
Guide for Learning and Skills Managers 2019 

 
 
 
 
 
 

 
 

 
 
 
 
 
  

A Guide for Learning 

and Skills Managers 

 



Guide for Learning and Skills Managers 2019 1 

Table of Contents 

FOREWORD ........................................................................................................................ 6 

INTRODUCTION AND BACKGROUND: .............................................................................. 7 

THE PRISON EDUCATION REFORM PROGRAMME. ..................................................................... 7 

HOW TO USE THIS GUIDE ................................................................................................ 10 

IMPLEMENTING THE GOV�(�5�1�2�5�¶�6���9�,�6�,�2�1 ................................................................... 11 

THE ROLE OF THE GOVERNOR ............................................................................................... 11 
RESPONSIBILITY FOR MANAGING PRISON LEARNING ............................................................... 13 

DEFINING THE LEARNER JOURNEY............................................................................... 15 

YOUR PRISON EDUCATION FRAMEWORK OFFER 

RAMEWORK OFFER 

.

Y



Guide for Learning and Skills Managers 2019 2 

PRESENTATION OF PERFORMANCE DATA TO MEET CONTRACT AND INSPECTORATE 

REQUIREMENTS .................................................................................................................... 31 
USING PERFORMANCE DATA TO MEASURE PROGRAMME AND ORGANISATIONAL PERFORMANCE 32 



Guide for Learning and Skills Managers 2019 3 

LEARNERS WITH LEARNING DIFFICULTIES AND LEARNING DISABILITIES (LDD) GUIDANCE........ 66 
PROCESS FOR OPENING, CLOSING OR RE-DESIGNATING INDUSTRIAL WORKSHOPS ................... 1 
(INCLUDING CHARITY WORKSHOPS) AND LAUNDRIES ................................................................ 1 

ANNEX A (I) ......................................................................................................................... 3 

ANNEX A (II) ........................................................................................................................ 5 

NEEDS ANALYSIS: .................................................................................................................. 7 
LEARNING AND SKILLS SURVEY ...................................................................................... 8 
AWARDING ORGANISATIONS�¶ QUALIFICATIONS TO BE USED IN THESE SUBJECTS: ..................... 11 
KEY POINTS FROM THE PSI FOR LEARNER EMPLOYMENT, TRAINING AND SKILLS (2012/06) ..... 13 
PERSONAL LEARNING AND SUPPORT PLAN ................................................................ 14 
PERSONAL DETAILS, EDUCATION AND EMPLOYMENT HISTORY ............................... 30 
SUGGESTED MEMBERSHIP OF AN ACTIVITY ALLOCATION BOARD. ........................................... 34 
CASE STUDY ..................................................................................................................... 35 
A �/�(�$�5�1�(�5�¶S ROLE



Guide for Learning and Skills Managers 2019 4 

LEARNING WALK INFORMATION AND THEMES ......................................................................... 76 
FURTHER GUIDANCE ON THE USE OF ..................................................................................... 83 
PRISON EDUCATION DYNAMIC PURCHASING SYSTEM PEDPS ................................................ 83 
BEFORE YOU RAISE A PROJECT ON BRAVO ........................................................................... 85 
RAISING A PROJECT ON BRAVO ............................................................................................. 85 
ITT ISSUES ........................................................................................................................... 85 
TASKS WITHIN WORKFLOW ................................................................................................... 85 
RAISING QUERIES ................................................................................................................. 85 
GUIDANCE FOR SERVICE LEVEL AGREEMENTS ....................................................................... 86 
LIBRARY GUIDANCE .............................................................................................................. 87 
IT CONTAINS: ......................................................................................................................... 90 
GUIDANCE FOR GAP ANALYSIS ........................................................................................... 100 
GOOD PRACTICE CASE STUDY ............................................................................................ 101 
QUALITY IMPROVEMENT PROCESS: ..................................................................................... 104 
SELF ASSESSMENT REPORT ............................................................................................... 105 
GUIDANCE .......................................................................................................................... 105 
2. BE HONEST AND CRITICAL. ................................................................................................. 112 
3. CONTINUOUSLY STRIVE FOR GROWTH. .................................................................................. 112 
4. TRACK YOUR ACCOMPLISHMENTS. ...................................................................................... 112 
5. BE PROFESSIONAL. ............................................................................................................ 112 
DATA COLLECTION AND ANALYSIS ............................................................................. 115 
OBSERVATIONS AND 



Guide for Learning and Skills Managers 2019 5 

CATEGORIES OF ABUSE ............................................................................................... 157 
BRITISH VALUES, PERSONAL, SOCIAL, WELFARE, BEHAVIOUR AND EMOTIONAL DEVELOPMENT 



Guide for Learning and Skills Managers 2019 6 

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 

�(�G�X�F�D�W�L�R�Q�����&�K�L�O�G�U�H�Q�¶�V���6�H�U�Y�L�F�H�V���D�Q�G���6�N�L�O�O�V���D�Q�G���+�0���&�K�L�H�I���,�Q�V�S�H�F�W�R�U���R�I��Prisons for England 

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, �L�P�S�D�F�W�L�Q�J���R�Q���S�H�R�S�O�H�¶�V���O�L�Y�H�V���D�Q�G��
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 7th 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 

for �W�K�H�L�U���H�V�W�D�E�O�L�V�K�P�H�Q�W�¶�V���H�G�X�F�D�W�L�R�Q���S�U�R�J�U�D�P�P�H�����D�Q�G���W�R��
ensure this is delivered in the best way for their learners. 

�7�K�H���J�R�Y�H�U�Q�R�U�¶�V���V�H�Q�L�R�U���W�H�D�P���D�Q�G���Z�L�G�H�U���S�U�L�V�R�Q���V�W�D�I�I���S�O�D�\���D��
�N�H�\���U�R�O�H���L�Q���G�H�O�L�Y�H�U�L�Q�J���W�K�H���J�R�Y�H�U�Q�R�U�¶�V���Yision for education, 

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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 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 

 

  o to 
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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 within the e-�J�X�L�G�H���E�\���S�U�H�V�V�L�Q�J���W�K�H���³�%�D�F�N�´���E�X�W�W�R�Q�� 

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. 
 

 
 
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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�,�P�S�O�H�P�H�Q�W�L�Q�J���W�K�H���*�R�Y�H�U�Q�R�U�¶�V���9�L�V�L�R�Q 
 

The role of the Governor 
 
 

Throughout this document you should read the reference to Governors as also applying 

to Directors in the Private sector. 

�)�R�O�O�R�Z�L�Q�J���R�Q���I�U�R�P���W�K�H���J�R�Y�H�U�Q�P�H�Q�W�¶�V���µ�J�R�Y�H�U�Q�R�U���D�X�W�R�Q�R�P�\�¶��
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, w�L�W�K���S�U�L�V�R�Q�V���J�U�R�X�S�H�G���L�Q�W�R���µ�O�R�W�V�¶���R�I��������
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 

�P�R�U�H���L�Q�W�H�J�U�D�O���S�D�U�W���R�I���W�K�H���S�U�L�V�R�Q�¶�V���F�X�O�W�X�U�H���W�K�D�W���H�Y�R�O�Y�Hs in response to changing learner 

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. 
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Monitoring the quality of the education provider and other contractors
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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 �H�V�W�D�E�O�L�V�K�P�H�Q�W�¶�V purpose and focus, 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 
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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. 
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 Go to 

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
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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.   

Learning and 
Skills 

Manager

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
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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. 

   Go to Peer and paired observations  

   Go to A Sample Observation of Teaching, Learning and Assessment Policy  
 

   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 

- Identifying and prioritising staff development and training 

- Moderation and standardisation 

- Appeals procedures 

Learning and skills interventions may include: 

 

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

 Go to Classroom or workshop management strategies handouts  

 Go to Classroom or workshop management strategies session plan 

The Learner

Support
services

IAG

Induction

Library

Direct 
delivery

PEF/PEDPS

Industries

https://intranet.noms.gsi.gov.uk/__data/assets/word_doc/0012/938478/Sample-TLA-Development-Process.doc
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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: �2�E�V�H�U�Y�H�U�V���Q�H�H�G���W�R���T�X�H�V�W�L�R�Q���³�:�K�D�W���L�V���E�H�L�Q�J���O�H�D�U�Q�W���D�Q�G��
�K�R�Z���L�W���L�V���L�P�S�D�F�W�L�Q�J���R�Q���W�K�H���O�H�D�U�Q�H�U�´�� 

 
 

Observation records and the feedback process 
 
All observations�����E�H���W�K�H�\���³�Z�D�O�N���W�K�U�R�X�J�K�´�����������P�L�Q�X�W�H���R�U���D���I�X�O�O���S�O�D�Q�Q�H�G���R�E�V�H�U�Y�D�W�L�R�Q���V�K�R�X�O�G��
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 
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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.  

