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Foreword

The Adult Learning Improvement Network (ALIN) has been commissioned by HMPPS
via the Education and Training Foundation to assist in the development of managers
with responsibility for learning, skills and employment working in the Prison Service both
private and public.

The introduction of the Education Reform Programme forms a background for this

Guide, along with the findings of recent annuals reports of HM Chief Inspector of

(GXFDWLRQ &KLOGUHQYVY 6HUYLFHV DQG Risbh<O@® Ende@dc +0 & KL
and Wales.

The Adult Learning Improvement Network (ALIN) team have a wealth of knowledge and

experience of this area of work. The ALIN team recognise the commitment, passion and

drive of the Managers and staff who work in this sector, LPSDFWLQJ RQ SHRSOH(YV Ol
creating a step change to reducing reoffending.

Kerry Boffey

Adult Learning Improvement Network (ALIN)
March 2019
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Introduction and Background:

A guide for new managers of learning, skills and employment was first published in
2014. Subsequently there were several changes to requirements, expectations and
inspection findings that led to 7 revisions of the document, the 7" and final version was
published in February 2018.

This new guide is designed for managers who have

responsibility for managing prison education under the new

prison education reforms introduced in April 2019. At the

forefront of these reforms is the empowered prison

Governor, who has the freedom to set the strategic vision

fo-r WKHLU HVWDEOLVKPHQWYfVY HGXFDWLRQ SURJUDPPH DQG W
ensure this is delivered in the best way for their learners.

7KH JRYHUQRUYVY VHQLRU WHDP DQG ZLGHU SULVRQ VWDII SOl
NH\ UROH LQ GHOLYHUicighJoVeéduERtDRYHUQRUV Y

skills and employment.

Those directly responsible for managing prison education

may have extensive prison experience but limited experience of managing educational
contracts, or they may be experienced in education but lack experience of working within
a prison environment. This guide cannot provide answers to all the questions or
situations that managers will face during this period of change but is intended as a
reference document that will help guide them in the right direction.

This guide should be read in conjunction with the Prison Education support pages now
available on the HMPPS intranet, and further support will also be available on HMPPS
MyLearning. There will also be ongoing support in the form a weekly education bulletin
and weekly telephone tutorials. Note: HMPPS
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k Go to The Annual Report of HM Chief Inspector of Education, Children's Services
and Skills 2016/17

Go to The Annual of HM Chief Inspectors of Prisons for England and Wales 2016-17
Go to Unlocking Potential - The Coates Review 2016

Go to Prison Safety and Reform 2016

Go to Education and Employment Strategy 2018
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to monitor and improve the quality of lessons and activities

- the range of education, work and vocational training is not broad enough to
prepare learners well for life after prison

- learners engaged in work activities do not have a clear understanding of what
they had achieved, including personal and social skills, because instructors do
not identify or record the skills they develop; this means that learners have little
useful information to take with them when transferring to another prison or when
being released

Overall effectiveness of learning, skills and work in prisons and young offender
institutions in 2017-18

Of the 21 prisons and YOIs that previously required improvement, 7 improved to good.
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How to use this guide

This guide is for Learning and Skills Managers and has been designed as an e-guide
intended for on-line use. However, because it is recognised that many people prefer to
have a paper document to read, there is also a printable version available. See below on
how to achieve this without printing out all of the attachments and associated resources
contained with this e-guide.

The guide is divided into 12 sections which can be accessed by scrolling down the
document or by clicking on the appropriate section heading on the Contents page.

Each of the sections have % Go to links to either:

X Attachments, that contain additional reading material or resources to support the
section, which can be accessed via the hyperlink.

X Weblinks to resources and reading materials held on the HMPPS Intranet and
external websites such as the ETF Excellence Gateway. Or links to You-Tube
videos that support the topic of the section. You should always access materials
on external websites via the Firefox facility on your Quantum PC. Note: Links to
You-Tube, will need to be accessed on non HMPPS hardware and links to
resources on the HMPPS intranet can only be accessed via your Quantum PC.

x Links to additional resources that are hosted on the ETF Excellence Gateway.
Once you have clicked on the link and read the additional material you can return
to the place where you were withinthee-JXLGH E\ SUHVVLQJ WKH 3%DFN’

If the resource takes you to an external link it should open an additional window on your
browser which you can close when you have finished, if not use the back arrow on your
browser.

The use of these symbols within the document indicates either a useful fact
or Top Tip or highlights a quote from a report or other significant document.

