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1. Introduction
The workplace demands an ability to read a wide variety of texts, such as:

read and understand health and safety information

read instructions, emails, forms, plans and diagrams

find and read information from operating manuals

read reports and technical documents

read timetables, maps, charts and other graphical information

read staff information on posters, leaflets and newsletters

use reference skills to find and sort information

use the Internet

There is a range of research that identifies reading for pleasure, or activities related to it,
as crucial in the development of reading skills. Reading fiction can help us understand
character, to differentiate between fact and opinion and “see through” persuasive writing.
It can help with empathy and understanding others’ viewpoints. Reading for pleasure can
also help to motivate individuals to read, and persist in their reading. These important
skills can be easily transferred into the workplace.

Reading groups offer union members an opportunity to develop their skills in reading,
writing and speaking in a group. UNISON's Skilled for Work Report 2011 outlines findings
from a large-scale survey that examined the attitude and confidence of members in
relation to literacy, numeracy and computer skills. It showed that 89% of respondents find
it very easy to read short documents, although this drops to 59%for reading long
documents. It also found that 1 in 8 members find speaking in a group difficult. The
survey revealed an appetite for learning as a quarter of respondents stated they would like
to improve their literacy skills.

This toolkit is for Union Learning Reps (ULRs) who want to start a Quick Reads Reading
Group in their workplace. It includes hints and tips on getting started, facilitating sessions
and evaluating your group.

A Quick Reads Reading Group is a social activity to meet other people, share ideas and
build relationships. It also has great potential to improve morale at work and can develop
job-related skills such as:

reading and speaking in a group

creative, independent and critical thinking

the ability to question, read between the lines and compare and contrast information

‘I like the ease of reading things
quickly in my busy life and moving on
to the next. Great for my busy staff!’



All quotes are from learners who contributed to NIACE’s Quick Reads Evaluation 2011

2. Why Quick Reads?
Many adults don’t see themselves as readers and out of 23 million adults (CBI 2008) in
work in England, three million have low levels of literacy. Quick Reads are bite-sized books
specially written by bestselling writers and celebrities using short sentences and clear
language. They are ideal for less confident readers who may be daunted by longer texts,
people who have given up the reading habit and those who feel too busy and exhausted
to find time to read longer texts.

3. Getting started
As a ULR, you have a key role to play in supporting colleagues to learn formally and
informally. You can negotiate with your employer to get a Quick Reads Reading Group
started. They can help in a number of ways:

publicise the group through company magazines and newsletters

buy sets of books to use

offer a place to meet

offer some time off to attend the group

You can talk to your colleagues to get as many people as possible involved in spreading the
message. Word of mouth is always best as people may need personal encouragement. You
can publicise your group through posters, flyers and texts. You can also think about other
hooks such as competitions, quizzes, setting up a book display or inviting in a guest speaker.
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‘ A lot of staff in my workplace didn't
read at all, but these books have
helped six or so of them start to read
books following their enjoyment of a
Quick Read.’

‘ Whether we love it or hate it, work
has a huge impact on our lives. Life's
Too Short by Val McDermid contains
real life stories about life at work.’

Unions have been instrumental in encouraging the use of Quick Reads
in workplaces. In a survey of workplace representatives covering over 21,000
people using Quick Reads:

82% reported staff felt encouraged to read in their free time

70% said that Quick Reads have encouraged staff to try other kinds of learning

68% noted positive changes in staff attitude and behaviour

Over 60% found staff now read for pleasure (and read different books)

All quotes are from learners who contributed to NIACE’s Quick Reads Evaluation 2011
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Before you start, use the checklist below to help you.

Checklist

� Have I got support from my employer - is there a learning agreement?

� Have I got a minimum number of people to agree to come along?

� Do I know how to contact them?

� Have I got enough books for everyone?

� Have I secured a suitable room to use with comfortable chairs?

� Have I considered access to refreshments?

� Have I consulted on what date and time is most suitable for everyone?

� Have I got a plan for the first session including a warm-up activity? (See page 6).

� Have I got a record-keeping plan?

