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Session Plan and Resources for Planning to Embed Literacy, Language
and Numeracy in Vocational or Other Programmes

Aim
The programme aims to:

e support practitioners to plan to embed literacy, language and/or numeracy skills
development in a vocational or other course.

Learning objectives

By the end of the session participants will have:

¢ an understanding of what is meant by embedded literacy, language and numeracy
programmes

e a checklist for planning and delivering effective embedded programmes

e an understanding of the key literacy, language and numeracy skills required by
learners in a selected unit of a vocational or other course

e an awareness of how to embed literacy, language and numeracy teaching and learning
opportunities in a scheme of work for the selected vocational or other programme unit

¢ knowledge of the purpose, layout and content of the Materials for Embedded Learning

¢ an embedded teaching session plan for the selected vocational or other course.
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PP 1-4 PowerPoint Aim and objectives
slides

Planning to Embed
Literacy,
Language and Numeracy

QA =~

Aim:

e To support you to plan to embed
literacy, language and/or
numeracy skills development in a
vocational or other course

Outcomes:

¢ Understanding of what is meant by
embedded literacy, language and/or
numeracy programmes

« Understanding of the key literacy, language
and numeracy skills required by your learners
in a selected unit of a vocational or other
course

« Using a checklist for planning and delivering
effective embedded programmes
continued...
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« Awareness of how to embed literacy,
language and numeracy teaching and
learning opportunities in your scheme of work
for the selected vocational or other unit

« Knowledge of the purpose, layout and
content of the Materials for Embedded
Learning

« An embedded teaching session plan for the
selected vocational or other course
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HO 1

Handout

Skills sort activity cards

Put a set of instructions in
order.

Draw a basic sketch plan of a site
or a building to scale.

Read key words on the
sides of boxes in a
warehouse correctly.

Count reliably up to 30 in a stock
check.

Read and understand a
health and safety notice.

Work out the ratio of a mix of
ingredients in a bakery and adjust
the amounts for different
guantities of bread.

Write a short note to a
worker taking over a
machine in the next shift.

Add and subtract amounts of
cash.

Complete timesheets and
work-related documents.

Understand the importance of
accuracy in number calculations.

Exchange a short email
with a colleague.

Work out a price including a 20%
reduction on a product.

Follow a set of
instructions.

Check own wage slip and
deductions.

Write a set of instructions.

Write down sequences of figures
correctly.

Fill in an accident or
incident report form
effectively.

Work out the volume of soil for
tubs in horticulture.

Plan and draft a formal
letter.

Measure a length of wood to
correct cm or mm.

QIA Skills for Life Quality Initiative
2.5/Planning to Embed Literacy, Language and Numeracy in Vocational or Other Programmes
Delegate Pack



Use the index of a Understand a patient’s
catalogue to find an item temperature chart. Measure a
or locate a supplier in the | patient’s temperature at regular
Yellow Pages or a trade intervals and put these on a line
directory. graph.

Understand and add to a | Work out the quantity of paint

care plan effectively. needed for an area of wall.
Match key words to Work out how many tubs of
symbols. cheese weighed in grams fit into a

container to weigh a certain
number of kilograms.

Take down a message Understanding temperature
accurately from a phone controls on a fridge and store food
call. at an appropriate temperature.

Proofread own writing and | Work out the angle of a staircase.
correct grammar,
punctuation and spelling
errors prior to posting.

Read the instructions for Read a list of data and draw
mixing baby food correctly. | correct conclusions.

Take accurate notes from | Use estimating skills.

a meeting.

Follow oral instructions. Talk to customers and colleagues
using appropriate and polite
language.

N.B. These statements should be printed on thick paper/card (laminated if possible) and
cut up into individual cards for the sorting activity.
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PP 5-12 PowerPoint Background and benefits of
slides embedded approaches

What do we mean by ‘embedding’?

Embedded teaching and learning combines
the development of Literacy, Language and
Numeracy (LLN) with vocational and other
skills. The skills acquired provide learners
with the confidence, competence and
motivation necessary for them to succeed in
qualifications, in life and in work.

DfES/NRDC 2004

5

What does recent research have to
say about embedded approaches?

» Embedding Skills for Life significantly
improves vocational Level 2 retention and
Skills for Life achievement.

* The latest evidence from the National
Research and Development Centre’s
(NRDC) study of approaches to FE
vocational delivery shows significant impact
of a team based approach.

A positive association between
embedded approaches and...

« Higher retention and achievement rates
on vocational courses

» Achievement of literacy/language
qualifications

» Achievement of numeracy qualifications

 Learners stating that they felt better
prepared for work in the future
NRDC 2006 ‘Embedding literacy, language and numeracy in

post-16 vocational programmes — the impact on teaching and
learning” 7
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In a study of 79 vocational courses
Each course rated on a scale of embeddedness

From Point 1 To Point 4
Separate vocational and Fully embedded or integrated:
LLN: . .

i . Learners experience their LLN
Learners experience their development as an integral
LLN development and part of their vocational studies.

vocational studies as
entirely, or almost entirely,
separate.

