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Background

This programme has been developed by Skills for Health, the Sector Skills Council for the Health Sector (www.skillsforhealth.org.uk), as part of the Sector Routeway Project.
The 2 week training programme is designed to help employers fill vacancies in a variety of support worker roles with job-ready recruits. The programme provides a general induction to employment in the sector and prepares participants for their chosen work role and for the 3 week work placement.

This helps employers with diversity, workforce planning, recruitment and retention, and it brings non-traditional trainees into employment in the health sector.
The sessions are presented in sequence for ease of reference and have been developed as a generic programme. Information is provided on key aspects of work life, some of which are specific to NHS based employment (e.g. Knowledge and Skills Framework – see appendix 2). Where this does not apply, tutors may wish to tailor content of sessions to reflect the needs of the group. 
However, a broad understanding of the sector as a whole will be beneficial to all trainees as it facilitates progression and opportunities for transfer across work areas.
Creating and encouraging a supportive learning culture

Many people on the programme will have been out of work for a considerable time and others may never have been in paid work. However, as patients/service users and community members, trainees will bring a great variety of life experiences that will enrich the programme and healthcare services. The trainees are a key resource in themselves. 

The 2 week training programme provides opportunities for trainees who are not confident in their skills to address skills gaps and needs, including their literacy, language and numeracy (LLN) skills, which underpin all competences and qualifications.
Learning can be fostered and the self confidence of learners can be developed in a number of ways.
Adults as learners
The materials are written with the principles of adult learning in mind, in particular, that adults tend to learn effectively when they:
· are treated as individuals and with respect

· can decide for themselves what is important to be learnt, and how – taking responsibility for their own learning and being exposed to various learning styles

· are actively involved in their learning

· are encouraged to draw upon and extend their knowledge and beliefs

· work in partnership with those helping them learn, engaging in active two-way communication and sharing

· learn in an environment which is supportive, secure, comfortable and informal
· are given adequate time to learn

· are able to reflect on new information and validate it from their beliefs and experiences

· find that the learning is immediately useful to them.

Throughout the programme insight can be gained into the skills, attitudes and knowledge resources that trainees bring.

Day to day support for trainees with literacy, language or numeracy needs

The programme materials have been written to be easily accessible to trainees at Entry Level 3 or above. Before starting the programme, consideration needs to be given about how trainees with LLN needs will be supported and encouraged to develop these skills.
Initial assessment at the selection event, prior to the programme, will provide vital information of an individual’s current level of literacy, language or numeracy need. It takes about 45 minutes and is mapped to the national standards for adult literacy and numeracy.
It is important to check that each trainee has had an initial LLN assessment before starting the programme and that they each have an individual learning plan (ILP) which records the outcomes.
It is important to seek ways to help and enable trainees to develop their LLN skills and to gain confidence. Encourage people to help each other; one way to do this is for trainees with strengths in certain areas to support those with skills needs in the same areas. Some other examples of ways to create and encourage a supportive learning culture are given below and in Appendices 3 and 4.
Other ways to offer support:

· Help with written work by offering to be a scribe or enabling ‘study buddies’ to perform the role of scribe. These are pairings of individuals who can help, support and complement each other with their learning tasks.

· Help with reading and language acquisition by reading out handouts and OHTs, where appropriate writing and explaining unfamiliar words using the flipchart and explaining the most common NHS and healthcare acronyms.

· Help individuals develop their language skills by speaking clearly and checking participants’ understanding from time to time by asking ‘concept questions’ – something that gets trainees to summarise what has been said and to explain their understanding in their own words.
· Help with number skills by checking understanding and if needed, working on number skills in the context of the vocational topic. For example, if a percentage arises in the topic being discussed, check individuals’ understanding and offer further examples if appropriate; this also applies to understanding time (e.g. the 24-hour clock), measurement and conversion. 
Reflective learning
Trainees can be encouraged to complete a reflective Learning Log during their work placement and the process of reflective learning should be strongly encouraged throughout the training programme. In this way, trainees will gain in confidence and develop the skills to learn by experience. Examples of how this should be encouraged include asking what trainees have learned during sessions, asking how else they could have approached a topic etc.
Compiling a portfolio

The portfolio accompanies learners when they move on to their vocational qualifications. It can be assessed at any time as part of evidence towards a National Vocational Qualification (NVQ). Evidence collected throughout the training programme and during work placement and can also be used at appraisal/personal development review.
Jargon encountered in the NHS and healthcare
Make trainees aware that they will be working in settings where there is a lot of jargon. Encourage them not to be afraid to ask what the jargon means. This includes acronyms (A&E, PCT, etc.).

