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Study Skills 

Are you new to studying? Do you find it difficult to keep on track? At Dutton Fisher Associates we are here to support you through your 
programme. We understand the strain and stress that studying can create, and we know that it can be difficult to juggle work, home 
commitments and studying but it can be done!

1. Be organised! Create a study planner, make sure you protect your study time as much as you can 

2. Review the materials from the workshops

3. Make notes you can refer back to and ask questions if you’re unclear about something

4. Be realistic and plan your work, don’t spend all your time on researching and leave writing your  
    assignment until the last minute

5. Make a note of all your submission dates in your calendar

6. Think about the time you study

7. Studying without distractions can help to focus on the task in hand 

8. Discuss your work with others 

9. Be in a comfortable and quiet place if you are reading and carrying out research 

10. Most people can only concentrate for about 15 – 20 mins in one go – so take regular breaks! 

Here are our top ten tips for effective study: 
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Functional Skills English and Maths is the part of the apprenticeship 
that helps you to achieve qualifications in Literacy and Numeracy. 
Unless you have an exemption confirmed by us you will be expected 
to sit exams in Functional Skills English and Maths at either Level 1 or 
Level 2 depending on which apprenticeship level you are undertaking. 

We offer different types of support to help you with completing 
Functional Skills, including study sessions, bitesize open sessions, 
e-learning modules, practise papers and 1-2-1 support. This part of 
the programme is undertaken at the beginning of the apprenticeship 
so that you can put what you learn into practice throughout the rest 
your time with us. You will be allocated a Functional Skills mentor 
who will be with you every step of the way!

Your health, safety and well-being are our primary concern. It is 
important that we make sure you feel safe in work and in learning. 
So as a quick reminder, if you need to report any concerns about your 
own health, safety and well-being please remember you can discuss 
your concerns with your mentor or Jo Rawnsley our Designated 
Safeguarding Lead at jrawnsley@duttonfisher.com – we will always 
take your concerns seriously and respond sensitively to make sure that 
you feel safe and supported. 

Functional Skills Safeguarding 

https://www.psb-academy.edu.sg/blog/best-time-to-study
mailto:jrawnsley%40duttonfisher.com?subject=


June is Pride month and is usually celebrated with parades all over 
the country. This coincides with the anniversary of the Stonewall 
riots of 1969. During June’s Pride month thousands of people meet 
up to march and spread awareness about discrimination and equal 
rights. Due to the pandemic things are a little different this year 
with parades and marches but there are many activities taking place. 
You can find out more about national events here. 

Prevent is part of the Government’s counter terrorism strategy 
(Contest). As a training provider we have a responsibility to raise 
awareness of Prevent. Prevent has a key role in preventing people 
being drawn into terrorism. It sits alongside three other strands in 
the strategy, Pursue, Protect and Prepare. 

The iREPORTit app – is a new app that allows you to report 
anonymously online terrorist content. The Counter Terrorism 
Internet Referral Unit is responsible for assessing all reports, taking 
action as necessary. You can report articles, images, speeches or 
videos that promote terrorism and extremism, website made by 
terrorist or extremist organisations or video of terrorist attacks. 

As we are now spending more time online we may be exposed to 
harmful content – reporting via the app is a quick way to report 
your concerns. You can find it the Apple Store and Google Play 
Store. Don’t want to download the app? You can also report here via 
the gov.uk website. 

Why are they important? The Government first set out these values 
as part of the Prevent strategy in 2011 and emphasised the values 
as underpinning ‘life in modern Britain’. As a training provider 
our responsibility is to promote the fundamental British values 
of democracy, rule of law, individual liberty, mutual respect and 
tolerance of those with different faiths and beliefs. 

We want to promote meaningful conversations with all learners 
about British values and we will do this by incorporating 
discussions about them in your learning programme. What is your 
understanding of respect and democracy? How important is the rule 
of law? You can watch others explain what the values mean to them 
here.
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