Learners completing vocational programmes
For all learners in the sample

Embedded 774

Non-embedded 616

0 20 40 60 80 100
Percentage achieving

Learners achieving a literacy/ESOL qualification
For learners below Level 2 in literacy/language and numeracy on
initial assessment

Fully embedded 92.8
en’:/tl)?dlged o
enpodd =

Non-embedded 50
0 2‘0 4‘0 6‘0 8‘0 100
Percentage achieving
10
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Learners achieving numeracy qualifications
For learners below Level 2 in literacy/language and numeracy on
initial assessment

Fully embedded |93ia

Mostly
emveacec | - :

Partially
embedded | 86

0 20 40 60 80 100
Percentage achieving

Different models of embedded delivery

« Dual skills teaching — one teacher

« Integrated team teaching

 Linked or contextualised teaching

» Other forms of active collaboration between
two or more teachers who are supporting
learners’ progress towards their vocational
goals, including their literacy, language and
numeracy support

(National Research and Development Centre for Adult Literacy and
Numeracy's research into embedded teaching and learning, 2005)

12
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PP 13-16 PowerPoint Key characteristics of effective

embedded approaches

Developing embedded approaches

Separate

OO

Partly
embedded

Mostly
embedded

®)

Fully
embedded

O

Separate vocational
and LLN content —
learners experience
their LLN
development and
vocational studies as
entirely, or almost
entirely, separate.
Any connections are
made by the learners
themselves

»
>

Partly embedded —
learners
experience their
LLN development
and vocational
work as integrated
to some
degree/only in
some aspects

Mostly embedded —
learners mostly
experience LLN
development as an
integral part of their
vocational work, but
some aspects of their
LLN development
and vocational work
remain
uncoordinated

Fully
embedded or
integrated —
learners
experience
their LLN
development as
an integral part
of their
vocational
work

13

Some of the most significant factors
associated with achievement

» Learners perceive both their vocational and
Skills for Life development are delivered by a

single team

» Formal shared planning between vocational
staff, LLN staff supports integration of LLN
into vocational teaching

e LLN teachers are viewed by staff and

learners as contributing to learners’

vocational aspirations

continued...

14
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Some of the most significant factors
associated with achievement

¢ LLN teachers understand and engage with
the vocational area as part of their work

« LLN teachers are willing to develop their skills

in relation to the vocational area

Vocational teachers are willing to develop

their skills in relation to LLN.

NRDC 2006 ‘Embedding literacy, language and numeracy in
post-16 vocational programmes — the impact on teaching and

learning 15

“The message is clear: form a team to embed
the literacy development of your learners and
15 per cent fewer will walk.

And, of course, the 43 per cent increase in
literacy achievement is a bonus.”

David Wylie, Skills Development Manager, Skills for Life
LSC South East Region
Reflect, Issue 6 October 2006

16
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PP 17 PowerPoint The embedded approach starts

slide by looking at the requirements of

the vocational programme

‘ Requirements of the vocational or other course ‘

Embedded scheme of work
and session plans

Literacy, language and numeracy (LLN) skills development

is informed by:

¢ specific LLN skills (including level) needed by learners
to succeed on the course
your knowledge of the aspects of the course learners
typically find difficult due to insecure LLN skills

« your knowledge of the LLN levels of learners identified
through the initial assessment process.
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VC la Video clip  Spot the skill
and b

Video clip(s) from the CD-ROM Improving vocational learning in e2e programmes
(Standards Unit/Department for Education and Skills, 2006).
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PP 18 PowerPoint Additional Skills for Life skills
slide development may be needed
to ensure the achievement of
SfL qualifications

“Achievements in embedded literacy,
numeracy and language should always be
relevant to the demands of learners’
vocational or other learning, although they
should not be limited by them.”

(Raising Standards: A Contextual Guide to Support Success in
Literacy, Numeracy and ESOL Provision — Embedded Learning,
DfES, updated May 2005)

18
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HO 3

Handout

Floristry unit

For the next unit you need to:

Underpinning
literacy/language skills
needed

Underpinning numeracy
skills needed

purchase sufficient quantities
of flowers to make a wreath

= oral communication
skills

= estimating quantity
= ability to cost
accurately

make sure colours are
suitable for occasion and are
harmonious (re-read notes on
colour theory — week 3)

= reading information
about the qualities of
materials to be used

= oral skills to check
customer order

make sure you have a
mixture of textures

» reading information
about the qualities of
materials to be used

oasis and frame will be
supplied, but ribbon will not
remember finished product
must not cost more than £25
and you will be selling it for
three times that amount

= ability to cost
accurately

= exact measuring and
cutting

= dividing
=  multiplying

cost your materials and
labour accordingly (see chart
—week 5)

= ability to read and
extract information from
a chart

= ability to cost
accurately

remember you will be
observed and assessed so
re-read your health and safety
guidelines and act
accordingly (2 October
handout)

* be able to read and
understand technical
language in the health
and safety guidelines

= De able to give
explanations and
describe processes

re-read the C&G criteria and
make sure you will be able to
meet all of them

= be able to read and
understand accreditation
criteria

= be aware of degrees of
obligation such as
‘should’ or ‘must’

list all flowers used

= understand and spell
specialised vocabulary

QIA Skills for Life Quality Initiative
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Skills for Life Quality Initiative

AS 1 Activity Which literacy, language
sheet and/or numeracy skills do
your learners need?

‘Host’ course:

Underpinning literacy Underpinning language Underpinning numeracy
skills needed skills needed skills needed

Skill Level | Skill Level | Skill Level
QIA Skills for Life Quality Initiative 16
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HO 5 Handout Examples of mapped units

Example developed by Knowsley College for the Vocational Learning Support Programme
to support 14-19 developments:

e NVQ 1 Beauty Therapy

Example from a pathfinder in the Whole Organisation Approaches project:

o ECDL Syllabus 4 — Word-processing module and IT2 Word Processing — MS 2000
(EP) course (TUC learndirect Hub)
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HO 6 Handout Advice notes on session
plans and schemes of
work

Introduction

The approaches and supporting materials developed for the Standards Unit ‘Improving
Teaching and Learning’ project are intended to enrich the experience of learners. They will
support teaching and learning in a wide variety of courses and offer opportunities for
further development to other areas of the curriculum.