4. Organising your first meeting
If your workplace has more than one site, think about where is best to meet, you may also
consider using social networking sites for people to keep in touch. Use the first meeting to
decide which book to read first and how the group will operate. Agree some rules.
Depending on your setting, you can do this with a flipchart and put it on the wall or just
agree some informal rules but it will be helpful to take some notes just in case you need to
refer to them at a later date.

Here is an example.

Reading group guidelines

How shall we pick titles?

Do we all want to read the same title or swap views on different books?

Everyone’s view is valid and should be respected.

Don’t interrupt or talk over people

Lateness – informal or punctual?

Comfort and refreshment breaks

Still come along even if you haven’t read the book

Is it ok for the facilitator to text you to come along?

All quotes are from learners who contributed to NIACE’s Quick Reads Evaluation 2011

‘In our Distribution Centre, we have a
"Quick Reads Corner" in the staff
canteen. This is used on a daily basis by
all members of staff and management.’
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A Quick Reads Reading Group can be an opportunity to change attitudes and reading
habits! You can use the first meeting to get to know each other and find out about
attitudes to reading. Give out the following checklist and ask people to compare with the
person next to them. Use to stimulate a discussion for the whole group.

Attitudes to reading checklist Agree Disagree

I love reading

I have favourite authors

I like reading fiction

I like reading non-fiction

I only read on holiday

I read occasionally

I have read some Quick Reads

I would like to read for pleasure but I don’t know what to pick

I read things I have to but not for pleasure

I don’t have time to read

I find a lot of texts difficult to read

I find jargon and/or long words off-putting

I fall asleep if I read

Other...

(please tick a box)

All quotes are from learners who contributed to NIACE’s Quick Reads Evaluation 2011
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5. Facilitating a Quick Reads Reading Group
It’s likely that you will get a core group of people who come along regularly and have
other members who find this more difficult. It’s really important to make people feel that
they are always welcome even if they have missed a few sessions as otherwise they may
feel reluctant to return.

Warm-up activities

Passion Swap. Divide the group into two and give each group an egg timer. Each person
takes a turn to talk about something they feel passionate about until the egg timer
runs out.

Word association. Start with a word or phrase e.g. ‘Detective stories’ or ‘romantic
fiction’ and ask each person to respond with one or two words and see where it leads!

Talk about why and how we choose books.

Talk about what you generally read and why – include newspapers and magazines.

In pairs, ask people to discuss their current reading habits.

Some Quick Reads are biographies, for example, Kerry Katona, Colin Jackson and Scott
Quinell. How many books or films about someone’s life have people read/watched or
heard of? – discuss what makes them interesting.

Put together a list of five or six opening sentences from well-known books from
www.openingsentences.com and discuss what makes them effective. Do the same for
Quick Reads or ask people to bring along theirs from books, newspapers or magazines.

After the warm-up activity, you can encourage participants to remind each other about
the book and conversations from the previous session, “What can anyone tell us about this
story?”, “What themes have we already discussed?” Always encourage different views,
“What do others think?” “Does anyone have a different view?” Wait time is important as
some people take longer to think through their responses or ideas – don’t be tempted to
fill the silence but allow pause for thought.

People may talk about other books they have read, television programmes or films they
have watched or their own life experiences. Encourage this. The conversation doesn’t have
to stick rigidly to the book. Here are some suggested themes for discussions:

How important was the plot?

What messages are in the book?

Discuss the characters – were they believable and could you relate to them?

How important was the setting to the story?

Are the themes timeless?

Personal reactions – what did you like or not like about the book?

You can find lots of resources to help you at www.quickreads.org.uk/resources
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6. Evaluating and sustaining a group
Keep records including brief quantitative data on attendance and the books you have read
and titles people are most interested in. You can also collect some qualitative data, for
example, if attending the group has impacted on how colleagues do their jobs. Positive
quotes may help garner more support from your employer.

Every six weeks or so, carry out a brief evaluation either written or as a discussion and take
some notes. Include:

What have you most enjoyed about the Quick Reads Reading Group?

What have you least enjoyed?

Has it changed your reading behaviour or your attitude to reading?
If yes, describe.

Has the Quick Reads Reading Group improved your self-confidence at home or work?
If yes, describe.

