Appendix 2  

The Alerting Tool

Some institutions, like Job Centre Plus and the prisons, are keen to offer literacy tuition to their clients.  But they need to target their offer appropriately!

For them an alerting tool designed for use with those who have no formal qualifications can be helpful. The idea is to open the discussion with the learner about their uses of literacy and numeracy and at the same time to give them an opportunity both to demonstrate what they can do and to speak about what they can't. There is no sense in which it is a ‘test’ or a pass-or-fail scenario nor will it offer any indication of Core Skills levels.

The example below shows examples of tasks which a client can be set:

· two short answers to demonstrate reading and appropriate written response 

· a chance to demonstrate competence in the four number operations 

· a short piece of free writing

· and an opportunity to declare confidence, or lack of it, with appropriate literacy tasks.

It is crucial that this rather crude set of tasks be contextualised appropriately.  So if it is being used by a Social Care training agency  the checklist might relate to writing  a short incident report and filling in a time sheet, while the numeracy task might relate to doing a client's shopping. 

This alerting tool is designed to do just that: to alert both learner and interviewer to whether or not a fuller diagnostic assessment or an offer of literacy and/or numeracy tuition might be appropriate. It may not be appropriate to use it where, say, a client requests literacy support unprompted. Moreover where a client is clearly uncomfortable with it, help should be offered or it should be swiftly removed. 

Guidelines and training on administering and interpreting the tool would encourage awareness of the Scottish approach to literacy and numeracy learning, and increase staff confidence in approaching the issue.

 

WHAT DO YOU THINK?                                          


	
	Yes
	Need help sometimes

	I can read instructions
	
	

	I can fill in most forms
	
	

	I can do basic maths (+ - x ÷)
	
	

	I can handle money
	
	

	I can write a good application letter
	
	

	I can measure things (use a ruler and weigh in metric)
	
	


AAA                     Appendix 2a:  Altering Tool template


             WHAT DO YOU THINK?                                                                                                  HAVE A GO!

                                                                                                                                   

What do you think would help you to get a job?

(eg learning to use a computer, brushing up on your reading

and writing skills, improving your number skills)   

Two short answer

questions to demonstrate 

reading and appropriate 

written response                                                                                                                                                                                                                                                                      

Two short an     

questions t
        What are the most important things to you when looking for a job?

                                                                  WHAT ARE YOU GOOD AT?    

                                                                                                                                                      

	
	Yes
	Need help

sometimes

	I can write a good application letter
	
	

	I can read instructions
	
	

	I can fill in most forms
	
	

	I can do basic maths (+ - x ÷)
	
	

	I can measure things (use a ruler and weigh in metric)
	
	

	I can handle money
	
	




Appendix 2b                ‘L’ plate for learning – HMP Barlinnie      DRAFT

NAME…………………………………

NO………………………... Date of Birth……………

Earliest Date of Liberation………………..Postcode/Place………………………………

In the box below, please write 2 or 3 short sentences about yourself or something you are interested in. For example,  sport, fashion, food, music, films or TV.
	

	

	

	

	


What things are you good at?

Please tick box
	

	Yes
	No
	I sometimes struggle

	I can write a job application
	
	
	
	
	
	

	I can read instructions on medicine
	
	
	
	
	
	

	I can fill in forms

	
	
	
	
	
	

	I can use a calculator

	
	
	
	
	
	

	I can measure in metric
	
	
	
	
	
	

	I can handle money well

	
	
	
	
	
	


	Have a go:
	Answer

	Cans of Juice cost 45p each. How much will it cost for 6?


	

	A half-ounce of tobacco cost £2.65 while a 2-ounce tin costs £9.00. How much do you save by buying the 2-ounce tin?


	

	Betty wants to share out her bingo win of £560 equally among herself and her 6 kids. How much will they all get each?


	

	 Jimmy reckoned his winning line would pay out £327. However, the bookie only paid out £248. How much was he paid short?


