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Confidentiality statement

All rights in this document, including but not limited to, the trade marks, designs, methodologies and/or know-how and related rights, belong to the Her Majesty’s Prison and Probation Service (“HMPPS”). Copyright in this document is Crown Copyright.  You agree not to use, employ, exploit, copy (in any format) or transfer the information contained in this document, whether for yourself or on behalf of any third party, otherwise than for your own use within your organisation only, unless agreed to by HMPPS in writing prior to such additional use and only in accordance with the terms of such additional written permission.  You will treat this document as confidential and you will require any of your employees, agents, sub-contractors or other third parties who have access to this document as required also to treat it as confidential and will not disclose the contents of this document to any third party or use it in any way other than for the purpose detailed above.

You shall not make any commercial use of or make any commercial gain from this document and/or copyright, trademarks, designs, methodologies and/or know-how and related rights contained in this document, without HMPPS’ prior written consent. 

If you wish to make any additional use of this document outside the scope of the allowed use detailed above you must contact HMPPS prior to such desired additional use in order to obtain a licence from HMPPS to such additional use and agree the specific terms of that additional use (which shall include agreement to any required additional licence fee payable in connection with such desired additional use). 

About this manual


This manual has been designed to assist lesson planning by providing comprehensive detail and all lesson plans should reflect this.

All changes made to the contents of the pack are the responsibility of Design and Assurance.  To raise any issues, please contact us through our functional mailbox:

DesignHRLD@hmps.gsi.gov.uk 













Trainer criteria

HMPPS Learning & Development expect that, for all courses, trainers should possess subject expertise, be knowledgeable and experienced to deliver the course material.

Guide to methodologies

Each session has a range of suggested methodologies and resources designed to engage, stimulate and accommodate differentiation.

Suitable alternatives can be used.  Choosing alternative methodologies will mean that you will need to produce lesson plans that:

· Meet the same learning outcomes
· Meet the key learning points in full

Health and safety

HMPPS Learning & Development require that the course is conducted in accordance with relevant health and safety regulations.

Lesson observation

HMPPS Learning & Development expect the course to be subject to lesson observation.

Course rationale

This course has been commissioned and designed to make explicit the part that Skills for Life Advocates can play in helping HMPPS staff to develop their maths, English and ICT skills and to engage in lifelong learning.















Resources required

The resources required for this course are as follows:

Room requirements: training room with chairs and cluster tables

Other resources:

Laptop for PowerPoint presentation
PowerPoint presentation
Projector
Flipchart stand with pad and pens
A4 paper and pens
Sample leaflets on learning opportunities

Handouts:
HO1 Maths and English levels chart
HO2 Survey of HMPPS staff maths skills and Survey of HMPPS English skills
HO3 Sample initial assessments
HO4 Skills for Life Information Handbook

Teaching resources:
R1a: Reading text backwards
R1b: Reading text forwards
R2a  Behaviours, difficulties and strategies cards
R2b  Behaviours, difficulties and strategies answers
R3    Encouraging learning: case studies
R4    Encouraging learning: case studies – what happened


   
HMPPS TES End of Training Event forms


Course timetable

The training package is designed to be delivered as a two-hour training course. The course itinerary is as follows:

· Course induction, Domestics, Introductions (as appropriate for group)
· Session content







Induction, domestics and introduction

Show slides 1-4 as appropriate for the group of learners

1.	Show Slide 1 Skills for Life Advocate Training. Introduce yourself briefly to the group.

Show Slide 2 - HMPPS Equalities Policy Statement. Explain and discuss.

Show Slide 3 - Equalities information. Explain and discuss.

2.	Show Slide 4 - Venue Related Domestic Arrangements and explain key points (refer to notes on slide):

· Health and Safety (inc fire evacuation procedures)
· Facilities
· No smoking policy
· Refreshments and meal times
· Start and finish times
· Mobile/pager policy
· Individual requirements
· Evaluation process

Notes

HMPPS Learning & Development expect that, at the beginning of the course, trainers encourage learners to ask for further clarification and guidance, if required.

Remind learners that all trainers are approachable regarding learning difficulties, specific requirements or any other issue which may require additional support. All information received will be treated in confidence.

Issue End of Training Event Evaluation forms.  Explain their purpose and encourage learners to complete them as the course progresses, rather than rushing at the end of the course.


