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EXECUTIVE SUMMARY

The Australian VET system involves a national approach to training and assessing which is to be achieved through the development and implementation of Training Packages. The ability of assessors to develop a quality assessment system will depend on their knowledge and ability to synthesise information about the candidate, the job, the workplace and the competency standards. Language, literacy and numeracy impact on the assessment process in terms of the background of assessees, requirements of enterprises and the requirements of the actual standards. 

This report examines the ways in which language, literacy and numeracy impact on the assessment process. Specifically, it examines:

· to what extent, and how consistently, National Training Packages address literacy and numeracy, 

· how language, literacy and numeracy issues are addressed in the making of assessments, 

· the kinds of support that are provided to workers during the assessment process, and,

· to what extent current training and professional development arrangements prepare trainers and assessors  to engage with the complex issues surrounding the place of LL&N in processes of assessment.

Data and information were obtained from a small sample of personnel from ITABs and RTOs and from assessors and assessees. A questionnaire was designed for each group and interviews were conducted either face to face or over the telephone. In order to explore some of the issues in more detail, two case studies were included.

Key issues raised in the report:

· There is confusion over the terminology, specifically the relationship between ‘communication’, ‘language’ and ‘literacy’. Lack of specificity leads to confusion over what and how to assess and the levels of skill required to demonstrate competence.

· Processes of assessment that take into account, and are responsive to, language, literacy and numeracy issues are complex and sophisticated. There are concerns that the current training for assessors does not prepare them for the complexity of assessment processes that are rigorous yet respond to individual and contextual circumstances. All groups raised concerns ranging from the variations in length of courses offered, what is covered in the course, the depth to which issues can be and are covered and what is left out. 

· There is a need to embed the assessment process within a broad contextual framework. In order to do so, the assessor must have time to develop an understanding of the range of environmental factors that impact on any particular worksite as well as knowing the particular circumstances of individual workers involved in the assessment process.

Key recommendations arising from the report:

· The hours allocated to delivery of training for assessors should be sufficient to allow for an appreciation of the complexity of assessment and reasonable coverage of the place of language, literacy and numeracy factors that are intrinsic to quality assessment procedures.

· Targeted and appropriate professional development that caters to the needs of different groups of assessors should be provided.

· National Training Packages should contain more detailed and explicit information on language, literacy and numeracy, including advice on designing and conducting assessments that reflect the realities of the workplace as well as the AQF level.

· Collaborative relationships between RTOs and industry should be established in order to maximise the skills and knowledge of both groups and to ensure that assessors are able to combine detailed contextual knowledge with the skills and expertise of more highly trained RTO teachers and trainers.
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1 INTRODUCTION

This report is based on a research project conducted on behalf of the Adult Literacy and Numeracy Australian Research Consortium on the place of literacy and numeracy in the assessment of industry standards.

Specifically, the research sought to address the following questions:

· How are literacy and numeracy issues addressed in the making of assessments?

· What kinds of literacy and numeracy support are provided to workers during the assessment process?

· To what extent do current training and professional development arrangements prepare trainers and assessors  to engage with the complex issues surrounding the place of LL&N in processes of assessment.

· To what extent, and how consistently, do Training Packages address literacy and numeracy? 

Before specifically addressing these questions it is important to set them within the context of:

· Definitional issues surrounding literacy and numeracy

· The current national training and assessment system

· Current understandings of assessment

1.1 Definitional issues surrounding literacy and numeracy

For the purposes of this study, we have chosen to use the inclusive term, ‘language, literacy and numeracy’ (LL&N) rather than confine ourselves to ‘literacy’ and ‘numeracy’ as such.  The NAWTB (National Assessors and Workplace Trainers Body) in its Facilitator’s Pack, defines and distinguishes between ‘language’, ‘literacy’ and ‘numeracy’ in advice given to training facilitators as follows:

Language is the tool we use to communicate with one another in many different situations and for many different reasons. Language involves speaking, listening reading and writing.

Literacy is the ability to read and use written information. It means being able to recognise, read and interpret workplace documents and signs and write what is required in order to do your job accurately and efficiently.

Numeracy involves being able to carry out mathematical operations that may be part of one’s job. It includes knowing when to use maths, what maths to use and how to do it. (ANTA 1999, p.44)

In this report the term language will be used in relation to oral text, literacy to print text and numeracy to mathematical symbols and processes. 

