Tips to support writing
· Allow young people to use a computer if handwriting is poor and encourage them to use spell check. (check they know how to use spell check). 

· Help young people to plan and structure before they write. Please provide time for this before doing any written tasks. Encourage them to use spider diagrams and mind maps to organise thoughts and ideas, or a writing frame to organise a more structured piece of writing such as a letter or CV.
· Encourage young people to write a draft and proof-read it together, or if you are working with a group, pair them up and allow them to peer assess each other’s work. (For an activity like this consider pairing up higher and lower level learners).
· Write any new words or key vocabulary on the board or on flip chart paper. E.g technical language related to a specific job sector.
· If a young person’s work is littered with errors, rather than marking it all incorrect, pick out 1-5 errors (depending on the young person) and explain what is wrong. Next, ask them to proof-read it again and see if they can highlight the mistakes. Encourage them to become more independent.

· [image: image1.jpg]


Encourage young people to have a go at spelling words and promote use of a dictionary, whether that’s a book, the dictionary in Microsoft Word or an app on a smart phone – provide them with practical tools they can use when you’re not around.

· Encourage young people to create a personal dictionary. This is a simple and effective way of expanding vocabulary and improving spelling.
· Help with basic punctuation and grammar: capital letters; full stops; commas; subject verb agreement e.g ‘we were’ vs ‘we was’. 
· When proof-reading, marking or checking work for a young person – do not use red pen. 
· Share and model spelling strategies such as ‘look say cover check’.
Tips to support reading
Before reading
· Use material young people are familiar with/interested in and build vocabulary from this. 

· Introduce new language/words clearly and write key words on the board or in a personal dictionary. 

· Provide a glossary of new words they are likely to encounter.

· Model prediction exercises before any reading activity. Ask young people to examine the layout, headings and subheadings and ask questions about the text, see if they can guess what the text is about.

· Set the scene and use questioning to activate previous learning before any reading activity, this will give young people a greater opportunity of deciphering the text. 

During reading

· Model how to make sense of new words: use context, reread sentences or paragraphs, skip a word and come back to it, use a dictionary or phone app to find the definition.
· Encourage young people to summarise what has been said after each section.

· Encourage young people to ask questions about the text.
· Use images and tables as visual aids in handouts/presentations to reinforce understanding, rather than large slabs of text.

· If you are sharing reading materials, make sure they are in plain English.

· Read handouts and other written material aloud in a group.

· When making handouts, make sure you use a suitable font and size e.g. Arial 12. You could also copy handouts onto pastel coloured paper.

· Make sure reading material is presented in manageable chunks, so it is not overwhelming.

After reading

· Encourage young people to summarise what they have read in their own words or using visual organizers such as: mind maps, spidergrams, table or grids.

· Ask questions.
Remember: a beginner reader is not a beginner thinker!
Tips to support speaking and listening activities

· Discuss what makes a speaking and listening activity effective: voice, body, tone, language used etc.

· Speaking in different situations – discuss how to prepare for formal and informal situations where you have to communicate with other people. E.g. in a job interview or delivering a presentation. 
· Give young people time to prepare and practice speaking and listening e.g  mock interviews, phone calls to employers, presentations, speaking and listening games.

· Support young people to generate ideas and plan prior to speaking and listening activities. Model planning strategies and make use of visuals such as mindmaps, spider diagrams etc.

· Pre-teach any vocabulary required: job/sector specific language.
Tips to support numeracy
· Make practical equipment available: calculators, rulers, multiplication squares etc. 
· Concentrate on the basics of number: addition; subtraction; multiplication and dividion. Once young people grasp the basics, confidence soars.
· Build on what young people already know.

· Demonstrate their ‘unconscious competence’ i.e how they use numeracy in their daily life. For example - going to the shop and working out the correct change.
· Maths posters: display posters that will support young people in the tasks required of them. For example: display a measures poster in the kitchen.

· Discuss calculations they use and explore alternative methods of calculation.

· Demonstrate how numeracy is essential for everyday life and work. ‘I’ll never need to use this again in my life, so why should I learn it?’ This classic response is the go-to excuse for a learner who wants to avoid maths. Provide young people with practical examples of how they will use numeracy in life or the workplace.