Any learning programme has to be planned carefully if it is to be successful. These notes
outline some essential elements that can be incorporated into a successful plan and give
some guidelines on session planning.

There is no single solution to curriculum design. Each curriculum area will have its own
requirements and approaches and these notes are not intended to provide a rigid structure
that should be adopted.

Guidelines for developing Schemes of Work

The scheme of work organises course content, breaks it up into weeks or sessions, and puts it into
a logical order. An effective plan enables teachers and trainers to provide a comprehensive
learning experience for the learner.

In this guide we cover some of the features you will wish to consider when constructing schemes of
work. Firstly, it may be useful to recognise four common types of learning programmes:

e anindividual subject, for example an AS level course;

e agrouped subject course, for example an GNVQ Intermediate Health and Social care
programme;

¢ aworkshop-based programme where learners may be following individual programmes, for
example and IT group.

Although there are key differences in the planning required for these different types of programme,
there are also some common principles that apply to creating learning plans.

Purpose of a scheme of work
An effective plan:
e underpins a comprehensive learning experience for the learner;
e requires teachers and trainers to work together to plan a coherent programme;

¢ helps teachers and trainers plan common activities, for example work experience, visits,
visiting speakers;

e helps teachers and trainers plan resources
e helps teachers and trainers create their individual sessions plans.
e helps teachers, trainers and tutors joining the programme;

e requires us to think about the essential underpinning skills that learners need and plan to
incorporate strategies to ensure these skills are learnt;
QIA Skills for Life Quality Initiative 18
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e requires us to think about a variety of learning and teaching styles that are appropriate for

our learners;
¢ helps teachers, trainers and tutors plan assessment methods and a coherent schedule.

Creating a scheme of work
As a starting point it is useful to think of the scheme of work as a comprehensive document that
explains the learners’ ‘learning journey’.

This means we consider:

¢ initial assessment to identify weaknesses in prior learning of both curriculum-specific and
essential skills

e developing and assessing essential/generic skills

e resources including workshops and study centre inductions

e integrating key skills

¢ including opportunities for e-learning and Information Computer Technology

e guest speakers/visits/work experience

e avariety of teaching methods, learner-centred activities, plans for differentiating learning

e an assessment programme that includes a variety of assessment methods and
opportunities

e strategies for providing individual feedback and target setting for improvement.

Designing a scheme of work is a creative process and can be time-consuming. There are clear
advantages, however, for teachers, trainers and tutors in investing time to create a well-planned
learning programme.

Important considerations are:
¢ what skills will the learner need to cope with the work at each stage?
¢ how will skills acquisition be built into the programme?
e are there opportunities to practise newly acquired skills?
¢ how will achievement be measured?
¢ how will the workload be managed?
e how will feedback be given?
e what will the completed programme look like?

So the scheme of work:

e should be constructed by the team of teachers, trainers and tutors working with a group or
individuals

e should be held centrally and integrated into the system operated by the provider, for
example on a network system or virtual learning environment

e should be reviewed regularly and adjusted by the team in the light of the review.

Using the scheme of work

Whether the plan has been developed to cover an entire programme or an element within a
programme, it is essential that all teachers, trainers and tutors have access to it. Many learners will
be on individual programmes, which are built on the learners’ experience. However the principles
of design are the same.

Plans that form part of a larger programme should be co-ordinated so that an overview of
assessment and workload is available. This is an essential role for a personal tutor or programme

QIA Skills for Life Quality Initiative 19
2.5/Planning to Embed Literacy, Language and Numeracy in Vocational or Other Programmes
Delegate Pack



manager. An overview of the plan could be shared with learners so they are familiar with the
programme structure.

When all plans are available it is possible to assess the overall workload for a learner and it may
be necessary at that stage to create an assessment schedule or make amendments to individual
schemes to ensure that the leaner is not aced with difficult deadlines.

It may also be possible to review the activities in each Scheme of Work at this stage to make sure
the programme is varied and interesting.

When the Scheme of work is complete, consideration can be given to individual sessions. In some
curriculum areas ‘a session’ can be easily defined as an event that happens at a particular time on
a particular day. Sessions have clear start and end times.

However, for many learners a session is not time-bound in this way. In this type of leaning
environment a first step may be to decide what ‘a session’ may look like and how long it will last.

There is no perfect Session Plan or one method that can be used by all areas in the post-
compulsory sector. To provide a sample framework could limit the imagination and flair of teachers
and trainers. However there are key features that form part of a successful session and these are
included in the diagrams below.

