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	Introduction 

Functional Skills – English, Maths and ICT (Information and Communication Technology) – should be embedded within all teaching.  This does not mean you will be teaching Maths, English or ICT, but you will need to have an awareness of how and when those skills are being addressed and be able to use them yourself confidently.
TIP / HINT 1 – Know your Skills!
Brush up your own Maths and English skills – all teachers currently in training need to evidence ability at level 2 (GCSE grade C) or above.  Even if you have an “O” level or GCSE pass, do you still remember how to use all punctuation or how to convert percentages to decimals to fractions?  Although there is currently no requirement to hold an ICT qualification, are you competent at using a computer?  Can you design a handout, email, blog, use a virtual learning environment, download materials, etc?  Make use of your local Functional Skills staff!

TIP / HINT 2 – Know your Learners!

 Be aware of the level of functional skills at which your learners are working: use initial assessments and/or self assessment questionnaires, e.g. I can do this, I need help with this, and I don’t know what this is.  The usual criteria is that learners’ functional skills should be no less than one level below that of the course being followed (up to level 3) in order for them to complete and achieve.  There are free Skills Checks available on the QIA website (http://excellence.qia.org.uk/toolslibrary) which can be downloaded.  Again, make use of your local Functional Skills staff for assessment tools and for learner support.
TIP / HINT 3 – Embedding ICT
Encourage learners to email you draft assignments which you can mark online by using “track changes” and “comments”.  Rename the documents before emailing them back so the learners do not lose their originals.  If you save these marked draft assignments on your computer, you can then compare the resubmitted ones side by side with the original.  Ask learners to research topics on the internet – and to reference their work with the page title as well as the web address and date accessed:  websites are frequently redesigned and the full web address may change – if you have the page title, you have a fighting chance of finding it again!

TIP / HINT 4 – Embedding English and Maths
Correct learners’ work for grammar, punctuation, spelling, presentation and mathematical howlers.  Develop your learners’ speaking and listening skills with discussions and presentations, which will also enhance personal skills such as turn-taking and respect for others.  Maths skills: timekeeping for activities, reading timetables to get to the course, course fees and discounts, assignment word counts – it’s not just about fractions and algebra!
TIP / HINT 5 – Resources
Ensure your handouts are accessible, readable and appropriate for the level at which the learners are working.  Have plenty of white space; use diagrams, bullet points and colours.  Make use of technology, eg, interactive whiteboards (beware of “death by PowerPoint“).  Use the internet to find free examples of embedding functional skills into your subject area, eg
http://rwp.qia.oxi.net/embeddedlearning/cfbtgeneralinfo.cfm  or  www.skillsworkshop.org.


	
	
	

	
	
	TIPS and HINTS are based on the survival kit principle

· Most people can remember up to 5 key facts

· Identify the minimum someone must know to survive 

· They don’t need to know everything

· They do need to know where to go for further information 
· Keep it simple and straightforward
	
	TIPS and HINTS can be accessed at

www.cettil.org.uk

For further information about this Tips and Hints topic contact

Helen Handyside

Northumberland Adult Learning Service 
01670 534 530
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