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FAMILY LEARNING and ADULT SKILLS SERVICE 
About us
Family Learning and Adult Skills Service is located within Bradford Metropolitan District Council’s Children’s Service, Education, Employment and Skills Service delivering a range of courses funded through government programmes. The courses and programmes we offer are funded under one contract through the Skills Funding Agency. All community learning provision including family learning will be funded by the Adult Education Budget from August 2016.. 

This prospectus lists courses available to you, these are pre planned courses. In addition throughout the year, we offer other learning opportunities in response to local needs. We deliver high quality, accessible learning opportunities that aim to inspire and enable adults to develop skills, reach their potential and improve their life chances. 
	Matrix Standard of Quality

The matrix standard is the national quality standard for any organisation that delivers information, advice and guidance on learning and work.  We have held this standard since 2008.


Partnership
We work in partnership with you to offer exciting learning opportunities for the community. Every year hundreds of adults join us to start or re-start their learning. Some want to learn new skills to get a job and some want to gain new qualifications to help their progress into work. Some want to improve their reading, writing, speaking, maths or computer skills to help then in their everyday life or help their children with learning.
We will work with you to encourage adults to develop skills and confidence to participate in activities and take a greater role in their child’s education and development. The courses in this prospectus have been developed as a result of consultation with head teachers, PIWs, parents and tutors. If you need something different from what is in the prospectus we can work with you to design a course specifically for you.  We hope you enjoy looking through the prospectus. Please contact us with any queries and we look forward to working with you very soon.
This prospectus is available electronically on the Family Learning page on Bradford Schools Online: bso.bradford.gov.uk > Parental Involvement > Family Learning Team 

The prospectus can also be found on the Family Learning Service website at: http://theblog.is/familylearning
Email: familylearning@bradford.gov.uk
Website:  http://theblog.is/familylearning
[image: image17.jpg]


Follow us on: Family Learning @FamilyLearns
[image: image18.wmf]Our Courses
We have a wide range of courses, ranging from two hour workshops to longer accredited programmes. Some of our courses involve parents and children learning together, these joint sessions can be arranged so that children join parents in class for a set period of time. Other courses involve adult only sessions that do not include a qualification and some, where individuals can work towards qualifications.   
The time and schedule of the courses can be arranged so that the needs of the parents, children and the school/centre are all taken into account. Some of our courses are delivered at our centre on Barkerend Road. All learners will be welcomed by our staff.
We will encourage schools, centres and community groups to join together in partnership to support learner recruitment and to share facilities and resources.
Enrolment: How to book a course 
1. [image: image19.wmf]Choose a suitable workshop or course. 
2. Complete the course application form located at the back on this prospectus 
3. Send your completed form to the Family Learning and Adult Skills Service office to be approved. You will receive a confirmation email when your course has been booked.
4. A tutor will be assigned to run your course and you will be issued with a formal contract and Health and Safety form. You will receive this by email. 

It is a requirement that you sign the contract and complete the Health & Safety form. Please return these to the office prior to the course. 
5. The tutor will contact you to arrange an initial visit and sign up to discuss the course and meet the learners.
6. You will need to advertise the course so that you can actively recruit learners.
7. If the courses in this prospectus do not meet your needs, please get in touch to discuss a bespoke programme.
Initial visit and sign up 
A date will be agreed with you to visit your centre/school to talk with you about the course and meet the learners. At this visit the tutor will provide information advice and guidance about the course, check the learner’s eligibility and carry out any initial assessments required. Learners will enrol on the course and sign an Individual Learner record, forming a contract between ourselves and each individual learner
Please note: The learners will need to provide a form of identification in order to enrol on the course.  See notes on Appendix 1 for acceptable forms of ID.
Child care provision 
You will need to offer a crèche or Ofsted registered childcare for the duration of the course if parents require this in order to attend. Where courses have 9 fully funded adults we can fund the costs of the crèche. 
Do you need to use a crèche provider? 