Learning objectives

Pedagogic
approaches

Teaching and learning
strategies |nclud|ng
e-learning

Organisation of the
learning environment

Health and safety

Standards Unit ‘Improving Teaching and Learning’ project
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HO 7aand Handout Examples of embedded
7b schemes of work

a DfES (2003) Planning Learning and Recording Achievement in Adult Literacy,
Numeracy and ESOL: A Guide for Practitioners, Department for Education and
Skills, p. 132.

b Examples developed by Hampshire and the Isle of Wight Essential Skills Support
Unit:

¢ Introduction to Excel
e Job Readiness
e Interior Design.
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Week | Content Core Curriculum Topic and Learner Learner outcomes Assessment/Evidence Teaching methods to
activities (against outcomes/core be used
curriculum)

3 Reading — read and understand | Contraindications to The learner will understand different text Health Questionnaire Verbal exposition
3.2.2 (Rt/E3.2) 3.2.3 (Rt/E3.3 massage types by producing a form outlining the Skills teaching and
and Rs/E3.1) contraindications to massage and will supervised practice
(SLIr/E3.3) recognise different purposes of text. The
Reading — read and obtain learner will understand that many texts are
information 3.2.6, 3.2.7, 3.2.8 Oil blending — practical not meant to be read from end to end and Notes on blended oils Pair work
(RVES3.6, 3.7, 3.8) will skim-read and scan a variety of texts to

3 Writing — spelling and obtain specific information regarding the oils
handwriting they are blending. The learner will be able
3.3.7 (Ww/E3.1) Oil blend recipes to spell correctly key words relating to Recorded unfamiliar
3.3.9 (Ww/E3.3 massage and produce legible results. words in own spelling

Hand massage practice dictionary

4 Speaking and Listening — listen | The benefits of massage | The learner will understand benefits of
and respond Massage demonstration massage. The learner will follow demo on Observation Verbal exposition
3.1.4 Practise massage massage and use strategies to clarify and Pair work

Blending essential oils — confirm understanding. The learner will Notes made showing Skills teaching and
(SLIr/E3.3, 3.4) practical understand that many texts are not meant visual/verbal signals supervised practice
to be read from end to end and will skim- Oil blend produced Individual work
Reading — read and obtain read and scan a variety of texts to obtain Observation One-to-one
information specific information regarding the oils they discussion
3.2.6, 3.2.7, 3.2.8 (Rt/E3.6, 3.7, are blending.
3.8)

5 Speaking and listening — listen Practise massage Learner will perform head, neck, shoulder Observation Verbal exposition
and respond (SLIr/E3.3, 3.4) massage following instructional text. Pair work
Reading — read and understand | Text types and discussion | Learner will recognise the different purpose Individual work
3.2.2 (Rt/E3.2) Work on own Health of texts. Learner will produce Health One-to-one
3.2.3 (Rt/£.3 and Rs/E3.1) Questionnaire Questionnaire using language, format and discussion
Writing (Wt/L1.4, 1.5, 1.6) structure suitable to purpose and audience. | Typed Health Computer work

Questionnaire
6 Speaking and listening — listen Massage demonstration Learner will follow demo on massage and Observation Verbal exposition

and respond 3.1.4

(SLIr/E3.4)

Writing — grammatrr,
comprehend (Ws/E3.1, Wt/L1.4
Reading (RtL1.5, Rt/L1.3)

Blending oils — practical

use strategies to clarify and confirm
understanding. Learner will use different
ways of reading text to look up various oils
and their properties. Learner will understand
how images are essential to overall
meaning when following massage
instructions.

Notes made showing
visual/verbal signals
Written notes on oil
blends

Pair work

Skills teaching and
supervised practice
Individual work
One-to-one
discussion
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Juality Initiative

1.0 SCHEME OF WORK

Hampshire and
the Isle of Wight

DURATION: 6 hours

COURSE TITLE: Intro to Excel Health and Safety Issues Equal Opportunities Issues
COURSE OUTLINE: A pr‘ac‘rical and hands on look at maths Issues that relate to working Any issues that relate to the
to develop a range of skills used in the creation and use of with computers. specific group.
spreadsheets. This course would be suited

to learners that have
already completed a basic

AIMS: To use Excel as a tool to develop numeracy in learners. beginners course i.e. Word
Processing.
LEVEL: E3
Obj. VOCATIONAL SKILLS OBJECTIVES Obj. VOCATIONAL SKILLS OBJECTIVES
No. No.
V1 Identify maths in spreadsheets V2 Use Excel spreadsheets
V3 Use functions and formula V4 Formatting
Obj. Obj.
No. 1.0 ESSENTIAL SKILLS OBJECTIVES No. 2.0 ESSENTIAL SKILLS OBJECTIVES
(CURRICULUM SUB-SECTIONS COVERED) (CURRICULUM SUB-SECTIONS COVERED)
ES1 Number - whole ES2 Number - decimal
ES3 Measure, shape and space

QIA Skills for Life Quality Initiative
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kills for Life Quality Initiative
Session Topic Covered Objective covered
No.
1 Maths in a spreadsheet V1, v2
Using spreadsheets ES1, ES2
2 Using functions and formula V2, V3
ES1,ES2
3 Formatting V2, V3, V4,
Consolidation ES2,ES3
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Skills for Life Oualitv Initiative
})1\:1 S TOI LIIC \{x..l(]..l\..y” Nitiative

