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[bookmark: _Toc369717897]Assessment – TAELLN401A Address Adult Language, Literacy and Numeracy Skills
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: 		Jason Armfield
Address:	4 Jamieson Rd Churchable 4311
Email:		Jason.armfield@cstc.org.au
Employer:	CSTC P/L
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:		Jason Armfield
[bookmark: _GoBack]Date:		10/04/2015
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: _Toc369717898]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:		________________________________________________________
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


[bookmark: _Toc369717899]Activities
[bookmark: _Toc369717900]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 www.innovation.gov.au website and research the core skills. Define each one below, including the levels and any criteria.
	Core Skill
	Definition
	Levels
	Specific Criteria

	
Learning

	Active awareness of self as a learner
	1-5
	Planning and management of learning application of practical strategies to facilitate learning

	
Reading

	Audience, purpose and meaning/making
	1-5
	Reading strategies

	
Writing

	Audience, purpose and meaning-making
	1-5
	The mechanics of writing.

	Oral Communication

	Speaking

	1-5
	Speaking and listening

	
Numeracy

	Identifying mathematical information.



	1-5
	Using and applying Math knowledge and problem solving processes.



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?
· On the job
· Classroom
· Workshops

2. How did you determine the language, literacy and numeracy requirements essential to workplace performance?
Through use of enrolment forms and compliance documentation.
Oral questioning and access to manufacturer specification. To get a gauge on what level a student is at. Highlighting areas for focus during training to better the learning experience. 
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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?

	With prompting, identifies some prior knowledge or skill that may be useful in the current learning context 
 Follow simple, structured processes provided by others through modelling or step by step instructions 
 Uses simple processes to make links between pieces of information, e.g. matching, grouping or simple sequencing 
 Practises skills in familiar contexts, e.g. uses English with a neighbour or observes a workmate



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)
Different learning needs
Learners from different cultures/backgrounds
Language barriers
Learning styles





[bookmark: _Toc369717903]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)
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?
Who can help with these issues and how?
Mentors supervisors and managers, other trainers. Workmates
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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?
Regular meetings
Assessments
Discussions
Observations
2. What benefits are there to working with an LLN Specialist?

Regular meetings
Assessments
Discussions
Observations
Choose new approaches
Revaluate the learner’s need
Cultural differences,
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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 www.innovation.gov.au 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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	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?
Formative Assessments
Use to check students’ progress
The information gained guides the next steps in instruction and helps teachers and students consider the additional learning opportunities needed to ensure success Formative assessment information must be fed forward into an instructional model that allows for responsiveness to student need

Summative Assessments
Summative assessments provide teachers and students with information about the attainment of knowledgeOften result in a grade which means they have a high point value (ie, they “count a lot”)The goal is to evaluate student learning at the end of an instructional unit by comparing it against some sort of standard or benchmark
2. How would you evaluate whether the approaches you had taken were working and what would you do if they weren’t?
Projects and performances
Writing assignments
Tests and quizzes
Asking questions
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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?
Reviewing paperwork and test handouts, Asking questions and survey forms seeking feedback from the following.
               The learner
Management
Colleagues
2. What skills and knowledge areas, do you feel you would want to gain feedback on?
What aspects of training held the most benefit? What areas needed improvement? Was enough time spent with the harder to approach topics? Was delivery easy to follow and enough support given to the learner?
3. Are there any areas of learning support and assessment strategies that you would want to gain further knowledge of?
No…………
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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?
Ethical or legislative requirements, organisational paperwork requirements or discussions/meetings to precede or follow on from evaluation. Time management allowances made for time shuffling to suit student needs as required.
2. What areas do you feel could be improved upon in terms of learning support and assessment strategies you currently use or have encountered?
Changes made to procedural paperwork and documentation to allow more time on the class and reason for study in the first instance.
Corrections and updated and relevant National Assessment instruments for HRWL as teaching outdated irrelevant material impacts on learning times
3. What are the most effective ways for you to determine areas for improvement based on evaluation?
 Consultation with management and co-workers. Review of legislation, listening to industry and gauging needs based on evolution of construction. Student feedback and participation. 
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Skills and Knowledge Activity
	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:
1. Reading
2. Oral Communication
3. Interacting with others
4. Getting the work done
Answer each question in as much detail as possible, considering your organisational requirements for each one.

