Module Code: CSWE III A
Module Name: Intermediate learning strategies
	Course Name: Certificate III in Spoken  and Written English

Module Code CSWE III A

Module Name Intermediate learning strategies

	Module Purpose: This module covers the skills required to develop effective learning strategies.


	A.1 Negotiate and develop a learning/training plan

	1.1 Identify and prioritise long-term and short-tem goals

	1.2 identify current and potential barriers to learning, e.g. family commitments, physical or emotional constraints, cultural difference in learning processes

	1.3 Identify strategies to overcome barriers and to achieve goals, e.g. additional training, effective time management, understanding vocational culture

	1.4 Identify gaps between current skills and future goals

	1.5 discuss and document learning/training plan which takes into account goals, barriers and staregies to support learning

	1.6 Review, negotiate and re-establish learning/training plan

	A.2 Contribute to the formal learning environment

	2.1 contribute to a range of learning activities, e.g. computer-assisted learning, student presentations, project work

	2.2 identify preferred learning styles, e.g. audio, visual

	2.3 Collect and organise class and other learning resources, e.g. portfolio

	2.4 Participate in assessment tasks and seek feedback on performance

	A.3 Demonstrate capacity for independent learning

	3.1 Take responsibility for organising study, both in and out of formal learning environments

	3.2 Develop a range of learning to learn strategies, e.g. build a portfolio, personal dictionary, predict content before listening

	3.3 Accept mistakes and take risks

	3.4 Transfer skills and knowledge learned in a formal learning environment to authentic contexts, e.g. listening to the news

	3.5 Locate, use and assess resources outside the formal learning environment to enhance learning, e.g. access Internet sites and library databases, join social clubs


Module Code: CSWE III B
Module Name: Intermediate listening and speaking skills for casual conversations
	Course Name: Certificate III in Spoken  and Written English

Module Code CSWE III B

Module Name Intermediate listening and speaking skills for casual conversations

	Module Purpose: This module covers the skills required to understand and participate in casual conversations in order to function in community, work and further studies contexts.


	B.1 Demonstrate understanding of a casual conversation with topic changes

	1.1 Identify the context

	1.2 Identify the first topic in the conversation

	1.3 Identify at least 1 other topic in the conversation

	1.4 Identify specific information


	B.2 Participate in a casual conversation with topic changes

	2.1 Participate effectively in a conversation which has at least 2 topic changes

	2.2 Open conversation appropriately using eg; expressions for greeting, questions

	2.3 Sustain dialogue by using appropriate interaction strategies as required, eg take turns, give feedback, seek clarification, ask follow – up questions

	2.4 Manage topic changes

	2.5 Take extended turn, eg; recount events, tell an anecdote, express personal point of view

	2.6 Respond appropriately to a variety of adjacency pairs, eg; question/answer statement/agreement statement/disagreement

	2.7 Close conversation using appropriate pre-closing and closing expressions

	2.8 Use grammatical structures appropriate to setting and register

	2.9 Use some common idiomatic expressions accurately

	2.10 Pronounce key vocabulary and utterances with sufficient sound clarity and stress to be intelligible to the interlocutor, or to respond to requests for clarification

	2.11 Use pausing, stress and intonation to communicate meaning


Module Code: CSWE III C
Module Name: Intermediate listening and speaking skills for negotiating complex exchanges
	Course Name: Certificate III in Spoken  and Written English

Module Code CSWE III C
Module Name Intermediate listening and speaking skills for negotiating complex exchanges

	Module Purpose: This module covers the skills required to enable effective verbal exchange at a complex level.


	C.1 Demonstrate understanding of a complex spoken exchange

	1.1 Identify topic

	1.2 Identify both speakers’ positions

	1.3 Identify specific information

	C.2 Negotiate a complex spoken exchange

	2.1 Negotiate a complex exchange effectively.  

	2.2 Open exchange appropriately

	2.3 use appropriate strategies to negotiate exchange, e.g. confirm/give feedback, request clarification/repetition

	2.4 Substantiate reasons/arguments

	2.5 Request information/goods/services

	2.6 Provide information

	2.7 Close exchange appropriately

	2.8 Use grammatical structures appropriately, e.g. model verbs to express appropriate formality, interrogative structures

	2.9 use vocabulary appropriate to setting and register

	2.10 pronounce key vocabulary and utterances with sufficient sound clarity and stress to be intelligible to the interlocutor, or respond to requests for clarification

	2.11 Use pausing, stress and intonation to communicate meaning


Module Code: CSWE III D
Module Name: Intermediate listening and speaking skills for interviews
	Course Name: Certificate III in Spoken  and Written English

Module Code CSWE III D

Module Name Intermediate listening and speaking skills for interviews 

	Module Purpose: This module covers the skills required to understand and participate in interviews in order to function in community, work and further studies contexts.  They may include interviews for employment or study options.