4 The use of this symbol within the document indicates where an example of
good practice has been highlighted.

To produce a printed version of the guide, in the printer settings window select pages 1-
56

If you wish to print any of the attached resources go to the resource you want a printed
version of and print using the page numbers indicated at the bottom left of your screen.
Alternatively, you can highlight the resource, right click and save as or copy in a new
location so that you can adapt and use the document for your own purposes.
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,PSOHPHQWLQJ WKH *RYHUQRU

The role of the Governor

Throughout this document you should read the reference to Governors as also applying
to Directors in the Private sector.

JROORZLQJ RQ IURP WKH JRYHUQPHQWYfV pJRYHUQRU DXWRQR
agenda, the responsibility for managing education in

prisons will sit with Governing Governors from 1 April 2019.

The Ministry of Justice carried out a procurement process

for new education providers to join a Prison Education

Framework (PEF) with a view to them delivering a core

common curriculum, wLWK SULVRQV JURXSHG LQWR pORWVY RI
mainly geographical and some functional areas. The new

contracts will run for four years, with an option of extending

them for another two. There are different systems for

Wales, and for some contracted-out prisons, who are not

part of this process. Alongside the PEF, governors also

have access to a Prison Education Dynamic Purchasing

System (PEDPS) that enables them to respond rapidly to

newly identified needs and alternative services as required.

This may be in the form of additional or niche education

procured on a short-term basis, i.e. shorter than 12 months.

Governors and Directors have been involved in the selection of education providers and
have worked in close partnership with the other prisons in their Lot to develop and
procure their education offer. Prison governors are now accountable for the
effectiveness of this offer and how well the provider manages to deliver it. Individual
governors have determined what proportion of their budget is to be allocated to the PEF
core common curriculum. Typically, this ranges between 75% and 100% of the budget
and can be adjusted by 5% each year. You may wish to check what the balance is in
your establishment and refer to internal guidance on financial autonomy. Governors
work with the Prison Group Director to ensure the appropriate budget to deliver their
education provision is devolved to them.

These reforms are designed to ensure that education is not static and becomes a far

PRUH LQWHJUDO SDUW RI WKH sSitrespeneetty ciakghiMeathet WKDW HYR
and employment needs. It will be shaped by feedback from learners and the community

as well as routtdes
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Within these reforms education is toforms e
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Responsibility for managing prison learning

The Governor is ultimately accountable for education, learning and skills provision in
their establishment. In 2018 Prison Group Directors were given the freedom to
implement a learning and skills structure that suited the needs of their group. As such,
there are a range of roles with different levels of responsibilities and accountabilities for

the delivery of learning, skills and employment.

Guide for Learning and Skills Managers 2019
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Monitoring the quality of the education provider and other contractors

Guide for Learning and Skills Managers 2019
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Defining the Learner Journey

Governors and their teams, including the Learning and Skills Manager, are now required
to plan a curriculum that will meet the needs of learners and complement the strategic
vision for education provision in their prison. Planning should account for the needs of
learners, their sentences and social and academic needs. Using up-to-date knowledge
of local labour market trends and employer needs, the Governor is expected to buy in
provision that is more likely to result in employment upon release where that is
appropriate.

Your Prison Education Framework offer (PEF)

Depending on the type of establishment that you work in this will vary according to the
factors mentioned above. For instance, a category C resettlement prison holding
learners with sentences longer than 4 years, is likely to have more vocational workshops
than a local prison holding learners with shorter sentences. Local prisons generally will
have more focus on initial assessment and beginning to address any identified functional
skills requirements, whereas a high security prison will have a broader core curriculum
offer including courses up to and beyond level 3 including OU and Distance Learning.

Under the new prison education framework suppliers have been commissioned to
provide a common core curriculum in establishments. This has been based on the
specifications set by Governors and Learning and Skills Managers and will include
maths, English, ICT, ESOL.

At the start of the procurement process, your Governor will have signed off a C4
document outlining the core common curriculum areas and other services required, as
mentioned above. This will have involved a thorough and extensive needs analysis of
your HV W D E O L YKpgose@W fbRus, including the range of sentences, behavioural,
social and educational needs and ambitions of its population. The outcome of this has
effectively determined the curriculum design and content of the education provision in
your establishment, but will need to be revised on an on-going basis as part of your
delivery planning to ensure it is fit for purpose.

Curriculum development and progression

In order to maintain an appropriate balance of provision, you will need to conduct an
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Awarding organisation management, assessment practice and
certification

The expected assessment practice for individual qualifications will be stipulated by the
designated awarding organisation and will include procedures for any external
verification. As an establishment offering qualifications it will be a good idea for you to

Guide for Learning and Skills Managers 2019
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records or personal learning and support plan (PLP) is still under development.
However, a couple of suggested resources that you might want to use in the absence of
a central one, are available and you should also refer to Annex A of the HMPPS IAG
Guidance. Note: This is an HMPPS intranet site and needs to be accessed via
Quantum.

