Page | 30


TAELLN411 
Address adult language, literacy 
and numeracy skills
Instructor Workbook 

[image: ]

[bookmark: _Toc423788]Table of Contents

Table of Contents	2
Candidate Details	3
Assessment – TAELLN411 Address Adult Language, Literacy and Numeracy Skills	3
Competency Record to be completed by Assessor	4
Assessment Conditions	5
Activities	6
Activity 1A	6
Activity 1B	11
Activity 1C	12
Activity 2A	13
Activity 2B	14
Activity 3A	15
Activity 3B	20
Activity 4A	21
Activity 4B	22
Skills and Knowledge Activity	23
Major Activity	27


[bookmark: _Toc423789]Candidate Details
[bookmark: _Toc423790]Assessment – TAELLN411 Address Adult Language, Literacy and Numeracy Skills
The learners must complete the following activities and hand them into you for marking.  This forms part of the learner’s assessment for TAELLN411 Address Adult Language, Literacy and Numeracy Skills. The initial activities are formative - the Major Activity is summative but all should show the learner’s knowledge of the unit. The activities should be completed in a suitable environment, whether that is a classroom, training environment or an appropriate workplace location. 
Name: 		_____________________________________________________________
Address:	_____________________________________________________________
		_____________________________________________________________
Email:		_____________________________________________________________
Employer:	_____________________________________________________________
Declaration
I declare that no part of this assessment has been copied from another person’s work with the exception of where I have listed or referenced documents or work and that no part of this assessment has been written for me by another person.
Signed:		____________________________________________________________
Date:		____________________________________________________________
If activities have been completed as part of a small group or in pairs, details of the learners involved should be provided below;
This activity workbook has been completed by the following persons and we acknowledge that it was a fair team effort where everyone contributed equally to the work completed.  We declare that no part of this assessment has been copied from another person’s work with the exception of where we have listed or referenced documents or work and that no part of this assessment has been written for us by another person.
Learner 1:	____________________________________________________________
Signed:		____________________________________________________________
Learner 2:	____________________________________________________________
Signed:		____________________________________________________________
Learner 3:	____________________________________________________________
Signed:		____________________________________________________________
[bookmark: _Toc423791]Competency Record to be completed by Assessor
Learner Name:		_______________________________________________________
Date of Assessment:	_______________________________________________________
The learner has been assessed as competent in the elements and performance criteria and the evidence has been presented as;
	
	Assessor Initials

	Authentic
	

	Valid
	

	Reliable
	

	Current
	

	Sufficient
	



Learner is deemed: 		COMPETENT		NOT YET COMPETENT    (Please circle)

If not yet competent, date for re-assessment:		____________________________________

Comments from Trainer / Assessor:
__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Assessor Signature:__________________________________________________________________


[bookmark: _Toc423792]Assessment Conditions

Gather evidence to demonstrate consistent performance in conditions that are safe and replicate the workplace. Conditions must be typical of those experienced in the training and assessment environment and include access to:
texts and tasks typically found in the workplace
specialist LLN practitioners for consultation and verification of approaches
training and assessment tools based on the ACSF levels
training package support materials
workplace-specific tools, equipment, materials and industry software packages (where applicable).
Skills must be demonstrated with real vocational learners.
Assessors must satisfy NVR/AQTF assessor requirements.


[bookmark: _Toc423793]Activities
[bookmark: _Toc423794]Activity 1A
	Estimated Time
	40 Minutes

	Objective
	To know and understand the core skills

	Activity
	What are the core skills as defined by the ACSF?
· Learning
· Reading
· Writing
· Oral Communication
· Numeracy

Research
Using the internet, access the https://docs.education.gov.au/node/37095 website and research the core skills. Define each one below, including the levels and any criteria.
Learning

Definition:

· Learning is a purposeful, goal-directed activity, undertaken to achieve objectives that are valued by the learner.
· Learning is an active process of gaining understanding and developing skills. Learners draw on their prior knowledge and experience as they shape meaning.
· Learning is socially constructed, occurring within, and strongly influenced by, context and culture.
· An individual's knowledge and skills are contextualised and do not necessarily transfer neatly from one situation to another without adaptation. Effective transfer requires practice, time and appropriate support.
· Learning does not necessarily occur in a logical, incrementally increasing fashion. Each time individuals take on a new challenge, they are likely to need time, support and resources before their performance improves.
· Learning has cognitive, emotional and social dimensions. Although all individuals learn, not everything that is learned about learning is necessarily positive. Some adults have developed negative perceptions of themselves as learners. This can act as a barrier to further learning, particularly in formal contexts.