	D.1 Demonstrate understanding of an interview

	1.1 Identify purpose

	1.2 Demonstrate understanding of questions

	1.3 Demonstrate understanding of specific information

	D.2 Participate in an interview

	2.1 Participate effectively in an interview

	2.2 Respond appropriately to each stage of the interview, e.g. opening, requests for information, closing

	2.3 Answer questions appropriately, e.g. skills and experience

	2.4 Ask appropriate questions, e.g. pay and conditions

	2.5 Use appropriate interaction strategies e.g. ask for repetition, indicate comprehension, respond to topic shifts, confirm and clarify

	2.6 Use grammatical structures appropriate to setting and register, e.g. a range of tenses, modality

	2.7 Use appropriate technical vocabulary

	2.8 Pronounce key vocabulary and utterances with sufficient sound clarity and stress to be intelligible to the interlocutor, or to respond to requests for clarification

	2.9 Use some common idiomatic expressions accurately


Module Code: CSWE III E
Module Name: Intermediate listening and speaking skills for presenting information
	Course Name: Certificate III in Spoken  and Written English

Module Code CSWE III E

Module Name Intermediate listening and speaking skills for presenting information 

	Module Purpose: This module covers the skills required to understand and participate in oral presentations in order to function in community, work and further studies contexts.  They may include presentations for employment or study options.


	E.1 Demonstrate understanding of  spoken information text/oral presentation/media interview

	1.1 Identify topic

	1.2 Identify main ideas

	1.3 Identify specific information which supports or elaborates on main ideas, e.g. supporting statements, facts, arguments

	E.2 Deliver a short spoken presentation

	2.1 Deliver a well-structured, coherent oral presentation of 3-6 minutes duration

	2.2 Use appropriate staging, e.g. talk is structured with clear sequence of introduction, content and conclusion

	2.3 Deliver clear facts, statements or viewpoint with substantiation as required

	2.4 Link main ideas in talk logically and cohesively

	2.5 Respond to questions appropriately

	2.6 Use visual aids to support presentation appropriately, if required

	2.6 Use grammatical structures, e.g. structure phrases and clauses to reflect appropriate level of formality

	2.8 Use appropriate vocabulary

	2.9 Pronounce key vocabulary and utterances with sufficient sound clarity and stress to be intelligible to the interlocutor

	2.10 Use pausing, stress and intonation to communicate meaning


Module Code: CSWE III F
Module Name: Intermediate listening and speaking skills for discussions
	Course Name: Certificate III in Spoken  and Written English

Module Code CSWE III F
Module Name Intermediate listening and speaking skills for discussions 

	Module Purpose: This module covers the skills required to understand and participate in discussions in order to function in community, work and further studies contexts.  They may include discussions at a place of employment or social interaction


	F.1 Demonstrate understanding of a spoken discussion

	1.1 Identify topic

	1.2  Identify the speaker’s viewpoints

	1.3  Identify supporting evidence which supports speakers’ viewpoints

	F.2 Participate in a discussion

	2.1 Participate effectively in a discussion

	2.2 Express a viewpoint and substantiate viewpoint with supporting evidence, agree/disagree

	2.3 Use appropriate interactive strategies to sustain discussion, e.g. provide feedback, seek clarification

	2.4 Use vocabulary and grammatical structures appropriate to setting and register

	2.5 Pronounce key vocabulary and utterances with sufficient sound clarity and stress to be intelligible to the interlocutor, or to respond to requests for clarification

	2.6 use pausing, stress and intonation to communicate meaning


Module Code: CSWE III G
Module Name: Intermediate listening and speaking skills for complex discussion
	Course Name: Certificate III in Spoken  and Written English

Module Code CSWE III G
Module Name Intermediate listening and speaking skills for complex discussions 

	Module Purpose: This module covers the skills required to demonstrate ability to derive meaning from a range of oral texts.


	G.1 Demonstrate understanding of a spoken discussion

	1.1 Identify topic

	1.2  Identify the speaker’s viewpoints

	1.3  Identify supporting evidence which supports speakers’ viewpoints


Module Code: CSWE III H
Module Name: Intermediate reading skills for information texts
	Course Name: Certificate III in Spoken  and Written English

Module Code CSWE III H
Module Name Intermediate reading skills for information texts 

	Module Purpose: This module covers the skills required to understand a range of texts.  They may include fiction and non fiction.