 
Progress means �³�.�Q�R�Z�L�Q�J���P�R�U�H���D�Q�G���5�H�P�H�P�E�H�U�L�Q�J���P�R�U�H�´ 

 

The Importance of (Curricular) Sequencing 
 

- Are providers thinking explicitly about what should be learned �W�R���µ�J�H�W���E�H�W�W�H�U�¶���D�W��
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���I�R�U���³�R�Y�H�U�O�H�D�U�Q�L�Q�J�´�� 

 

Knowledge
Skills 

(capacity to 
perform)

Progress

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
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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

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
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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 

- 

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
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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 KPIs. 
 

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. 
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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 

�X�S�O�R�D�G���L�W���D�V���³�Y�L�V�L�E�O�H���W�R���V�X�S�S�O�L�H�U�V�´ 

- 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 

 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 
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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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 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 

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.  

Collect 
Feedback

Use feedback 
to inform 
change 

Change and 
improve 

Evaluate 
Success

Enhance 
performance
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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 complete and any final 

amendments to the framework have been incorporated, a revised EIF will be published 

with the accompanying handbooks and guidance for prisons and YOIs. Therefore, you 

are strongly advised to keep a look out for the release of these documents. Ofsted 

normally host regional launch events when significant changes are being introduced. It 

would be a good idea for you or your Head of Reducing Re-offending to attend one of 

these. 

Although the Inspection Framework is changing it is not anticipated that there will be any 

changes to the Inspection Process or the required outcomes for Expectations. 

Therefore, in the meantime you should use the accompanying guidance notes and 

templates, bearing in mind that references to the CIF will be substituted by EIF and the 

new reporting headings are most likely to be those highlighted earlier. 

�7�K�L�V���J�X�L�G�H���Z�L�O�O���F�R�Q�F�H�Q�W�U�D�W�H���R�Q���W�K�H���W�Z�R���P�D�L�Q���D�V�S�H�F�W�V���R�I���K�R�Z���S�U�L�V�R�Q�V���D�Q�G���<�2�,�¶�V���D�U�H��
inspected and the role of nominee, linking them to your day to day routine activities as 

Learning and Skills Manager. 

One of your biggest challenges will be to prepare and guide your establishment through 

an Inspection as nominee or to support your Head of RR in this role�����+�H�U���0�D�M�H�V�W�\�¶�V��
Inspectorate of Prisons (HMI Prisons) leads the inspection of the prison using its 

inspection framework, known as ���(�[�S�H�F�W�D�W�L�R�Q�V�´ The main aspects which relate to your 

area of responsibility are contained in Section 3 Purposeful Activity, expectation 69 - 71, 

72.1 - 72.4 and section 74 Leadership and management of purposeful activity.  You will 

also want to review relevant aspects of Section 4 Rehabilitation and release planning. 

 Go to HMI Prisons inspection framework, Expectations Note: This is an external 

weblink  

 

There are separate versions of the expectations for Children and Young People, Adults 

and Women which can be accessed from the above link.  

Normally, Ofsted carries out inspections in prisons, YOIs and their providers as part of 

joint inspections and at the invitation of HMI Prisons. However, as part of the new 

framework Ofsted have been conducting prison inspections independently, so you need 

to be aware of this potential development, and the implications it could have for future 

inspections. 

The December 2018 Prisons and YOIs Inspection Handbook is an extremely useful 

document. It describes the ma�L�Q���D�F�W�L�Y�L�W�L�H�V���2�I�V�W�H�G�¶�V���L�Q�V�S�H�F�W�R�U�V���Z�L�O�O���X�Q�G�H�U�W�D�N�H, how they 

�J�D�W�K�H�U���H�Y�L�G�H�Q�F�H���W�R���L�Q�I�R�U�P���W�K�H�L�U���M�X�G�J�H�P�H�Q�W�V���X�V�L�Q�J���W�K�H���+�0�,���3�U�L�V�R�Q�V�¶���³�(�[�S�H�F�W�D�W�L�R�Q�V�´���D�Q�G��
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relevant criteria from the Common Inspection Framework. The process of how 

inspectors gather their evidence is fairly straightforward and requires them to 
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https://www.justice.gov.uk/downloads/offenders/psipso/psi-2015/psi-16-2015-adult-safeguarding-in-prisons.pdf
http://londonadass.org.uk/wp-content/uploads/2019/01/Prisons-and-safeguarding-a-different-language-but-a-united-approach.pdf
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Establishing effective policies and procedures is therefore very important. However, it is 

extremely likely that your prison/YOI already has policies and procedures for 

safeguarding, prevent, safer custody, anti-bullying, equality and diversity and health and 

safety. But it would be a useful exercise to test them out against a range of prompts and 

questions to be certain that you have all the angles covered. There is also a simple 

diagram identifying all of the documents, activities, procedures and qualification 

requirements that feed into Safeguarding which you can also use as a checklist.  

 Go to Safeguarding prompts and questions   
 Go to Safeguarding quality cycle   

 
 

Managing the organisational single/central register 
 

https://www.gov.uk/government/publications/ofsted-safeguarding-policy/safeguarding-concerns-guidance-for-inspectors
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Promoting safeguarding, British values, equality and diversity through 
learning activity and resources 

 

All staff should take every opportunity to promote safeguarding, British values and 

equality and diversity through their learning resources, topics, behaviour and compacts 

that they establish with their learners. They should also actively challenge anything 

�W�K�D�W�¶�V���Q�R�W���D�F�F�H�S�W�D�E�O�H���D�Q�G���U�H�S�R�U�W���D�O�O���L�Q�F�L�G�H�Q�W�V���W�K�U�R�X�J�K���W�K�H���D�S�S�U�R�S�U�L�D�W�H���F�K�D�Q�Q�H�O�V�� 

Anyone involved in delivering safeguarding training to staff, learners or partners/sub-

contractors may find the Types of Abuse hand-out useful as a resource.  

 Go to Types of abuse   

Fundamental British Values (FBV) are defined as "democracy, the rule of law, individual 

liberty and mutual respect and tolerance for those with different faiths and beliefs".  

To find out more about FBV you can view an Action Research Project sponsored by a 

Regional Development Fund. This resource also contains some very useful websites. If 

�\�R�X���Z�D�Q�W���W�R���V�H�H���K�R�Z���\�R�X���F�D�Q���F�D�S�W�X�U�H���D�Q�G���D�F�F�U�H�G�L�W���D�Q���L�Q�G�L�Y�L�G�X�D�O�¶�V���G�H�Y�H�O�R�S�P�H�Q�W���W�R�Z�D�U�G�V��
achieving these values you could consider adopting the measurement tool and guidance 

developed by The Adult Learning Improvement Network (ALIN)  

 Go to Measurement Tool  

 Go to Measurement Tool Worked example fictitious 

 Go to Guidance on proposed use of Measurement Tool 

 Go to ETF Guidance on Prevent 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://www.alin.org.uk/wordpress/wp-content/uploads/2016/04/MP-Mod-6-R-1-Types-of-Abuse-PDF-.pdf
http://preventforfeandtraining.org.uk/
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IP Improvement Plan  

ITT Invitation to Tender  

KPI Key Performance Indicator 

KPT Key Performance Target 

L&S Learning and Skills 

Learner A person taking part in learning and skills, training and 
personal development programmes and/or wider prison 
work activities and/or seeking information or advice on 
learning and skills opportunities or employment. 

Learning Attainment of learning goals, including qualifications; 
development of skills; and gaining of knowledge and 
understanding, including information and advice on 
learning, development and employment. 

Learning and 
skills nominee 

The learning and skills nominee is a senior member of staff 
from the prison, who is the key link between the prison and 
the inspection team.  

LI Lead Inspector 

LRS 
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12. Governors should be able to use their education budgets to fund learning at Level 3 
and above. [Chapter 4]  

 
13. The planned investment in digital infrastructure should be used to enable more 

flexible learning across prisons. [Chapter 5]  
 

14. The security arrangements that currently underpin the use of ICT in the prison estate 
should be reviewed. Governors should be allowed to develop an approach that 
allows suitably risk-assessed prison learners to have controlled access to the internet 
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One of the main issues that came apparent very quickly was the scale of Oakwood it held over 1500 learners on our first visit and may have 
100 receptions per week. Due to the high numbers there was no allocation board as such as learners were not being sequenced through their 
sentence as effectively as they could be. Both Chris and Keith were very keen to work with us and the dates for the next three meetings were 
set and we all agreed on who should attend.  