STEP-UP SESSION PLANNER

Hampshire and
the Isle of Wight

ESSENTIAL

COURSE TITLE: Intro to Excel Obj. VOCATIONAL SKILLS OBJECTIVES CURRICULUM REF.
No. (If relevant)
LESSON No.: 1 V1 Identify maths in a spreadsheet
DURATION: 2 hours V2 Use Excel spreadsheets
AIMS: To identify numeracy in a spreadsheet and to Obj. CURRICULUM REF.
) No. 3.0 ESSENTIAL SKILLS OBJECTIVES
open and work in a spreadsheet
Es1 Add three-digit whole numbers N1/E3.2
ES2 Use calculators to check calculations N2/E3.4
ES3 Measure, shape and space
Time Topic Activity Resources/ human resources to Method of Additional Obj.
include use of LSAs and assessment Information No.
volunteers
15 mins | Introductions Explain session aims.
Health & Safety
Overview of course
content
10 mins | Numeracy and Encourage learners to identify some of See glossary in core curriculum Discussion V1
spreadsheet the numeracy terminology they are aware | document (page 88).
terminology of. Link this to spreadsheets. Flip chart and pens
25 mins | Understand Excel Load Excel. Explain screen elements Tutor demonstration with Discussion If learners have | V2
using appropriate terminology. Ask interactive whiteboard or OHP. Questions & used other office
learners to label handout 1 as the tutor Handout 1 Answer applications the
goes through different icons etc. tutor could
Learners practice moving around the discuss
spreadsheet using the mouse and cursor similarities with
keys. saving and opening
Explain cell references. files etc.
QIA Skills for Life Quality Initiative 25
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Time Topic Activity Resources/ human resources to Method of Additional Obj.
include use of LSAs and assessment Information No.
volunteers
45mins Entering text and Tutor hands out a hard copy of exercise 1 | Exercise 1 Discussion Ensure extra V2
numeric data to learners. Whiteboard & pens Tutor similar exercises | ES1
Demonstrate to learners adding three - See page 25 of the numeracy observation available.
digit numbers, highlighting how to align core curriculum for strategies for | Completion of
numbers in a column for addition. Look at | addition that could be used. exercise 1
how the spreadsheet aligns numbers.
Learners to then calculate the answer on
the sheet without using a calculator.
Learners fo then enter this exercise onto
the spreadsheet.
20 mins | Calculators Tutor to discuss benefits and pitfalls of | Calculators Discussion Ensure Internet | ES1
using calculators. Websites: Tutor access. ES2
Use online calculator activity. http://www.bbc.co.uk/schools/rev | demonstration/ | Compare symbols
Learners fo check the answers from isewise/maths/number/08 act.sh | observation for divide and
exercise 1 using a calculator. tml Exercise 1 multiply on a
See page 235 in Access for All calculator and a
for extra advice on the use of computer
calculators. keyboard.
5 mins Conclusion Tutor to sum up session
Review aims and objectives
Questions and answers.
QIA Skills for Life Quality Initiative 26
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111 Q TrOr

Tutor Evaluation:

(strengths, weaknesses, changes, improvements )

Student progress:
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Hampshire and
the Isle of Wight

2.0 SCHEME OF WORK

S K1 L L S
COURSE TITLE: Step Up fo Job Readiness Pt 1 Health and Safety Issues Equal Opportunities Issues
COURSE OUTLINE: To prepare learners to enter the job market by — .
No specific issues As appropriate to group
identifying individual skills requirements and beginning the job search process
DURATION: 6 hrs
AIMS: The aim of the course is to prepare learners for work by identifying
skills required for different jobs and identifying sources of employment
LEVEL: One
Obj. Obj. VOCATIONAL SKILLS OBJECTIVES
No 4.0 VOCATIONAL SKILLS OBJECTIVES No
V1 Identify job skills in general V4 Identify benefits and barriers to working
V2 Identify own skills and strengths V5 Identify strategies to overcome barriers
V3 Complete self assessment V6 Identify sources of employment opportunities
Obj. Obj.
N: 5.0 ESSENTIAL SKILLS OBJECTIVES NoJ 6.0 ESSENTIAL SKILLS OBJECTIVES
(CURRICULUM SUB-SECTIONS COVERED) (CURRICULUM SUB-SECTIONS COVERED)
ESl Speaking and Listening- Communicate ES4 Writing- Text level
ES2 Speaking and Listening- Listen and Respond ESH Speaking and Listening- Discussion
ES3 Reading- Word level ES6 Reading - text level
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Session Topic Covered Objective covered
No.
6.2 V1,V2,V3
1 _ _ ES1,ES2,ES3,ES4
6.1 Skills analysis
6.3 V4, v5
2 Benefits and barriers to work ES5, ES4,ESI
6.5 V3, V6
3 ES6, ES3, ES4
6.4 Sources of employment
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STEP-UP SESSION PLANNER

Hampshire and
the Isle of Wight

S
K
u

P
N

o
1

COURSE TITLE: Step Up fo Job Readiness (part 1) (IJ\'bJ. VOCATIONAL SKILLS OBJECTIVES CURRICULUM REF.
0. (If relevant)

21 LESSON No.: 1 V1 Identify job skills in general

V2 Identify own skills and strengths
DURATION: 2 hrs V3 Complete self assessment
AIMS: To raise awareness of individual skills and apply Obj. CURRICULUM REF.

No. 7.0 ESSENTIAL SKILLS OBJECTIVES

these to job skills requirements - — -

ESl Speak clearly in way that suits situation Slc/L11
LEVEL: L1 ES2 Use strategies to clarify understanding SLIr/L1.3

ES3 Use reference material to find meaning Rw/L1.1

ES4 Use format and structure for different purposes W+/L15
Time Topic Activity Resources/ human Method of Additional Obj.

resources to include use of .
SLA s and volunteers assessment Information No.

10 mins | Introductions Registration. Outline of programme. Register
Completion of ILPS ILP

30 mins | Identification of skills | Identify transferable skills. (See Tutor notes Completion of Outline what will be V1
tutor notes). This will be used to Observation sheet observation assessed in terms of ES1
develop discussion skills. Feedback on | Handout 1 sheet discussion skills eg ES2
results of pair work using observation | Flipchart and pens tone, pitch manner
sheet. etc.