	




     Signed  ………………………………………………
Appendix 2 c

SKILLS PROFILING (for use in the workplace) 

	You can use a calculator to answer these if you want to

1. Your bus fare to work is 90p each way.  How much would it cost you each day?

2. If you work a five-day week how much would your fares be for the week?

3. How much would you save if you bought a 4-week ticket for £32.00?

4. Your employer gives you a voucher entitling you to a 10% discount on your 4 week ticket. How much would this be?

5. You and 2 friends decide it would be better to car share.  The total four-weekly cost would be £21.  What, if anything, would you save over the year?
6. Your company pays mileage at 0.32p for first 20 miles and 0.26p for over 20 miles.  Your journey was 97 miles – how much would you be able to claim back in mileage?



Appendix 2c (The questions that follow are used as the basis of discussion.  It is not intended that the learner completes them as a questionnaire.)



Learner Name: ______________________
Tutor Name: __________________________

Signature: _________________________ 
Signature: ____________________________

Appendix 2 c    The questions that follow are used as the basis of discussion.  It is not intended that the learner completes them as a questionnaire.

SKILLS PROFILING – (for use in the workplace)

GENERAL
What are you good at/do you like to do? 

How about at work?

Do you have a goal/something you’ve always wanted to do? 

Why did you decide to do this course? 

What do you hope to learn from it? 
READING

How do you feel about reading?

What kinds of things do you read?

What reading do you have to do for work?

prompts 

(manuals, training handouts, notice boards, newsletters, instructions, reports?)

How do you feel about reading at work?

prompts

(reading aloud, understanding what you read?)

WRITING 

How do you feel about writing?

What writing do you do for work?

prompts 

(forms, timesheets, letters, messages, reports?)

How do you feel about writing at work?

NUMBERS
How comfortable do you feel using numbers in everyday life?

prompts 

(calculations, timetables, 24hr clock, metric, measurements, money & finance?)

What number work do you have to do for your job?

prompts 

(timesheets, calculations, measurements, understand graphs?)

	INFORMATION COMMUNICATION TECHNOLOGY (ICT) 

Have you ever used a computer before?

What have you used it for?

prompts 

(internet, email, word processing, spreadsheets, checkout till?)

Do you use computers or computerised equipment at work?

What does this involve? 




SPEAKING & LISTENING 

	How confident do you feel about:
prompts 
	Very
	Fairly
	Not at all 

	· talking to people on the phone?
	
	
	

	· asking about wages, health & safety, holidays, etc?
	
	
	

	· getting other people to understand you? (e.g. your boss/colleagues)
	
	
	

	· answering questions and giving information to others?
	
	
	

	· giving/obtaining information to/from your boss or colleagues?
	
	
	

	· following spoken instructions?
	
	
	

	· giving presentations?
	
	
	


Learner Name: __________________ Tutor Name: ____________________

Signature: ______________________ Signature: _____________________

Appendix 2a Alerting Tool template











NAME:                                                      


NINO:                           DATE:                                                                                    





DRAFT


THINKING AHEAD











What do you think would help you to get a job? 


(eg learning to use a computer, brushing up on your reading and writing skills, improving your number skills)





What are the most important things to you when looking for a job? 











THINKING AHEAD        





NAME:				NI NO:				DATE:





Bus fares to a job are 90p each way.


How much would it cost there and back each day?


            





If you worked for 5 days how


much would your fares be for                    


        the week?








How much would you save if you bought a 4 week ticket for £32?








         4.     The job pays £680 for a period of  	  4 weeks.  How much would you      	  earn  each week?

















Using simple number skills in an appropriate context














Self-report of literacy skills and confidence.


The tasks should be appropriate to the context





What else do you think you are good at?








Please write a little about yourself and the things you are good at on the back of this sheet





A short piece of free writing on an appropriate topic





An “alerting” tool, provided it is adapted to an appropriate context, can start a conversation about a person’s literacy strengths and weaknesses. 


It can also alert an agency to the need for a fuller literacy assessment. 


.








What is your job role and what are your main duties?


























What would you do in a normal working day?
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