At the second meeting we met with Keith, Chris and representatives from NCS, Milton Keynes College and a member of staff from the OMU 
�G�H�S�D�U�W�P�H�Q�W�����,�W���Z�D�V���F�O�H�D�U���W�K�D�W���W�K�L�V���J�U�R�X�S���K�D�G���Q�H�Y�H�U���V�D�W���G�R�Z�Q���L�Q���W�K�H���I�R�U�X�P���W�R���G�L�V�F�X�V�V���H�D�F�K���R�W�K�H�U�¶�V���L�V�V�X�H�V���D�V���V�R�P�H���T�X�L�F�N���Z�L�Q�V���Z�Hre identified very 
quickly such as Milton Keynes staff did not have release dates for learners and some left vocational courses early as they were released, OMU 
staff would supply release dates.  

At the first meeting we had started to develop an action plan and we looked at populating this with persons responsible and timings. I gave an 
overview of the Dartmoor model and there were some issues around implementing it at Oakwood mainly due to footfall through reception and 
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Who do I need to build relationships with? 
 

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. 

External 
partners

Probation 
Services

Employers & 
Employment 

Agencies

Housing 
Agencies

Family and 
Relatives

Colleges & 
Training 

providers

Health and 
Welfare 
Services Benefits 

Agencies

Funding 
Agencies

Awarding 
Organisations

Charities and 
Third Sector 

Organisations



Guide for Learning and Skills Managers 2019 64 

 

Ensuring effective communications and flow of information both internally and with external partners 
 

�&�R�Q�V�L�G�H�U���µ�Z�K�R�¶���D�U�H���\�R�X�U���L�Q�W�H�U�Q�D�O���S�D�U�W�Q�H�U�V�" 
For example 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
�<�R�X���F�D�Q���F�U�H�D�W�H���\�R�X�U���R�Z�Q���O�L�V�W���X�V�L�Q�J���µ�V�P�D�U�W���D�U�W�¶���R�U���D�G�D�S�W���W�K�L�V���U�H�V�R�X�U�F�H�� 
Questions to consider: 

- 
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�&�R�Q�V�L�G�H�U���µ�Z�K�R�¶���D�U�H���\�R�X�U���H�[�W�H�U�Q�D�O��partners? 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
For example 
Consider: 

- What are your communication links with each of these? 
- How effective is it?  
- Frequency and impact? 

- What could be done to improve communications? 
- How could outcomes become more successful? 

External 
partners

Probation 
Services

Employers & 
Employment 

Agencies

Housing 
Agencies

Family and 
Relatives

Colleges & 
Training 

providers

Health and 
Welfare 
Services

Benefits 
Agencies

Funding 
Agencies

Awarding 
bodies

Charities and 
Third Sector 

Organisations
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Defining the Learner Journey 
 
 
 

           
 

Learners with Learning Difficulties and Learning Disabilities (LDD) Guidance 
 
Background 
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OfSted  
 
This guidance also draws attention to the links between the changes in contracts for learners with LDD and the OfSted inspection handbook.  
Relevant parts of the inspection handbook which relate to provision for learners with LDD are: 
Leadership & Management: 
 
How effectively leaders and managers monitor the progress of groups of learners so that none are disadvantaged or underachieve. 
 
QTLA: 
 
Staff identify learner�V�¶���V�X�S�S�R�U�W���D�Q�G���D�G�G�L�W�L�R�Q�D�O���O�H�D�U�Q�L�Q�J���Q�H�H�G�V���T�X�L�F�N�O�\���D�Q�G���D�F�F�X�U�D�W�H�O�\���W�K�U�R�X�J�K���H�I�I�H�F�W�L�Y�H���L�Q�L�W�L�D�O���D�V�V�H�V�V�P�H�Q�W�����O�H�D�G�L�Q�J���W�R���W�K�H���S�U�R�Y�L�V�L�Rn 
of high quality and effective support to help them achieve as well as they can. 
Staff are aware of and plan for individual learner�V�¶���G�L�Y�H�U�V�H���Q�H�H�G�V���L�Q���W�H�D�F�K�L�Q�J�����W�U�D�L�Q�L�Q�J���D�Q�G���Z�R�U�N���V�H�V�V�L�R�Q�V���D�Q�G���S�U�R�Y�L�G�H���H�I�I�H�F�W�L�Y�H���V�X�S�S�R�U�W�����L�Q�F�O�X�G�L�Q�J��
making reasonable adjustments for learners with disabilities and those with special educational needs. 



 UNCLASSIFIED 
 

 UNCLASSIFIED 

 
 

 

     

 
 

Process for Opening, Closing or Re-Designating Industrial Workshops 

(including charity workshops) and Laundries 
 

This instruction applies to :-  
 

Reference :-   

NOMS Agency staff (Headquarters)  
HM Prisons 
 

 
PSI 05/2012 

Issue date Effective Date 
Implementation Date 

Expiry Date 

2 March 2012 2 March 2012 28 February 2016 

Issued on the authority of NOMS Agency Board 

mailto:bill.davie@noms.gsi.gov.uk
http://procurement.hmprisonservice.gov.uk/


  

 

  
Process for opening, changing or closing industrial workshops, charity workshops 

and laundries 
 

1. Executive summary   
 

Background  
 
1. 1 In line with the aim of delivering continual improvement, this instruction sets out requirements 

that must be followed when establishments or OSCG (Prison Industries) wish to: 
  

a.       Open a new industrial workshop, charity workshop or laundry; 
 
b. Close an industrial workshop, charity workshop or laundry; or  
  
c.  

file:///G:/AppData/Local/Microsoft/Windows/Temporary%20Internet%20Files/Content.Outlook/OLKBA/PSI%2005-2012_industrial_workshops_and_laundries.%20DIR.REPLACE.doc%23Annex_A1%23Annex_A1


  

 

  
1.8 This PSI will be subject to compliance testing by self-audit arrangements. 
  
2. Operational instructions 
  
2.1. Proposals for opening, changing or closing industrial workshops, charity workshops or 

laundries must be supported by a simple business justification (templates at Annex A) that 
addresses the following: 

  
�x The reason for wanting closure, opening etc �± Annex A (i) to be used for changes to 

existing workshops including closure and Annex A (ii) to be used when new 
workshops are to be opened; 

 

�x What will replace it (i.e. how will the actual physical space be utilised)? 
 

�x How the same or increased number of activity hours and accredited qualifications for 
learners will be provided; 

 

�x What will happen to the capital investment (i.e. machinery etc) and 
 

�x What �± if any �± new capital investment is required. 
 
�x What impact the proposed changes may have on the diversity of the learner 

population including confirmation that a single equality Impact Assessment has 
been considered.  

 

�x Confirmation that local trade union representatives have been consulted about the 
proposals, in line with Standard 27, Employee Relations. 

 

In some circumstances, a full business case may be required for example where there is a 
need for capital investment. 

 

2.2 Where an establishment proposal might result in a reduction in workshop or laundry capacity 
or production, affect the internal supply chain, or increases overall costs to the Service, advice 
must be sought from OSCG (Prison Industries) before any decision is made.  

 

2.3 It is envisaged that most proposals to open, change or close an industrial workshop, charity 
workshop or laundry will be supported. However in cases where there will be a significant 
corporate impact to the Prison Service in any closure, and the production or service cannot 
be moved efficiently and effectively elsewhere, OSCG (Prison Industries) will make a 
recommendation to the appropriate Director. 
 

3.         Contact 
 

All queries regarding this PSI, including items for inclusion in future amendments and 
updates, should strictly be sent by E-Copy to Bill Davie �± Chief Operating Officer Prison                              
(bill.davie@noms.gsi.gov.uk) The e-mail must  be sent by the originator and their Governor 
must be copied in as this will represent their signatures.           

             
   
 
(signed) 
 
 
Ian Poree 
Director of Commissioning and Commercial, NOMS 

file:///G:/AppData/Local/Microsoft/Windows/Temporary%20Internet%20Files/Content.Outlook/OLKBA/PSI%2005-2012_industrial_workshops_and_laundries.%20DIR.REPLACE.doc%23Annex_A1%23Annex_A1
file:///G:/AppData/Local/Microsoft/Windows/Temporary%20Internet%20Files/Content.Outlook/OLKBA/PSI%2005-2012_industrial_workshops_and_laundries.%20DIR.REPLACE.doc%23Annex_A2%23Annex_A2
mailto:bill.davie@noms.gsi.gov.uk




  



  

 

Annex A (ii) 
 
 



  

 

 



  

 

 

Needs Analysis:  
Some suggestions of what it may include.  