	LEARNING INDICATORS BY LEVEL

	Level
	Indicator

	1
	1.01
	Demonstrates some awareness of self as a learner

	

	1.02
	Takes first steps towards developing explicit learning strategies

	2
	2.01
	Demonstrates some awareness of learning strengths and areas of need, and begins to plan and manage the learning process

	

	2.02
	Applies a limited range of learning strategies in structured and familiar contexts

	3
	3.01
	Plans, implements and adjusts processes as required to achieve learning outcomes and begins to seek new challenges

	

	3.02
	Experiments with new learning strategies in familiar contexts and applies some strategies in less familiar contexts

	4
	4.01
	Accepts new learning challenges, explicitly designing, reflecting on and redesigning approaches to learning as an integral part of the process

	

	4.02
	Adapts a range of familiar strategies to new contexts and experiments with new approaches

	5
	5.01
	Self directs learning, actively designing and managing learning processes appropriate to the context

	

	5.02
	Draws on a broad and expanding repertoire of strategies to facilitate personal and professional learning



Reading

Definition:

Drawing on a broad range of theories and research, the Reading core skill recognises the degree to which a reader can:

· articulate a purpose for reading and pose questions that reading may answer
· select texts and locate information appropriate to needs and interests
· draw on, and make connections with, prior knowledge and experience
· use semantic and syntactic cues
· interpret and analyse texts where meaning may be embedded or implicit
· critically evaluate the purpose of a text, examining the relationship between the intended audience and the text, including unstated power relations and positioning of the reader
· reflect on meaning, taking into account the understanding of the world and cultural knowledge presumed by the text, and of the reader's own position in relation to it
· self monitor, drawing on a range of strategies to aid comprehension when meaning is lost.

	READING INDICATORS BY LEVEL

	Level
	Indicator

	1
	1.03
	Identifies personally relevant information and ideas from texts on highly familiar topics

	
	1.04
	Uses a limited range of strategies to locate specific information and construct meaning from explicit and highly familiar texts

	2
	2.03
	Identifies and interprets relevant information and ideas from texts on familiar topics

	
	2.04
	Uses a number of reading strategies to identify and interpret relevant information within familiar text types

	3
	3.03
	Evaluates and integrates information and ideas to construct meaning from a range of familiar, and some unfamiliar, texts and text types

	
	3.04
	Selects and applies a range of reading strategies as appropriate to purpose and text type

	4
	4.03
	Interprets and critically analyses complex texts

	
	4.04
	Applies appropriate strategies to construct meaning from complex texts

	5
	5.03
	Organises, evaluates and critiques ideas and information from a range of complex texts

	
	5.04
	Draws on a broad range of strategies to build and maintain understanding throughout complex texts



Writing

The core skill of Writing recognises the following:

· Writing performance is influenced by whether the writing fulfils its purpose and meets the needs of its intended audience.
· Writing performance at higher levels includes the ability to write for an increasing range of purposes and audiences.
· Writing performance at higher levels incorporates increasing depth of knowledge and skill in writing in specialist areas.

	WRITING INDICATORS BY LEVEL

	Level
	Indicator

	1
	1.05
	Conveys a simple idea, opinion, factual information or message in writing

	
	1.06
	Displays limited vocabulary, grammatical accuracy and understanding of conventions of written text

	2
	2.05
	Conveys intended meaning on familiar topics for a limited range of purposes and audiences

	
	2.06
	Produces familiar text types using simple vocabulary, grammatical structures and conventions

	3
	3.05
	Communicates relationships between ideas and information in a style appropriate to audience and purpose

	
	3.06
	Selects vocabulary, grammatical structures and conventions appropriate to the text

	4
	4.05
	Communicates complex relationships between ideas and information, matching style of writing to purpose and audience

	
	4.06
	Displays knowledge of structure and layout employing broad vocabulary, grammatical structure and conventions appropriate to text

	5
	5.05
	Generates complex written texts, demonstrating control over a broad range of writing styles and purposes

	
	5.06
	Demonstrates sophisticated writing skills by selecting appropriate conventions and stylistic devices to express precise meaning




Oral communication
The core skill of Oral Communication recognises the following:

