Licensed to skill – a blueprint for employability 
Part 2: Blank template for work-focused provision
How to fill in the provision template
1. As a general rule, please complete one template for each course or programme that you offer.  However, if you feel that you can describe more than one programme, perhaps because you run two that only vary in one or two respects, please put them on one template, highlighting the differences clearly.
2. From pages 3-5 of Part 1 of the toolkit, identify the group or groups of learners on whom this provision will be targeted, drawing on the segment descriptions.  Provide a brief outline of the group of learners, including employer characteristics where appropriate.

3. Look at the ‘minimum’ requirements in the master template (Part 1 of the toolkit, pages 6-13) for the type of provision that your programme is delivering.

4. Complete each of the blank boxes on the right of the template, describing briefly your provision and using the checklist of questions to make sure that you have given all the information needed.  
5. Highlight where you may not meet the minimum requirements of the master template against which you are matching your provision in the right hand column and indicate what development work you may be planning to address this.  However, bear in mind that the master templates are still in the process of development so we want to know if you have successful provision that does not fit the templates.  
6. You are not expected to deliver all parts of the template within your organisation.  We are very keen to know how you work with other organisations to deliver aspects of the template.  Please describe these in the appropriate sections.
7. If there is additional detail that you want to add, please do so at the end of the template, but keep it succinct!  

8. Email your completed template back to the person who provided it to you.

Work-focused provision for people wanting to move into work and people in work
	Name of programme
	

	Name of provider and employer 
	

	Name of any other organisations that you work with to deliver this programme.  

Please also indicate where other organisations deliver elements of your programme at the appropriate points on the template.
	

	What vocational area is the programme focused on?
	

	What SfL and employability skills are included in this programme?  Please tick the appropriate box(es) 
	Literacy
	Numeracy
	ESOL


	Key skills (please specify which ones)
	Employability skills (please specify)

	Which of the learner characteristics segments in Part 1 of the toolkit (pages 3-5) is the closest match with the learners on this programme?  Please give the appropriate number and letter that appears in the table eg: 2C. 
	

	Please give a brief description of the learners, including their main barriers to learning and work?
	

	What is the average group size for this programme?
	

	Which organisation funds this programme?  Please tick the appropriate box(es), and, if appropriate give the source eg: LSC Work-based Learning, FE etc..  
If other, please specify
	LSC
	LDA
	Jobcentre Plus
	London Councils
	Local Authority NRF
	Local Authority Other
	New Deal for Communites
	Other (please specify)

	
	
	
	
	
	
	
	
	


	Initial elements
	Your current/proposed provision (please highlight any areas that are significantly different from the minimum requirements outlined in the Master Template)
	Aspects of your current provision that require development (please provide brief details of how you will develop the provision)

	Marketing & promotion
	How does your marketing approach and marketing materials: 

· explicitly link learning with specific job opportunities (if not what is the case for a wider, more generic approach)? 

· reflect what employers say is needed?

· attract those low skilled groups and people with SfL needs that are currently under-accessing provision?

· take into account  poor reading skills? 

· attract those who do not recognise a ‘SfL’ need, including by ‘disguising’ SfL through describing it differently eg: help with credit card debt, ICT skills etc.

How has the marketing approach/materials been tested out:

· for effectiveness and impact with potential learners and employers?

· with providers to ensure they can deliver what is being promoted?

· with Jobcentre Plus Advisors?

How do you know how this programme fits with other provision, to avoid duplication and facilitate progression?
	
	

	Information, Advice & Guidance
	How do you provide integrated job and learning focused IAG services that includes all advisers being able to:

· advise on the skills requirements (vocational, employability and SfL) and learning pathways towards a specific job/sector and/or

· provide a supported referral to such experts if this service cannot be provided ‘in house’ or can only be partially provided.

· provide access to a range of other experts where required eg: for advice and support with housing, health, welfare and benefits etc.

How do you provide IAG at key transition points throughout the learning pathway, particularly for learners who are either unsure of their work goal or who may not have knowledge of relevant training opportunities, qualifications and job requirements?
	
	

	Screening & assessment
	How do you provide screening and assessment related to the employment and learning goal?  
How does this include assessment of vocational/employability skills where appropriate?

How do you identify other support needs? (see core elements list on pages 6-7 of Part 1) 
	
	


	Learning elements
	Your provision (please highlight any areas that are significantly different from the minimum requirements outlined in the Master Templates)
	Aspects of your current provision that require development (please provide brief details of how you will develop the provision)

	Individual Learning Plan
	Who draws up the learning plan?