- surveys and questionnaires: given to learners not currently engaging in learning and skills as 

well as those who are 

- focus groups: held with different types of learners such as: foreign nationals, vulnerable, main 

location or ordinary learners, those held in separation, hospital or specialist units, veterans or 

the elderly, prisoners with learning difficulties and learning disabilities (LDD) to elicit specific 

information 

- educational levels and needs of your prison population as identified by screening and formal 

assessments 

- number of available learning and skills places in education, vocational or industrial workshops, 

kitchens, laundry, cleaners, painters and other prison-based employment 

- gap analysis 



  

 

                                                                                                                            

LEARNING AND SKILLS SURVEY 
 
Name_________________________________     No_____________________  
 
Prison Wing/Location_______________________________ 
 
Please could you answer the 12 questions 



  

 

If the answer is no, please 
explain why not? 
 
 
 

8 Are you doing or have you 
done any training in a prison 
workshop or work party? If 
so, has this led to any 
qualifications? 
 
 

 

9 What sort of work place 
training or qualification would 
you like to do? 
 
 
 

 

10 What sort of help would you 
need to be able to gain a 
qualification in your 
workplace?    
( for example, help with 
English, I.T, maths or extra 
time or more access to the 
library) 
 
 
 

 

11 Have you received any 
advice or guidance on the 
opportunities for education 
and training in this 
Prison/YOI? If so, was this 
helpful? If not, why not?  
 
 
 

 

12 What sort of advice or 
guidance would help you to 
prepare for release? What 
should this include?  
 
 
 

 

 
 
Thank you for taking the time to complete this survey, please return to: Offender manager in 
Custody, education department or Learning and Skills Manager 
 

  



https://www.cityandguilds.com/tlevels
https://www.cityandguilds.com/tlevels


  

 

           
 

 

�$�Z�D�U�G�L�Q�J���2�U�J�D�Q�L�V�D�W�L�R�Q�V�¶���T�X�D�O�L�I�L�F�D�W�L�R�Q�V���W�R���E�H���X�V�H�G���L�Q���W�K�H�V�H���V�X�E�M�H�F�W�V��



  

 

 
 
 

Cleaning and Facilities Management qualifications �± WAMITAB  
within the following National Occupational Standards:  
 

- Cleaning Support Operative 
- Specialist Cleaning Operative 
- Service Enterprise Operative 
- Combined Facilities Support Activities Operative 
- Elementary Cleaning Operative 
- Cleaning Supervisor 
- Waste Management Operative 

 
 
The above represent the programmes of study which are likely to be longer and where volumes 
are greatest (more learners, therefore more likelihood of being affected by transfer) and covering 
around 40% of learning delivery. 
 
There will be no restrictions on the use of particular awarding bodies for the remainder of a 



  

 

 

Key Points from the PSI for Learner Employment, Training and Skills (2012/06)  
 

- Learners are able to access employment, training and skills dependent on their identified 
needs, the needs of the establishment and commercial commitments. 

 
- Learners are able to access education; learning and skills development opportunities and that 

those with identified needs are prioritised. 
 

- The offender learning experience must include a range of activities that will support the learner 
to achieve their offender management objectives devised with the support of relevant partners 
such as the National Careers Service (NCS), sentence management and learning and skills 
needs. 

 
- Where learners are working in a specific industry, at the appropriate time in their sentence, they 

should be given opportunities to gain industry recognised qualifications. 

 
 
Learning and skills and training provision must t

-

https://www.justice.gov.uk/offenders/psis/prison-service-instructions-2012


  

 

                     

PERSONAL LEARNING AND SUPPORT PLAN 

 
Learner Name:  

 

Learner Number:  

 

Establishment:                

 

 
 
 
 
 





  

 

Oral Communication, including comments about attitude to learning  

 
 
 
 
 

 

Notes about Personal, Social, Behaviour and Welfare  

 
 
 
 
 





  

 

Employment and work history:  
 

Employer  Job / Role  Main Tasks / Responsibilities  From  To  Reason for 
leaving  

 
 



  

 

Personal Learning Plan:   

 

Long Term Goals  

 
 
 
 
 

 

Qualifications and skills to obtain desired employment or continued training upon release 

 
 
 
 
 

 

Short Term Goals  

 
 
 
 
 

 
 
 
 

 
 
 



  

 

Initial Targets:  
 
Agreed during induction and initial 
screening and assessment �± to be 
reviewed at agreed intervals  

By when 
(date)  

Specific Personal skills, curriculum 
subjects or additional support needs 

Date 
Achieved  

   
 

 

  
 

 

  
 

 

   
 

 

  
 

 

  



  

 

Learning Programme:  
 

Target 1:  
Date  Activity  Resources or Support Needed  Completed 

(date)  
    

    

    

 

Target 2:  
Date  Activity  Resources or Support Needed  Completed 

(date)  
    

    

    

 

Target 3:  
Date  Activity  Resources or Support Needed  Completed 

(date)  
    

    

    

 



  

 

Learners record of work:  
 

Date  Work that I can now do  Reflective comments on how well I have 
completed the work or what difference 
additional support has made 

 
 
 
 
 

  

 
 
 
 
 

  

 
 
 
 
 

  

 
 
 
 
 

  

 
 
 

 
 





  

 

 
 
 
 

New or revised Targets   By when 
(date)  

Specific Personal skills, curriculum 
subjects or additional support needs 

Date 
Achieved  

   
 

 

  
 

 

  
 

 

   
 

 

  
 



  

 

 
 
 
Mid-Course / Training Review  
 
To be completed midway through the course, training or work placement.  
 

Describe what you have gained from this course, training area or work?   

 
 
 
 
 

 

Whole or unit accreditation achieved through formative assessments as verified by assessment tutor / 
learning progress manager   

 
 
 
 
 

 

Achievement of targets and goals   

 
 
 
 
 

 



  

 

 
 
 
 

Evidence   

 
 
 
 
 

 

Next Steps   

 
 
 
 
 

 
 
 
Signatures:  
 
Learner:          Tutor:  
 
Start Date:         Next review date:  
 
 
 
 
 



  

 

 

 
 
 
End of Course / Training Review  
 
To be completed at the end of the course, training or work area?  
 
Describe what you have gained from this course, training or work area?    

 
 
 
 
 



  

 

 
 
 
 

Achievement of targets and goals including Social development, Welfare and Behaviour    

 
 
 
 
 

 

Evidence   

 
 
 
 
 

 

Next Steps   

 
 
 
 
 

 
 
 
 
 
 





  

 

 

                                                                           

PERSONAL DETAILS, EDUCATION AND EMPLOYMENT HISTORY 

Name____________________________________  

Date of Birth__________________ 

Number_____________________  

Prison Wing / Location_________________________________ 

 
Education and qualifications: 
 
 

 

 

 

Name of school and/ or college Qualifications and level



  

 

 

 

Previous Employment to date including voluntary / Community Work undertaken 

 
 
About me: 
 



  

 

 
 
 
My interests and hobbies 



  

 

 

 
 

You may want to find a character reference in advance. Keep a copy folded and safe in this plastic 
sleeve. 

 

The application and interview 
 

Many job advertisements will require you to complete an application form in the first instance. 
 
 
 
 
 
 
 
 
 
 
 
The interview 
 
 

       
  

Points to remember when completing an application form: 
 

�x Practice your answers before completing the form 

�x Write your answers clearly using a black pen  

�x Answer truthfully 

�x Keep a photocopy of the completed form 

Top tips for interviews: 
 

�x Prepare in advance �± Know the location of your interview, 
work out your transport to ensure you arrive 10 minutes early 
for your appointment. 

�x First impressions �± Wear smart, clean clothes, dress 
appropriately for the type of work. 

�x Positive thinking �± Smile, be polite and look interested in 
what is being said. 

�x Good communication �± speak clearly, try to expand on 
your answers, avoiding yes or no answers where you can.



  

 

 
 

Suggested membership of an Activity Allocation Board.  
 

- Senior Manager �± Reducing Re-offending, Activities Hub Manager �± to chair the meeting and 



  

 

 

CASE STUDY 



  

 

 

 

 

 

 

 

While this was happening, work was underway on promoting the scheme as part of a whole 

�R�U�J�D�Q�L�V�D�W�L�R�Q���D�S�S�U�R�D�F�K���W�R���W�K�H���S�U�R�P�R�W�L�R�Q���R�I���)�X�Q�F�W�L�R�Q�D�O���6�N�L�O�O�V���G�H�Y�H�O�R�S�P�H�Q�W�����7�K�L�V���L�Q�Y�R�O�Y�H�G���µ�V�H�O�O�L�Q�J�¶���L�W��

to workshop instructors to secure their buy-in and engaging with residential staff to raise 

awareness and seek support. The scheme has been well publicised and there is good coverage of 

publicity material around the Parkhurst site. 