· that there are a range of ways to interact and that these are determined by audience, context and purpose. Where there are more than two speakers participating in the one conversation, participating effectively becomes more complex and requires each person to draw on an increasing range of communicative strategies. Understanding what strategies to use as both speaker and listener will be determined partly by the medium used for the exchange and partly by accepted patterns or rules that govern the particular form of interaction
· use of register, i.e. various styles of language available for speaking. Choosing the appropriate style depends on the context, purpose, participants, subject matter and channel of communication

	ORAL COMMUNICATION INDICATORS BY LEVEL

	Level
	Indicator

	1
	1.07
	Gives or elicits basic information in a short, simple spoken context

	
	1.08
	Listens for basic information in short, simple oral texts

	2
	2.07
	Uses everyday language to provide information or maintain a conversation in familiar spoken contexts

	
	2.08
	Listens for relevant information in oral texts across familiar contexts

	3
	3.07
	Selects and uses appropriate strategies to establish and maintain spoken communication in familiar and some unfamiliar contexts

	
	3.08
	Derives meaning from a range of oral texts in familiar and some unfamiliar contexts

	4
	4.07
	Demonstrates flexibility in spoken texts by choosing appropriate structures and strategies in a range of contexts

	
	4.08
	Applies appropriate strategies to extract main ideas from oral texts across a range of contexts

	5
	5.07
	Establishes and maintains complex and effective spoken communication in a broad range of contexts

	
	5.08
	Displays depth of understanding of complex oral texts which include multiple and unstated meanings



Numeracy

Numeracy in the ACSF is about using mathematics to make sense of the world and applying mathematics in a context for a social purpose. Numeracy gives meaning to mathematics and mathematics is the tool (the knowledge and skills) to be used efficiently and critically (Johnston 1995, Tout & Schmitt 2002, Gal et al 2009).
Numeracy is concerned with dealing with situations that involve the use and application of a range of mathematical skills and knowledge which arise in the three Domains of Communication: personal and community, workplace and employment, and education and training.
Numeracy involves understanding and applying mathematical skills. It also involves drawing on knowledge of the context in deciding when to use mathematics, extracting the mathematical information from the context and choosing the appropriate mathematics to use. Numeracy requires reflecting on and evaluating the use of the mathematics, and being able to represent and communicate the mathematical results.

	NUMERACY INDICATORS BY LEVEL

	Level
	Indicator

	1
	1.09
	Locates and recognises key mathematical information in simple activities or texts

	
	1.10
	Uses simple mathematical and personal problem solving strategies in highly familiar contexts

	
	1.11
	Uses everyday informal oral language or highly familiar written representation to communicate simple mathematical information

	2
	2.09
	Identifies and comprehends relevant mathematical information in familiar activities or texts

	
	2.10
	Selects and uses appropriate familiar mathematical problem solving strategies to solve problems in familiar contexts

	
	2.11
	Uses informal and some formal oral and written mathematical language and representation to communicate mathematically

	3
	3.09
	Selects and interprets mathematical information that may be partly embedded in a range of familiar, and some less familiar, tasks and texts

	
	3.10
	Selects from and uses a variety of developing mathematical and problem solving strategies in a range of familiar and some less familiar contexts

	
	3.11
	Uses a combination of both informal and formal oral and written mathematical language and representation to communicate mathematically

	4
	4.09
	Extracts and evaluates the mathematical information embedded in a range of tasks and texts

	
	4.10
	Selects from, and applies, an expanding range of mathematical and problem solving strategies in a range of contexts

	
	4.11
	Uses a range of informal and formal oral and written mathematical language and symbols to communicate mathematically

	5
	5.09
	Analyses and synthesises highly embedded mathematical information in a broad range of tasks and texts

	
	5.10
	Selects from, and flexibly applies, a wide range of highly developed mathematical and problem solving strategies and techniques in a broad range of contexts

	
	5.11
	Uses a wide range of mainly formal, and some informal, oral and written mathematical language and representation to communicate mathematically



Source:
https://docs.education.gov.au/node/37095





[bookmark: _Toc423795]Activity 1B
	Estimated Time
	30 Minutes

	Objective
	To identify and analyse the LLN skill requirements essential to workplace performance

	Activity
	Discuss in pairs or small groups;
1. What training environments have you encountered?

