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ABSTRACT

This booklet provides an introduction for people
working in organizations concerned with housing and homelessness
about basic skills. It provides backgrouni on the link between poor
basic skills and poor housing and information about ways in which
people use basic skills in their daily lives. Two reasons for housing
organizations to be involved with basic skills are set forth: a
person's competence with basic skills has a direct bearing on the way
he or she is able to use housing organizations and agencies and
improving the basic skills of staff working in housing organizations
will improve the effectiveness of the organization. The next section
discusses what housing organizations can do and describes three
approaches: contracting, buying in, and integrating. Britain's Adult
Literacy and Basic Skills Unit (ALBSU) Standar:ls for basic skills are
discussed. The following ways in which the ALBSU can help the housing
organization are then described: advice and consultancy, development
projects, staff training, and material. An appendix outlines steps to
ensure that written communications are easy to understand. These
elements of design are addressed: white space, leading, typeface,
type size, upper and lower case, illustrations/overprinting, page
layout/page breaks, and paper choice/color. These elements of
readability are then discussed: sentence length and choice of
words/repetition. The ALBSU Standards Maps at the end of the booklet
illustrate the communication skill and numeracy standards and what
each element means. (YLB)
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INTRODUCTION

HIS short baaklet 1s miended to provide an

mrroduction r peeopie cwerkina o

oraanisations concerned wath heusina and
hemelesssniess abous Lo weskalls We knew you ve
1ot pieniy oo st dealing with iinding homes 17x
vecple and deahinoowith houainrnssues iy wever
we think that o persen s cempetence aith basic
skills  such as understanding  and  speaking
tnoiish readin s anung and basic maths has a
areecs b son che sy ther are skl o e
hoUsSINg  or-lamsaticns and aiensies We also
Felleve chat mmproving the thsic skills -1 aaff

w:orking m heusina utaamsauons il improve the

it

SeRess o e Rnsan L

This tookl

shuuld e s intetest @ people in

e Local Authority Housing Departments

® Housing Action Trusts

@ Housing Associations and Cooperatives
* Housing Advice Centres

¢ Organisations working with Homeless People,
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HERES 4 clear link between poar basic
skills ang Becor housing People wha have
difficulties with basicskillsare more likely 1o
suffer frem 4 number of disadvantages They are
more hkely 1o become unemployed wyj) on
aveldge be out of work longer. wil| have lower
Incomes. are less likely 1o own thelr own homes
and are nierg. hkely i be dependent on venefits

By basic skills we mean

‘the ability to read, write, and speak in
English and use mathematics at 5 level
necessary to function at work and in society
in generayl’,

Centrary 1o Pressreports we don thave g problem
with ihteracy or Innumeracy 1n the Uk Few
People cant reaqg Write or calculate at ail and
most people have Some competence with basic
skills The main reason why people find basic

skills difficult 15 because the level of demand foy
aood basic skilis has ang continues 1o, change-
rapidly Fity years ddo the basic skilis you
needed were Clear and simple jf yoy could read
a hittle and sign Your name yoy Couldgetby Worl
and everyday life demanded very htile and th..
shills v by whet v g jon school were likely i
be goog €nouah for the reg; of your Iife

People why have difficujry with speaking o1
understandineg Enalist, feading spelling writing
and basic maths do not live In any single areg n
the UK Noy Is there o simple reason why they
have problems wyth skills most people taie for
aranted

Sone

¢ missed long penods of schooling when they
were young

® had physica] problems sych a5 poor speech or
undiagnosed hearing or sight loss

® were just not very well taught

® do not have Enghsh as their
mother longue and were not
educated in the UX

® have just found that their level
of Competence hag been
Overtaken by e require-
ments of a modern,
industnahsed Society.

Less thay, | mod Pentije yeh
have propien, with basic skijje
have ey .. fearnm saifficules

-~
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THE BASIC SKILLS YOU NEED

AN

TRt STYSY PO
Londdabac Dio Il B oels AU Loy
1 vhich we all ase Lasie 2

IS irees We adred Cotlap & i

1t s eh e ites Qs bast fidis o ’
AR SAMEhe 3 pecpae had

n o 1eMekeninthe EIey s se e AGYS

¢ More than four in five had paid by handing over
the exact money in cash or checked change
qiven 1n a shop.

® Three quarters had used a dictionary,
encyclopaed:a or telephone directory and the
same number had filled out a form such as a
paying-in sbip, or withdrawal shp in a building
soctety. bank or written out a cheque.

