offers financial support for those with dyslexia. The Disability Advocacy Wellbeing Network (DAWN), an HMPPS department, can also offer support and advice. 
If you have dyslexia and are undertaking Prison Officer Entry Training (POELT), we can give you additional time to undertake the POELT assessments and we can also offer you a ‘scribe’. Electronic devices with text to speech software will soon be available to help you. We can provide reading rules and coloured overlays to make reading easier for you.
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Dyspraxia, Dyscalculia and ADHD are other learning differences that may affect you. Advice on coping strategies and support can be provided via our OH professionals and through DAWN. Your Training Expert Adviser will also be able to offer you advice. 



Working for one of the largest Civil Service departments provides many opportunities for promotion for both Operational or Non-Operational staff. Depending on what the job involves, you may find you need to improve your maths, English and ICT skills to enable you to undertake a new position. This may be the time to consider assessing and improving your current skill levels so that you don’t miss out on promotion.
Good levels of maths, English and ICT are key to ensuring we have a professional workforce, and we are using ICT more and more in our work. Apprenticeships and Leadership Development programmes demand a certain level of attainment in these skills. 
You can learn in different ways: online, face to face, or both. It doesn’t have to be a scary proposition to upskill! You can contact Skills for Life SkillsForLife@noms.gsi.gov.uk and we will signpost you to the best support available through our partners and stakeholders.
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   Promotion and Apprenticeships
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Supporting Staff & Line Managers in their SPDR’s

As a Line Manager, you may have a member of staff who wishes to progress and look to promotion when undertaking their SPDR.  Skills for Life can signpost you to a variety of distance learning packages, many of which relate to our industry. If someone is struggling with maths, English or ICT, you can invite them to undertake the bksb initial assessment. This will give them a good idea of their current skills levels and provide them with a support pathway.
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It’s all about supporting our staff, and we have resources to assist staff and managers alike. Our workplace operates job rotations, and it’s important to think about the staff involved and whether their skills levels will enable them to undertake each new role successfully. We all need some additional support at times to enable us to progress, and Skills for Life can be part of this process. If you are a Line Manager and would like advice on helping your staff to improve their maths, English and ICT skills, please email SkillsForLife@noms.gsi.gov.uk 







Prison Officer training is a unique process. The aim is to ensure you are supported throughout, and that you enjoy the experience.

Your POELT Mentor’s role is to ensure that you have a smooth on-boarding experience into your new working environment. They will be your initial support and contact at your establishment and will offer you support and guidance throughout the training period. You can raise any concerns you may have with them. 
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They will keep in touch with you whilst you undertake your training and will also liaise with your tutors to make sure you are fully supported.

Your Teaching Expert Advisor (TEA) will be your initial point of contact at any POELT learning centre. They will support and guide you through the 10 week course, ensuring you get the best chance to succeed in this first stage of your career. If you have a learning difference, do consider letting your tutor know so that they can support you and make adjustments for you. This will remain confidential between you and your tutor.

Skills for Life at HMPPS is a national service, dedicated to supporting POELTs and new staff in their initial careers. Whilst you could be at one of over 38 POELT learning centres nationally, you can request help and advice from the service from wherever. We aim to support all staff, especially new recruits, and your tutors can also contact us for further advice and support when required. If you are concerned about your maths, English, ICT skills or about a learning difference, do contact Skills for Life for support SkillsForLife@noms.gsi.gov.uk 

Enjoy your POELT course and remember that support is always available to you!




 






	















Skills for Life within HMPPS offers a service to promote literacy, numeracy, ICT and Lifelong Learning, and to offer advice to colleagues with learning differences, all of which is confidential. The service will assist staff and signpost to relevant providers & stakeholders through a network of SFL Advocates, other trained members of staff and a Single Point of Contact at:
SkillsforLife@noms.gsi.gov.uk
Version 4 Nov 2017
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