These steps have raised the profile of Functional Skills across the provision at Parkhurst and are 

contributing to the aim of creating a strong learning ethos in the prison workshops. Over time, it is 

hoped that the scheme will present an opportunity to reach out to learners who do not readily 

engage including those who have dropped out of OLASS courses. 







  

 

                                                                                        

                                                

 

Observation of Teaching, Learning and Assessment Policy 
 

The most important purpose of teaching, training and coaching is to promote learning and improve 
outcomes for learners. A rigorous and informative assessment process is essential to achieving 
and maintaining successful learning.  

Purpose of Observation 

The purpose of observation is to improve the quality of the learning experience, and to monitor 

the quality of teaching, learning and assessment. This process will also provide benchmarking 

information to measure the quality of provision through evaluation and analysis of the emerging 

trends and grades awarded during the observation process. The awarding of grades enables us 

to measure performance at subject, activity, team and individual levels. This will be done in a 

positive and constructive way that promotes effective practice and improvement. Teaching, 

learning and assessment observations are one of the measures used to quality assure our 

learning and skills provision. The Annual Self-Assessment Report will reflect overall evidence 

gathered through the observation process. 

 
Aims of Observation 

- To improve the learning experience of learners and promote inclusive learning 

- To support Teachers/Tutors/Trainers/Coachs and Instructors 

- To provide objective evidence for appraisal and performance reviews   

- To identify opportunities for professional development 

- To monitor progress against previous observation targets 

- To develop and share effective practice 

- To provide objective evidence for self-assessment and improvement 

- To raise standards and learning outcomes 

 
Scope of Observation 

All staff who are involved in the delivery of learning activities, both accredited and non-accredited, 

will be subject to observation of each key learning process or activity they carry 



  

 

- Observations will also be conducted in response to any changes or trends. 

- �$�W�� �O�H�D�V�W�� �R�Q�H�� �Z�H�H�N�¶�V�� �Q�R�W�L�F�H�� �Z�L�O�O�� �E�H�� �J�L�Y�H�Q�� �W�R�� �V�W�D�I�I�� �I�R�U�� �H�D�F�K�� �S�O�D�Q�Q�H�G�� �R�E�V�H�U�Y�D�W�L�R�Q���� �K�R�Z�H�Y�H�U����
unannounced/no notice/short notice observations will also take place  

- Frequency of observation will depend upon risk banding as below: 

 

Observation 
findings 

Frequency of Teaching, Learning & 
Assessment Observations 

Requires 
improvement 



  

 

- Summaries of OTL activity and the key findings including strengths and areas to develop 

will be issued to appropriate managers on a regular basis by the LSM. 

 
Observation Criteria 

- Observations are to be carried out by suitably qualified and trained observers. 

- Observation reports are developed from the Common Inspection Framework. 

- Observations should be objective, evaluative and focus on strengths and any areas for 

improvement. 

- Observers will request to look at register, scheme of work, session plan, learner profiles, 

assessment records, learner work, and meet with learners �± these should all be made 

available at observation by the member of staff. 

- Observers should ensure they visit sessions over a period of time so that the beginning, 

middle and end of sessions are included in the observation process. 

- Observers will ensure summary strengths and areas for improvement are evaluative.  

- Observers will encourage dialogue with the member of staff to assist development.  

- Observers will set SMART action points and recommendations for improvement for the Tutor/ 

Trainer on an action plan and outline the expected impact of the improvements. 

-



  

 

Below is an extract from the Ofsted Handbook for Inspections detailing characteristics of the four 
main features of Teaching, Learning and Assessment. 

Characteristics of the Quality of teaching, learning and assessment 

Outstanding  �„  The very large majority of learners make very good and sustained 

progress in the learning session that may take place in a variety of 

locations.  

�„  Tutor/trainer adept at working with and developing skills and 

knowledge in learners from different backgrounds and has 

consistently h

0 gh expectations of all learners.  

�„  Tutor/trainer plans astutely and sets challenging tasks based on 

systematic, accurate assess�P�H�Q�W���R�I���O�H�D�U�Q�H�U�V�¶���S�U�L�R�U���V�N�L�O�O�V����
knowledge and understanding. They draw on excellent subject 

knowledge and/or industry experience. They use well-judged and 

often imaginative teaching strategies that, together with sharply 

focused and timely support and intervention, match individual 

�Q�H�H�G�V���D�F�F�X�U�D�W�H�O�\�����&�R�Q�V�H�T�X�H�Q�W�O�\�����W�K�H���G�H�Y�H�O�R�S�P�H�Q�W���R�I���O�H�D�U�Q�H�U�V�¶��



  

 

�„  Tutor/trainer listens perceptively to, carefully observes and skilfully 

questions learners during the learning session. Teaching deepens 

�O�H�D�U�Q�H�U�V�¶���N�Q�R�Z�O�H�G�J�H���D�Q�G���X�Q�G�H�U�V�W�D�Q�G�L�Q�J���D�Q�G���S�U�R�P�R�W�H�V���W�K�H��
development of independent learning skills. Good use of 

resources, including ICT, and coursework contribute well to 

�O�H�D�U�Q�H�U�V�¶���S�U�R�J�U�H�V�V���� 

�„  �7�X�W�R�U���W�U�D�L�Q�H�U���D�V�V�H�V�V�H�V���O�H�D�U�Q�H�U�V�¶���S�U�R�J�U�H�V�V���D�F�F�X�U�D�W�H�O�\���D�Q�G��
discusses assessments with them so that learners know how well 

they have done and what they need to do to improve.  

�„  Tutor/trainer enthuses and motivates most learners to participate 

in a wide range of learning activities. 

�„  Opportunities are taken to develop crucial skills successfully, 

including being able to use their literacy and numeracy skills. 

�„  Good quality learning materials and resources including 

information and communication technology (ICT) are available and 

are sometimes used by the tutor/trainer and by learners during 

and between learning and assessment sessions.  

�„  Equality and diversi�W�\���D�U�H���S�U�R�P�R�W�H�G���D�Q�G���O�H�D�U�Q�H�U�V�¶���E�H�K�D�Y�L�R�X�U���L�V��
managed well, although some work is still needed to integrate 

aspects of equality and diversity into learning fully.  

�„  Advice, guidance and support provide good opportunities for 

learners to be motivated and make the necessary connection 

between learning and successful progression.  

Requires 
improvement  

�„  Most learners, and groups of learners, make progress that is 

broadly in line with that made by learners nationally with similar 

starting points. However, there are weaknesses in areas of 

delivery, such as in learning or assessment.  

�„  There is some good teaching, learning and assessment and tutor/ 

trainer works with and develop skills and knowledge in learners 

�I�U�R�P���G�L�I�I�H�U�H�Q�W���E�D�F�N�J�U�R�X�Q�G�V���V�D�W�L�V�I�D�F�W�R�U�L�O�\�����7�X�W�R�U���W�U�D�L�Q�H�U�¶�V��
expectations enable most learners to work hard and achieve 

satisfactorily, and they encourage them to make progress.  

�„  �'�X�H���D�W�W�H�Q�W�L�R�Q���L�V���J�L�Y�H�Q���W�R���W�K�H���D�V�V�H�V�V�P�H�Q�W���R�I���O�H�D�U�Q�H�U�V�¶���S�U�R�J�U�H�V�V�����E�X�W��
this is not always conducted rigorously enough, which may result 

in some unnecessary repetition of work for learners, and tasks 

being planned and set that do not fully challenge them.  

�„  �7�X�W�R�U���W�U�D�L�Q�H�U���P�R�Q�L�W�R�U�V���O�H�D�U�Q�H�U�V�¶���Z�R�U�N���G�X�U�L�Q�J���W�K�H���O�H�D�U�Q�L�Q�J���V�H�V�V�L�R�Q����
sets appropriate tasks and is capable of adjusting their plans to 

support learning. Occasionally are not timely or relevant, and this 

slows learning for some learners.  

�„  �7�H�D�F�K�L�Q�J���V�W�U�D�W�H�J�L�H�V���H�Q�V�X�U�H���W�K�D�W���O�H�D�U�Q�H�U�V�¶���L�Q�G�L�Y�L�G�X�D�O���Q�H�H�G�V���D�U�H���P�H�W����
Tutor/trainer uses available resources well and sets appropriate 

coursework for learners.  

�„  Learners are informed about the progress they are making and 

how to improve further and this is usually timely and encouraging. 

This approach ensures that most learners want to work hard and 

improve. 

�„  Opportunities are taken to develop crucial skills successfully, 

including being able to use their literacy and numeracy skills. 