A local mobile crèche provider is Happy Hours Mobile Crèche Ltd., Business Chambers, 1 Mornington Villas, Bradford BD8 7HB - Tel: 07728 574777 or 07877 547076 – Email: happyhoursltd@live.co.uk – Website: www.happyhoursltd.co.uk 

Cost of Courses 
Most of our programmes are funded by the Skills Funding Agency (SFA) and subject to eligibility rules. Proving individuals meet the eligibility criteria, the courses are funded. 
In all cases a minimum of 9 eligible learners must regularly attend the course.

We are also keen to work with the many people, who are not able to meet the eligibility criteria for funded places. In these circumstances we can offer partially funded places -  We will discuss needs on an individual basis.

ELIGIBILITY CRITERIA FOR COURSES TO BE DELIVERED FREE OF CHARGE
· Aged 19+ on 31 August within the 2016-17 funding year

· Citizen of the UK 

· Have a right to live in UK

· Adults who do not have a Level 2 qualification in maths AND English. 
And at least one of the following:

· In receipt of JSA, ESA or Universal credit
· In receipt of other benefits
· Areas of deprivation with a clear rationale given for the course to run
We are only able to fund a course to run FREE OF CHARGE where the above eligibility criteria are met for 9 or more learners AND that they attend the courses regularly.
	Cost of Workshops: (2 hour)

	9+ eligible parents/carers
	£Free
	Costs for crèche, consumable resources & refreshments can be refunded by Family Learning

	4 – 8 eligible parents/carers
	£45


	50% of crèche costs only can be refunded by Family Learning

	Less than 4 eligible parents/carers
	£90
	No additional costs will be refunded by Family Learning


	Cost of Longer Courses:

	9+ eligible parents/carers
	£Free
	Costs for crèche, consumable resources & refreshments can be refunded by us

	4 – 8 eligible parents/carers
	£150


	50% of crèche costs only can be refunded by us

	Less than 4 eligible parents/carers
	£300
	No additional costs will be refunded 


24+ Learning Loans 

Where learners are not eligible for any funding and wish to access a level 3 or 4 qualification we will support these learning to access the 24+ Learning Loans. We offer a range of qualifications at this level please contact the office for more information.
Course Cancellation Policy 
Before submitting an application for a course, please ensure you have read the course content to ensure the course will meet the needs of the families and the needs of your school/centre. Courses can be cancelled up to a week before with no charge.
CANCELLATION FEES FOR CHARGEABLE COURSES
Cancellation charges will be applied if a chargeable course closes following the Initial Visit and Week 1 of the course has taken place.

	Scenario
	FEE

	Courses cancelled by you after week one

	£50 fixed charge.


Our prospectus
2 HOUR WORKSHOPS

Workshops are a great way to engage new parents, schools, centres and are a great way to engage dads or parents who work. They offer intergenerational learning in a fun, non-threatening way.  The workshops are designed to either be delivered individually or as a suite to create a mini course.

LONGER COURSES  

These courses are ideal for engaging families, for those who have been on a workshop, or for those who want to learn new skills and knowledge of how to support their child. Qualifications can be gained on some of these courses which help parents/carers develop their own skills so that they can improve their life chances.

Please note: All information contained in this prospectus is correct at the time of print additionally all courses have been planned in accordance with current Skills Funding Agency rules and are subject to change pending the launch of the new Adult Education Funding Guidance.
	Adult English and Maths Courses 
Our courses offer the chance to brush up on your maths and English skills and in some cases gain a nationally recognised qualification up to level 2.  Before starting any qualifications all learners will participate in an initial and diagnostic assessment to determine the level of qualification and any learning gaps.



