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Cascade recruiter training
Session plan


	Time
	Trainer Activity
	Participant activity
	Resources

	10 mins
	Section 1: Introduction, aims and materials
· Introductions
(Note: You might find it helpful to draw a plan of the seating and make a note of first names to use later.)
	· Activity: Introduce yourself (first name and role).
	· Slide 1

	
	· Session aims: show slide and talk through.
	· Raise any questions.
	· Slide 2

	
	· Give out and talk through pack contents.
	· Raise any questions.
	· Packs to include:

· copy of PPT slides (optional) 
· Move On/Get On at work briefing sheet

· Recruiter briefing papers 1-4

· Move On/Get On at work scratchcard

· Action plan

· Evaluation form
· Practice Tests CD-ROM

	10 mins
	Section 2: Skills for Life - background and benefits

What are Skills for Life?
· Split group into pairs and ask them to consider what they know about Skills for Life and to write three thoughts on three separate Post-It notes and place them on the wall or flipchart.
· Read out each thought and facilitate group responses/discuss with group.
	· Activity: Discuss thoughts and write on Post-It notes.
	· Post-Its

· Flipchart

	
	· Summarise using slide 3.
	
	· Slide 3

	15 mins
	Tick the skills
Discuss response. 

(They are all Skills for Life – some people may see this very quickly, others may not.)
Discuss levels from ‘easy’ tasks to demanding ones, e.g. report writing, making a presentation. Most people will have some ‘gaps’.
Discuss relevance to life and work and the effect of not being confident/competent at them.
	· Activity: Handout Tick the skills and ask individuals to tick which are Skills for Life and add others which are everyday life rather than at work
	· Handout: Tick the skills

	
	Discuss benefits of improving these skills:
· improved self-esteem

· more confidence at work

· more likely to take on new challenges

· able to adapt better to change

· go for promotion

· go on other courses/gain other qualifications, e.g. NVQs

· support children.
	
	

	5 mins
	Skills for Life Levels

· Refer to slide 4 and the Skills for Life Levels handout and check understanding of levels.
(Levels to ages comparison is for reference only and NOT to be discussed with potential learners: Entry 1 – five years; Entry 2 – seven years; Entry 3 – eleven years; Level 1 – 14 years; Level 2 – 16 years).
Slides 4 and 5 refer to numbers at each level – need for focussed approach to reach those at Level1 and 2. Relevant everywhere – not just for a few people with ‘difficulties’.
	· Raise any questions.
	· Slide 4
· Handout: Skills for Life Levels
· Slide 5
· Slide 6

	20 mins
	Section 3: Move On and the National Qualifications presentation

· Introduce the Move On project and the National Tests.
Note: Use presentation slide handouts (six per page), briefing sheet and briefing papers to support background information.
Slide 12: Learner Route on the Move On web site – access to online mini-test and practice tests plus extra support for learner. Test also available on CD-ROM.
Slide 13: Mini-test - explain adaptive nature of the mini-test. It starts at Entry 3, only goes up a level if answers are correct. Just gives a starting level.
	· Listen.
· Raise any questions.
	· Slides 7-11
· Move On/Get On at work briefing sheet

· Recruiter briefing papers 1-3
· Slide 12

· Slide 13

	10 mins
	Practice Tests demo

· Showcase Practice Tests CD-ROM and feedback facility.
	· Observe and raise any questions.
	· Practice Tests CD-ROM

	20 mins
	Practice Tests option 1: paper-based
· Divide participants into groups of between three and six people and nominate a jigsaw holder. Ask participants NOT to start until instructed.
· Handout quizzes (one per person) and jigsaws (one per group).
· Ask groups to answer the quiz questions and the jigsaw holder to place the relevant piece of jigsaw on the floor/table when each question has been answered correctly. (The answers are on the back of each jigsaw piece). The first group to complete the jigsaw wins a prize.
· Ask for feedback on language used in questions, levels of difficulty, feelings, notion of using quiz as a taster, etc.
	· Activity: Complete quiz and jigsaw and give feedback.
	· Quiz 

· Jigsaw

· Prizes – badges, pens, chocolate, fruit

	20 mins
	Practice Tests option 2: IT-based
· Ask participants to familiarise themselves with the mini-test and/or practice test questions using the CD-ROM/Internet. This will also enable them to identify their own skills levels.
(Note: This activity is intended to be carried out individually, but can be done in pairs. Encourage participants to work on the subject that they feel less confident about.)
Discuss options for those who may wish to go ahead and brush up skills and/or take qualification for themselves.
	· Activity: Access mini test and/or practice test questions on CD-ROM/Internet.

	· PCs/laptops
· Practice Tests CD-ROM/Internet

	15 mins
	Break
	
	

	15 mins
	Section 4: Being a recruiter - positive/negative language

· Ask the group how they would introduce brush up courses leading to a National Test. Note ideas on the flipchart.
	· Offer ideas.
	· Flipchart

	
	· Ask group to consider the use of positive and negative language – show bullet point 1 (negative) on slide 14 and discuss what their response would be. Then show bullet point 2 (positive) on slide 14 and again ask for their response.
	· Offer thoughts/responses.
	· Slide 14

	
	· Split group into pairs and handout ‘A positive sell’ activity and ask them to complete
	· Activity: complete smiley faces handout.
	· Handout: A positive sell (smiley faces)

	
	· Go through each statement and discuss responses.
	· Offer feedback.
	

	
	· Reinforce the importance of using phrases that they feel comfortable using to promote the opportunity to improve skills and gain a qualification – show slide 15 and refer to recruiter briefing paper 4.
	
	· Slide 15
· Recruiter briefing paper 4

	
	· Ask individuals to complete Move On - A positive sell’ table talk with their own actions and favourite phrases.
	· Activity: complete table talk activity with own action and phrases.
	· Handout: A positive sell – table talk

	25 mins
	Skills practice

· Skills practice to engage a potential colleague/trainee – as instructions on slides 16 and 17.
· Ask individuals to summarise their key learning points from this activity and record them for future reference.
	· Activity: follow instructions on slides 16 and 17.
· Activity: note down key learning points.
	· Slides 16 and 17
· Handout: Skills practice

	5 mins
	Section 5: Resources to support this approach

· Talk though the resources to support this approach.
· Refer to scratchcards if provided in packs and any other resources available.
· Order resources using the Move On web site online order form (register on the site to access the form).
	· Listen.
	· Slides 18 and 19


	10 mins
	Section 6: Review and action planning

· Ask participants to consider how they might use what they have learnt within their own area of work – use menu as crib sheet.
	· Activity: complete action plan individually or as an organisation.
	· Action plan

· Menu of action for referrers

	10 mins
	Review and evaluation

· Revisit aims to check coverage and participants understanding.
· Evaluation and close session.
	· Feedback.
· Activity: complete evaluation.
	· Slide 20
· Evaluation form

· Slide 21


Handouts to use within session:
· Tick the skills
· Level 1 and 2 generic quiz- or other Move On quiz, e.g. Focus on children, Focus on heath etc.
· Move On: A positive sell (smiley faces)
· Move On: A positive sell – table talk
· Skills practice (optional reminder sheet – instructions given as PPT slide)
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