25 mins | Identify own skills Using skills checklist learners Skills checklist - handout 2 | Completion of Ensure learners happy | V2
identify their own skills. They may skills checklist. | with dictionary use ES3
need to use a dictionary to get some
meanings. Model dictionary use
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SKIUS TOr Lite Luallty Initiative
Time Topic Activity Resources/ human Method of Additional Obj.
resources to include use of .
SLA s and volunteers assessment Information No.
25 mins | What job do you Identify job gaols and the types of See tutor notes. The job goals sheet is
want? work that would be of interest to them. | Sample adverts designed to help
Look at a selection of jobs and identify | Job Goals - Handout 3 learners focus their
the skills needed. ideas.

20 mins | Personal job skills In pairs look at own jobs (or ideal job) | Tutor notes Self assessment V3
and identify the skills required. Pairs Handout 4 or alternatively | Observation of ES4
will then present info to rest of group. | p. 15 from Basic Skills for | feedback
Remind learners that info can be Life Job Search (Axis)
presented in various ways. Handout Sugar paper and pens
given is one example. Discuss other
ways (eg mind map)

10 mins | Review and recap Review of session.

Any questions?

Tutor Evaluation:

(strengths, weaknesses, changes, improvements )

Student progress:
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3.0 SCHEME OF WORK

COURSE TITLE: Interior Design Health and Safety Issues Equal Opportunities Issues
COURSE OUTLINE: Students will learn about colour ,
, Care needs to be taken when using
theory and will create a floor plan and sample board scissors
DURATION: 4 x 2 % hours
AIMS: To work on shape and measurement and following
instructions within an Interior Design framework
LEVEL: Entry 3/Level 1
Obj. VOCATIONAL SKILLS OBJECTIVES Obj. VOCATIONAL SKILLS OBJECTIVES
No. No.
V1 Understand colour theory V4 Know who to get fabric samples
v2 Measure a room using metric measure V5 Make a sample board
V3 Produce a scale drawing of a room V6 Carry out a presentation
?\:-':;l.- 8.0 ESSENTIAL SKILLS OBJECTIVES ?\lt:;l 9.0 ESSENTIAL SKILLS OBJECTIVES
(CURRICULUM SUB-SECTIONS COVERED) (CURRICULUM SUB-SECTIONS COVERED)
El Recognise and understand relevant specialist key | E6 Make requests an ask questions to obtain information
words
E2 Make relevant contributions o a discussion E7 Understand and use organisation
E3 Estimate and measure length E8 Give a clear description
E4 Convert units of measure E9 Speak clearly to be heard and understood
E5 Draw 2D shapes

QIA Skills for Life Quality Initiative
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kills for Life Quality Initiative
Session Topic Covered Objective covered
No.
1 Colour theory V1
ve
Measuring length El
E2
E3
2 Converting measurements and producing a scaled drawing V3
E4
E5
3 Colour schemes V1
v4
Getting fabric samples V3
E2
Floor plans E6
E7
4 Presentation Skills V5
Vé
Sample boards E8
ES
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STEP-UP SESSION PLANNER

Hampshire and
the Isle of Wight

5

K
u

L
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1

COURSE TITLE: Interior Design Obj No. VOCATIONAL SKILLS OBJECTIVES CURRICULUM REF.
(If relevant)
3.1 LESSON No.: 1 V1 Recognise and use colour theory
DURATION: 2 % hours V2 Measure a room using metric measure MSS1/E3.5
. Obj No. CURRICULUM REF.
AIMS: To teach students new vocabulary relating to 10.0 ESSENTIAL SKILLS OBJECTIVES
colour theory. Teach students how fo measure a room. El Recognise and understand relevant specialist key words | Rw/E3.1
LEVEL: 3 E2 Make relevant contributions to a discussion SId/E3.2
Time Topic Activity Resources/ human Method of Additional Obj.
B o Lok ekt assessment Information No.
SLAs and volunteers
15 mins | Introductions Registration. Tutor introduces self and Register
gives overview of course. Run through Learner progress sheet
Learner progress sheet.
Students introduce themselves and talk
about objectives and experiences.
30 mins | Colour Wheels Tutor discusses / explains terminology - | Colour Wheel handouts Students colour El
primary and secondary colours. Colouring pencils in colour wheels V1
Students colour in colour wheels. successfully
20 mins | Colour Theory Discuss use of different colour Interior design magazines Students Tutor to guide
combinations to create different effects. | and books participate in students in
Look at pictures of different rooms and discussion.
discuss use of colour e.g. primary colours
in a child's room, warm reds and golds in a
lounge.
Discuss own rooms and choice of colours.
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Time Topic Activity Resources/ human Method of Additional Obj.
FEESLREE 10 (REIES (23 6 assessment Information No.
SLA s and volunteers

10 mins BREAK

15 mins | Paint Charts Identify warm and cool colours from Paint charts Students Students may wish to | V1
paint charts. contribute to collect samples of
Identify contrasting and related colours. discussion warm and cool colours
Discuss personal preferences. and stick them on a
Discuss importance of aspects such as piece of card.
direction room faces, time of day most Tutor should suggest
often used, size of room, etc when ways students can
choosing colour scheme. discuss preferences

40 mins | Measuring Discuss units of measure used o measure | Tape measures Students able to
a room. Paper and pencils record size of
Discuss m, cm and mm and classroom.
appropriateness.
Discuss possible problems and ways
around them.
Discuss doors, windows, radiators, etc.
Measure classroom in pairs and record
measurements.
Compare and discuss differences.
Tell students to measure a room at home.