	H.1 Demonstrate understanding of a complex written information text

	1.1 Identify topic

	1.2 Demonstrate understanding of main information

	1.3  Demonstrate understanding of key facts that support main information

	H.2 Demonstrate understanding of complex written instructions

	2.1 Identify topic

	2.2 Demonstrate understanding of actions required and sequence, if appropriate

	2.3 Demonstrate understanding of grammatical structures signalling required action

	2.4 Demonstrate understanding of technical vocabulary


. 
 Module Code: CSWE III I
Module Name: Intermediate reading skills for news and current affairs
	Course Name: Certificate III in Spoken  and Written English

Module Code CSWE III I
Module Name Intermediate reading skills for information texts 

	Module Purpose: This module covers the skills required to understand news and current affairs items in order to function in community, work and further studies contexts.  The items may include world, state or local affairs, news and/or items of general interest to the candidate.


	I.1  Demonstrate understanding of a news article.

	1.1 Locate topic through, e.g. web page menu, contents list, search

	1.2 Scan for relevant information e.g. rollover texts, headings, visuals


	I.2  Demonstrate understanding of a news article

	2.1 Demonstrate understanding of headline

	2.2 Identify topic of article

	2.3 Demonstrate understanding of main information in article

	2.4 Demonstrate understanding of details

	2.5 Identify people/organisations referred to in article

	2.6 Demonstrate understanding of information given by sources


	I.3  Interpret visual texts.

	3.1 Identify type of visual text/s e.g. photos with captions, graphs

	3.2 Identify purpose of visual text/s in relation to news article

	3.3 Identify information conveyed in visual text/s

	3.4 Demonstrate understanding of accompanying text, e.g. photo captions


Module Code: CSWE III J
Module Name: Intermediate reading skills for persuasive texts
	Course Name: Certificate III in Spoken  and Written English

Module Code CSWE III J

Module Name Intermediate reading skills for persuasive texts 

	Module Purpose: This module covers the skills required to demonstrate ability to speak confidently in a persuasive and convincing manner. 


	J.1 Critically read an opinion text

	1.1 Identify topic

	1.2  Identify viewpoints in text

	1.3  Demonstrate understanding supporting evidence/information

	1.4 Demonstrate understanding of language features which support viewpoint/s e.g. attitudinal lexis


	J.2 Interpret an advertisement

	2.1 Identify main topic

	2.2  Locate specific information given in advertisement

	2.3  Interpret persuasive devices


Module Code: CSWE III K
Module Name: Intermediate reading skills for fictional and non-fictional stories
	Course Name: Certificate III in Spoken  and Written English

Module Code CSWE III K
Module Name Intermediate reading skills for fictional and non-fictional stories

	Module Purpose This module covers the skills required to comprehend fictional and non-fictional stores.  They may included texts related to employment or pleasure.


	K.1 Demonstrate understanding of a biography/autobiography

	1.1 Demonstrate understanding of participant/s and context/s

	1.2 Demonstrate understanding of events and their details

	1.3 Demonstrate understanding of vocabulary, e.g. attitudinal, descriptive lexis 

	K.2  Demonstrate understanding of a narrative.

	2.1 Demonstrate understanding of topic/participant/s

	2.2 Demonstrate understanding of events and their details

	2.3 Identify complication/s of problem/s and their resolution

	2.4 Demonstrate understanding of vocabulary, e.g. attitudinal, descriptive lexis


Module Code: CSWE III L
Module Name: Intermediate writing skills for complex documents
	Course Name: Certificate III in Spoken  and Written English

Module Code CSWE III L

Module Name Intermediate writing skills for fictional and non-fictional stories

	Module Purpose: This module covers the skills required to read and gain meaning from a range of familiar and some unfamiliar text types. 