Workplace behaviours
Some trainees may have little, if any, experience of work, or of the healthcare sector. The 2 week training programme should be used to instil and remind trainees about the kind of behaviours expected in the workplace. In this way, trainees will achieve job readiness. Examples of this could include: timekeeping, informing and requesting time off, use of mobile phones, chewing gum, general appearance.
Appendix 1

A collection of icebreakers

The first part of a training activity is usually spent in getting acquainted and establishing goals. ‘Icebreakers’ can be used when a group first comes together to involve participants from the start and help reduce any possible tension and anxiety. It is important to consider how it may impact on trainees, particularly those who may have specific needs or a physical or sensory impairment. 

Here are some ideas for icebreakers.

Introduce myself

Participants introduce themselves to the group and say why they are there. Variations: Participants tell where they first heard about the programme, what they hope to get out of the programme, their home town, favourite television programmes, etc.

Introduce another 

Divide the participants into pairs. Each person talks about himself or herself to the other person, sometimes with a specific brief to share a certain piece of information, such as the one thing that they are particularly proud of. After five minutes, the participants introduce the other person to the rest of the group.

Character descriptions 

Participants write down (or get someone to write for them) one or two adjectives describing themselves. Put these on a stick-on label. Have participants find someone else with similar or opposite adjectives and talk for five minutes with the other person.

I’ve done something you haven’t done 

Each participant introduces himself or herself and then states something they have done that they think no other participant or tutor has done. If someone else has also done it, the participant should state something else until he or she finds something that no one else has done.

Find someone 

Each participant writes on a blank card one or two statements, such as favourite colour, interest, hobby, film or book. Pass out cards so everyone gets someone else’s card. Have that person find the person with their card and introduce himself/herself.

Memory name

Arrange the participants in a circle. The first trainee introduces himself/himself – just their first name. The person next to them introduces himself/herself, then repeats first person’s name: ‘This is . . .’. The next person introduces himself/herself, then repeats the second and then first person’s name. Continue around the group. Make sure that one of the tutors is last, so that he or she will be repeating everyone’s name! It’s fun and people laugh, but it’s also an excellent way of remembering names. It can be adapted in a number of way (e.g. by introducing first name and then personal hobby or interest, such as ‘Alan Angling’).

How do you feel? 

Ask the participants to write down words or phrases that describe their feelings at the moment. List the responses on a flipchart. Then ask them to write down what they think that you, the trainer, are feeling at that moment. List them on the flipchart in a second column and note the parallels. Briefly comment on your feelings and then discuss the joint participant/trainer responsibilities for learning on the programme.

Personal bingo 

The tutor will need to do a little homework before the meeting to find out a few things about each participant (favourite hobbies, books, number of children, favourite foods, etc.). Prepare a bingo card with one ‘titbit’ for each square, duplicate the card so that all participants have a copy, and get them to mingle with each other to identify the person for each square. As the information is uncovered, they ask the participant to mark their corresponding square. Keep moving among the participants until all squares are filled. Rules: only open-ended questions may be used.

Say cheese, please

As each participant arrives, take their picture with a Polaroid or digital camera and hang their photos in pairs on a large piece of paper on the wall. Use your creativity and decorate the easel paper to extend a warm welcome and set the tone of the meeting. Once all participants have arrived, ask them to find their partner from the photo display and spend about five or ten minutes getting to know the person. Then have them introduce their partner to the rest of the group and share something they discovered that they have in common.

Birthday partner

Get participants to mingle in the group and identify the person whose birthday month and date is closest to their own. They should then find out two things that they have in common.

Appendix 2 
The NHS Knowledge and Skills Framework

The NHS Knowledge and Skills Framework (KSF) is designed to form the basis of a development review process. This is an ongoing cycle of review, planning, development and evaluation for all staff in the NHS. 

The NHS KSF and the personal development review process (PDR) benefits individuals by:

· enabling them to be clear about the knowledge and skills that they need to apply in their posts

· enabling them to access appropriate learning and development

· showing how their work relates to the work of others, both in their immediate team and beyond

· identifying the knowledge and skills they need to learn and develop throughout their careers

· providing a structure and process for the NHS to invest in individuals’ learning and development throughout their working life in the NHS.

It offers a way of recognising the skills and knowledge that a person needs to apply in order to be effective in a particular NHS post. It applies across all NHS posts to ensure better links between education and development, and career and pay progression. 