· Be positive about maths – there is no excuse for a ‘can’t do’ attitude.
	Name: 

	Aa
	Bb
	Cc
	Dd 
	Ee

	Ff
	Gg
	Hh
	Ii
	Jj

	Kk
	Ll
	Mm
	Nn
	Oo

	Pp
	Qq
	Rr
	Ss
	Tt

	Uu
	Vv
	Ww
	Xx
	Yy/Zz


Personal dictionary
Multiplication Square
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10

	2
	4
	6
	8
	10
	12
	14
	16
	18
	20

	3
	6
	9
	12
	15
	18
	21
	24
	27
	30

	4
	8
	12
	16
	20
	24
	28
	32
	36
	40

	5
	10
	15
	20
	25
	30
	35
	40
	45
	50

	6
	12
	18
	24
	30
	36
	42
	48
	54
	60

	7
	14
	21
	28
	35
	42
	49
	56
	63
	70

	8
	16
	24
	32
	40
	48
	56
	64
	72
	80

	9
	18
	27
	36
	45
	54
	63
	72
	81
	90

	10
	20
	30
	40
	50
	60
	70
	80
	90
	100




Top tips for for spelling
For a visual learner:

· Change the look of the word:  div / ide   div ide   d ivi de         re ce ive   r /ece /ive
· Find words within words:   fat  her          cap  a  city 
· Highlight the difficult bits of the word
· Link a new word with words you already know: sound – round – ground  
rain – train – Britain
For an auditory learner:
· Change the sound of the word. Exaggerate the pronunciation or ‘say it funny’:
Wed-nes-day    Feb-ru-ary   be-ca-use    parli-a-ment 

· Say the names of the letters in rhythm:
pe- op- le     q-ue-u e 
especially confusing endings : -t-i-o-n  -g-h-t  -c-i-a-l
For a kinaesthetic learner or physical learner:

· Trace the letters with your forefinger as you say or visualise the word
· Beat out syllables and write out each ‘bit’ of a word as you say it. Sep-tem-ber
For everyone:

· Learn the derivations of words:   television: ‘tele’ means afar, over a distance      ‘vision’ means sight (from Latin).
· Remove or add prefixes and suffixes:
un- happy     watch-ed   un–like–ly     in–visi-ble
Mnemonics
· Make up a mnemonic (from the Greek root for ‘remember’). A mnemonic is a verse, rhyme or other device to aid the memory, for example, ‘Never believe a lie’

Big Elephants Aren’t Ugly, they are BEAUtiful!

Look – Say – Cover – Check

· Write the word: look at the shape of the word, study it. Say it. How many syllables (or beats) does it have? Cover  the word you have learned. Write the whole word (without looking at the covered word). Check to see if it is right.

Example: sincerely
sincerely has rely in it and has 3 beats. Sin/cer/ely.


Have a go in an hour or so. Try again the next day.
Helpful sentence starters
	Sequence

Initially

Firstly

Secondly

Lastly

Next

Subsequently

Finally
	Persuasion

Of course
Meanwhile

Naturally

Obviously

Clearly

surely

Indeed


	Addition
Also

Furthermore

In addition

Moreover

As well as

The following

	Comparison
However

Nevertheless

Alternatively

On the other hand

To balance this

In comparison

In contrast


	Opinion and interpretation
It would seem

On might…

Consider/suggest

Imagine/conclude

Infer/deduce

Possibly

On the strength of
	Emphasis
Above all

In particular

Notably

Especially

Significantly

More importantly

In fact

	Illustration
For example

For instance

Such as

As revealed by

In other words
	Restriction

Only if

Unless

Except for

Although


	Cause and effect

Consequently

As a result

Therefore

Of course

eventually

	
	Conclusion/summary

To conclude/in conclusion

Finally

To sum up

On the whole
	


Paragraph 1: Explain why you are writing.


Paragraph 2: Add more detail. Do not use shortened word forms e.g. don’t = do not.  wouldn’t = would not.  No slang. Always use appropriate language, and no chatty phrases or expressions.


Paragraph 3: Summarise your main points for writing the letter and an appropriate signing off, e.g. I look forward to hearing from you.


Signing off: Yours sincerely if you know their name / Yours faithfully if you don’t. 





Write address here





Date





Write address here





Dear  





Paragraph 1


_____________________________________________________


__________________________________________________________________


________________________________________________________





Paragraph 2 


_________________________________________________________________


_________________________________________________________________





Paragraph3 ____________________________________________________________________________________________________________________________________





Signing off 


_______________________
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