® Almost seven in ten had read a short
advertisement and looked up or got information
from a book or articles from newspapers.
magazines or read signs such as safety signs,
detailed warnings, food packaging and
preparation.

® More than half had written out a shopping list or
other type of list or read through a short recipe
or simular set of instructions or read a short note
or letter from a ifriend, family member or other
person.

.-

vt euhonptitive  posearch orests hat g
Cambeant number ol peeple struaale with these
pasic skills - skalls many of us take for aranted For
Sustanse

® on average only 4 in 100 of the people assessed
could not answer a question about a simple
advert for a concert

o almost | in 10 found it difficult to understand
indurmation on a map

o almost | in 3 could not answer a question about
hypothermua from an A4 sheet

o almost 2 in 3 could not answer a question about
a complex, but short, literary passage

15% could not calculate the change from £20 if
they had snent £17.89

-
A

V.

@ almost | in 3 could not add together
£1.40, £3.86, £7.15 and 79 pence

e 2 out of 3 people could not work out the area of
a shape, even when the formula was given

o 1in S could not work out 10% of £4,900.

Taken as a whele this assessment of competence
roveals that a minonty «f f »ople have very serious
problems with lteracy and that a latger number
need sotne support o unprove thewr level of
competence for the demands ot the modern
wotld A substantial rumber of those assessed had
senous difficulties with numeracv including the
four tules However problems with numeracy
rond 1o be less of a posittive disadvantaae than
problems with lteracy

o
I - I —




FosealCh <ices ot suaaest a siamificant
i:fference between people of different
16 arnups except that elderly

seople . wed ower 70y perform considerably
sorse mn average than other people. This could
Do e+ the eifect ot aae althoudh there 18 no
way o1 Fnowiha whether this aroup periormed
vetter when they were vounaer ¢ because they
Lere hegs used B beina assessed than younaer

H .:n.pl(\

¥oehig tesearch 15 a4 aooa indicator of the
s erermance - adults as a whole in the UK (ana
cooen i cthe etaerly are excluded) about 1
dults (approximately 75 mullion people) have
wery real difficuities with functional lteracy and
sumeracy While 1t 1s reassurina that few people
e fliterate - rnnumerate inthe sense that they
cannot understand Enalish. read or use basic
maths at all. too many people can only operate at
H ','ar‘;r low level

As we have said there 1sa clear link between poor
basic skills and disadvantage. Research indicates

Q
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that people repcrinc basic skills problems

are. on averaae. hving in more crowded

conditions than others and a higher pro-
portion of people with basic skills problems hve in
council housing or share with relatives. There 1s
ilso a serious mteraenerational effect of poor
basic skills Parents who have trouble with
feading and wnnaa are moere bikely to have
children whe have problems with reading and
wntina Recent research indicates that

e more than 7 in 10 children from families where
parents had reading problems and who were in
the lowest income group. were In the lowest
reading score group.

e over half the chuldren in famulies where paren's
had reading problems and who had no school
qualifications., were in the lowest reading score

group.

e 6 in 10 of children in the lowest reading
attainment group at age 10 had parents with low
literacy scores; only 2% had parents with high
literacy scores.
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BASIC SKILLS AND HOUSING ORGANISATIONS

HERE =:re two main issues for housing

Jraamsatons - cilent help and advice and

staff performance Housing organisations
:nd agencies are aware Increasinaly of the need
> 1mprove commumication with chents They also
want to increase the skills and expertise of staff. in
-raer 1o make the best service available Many of
'ne tasks which involve understanding and
sp=aking Enalish readina and wrniing and maths
st s Cremnun when deamna owrhoany
:crmal or official situation Tasks such as

¢ bsterung to. understanding and following oral
instructions

® reading signs and symbols

e reading leaflets and information

e making and keeping appointments
o filling 1n forms

» undertanding rights and responsibilities.

Problems with basic skills may mean that pecople
iz not aet & know about ¢ make use of services
available Or they may just end up confused and
uncertain Thev may appear reluctant to take
advice and unwilhng to take 1n essential
information

About 166 40C people work 1n housing related
sraamsations and aaencies in Great Britain Many
have essenhal jobs which have often been
~onsidered as low skilled But like much of British
industry work 1s changing and unskilled and very
low skilled jobs are disappeanng rapidly
increasingiy people need good basic skills at
-work not just because of the unmediate needs of a
particular job but because of the changing world
of work Cnly about i in 10 lower and middle level
obs does not require any communication skills
and more than half of these 10bs require some
competence n basic maths It's no wonder that
people with poor basic skills are very much over
represented In the unemployment statistics and
that they make up a substantal propottion of the
long-term unemployed 1n the UK One startling
statistic reveals much about this disadvantage If
you are unemployed and have poor basic skills. on
average. you are likely to be without a job for five
times as long as other unemployed people.