	Title
	Details of course
	Hours

	Keeping up with your children: These courses are  perfect for parents, carers, grandparents who would like to learn more about how children are taught in schools and be able to support learning. The course provides opportunitiesto brush up on year skills and/or gain a qualfication



	Keeping up with your children’s English


	On this course families can:

· create and use resources and activities to develop English skills;
· build self confidence in supporting children with English and learn about the English curriculum in school;
· try lots of ways to make learning fun;
· develop their own reading, writing and language skills.
( this course can be linked to a single unit)
	10 hrs
no

	Keeping up with your children’s maths


	This course allows parents to explore a variety of learning resources and methods used in school to teach the children’s maths curriculum.
On this course learners can:

· become familiar with number lines, 100 squares and multiplication grids;
· learn to use maths in everyday situations to help support a child’s mathematical development;
· produce a personal glossary of mathematical terms;
· Develop and improve their own maths skills.
· create maths resources to help children to learn
( this course can be linked to a single unit)

	10 hrs

no


	Course with qualifications - maths and English:   These courses offer the chance to brush up on English or maths skills and gain a nationally recognised qualification up to level 2. 
The single units can be used as a stepping stone to Functional Skills and Functional Skills can be used as a stepping stone towards a GCSE. 
We offer a range of qualifications at different levels to suit your needs and gain skills to improve employment prospects

	Title
	Aims
	Hours

	Reading
	· Learn to read and understand short straight forward texts on familiar subjects
· Read and obtain information
	20

	Writing
	· Plan and draft written work
· Present points

· Write in a logical order
	20

	Spelling
	· Develop a sound grasp of basic spelling rules

· Learn how to spell common words 

· Develop techniques to spell unfamiliar words
	20

	Grammar and punctuation
	· Learn how language works

· Be able to write simple sentences 
	20

	Speaking 
	· Communicate in a range of situations and demonstrate skills required for discussion
	20

	Title
	Aims
	Hours

	Understanding and apply number skills 
	· Recognise numbers up to 1000 and recognise patterns
	20

	Using calculations for addition/subtraction, division/ and or multiplication 
	· Using a combination of addition, subtract, division and multiplication to calculate whole numbers 
	20

	Understanding and using fractions/decimals and or percentages
	· Be able to read and write numbers up to 2 decimal places
· Recognise common fractions

· Be able to calculate %
	20

	Functional English 
and 

Functional maths


	Foundation: (Entry 1 and 2) Improve your skills and confidence

Intermediate: (Entry 3 – level 1) 
· English - Explore different types of writing, improve and widen your reading and improve general communication skills 

· Maths; Improve your maths skills for life and work, learn maths techniques

Move on: (level 2) – Further develop your skills often necessary for employment 


	Approx.:
30 -60 


	ICT Courses: These courses provide opportunities for parents, grandparents, carers to learn how to use a computer safely to support children with their learning and to use in daily life. There are also opportunities to gain a nationally recognised qualification up to level 2.
PLEASE NOTE THAT THE SCHOOL/CENTRE MUST MAKE THEIR NETWORK AND I.T. FACILITIES AVAILABLE FOR THIS COURSE

	Title
	Details 
	Hours

	Introduction to spread sheets


	Take the opportunity to learn new skills on this very focused course. This could be ideal for those who wish to budget better. You will learn;

· To create basic spread sheets

· Make simple yet useful formula to add, subtract, divide etc.
	2 Hrs

	Introduction to word
	The workshop is ideal for those, wishing to explore the functions to write letters create CV’s or help children with ICT. You will create

· Posters and leaflets

· Letters using different formats

· CV’s using bullets and text boxes
	2 Hrs

	Introduction to power point


	This workshop is a step by step guide of ‘how to’ use PowerPoint. Not only is it great for those that wish to present to others but also for the following;

· Learn to create a basic slide show

· Animate slides to add interest

· Add videos  to PowerPoint slides
	2 Hrs

	Introduction to 
online safety
	Keep the whole family safe with this introduction to online safety.  The course looks at the following;

· The different ways in which your family can be unsafe without knowing

· How to protect your computer and your children from external threats. 