Have you got any suggestions to improve the group?
If yes, describe.

You can use the information to improve your Quick Reads Reading Group and quotes will help
you with publicity to attract more participants. Share any positive stories with your employer
to maintain their support.

Keep an interest in the group by having a display of Quick Reads in a prominent area with a
poster advertising the Reading Group – update regularly to maintain interest.
You can order a Quick Reads Workplace Pack including 48 Quick Reads titles and a display
stand to support your activities from www.quickreads.org.uk/resources

Encourage participants to spread the word and bring along friends, family or work colleagues.
At some point, your group may want to start reading other books, go to:
www.readingagency.org.uk/findaread/ to find other accessible titles.

Other ideas to keep the group fresh are:

Introduce a Book Review board where readers post their comments

Start a Twitter group - guidance is included in this toolkit

Invite a VIP guest along to your group

Arrange library visits and bookshop visits

Send in reviews to: www.quickreads.org.uk/reviews

Hold a Six Book Challenge www.sixbookchallenge.org.uk

All quotes are from learners who contributed to NIACE’s Quick Reads Evaluation 2011
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Use Twitter to keep up to date with our news, by finding and following @Quick_Reads.

Make sure you type @Quick_Reads in your tweet. It’s also a good idea to find and follow
local colleges, libraries, learning providers and so on. This will help you find out how others
are using Quick Reads and can become a way of sharing learner stories and Quick Reads
anecdotes.

Many Quick Reads authors are also on Twitter. To interact with them, find them by typing
their name into the ‘search’ box. To get you started, here are a few we’ve found:

Cathy Glass: CathyGlassUK

Sheila O’Flanagan: sheilaoflanagan

Lucy Cavendish: lucycavi

Lola Jaye: LolaJaye

Adele Parks: adeleparks

Alexander McCall Smith: McCallSmith

Tony Parsons: TonyParsonsUK

James Caan: jamescaanonlin

There’s plenty more help for using Twitter on tweeternet. For a more in depth and
advanced guide on using Twitter and its related applications, try The Ultimate Guide for
Everything Twitter. www.webdesignerdepot.com/2009/03/the-ultimate-guide-for-
everything-twitter/

9
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7. Quick Reads Book Review
Create a book review notice board

You can create a book review notice board at your place of work
and inspire colleagues to post reviews.

Or send in a review to www.quickreads.org.uk/reviews

Title of book ...........................................................................................

Describe the book in one sentence ....................................................................
...................................................................................................................................................

.........................................................................................................................................................
.............................................................................

One reason why you think others should read this book ................................................
............................................................................................................................................................
......................................................................................................................................................

......................................................................

One thing you did not like about this book ...........................................
................................................................................................................

...........................................................................................
..........................................................



Quick Reads Reading Group for Union Members

Certificate of Participation

This is to certify that:

Has taken part as a member of the Quick Reads Reading Group at:

Date:

In partnership with:

Please note Quick Reads are written for adult readers.
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9. Case studies
‘It’s a hot crowded train. Helen and Kerm are jammed together in a crowded carriage.
Then noisy school kids fill the train – and three of them are about to cause a whole heap of
trouble. Catching a train? Read Strangers on the 16.02 and you’ll never feel the same way
about your fellow passengers again.’ Strangers on the 16:02 by Priya Basil

Norwich City College
Staff from Norwich City College have formed a Quick Reads Reading Group and are
reading Strangers on the 16:02 by Priya Basil. The group includes a student advisor,
administrator, teacher, helpdesk advisor and admissions clerk. Meeting from all corners of
the college, the venue has been carefully chosen to ensure it’s easy for everyone to meet.
Many are already readers and have belonged to other book groups but they love Quick
Reads as they can read them rapidly to fit in with busy lives.

The Union Learning Rep emailed a wider group of UNISON members and it just happened
that only workers from one site responded, in time it may become a wider group operating
across different organisations in the region. The group meets once a month and have a
variety of reasons for joining. Some wanted to meet new people and others just thought
they would give it a try. The group has meant that members of UNISON have got to know
different colleagues who they wouldn’t normally come into contact with and the group
has helped to promote the union in a new way. The group shows members a new side to
trade unions and the role of UNISON, most were not aware of UNISON’s role in learning.
Members have formed new friendships and the ULR, who facilitates the group, hopes to
encourage the group to go out and find other members in their workplace to join.