Current minanves = increase tenant participation
and establish ice. management of estates are
hl_<<_ely to exclude r=sidenis with poor basic skilis.
Organisations ~rvina ~nh hemeless people
have Increasinaly reccanised the barners that
poor basic skills ¢zn cresie for cuents. as they try
1o move f{rom the steets o rented
accommodauon.

oed basic sl aree teesaed U wetiorm a wide
range of activities satelv and effectively at work
inciudina

e learning to do the job’s main tasks
o doing the Job's main tasks

e undertaking the more responsible aspects of
the job

® being eligible for promotion to the next grade/
level '

¢ understanding workplace procedures
e understand health and safety requirements
® commurucating with colleagues

e communicating with customers.

Basic skills have become more 1mportant 1n the
-workplace 1n the last five vears because of.

e technological change in production Jystems

e technological change in communication and
information systems

e change in work organisation
o health and safety regulations

e production quality
standards.
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ievarred  ‘romn becoming anvolvea no training
Voeraase 0 opoor basie Chills Thes oo have o
pUotund  cdfol L n ilatives Cach as the
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‘LNHAT HOUSING ORGANISATIONS CAN DO

OW far you want ic et involved n basic
skatls depends nn veur tvpe M ArGansatt
It would be silly tor omany housinag
. rgamsations (o1 Instanee iy R setup teachung

PIOGrAMmINGs to help people impre /e basic skuilis
Rut every GLUudTsaien Can do semething

The tirst important step 1s to make sure that whats
communicated 1s ible ke understood LV

sery e Muachoon ot onstab e
aoopaes 1y wrnitten that s ncemprehensible .
many pople Yoot iew quni- cites S help oy u

THE M Lo 1y Tl mRes @0 esiel BT Pt plee
anderstand

It posible 10 ke st casiel W peoople 1 1o
artten ntormation f yeu tike care 1n how 1t 18
wrtten desianed and printed The use of white
space different typetace= alnd B12es allustratiens
page layout and the choice of paper are all
important You can aleo make something simpler
1o read by ensunne that the: reading level 1s easv
t 1 most people Readabiity 18 a complex iss.a-
nd we are net entirelv sure what tacters make
something easier 10 1ead and what makes 1t
harder Much depends on whethetits interesting
ind whether you want to read it Even people with
vory limited readina skills can make sense of
something that they teally wantto readevenwhen
rechmeally 1its at tec hiah a ievel On the oiner
hand something verv dull il tax most of us

In general however sentence lenath the choice
o worgs Tepeliicn ¢nd ave whina urnalese wll
help niake something edsier to read You can
“hoeck the readability ot material and there are a
number of tests ‘which /e you an idea ot how
hard so mething i 10 read In the Annex Makina
Reading Easter we have -nven some aeneral
wints aned an example of a readabilty tes!

If you want 10 30 4 slep surther you might refer
people whe have probiems with basic skills to
someonie in the area whe can help This is a
constive and semetime. difficult task and 1ts ne
wod refetnna someene who 1s half-hearted ot
reluctant Seme people are guite content to get by
with poor skills and a few peuple wili openly boast
that they cantread and write 100 well' Learming1s
Aricalt enoudh even f the mahly motivated. it's
Lely b e onery nustalns e ! concerned 1
someone is not reaily motivated  Referring
wmeone for help with basic skilis s likely to be a
TV passive process

TR Rl TR LTI TA] O L i advice centre
I neticeboard and Jdisplay

1 posters may be all
vou need 1o de plus havina the name of a local
~ontact available if sooneone asks We produce a
number -1 pposters ieaturiidg tesalth which were
happy to send free of charae You may also find
that a loca! college of further education or adult
education  centre  has wuermation about
spporturines for people 1o unprove basic skills
and teachinut s alimost always free 1fnot. the local
Iibrary ot qavice and amdance centre should be
able to help If you have any difficulty finding out
bout help available with basic skills telephone or
fax us at ALBSU (Tel 071 405 4017. Fax 071 404
5038) There 1s also a free National Telephone
Helpline The telephone numbert 1s 0800 700 987