It may be appropriate to explain where the course fits into the HMPPS needs or the impact of the training in the workplace.









Course aim and learning outcome

Show slide 5: Course aim and learning outcome

Read out and explain the aim and learning outcome.

Aim
To make explicit the part that Skills for Life Advocates can play in helping colleagues to develop their maths, English and ICT skills and to engage in Lifelong Learning.

Learning outcome
Participants will have the knowledge and skills to encourage their colleagues to develop their maths, English and ICT skills and to signpost them to learning opportunities.

Assessment

Explain that assessment against the learning outcome will be via learner feedback and contributions throughout the session. Ask each learner to complete and sign the Record of Attendance and Induction sheet (only if applicable).

Session content

Introduction (5 minutes) 

Ask the group to introduce themselves and to say one thing they would like to get from the session. 

Show slide 6: Role of the Skills for Life Advocate

Ask the group what they think is the purpose of the Skills for Life Advocate role. Use the slide as the basis for a brief discussion on this, to ensure the group has a shared understanding of this. 

Ice breaker activity (10 minutes)

Distribute R1 Reading text backwards. Ask them to try reading this silently for a few minutes. Ask them to discuss with their neighbour what they have found out and how they felt trying to read the material.

Ask how much learners can remember (ask questions about the text to determine this). Ask if anyone would be prepared to try reading the first few lines of the text out loud, and then ask the rest of the group how that sounded to them (beginning reader). NB. learners are likely to try and ‘cheat’ by reading through the back of the paper. Praise them for their coping strategy but insist they persevere. 

Make the point that we don't know what goes on in someone else's head when they read and we need to ensure that the activities we plan make this an 'active process' (this applies equally to listening). 

Discuss the fact that it is very hard to take meaning from a text when you are reading only to decode. Say this is passive reading. Note passive reading is common - people can read but what they actually absorb is very limited. Ask what is active reading - what goes on in your mind? (Elicit a few responses, e.g. asking yourself questions about a text as you read/ disagreeing with a writer, thinking about what this means in practice).

Distribute R1b: Reading text forwards to illustrate active reading.  

Move the discussion on to why adults might struggle to read, write, speak and listen or solve maths problems, e.g. missed a lot of schooling due to moving around frequently, being in care, not seeing the point, lack of importance placed on learning by family, English is not their first language, medical conditions such as glue ear or learning differences e.g. dyslexia, dyscalculia. 

Make the point that the Prison Officer role description given in R1b requires a range of reading and writing, including record keeping and report writing. Use this as a lead in to the statistics on HMPPS maths and English skills.

HMPPS staff maths and English skills (10 minutes)

Show slide 7: Skills for Life. 

Give a brief overview of the Skills for Life strategy and findings of the 2012 survey. Distribute HO1: maths and English levels chart. Ascertain their knowledge of the levels, then refer them to page 1, and go through the main points accordingly. 

Show slide 8: Survey of HMPPS Staff Maths Skills

With reference to the statistics and to the Prison Officer job role outline, give an example of the kind of activity that someone working within HMPPS may struggle with, e.g. record keeping involving the use of tables.  

Show slide 9: Survey of HMPPS Staff English Skills

With reference to the statistics and to the Prison Officer job role outline, give an example of the kind of activity that someone working within HMPPS may struggle with, e.g. completing accident reports

Maths and English levels activity (20 minutes)

Show slide 10: Maths and English levels 

Distribute HO2: Survey of HMPPS staff maths skills and Survey of HMPPS English skills. Ask the group to work in pairs or small groups, depending on numbers. Ask them to think of a job role that they are familiar with e.g. Prison Officer, Administrator, and to think of three tasks that someone in that job role would carry out on a regular basis. For each task, ask them to make a list of the maths and English skills involved, and then, using the Levels Chart, decide on the level of maths and the level of English required for each task. Ask them to also consider any ICT skills that may be needed for their chosen tasks.

Ask each pair/small group to give feedback on one of the tasks they have chosen, and to say what aspects of the task they think may prove challenging for a significant number of staff given the statistics on HMPPS maths and English skills. 

Identifying needs activity (10 minutes)

Move the discussion on to how they can identify colleagues who may need help with maths, English and/or ICT. How might the issues present? Record their ideas on the flipchart. 

