Role of champions


Listen and support

Encourage and motivate

Give advice and signpost

Follow up

Monitor and record progress

The names of Champions will be held at the council’s two learning resource centres.  When somebody makes an enquiry they will be told a Skills for Life Champion will make contact them with, and asked how they would like to be contacted i.e. by telephone or email.  The learning resources centres will forward the enquiry to a Skills for Life Champion either based in the same department or same venue.

The names and departments of Champions will also be advertised on the Wave – so there may be some direct enquiries from this publicity.

· Respond to enquiries as directed – if appropriate meet face to face

· Think about the venue is it convenient, accessible, private?

· Try and put the enquirer at ease

· Give a brief explanation of the Get On Campaign and the council’s commitment – if required

· Establish some ground rules i.e

· Explain that we will not disclose information to managers unless given permission, however if the enquirer makes a disclosure which affects service users, we will be obliged to pass this information on

· Clarify the Champions role and what they can expect from you i.e. advice and support.  Make clear that at this stage we cannot provide training in- house, nor can we get involved in grievance/capability issues (in this case the enquirer should be signposted to a Union rep).

· Agree time – how long will the meeting take – agree a mutually convenient approach

· Ask open questions i.e.

· What’s the motivation behind improving skills – why now?

· Is this affecting work / personal life?

· Have they discussed with manager at appraisal/1:1s?

· School/work/home life if relevant - issues arising causing barriers to learning

· What would they like to do to move forward?

· Consider if it would it be beneficial to complete the personal skills checklist with the enquirer to clarify areas needing development?  This might be also be a useful exercise if the manager was going to be approached at some later stage

· If the development need is linked to possible dyslexia, the training providers can assess for this as part of the process.  However there is sometimes a charge involved and this will need to be met from departmental budgets and will involve getting managers permission

· If the development need is linked to ESOL, this should come as a manager’s referral because there will be a cost involved to join a class
· Giving Advice

· Offer choices:

· Suggest suitable websites and reading materials (list will be provided)

· Encourage enquirer to practice skills by completing quizzes, or take a practice assessment to determine literacy/numeracy levels online, either at the Learning Resources Centres or at home if preferred (consider if this is in the LRCs do you need to be present, or would the enquirer like to meet up again, to discuss the results?)

· Introduce the paper quiz handouts available in the LRC through the Get On campaign for the enquirer to take away and practice 

· Signpost to external providers in the local area (list will be provided)

· Emphasise that if enquirer wants to attend a class during work time – they will have to discuss the development need with their manager to try and obtain paid release (consider if you can offer any support by providing information and advice to the manager?).  Alternatively they might prefer to do a class in their own time

· quiz handouts available in the LRC.  Do you need to be present, or meet up again to discuss results?  If results show a level 1 attainment, encourage enquirer to progress to level 2 through continuous practice or taking a class with a local provider

· What to expect at a class

· The local training provider will arrange an individual meeting for the learner at the college venue and carry out an on-line (or paper based) multi choice assessment along the lines of the practiced ones referred to, or already practised.  This tells the training provider what level the learner is at and which class would be most appropriate to join

· There is no cost involved for literacy and numeracy classes up to level 2

· Classes are usually up to 10 people

· Classes cannot be adapted to particular needs but the tutor can recommend additional learning materials which will mean that learners are ready to take the national test earlier 

· Follow up

· Agree to keep in touch, monitor progress and provide any additional relevant support.

· Progress should be recorded i.e. did the learner attend/finish a class, pass a national test and at what level, go on to further training, encounter any problems with manager/team, experience any examples of good practice etc.  Information should be fed back to Diane Coe, Skills for Life co-ordinator for reporting purposes
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