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

6. Reading  
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.

7. Oral Communication

Fluency and sustained interaction
 use of generic structures (vocabulary, grammatical forms and relationships between utterances as they occur in specific types of spoken and other aural texts)
 use of appropriate paralinguistics (non-verbal communication) to support the communicative process
 Aural information processing demands (reflective response to aural spoken texts, which may be spoken or, for example, music).
8. Interacting with others

	 Follows basic social rules for interacting with others, e.g. takes turn in speaking, listens to others or shares resources with a partner
Takes some steps to identify appropriate support, e.g. seeks assistance from a trusted person 



9. Getting the work done
The framework describes the core skills in three categories: navigating the world of work, interacting with others and getting the work done; and uses a developmental approach to describe these skills at five different stages of performance from novice through to expert.
10. What skills are required to ensure you can deliver effective training and assessment? 
Maintaining quality of training with effective systems of management and monitoring.
11. Why should you communicate with other professionals about LLN requirements?
Professional development which must be ongoing. Also with assistance and review.
12. 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? 
	
communication skills to communicate with a range of people for varying purposes to: 
 clarify meaning 
 give and respond to feedback 
 provide instruction 
 teach technical terms and language 




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

 A culturally inclusive classroom is one where students and staff alike recognise, appreciate and capitalise on diversity so as to enrich the overall learning experience. Fostering a culturally inclusive learning environment encourages all individuals – regardless of age, gender, ethnicity, religious affiliation, socioeconomic status, sexual orientation or political beliefs – to develop personal contacts and effective intercultural skills.

14. What sources for resources, strategies and LLN support is available to you?
Look at the triangle diagram at the beginning of Balancing the LLN Triangle.
Watch How can I adjust my delivery on the IBSA Building Strong Foundations website.
Watch Choose, customise and develop learning and assessment materials from the What Works for LLN website
Read Tip 3 Which learners might need additional LLN support? and Tip 4 What difficulties with training may employees have? on this website
Read Attachment K from the The 3Rs Revisited.

15. What techniques for evaluating your own training and assessment practice are there?
Access Attachment K from The 3Rs Revisited and consider how useful each of the suggestions are in regard to your own practice, completing the right hand column where appropriate.
Fill out the Balancing the LLN Triangle sheet, documenting under each heading on that sheet three new concepts you have learned from your investigation of this PD material, or three changes you will make to your training and/or assessment plans.
Complete the Barriers to Learning checklist.
      Examine the content

16. 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.
For Rigging and Dogging work. Key areas for LLN are.
Numeracy for calculating loads and SWL of lifting equipment
Oral communication, when working with other members of crew and on site personnel.
Reading and Writing. Used in SWMS, JSA, Codes of practice, lift plans and manufacturers specifications.
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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?
A generic LLN pre-enrolment test will only give a partial picture of someone’s LLN skills and capacity. Because the results of such assessments may be generic, they may not give you a sense of how well your learners might cope with the specific LLN demands of your course.
You may not have access to much information about your learners’ LLN skills at enrolment stage. Perhaps the information you have been given is not in a useful form. So you may need to carry out your own process to get information about the current LLN skills of your learner group.
As part of an introduction to your training program you could use a ‘Skills Check’ tool, based on the LLN skill demands of one or more units that make up your course content.
Asking learners to tell you what they know or need to learn can give you a sense of the general level of LLN skills in a group. From that, you can then build in the required support when teaching key concepts.
Assessments that are matched to the LLN skill demands of the vocational area you are working in are far more accurate than traditional, generic skill tests such as a learner calculating a series of math’s sums. Drawing the content for an assessment tool from the vocational area in which you are working will give you a useful indicator of your learners’ reading, writing and numeracy skills, but remember that new entrants are not likely to have a high level of industry knowledge!