	L.1  Write a formal letter / email

	1.1 Plan and write a coherent 120-150 word formal letter/email

	1.2 use conventional layout, e.g. address, date for letter, subject line for email

	1.3 Stage text appropriately e.g. introduction, points and elaboration, concluding statement

	1.4 Write paragraphs which clearly express objective information about topic

	1.5 Provide information/supporting evidence, request action

	1.6 use grammatical structures appropriate to formal language, e.g. some use of passive, nominalisation and dependent clauses

	1.7 Use vocabulary appropriate to formal setting and register

	1.8 Use punctuation to support meaning

	1.9 Spell most words accurately

	1.10 Produce typed or legible handwritten text

	L.2  Complete a complex formatted text

	2.1 Complete form correctly

	2.2 Respond appropriately to instructions and questions

	2.3 Provide required information using appropriate vocabulary and grammar

	2.4 Write numerical information correctly and completely in appropriate space

	2.5 Spell most words accurately

	2.6 Produce typed or legible handwritten text


Module Code: CSWE III M
Module Name: Intermediate writing skills for reports
	Course Name: Certificate III in Spoken  and Written English

Module Code CSWE III M
Module Name Intermediate writing skills for reports

	Module Purpose: This module covers the skills required to write reports 


	M.1 - Prepare to write a report

	1.1 Identify topic

	1.2 Research topic and make notes

	1.3 Write a report plan organising content according to report structure, i.e., general statement, body, conclusion, optical recommendation

	M.2 - Write a report.

	2.1 Write a coherent report of approximately 300 words or more

	2.2 Stage text appropriately, e.g. introduction with general statement or aspects covered in report, ody, conclusion, optional recommendations

	2.3 Organise information in body of report into categories with headings

	2.4 Write coherent paragraphs containing clearly organised information

	2.5 use appropriate layout, e.g. numbering and bulleted points

	2.6 Link ideas using reference and conjunctions, e.g. although, while, if

	2.7 Use grammar appropriate to level of formality and technicality of reports, e.g. some passive forms, noun groups, simple present tense, dependent clauses

	2.8 Use appropriate vocabulary for context, e.g. workplace-specific vocabulary

	2.9 Use punctuation to support meaning

	2.10 Spell most words accurately


Module Code: CSWE III N
Module Name: Intermediate writing skills for narratives
	Course Name: Certificate III in Spoken  and Written English

Module Code CSWE III N

Module Name Intermediate writing skills for narratives

	Module Purpose: This module covers the skills required to write narrative text 


	N.1 - Prepare to write a narrative.

	1.1 Identify topic

	1.2 Write a plan of a narrative organising content according to narrative structure, e.g. orientation, complication, optional evaluation, resolution, and optional coda

	N.2 – Write a narrative

	2.1 Write a coherent narrative of approximately 300 words or more

	2.2 Structure text appropriately, e.g. orientation, complication, optional evaluation, resolution, optional coda

	2.3 Organise content into cohesive clauses, sentences and paragraphs

	2.4 Use cohesive devices appropriate to a narrative e.g. conjunction, theme, reference

	2.5 use appropriate past-tense verbs

	2.6 Use descriptive and evaluative language, e.g. adjectives, adverbs, simile, metaphor to describe people, places and things

	2.7 Spell most words accurately

	2.8 use punctuation to support meaning

	2.9 Produce typed or legible handwritten text


Module Code: CSWE III O
Module Name: Intermediate writing skills for expositions
	Course Name: Certificate III in Spoken  and Written English

Module Code CSWE III O

Module Name Intermediate writing skills for expositions

	Module Purpose: This module covers the skills required to write explanations of text  


	O.1 - Prepare to write an exposition..

	1.1 Identify topic

	1.2 Research topic and write notes

	1.3 Write a plan organising content according to exposition structure, e.g. statement of position, series of arguments, restatement of position

	O.2 – Write an exposition

	2.1 Write a coherent exposition of approximately 300 words or more

	2.2 Structure text appropriately e.g. statement of position, series of arguments to support position, restatement of position

	2.3 Use explanation/description/evidence to support arguments

	2.4 Use linking devices to develop expositions, e.g. first, in addition

	2.5 Use topic sentences to focus on and organise arguments within paragraphs

	2.6 Use appropriate conjunctive links showing reasons and conditions

	2.7 use grammatical structures of appropriate complexity in order to develop exposition e,g some use of modal verbs, conditional clauses, dependent clauses, nominalisation

	2.8 Use attitudinal lexis and persuasive language to support argument e.g. It is obvious that…, It seems that

	2.9 Use punctuation to support meaning

	2.10 Spell most words accurately

	2.11 Produce typed or legible handwritten text


Module Code: CSWE III P
Module Name: Intermediate writing skills for discussions
	Course Name: Certificate III in Spoken  and Written English

Module Code CSWE III P
Module Name Intermediate writing skills for discussions

	Module Purpose: This module covers the skills required to write documents for further discussion  


	P.1 -.Prepare to write a discussion

	1.1 Identify topic

	1.2 Research topic and write notes

	1.3 Write a plan organising content according discussion structure, e.g. introduction, arguments for and against, conclusion