5 mins Conclusion Sum up lesson
Ask about problems students may have
experienced
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Tutor Evaluation:

(strengths, weaknesses, changes, improvements )

Student progress:
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PP 19 PowerPoint Importance of identifying
slide skills within schemes of work

“Successful embedded learning will have clear
mapping of literacy, numeracy and language skills
against both vocational course and other course
requirements.”

(Raising Standards: A Contextual Guide to Support Success in Literacy,
Numeracy and ESOL Provision — Embedded Learning,
DfES, updated May 2005)

“(In effective practice) schemes of work are
appropriately detailed and link to the core curricula
for literacy and numeracy.”

(Adult Learning Inspectorate/Ofsted, 2002)

19
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PP 20-21 PowerPoint Designing and delivering
slides embedded learning activities

“The teaching of specific vocational or other
skills must include explicit teaching, where
appropriate, of the relevant literacy, numeracy
and language skills required to support them. If
this skills development is not tackled, then there
is a very real danger that learners’ vocational or
other skills will be insecure, and that skills will
not be transferable.”

(Raising Standards: A Contextual Guide to Support Success in Literacy,
Numeracy and ESOL Provision — Embedded Learning,
DfES, updated May 2005)

20

“(Teachers in an effective embedded
learning context) set tasks that are within
the capabilities of learners, but that give
opportunities for real development of
skills... tasks that combine literacy,
numeracy and language and vocational or
other course objectives.”

(Raising Standards: A Contextual Guide to Support Success in
Literacy, Numeracy and ESOL Provision — Embedded Learning,
DfES, updated May 2005)

21
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PP 22-27 PowerPoint Choosing and using
slides appropriate teaching and
learning resources

“(In effective practice) learners have
access to a good range of high-quality
embedded learning materials that support
their literacy, numeracy and language
needs as well as their vocational or other
learning needs.”

(Raising Standards: A Contextual Guide to Support Success in
Literacy, Numeracy and ESOL Provision — Embedded Learning,
DfES, updated May 2005)

Materials for embedded learning
Materials for embedded learning:
a target Skills for Life and vocational teachers
b focus predominantly on Levels 1 and 2

c are mapped to:

By

¢ national occupational standards F Al
« adult literacy/numeracy core curricula

¢ key skills: Communication and Application of
Number.

Features of embedded learning materials

Teacher notes

Learner pages

Source materials

Glossary

Integrated assignments (not in ‘community’ contexts)
Check-it tests

Mapping charts

Audio CD

Available in both PDF and Word versions

Supporting interactive materials
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Skills for Life Quality Initiative

Learner pages: Focus and Task

- om

« Materials are divided into
modules.

« Each module has a number
of themes.

¢ Themes are divided into
Focus pages and Task
pages.

« Focus pages are intended as
a summary of the teaching for
the learner to take away and
review as required.

Source materials

« Contain examples of
resources and documents
taken from the workplace.

« Provide an excellent
resource which can be
used flexibly by teachers.

» Teachers can add to this || ! 18]
resource using other == L= Jla=msf e
workplace realia. . :

+ Some source materials can S
be adapted or customised.

28

Materials for embedded learning -
Activity

< How useful are the teacher notes?

< How useful are the tips for differentiating the
activity?

* How effective is the activity:
— in developing the stated skills?
— in engaging and motivating learners?

» How useful would these materials be to
support your delivery?

* How would you envisage using the materials?

29
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HO 8 Handout A checklist for evaluating
embedded teaching and learning

materials
Feature Purpose Do the materials
have this feature?
Authentic materials from the e to ensure that learning is
workplace or community based on authentic

situations and is developing
the real skills required.

Referencing to adult literacy and e to ensure that explicit
numeracy core curricula literacy, numeracy and
language skills development
has been identified.

Referencing to learning programme |le  to ensure that explicit

requirements (for example, NVQ course skills development

learning targets) has been identified.

Clear identification of how these e to ensure that teaching is

two sets of requirements are linked embedded and not
separated

e to encourage learner
motivation to acquire
literacy, numeracy and
language skills.

Clear evidence that both vocational |e to ensure accuracy and
and literacy, numeracy and good quality of materials
language skills expertise have been that are fit for purpose.
used to develop the materials

Clear evidence that materials e to ensure that materials
develop sustainable, transferable genuinely do assist the
skills development of skills.
Accessibility e to make materials

accessible to all learners
regardless of ability.

Diversity ¢ to take account of diversity
and equal opportunity
issues, following good
practice guidelines.

Motivational e to ensure that all learners
are able to engage with the
materials.

Raising Standards: a contextual guide to support success in Literacy, Language and Numeracy —
Embedded Learning DfES 2005
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HO 9 Handout Skills for Life materials for
embedded learning

What Skills for Life Materials for Embedded Learning are available to
order?

The following files of material are now published:
Vocational settings

Social care (order ref: embedded/SC)
Early years (order ref: embedded/EY)
Hairdressing (order ref: embedded/HA)
Painting operations (order ref: embedded/PA)
Trowel occupations (order ref: embedded/TR)
Production line manufacturing (order ref: embedded/PL)
Cleaning (order ref: embedded/CL)
Horticulture (order ref: embedded/HO)
Transport (order ref: embedded/TA)
Catering (order ref: embedded/CA)
Hospitality (order ref: embedded/HOS)
Retail (order ref: embedded/RE)
Warehousing (order ref: embedded/WA)
Employability materials

Entry to employment (E2E) (order ref: embedded/EE)
Food hygiene (order ref: embedded/FO)
First aid (order ref: embedded/FA)
Health and safety - with manual handling (order ref: embedded/HS)
Skills for construction (order ref: embedded/CO)
ESOL support pack for Catering (order ref: embedded/CA/ESOL)
ICT (order ref: embedded/ICT)

Professional development
Effective communication for international nurses  (order ref: embedded/NU)

Community Settings

Sports leadership (order ref: embedded/SL)
Family health (order ref. embedded/FH)
Family life: the growing child (order ref: embedded/GC)
Family life: focus on parenting (order ref: embedded/FP)
Get on in the community (order ref: embedded/GO)

How to access the materials

The materials have been published as teacher reference files, with photocopiable black and white
versions of the learner pages at the back of each file. If you wish to order a free paper-based
version of a teacher reference file for your organisation, please contact DfES Publications on 0845
60 222 60, dfes@prolog.uk.com , quoting the codes above.