2. Why, and how, should you identify and analyse the LLN skill requirements essential to workplace performance?
Many vocational tasks will require core skills to be performed at a certain level of complexity. The required level of complexity depends on the vocational skill to be developed in the unit of competency.
Knowing the structure and language of the ACSF will help you to talk about your learners’ skill levels, as well as the complexity of a unit’s identified core skills and how they link to a specific vocational task.
You can use validated tools to interpret levels of identified LLN skills. The main validated tool used to measure and describe core skill performance levels in Australia is the Australian Core Skills Framework (ACSF).

3. What validated tools and other sources can you use to determine the LLN skills of the learner group?
Pre enrolment testing
English language testing
Skills check tool
Ask questions
4. What resources can be used to support LLN skill development?
In house LLN specialists.
ACSF  performance indicators
Sample activities.
Spiky profiles
5. How can you use learning and assessment materials to support identified LLN requirements? How could you customise them?

Build your LLN capacity by helping you develop the skills and knowledge to: 
 identify the foundation skill demands of training and assessment in vocational programs 
 analyse the complexity of foundation skills required for workplace competence 
 interpret profiles of your learner group using validated tools and other resources 
 understand the Australian Core Skills Framework (ACSF), and its implications for designing and delivering vocational training and assessment 
 identify when you need to involve an expert in your program 
 communicate with foundation skills experts about the vocational and foundation skill learning needs of your learners 
 access suitable resources that you can use in your program 
 use instructional strategies that support a wide range of learners 
 Continue to develop your professional practice in addressing foundation skills in vocational contexts.

6. What learning support strategies can you apply in training delivery?
Resources’ can mean both the support services available to you in the form of PD and the support services available to your learners should they require additional assistance to develop their LLN skills in a vocational context. Availability of these resources will differ according to your registered training organisation (RTO) and state or territory funding arrangements.
It is important that you identify your RTO’s organisational operating procedures for securing suitable resources and specialist input. Your mentor should be able to assist you in identifying key resources.

7. How can you determine assessment strategies appropriate to LLN requirements and the learner group?
Determine core LLN skill  requirements of the training specification 
 Determine core LLN requirements of the training context 
 Use validated tools  and other sources of information to determine existing core LLN skills of learners
8. In what way can you review the course demands and learner profile to determine if specialist LLN support is required?
formative assessments: where assessment is progressive throughout the learning process
and validated along the way by the trainer – also known as assessment for learning
summative assessment: where assessment is an exercise or simulation at the end of the
Learning process – also known as assessment of learning.
9. What specialist LLN support can you access?
An LLN specialist is a teacher who holds specialist qualifications or has years of experience working in LLN-support programs.
10. How can you integrate specialist LLN support into training or assessment practice?
 Review course demands and learner profile to determine if specialist LLN support is required
 Access specialist LLN support where available.
 Integrate specialist LLN support into training or assessment practice where required
11. How would you seek feedback on learning support provided and assessment strategies used?
From the learners – written or oral, formal or informal
From Industry area colleagues – as a result of informal discussions or formal validation processes
From LLN specialists – again as a result of informal discussions or formal validation processes
From employers/workplace supervisors – as a result of formal industry consultation/validation or informal processes

12. Why is it important to evaluate learning support and assessment strategies used?
Did the LLN needed for the assessment task match, rather than exceed, the LLN requirements of the unit/workplace.
Could you easily modify materials and tasks to suit learners with different skills
Were there alternative ways for learners to respond to assessment tasks (eg demonstrations or oral responses, as well as written responses)
Were your tasks user friendly and in plain English
Did you use images, graphics and/or audio to replace or supplement written text
What issues if any were highlighted by feedback from learners, colleagues, employers/supervisors, LLN specialists
Plan and implement any changes to resources, assessment tasks or support strategies
Seek feedback on changes from colleagues/LLN specialists
Record actions in continuous improvement records

13. How can you determine areas for improvement based on evaluation?
Evaluation and feedback from management students and mentor in the work place.
Feedback questionnaires.
Trainer meetings and review with management. 
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