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Please complete the following activities and hand in to your trainer for marking.  This forms part of your assessment for TAELLN401A Address Adult Language, Literacy and Numeracy Skills.
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:		____________________________________________________________
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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:		________________________________________________________
Observation/Demonstration
Throughout this unit, you will be expected to show your competency of the elements through observations or demonstrations. Your instructor will have a list of demonstrations you must complete or tasks to be observed. The observations and demonstrations will be completed as well as the activities found in this workbook. An explanation of demonstrations and observations:
Demonstration is off-the-job
A demonstration will require:
· Performing a skill or task that is asked of you
· Undertaking a simulation exercise
Observation is on-the-job
The observation will usually require:
· Performing a work based skill or task 
· Interaction with colleagues and/or customers
Your instructor will inform you of which one of the above they would like you to do. The demonstration/observation will cover one of the unit’s elements.
The observation/demonstration will take place either in the workplace or the training environment, depending on the task to be undertaken and whether it is an observation or demonstration. Your instructor will ensure you are provided with the correct equipment and/or materials to complete the task. They will also inform you of how long you have to complete the task.
You should be able to demonstrate you can:
1. Determine the core LLN requirements of the training 
2. Customise program to develop core LLN skills 
3. Access specialist learning support 
You will also demonstrate your:
· Interpersonal 
· Self-management
· Organisational and;
· Language, literacy and numeracy skills
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	Estimated Time
	40 Minutes

	Objective
	To know and understand the core skills

	Activity
	What are the core skills as defined by the ACSF?






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.
	Core Skill
	Definition
	Levels
	Specific Criteria

	
Learning

	
	
	

	
Reading

	



	
	

	
Writing

	



	
	

	Oral Communication

	



	
	

	
Numeracy

	



	
	



Use as much space as needed.
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	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?









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







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)
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	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)









Who can help with these issues and how?
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	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?









2. What benefits are there to working with an LLN Specialist?
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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.
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 other’s experience.
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	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:
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	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?










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






2. What skills and knowledge areas, do you feel you would want to gain feedback on?





3. Are there any areas of learning support and assessment strategies that you would want to gain further knowledge of?
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	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?





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







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

	Objective
	To provide you with an opportunity to demonstrate your knowledge of the required skills, knowledge and critical aspects of assessment.

	Activity
	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.

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

· Reading
· Oral Communication
· Interacting with others
· Getting the work done
2. What skills are required to ensure you can deliver effective training and assessment? 
3. Why should you communicate with other professionals about LLN requirements?
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? 
5. Why is it so important to encourage learner development and demonstrate sensitivity to cultural issues?
6. What sources for resources, strategies and LLN support is available to you?
7. What techniques for evaluating your own training and assessment practice are there?
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.
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	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 – your instructor will let you know whether you will complete it during class or in your own time.
You must individually, answer the following questions in full to show your competency of each element;
1. In what ways can you determine the LLN skill requirements of the training specification?
2. Why, and how, should you identify and analyse the LLN skill requirements essential to workplace performance?
3. What validated tools and other sources can you use to determine the LLN skills of the learner group?
4. What resources can be used to support LLN skill development?
5. How can you use learning and assessment materials to support identified LLN requirements? How could you customise them?
6. What learning support strategies can you apply in training delivery?
7. How can you determine assessment strategies appropriate to LLN requirements and the learner group?
8. In what way can you review the course demands and learner profile to determine if specialist LLN support is required?
9. What specialist LLN support can you access?
10. How can you integrate specialist LLN support into training or assessment practice?
11. How would you seek feedback on learning support provided and assessment strategies used?
12. Why is it important to evaluate learning support and assessment strategies used?
13. How can you determine areas for improvement based on evaluation?
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