%

Guide for Learning and Skills Managers 2019 19



% GO to
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https://www.justice.gov.uk/downloads/offenders/psipso/psi-2012/psi-03-2012-activity-allocation.doc
https://www.excellencegateway.org.uk/content/etf2466
https://www.et-foundation.co.uk/supporting/offender-learning/
https://www.justice.gov.uk/offenders/psis/prison-service-instructions-2012
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https://www.excellencegateway.org.uk/content/etf3026

Managing Provision

Managing the provision of internal
providers

Managing others.

In your role as Learning and Skills Manager, it is quite conceivable that you will not
directly line manage any staff. However, the success of your area of responsibility is
linked directly to the performance of others, who are managed by other managers
internally or externally. Therefore, it is imperative that you establish a clear means as to
how you can review performance through formal and informal processes. The diagram
below illustrates how your role might sit with other areas of the prison and external
suppliers and can help you think about the relationships that you will need to form to
influence delivery and high quality performance.

Managing the provision of external providers

Education contracts

The new education contracts introduce obligations on the part of the supplier and
provide establishments with the means ensure they are getting the right service quality
and outcomes. Support to help you manage the contract is available on the Financial
and Contract management page of the HMPPS intranet, with resources such as the
Contract Desk Guide and the Contract Management Handbook.
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https://intranet.noms.gsi.gov.uk/support/prison-education/financial-and-contract-management
https://intranet.noms.gsi.gov.uk/support/prison-education/financial-and-contract-management
https://intranet.noms.gsi.gov.uk/__data/assets/word_doc/0011/938765/Prison-education-framework-contracts-reference-guide.docx



https://intranet.noms.gsi.gov.uk/__data/assets/word_doc/0005/938480/Teacher-Quality-Management-Plan-2019.03.14.docx
https://www.excellencegateway.org.uk/content/etf3028

informed judgements. The sample template for peer and paired observations will help
you to begin gathering evidence to support your judgements.

% An HMPPS sample Teaching, Learning & Assessment Development Process for
Offender Learning has been produced and can be used as a basis for creating one
specifically for your establishment. Note: This is an HMPPS intranet site and
needs to be accessed via Quantum.

W Go to Peer and paired observations

® GotoA Sample Observation of Teaching, Learning and Assessment Policy

W Go to HMPPS Teaching, Learning and Observation Policy

Top Tip: When writing your own policy for Observations of Teaching, Learning and
Assessment (OTL&A) ensure you have sections on:

- Purpose and aims of the policy

- Scope of the observations i.e. who is to be observed

- Frequency and cycles

- Observation criteria

- Guidance for observers

- ldentifying and prioritising staff development and training

- Moderation and standardisation

- Appeals procedures

Learning and skills interventions may include:

IAG
Support Induction
services
Library

The Learner

< PEF/PEDPS
Industries

Direct
delivery

The Education and Training Foundation have resources to support the development of
Teaching, Learning and Assessment, below are just two examples.

W Go to Classroom or workshop management strategies handouts
W Go to Classroom or workshop management strategies session plan

Guide for Learning and Skills Managers 2019
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https://intranet.noms.gsi.gov.uk/__data/assets/word_doc/0012/938478/Sample-TLA-Development-Process.doc

Training observers

Not everyone is comfortable about being an observer. Staff who have completed audit or
internal verification of one form or another may be more familiar with the requirements.

Most people require specialist training in order to make clear, unbiased and objective
judgements and to deliver feedback in a manner that promotes development and fosters
improvement.

Remember: 2EVHUYHUV QHHG WR TXHVWLRQ 3:KDW LV E
KRZ LW LV LPSDFWLQJ RQ WKH OHDUQHU"

Observation records and the feedback process

All observations EH WKH\ 3ZDON WKURXJK” PLQXWH RU D IXOO SO
be followed up with appropriately recorded documentation. You could think about

creating a rolling observation which is built up over a period of time with brief comments

about what has been observed during each walk through or 10-minute observation. This

Guide for Learning and Skills Managers 2019 27



Measuring Progress

As a result of research findings, Ofsted have developed a working hypothesis about
progress, which is likely to become inspection practice from Autumn 2019. So, it is worth
beginning to consider this as part of your observation and judgement forming
procedures from now on.