If you employ « reasonable nunmiber of staff you
miaht want to consider what you can do to help
s yur werkforce improve their basic skills The
approach you use depends ona number of factors.
mncluding the number of people who work wath
vou who miaht penefit from basic skills traimng.
the structure -f your oraansaton and the
resources you have avallable. including the
amount of money available for the traimng of staff

BEST COPY AVAILABLE



ERIC

Aruitoxt provided by Eic:

BEST COPY AVAILABLE ‘

A T 2SR B SR F RN T ST B O i
e AN SONSEIVE Y Dt e el
a0 pde unlens ocronekg e

swolve the ameny 7 inest e

¢ anculatly carctai o snoad ’
e et ke e ey

Bl

veesdimes and ATy vamet =07 Phese en g

CURee 1 ery feegd tama e L e theemy
RIS SO TOPRLTI S PLR SRR LCANS | SSUSs ) P 1 |
ETWLIETCRT 115 SO ITR SRTRS SRS | WD BN B { TPTRI S U] V!

st el

ST PR T ) TIPSR I OIS R A ol L L

e Contracting I Biniloroilesn nlnleer
cployese o P T N A

PIOGTAmIme: tiy oty st e 1 cducaion
ERTH e

e Buying In  trin s fil s p e peorhapas I
the jocal basic sk proearamme: 1o 1mna Coursc
specibeally oo e mpr e b s skds oy
cnployees

e Integrating - nohnine: tasic sklls tamma
the tramne v aready srevide for people
wrorkineg tor thee - ipany

Whichever appleact puil ciios= s nportant to
onsure that some mizal assessmet and screening
is ncluded Its not worth spending 4 lot of ume
ind eneray i providing cramina s help statf
auprove basic skills i they -1 ne neod it We have
Jdeveloped « turiv ampie approach o minal
sereening vhich e Leococed Wit cnoups
cmployees and wakes s nly abou 20 minutes ¢
el The Bl ey e e -

photocopted and 15 sunple 4 adninster

More  detailed  wmossment -1 Che need
ompl vees needs « bt imeres ame and s a litle
more- cemplex Cortanly vou will need o nvolve
sumeone who has had some ranmeg i basic skalls
1o assess staff in morer detail and much of this whii
have to be undertaken mdicually

!lﬁﬁa

frone

L S

-l

If you are a fairly small orgamsation with relatively
iew statl, only one or two of whom have any
hfficuities wath basic skalls. it's probably not worth
I mnising spectiic hasic sklls traimna courses.
fhete st woent be enough people to attend o
< alrse and it Be expensive 1o provide trainina
s

Cou e tht want b enceurade the statf concerned
~ mnpreve their basic skills, however. either
privately dunng their own time ot by releasina
I TG STE T T W OUDS ¢ Neel 1 Yol
might uge a nux of these with person civing some
St cwtich you match O oyeu muaht help by
avine cccasional study leave. or by paying any
© e metved ach as the cost of books or by
Qe Vi s et apace for study at work
You nuaht do no more than ensure that rnproving
pasic skills 1s seen as valuable and not a matter for
Aensen Whales encout aamag sommeone 1o IImprove:
ther basic skills during their own time 1s helpful.
studyina afeer work istinna and people need to be
wary motvated  Purthermore, ats difficult o
sugaest that whats leaint 1s related to work 1f
le-atmirdepends cntirely the mdvidual

Buying In ) "- -

I you have a number of staff who would
wppreciate and benefit from some basic skills
traimma it mught be worth putting on a specific
wiree -1 oowurses  Yeu probably need 810
people to make a specific course worthwhile.
Remember thouah we are concerned with quite a
mde ranae of skills. not just simple reading and
wnhna and sumple maths

I you want to atrange a basic skills tramnine
course it mught be useful o hire a specialist
tramer Or you micht ask the local basic skills
proaranme to organise and run a course for you.
Whatever you do you need to make sure that the
course s tallored to the needs of both your
~rgamsation and the people who work in it

You ilso need to decide whether the course will
he helt during work tirne. in the staffs’own ime or

:5 ”n
r




4 mix of these We believe that 1its essennal for
traiming  mcluding basic ckills trannag. 1¢ be seen
.4 part ot the job not as something extra for people
1> take palt 1n it the end ct the day in their ewn
ume

