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1. The Universal Framework 

The Skills Builder Universal Framework shows how to build essential skills at every stage of life. 
Developed over four years, the Framework is being used by over 500 schools and colleges, 120 
employer partners and 90 impact organisations all building the essential skills of more than 200,000 
individuals. You can find out about the theory behind the Universal Framework here. 

The Framework breaks down each skill into teachable, measurable steps. The Universal Framework 
page provides a breakdown of all the information you need to know to teach the step. Click into a step 
to find detailed information and reflection questions. At the bottom of each step, there is advice 
around building skills for educators, employers, organisations, businesses, individuals and parents 
and carers. 

 

1.1 Where can I see the full Framework? 

You can see the full framework at https://www.skillsbuilder.org/universal-framework/ 

For students with additional needs, the framework has been broken down further to provide further 
support and guidance. See the expanded framework and find out more about supporting learners with 
additional needs to build the skills at https://www.skillsbuilder.org/expanded-framework. 

 

1.2 How do I know where to start with my pupils? 

The Skills Builder Hub gives you access to a huge array of resources for building essential skills - plus 
an easy way to track progress. It is a teacher facing resource where you can add groups of students, 
access resources and monitor progress. 

Once you are signed you up to The Hub and you have created a group (see No.2 below), you will be 
asked to complete a baseline assessment for your pupils. This will indicate the strengths and areas of 
development for your class or group. The Hub will then suggest a starting point for you to work on 
with your pupils. 

 

2. Setting up the Hub 

          2.1 How do I create my account? 

Once you have signed up for Digital Membership, look out for your welcome email from Skills Builder 
entitled ‘Next Steps: Skills Builder Hub’. Click the link within the email and enter your email address, 
you will then receive an email to set your account password. Once you have done this, you can log in 
and get started! If you do not receive the welcome email within two working days, please contact 
digitalmembership@skillsbuilder.org.  

 

https://www.skillsbuilder.org/
https://www.skillsbuilder.org/universal-framework/listening
https://www.skillsbuilder.org/universal-framework/
https://www.skillsbuilder.org/expanded-framework
https://hub.skillsbuilder.org/dashboard/
https://hub.skillsbuilder.org/dashboard/
mailto:digitalmembership@skillsbuilder.org


          2.2 How do I add colleagues? 

To add your team: 

• Download the template CSV file 
• Add your users' details 

o 'is_active' should always be a 1 
o Marking 'is_manager' as 1 assigns the user as an Administrator on your account 

• Save your file as Comma Delimited UTF-8 
• Go to 'Manage Users' in the top right menu 
• Click 'Import Users' 
• Select your updated UTF-8 file 
• Make sure 'Send Welcome Email' is ticked (sends an email to your users asking them to set a 

password) 
• Select 'Import Users' 
• Your users will receive an invitation email 

Alternatively, you can add individual users by going to 'Manage Users' in the top right menu. 

 

          2.3 Adding a group 

When you first log on to the Hub, you will be directed to ‘Add a group’. You can add additional groups 
by clicking on ‘+ add new’ next to the group drop down menu. 

 

 

          2.4 How do I assign a group to more than one staff member? 

If you have admin rights on the Hub, you will see an option to ‘Manage Users’ when you click on the 
‘Account’ button at the top of the page.  

In ‘Manage Users’ you will see a list of all the users assigned to your school or college.  

• Click on the staff members name  
• You will see a list of all groups 
• Tick the groups you want to add them to 
• Click ‘Update User’ 
• These groups will now appear as a drop-down option on their dashboard. 

 
 

2.5 How do I see all groups? 

If you have admin rights on the Hub, you will see an option to ‘Manage Users’ when you click on the 
‘Account’ button at the top of the page.  

In ‘Manage Users’ you will see a list of all the users assigned to your school or college.  

• Click on your own name  
• You will see a list of all groups 

https://hub.skillsbuilder.org/documents/1/Skills_Builder_Hub_-_Import_Users_Template.csv
https://hub.skillsbuilder.org/organisation/users/
https://hub.skillsbuilder.org/organisation/users/


• Tick all the groups  
• Click ‘Update User’ 
• These groups will now appear as a drop-down option on your dashboard. 