The KSF has as its basis six core dimensions which describe behaviours, knowledge and  skills required in relation to a job role. They are briefly summarised in the table, along with a description and explanation of the first two of the four levels.

This 2 week training programme covers aspects of all six core dimensions of the Knowledge and Skills Framework.
	Dimension 1: Communication – a key aspect of all jobs in the NHS. This core dimension underpins all the other dimensions of the KSF.

	Level 1: Communicate with a limited range of people on day-to-day matters.

Level 2: Communicate with a range of people on a range of matters.
	Description

This dimension relates to effective communication in whatever form it takes place. Effective communication is a two-way process. It involves identifying what others are communicating (e.g. through listening) as well as communicating oneself, and the development of effective relationships.



	Dimension 2: Personal and people development – a key aspect of all jobs as everyone needs to develop themselves in order for services to continue to meet the needs of patients, clients and the public.

	Level 1: Contribute to own personal development.

Level 2: Develop own skills and knowledge and provide information to others to help their development.
	Description

This dimension is about helping oneself using a variety of means and contributing to the development of others during ongoing work activities. This might be through structured approaches (e.g. the NHS KSF development review process, appraisal, mentoring (Level 3), professional/clinical supervision) or informal and ad hoc methods (such as enabling people to solve problems when they arise).

	Dimension 3: Health, safety and security – a key aspect of all jobs as it is vital that everyone takes responsibility for promoting the health, safety and security of patients and clients, the public, colleagues and themselves.

	Level 1: Assist in maintaining own and others’ health, safety and security.

Level 2: Monitor and maintain health, safety and security of self and others.
	Description
This dimension focuses on maintaining and promoting the health, safety and security of everyone in the organisation or anyone who comes into contact with it. It includes tasks that are carried out as a routine part of one’s work, such as moving and handling.

Those who come into contact with the organisation will include anyone who interacts with an employee of the organisation or who is affected by the actions of the organisation.

	Dimension 4: Service improvement – a key aspect of all jobs as everybody has a role in implementing policies and strategies and in improving services for users and the public.

	Level 1: Make changes in own practice and offer suggestions for improving services.

Level 2: Contribute to improvement of services.
	Description
This dimension is about improving services in the interests of the users of those services and the public as a whole. The services might be services for the public (patients, clients and carers) or services that support the smooth running of the organisation (such as finance, estates). The services might be single- or multi-agency or uni- or multi-professional.

Improvements may be small scale, relating to specific aspects of a service or programme, or may be on a larger scale, affecting the whole of an organisation or service.

	Dimension 5: Quality – a key aspect of all jobs as everyone is responsible for the quality of their own work. It underpins all the other dimensions in the NHS KSF.

	Level 1: Maintain the quality of own work.

Level 2: Maintain quality in own work and encourage others to do so.
	Description

This dimension relates to maintaining a high level of quality in all areas of work and practice, including the important aspect of effective team-working. Quality can be supported using a number of approaches, including codes of conduct and practice, evidence-based practice, guidelines, legislation, protocols, procedures, policies, standards and systems.

This dimension supports the governance function in organisations: clinical, corporate, financial, information, staff etc.

	Dimension 6: Equality and diversity – a key aspect of all jobs and of everything that everyone does. It underpins all dimensions in the NHS KSF.

	Level 1: Act in ways that support equality and value diversity.
Level 2: Support equality and value diversity.
	Description
It is the responsibility of every person to act in ways that support equality and diversity. Equality and diversity is related to the actions and responsibilities of everyone: users of services including patients, clients and carers; work colleagues; employees; people in other organisations; the public in general.

Successful organisations are ones that reflect the richness of diversity that exists in society and will include people of different: 

· abilities

· ages

· bodily appearances

· castes

· creeds

· cultures

· genders

· geographical localities

· health, relationship, mental health, social and economic statuses

· places of origin

· political beliefs

· races

· religions

· sexual orientations.

There will also be those both with and without responsibilities for dependents.

Where diversity and equality are not integral to an organisation, discrimination may occur.


Appendix 3
Literacy, Language and Numeracy
The programme and materials aim to be accessible to trainees of mixed abilities, offering them opportunities to assess and improve their literacy, language and numeracy (LLN) throughout the programme, work placement and into employment.
The programme may be extended, where required and practicable, to further develop literacy, language and numeracy learning opportunities. For example, the Access to Employment Programme in Cumbria offers trainees the opportunity to brush up their LLN skills and gain a national qualification, as an optional part of the programme. This has proved to be very successful.
A fully embedded approach would involve developing literacy, language and numeracy along with vocational and other skills as part of the programme. Such an approach would require two or more learning aims to be in place: one for the vocational programme and another for LLN development and the involvement of tutors with both vocational and LLN expertise and training.
A checklist for embedding Literacy, Language and Numeracy: 

· LLN content clear at recruitment.