] P

Sometimes however the problems of replacing
staff whe are on a tran-z course are complex and
not easy to solve Iis hardiy fair to ask someone t -
Jo the work of two people because semeone else
is on a trainina course Nor 1s 1t likely 1o make the
workforce sympathetic Yet brinaing in someone
additional 1o replace someone takina training may
not be possible
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Casie cklls crunma courses wside nermal
LOTER T NCUDS T pavinag 1hoge on the course th-
s Bk et e e they attend The
s fee adwlia s pathicularlvowhere
veplesement oo werd bedl preblem Cahers i
Coamnr o ey et Whitewer b s

s TRtz ke sute it the course ans when

o feert B s b s m an esternad specialet
Soaneel toen o cal asic sl prosnamny,
Lanlse 1o dne v une e te he coertan that they
Loesethe pLEEDC S nsanid expertie Yo shoeuld
e find out what experience they have had of
organising work related basic skills trairurng

® ask for a specimen curnculum and make sure it
relates to the orgamsation and the staff needs
and requrements

e ask how they will assess staff and measure
progress

e find out if staff going on the course can get any
qualification or record of achievement

e make sure that the people teaching have a
recognised qualification in teaching basic skills
to adults, such as the City & Guilds Initial
Centificate (9282/3/4) or Certificate (9285)

o find out 1if the basic skills programme has the

ALBSU Quality Mark (awarded to programmes

which meet a minimum standard of
performance)

o make sure that the costs
are reasonable.

Integrating Basic Skills Training

One of the problems ¢t cuving traauna in s that it
tepds b be ene-ott iz ousually effective for
people who g on T irses L at «dten doesnt
Pt pari -4 the cramng srateny of the
Laamsaton Bearmsa s onnnd you mmaht want
Vo feonbeetrale bars skl anina o other
ol Balimier Dader e eive Sepdrale courses
This hes many aavanis ws Some people won't
syant oomprove thear casic ckls Ly aoing on a
specite raimina course because they feel that
Sl b packeed o ther teopleomay fer]
qen o basie skills soarme o nly kout sunple
veadine anaamiting: 1o in

i 0 about mote
= ana nnerncal skills

sanpled TUImmuneTy
Tl sy Wi g beeees aF0LE 1 anncs o all relevant

LT T LD £ 3ne - eds HL bt nklls s not
volated  from cther  anpwatint nformation.
vrowlodac and skills o shest cortainly more

s effeene

mtially you miahtwant *. carry <utan audit of the
Laste sills tequiresienis o1 g selecthon of jobs
You can use the ALBSU Standards Maps inside the
back cever of this be et 1 help analyse what
basic skills are required 10 different jobs and
pracesses (see below for mote about the ALBSU
Basic Skills Standards: Y u will also need to have
1 look At what basic siills are needed 1n new
nIoCUsses you miaht £ o nsidenn ntroducing
mad make- sure that thes= are- taken account of in
traminy

Including basic shile 1 ovin ther oraamsation
traming 1s not always =asv Much depends on the
mdiidual jobs o cnee raamsation and  the
processes mvolved I wou micht want 1o hire a
specialist in basic shuls 1 help If you do hire a
spectahist you should ask the same questions
outhned on this pave Erenif you decide to hire a
specialist in the first instance vou also need to
make a  key perstnoon the  orgamsation
responsible ior basic chills You might consider
sendiier them on g speesiic traminea course. such
as the Initial Certificat= City and Guilds 9282/3/4)
Or you might want to €2 nsiaer a simlar accredited
course for Fey staff such as supervisors or trainers
We mnake arants avallable for thistype of training

Wi
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THE ALBSU BASIC SKILLS STANDARDS

N thes dast wew vears we have developed a set

Oy ataaares tor basic skiils These Standards

ae-senibe hew and to what level people need 1o
15e Communcation and numencal shills when
icing particular tasks The Standards use four
Lt o r reading wning speakina and hstenina
‘Frunaauon Level Level I. Level 2 and Level 3)
and tnree leveis for numeracy (Foundation Level
{revel Voand Level 2

‘We hive mappea these Standards to the core
Chrle cements ot CNVQs  (Ceneral National
/ecianonal Qualificanons; and to the Enahsh and
Mathis Natona Curncunnn Many of the Standards

dre n bev o olements on NVOs o Natienal
W enal Cuahficanons?
|
ALBSU National GNVQ |
Standards Curriculum Core Skills ;
Communication English Communication Skills

Foundaticn Level 2-3 |
Levell l--vel4-5 Levell .
Level2 Level 6 Level 2 l
Level 3 Level8 Level 3 i
l
Numeracy Mathematics Numeracy Skills |
Foundation Level3 li
Level | Level 4-5 Level | I

Level2 Level6 Level 2

BEST COPY AVAILABLE 4 i

There dre a number of qualfications which work
1o these Standards For instance. City & Guilds
- ffer 4 Certificate 1t Communication Skills (3793 -
called Wordpower for short) and a Certificate in
Mumeracy (3794 - called Numberpower) The
London Chamber of Commerce offer similar
rualihcations based on the ALBSU Standards

B

 What do the Standards mean in Practice?