 

2.6 What happens if a staff member does not have their own group? 

You can add a staff member to an existing group (see 2.4) or they can simply press ‘I don’t have a 
group’.  

 

If they do not have a group, the Hub will not direct them to bespoke resources but they can use the 
search bar in the top left corner to search all resources. 

 

3. Formative assessment 

3.1 How does the formative assessment work? 

The Skills Builder Hub is built on best practice in formative assessment. As educators, we know that 
effective formative assessment is a key driver to effective teaching & learning. When you set up your 
group on the Hub, you will be directed to access that group against the eight essential skills. Once 
you have completed the assessment for a skill, you will be directed to explore the resources for that 
skill or you will have the option to assess another of the eight skills. 

Visit https://www.skillsbuilder.org/resources/measure-it to find out more about how the framework 
supports formative assessment.  

 

3.2 Why is it a group assessment/can I individually assess my students? 

With teacher workload in mind, we have created a group level assessment to ensure it is effective and 
easy to use. We do understand that some schools or colleges may want to individually assess pupils, 
for older pupils we are currently developing a self-assessment tool which will be available By 
December 2020. 

 

3.3 What does progress look like? 

Each time you complete an activity on the Hub, you will be directed to update your dashboard 
assessment.  Progress is measured by looking at the difference between their baseline data and the 

https://www.skillsbuilder.org/resources/measure-it


current dashboard and can be downloaded at any point by going to ‘Account’ and then clicking on 
‘Snapshots’. Over the course of a year, pupils will have made good progress within a skill if they have 
moved 1.25 steps. 

 

3.4 Can I change the assessment if I misjudged the baseline? 

Yes, this is a formative assessment and for it to be effective users need to be honest when assessing 
their pupils. If you feel you assessed a group too favourably or too harshly, you can change the 
assessment to ensure it is accurate. 

 

4. Navigating the Hub 
 

4.1 What happens when I or my staff first log on to The Hub? 

You will be asked to create a group (see 2.3). Once you have created a group, you will be directed to 
assess your pupils against the eight essential skills (see 3).  

 

4.2 How do I find resources? 

After completing your baseline assessment (see 3), you will be directed to ‘Find resources’. 

 

The Hub will suggest a starting point based on your assessment. You can choose to take the 
suggestion or choose your own step to start on. Click on ‘Browse resources’ to find the resources for 
that step. 

 

 



If you know the name of the resource you want to find (for example ‘Going Green’), you can also 
search using the search bar at the top right of the screen. 

 

 

4.3 How should I use the Short Lessons? 

The short lessons are the perfect starting point for exploring a skill step with learners. Each skill step 
is broken into 2 to 3 ‘building blocks’ which explain the step through videos, short activities and tasks 
to check your pupils’ understanding. 

 

 

4.4 How can I reinforce my students learning? 
 

• Reinforce the language of the skills through display materials. 
• Embed the skills into your reward systems using reward tokens and certificates. 
• Use Essential Skill Records and Passports to encourage self-reflection and self-assessment 

among your pupils. 
• Introduce skills to schools, and year groups through skill focused assemblies. 



 

 

          4.5. How can I support pupils with additional needs? 

To support learners with additional needs we have a Inclusion toolkit which can be found under the 
‘Training’ tab at the top of your Hub page. This breaks down the Universal Framework into smaller 
stepping stones to help learners to make progress within a skill step.  

By searching ‘Expanded’ in the search bar at the top right of the page, you will find the expanded 
posters and passports to support learners with additional needs.  

 

5. Premium Resources 

5.1 Where can I find the premium resources? 

Use the top search bar to search the name of your premium resource e.g. Operation Moonbase.  

 

Choose the correct version of the resource for your pupils by looking at the skill step.  

Step 0 = Early Years 

Steps 1-3 = KS1 

Steps 4-6 = KS2 

https://www.skillsbuilder.org/resources/skills-builder-inclusion-toolkit


Steps 7-9 = KS3 

Steps 10-12 = KS4 

 

5.2 Which premium resources does my school or college have access to? 

If you have access to a premium resource it will be open for you to access: 

 

 

If you do not have access, you’ll see a banner which tells you it is a premium resource. Talk to your 
SLT if you would like to unlock this resource for your school or college. 