Show slide 11: Identifying needs 

Compare their ideas with the list on the slide. Lead the discussion on to initial and diagnostic assessment. 

Initial assessment activity (10 minutes)

Show slide 12: Initial and diagnostic assessment

Ask the group what kinds of assessment tools they are familiar with. Introduce the bksb tool as an example of an assessment and learning platform used widely throughout HMPPS. 

Distribute HO3: sample assessments. Take feedback and any questions from the group.

Recognising and supporting learning differences activity (15 minutes)

Show slide 13: Learning differences

Refer back to the discussion on identifying needs. Say that everyone learns differently, and some people may have one or more recognised learning difference that makes it harder for them to learn. 

Show slide 14: Recognising and supporting learning differences (1)  

Say that as a Skills for Life Advocate, you don’t have to be an expert in every learning difference, but you do need to know where you can access support for your colleagues.

Introduce the activity. Say this will give them the opportunity to find out a little more about the learning differences outlined in the previous slide, the sort of behaviours that suggest someone may have a learning difference(s) and the things they can do (again without being an expert) to help them.

Distribute R2a Behaviours, difficulties and strategies cards. Ask the group to work in threes/fours, and to match the 9 behaviour cards to the difficulty and the possible strategies for supporting someone with that difficulty.

Mention that sometimes people can have more than one learning difference (e.g. ADHD and dyslexia) and there may be different underlying difficulties behind a single sort of behaviour (e.g. both dyslexia and dyscalculia can cause problems) which is not reflected on the cards.

Ask the group how the learning from this exercise might help them identify and support someone with a learning difference(s). An example might be to give verbal rather than or as well as written instructions to someone who may be struggling with dyslexia, and to refer them for assessment and support.

Show slide 15: Recognising and supporting learning differences (2)

Introduce the further sources of support outlined on the slide. Ask for feedback from the group on sources of support that they may already be aware of.  

Distribute HO4: Skills for Life Information booklet, which contains further information on sources of support.

Encouraging learning activity 1 (10 minutes)

Show slide 16: Encouraging learning

Say that a key purpose of the role of Skills for Life Advocate is to encourage others to take up learning opportunities, and that this next activity will help them think about how they can do that. 

Introduce them to the activity on the slide. Ask them to think of a negative learning experience that they have had. Why was it negative? Then ask them to think of a positive learning experience. Why was it positive? What do they think makes for a successful learning experience? 

Make the point that motivation is key to successful learning, and that in order to encourage people to learn we need to find out what may motivate them to do so, e.g. they may want to be able to read to their children, apply for promotion, manage their finances better. Say that creating a positive learning environment will also encourage people to learn, e.g. making sure that information on learning opportunities is readily available and is in an accessible format.  





Encouraging learning activity 2 (20 minutes)

Show slide 17: Encouraging learning among all staff

Ask the group to contribute their ideas on the question: What could you do to raise awareness among all staff of the importance of maths, English, ICT and Lifelong Learning? Their ideas may include: good news case studies in staff newsletters; celebrating staff gaining maths, English and ICT qualifications; holding a maths/English challenge; Governor saying what they have done to brush up on their maths, English and ICT skills and why; fun activities during Adult Learners’ Week.  

Show slide 18: Encouraging learning: case studies

Introduce the activity. Say the cases studies are real life examples. Distribute R3: case study sheet. Divide the group into three smaller groups. Ask the groups to discuss and record their ideas for each case study on what steps they would take to support their colleagues. Ask them to refer to the Skills for Life Information booklet for help. 

Taking each case study in turn, ask each group for their feedback.  
 
Distribute R4: Encouraging learning: case studies – what happened next. Ask the group to spend a few minutes looking through these, and to reflect on any aspects of support they may not have touched on in their discussions. 

Hand out examples of information on learning opportunities that model good practice in terms of readability and accessibility.   

Next steps and evaluation (10 minutes)

Show slide 19: Next steps

Ask the group if there is anything they would like to know more about, and/or whether they would like to access further training. Outline the support available from the Skills for Life Manager at Newbold Revel, and how they can keep in touch and access resources online. 

Show slide 20: Key contacts

Distribute evaluation forms. 

Close
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