	2 Hrs

	Digital Families
	Aimed at people with some knowledge of using a computer. This course will help parents develop ICT skills and learn how to keep their families safe online.
On this course families can:

· learn about keeping the family safe online;
· explore social media;
· look at the internet as a tool for supporting children’s learning;
· learn how to use Word and PowerPoint;
· learn how to use tablets and digital cameras.

	20 Hrs

	Courses with qualifications: This course offers the chance to improve a range of computer skills and gain a nationally recognised qualification up to level 1


	Functional ICT 
	This qualification can be obtained at Entry 1, 2, and 3 and level 

	30 -60 hrs


	Joint Family Courses. 

These courses below provide opportunities for parents, grandparents, carers and children to learn together. 

	Title
	Aims
	Hours

	Kitchen Sink Science:


	At this workshop families will:

· learn about science using everyday items in the kitchen;

· make bubbles or create a volcano;

· have fun

be prepared to get messy!
	2 hrs



	It's Child's Play!


	At this workshop families will:

· learn about the importance of playing as a learning and growing tool;

· try lots of activities and games and know how these can support their child's learning;

	2hrs

	Phonics:


	At this workshop families will:

· play with and create phonics resources to support reading and phonic learning at home;

· learn how to use a storysack to bring reading alive.
	Workshop  2hrs

	Speaking & Listening with your Child:


	At this workshop families will:

· discover how important speaking and listening is in their child’s development;

· try lots of speaking and listening activities they can then use at home;

· develop their own speaking and listening skills.
	Workshop  2hrs

	Creative activities for children’s development

Progression from kitchen sink science and child’s play workshops


	Play is so important for your children.  This course supports families to make the most of learning opportunities in play.
· get ideas for indoor play on a rainy day;
· learn how to encourage creativity and building skills, including the value of messy play;
· look at how play skills are linked to developmental milestones;
· learn how to organise outdoor play.
· enjoy a range of arts & crafts, inc. knitting, crochet, puppet & game making, Christmas crafts, making land art or junk modelling.
(Please note: this course can be accredited)

	10, 20 Hrs

	Reading café


	On this course families can: 
· take part in and create activities to make reading engaging and fun;

· explore lots of different ways to read;

· use weekly incentives;

· take part in a themed reading session.
	10 hrs


	Family development courses. 
These courses offer parents, grandparents and carers the opportunity to gain skills to support the whole family and improve their health and wellbeing.  

	Title
	Details
	Hours

	Family First Aid
	Adults and children can find out about Family Learning whilst also gaining some important first aid skills.

On this course families can:

· find out how to deal with a wound;

· discover how to recognise the signs and symptoms of a fracture; learn to put a sling on a casualty;
· learn how to place an unconscious casualty into the recovery position;

· gain the confidence to know how to call an ambulance and provide the correct information;
(Please note: this course is not accredited)
	10 hrs

	Learning together – Healthy living Healthy eating


	Families have fun finding out about Family Learning and learning more about how to be a healthy family.

On this course families can:

· learn about a healthy diet;

· learn how to use eat well guide
· learn how to identify food groups on the eat well plate;

· explore exercise choices;

· learn how to keep a child healthy and safe

(Please note: this course can be accredited)
	10, 20 Hrs

	Introduction to Child Development
	On this course families can learn more about Family Learning and find out about children’s development stages and how to support their child’s development.

On this course families can:

· gain knowledge about the various stages in a child’s development;

· create activities suitable for young children;
· develop family communication skills;


	10 Hrs

	Family Budgeting (Adult)


	On this course learners can:

· Become a savvy shopper: compare supermarket own brands and identify when a deal is a real deal

· Manage money effectively to pay for essential family expenditure

· Effectively budget their money


	10 hrs

	Speakeasy

(available from term 2 only) 

Minimum of 9 places
	On this course families can:

· learn how to speak to their children about relationships and sex;

· improve their sexual health knowledge in a relaxed and friendly environment;

· learn how to cope with those tricky talks and awkward questions and when to introduce them;

· find out what statutory sex education is done in school;

· discuss how the media and our culture impact on sexual development.