 

 

5.3 Challenge Days 

 
Challenge Days are exciting and engaging way for learners in a class, year group or across the whole 
school or college to reinforce their essential skills, by applying them in a real-life challenge. A 
Challenge Day provides you with annual access to a fully resourced day of activities, which is run by 
your teachers in class and covers all eight of the essential skills.  

Challenge Days provide 5 hours of learning material. All lesson plans are inbuilt into the resource with 
‘Teacher Slides’ before each session to outline key learning outcomes, a session summary, timings 
and resources.  

 

 



5.4 Projects 

Projects are an opportunity to learn and apply three essential skills over an extended project, 
focusing tightly on a couple of steps at a time. Projects are fully resourced with interactive 
components, minimal printing, timetabled and run by teachers over a number of days. 
 
Projects provide over 10 hours of learning material. All lesson plans are inbuilt into the resource with 
‘Teacher Slides’ before each session to outline key learning outcomes, a session summary, timings 
and resources.  

Projects are used by primary schools, some lower KS3 nurture groups and special schools. 

 

          5.5 How to run a Project or Challenge Day 

Both Projects and Challenge Days include teacher instructions within the body of the resource. This 
way there is minimal printing and you have everything you need at your fingertips. When you open the 
resource, you will see a Project Overview and a Preparation Slide. These will give you information 
about the day and any resources you may need. 

 
 

 



Session 1 for Projects and Challenge Days will explore the skills through a series of mini skills 
challenges. For Challenge Days, this can be run before the day or a shorter version focusing on one 
pair of skills can be run on the day.  

Challenge Days can be run over 1 or 2 days, with a year group, multiple year groups or whole school. 

Projects can be run over a few weeks, blocked over a week or extended to run throughout a school 
term. They have been used successfully with extra-curricular clubs as well as in class. All projects 
include the option to visit a local business or to use the built in virtual tour in the classroom.  

Any additional resources that you need for a Project or Challenge Day can be found underneath the 
resource: 

 

 

6. Online Training Modules 

          6.1 What are the online training modules? 

We're pleased to present a variety of training content to help educators build essential skills based 
around the six principles of effective skills teaching. These are perfect for professional development of 
staff. 

          6.2 Where can the online training modules be found? 

The online training modules can be found under ‘Training’ at the top of your dashboard. 

 

 

 

 



7. Webinars 

          7.1 Who are the webinars for? 

The webinars are for any school or college staff on Digital Membership or the Accelerator Programme 
who are interested in building their pupils’ essential skills and deepening their understanding of skills 
education. 

 

          7.2 How do we sign up for the webinars? 

You will receive an email invite to the webinars which will include a link to sign up for the event.  

 

          7.3 What content do the webinars cover? 

The webinars will give practical guidance on getting the most out of your programme. They will 
explore skills in the light of current events, include case studies and host guest speakers. These are 
great opportunities to find out more about the need for essential skills and hear from others in the 
Skills Builder Partnership.  

 

          7.4 How many webinars will there be? 

There will be eight webinars spread throughout the year.  

 

8. Useful Links 

Find out more about the 6 Principles of effective skills teaching through our online training modules: 
https://www.skillsbuilder.org/online-teacher-training 

 

Get a handy downloadable guide to skills teaching with the Skills Builder Education Toolkit: 
https://www.skillsbuilder.org/resources/skills-builder-education-toolkit  

 

Find out more to support pupils with SEND or additional needs with the Skills Builder Inclusion Toolkit: 
https://www.skillsbuilder.org/resources/skills-builder-inclusion-toolkit  

 
Visit the Universal framework page to learn how to build each skill step: 
https://www.skillsbuilder.org/universal-framework/listening  
 
 
Visit the Hub to start building essential skills with your pupils: 
https://hub.skillsbuilder.org/dashboard/  

https://www.skillsbuilder.org/online-teacher-training
https://www.skillsbuilder.org/resources/skills-builder-education-toolkit
https://www.skillsbuilder.org/resources/skills-builder-inclusion-toolkit
https://www.skillsbuilder.org/universal-framework/listening
https://hub.skillsbuilder.org/dashboard/