It's fine having Standards but you need to know
wha' they mean in grzcuce [ts not possible to
Jescribe them all but 52 me ezamples should help
For nstance. at Foundaton Level n
Communication Skills +~u need to be able to read
faurly simple matenai such as a ieaflet or simple
instructions for a plece <f equipment. like a fire
conrernzsher A Levs, oo seed 1o be able to
reead  more  Ccomp.s¥  matetlal  ond  select
infermation far o sg=2iiic purpose such as a
beneht form

St F oundaten Leens ook be able to write a
short nete At Level @ .1a nore demandina and
complex You shouid ke abie to wr.te something
several paraaraphs ..na such as an accident
repen

At Feundation Lever i Numeracy you should be
able deal with money such as being able to pay
for something and cr.¢ ok your change At Level 2
you need to be akis !0 nterpret and present
numerical and grapr.o3intormation. such as sales
figures or accidant levels

The ALBSU Standards Meaps at the end of this
booklet 1llustrate the Standards and what each
clement means

What Levels of Bagic Skills are Needed for Work-
and Everyday Life?

Research suggests that most jobs require some
competence 1n basic skills Almost every lob
requires reading ana >ral commumcation skills
The average requirem >nt for reading and wrting
skills 1s at Level 1 of the ALBSU Standards The
requirement for oral communication skills 1s
shahtly higher On average. nuineracy skills are
required to about Fzundaton Level of the
Standards

Averages do not cive ug the whole picire
however For instance there 15 a considerable
vanaton i the level |1 basic skills required for
different occupations Reading, writing and oral
communication skills sre much more important for
clericalsecretanal ~bs compared with other
manual wbs

16
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e can help improve the readabihty ievel of
wntten materal vou produce for the neneral
putiic ot wor v ur own statf. We'll et you know the
reacability lovel stvrur current materal Lmes
caneety 1 readability tests In o addincn well
aprest hew yau miaht make v sasier

anderstand an b okoat any reedratts eou send
Heras no charae ke this service: =xcept the eost
PoemneY Nt uch win us

Ceeoo ot 31 VENG ol UMDal st adey e
charnge Lot your orgamsation 1 you want 1o
< aader anpravinag the basie shils of staff Ths
Jsuaily includes a visit by an ALBSU Field Officer

] PN

1. discuss the rnost effective approaches. We also
send you o briet cwnitten report of our
recommendatiens at the end of the visit,

You may want a more 11 depth consultancy and
sdvice 1o consider
e your current training prograrmes

e the written material produced by the
organisation

developing basic skills training.

o warocn e recommend i
«xperienced basic skills speciahst t¢ help you
However vou will need to find out the costs
myolved

e




e

ERIC - |

Aruitoxt provided by Eic:

Development Projects .

We fund Development Projects throughout
England and Wales Any orgamsation wantunga to
develop basic skills work can apply for fundina.
althouah you need io be able to provide about 25%
of the costs involved yourself On average we give
about £15.000 usually for one year

We alsc ave small qrants of up 1t £6.000 ©
organisations wanting to develop Fanmuly Literacy
programmes. Family Literacy works with parents
and their children to uy to break the
integenerational effect of low hteracy skilis

. Staff Training

You may decide that you would hke some of your
existing training staff to get expertise 1n basic
skills training We c¢an help you find out about
certificated training opportunities In your area as
well as provide a small grant to cover the cost of
trammina if you want to bring in a trainer to run 4
course Any course you run needs to be based on
the ALBSU Standards for Basic Skills Teachers
and be nationally accredited. The City & Guilds
fmnial Ceruificate (9282/3/4) 1s probably the most
appropriate

You might find the following ALBSU publications
helpful

® Basic Skills and Jobs. A Report on the Basic
Skills Needed at Work
(ALBSU. ISBN 1 870 741 609 - £6 00)

o The Basic Skills Needed at Work: A Directory
(ALBSU. ISBN 1870 741 63 3 - £6 00}