Quick Reads reader, Anne Reeder
As a child, Ann Reeder, moved around the
country with her family so often that she
never got a grounding of the basic skills in
education. It was so tough that, for several
decades, she basically gave up on education.
Ann is a Cleaner at De Montfort University
and has worked there for 23 years. “My
Union Learning Representative encouraged
me to sign up for an English course, it was
the best thing that I did!” exclaimed Ann.

Ann’s confidence was so bolstered that she joined the Six Book Challenge and caught up
on years of missed reading with Quick Reads. Improving her English has helped Ann to
understand a lot more about things that many others take for granted.

“Work wise, I now understand more and do not have to keep asking questions. I want to go
on and do more and more. For example, I can now read recipes and so I can bake cakes but
I have a problem with weighing and quantities so I would like to go on to do Maths”

“I am not a naturally confident person but I am very proud of what I have achieved.”

All quotes are from learners who contributed to NIACE’s Quick Reads Evaluation 2011
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Since their launch in 2006, over 70 Quick Reads have been published. Below is a list of Quick Reads
titles that are available, many of them can be bought from both high-street and online book sellers.
Some titles are now out of print but can be found in your local library.
Patrick Augustus Don't Make Me Laugh Xpress (2006) 9781902934464
Linwood Barclay Clouded Vision Orion (2011) 9781409121251
Priya Basil Strangers on the 16:02 Transworld (2011) 9780552777056
Maeve Binchy Star Sullivan Orion (2006) 9780752879543
Maeve Binchy Full House Orion (2012) 9781409136613
John Bird How To Change Your Life In 7 Steps Random House (2006) 9780091907037
John Bird The Ten Keys to Success Ebury (2008) 9780091923600
John Boyne The Dare Black Swan (2009) 9780552775298
Richard Branson Screw It, Let's Do It Virgin (2006) 9780753510995
James Caan Get the Life You Really Want Penguin (2012) 9780241958780
Camelot WeWon the Lottery: Real-life Winner Stories Accent Press (2010) 9781907016110
Alan Carr Burning Ambition Penguin (2007) 9780141030302
Lucy Cavendish Jack and Jill Penguin (2011) 9780718157487
Rowan Coleman WomanWalks Into A Bar Random House (2006) 9780099492283
Catrin Collier Black-Eyed Devils Accent Press (2009) 9781906373610
Josephine Cox Girl on the Platform Harper Collins (2008) 9780007270088
Hunter Davies I Love Football Hodder Headline (2006) 9780755314706
Dragons' Den Dragons' Den: Your Road to Success Collins (2009) 9780007299331
Terrance Dicks Doctor Who: Made of Steel BBC Books (2007) 9781846072048
Terrance Dicks Doctor Who: Revenge of the Juddoon BBC Books (2008) 9781846073724
Bernardine Evaristo Hello Mum Penguin (2010) 9780141044385
Vanessa Feltz (editor) RaW Voices of Hardship and Hope BBC Books (2008) 9781846074462
John Francome Winner Takes All Hodder Headline (2006) 9780755329489
Mike Gale Men at Work Hodder (2011) 9781444711776
Adele Geras Lily Orion (2007) 9780752882246
Cathy Glass My Dad's a Policeman HarperCollins (2011) 9780007374755
Alvin Hall Money Magic Hodder Headline (2010) 9780340998502
Rolf Harris Buster Fleabags Transworld (2010) 9780552160599
Sherrie Hewson The Tannery PanMacmillan (2009) 9780330464345
Tom Holland The Poison in the Blood TimeWarner (2006) 9780349119649
Tom Holt Someone Like Me TimeWarner (2006) 9781841494463
Conn Iggulden Blackwater Harper Collins (2006) 9780007221660
Conn Iggulden Quantum of Tweed: The Man with the Stolen Gun Harper Collins (2012) 9780007455980
Colin Jackson Life's New Hurdles Accent Press (2008) 9781906125936
Peter James The Perfect Murder Macmillan (2010) 9780330507851
Lola Jaye Reaching for the Stars Harper Collins (2009) 9780007297184
Terry Jones Trouble on the Heath Accent Press (2011) 9781907726200
Kerry Katona Survive theWorst and Aim for the Best RH (2007) 9780091917548
Cathy Kelly The Perfect Holiday Harper Collins (2010) 9780007331444
Lynda La Plante The Little One Simon & Schuster (2012) 9780857209207
Premier League, Mick Dennis The Team Transworld (2006) 9780552153720
Maureen Lee A Dream Come True Orion (2007) 9780752882390
Maureen Lee Amy's Diary Orion (2012) 9781409137382
Damien Lewis Desert Claw Random House (2006) 9780099493532
Alexander McCall - Smith The Cleverness of Ladies Little, Brown (2012) 9780349000282
Val McDermid Cleanskin Harper Collins (2006) 9780007216727
Val McDermid (editor) Life's Too Short Transworld (2010) 9780553825138
AndyMcNab The Grey Man Transworld (2006) 9780552154338