· On the job
· Classroom
· Workshops

2. How did you determine the language, literacy and numeracy requirements essential to workplace performance?

Answers will vary but methodology is included below:

Using the ACSF, you can determine your learner’s skill levels. Each Core Skill is broken down into five levels and each level has 2 (3 in Numeracy) Learning Indicators. It is similar to what teacher’s use when marking an assignment or essay as they can compare the indicators to the content of the student’s answers.  

On the next page is an example of the levels used in Reading:

Example for Reading:
	Reading indicators by level

	Level
	Indicator

	1
	1.03
	Identifies personally relevant information and ideas from texts on highly familiar topics

	
	1.04
	Uses a limited range of strategies to locate specific information and construct meaning from explicit and highly familiar texts

	2
	2.03
	Identifies and interprets relevant information and ideas from texts on familiar topics

	
	2.04
	Uses a number of reading strategies to identify and interpret relevant information within familiar text types

	3
	3.03
	Evaluates and integrates information and ideas to construct meaning from a range of familiar, and some unfamiliar, texts and text types

	
	3.04
	Selects and applies a range of reading strategies as appropriate to purpose and text type

	4
	4.03
	Interprets and critically analyses complex texts

	
	4.04
	Applies appropriate strategies to construct meaning from complex texts

	5
	5.03
	Organises, evaluates and critiques ideas and information from a range of complex texts

	
	5.04
	Draws on a broad range of strategies to build and maintain understanding throughout complex texts





[bookmark: _Toc423796]
Activity 1C
	Estimated Time
	30 Minutes

	Objective
	To understand what tools can be used to determine learner’s skills and understand how a variety of issues can influence their needs

	Activity
	1. What tools might you use/have you used to determine learner skills?
[bookmark: _Toc387347422]Validated tools and other sources of information may include:

· Resume
· Assessments 
· Discussions
· Activities
· Any relevant tests
· ACSF Level Indicators
· Information provided by employer
· Tools based on the ACSF 
· Information gained from an LLN specialist, including results from prior assessment







Discuss in pairs or small groups;
2. What different learner’s might you encounter and what may influence their needs? (Past experience can be discussed)

Answers will vary but may include:
· Different learning needs
· Learners from different cultures/backgrounds
· Language barriers
· Learning styles




[bookmark: _Toc423797]Activity 2A
	Estimated Time
	30 Minutes

	Objective
	To understand LLN issues that may be encountered and know who can help

	Activity
	Discuss in pairs or small groups;
What LLN issues might you come across in training? (Past experience can be discussed)
Answers will vary but may include:
· Cultural issues
· Language barriers
· Learning difficulties




Who can help with these issues and how?
Specialist core LLN assistance can include:

· Specialist Numeracy, Literacy and Language Teachers
· Adult Tutors
· WELL (Workplace English Language and Literacy)
· LLNP (Language, Literacy and Numeracy Program)
· AMEP (Adult Migrant English Program)
· Specialist in-house support services 
· Team teaching approaches 
· Mentoring 
· Government and community support services 



[bookmark: _Toc423798]Activity 2B
	Estimated Time
	30 Minutes

	Objective
	To know strategies that can be used to work with LLN Specialists and know the benefits.

	Activity
	Discuss in pairs or small groups;
1. What strategies have you used or encountered to work with LLN Specialists?
Answers will depend on learners

The following information may be useful:

It is important not to overload your learner with too much information at once so it would be a good idea to work with the LLN practitioner to ensure a suitable timetable is established. It may be that you spend 80% of the time with your learner and then they have an intense learning session covering their specialist LLN requirements for 20% of the time. Timetable and intensity will depend entirely on the learner, their needs and their learning style.

As you deliver the training program to your learner, you will need to stay one step behind the LLN specialist as you do not want begin delivering material that the learner does not have the LLN skills to understand. This is why it is important to meet with the LLN specialist regularly to keep up to date with the work they have been doing with the learner. Once the specialist informs you that the learner has LLN skills at the level required for the course you are delivering, you can then go on to assess your learner’s skills and knowledge to establish if they have understood what they have been learning.

