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HTP Apprenticeship College Maths, English and Digital Skills Policy

Introduction

HTP Apprenticeship College (HTP) is committed to supporting employability,
excellence, enterprise and progression for all.

It is recognised that the development of maths, English and digital skills enables
individuals to achieve their full potential and function independently in all
aspects of their personal and professional life. HTP provide opportunities for all
learners to improve their confidence and competence in maths, English and
digital/IT essential skills for both progression to and within employment or onto
further study.

Aim

To ensure all learners have consistent, regular opportunities to improve their
confidence and competencies in maths, English and digital skills, gain further
qualifications and apply these skills to all aspects of their personal and
professional lives.

Leadership of Maths, English and Digital/IT Skills

HTP take a whole organisation approach to the strategic delivery of maths.
English and Digital Skills which is led by Directors.

All staff have the responsibility for the positive promotion of the organisation’s
aspirational vision and the delivery of maths, English and Digital Skills through
standalone and embedded learning and development activities.

Achievements are monitored by Directors.

Maths, English and Digital Skills Provision

e All learners aged 16-18 commencing on a vocational study programme or
apprenticeship without a Grade 4/C or above in GCSE English and/or
maths will continue to study these subjects to achieve a Functional Skills
qualification or GCSE by the time they complete their training with HTP.

o All learners aged 16-18 who commence a vocational study programme or
apprenticeship having achieved GCSE Grade 4/C or above in English
and maths have the opportunity to further develop their skills to improve
their opportunities for employment and further study.

e Forlearners over the aged of 19 years English and maths qualifications are

now optional. However, if the learner and their employer choose, they still
have the opportunity to complete English & maths at an appropriate level.
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To achieve this HTP will:

e provide high quality, impartial advice and guidance together with initial
and diagnostic assessment to ensure each learner is placed on the right
programme and has an appropriate qualification pathway for maths,
English and digital skills;

e ensure Apprenticeship Coaches / Tutor/Trainers take a consistent
approach to the delivery of maths English and digital skills;

e provide a team of specialist maths, English and digital skills specialists
to provided support for staff and learners;

e improve standards in teaching, learning and assessment of math,
English and digital skills across all programmes ensuring they are
embedded in all learning;

e raise success rates in maths, English and digital skills;

e provide learners with the opportunity for on programme progression to
the next level of attainment or qualification;

e ensure that the delivery of maths, English and digital skills is flexible in
terms of location, time, method and vocational context to meet the needs
of learners and where appropriate employers.

Delivery of Maths, English and Digital Skills

Maths, English and digital skills are delivered through a combination of
standalone and embedded learning and development activities. The delivery of
maths, English and digital skills supports and underpins all vocational learning.
Vocational sessions encourage the development of maths, English and digital
skills in the context of the subject to support high-quality teaching, learning and
assessment.

All training staff are required to:

¢ identify the development opportunities for English, maths and digital skills
in vocational learning delivery;

e provide consistent marking and feedback of learners’ written work for
spelling, punctuation and grammatr;

e extend the opportunities for the use of data in coursework eg using
graphs and charts in presentations;

e encourage the use of verbal and written language in a wide range of
contexts including presentations, written reports, role plays, professional
discussion and the working environment;
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e ensure close working relationships between vocational staff and specialist
maths, English and digital skills colleagues.

Roles and Responsibilities

Directors will:

e oversee the implementation of HTPs maths, English and digital skills policy to
ensure contractual requirements are met;

e support Senior Managers to implement the maths, English and digital skills
policy;

Senior Training Managers will:

¢ implement and deliver the maths, English and digital skills policy; support
and deliver staff development for Apprenticeship Coaches /
Tutor/Trainers on the embedding of maths, English and digital skills in
main learning;

® support the improvement of teaching, learning and assessment in maths,
English and digital skills through, for example, specific workshops and sharing
of good practice as identified through observations of learning;

e be accountable for the maths, English and digital skills success rates for
learners in their area of responsibility.

Apprenticeship Coaches / Tutor/Trainers will:

e ensure that every learner has completed and there is a record of their initial
and diagnostic assessment;

e check and confirm that every learner’s prior achievement in maths, English
and digital skills;

e ensure vocational timetabling allows all students to access appropriate maths,
English and digital skills support sessions;

e set clear and relevant learning objects/targets for each learner in maths,
English and digital skills throughout their programme of learning;

e plan and deliver maths, English and digital skills support to meet learner
needs;

e promote and encourage accurate and consistent use of maths, English and
digital skills;

o Seekideas, consult with colleagues including maths, English and digital skills
specialists to introduce innovative ways to embed maths, English and digital
skills in planned learning;
check and record the progress of every learner in maths, English and digital

e skills in relation to their individual targets and regularly confirm each learner’s
maths, English and digital skills aims are appropriate;
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e ensure learners are coached in exam technique prior to undertaking exams

e ensure timely entry to external examinations to meet programme
requirements;

e ensure maths, English and digital skills results are collected and recorded for
each learner in line with individual learning plan requirements;

e Mmaintain regular contact with maths, English and digital skills specialists;

Staffing and CPD

All managers, training and support staff receive training to enable them to
successfully undertake their role in relation to HTP’s whole organisational approach
to maths, English and digital skills.

Apprenticeship Coaches / Tutor/Trainers maths, English and digital skills,
capabilities and knowledge are reviewed at Initial Staff Induction and in subsequent
1 to 1 and appraisal meetings. CPD programmes are agreed to address identified
development needs.

The implementation of skills and knowledge gained by staff from CPD is tracked and
the impact evaluated.

All Apprenticeship Coaches / Tutor/Trainers and Teaching Assistants are trained to
recognise naturally occurring opportunities to develop learners’ maths, English and
digital skills.
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Maths, English and Digital Skills Delivery Process

Initial Advice and Guidance

nsures the learner and where appopriate
employer are aware of the importance of Prior learning & accreditation d;rc(eelcr):rr‘ﬁgn%ftﬂel\)l(llabtlﬁswgﬁl:gh“;?\ﬁ:':iltglial

developing maths, Ekn'ﬁIISh and digital skills identified & evidence obtained clille maw ha arhiouad avnlainad
ills

Initial Assessment of Maths, English and Digital Skills

Idicates the current levels of skills to Identifies additional learning & support  Ensures learners placed on appropriate
establish starting point needs programme level

B o 2 R (47 2 ISR oA Addltlona su Ingwld al Learnl ailla%reed
X L. ! to meet lea including s ort me g term
Assessment of Maths, English and  digital slklll development needs asreed N,

Blended Training Delivery - Standalone & Vocational Sessions/Activities ‘

N\

Face to Face (one to one/Group in " .
Training Centre or Workplace elipeplialbivhie S H e

Continuous on programme assessment

Consnstgnt marking o_f written work for Usn el e i @ Encouragmg the use of verbal & written
spelling, punctuation & grammar language in a wide range of contexts

A 4

Formal Review of Progress - Training Centre or Workplace

One to one to identify progress on all elements of the Impact of additional support Revised short, medium and
training programme including maths, English and identified. Support to address long training objectives
digital skills against agreed trargets emerging needs agreed. including target dates agreed

Mock Assessments

Identify readiness for exam/tests Identify strengths and areas for further development

A 4

External Exam/Test

A 4

Progression - Commence working towards next level of qualifications

FAIL - Results analysed - Actions and Targets

Results received
agreed

Independant Learning Plan Agreed Short, Medium & Long term goals set Additional support identified
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