Both of these repotts outline the results of a major
piece of research nto basic sklls and
employment The research covered 1.3 million of
the 156 million manual. personal service. sales-
related and clencal/secretanal Jobs in England
and Wales It 1s based on a survey of over 24.000
sepatate employers. Basic Skills and Jobs A
Report on the Basic Skills Needed at Work divides

responses into six main cateaories cf employment
- clernical and secretanal. personal service jobs.
sellina jobs skilled or craft level manual Jobs.
plant. vehicie and machine operatives and other
manua! 1obs The Basic Skills Needed at Work. A
Directory 1s based on a subdivision of these six
broad categories into 48 different job types. It can
be used to 1dentify the basic skills needed for
specific types of job

o Assessing Reading and Maths A Screening

Test (ISBN | 870741 00 0 - £12.50) 1s a simple
screening test which can be used with groups

or individuals It takes about 20 minutes to
admimister and can be photocopied

15
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g e shenbd watch teran e dess
D f bl e luana

¢ White Space

* Leading

e Typeface

e Type Size

¢ Use of Upper and Lower case

» [llustrations, Bleeding/Overprinung
¢ Page layout'Page breaks

¢ Paper Choice/Colour,

Far tnany peopie. difficulies with reading are
nen more to ¢o with the look and laycut ~f
- methina written. than the complexty of the tex
cnelt [esian features usualily cause fluent reaaers
.. problems talthouah we all have u >uble with
e desian ol some matenal. for wnslance dense
ront mn the back of legal aareements) But for
reople with reading difficulties they present
r.arrers to their understanding of the text

There are ways to make wntten information easier

rezid

‘Nhute Space

1 important that anyone reading somethina can
- s thetr wav around a lext easily Toc much texi
n o paue can put people off Columns too clase
* rether olien cause confusion (some people tend
tead over closely set columns) People who
and 1eadina 4 problem need short. clearly
«pawatea chunks of text which they can work
-rrouch at their own pace This holps them o see
. w far they have 1o qo and reduces the chances
cthein aivina up Paaes that have no marains 21
Mle space between paraaraphs are mere difficult
- 1ead

Leading

T Spaciiy § Letaesn e e Hantin makina
Ieaand eastel Tow clese cha the hesitant readet
cail tend rodrep hines 1. 1 apdart and i reader
anli nat he clear whether te ines 1elate 10 each
e r Gl Oobvicusly beeenner Bepends on type
e Pl e HOTRal gt tepe s Ot jeading s

Type Choice

Thete are chales: dscussions about whether

cenled or san sented ypes are saster 1o read
G te chink noae o peadin:

s 1 tleins ind it difh iU recs aanze el 11 the

Chp e Mont pee Ciee oonen 1t they have
L Eerems wth peadines o recoanise and tell the

e qiee bepween ateront btters of the

[s

dphabet Any ivpefaos o i se tie-ed to be
re-asonably Jlear (Guttne i best avoided) and
fistinct Dnnt use types where m can easily be
mstaken ol moete Condury Sonscihaok, Plantin
1 Helvetica are all worth consideraton

Type dize

Dent think that because pecple nught have
hificulties vath reading they cant ses properly’
Often too a larae a type size 15 used and this looks
childish and puts people off Some computer
printer types - dot matrnx printers are particularly
Aifficult - make something more of a prodlem to
read for the best of us Thankfully the increasing
aqse of bubble et prnnters 15 reducing this
problem

Upper and Lower Case

vou will have noticed s you dnive around the
country that major road sians use upper and lower
ase for ciues and towns. whercas on minor roads
the older signposts stll show directions n upper
case only Actually upper and lower case Is easier
jo read than upper case only The shape of the
word 15 an aid to the reading of the name of the
town. (e.a London Wolverhampton. or Luton and
| eeds as opposed to LUTON ot LEEDS)

The same 1 true for most written material. The
nveruse of upper case. to convey emphasis for
example. 1s counter productive Itsless likely that
the text will be read. not mote likely It's much
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better to use bold type. cr toxing to show the
importance i a part i the text

Dlustrations Overprnn.y

{t's helptul 1 use illustrations photearaphs etc 10
break up text lts even beter if the illustrations
relate directly 1o the surrcundina text. so anyone
reading can use the iilustration as a clue to the text
itseif The illustrations should wherever possible
come b e cnd 2D parasraphs 1 osentences
rather than in the middie of them

Sometimes illustrations are used as background.
with print rmunnming over s=sme  areas of the
tustratien s mares anveneut mcre ditheult to
read

Page Layout Page Breaks

In addition to the use ot whie space you need to
take care with the layout of pages. Ideally
headings and new sections should come at the top
of pages. and sentences and paraaraphs should
not run over columns or pages. Lines between
columns ¢.an be: heleful Price numbenng should
be clear

Paper Choice/Colour

All wntten information should be produced on
paper that 1s thick enough o ensure that there 1s
not a high dedree of shadowing from the textover
the pace Ofen material 15 difficult to read
because of shadowina ana letters and words
become difficult to disinauish Obwviously thicker
paper 1s more expensive rut it worth it it you
want to get the messaqe acr.ss

Darker colour papers aenerally provide more
difficult backarounds for reading Blue and purple
are about the worst

Readabity . - N

If you want to make the matenial you produce
easter 1o read. try te pay attention to

e Sentence length

@ Choice of words/Repetition.