2. What benefits are there to working with an LLN Specialist?
Answers will vary but may include:

· Specialist advice and knowledge
· Another perspective on the learner’s needs







[bookmark: _Toc423799]Activity 3A
	Estimated Time
	1 - 2 Hours

	Objective
	Create learning plans, resources and activities for learners with various needs and abilities

	Activity
	Imagine you have two learners on the same training course, both of whom have different levels of the core skills.
TAE learners can choose what levels their 2 ‘learners’ will have using the ACSF Core Skill levels - this way answers will differ allowing for a discussion after. It will also help them to become familiar with the levels.
Using the information on the https://docs.education.gov.au/node/37095 website create a learning plan for both of them, focussing on their different needs. Think about how their learning styles may differ due to their abilities.
Use these questions to guide you:
1. What skills do they have?
2. Which skills need improving?
3. How will you aid improvement?
4. Is there a need for differentiation?
5. Do either of them require specialist support?
6. What issues might there be?
7. What assessments will benefit their learning styles/needs?
8. How will you monitor progress?
9. What resources or materials might you be able to use?
10. Are there any activities that you have used which would be appropriate for these learners?
11. What learning support strategies might you use?
The learning plans can be presented in whichever format suits you, as long as it is accessible to your trainer.
Discuss your learners and their learning plans with the rest of the group. Use this time to share ideas and learn from others’ experience.
Answers will vary between learners, but an example learning plan template is included after this activity suggestions and helpful information have been included below:

1. What skills do they have?
Core skills include:
· Learning
· Reading
· Writing
· Oral communication
· Numeracy 

2. Which skills need improving?

Improvements may refer to (and note levels 1 through 5):
· Learning
· Reading
· Writing
· Oral communication
· Numeracy 

3. How will you aid improvement?

Through:
· [bookmark: _Toc428353288][bookmark: _Toc428353289][bookmark: _Toc428353290]Assessments
· Regular contact
· Feedback

4. Is there a need for differentiation?

Not only will your learner’s have different preferred learning styles but they may also have different learning abilities. Your learner’s skills could be impacted by various learning issues i.e. dyslexia and you will need to take this into account when producing or customising any resources. This is when you need to consider differentiation, especially if you have a group of learners working together.
If you are going to produce class set of resources, you need to ensure they are accessible to all, and if they are not, this is when you will need to customise them for certain individual’s needs. It is important that you approach this with the utmost sensitivity and discretion as you do not want to single out any individuals, making their needs obvious to the rest of the class, leaving them feeling insecure and unequal.

5. Do either of them require specialist support?

Support can include:
· Numeracy, Literacy and Language Practitioners
· Adult Tutors
· WELL (Workplace English Language and Literacy)
· LLNP (Language, Literacy and Numeracy Program)
· AMEP (Adult Migrant English Program)
· Mentor

6. What issues might there be?

[bookmark: _Toc428353273][bookmark: _Toc428353274]Issues you may encounter:
· [bookmark: _Toc428353272]Language
· Confidence issues
· Equality and diversity

7. What assessments will benefit their learning styles/needs?

Assessment methods/materials may include:
· Questions 
· Discussions
· Observations
· Third parties
· Research
· Presentations

8. How will you monitor progress?

May include:
· Assessments
· Meetings 
· Discussions
· Feedback from employer or specialist practitioner
· Phone calls
· Email

9. What resources or materials might you be able to use?

Validated tools and other sources of information may include:
· Resume
· Assessments 
· Discussions
· Activities
· Any relevant tests
· ACSF Level Indicators
· Information provided by employer
· Tools based on the ACSF 
· Information gained from an LLN specialist, including results from prior assessment

10. Are there any activities that you have used which would be appropriate for these learners?

Answers will depend on the level of the learners, but they should determine why activities are suitable for specific learners.

11. What learning support strategies might you use?

Learner Support Strategies can include:
· Demonstrating LLN practices to be learned in a workplace context 
· Using English appropriate for the learner 
· Using audio recording of texts 
· Using video and/or audio material to support the training 
· Providing simplified explanations of underpinning principles and concepts 
· Providing explanations and examples of text types 
· Ensuring that decision-making responsibilities are shared with learners 
· Encouraging use of learners’ personal word lists and dictionaries 
· Mentoring in a learning situation 
· Acknowledging and building on strengths of learners 
· Providing opportunities to discuss, attach importance to, and build on different culturally-based behaviours and values.






