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Many staff who need a functional skills qualification (FSQ) to progress their career have low
confidence in their skills and competence. They may not ask for help and may find ways to resist
it if offered. This is due to embarrassment and fear of the cost to their position if they admit they
are struggling. There is a growing body of evidence that addressing the individual’s lack of
confidence is more fruitful than trying to upskill them without addressing it. So, make sure that
staff feel supported, have a mentor and know that there is no such thing as a stupid question. 
 
Right at the start of your planning, it is advisable to make all learners take a diagnostic
assessment of their skills, to establish their individual skills base line. In communications about
this, show that this is for the learner’s benefit because it provides an individual learning plan to get
them to where they need to go. Whatever their starting point, there are ways to progress. HEE
has funded free access to the market-leading tool from April 2020 – April 2021, find out more
about this here.
 
Learners that receive Level 2 on the diagnostic, may just need to sit a Functional Skills
assessment, via a local Further Education college, Local Authority or an independent training
provider. Functional Skills teaching and examination is free to any learner who does not hold
maths and/or English GCSE at C or above (or equivalent). As the employer, you will have to pay
for this, but the costs are minimal. They vary from place to place and can be negotiated. You may
want to work with other local employers to create a larger cohort of learners and reduce the cost. 
 
Those below level 2, should take a functional skills course, which can be delivered either by a
local Further Education college, Local Authority or by an independent training provider. We advise
speaking to other local employers and/or your local apprenticeship relationship manager to
access quality provision. We would advise you check with the provider if they are able to receive
the Adult Education Learning Budget to ensure the cost is free to you as an employer, for eligible
learners. Most Functional Skills provision is free of charge if the learner meets the required
eligibility criteria. 
 
In addition to a formal course, many learners will benefit from additional self-study through online
resources. For a suite of these, click here (links to page Free online learning tools page) These
can also be used to ‘keep warm’ learners who may not be able to access a course immediately. 
 
For a list of all training providers that hold an AEB budget please click here and look at the second
document. Please be aware though that not all AEB budget holders will deliver functional skills but
in order to deliver they must have an AEB budget. 
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