  

 

�„  Learning materials and resources, occasionally including 



  

 

 

 

 

 

Teaching, Learning and 
Observation Policy 

 

A g uide for Prison Group Directors, 
Governors/Directors, Group Heads of 

Learning, Skills & Employment and Prison 
Educa tion Framework Suppliers  

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 





  

 

�x To monitor the quality of teaching, learning and assessment on a regular basis 

through the application of a high quality, rigorous model of observation and 

learning walks against an agreed framework.  

 

�x To link the teaching and learning observation and l earning walk processes closely 

to appraisal, professional development and course review.  

 

�x To celebrate and share best practice in teaching, learning and assessment.  

 

4. Content  

4.1 Teaching and learning observations and learning walks are processes to e nsure the 

continuous quality improvement of teaching, learning and assessment. It is essential to 

consistently monitor the impact of the quality of teachi ng, learning and assessment on 

Learner  





  

 

5. Types of Observations  

There are a number of mechanisms by which we can monitor the quality of teaching, 

learning and assessment, share good practice and identify areas for development. These 

include:  

5.1 Learning walks  

A learning walk is when an observer only observes a session for approximately 5 -10 
minutes and focuses on a specific aspect or theme, such as equality and diversity, 
assessment practice or differentiation.  

Specific thematic foci are observed and evidence of good practice and areas for 

improvement are record ed and shared with staff, for example: pace and structure of 

learning; how effectively learners are engaged and challenged; effective checking of 

learning, including questioning techniques; learner progress; effective promotion of 

equality and diversity; p lanning for learning. All teaching staff will be involved in learning 

walks on a regular basis during an academic year. Learning walks is a strategy for 

informing managers with feedback about the quality of teaching and learning.  

 

A separate policy is ava ilable covering Learning Walks.  

 

5.2 Observation of new teaching staff  

All new teaching/training staff will be observed by their line manager within eight weeks 

of starting in post. The first observation will not be graded. For all new teaching /Training  

staff a further two graded observations will take place in line with the probationary 

period. The emphasis of these observations is to support the new member of staff and 

provide constructive feedback for improvement, as well as identifying any appropriate 

support that may be required.  

5.3 Teacher/Trainer training observations  

Teaching/Training staff undertaking a teaching qualification will also be observed and 

assessed by a member of the organisation delivering the qualification. This will form part of 

the formal assessment of teaching and learning. The number of observations will vary 

depending on the qualification undertaken. The emphasis of these observations is on the 

development of good teaching and learning practice.  

5.4 Mentoring observations 



  

 

a supportive environment in which to help the new member of staff develop their  skills 

and settle into the prison environment.  

5.5 Peer observations  

All teaching/training staff are expected to engage in peer observations. This is an informal 

process with an emphasis on enabling teachers/trainers to share good practice.  

5.6 Graded management observations  

Managers are required to observe teaching/training staff on a regular basis throughout 

the year. New teaching/training staff must be observed a minimum of three times in their 

first year of service, in line with their probationary reviews. These observations are graded 

using the criteria set out in the Common Inspection Framework. The emphasis of graded 

observations is to identify good practice as well as discuss and record actions which will 

enable further improvements to be made. The minimum expectation is that all members 

of teaching/training staff will be observed via an observation and/or learning walk at 

least once each year.  

5.7 Moderated observations  

Moderated observations will be scheduled to ensure that observers are cons istently 

applying all aspects of the teaching and learning observation process. The moderation 

process will also support observers in developing best practice in teaching and learning.  

5.8 External independent observation  

In any year, additional observations may be undertaken by an external independent 



  

 

�x Awarene ss of and a suitable response to relevant retention/achievement/success performance 
data  

 
Three of the action categories to inform the development and support required are the same as the 
classroom observation:  Effective practice, Developmental action to enhance and Priority action to 
improve. There is also a fourth category �² Departmental process to be put into place �² to signify where a 
process is not fully implemented across the department. The observer should highlight where a process is not 
in place t o the Education Manager for plans to be made for departmental implementation.  
 
A desktop observation should not duplicate a lesson observation in terms of its main focus. For example, a 



  

 

6. Requirements  

This policy requires that:  

6.1 Observations are carried out routinely by trained staff.  

6.2 All types of teaching, learning and assessment observations will focus on the impact 

�R�Q���O�H�D�U�Q�H�U�V�·���O�H�D�U�Q�L�Q�J���D�Q�G���S�U�R�J�U�H�V�V���P�D�G�H�����-�X�G�J�H�P�H�Q�W�V���Z�L�O�O���E�H���L�Q�I�R�U�P�H�G���E�\���X�V�L�Q�J���J�X�L�G�D�Q�F�H��

provided by the Handbook for the inspection of further education and skills .   

6.3 Teaching and learning observations will also include the observation of 

teaching/training staff employed by our partners or franchise providers who are 

responsible for delivering to prisoner learners.  

6.4 Areas of good practice are identified and shared, while areas of weaker practice are 

identified and effective plans put in  place to improve them.  

6.5 Teaching staff provide the relevant documentation to demonstrate effective planning 

of teaching, learning and assessment.  

6.6 Observers undertake formal training prior to observing and carrying out learning walks. 

Newly traine d observers will also be subject to moderation prior to being approved to 

conduct graded observations independently. On -going training will be arranged as 

required to reflect any changes to the Common Inspection Framework or changes to the 

Teaching and Lea rning Observation Policy and procedures .  

6.7 A rigorous moderation process is in place. This will include independent moderation by 

a small team comprising members of the Management Teams, and other managers, as 

well as cross -moderation through a process of co -observation.  

6.8 Feedback and action plans are logged on a suitable database enabling a range of 

reports to be produced.  

6.9 Appropriate paperwork is completed as identified in the procedures documentation 

with points for action clearly identified.   

6.10 All observers adhere to the teaching and learning policy and procedures to ensure 

that all observations are consistent across the prison.  

6.11 All staff adhere to the documented appeals process.  

6.12 Managers are responsible for ensuring that all staff participate fully in all aspects of 

the observation processes.  

6.13 Trained observers have responsibility for planning and conducting observations 

ensuring that the quality of teaching, learning and assessment, and performance 

management.  



  

 

6.14 Managers and teaching/training staff are jointly responsible for ensuring that 

teaching and learning observations are a primary focus in probationary reviews and the 

annual Development and Appraisal Review.  

6.15 The Prison Governor has overall respon sibility for monitoring the observation processes 

within the prison.  



  

 

7. Reporting  

In addition to sharing the themes of observations �² including graded and supportive 

observations, and learning walks �² with curriculum teams, reports on the quality of 

teac hing, learning and assessment will be prepared and presented as follows:  

7.1 To Governor, Learning & Skills Manager and Quality Improvement Group on a monthly 

basis.  

7.2 Monthly reporting to the KPI meeting.  

 

8. Definitions  

For the purpose of the teaching and learning observation policy document, the following 

terms have been used:  

Observation  

Any mechanism by which the prion monitors the quality of teaching, learning and 

assessment, shares good practice and identifies area s for development. Observations 

can take a number of forms including: graded, support, learning walk and peer.  

Teacher/Trainer  

The term teacher/trainer in the document refers to someone who is responsible for 

teaching or trainim

0 



  

 

APPENDIX A  

Professional Standards �² Teaching/Training Staff  



  

 

�x Encourage self -reflection in Learners and demonstrate this by example.  

 

Deliver Effective Learning  

�x Know how learners learn and use a range of approaches to teaching to ensure 

effective learning . 



  

 

�x Demonstrate effec tive and creative use of assessment methods to meet all 

�O�H�D�U�Q�H�U�V�·���Q�H�H�G�V���D�Q�G���D�Z�D�U�G�L�Q�J���R�U�J�D�Q�L�V�D�W�L�R�Q���F�U�L�W�H�U�L�D�� 

�x Set independent study tasks and other out -of -session activities to engage, 

consolidate and extend learning  

�x Identify specific measurable  targets to promote learning, reflection and 

independence  

�x Use relevant data to monitor progress, set stretching targets, plan learning and 

ensure Learners receive regular developmental feedback through accurate 

marking  

�x Follow prison policy relating to tea ching, learning and assessment.  

 

Embody Professional Values and Practice  

�x Model consistently the values of the prison both with colleagues and learners  

�x Demonstrate respect for all learners and colleagues  

�x Use appropriate language consistently with all le arning and colleagues  

�x Communicate effectively with all staff and learners to ensure learners can achieve 

their potential  

�x Maintain an inclusive, equitable and motivating learning environment  

�x Support learners to seek further learning opportunities and services within the prison  

�x Provide current information about potential education, training and/or career 

opportunities.  