	Name: 

	Date: 

	Current skills:



	Level of skills:



	Skills needing improvement:






	Required training:






	Equipment needed:

	Special considerations:






	Learning style/needs:





	Appropriate assessment:

	Methods to monitor  progress:






	Resources/materials required:





	Learning support strategies:











[bookmark: _Toc423800]Activity 3B
	Estimated Time
	30 Minutes

	Objective
	Know how to continuously monitor and evaluate approaches to determine areas for improvement

	Activity
	1. How would you monitor your learner’s improvement?
Answers will vary but may include:
· Regular meetings
· Assessments
· Discussions
· Observations




2. How would you evaluate whether the approaches you had taken were working and what would you do if they weren’t?

Answers will vary but may include:
· Regular meetings
· Assessments
· Discussions
· Observations
· Choose new approaches
· Revaluate the learner’s needs






[bookmark: _Toc364967956][bookmark: _Toc360624731][bookmark: _Toc423801]
Activity 4A
	Estimated Time
	30 Minutes

	Objective
	To understand how to seek feedback on learning support provided and assessment strategies used

	Activity
	Complete the following either as a discussion in pairs or groups or answer the questions individually, if appropriate.
1. How would you seek feedback and who would you seek it from?
Answers will vary but feedback may be sought from;
· The learner
· Management
· Colleagues

2. What skills and knowledge areas, do you feel you would want to gain feedback on?
Answers will vary between learners and their particular situation, and current level of skills and knowledge, but may include:

· Initiative and enterprise skills that contribute to innovative outcomes 
· Planning and organising skills that contribute to long-term and short-term strategic planning 
· Problem-solving skills that contribute to productive outcomes 
· Self-management skills that contribute to employee satisfaction and growth 
· Teamwork skills that contribute to productive working relationships and outcomes 
· Technology skills that contribute to the effective execution of tasks.

3. Are there any areas of learning support and assessment strategies that you would want to gain further knowledge of?
Answers will vary between learners, but they may include:

· Oral assessment
· Written assessment
· Practical assessment
· Observation
· Supporting student transitions
· Augmentative and alternative communication
· Preventing crises
· Community involvement
· Facilitating service access





[bookmark: _Toc423802]Activity 4B
	Estimated Time
	30 Minutes

	Objective
	To understand how to evaluate learning support and assessment strategies used and know how to determine areas for improvement based on evaluation

	Activity
	In pairs, groups or individually, complete the following;
1. What workplace procedures or processes might you need to take into account when evaluating learning support and assessment strategies used?

Answers will vary but could include ethical or legislative requirements, organisational paperwork requirements or discussions/meetings to precede or follow on from evaluation.

2. What areas do you feel could be improved upon in terms of learning support and assessment strategies you currently use or have encountered?

Answers will vary between learners, but they may include:

· Oral assessment
· Written assessment
· Practical assessment
· Observation
· Supporting student transitions
· Augmentative and alternative communication
· Preventing crises
· Community involvement
· Facilitating service access

3. What are the most effective ways for you to determine areas for improvement based on evaluation?

Answers will vary, but may include:
· Through feedback
· Outcomes of learning
· Learner discussion
· Individual learner needs
· Testing knowledge












[bookmark: _Toc423803]Skills and Knowledge Activity
	Estimated Time
	40 Minutes

	Objective
	To provide you with an opportunity to demonstrate your knowledge of the foundation skills, knowledge evidence and performance evidence.

	Activity
	[bookmark: _GoBack]Complete the following individually and attach your completed work to your workbook.
The answers to the following questions will enable you to demonstrate your knowledge of:
· Reading
· Oral Communication
· Interacting with others
· Getting the work done

Answer each question in as much detail as possible, considering your organisational requirements for each one.

All answers will vary depending on the learner and the organisation they work for but the learner should be able to answer each question competently.

1. How can the following foundation skills be used to aid in addressing adult literacy, numeracy and language skills. Give examples:

· Navigate the world of work
· Interact with others
· Get the work done

	Foundation skill
	Skill area
	Application 

	Navigate the world of work
	1. Manage career and work life
2. Work with roles, rights and protocols
	1. Identify work options; Gain work; Develop relevant skills and knowledge
2. Work with roles and responsibilities; Operate within legal rights responsibilities; Recognise and respond to protocols

	Interact  with others
	1. Communicate for work
2. Connect and work with others
3. Recognise and utilise diverse perspectives
	1. Recognise to communication systems, practices and protocols; Speak and listen; Understand, interpret and act; Get the message across
2. Understand self; Build rapport; Cooperate and collaborate
3. Recognise different perspectives; Respond to and utilise diverse perspectives; Manage conflict