                                                Adult Only
	16 hrs


	Other Courses. These courses offer the opportunity to develop communications skills improve personal, social and employability skills to support family life improve life chances and support people who wish to step into work. There are a range of courses on offer at different levels.

	Title
	Details
	Hours

	Employability and personal development 


	On this course adults will learn how to:

· produce a CV

· learn how to plan for and cope at an interview

· Identify own skills and qualities Complete basis application forms
· Basic health and safety in the workplace

· Where to search for jobs

· Develop confident communication skills

( This course can be accredited at Entry 2, 3 and level 1)
	20 -30

	Discover your potential


	On this course learners will:

· Identify options for the future

· Identify own aspirations

· Overcome barriers and hurdles

· Develop confidence and a greater awareness of self

· Improve self esteem

This is a fun and interactive session


	10

	Stepping into a job 
	Beginners course: On this course adults will:

· Develop basic reading and writing skills for job applications 

· Be able to plan for and participate in an interview
· Produce a basic CV

· Develop telephone skills to apply for jobs


	10

	Family Language: 

(ESOL)


	Beginners – (Pre entry) On this course people will:

· practice introducing themselves;
· learn to recognise letters of the alphabet;
· learn to make an appointment face to face or over the phone;
· learn some words linked to school or nursery life.
	20

	Family Talk:

(ESOL)


	This is an ideal course to progress from Family Language. 

On this course families can find out:

· about using effective body language;
· how to be a good listener and ask open questions;
· how to make your point and express opinions
· how to keep safe when communicating via the internet (chat rooms, websites etc.)
	20

	Develop skills for employment
	Improve your skills to progress into employment 

· Understand workplace health and safety.

· Following simple and complex instructions

· Responding to others

· Time management

· Matching my skills to a job


	20


What Qualifications can parents take with Family Learning?

Option 1 – single units – This option offers small, bite sized chunks of a full maths and English qualification and is ideal for learners who are still developing skills and knowledge needed to complete the full national Functional Skills qualification. With this option individuals complete test papers under exam conditions in class.  These single units can be undertaken up to level 1

Option 2 – Full Functional Skills qualification.  Individuals complete a test with City and Guilds under exam conditions. Some of these exams have to be taken at our centre – Appleton House on Barkerend Road. 
Option 3 - Other qualifications – We offer a range of qualifications that either requires learners to build a portfolio or in some cases sit a test in exam conditions. For example: Employability and Personal Development. Please discuss your options with your tutor
Levels and what they mean?

Entry Level - Entry 1, 2 & 3

Entry level is about boosting learners’ confidence and building skills and knowledge. Entry level qualifications develop basic knowledge, skills and understanding as well as preparing for further learning.  Learners who are assessed at Entry Level would typically be working at a level which is comparable to primary school.  As an example, learners at Entry Level 1 might be learning to read everyday words, filling in simple forms with their name and address, counting to ten and starting to use simple mathematical language. Learners at Entry Level 3 would be more advanced and would typically be working at a level similar to that of a child in years 5, 6 or even 7. They would write about familiar things using a range of tenses, with consistently accurate spelling, punctuation and grammar. In maths these learners would be working using decimals, simple fractions and using maths in everyday situations.

Level 1 is similar to GCSE grades D-G

Level 2 is similar to GCSE grade A-C
All learners on accredited English, Maths, Language and ICT courses will be assessed using initial and diagnostic assessments.  This applies to all learners at all levels

AFTER THE COURSE
Learner Feedback and course evaluation
At the end of the course, we will encourage learners to complete an end of course review.  We use this information to help improve our services, and with planning the curriculum for the following year. The tutor completes a course evaluation summary noting learner attendance and outcomes. 
If you would like to see tutor summary of this information please, contact the office and this will be sent to you. 