A more extensive version of the research and findings can be found in the Ofsted Power
Point Presentation slides. Below are some brief salient points from the presentation.

Skills -

Progress

Knowledge (capacity to

perform) ]

Progressmeans 3. QRZLQJ PRUH DQG 5HPHPEHULQJ PRUH"
The Importance of (Curricular) Sequencing

- Are providers thinking explicitly about what should be learned WR pJHW EHWWHUY [
hairdressing, catering, functional maths or English +or any other learning
programme?

- Are providers thinking about what additional content should be taught to provide
challenge to those learners who can aim for higher outcomes?

- Any data is only useful if it measures the most useful knowledge learned as the
learner progresses through their subject course.

The purpose of instruction is to increase the store of knowledge in long term memory. If
nothing has changed in long-term memory, nothing has been learned.

Four Key Principles about memory:
1. Deciding what content needs to be deeply embedded in long term memory
2. Considering what learners pay attention to
3. Avoiding overloading working memory
4

. Providing spaced repetitio Q IRU 3SRYHUOHDUQLQJ"
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https://www.slideshare.net/Ofstednews/quality-of-education-and-training-workshop-fes
https://www.slideshare.net/Ofstednews/quality-of-education-and-training-workshop-fes
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https://intranet.noms.gsi.gov.uk/support/prison-education
https://intranet.noms.gsi.gov.uk/__data/assets/word_doc/0005/938480/Teacher-Quality-Management-Plan-2019.03.14.docx
https://intranet.noms.gsi.gov.uk/__data/assets/word_doc/0007/940435/Prison-Education-Framework-PEF-Governance-Assurance-Processes-and-Measures-guide.docx
https://intranet.noms.gsi.gov.uk/__data/assets/word_doc/0007/940435/Prison-Education-Framework-PEF-Governance-Assurance-Processes-and-Measures-guide.docx
https://intranet.noms.gsi.gov.uk/__data/assets/word_doc/0011/938765/Prison-education-framework-contracts-reference-guide.docx

Fundamental to the success of the support being provided, is the establishment of clear
and manageable targets, regular support, monitoring, reviews and feedback. The whole
process needs to be viewed as development and support not a threat. To see how
inspectors report on performance management within the le

Guide for Learning and Skills Managers 2019 30


https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/790172/Prisons_and_YOIs_inspection_handbook-010419-280319.pdf
https://intranet.noms.gsi.gov.uk/__data/assets/word_doc/0010/938764/Guidance-for-using-and-interpreting-education-data.docx
https://intranet.noms.gsi.gov.uk/__data/assets/word_doc/0007/940435/Prison-Education-Framework-PEF-Governance-Assurance-Processes-and-Measures-guide.docx
https://intranet.noms.gsi.gov.uk/__data/assets/word_doc/0007/940435/Prison-Education-Framework-PEF-Governance-Assurance-Processes-and-Measures-guide.docx

The range of data to be collected will include:

- Number of learners inducted and tested for ability and previous levels of
attainment

- Number of foreign nationals or ESOL learners

- The percentage of provision available to meet their needs

- Actual maths and English levels for every learner in the establishment

- The correlation between numbers identified with a maths or English need and the
number of places on offer in these subjects

- The total number of spaces in all areas of learning, skills, training and work

- Total numbers allocated and attending these spaces

- Numbers failing to attend and where possible the reasons for non-attendance

- Numbers withdrawing including reasons for withdrawal

Guide for Learning and Skills Managers 2019 31


https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/761589/hmi-prisons-annual-report-2017-18-revised-web.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/761589/hmi-prisons-annual-report-2017-18-revised-web.pdf

Data collection and analysis is also important when securing funding or establishing new
contracts, particularly in relation to bids for specific groups of learners where you will
need to be to able clearly demonstrate the identified need or shortfall. Knowing the
educational achievement levels for each of the different groups held within your prison
and being able to identify the shortfall in provision is vital to submitting evidence in
support of your contract negotiations or bids for additional funding. This level of
information is built up over a period of time and through a variety of means so that you
develop a clear picture of your specific prison demographic.
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Reporting on provision and performance against agreed targets or KPlIs.

There are a range of ways in which you can be kept informed of the quality of your own
internal provision and that of partner organisations and sub-contractors. Although there
may be some pre-set templates for reporting performance levels to your Head of RR, it
is for you to determine how you want to collate relevant aspects of this information and
incorporate them into Performance or Contract/SLA reviews.