Transworld (2007) 9780552155984
AndyMcNab Last Night Another Soldier Transworld (2010) 9780552161688
Kate Mosse The Cave Orion (2009) 9780752884509
Courttia Newland The DyingWish TimeWarner (2006) 9780349119632
Charlie Oatway Tackling Life Transworld (2011) 9780552161787
Sheila O'Flanagan FollowMe Headline (2011) 9780755359318
Gilda O'Neill East End Tales Penguin (2008) 9780141034942
Adele Parks Happy Families Penguin (2008) 9780141034911
Tony Parsons Beyond the Bounty Harper Collins (2012) 9780007449132
James Patterson Bloody Valentine Random House (2011) 9780099556756
Mike Phillips The Name You Once Gave Me Harper Collins (2006) 9780007216710
Gervase Phinn All These Lonely People Penguin (2009) 9780141039923
Scott Quinell The Hardest Test Accent Press (2008) 9781906125950
Gordon Ramsay Humble Pie Harper Collins (2008) 9780007270965
Ian Rankin A Cool Head Orion (2009) 9780752884493
Jacqueline Rayner Doctor Who: The Sontaran Games BBC Books (2009) 9781846076435
Jacqueline Rayner Doctor Who: Magic of the Angels BBC Books (2012) 9781849902861
Matthew Reilly Hell Island PanMacmillan (2006) 9780330442329
Ruth Rendell The Thief Random House (2006) 9780099497882
Justin Richards Doctor Who: Code of the Krillitanes BBC Books/Random House (2010) 9781846079283
Gareth Roberts I Am A Dalek BBC Books (2006) 9780563486480
Chris Ryan One Good Turn RH (2008) 9780099522348
John Simpson Tales from theWar Zone Macmillan (2007) 9780330449991
The Sun The Sun Book of Short Stories Bantam (2007) 9780553818826
Patience Thomson 101Ways to Get Your Child to Read Barrington Stoke (2009) 9781842996713
Ricky Tomlinson Reading My Arse Little, Brown (2007) 9780751539530
Joanna Trollope The Book Boy Bloomsbury (2006) 9780747582113
DannyWallace DannyWallace & The Centre of the Universe Random House (2006) 9780091908942
Minette Walters Chickenfeed PanMacmillan (2006) 9780330440318
AlisonWeir Traitors of the Tower Random House (2010) 9780099542285
Benjamin Zephaniah Kung Fu Trip Bloomsbury (2011) 9781408802908

Fall in love with reading



To join UNISON contact 0845 355 0845 or unison.org.uk/join

For informa#on about courses for Unison members and how to access funding;
h$p://www.unison.org.uk/laos/publica#ons.asp#everyone

UNISON has a na#onal Dealing with Paperwork course which is about speed reading.
It can be delivered on a local basis.

Telephone: 0207 121 5116

Email: learning&organisingenquiries@unison.co.uk
Stock number ACT 195

Further
Information

For informa#on about learning opportuni#es for all union learners plus #ps and tools for
Union Learning Representa#ves visit: www.unionlearn.org.uk