Course Register

You may also like to request a copy of the register from the tutor. The register might be useful for you to keep as a record of who attended the course. 

Certificates

Certificates are valued by the learners as a record of achievement. At the final session of a course, the tutor will bring certificates for the learners. (If the course is accredited, certificates will be issued at a later date when they are received from the awarding body).  You may like to consider holding an assembly for learners and inviting the head teacher to present the certificates.

POUND PLUS

To demonstrate to the Skills Funding Agency (SFA) that we maximise our funding, we now collect evidence of Pound Plus.

We would ask you as part of your contract with us, to complete a form which shows everything your school/centre has provided at no cost. This evidence will support us in being able to secure future funding so your help is very much appreciated.

Examples are:

· the venue;

· time spent recruiting learners;

· printing letters/posters to advertise the course;

· refreshments not claimed for;

· staff time etc.

Appendix 1
Learner Identification
We are required to register learners with their Unique Learner Number (ULN).  Some learners may have these, but the majority will not have one assigned to them or may not remember it.

In order to issue each learner with a ULN the learners details will be collected on our registration form, the Individual Learner record (ILR) and each learner will need to produce one of the following forms of ID:

Group A -                                                


Birth certificate


Driving licence


Passport


Decree absolute


Deed Poll
Or Group B

National ID card


Marriage certificate
Group B –


National Insurance card


Credit/debit card


Benefits documents


Exams certificate

Appendix 2
Safeguarding, Equality & Diversity

Bradford Council is committed to safeguarding the welfare of children and young people. As part of this commitment all Bradford Council staff who come into school are rigorously vetted; a process which includes the use of enhanced DBS disclosures where appropriate.

All our tutors are vetted every 3 years and are provided with an ID badge, displaying their name and photo.

The Service provides ongoing continuous professional development to tutors on safeguarding adults and children, which includes promoting a culture of value and respect for all within a supportive learning environment. 

The service is committed to ensuring that all learners and staff are not subjected to abuse, harassment, bullying, unfair treatment or discrimination.  We are also committed to raising awareness of online safety.
Family Learning & Adult Skills Service Application Form 2016-2017

	School/Centre:



	Address:




	School/Centre Contact Person: 


	Contact Person Telephone Number:



	Contact Person Email:



	Term
	Day
	Times
	Key Stage Group of children
	Course or 

Workshop Title
	Course length
	Joint session

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	please give your rationale for the course/workshop(s) you have chosen:



	If you have indicated a possible joint session we will discuss the details with you 



	Can parents have access to your ICT facilities including WiFi and network?                      Please tick (
	Yes
	No
	Sometimes

	
	
	
	

	Is the room suitable for use as an adult classroom? 


	
	
	

	Are you willing to work in partnership with another school/centre
	
	
	


	Signature:


	Date:


Please EMAIL your fully completed Family Learning Course Application Form to familylearning@bradford.gov.uk
CONTACTS
Adult Skills Service 

Education, Employment & Skills
Department of Children’s Services

Appleton House 

130 Barkerend Road

Bradford

BD3 9BD
Tel: 01274 432170
	Family Learning Service

Education, Employment & Skills
Department of Children’s Services

Margaret McMillan Tower
Princes Way
Bradford

BD1 1NN
Tel: 01274 439550
Email: familylearning@bradford.gov.uk
Website:  http://theblog.is/familylearning
Follow us on:

Family Learning @FamilyLearns


	Invoices & payment queries:

City of Bradford Metropolitan District Council

Accounts Payable Department

Britannia House

Hall Ings

Bradford

BD1 1HX

Tel: 01274 432873

Email: creditorpayments@bradford.gov.uk
N.B. Please ensure that you obtain a Purchase Order from the Family Learning Service before raising your invoice to claim back course costs for funded Family Learning courses.  Invoices cannot be processed without a purchase order.




Family Learning &


Adult Skills Service
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