Guide for Learning and Skills Managers 2019
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Top Tip:

Sharing the information is only half the task. The most difficult and important part is to
ensure that the information is acted upon and used to make improvements. It is a good
idea to instigate a process by which you are kept informed of the impact of this
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The DPS tutorial slides provide you with an overview of the process and guide you
through the stages; from identifying a need through to the appointment of a supplier, as
illustrated below.

Top Tips:
- The key is managing the timing of the process
- You need to allow 6 weeks for the process to take place

- Think about when you want the project to start
- Then work backwards allowing at least 6 weeks

The Call off Competition Stage and Proc00889rThe DPS
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The Order Form is the key document in PEDPS

Ensure you fill it out correctly and

XSORDG LMEON WRWXSSOLHUV’
- Use Part B of the Call Off Contract, the

- Cover sheet and supplier response form.

- Be, clear, objective and honest

- Make the order bespoke to your needs

- Avoid acronyms as suppliers may not understand
them

The tutorial slides provide further information on suitability for PEF or PEDPS,
procedures to follow in order to check if the Transfer of Undertakings Protection of
Employment, TUPE regulations apply and details about Category 16 Resettlement
Service process.

Go to DPS Tutorial Slides in additional resources folder for Managing Provision.

Further details and top tips about PEDPS can be found:

% Go to Further Guidance on the use of PEDPS

w Go to PEDPS Hints and Tips

Common Reasons for Approval to be Denied can be found within the additional
resources for this guide.

Effective Partnership Working with Subcontractors and other
Stakeholders

Devising and implementing service level agreements (SLA) and contracts.

As part of the new system for prison education, Governors have the ability to order their
library provision from a range of potential service providers. Many will have decided to
remain with the Local Public Library Authority where that service has been deemed
adequate to meet the needs of the prison. In some instances, the Governor may have
asked for Library provision to be included in the remit of the PEF provider or may have
put the work out for tender.

Guidance on what aspects should be considered when drawing up and SLA and how to
ensure it successfully meets all of your requirements is contained in a Guidance for
SLAs document.
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Disputes between partners are best resolved at a local level. If matters are escalated
upwards it can become lengthy, expensive and not always result in a satisfactory

conclusion.

Identifying and sharing effective

Guide for Learning and Skills Managers 2019
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To find out more about the proposed changes you can view the Ofsted New Framework
power point presentation slides 6-13. It would be a good idea to begin to group the
findings from your SAR under these revised headings.

HMPPS have also draw up some guidance for self-assessment reports which can be
accessed below.

Go to Ofsted New Framework power point presentation published December 2018

Go to HMPPS SAR Guidance

Establishing a quality calendar and cycle of quality assurance procedures is central to
maintaining standards and driving up quality. The timings of some quality meetings will
be set by your Head of Reducing Reoffending in order to establish a framework within
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Quality Improvement Plan
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X Go to Student perception of course +Prison based employment

Go to Student perception of prison education

Go to Activity allocation stakeholder questionnaire

Go to Activity allocation learners view

% Go to Process of Activity Allocations

Gathering information and responses from learners can be difficult, but to ensure you
have sufficient information to inform changes you do need to have a reasonably high
percentage of returns. Therefore, you will need to send out surveys and questionnaires
to most of the prison population, remembering that you also need to get representative
samples from all of the different groups within your prison/YOI. If you have learning
champions or wing learning representatives you can use these to support you in gaining
a higher percentage of returns.

Questionnaire and survey design

Learners tend not to like completing questionnaires and
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have collated all your findings and have been able to arrive at recommendations you
should present this in a simple format using diagrams and charts if the information
presents better in a visual format. When presenting findings and making
recommendations for improvements, it is always a good idea to present three possible
solutions. Each option should highlight the resources and requirements of achieving that
option, outline the positive impacts of achieving it as well as identifying the
consequences of not. That way the group or meeting that you are presenting your
findings to, feels it has been presented with choices to make a decision about.

Using feedback to improve organisational performance

Collection and use of feedback is vital to the success of any project or survey. This
diagram illustrates the cycle of events that lead to improvements in organisational
performance.

Can you review a survey or questionnaire that you have carried out and
A provide details for each of the stages of the cycle below?

If so, you will have developed clear evidence of the impact of your quality
improvement procedures that can be presented to management as well as
inspection or audit.

Enhance ! Collect

performance Feedback
Use feedback
E\lﬁlcl:lgg to inform
change
Change and
improve
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Representing the prison at external
Inspection

It must be noted that at the time of going to print Ofsted were trialling their
working hypothesis for a new Education Inspection Framework (EIF), due to be
implemented in August 2019. It is anticipated that once the trial is comple