 



  

 

HO1: Are you an assertive teacher? 
 

 Yes No Action Points 

In my sessions I have clearly defined rules.     

I have negotiated these rules with learners.    

I am conscious of the impact of my verbal 
and non-verbal behaviour in influencing 
learners' behaviour. 

   

I work to a plan when correcting behaviour.    

 

 

 



  

 

HO2: A  sequenced repertoire of strategies for the management of 
disruptive behaviour 
Core skills 
These are powerful skills useful in all discipline transactions. 

 
 
Pause 
Using a deliberate pause after calling, or repeating, a learner's name allows the 
attention to be gained and sustained until the actual direction is given. 
 

 
 
Positive directional language 
Use language in a way that directs learners to the outcome you want to occur. For 
example, "Jeff  ... (pause) ... looking this way and listening, thanks" is more 
effective than, "Stop talking and pay attention, Jeff'. 
The reason is that our unconscious minds cannot process the concept of a 
negative like "don't" in language. What happens when someone says, "Don't think 
of anything blue now"? In order not to think of something blue, you have to 
consider what blue is and then you cannot un-think it! 
Simply changing your language pattern from "don't" to "do" will have a significant 
impact. Notice how many times you say "don't" in the course of the day and try to 
avoid it. 
 

 
 
Give take-up time 
This skill is used in every discipline transaction. It involves giving the direction with 
eye contact and an assertive b



  

 

Partial agreement 
When learners challenge your directions or answer back, it is useful to partially 
agree before redirecting (repeating the direction). For example: 
"Other teachers let us chew gum (whine, whinge)." 
"Maybe they do and in this class the rule is gum in the bin, thanks" -

 



  

 



  

 

Defuse low level conflict with redirection 
 
This is simply the broken record approach. Repeating the direction two or three 
times without arguing and accompanied by an open-handed block (like a traffic 
cop might use) can be a powerful message. 
 

 
 
Use humour to defuse conflict 
 
Appropriate use of humour (rather than sarcasm) is a very effective way of 
defusing potential conflict. Remember it is equally powerful to be able to laugh at 
ourselves. 
Learner: "Oh shit!" 
Teacher: "And you will be in it unless you remember our rule for positive 
�O�D�Q�J�X�D�J�H���« (smile). 
 

 
 
Use "double what'' questioning 
Teacher: "Aaron, you are out of your seat. What are you doing?"... (casual, 
conversational, pleasantly). 
Learner: "Nothing!" ... (usually defensive and with a touch of strop). 
Teacher: "What should you be doing?" Learner: "I dunno." 
Teacher: "You are supposed to be finishing your diary. Back to work now, thanks. 
I'll come and check it in a �P�L�Q�X�W�H���³ 
 
Sometimes learners will argue back. The same skill can be applied.  
Teacher: "Paul, Steve ... (direct eye contact) what are you two doing?"  
Learners: "Us?" (surprise and indignation). 
Teacher: "What are you doing?"  
Learners:"Nuffink!" 
Teacher: "Actually, you are talking loudly. What are you supposed to be doing?" 
Learners: "Other people are talking, too." ... (defence and aggression).  
Teacher: "I'm talking to you now ... (calm but direct) ... what are you supposed to 
be doing?" 
Learners: "This project stuff." ...(undisguised distaste and sarcasm). 
Teacher:



  

 

Briefly take the learner to one side or out of the room 
Avoiding audience participation increases the likelihood of compliance. In privacy 
re-state expectation or repeat earlier strategies. 
 

 
 
Use assertive "I" statements 
 



  

 



  

 

HO 3  Handout  ABC activity 
 
The ABC technique helps us to analyse and understand the behaviour (B)  
that is causing concern in terms of: 
�‡ the antecedents or actions (immediately prior to the behaviour) that trigger it (A) 
�‡ the consequences that follow it (C). 
 
This activity will help you to understand how you can use the ABC technique and to explore its 
potential for use with learners. 
 
Working in small groups, choose a recent behavioural incident that one of you has handled. 
Describe it carefully, in detail, and probe the detail by using open questioning. Be analytical and 
objective. For example, consider when the behaviour occurred, where it took place, who was 
involved and exactly what form the behaviour took. 
 
Carry out the ABC analysis. You may find it helpful to summarise your ABC points briefly on sticky 
notes and to display them on an ABC table drawn on a flip chart. 
 
Consider what you could have done differently to achieve a better outcome. Appoint someone to 
give brief feedback. 
 

A. The antecedent makes the teacher consider aspects of teaching behaviour prior to an 
incident.  
What did you do as a teacher to make your discipline transactions go well? Were you 
supportive or demoralising, firm and fair, or confrontational? 
 

B. What was the behaviour?  
Who got involved?  
When was it?  
Where was it?  
Were you in control or unsure and indecisive? 
 

C. What were the consequences?  
How did you follow up and follow through?  
What happened as a result?  
How did you, other staff and other learners react?  
How did the individual react? 
 
 

Be prepared to give feedback. 
 



  

 

 
 

Classroom or workshop management strategies 
 

Aim: to develop strategies for and skills in classroom or workshop management 
Objective: Awareness of a range of classroom or workshop management techniques to improve 
motivation and teaching and learning. 
Material based on CPD module developed by the LSIS Skills for Life Quality Initiative and adapted 
by the Education and Training Foundation. 
 

Time Topic Resources 

00:00 
10 mins 

Introduction 
Introductions 
Aim of training 
What do participants want to get out of the training? 
Ice breaker 

PPt 1 

00:10 
 
20 mins 

Are you an assertive teacher? 
�5�H�D�G���&�K�H�V�W�H�U�W�R�Q�¶�V���T�X�R�W�H�� 



  

 

 
 
 
 

00:30

 



  

 

 
 
 
 

01:00 
 
30 mins 

Working within a cycle of classroom/workshop 
management strategies 
Organise participants into four groups, each with a flip 
chart. Each group generates ideas or strategies for one 
area of the cycle: 

�x prevention 

�x encouragement and correction 

�x applying consequences 

�x repairing and rebuilding relationships. 

Then each group rotates to each flip chart, looking at the 
strategies and adding any more they can think of. Allow 
10 minutes for groups to generate and write up their 
ideas and then two minutes for each rotation. At this 
point you can distribute PP 8-21. Go through Rogers's 
suggestions on PP 8-11. 

PPt7 
 
 
 
 
 
 
 
PPt8-11 

01:30 
15 mins 

Break  

01:45 
 
15 mins 





  

 

 Now introduce the ABC group activity. Refer to HO 3 
and ask participants, in 2/3s to carry out an ABC 
analysis of a recent behavioural incident. 
Encourage delegates to be careful and detailed in their 
analysis, considering when the behaviour occurred, 
where the behaviour took place, who was involved and 
exactly what form the behaviour took. 
Careful analysis will help the participants to manage 
situations better. Take brief feedback from each group at 
the end. 
Provide a reminder of some examples of assertive 
language. 
Explain that assertive language is an essential feature of 
the assertive teaching style. Rehearse it and use it. 
Finally, here are examples of assertive non-verbal 
techniques, which are also essential features of the 
assertive teaching style. 
Briefly explain and model these techniques. 

 
HO3: ABC 
activity 

02:45 
 
15 mins 

Supporting each other 
Now ask participants to return to the self-assessment 
questionnaire (HO 1) for a review and recap. 
Ask participants to go down the checklist again and 



  

 

                                                                                      

                   

OBSERVATION TRACKER 
 

HMP/YOI_____________________________        Date________________        Moderator_______________________________ 
 

Name of Observer Person Observed Date Findings Agreed/Disagreed Final 
findings 

Previous 
findings 

Comments 

 
 

       

 
 

  



  

 

 
 
 

WORKSHOP OBSERVATION TEMPLATE 
 

 
Workshop______________________________________________________________ 
 
Date______________________________________ 
 

Officers / 
Staff  

 Observer  

Type of 
learners 

  Mode of 
attendance 

P/T 

F/T 

Number in 
workshop 

 

Number expected  

Work 
type/activity 

 Accreditation (where appropriate)  

Response and achievement 
Communication and engagement, evidence of making progress (personal/attitude or 
employability) achievement of skill development or where appropriate qualifications. Embedding 
or coverage of English and Maths requirements. 
This might be an overview or could include learners�¶ comments about their progress 

 
 
 
 
 
 
 
 
 
 
 
 

 



  

 

 
 

Areas for development/actions required 
What needs improving/changing �± by when and who will help/monitor and review 
progress/change? 