	Get the work done
	1. Plan and organise
2. Make decisions
3. Identify and solve problems
4. Create and innovate
5. Work in a digital world 
	1. Plan and organise workload and commitments; Plan and implement tasks
2. Establish decision making scope; Apply decision-making processes; Review impact
3. Identify problems; Apply problem-solving processes; review outcomes
4. Recognise opportunities to develop and apply new ideas; Generate ideas; Select ideas for implementation
5. Use digitally based technologies and systems; Connect with others; Access, organise and present information; Manage risk



Source: Core skills for work developmental framework

2. What skills are required to ensure you can deliver effective training and assessment? 

· Reading
· Oral communication
· Writing
· Numeracy

3. Why should you communicate with other professionals about LLN requirements?

To discuss any changes and how to implement them, as well as how to recognise competency in LLN skills.

4. Why is it important to liaise with personnel, including managers or supervisors, from the training and/or assessment organisation, as well as appropriate external authorities? 

To identify necessary resources to support LLN skill development

5. Why is it so important to encourage learner development and demonstrate sensitivity to cultural issues?

Not only will your learners have different preferred learning styles but they may also have different learning abilities. Your learner’s skills could be impacted by various learning issues i.e. dyslexia and you will need to take this into account when producing or customising any resources. This is when you need to consider differentiation, especially if you have a group of learners working together.
If you are going to produce class set of resources, you need to ensure they are accessible to all and if they are not, this is when you will need to customise for them for individuals’ needs. It is important that you approach this with the utmost sensitivity and discretion as you do not want to single out any individuals, making their needs obvious to the rest of the class, leaving them feeling insecure and unequal.

6. What sources for resources, strategies and LLN support are available to you?

Answers will depend on learners and the specific resources, strategies and LLN support available to them.

They may include:

· Demonstrating LLN practices to be learned in a workplace context 
· Using English appropriate for the learner 
· Using audio recording of texts 
· Using video and/or audio material to support the training 
· Providing simplified explanations of underpinning principles and concepts 
· Providing explanations and examples of text types 
· Ensuring that decision-making responsibilities are shared with learners 
· Encouraging use of learners’ personal word lists and dictionaries 
· Mentoring in a learning situation 
· Acknowledging and building on strengths of learners 
· Providing opportunities to discuss, attach importance to, and build on different culturally-based behaviours and values.

7. What techniques for evaluating your own training and assessment practice are there?

· Through feedback
· Outcomes of learning
· Learner discussion
· Individual learner needs
· Testing knowledge

8. Specify the critical LLN skills essential to workplace performance in an identified industry or sector of your choice. Use an industry you are familiar with, if you wish.

Answers will depend on learners and the industry/sector they identify. They should supply evidence to validate their answers. 



[bookmark: _Toc360624732]


[bookmark: _Toc423804]Major Activity
	Estimated Time
	1 Hour

	Objective
	To provide you with an opportunity to demonstrate your knowledge of the entire unit.

	Activity
	This is a major activity – you should let the learners know whether they will complete it during class or in their own time.
Completed answers should be attached to the workbook.
They must individually, answer the following questions in full to show their competency of each element:
1. Analyse LLN requirements
2. Select and use resources and strategies to address LLN skill requirements
3. Use specialist LLN support where required
4. Evaluate effectiveness of learning support and assessment strategies in addressing LLN requirements

1. In what ways can you determine the LLN skill requirements of the training specification?

By looking at the ACSF core skills framework

2. Why, and how, should you identify and analyse the LLN skill requirements essential to workplace performance?

To determine the core LLN requirements of the training context, firstly, you need to understand the environment you will be working in and the purpose of the learner’s work role. This can then enable you to understand the LLN skill requirements essential to workplace performance.  Unlike the training specification which will have specific skill requirements, the skill requirements essential to workplace performance will vary and therefore will need to be taken into consideration.  
If you have a learner in an ‘on the job’ environment undertaking a Management course, for example; the specification and context skills will differ as their current position may not require the same skills as the course they are on.

3. What validated tools and other sources can you use to determine the LLN skills of the learner group?

[bookmark: _Toc428353270]Validated tools and other sources of information may include:

· Resume
· Assessments 
· Discussions
· Activities
· Any relevant tests
· ACSF Level Indicators
· Information provided by employer
· Tools based on the ACSF 
· Information gained from an LLN specialist, including results from prior assessment

4. What resources can be used to support LLN skill development?

Assessment methods/materials may include:

· Questions 
· Discussions
· Observations
· Third parties
· Research
· Presentations

5. How can you use learning and assessment materials to support identified LLN requirements? How could you customise them?