Alternatively, on-line PDF and Word versions of the materials (with the exception of the ESOL
support pack for Catering) can be accessed through the Embedded Learning Portal
http://www.dfes.gov.uk/readwriteplus/embeddedlearning/
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AS 2 Activity

sheet

Materials for embedded
learning

Scenario

You are a vocational tutor. You need to start embedding literacy/numeracy into your

vocational area and would like some help locating materials and resources.

Tasks

Notes

Select a Materials for Embedded
Learning file that it appropriate to
your vocational area.

You have a full list of the available files
in your delegate pack.

All the files can be ordered free of
charge from DfES publications.

Go to the Contents page.

Take a few minutes to familiarise
yourself with the contents and
sections within the file.

This will give you an overview of the
contents of the file and how it is
organised.

Use the Contents page to find the
Curriculum Coverage section in
your file.

Look at the first page of this section
which gives an explanation of the
layout and coding of the curriculum
coverage grids.

Now look at the curriculum
coverage grid for one module to see
how this works in practice.

The materials do not cover all the
requirements of the NVQ or the literacy
and numeracy core curricula. They are
designed to support areas of overlap
where literacy, language and numeracy
skills are essential for full competence.

Embedding is not about imposing
literacy, language and numeracy skills
development, but about identifying
where they are necessary to progress to
other skill areas.

Use the Contents page to find the
Source Material section in your file.

Skim through the source materials
to find and example that you think
might be particularly useful

Most of the source materials are
authentic materials used as a focus for
activities and skills development. (Some
of the source materials are activity-
based role play cards and can be used
to simulate work-based tasks).

Return to the Contents page —
select a Module that is of interest to
you. You will see that each module
Is structured around task-related
themes. Select a theme within your
chosen module and go to the
relevant page within the file.
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Tasks

Notes

Each theme consists of:

= Teacher notes

= Focus pages

= Task pages

Read through the teacher notes
alongside the focus page(s) and
task page(s)

How useful are the teacher notes?
How useful are the tips for
differentiating the activity?

How useful would these materials
be to support your delivery?

How would you envisage using
them?

Teacher notes provide a wide range of
information, advice and guidance on the
materials and how to present them.
Focus pages have been written to
provide a vocational teaching focus for
the embedded development of a
particular LLN skill or set of skills. It is
also intended that the focus pages will
act as a memory aid or focus for revision
for learners.

Task pages offer learners the
opportunity to develop and practise the
LLN skills outlined on the focus page.

If you have time, select another
theme — perhaps one within another
module.

Compare its usefulness with the
one(s) you have looked at
previously.

Remember: these materials have been
developed to supplement vocational
schemes of work. The challenge is for
teachers/trainers to select materials to
meet the needs of learners and integrate
them within existing schemes of work.

Choose a module and locate the
Check it pages. Have a go at some
of the questions (you may need to
refer to source material).

What do you think about the
ease/difficulty of the questions?

Each module ends with a ‘Check it’
section. The ‘Check its’ focus on the
target LLN skill levels in the materials
and links to the National Tests. They
enable learners to assess their own
progress towards these levels and are
based on the format of the National
Tests.

Locate the CD-ROM containing the
electronic version of the materials
(not audio clips).

Take it to a computer and explore
the contents.

Try some of the interactive practice
materials.

Each file comes with at least one CD-
ROM. This contains an electronic
version of all the materials. In addition, it
contains Interactive practice materials
written to practise rather than teach key
aspects of literacy, language and
numeracy. The materials are generic: in
other words, the content of the
interactive practice materials is the same
for every vocational file.

In addition to the paper-based files and the CD-ROM, all the materials are available in
electronic format via the Embedded Learning Portal:
www.dfes.gov.uk/readwriteplus/embeddedlearning

QIA Skills for Life Quality Initiative

2.5/Planning to Embed Literacy, Language and Numeracy in Vocational or Other Programmes

Delegate Pack



http://www.dfes.gov.uk/readwriteplus/embeddedlearning

PP 28-30 PowerPoint Successful session planning
slides

Successful session planning (1)

Decide the learning objectives of the session. In
embedded sessions there will be dual learning
objectives.

Plan a variety of activities to support learners to
achieve the learning objectives. Consider the
organisation of the learning environment.

Plan how you are going to assess achievement

of the learning objectives.
continued...
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Successful session planning (2)

When planning, take account of individual learners’
levels, needs and learning preferences.

Select appropriate resources including
the use of e-learning.

If there are co-teachers, additional support tutors or
assistants, decide who does what.

continued...

29

Successful session planning (3)

Introduce the session by setting the scene and
explaining the learning aims and objectives.

Ensure that the session builds on previous learning.
End with a summary of the session and ensure that all

participants — teachers, learners and support workers —
take part in reviewing and evaluating the session.

(Standards Unit ‘Improving Teaching and Learning’ project)

30
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