In relation to the Workplace English Language and Literacy (WELL) program, ‘literacy’ is defined as:

the ability to read and use written information as well as to write appropriately, in a range of contexts. Literacy also includes numeracy, such as the recognition and use of numbers and basic mathematical signs and symbols within text. Literacy involves the integration of speaking, listening, and critical thinking with reading and writing (DETYA 2001 p.13).

A number of issues arise in applying this definition of literacy to training and assessment in the workplace:

· Does this definition lead to an over-emphasis on the importance of written language and an under-emphasis on the importance of spoken language?

· What does it mean to be literate in a particular environment or context and how does this impact on the assessment process?

· Does the emphasis on reading and writing in the WELL definition influence the types of assessment tasks that are designed?

· Do issues of gender, ethnicity, social class and power impact on the ways that literacy is played out within the workplace? If so, how and what are the implications for the assessment process?

How ‘language literacy and numeracy’ relate to ‘communication’ is also an issue of some confusion. The fact that the terms are sometimes used interchangeably adds to the confusion about how these are actually addressed within different Training Packages and in processes of training and assessment. In this project, ‘communication’ is used in a generic sense with LL&N representing the specific manifestations of the communicative requirement. ANTA (2000), in the Updated Training Package Development Handbook, supports this view with the statement that “LL&N skills underpin all workplace communication….” (6.1.1, p.2).

Communication is now acknowledged to be a critical component of most jobs and the communicative requirements associated with particular tasks/jobs need to be included as part of the units of competence and appropriately placed within the element, performance criteria, range of variables and evidence guide. The communicative requirements need to be further specified in terms of their underpinning LL&N components:

The specific skills required to demonstrate competence could then be explicated in terms of LL&N;  for example, who you need to talk to, what you need to read, what you need to write. This information would be described in the range of variables, for example what documentation needs to be completed. The evidence guide, in particular the underpinning knowledge and skills, would then indicate the level of complexity that would be expected at any level. (Linda Wyse & Associates, COMMET et.al.1999 p. 25).

When translating this information from a Training Package to an actual work site, assessors need to be able to explicate the specific LL&N skills and to set these within the broader discourse specific to that site. 

Expertise (within the workplace) comprises competence in the community’s discourse, in the routine and non-routine activities, mastery of new understanding and the ability to perform and adapt existing skills (Billett 2000, p. 139)

As Billett says, communicative discourse and practices develop as part of the industrial and cultural environment specific to each individual worksite. Understanding the contextual environment in which the worker operates and within which s/he is being assessed is critical in ensuring that trainers and assessors understand the broad communicative discourse which has developed in response to the specific set of conditions at play in that site. A good understanding of the broad communicative discourse will enable trainers and assessors to identify the specific LL&N skills required for job function and any necessary LL&N skills required to actually participate in the assessment process. It will also enable assessors to determine what, if any, support will be appropriate in that context for individual assessees.

1.2 The current national training and assessment system

The National Training Framework involves a national approach to training which is to be achieved through the development and implementation of Training Packages. National consistency is underpinned by an assessment process which has as its fundamental principles the need to be valid, reliable, flexible and fair. An essential strategy in ensuring this consistency is the minimum requirement that workplace assessors be competent in the national assessor competency standards (BSZ40198 Certificate 1V in Assessment and Workplace Training) as well as the technical competencies that are being assessed. Yet experience has shown that fulfilling this requirement is not as unproblematic as may first appear. 

1.3 Current issues around assessment

Assessment is the process of collecting evidence and making judgements on the basis of that evidence about whether a person has achieved competence. Assessments in the workplace are undertaken for two key reasons. An enterprise may wish to ensure its workers are offered training opportunities to meet current and future work requirements and are therefore interested in determining and validating current competence. Assessments therefore assist in determining if there are any training needs when an incumbent is assessed against a job profile. The second major reason for conducting assessments is to determine competence both during and at the conclusion of a training program. A critical element in the making of the assessment involves the assessor’s judgement of competence. While collecting of evidence is part of this process, assessors need to then analyse and interpret this evidence (Smith 2000, p. 2). Analysis of evidence will need to be made against the standards taking into account the context in which the assessment is occurring and the needs of the individual participant.