 
 
 
 
 
 

 
 
 
 
 
 
 
 

STRENGTHS AREAS FOR IMPROVEMENT 

Work ethic and productivity 
For example:  
Effective working environment, levels of productivity. Awareness of H&S, Safeguarding, 
collaborative working. 
Positive comments 
 
 
 
 
 
 
 
 
 
 

Comments on what could be improved 
 

Training and the promotion of learning  
Learning new skills or reinforcement of good working practice, effective promotion of learning 
and self-improvement, preparation for employment or self-employment being actively promoted 
(where appropriate) 
Positive comments  

 
 
 
 
 
 
 
 
 
 
 

Comments on what could be improved 



  

 

 

                                                
                                                                 

10 MINUTE OBSERVATION TEMPLATE 
Date______________________ 
 
Course______________________________ Tutor/Trainer________________________________  
 
Observer_____________________ Area/Activity Observed_______________________________ 
 
 

Context 
 
 
 
 
 

 
 

Planning/Documentation Evidence/Comment 

Is there a lesson plan in 
place? 
 
 

 



  

 

 



  

 

 

 

 

 

Learning Walk information and 
themes 

 

 

 

A g uide for Prison Group Directors, 
Governors/Directors, Group Heads of 

Learning, Skills & Employment and Prison 
Education Framework Suppliers  

 

 

 

 

 

 





  

 

Themes Impact measures/ Exp ectations  
Starter activities/ starts of 

lessons/activities.  
Energisers & recap 

activities  

�x Attendance, punctuality and learner  engagement.  
�x Appropriate PPE/ Professional appearance  
�x Effective challenging of lateness  
�x High levels of learner  engagement  

Teaching and Learning 
methodology  

�x Level of progress  
�x Employability skills developed and recorded at 

appropriate level  
�x Variety of teaching, learning and work approaches  

Behaviour management  �x Total learner  engagement  
�x Polite and respectful to st aff and fellow learner s 
�x Inappropriate language challenged  
�x Positive group dynamics  

Knowing your 
learner s/Effective use of 

Additional Learning 
Support (ALS)  

�x Excellent evidence that learner profiles influence the 
approaches to learning and teaching. Typically 
demonstrated by differentiated resources and activities 
�² extension work, structured group/individual work and 
in-class customised support (as appropriate).  

�x A high degree of evidence that ALS support is an 
integrated part of the delivery process.   

�x There is strong evidence that the ALS support has been 
involved in the planning and execution of the delivery 
of the session.  

Effective use of learning 
support/mentors  

�x Differentiated activities for individual learner  receiving 
support  

�x Appropriate learne r progress at suitable level and pace  
�x Appropriate learner  engagement  
�x Appropriate support  

  



  

 

Themes Impact measures/ Expectations  



  

 



  

 

Themes Impact measures/ Expectations  
Group work  

 
�x Effective learner  interaction, clear organisation, good 

learner  time management. Task fully completed.  
�x Good interpersonal skills demonstrated by the group.  
�x Communication and team work are embedded by 

effective use of group work.  Ideas are shared as a 
class.   

�x learner s feel supported and confidence is improved  
Aims and objectives are 

met  
�x Learner s are clear about the ai7(th)3(e )3(ai7(th C Q
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MANAGEMENT LEARNING WALK CHECKLIST 
AREA VISTED (workshop/classroom number(s) ): 
 
 

DATE OF VISIT: TIME OF VISIT: 
 

STAFF OBSERVED:  OBSERVED BY: 
 

GENERAL OBSERVATIONS 
How many learner s are on the 
Roll/Register?  

 
 

How many learner s are present in 
attendance?  

 



  



  

 

 
 

What to do if your order form gets rejected 
 

 
 



mailto:commercial-portfolio-office@justice.gov.uk


  

 

                

                 
Guidance for Service Level Agreements 
This documents details areas which should be considered in a service level 
agreement. 
 
Who is the customer and who is the service level provider? 

What is included in the service? 

How far will the service extend?  

How often is the service to be provided? 

Accommodation requirements for the service to be carried out? 

IT or telephone requirements? Access to internet or intranet? 

What support would be required? 

Agreeing costs and payments for the service to be carried and when such payments if applicable 

should be made? 

Arrangements for monitoring performance and completion of service in order to trigger payments? 

During what hours will the service be carried out, and in particular will there be disruption to office 

activities? 

How many staff, and what grade of staff, will be involved in providing the service? 

What qualifications are required by the staff members providing the service? 

Procedures for line-management and reporting mechanisms for on-site staff, especially any lone 

workers? 

Disciplinary arrangements for service providers staff in cases of security breaches or other serious 

incidents? 

What speed of response is expected from the supplier when the customer makes a request? 

What are the agreed arrangements for when the customer (prison) prevents the supplier from 

providing the service? i.e. operational lock downs or unannounced security checks. 

What are the reporting, feedback and escalation procedures? 

What dispute procedures will be re



  

 

 

 

Library Guidance 

(What does good 
provision look like?)  

 

A g uide for Prison Group Directors, 
Governors/Directors, Group Heads of 

Learning, Skills & Employment and Prison 
Education Framework Suppliers  

 

 

 

 

 

 

 

 



  

 

Introduction:  



  

 

                                         
 

YOUR ROLE AS NOMINEE 
 
Each prison or YOI is invited to nominate a senior member of staff to act as their main link with the 

inspection team. The nominee should therefore have a detailed understanding of the learning and skills and 

work activities, be sufficiently senior to ensure the cooperation of staff at all levels and have authority to 

carry out the role with autonomy. 

 

If you are new to offender learning and skills or have recently been appointed to this post you will be invited 

to attend a nominee training session which will normally be attended by an Ofsted inspector who has 

experience in this sector as well as other presenters with experience of being a nominee in a prison or YOI. 

�7�K�H���Q�R�P�L�Q�H�H�¶�V���U�H�V�S�R�Q�V�L�E�L�O�L�W�L�H�V���L�Q�F�O�X�G�H: 

- attending all team meetings, including the final team meeting 

- security responsibility, including keys, laptops, etc 

- 



  

 

Section 71. Learner s can access creative activities which promote learning, well -
being and support rehabilitation.  

 

�(�[�S�H�F�W�D�W�L�R�Q���������L�V���D�Q���H�Q�W�L�U�H�O�\���Q�H�Z���R�Q�H���D�Q�G���L�W�·�V���Q�R�W���Q�H�F�H�V�V�D�U�L�O�\���F�R�Q�Q�H�F�W�H�G���Z�L�W�K���O�L�E�U�D�U�\��
provision. It comes under time out of cell and it is designed to describe what HMIP 
think good time out of cell might include.  
 
It is widely accepted that arts and creative activities 
(music/singing/painting/drawing/pottery  etc ) can be powerful tools in helping 
people manage stress, discover hidden abilities, and learn skills/hobbies which they 
can continue on relea se. They can also be therapeutic.  
 
We need to show that learner s have opportunities to express their creativity and to 
discover more about themselves.  
 

The following indicators describe evidence that may show this expectation being met, but 
do not exclude  other ways of achieving it.  

�x Learner s are encouraged to engage in creative activities to promote more formal 



  

 

https://readingagency.org.uk/adults/news/book -recommendations -to -support -
reading -ahead -for-english -language -learners-in-prison.html   
 

 
 
Quick Reads : 
 
The six new Quick Reads titles  are published on 1 February each year.  
�² see attached.  
 

QR 2018 titles one 
pager.pptx  

 
Diffusion Books:  
 
�<�R�X�·�O�O���I�L�Q�G���P�R�U�H���D�E�R�X�W���'�L�I�I�X�V�L�R�Q���%�R�R�N�V���K�H�U�H��- https://www.diffusionbooks.org.uk/   



  

 

Books Unlocked Booklist 2019.  

Author Title  Synopsis 

1. Ali Smith 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Autumn 
  

 

Autumn. Season of mists and mellow fruitfulness. Two 
old friends�² Daniel, a centenarian, and Elisabeth, born 
in 1984�² look to both the future and the past as the 
United Kingdom stands divided by a historic, once-in-a-
generation summer. Love is won, love is lost. Hope is 
hand-in-hand with hopelessness. The seasons roll 
round, as ever.  
  
A luminous meditation on the meaning of richness and 
harvest and worth, Autumn is the first installment of Ali 
�6�P�L�W�K�¶�V���6�H�D�V�R�Q�D�O���T�X�D�U�W�H�W�����D�Q�G���L�W���F�D�V�W�V���D�Q���H�\�H���R�Y�H�U���R�X�U��
own time: 



  

 

4. Jim Crace Harvest 

  



  

 

7. Andrew Miller  Snowdrops 

  

Snowdrops
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https://www.excellencegateway.org.uk/content/etf3026
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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
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