You can use the assessment methods and materials above to establish the learner’s knowledge, skills and abilities regarding the course they are covering. It is your responsibility to find out what your learner’s preferred learning style is, so you can select the most appropriate assessment methods. 
Some learners will prefer question and answer assessments to discussions, for example, but if it is an evidence requirement that a non-preferred assessment method is used then you may need to guide the learner to help them feel confident in completing the assessment tasks. 
You may have to create your own resources or you may already have assessment materials which you are required to use but it is important that you customise and adapt these to your learner’s needs, as well as the training specification and context. 

6. What learning support strategies can you apply in training delivery?

Learner support strategies can include:

· Demonstrating LLN practices to be learned in a workplace context 
· Using English appropriate for the learner 
· Using audio recording of texts 
· Using video and/or audio material to support the training 
· Providing simplified explanations of underpinning principles and concepts 
· Providing explanations and examples of text types 
· Ensuring that decision-making responsibilities are shared with learners 
· Encouraging use of learners’ personal word lists and dictionaries 
· Mentoring in a learning situation 
· Acknowledging and building on strengths of learners 
· Providing opportunities to discuss, attach importance to, and build on different culturally-based behaviours and values.

7. How can you determine assessment strategies appropriate to LLN requirements and the learner group?

Not only will your learners have different preferred learning styles but they may also have different learning abilities. Your learner’s skills could be impacted by various learning issues i.e. dyslexia and you will need to take this into account when producing or customising any resources. This is when you need to consider differentiation, especially if you have a group of learners working together.
If you are going to produce class set of resources, you need to ensure they are accessible to all and if they are not, this is when you will need to customise for them for individuals’ needs. It is important that you approach this with the utmost sensitivity and discretion as you do not want to single out any individuals, making their needs obvious to the rest of the class, leaving them feeling insecure and unequal.

8. In what way can you review the course demands and learner profile to determine if specialist LLN support is required?

Based on the various validated LLN methods and resources suggested in 1.3 of the Learner Guide, you should be able to establish your learner’s existing core skills so you can determine if they require specialist assistance.

9. What specialist LLN support can you access?

[bookmark: _Toc428353308]Specialist LLN support may include:

· Numeracy, Literacy and Language Practitioners
· Adult Tutors
· WELL (Workplace English Language and Literacy) Facilitators
· LLNP (Language, Literacy and Numeracy Program) Facilitators
· AMEP (Adult Migrant English Program) Facilitators
· Mentors

10. How can you integrate specialist LLN support into training or assessment practice?

It is important not to overload your learner with too much information at once so it would be a good idea to work with the LLN practitioner to ensure a suitable timetable is established. It may be that you spend 80% of the time with your learner and then they have an intense learning session covering their specialist LLN requirements for 20% of the time. Timetable and intensity will depend entirely on the learner, their needs and their learning style.
As you deliver the training program to your learner, you will need to stay one step behind the LLN specialist as you do not want begin delivering material that the learner does not have the LLN skills to understand. This is why it is important to meet with the LLN specialist regularly to keep up to date with the work they have been doing with the learner. Once the specialist informs you that the learner has LLN skills at the level required for the course you are delivering, you can then go on to assess your learner’s skills and knowledge to establish if they have understood what they have been learning.

11. How would you seek feedback on learning support provided and assessment strategies used?

When you are working in the training industry, you will need to continuously monitor and improve your skills and knowledge as a trainer. Don’t be afraid to talk to colleagues or ask a Supervisor to look at the support you are providing or the assessment strategies you are using. You may end up swapping ideas and find new, more appropriate assessment strategies.

12. Why is it important to evaluate learning support and assessment strategies used?

The feedback you receive will help you to evaluate the effectiveness of the learning support and assessment strategies used. You will also need to take into account how the support and strategies have actually impacted on your learner’s knowledge and learning. You may find that the learning support and assessment strategies you use will work for one learner but not for another, it is your responsibility to evaluate the outcomes and gather whether you may need to adjust your techniques.

13. How can you determine areas for improvement based on evaluation?

· Research new assessment strategies
· Try different strategies with different learners
· Find new techniques to support learning
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