	P.2 – Write a discussion

	2.1 Write a coherent discussion of approximately 300 words or more

	2.2 Structure text appropriately e.g. introduction, arguments for and against, conclusion

	2.3 Use explanation/description/evidence to support arguments

	2.4 Use linking devices to develop discussion, e.g. on the other hand, in conclusion

	2.5 Use topic sentences to focus on and organise arguments within paragraphs

	2.6 Use appropriate conjunctive links e.g. to compare and contrast

	2.7 use grammatical structures of appropriate complexity in order to develop the discussion e,g use some modality, complex clauses, nominalisation, dependent clauses

	2.8 Use vocabulary appropriate for presenting different points of view

	2.9 Use punctuation to support meaning

	2.10 Spell most words accurately

	2.11 Produce typed or legible handwritten text


Module Code: CSWE III Q
Module Name: Intermediate writing skills for résumés 
	Course Name: Certificate III in Spoken  and Written English

Module Code CSWE III Q

Module Name Intermediate writing skills for résumés 

	Module Purpose: This module covers the skills required to identify appropriate résumé formats, complete a simple résumé and write a covering letter in response to a job advertisement.


	P.1 -.Write a Resume 

	1.1 Select appropriate résumé structure and format

	1.2 Write a resume of one or more pages 

	1.3 Write about self appropriately – eg. Education, training skills and employment history

	1.4 Date information appropriately and consistently

	1.5 Use appropriate grammatical structure, e.g. Assistant Manager in

	1.6  Use appropriate technical and work-related vocabulary to describe education training skills and employment history

	1.7 Use accurate spelling

	P.2 – Write covering letter

	2.1  Plan and Write a coherent covering letter appropriate to advertised position

	2.2 Use appropriate layout – e.g. address, date, salutation, job reference

	2.3  Use appropriate staging – e.g. opening outline of skills and experience reference to attached resume closing

	2.4 Outline experience in relation to position sought

	2.5 Write paragraphs and sentences clearly and concisely As outlined in Task Five

	2.6 Use appropriate formal register  

	2.7 Use vocabulary and grammatical structure appropriate to formal language e.g. use passive, extended dependent clauses

	2.8 Use vocabulary appropriate to the occupation As outlined in Task Eight

	2.9 Use punctuation to support meaning As outlined in Task Nine

	2.10 Spell most words accurately


Module Code: CSWE III R
Module Name: Intermediate numeracy skills for multiple-step calculations and measurements in everyday contexts
	Course Name: Certificate III in Spoken  and Written English

Module Code CSWE III R

Module Name Intermediate numeracy skills for multiple-step calculations and measurements in everyday contexts

	Module Purpose: This module covers the skills required to calculate and measure everyday objects


	R.1 -. Carry out multiple-step calculations

	1.1 Solve problems which require selecting more than one operation

	1.2 Perform tasks which require an understanding of rate, e.g. litres per kilometre, dollars per metre

	1.3 Perform tasks which require an understanding of ratio, e.g. by mixing ingredients in correct portions

	1.4 Calculate and convert between decimals, percentages and fractions

	1.5 Make estimates and check against calculations

	R.2 – Apply measurement techniques to problem solving

	2.1 Select and use appropriate units and notations for measuring relative rates and quantities, e.g. speed, electricity, water consumption, telephone rates, perimeter, area

	2.2 Estimate, calculate and compare distance, times, costs etc. using simple rates, e.g. average speed, cost of quantities per metre

	2.3 Perform addition, subtraction and multiplication or measurement in relevant situations

	2.4 Convert between metric units, e.g. mm to cm, m to km ml. to L, mg to g and kg

	2.5 Select appropriate measuring instruments to read scales accurately and estimate between given graduations


Module Code: CSWE III S
Module Name: Intermediate numeracy skills for working with space and shapes in everyday contexts

	Course Name: Certificate III in Spoken  and Written English

Module Code CSWE III S

Module Name 

	Module Purpose: This module covers the skills required to work with space and shapes in everyday contexts


	S.1 -. Construct a graph, table or chart to represent data

	1.1 Collate data

	1.2 Select appropriate graphical representation e.g. line graph, pie chart

	1.3 Manually or with computer software create graphical representation

	S.2 – Interpret complex maps/plans

	2.1 Use scale to calculate distance between points

	2.2 Identify direction through compass points and degrees if required

	2.3 Measure angles by using a protractor and/or direction compass

	2.4 Describe location in terms of coordinates

	2.5 use key/symbols to identify features in map/plan
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