· Initial and diagnostic assessment.

· Use of individual learning plans throughout the programme.

· Ongoing feedback and support.

· Formative and summative assessment.

· Track and record trainee progress.

· Ensure that trainees have access to recognised qualifications.

· Provide advice, information and encouragement on progression.

· LLN skills development opportunities fully embedded within learning materials.

· Link teaching and learning activities to national standards.

· Encourage trainees to move on to further learning and training, such as NVQs, once in employment and to view this as part of an on-going process.
Move On
Move On is a practical approach to improving LLN. It aims to reach potential new learners who need to refresh or improve their skills. Many learners gain additional confidence from completing a short course and gaining a National Certificate in Literacy or Numeracy. To find out what the National Test questions look like visit www.move-on.org.uk.
Appendix 4
Access and support for trainees with other needs
UK legislation (notably the Disability Discrimination Act 1995, the Learning and Skills Act 2000, and the Special Educational Needs and Disability Act 2001) requires education providers and institutions to promote equality of opportunity for trainees with learning difficulties or disabilities. Learning provision needs to be organised so that it takes full account of the aspirations and needs of all trainees. 
Many organisations support those with particular needs and could offer specialist information, guidance and advice to support delivery of the programme. These are only a few:

British Institute of Learning Disabilities (BILD) – www.bild.org.uk

British Deaf Association – www.signcommunity.org.uk

Disability Information Services

Disability Rights Commission (DRC) – www.drc-gb.org 

London Language and Literacy Unit (LLLU) – 
www.sbu.ac.uk/lluplus 

Mencap – www.mencap.org.uk

Mental Health Foundation (MHF) – www.mentalhealth.org.uk

Mind – www.mind.org.uk

National Institute of Adult and Continuing Education (NIACE) – www.niace.org.uk

Refugee Council – www.refugeecouncil.org.uk

Royal National Institute of the Blind – www.rnib.org.uk

Royal National Institute for the Deaf – www.rnid.org.uk

Skill (National Bureau for Learners with Disabilities) –www.skill.org.uk
British Dyslexia Association – www.bdadyslexia.org.uk
Dyslexia Action – www.dyslexiaaction.org.uk
General ongoing support is also available for learners: they may have contact with a ‘buddy’ or Union Learning Representative.
Appendix 5
Frameworks 
The session content can relate to the following frameworks:
· NHS Knowledge and Skills Framework (KSF)
· National Standards for Adult Literacy and Numeracy
· National Occupational Standards (NOS) NVQ Level 2 Health Award
· National Occupational Standards (NOS) NVQ Level 2 Support Services
For example, Day 4, session 1, (What are Good Communication Skills?)  

	NHS KFS


	NOS NVQ Level 2 Support Services
	NOS NVQ Level 2 Health Award

	Adult Core Curricula



	Core 1: 

1a

1b

1e

2b
	ICS9
	HSC 21c


	SLc/E3.1

SLc/E3.2

SLc/E3.3

SLc/L1.1

SLc/L1.3

SLc/L2.1

SLc/L2.3

SLlr/E3.1

SLlr/L1.3

SLlr/L1.5


Appendix 6
Additional resources

The following range of e-learning and face to face learning programmes for healthcare staff are available from the NHS Core Learning Unit (NHS CLU):
· Fire Safety Awareness

· Health & Safety Awareness

· Manual Handling

· Infection Control

· Infusion Devices

· Respect for People - Equality & Diversity

· Disability Awareness

· Introduction to Patient Safety

· Being Open

· BOC Medical Gasses

The programmes can be accessed anywhere, anytime and are used by a range of healthcare and education providers. They are awareness raising programmes, supporting a safe and secure environment for staff and customers. CLU programmes support blended learning but by using technology they allow greater access and learning choice as well as supporting the move towards work based learning. 

The website http://corelearningunit.com/ contains details of the learning programmes developed for all staff working within the healthcare sector.
Please note: From the 1st April 2007 Trusts and other care bodies, including commercial providers, need to enter into contracts for the provision of these services. It is worth checking with NHS Trusts to see if existing arrangements are in place.
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