1t 5 also worth tryina to avord 1ournalese

Sentence Length

The key to producing clear 1exts ts in the way you
write. rather than what you write about. Some
subjects mvolve the use of difficult language and
concepts - they can nonetheless be clearly
communicated Sentence lenath 1s an extremely
important part of this. Sentences (like this one)
which run for several lines, the subject changing
within the sentence itself, with several clauses
(and asides included in brackets}, and which are
probably several sentences shoved into one, are
not easy for ad ults with reading problems.

it 1s far better to write sentences with one or two
clauses Dont overdo it thouah A successlon cf
sentences that are too short wiil read lke
children’s stories. However 1t is worth trying to
include one man point only 1n each sentence Use
full stops rather than semi-colons

Choice of words Repetition

Newspaper writers have a notion of style that
requires them to use a certain kind of Jargon. For
nstance. rather than repeat the word ‘said’, they
will use stated'. ‘revealed. declared’ claimed,
etc. In most cases 'said’ would do. For adults who
find reading difficult. repettion can be very
helpful. particularly with words that may be
unfamihar

Choosing words that ate easier o read 1s not
always an option For example. there 1s no easy
way to write ‘electricity’. ‘Power that comes out of
the plug' 1s both patronising and inaccurate A
person with reading problems may use different
strategies to recognise this word - fromthe bill. by
checking in the dictionary, by asking someone
They may then recogmse the word when 1t
subsequently appears in something wintten Try
therefore. 1o use the approprate word. rather than
rying to paraphrase simply

The passtve voice 1s often more difficult for adults
with reading problems to undetstand. e g ‘the
screw is placed in the securing hole’ ‘Put the
screw in the securing hole' is easier Of course 1t
may not always be possible to avoid the use of the
passive voice but in general the active voice 1s
caster to understand
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The SMOG Readability Formula - Simplified ll 213l 4] slel7lslolwo]ln]nrls

Readability 1= an =mpt 3 match the readina
ievel of WIHGR nenal U the reading with T A 8 — O Readabihty Level

auderstandiney b e st

The lewer the readalnity level the easier some-
Thiet rmulg ol v o0 ety nemna e ntence e s e read and understand  [ts almost impos:
ana word lenath 3 wever ther factors atfect Able 10 det 4 prece o wnuna below a certain
understanding ot
be me- gyedinth

u sre reacdina that cannot ievel however. without 1t seerming childish and
wav o mativation size and osina all meanina A readability level under
type o print ey ut previous bnowledoe of about 10 will be able to be understood by most
silbnect style op e b oo ponple
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. ALBsSU - THE BASIC SKILLS UNIT

E are the national agency for basic skills

in England and Wales. We are a

Company Limited by Guarantee and a
Registered Chanty and our Patron 1s Her Royal
Highness. The Princess Royal Our Chawman 1s
Peter Mavis. Chairman of one ofthe worid's largest
publishing and communications groups. Reed
Elsevier. Although we are an iIndependent organi-
sation. we get a grant from the Government for
developina basic skills work.

We have 23 staff. led by the Director. Alan Wells
OBE. and are based in Central London. although
our ewght Field Officers reqularly travel through-
out England and Wales We publish a iree News

30

lette ¢ four times a year and regular Information
Bulletins on Family Literacy and Work Related
Basic Skills.

if you would like more nformation about ALBSU
and Basic Skills. please complete the tear off shp
pelow or telephone our 24 hour Answerphone -
071404 1614

ALBSU - The Basic Skills Unit
7th Floor, Commonwealth House

1-19 New Oxford Street, London WC1A INU
Tel: 071 408 4017

Tel: 071 404 1692 (24 hour Answerphone)
Fax: 071 404 5038
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Further copies are availabie from:

Adult Literacy and Basic Skills Unit
Tth Floor, Commonwealth House,
1-18 New Oxford Street, London WCIA INU
Tel: 071-405 4017, Fax: 071-404 5038

ABN i