Does it include a SfL specialist and learner in consultation with work-based learning specialist or employer?

How does the learning plan identify employment aims and how any existing skills, experience or qualifications will be built on?

How and when is the planned reviewed?

Who is involved in the review?
	
	

	Level of learning
	What is the level of vocational and SfL learning delivered through your programme? (this may be a range if it is a mixed ability group)

What is the level of skill that your learners have on entry to the programme and how do you link this to the level of skill required by the employer? 

How many learners do you have in a group?
	
	

	Length/frequency of provision and no. of hours
	How many hours per week does the learner participate in?

How is this divided between vocational/employability and SfL skills?

How long will the learner be on the programme?

For learners who are unemployed at the beginning of learning, how long is learning continued once they have got a job and for how many hours per week? 
	
	


	Learning elements (cont.)
	Your provision (please highlight any areas that are significantly different from the minimum requirements outlined in the Master Template)
	Aspects of your current provision that require development (please provide brief details of how you will develop the provision)

	Skills content
	Please give a brief description of the vocational and/or employability training that is delivered as part of the programme.

How is vocational/employability skills development delivered within this programme?

How is SfL learning delivered within this programme?

Do you develop your own materials or use the bank of DfES embedded SfL materials?

How do employers input into the learning content?  Please give any examples of how the employer has directly shaped your programme?

Does the programme offer:

· work experience?

· Job search?

· job brokerage?

· Work trials?

· Interview guarantees?

Please give brief details of how you do this.
How do vocational/employability and SfL staff work together on the programme?
	
	

	Location and timing
	When do you run the programme eg: 12 months of the year, academic term times etc.?
If the programme is not available 12 months of the year, why is this?

What recruitment cycles do you use (roll-on, roll-off etc.)?

What kind of setting is the programme delivered in? (community, work-based learning provider, college, on employer’s premises etc.)

When is the programme delivered – day, evening, twilight, weekend, during lunch hour, end/start of shift etc.?

Do you use on-line learning for any part of delivery?  Is this at an on-line learning centre, or at the workplace, or at the learner’s home?
	
	


	Outcome/Output Elements
	Your provision (please highlight any areas that are significantly different from the minimum requirements outlined in the Master Templates)
	Aspects of your current provision that require development (please provide brief details of how you will develop the provision)

	Employment 
	For those learners unemployed at the beginning of coming onto your programme, what jobs/occupations sectors do they move into?

What is your success rate for getting people into jobs?  (number of people getting jobs divided by number of people completing the programme)
What percentage of people getting a job are still in it – after 6 weeks, 3 months, 6 months etc.?

What continued learning, support and/or tracking do you do once people are working?
How is this negotiated with the employer?
	
	

	Business improvement
	What business benefits/improvements do you identify for the employer at the beginning of a programme? eg: accident reduction, improved customer satisfaction, retention of employee, improved productivity.

Do you directly relate these to cost savings for the employer?

Are these benefits/improvements achieved?
	
	

	Qualification
	What qualifications (vocational, SfL, sector based etc.) will learners achieve on your programme?

What is the achievement rate? (those achieving qualifications as a proportion of those starting the programme)

Do those taking SfL qualifications achieve one whole level above point of entry within one year of beginning of the programme?
	
	

	Progression and achievement of learning goal
	How long does it take for an unemployed learner to move into a job?

If they do not move into a job, where do they go?

How long does it take for the qualification to be achieved?
	
	


	Provider and Teacher Requirements
	Your provision (please highlight any areas that are significantly different from the minimum requirements outlined in the Master Templates)
	Aspects of your current provision that require development (please provide brief details of how you will develop the provision)

	Providers
	Is working with employers part of the core business of your organisation? (ie: rather than seen as a specialist function)
How do you work with them and at what stage do you involve them in the programme?

What are your arrangements for work placement and job brokerage?
	
	

	Teacher qualifications and skill sets
	What is your ratio of teachers to learners?

Are your SfL teachers qualified to DfES standards?

Are all your teachers skilled at working with people training and looking for employment? 

How do vocational and SfL staff work together?

Do your staff have the skills to deliver in the workplace to ensure continuity of support on job entry?

Do your vocational staff have awareness of SfL support issues? 
	
	


	Additional information/

comments
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