Before determining the place of LL&N in the assessment of industry standards, the broader issues of the relationship between learning and assessment and the role of assessments in the changing workplace need to be reviewed. What is the relationship between learning and assessment and what is the actual function of the assessment?
.

Workplaces offer dynamic learning opportunities. Well-grounded pedagogical practice focuses the learning within contexts that are relevant and meaningful to the learner. The trainer or assessor needs to explore the cultural, social, economic and political contexts of the ‘learning landscape’, wherever that might be situated. In order to make use of the workplace as an effective learning environment, trainers and assessors
 also need to be able to draw on theoretical and pedagogical knowledge. The ability to effectively address LL&N in the design of assessment tools, to analyse the evidence and know how to support participants, is underpinned by this broader pedagogical knowledge. 

Schofield (2000), in her report to the Victorian Government discusses the dilemma of quality training and learning. She emphasises that the complexity of workplace training and assessment needs to be recognised within the Australian Recognition Framework (ARF) training delivery standards.

The standards are silent on such characteristics as the capacity of the provider to understand and meet learner aspirations; to accurately diagnose learner needs; to recognise and build on prior learning; to provide constructive feedback to learners on progress; to develop skills for lifelong learning; to challenge learners; to help learners acquire new knowledge and skills and expand their understanding of working life (p.13).

In terms of the focus of this project, the implications of such complex set of pedagogical tasks for the training of assessors are far-reaching:

· Does the current training for assessors encourage assessors to design assessment tasks that reflect the complexities of workplace practice?

· Does the current qualification provide opportunities for workplace assessors to explore how LL&N are context-bound, and the extent to which site-specific requirements impact on performance?

· Does the current assessor training in fact provide assessors with the skills and knowledge to understand and identify underpinning LL&N requirements?

· Do assessors have the breadth of knowledge to design assessment tasks that reflect these underpinning skills?

On the other hand, can workplace assessors design assessment tools that:

· Do not require higher levels of LL&N than are actually required to do the job?

· Take into account the specific needs of individual candidates?

· Do not allow the assessor to make judgements that reflect the assessee’s competence in language, literacy or numeracy rather that their actual work competence?

In a recent study, a number of teachers, trainers and assessors were asked to respond to questionnaires on the integration of LL&N in Training Packages. Feedback indicated that: 

It is not sufficient to rely on trainers and assessors being able to identify the specific LL&N elements  in the underpinning knowledge or evidence guides to identify real communication training needs. They call for “clearer information about performance levels.” Without a background in LL&N, workplace trainers and assessors will not be able to interpret what is meant when generic workplace communication terms such as ‘Report Problems’ are used (Linda Wyse & Associates, COMMET et. al 1999, p. 11). 

There has been continued debate about the value of developing generic competencies (such as ‘Participate in Teams’) that span Training Packages. In some cases, this has led to Registered Training Organisations (RTOs) developing standardised assessment tools. However, while there may be common or generic competencies, the use of standardised assessment tasks will not reveal the specific situational knowledge required by workers within the same site or in different sites. In addition even within different enterprises from the same industry, or different sites of the same company there will be different work practices that impact on the specificity of communicative demands related to common competencies. As Billett (2000) says

Even the most standardised work activities will have unique variables. … Expertise is embedded, being the product of extensive social practice, with meaning about practice derived by becoming a full participant, over time, and with understanding shaped by participation in the activities and norms of that practice (p.139).

This was also the view expressed within the project undertaken by Linda Wyse & Associates and COMMET (1999, p 31) which examined the implications of developing cross-industry generic units. Although there are a number of common communicative functions that workers will be expected to perform irrespective of their actual job and of the actual industry, can they be taught context free?  If a trainee is assessed as competent having completed a generic unit on Communicates in the Workplace, would that trainee be deemed as competent by a specific employer in, for example, the hospitality industry where there is a strong focus on meeting customer needs? 

This again raises the issue of what is the function of the assessment? A key function of the assessment is to determine or confirm how well a worker can undertake all the requirements of work at a particular work site. This includes the overt demonstration of both the skill and the necessary underpinning knowledge that together confirm competence.

A skilled worker is one who is able to reflect on and adapt to new experiences. This ability is facilitated by the development of learning strategies, by the capacity to problematise issues and come up with solutions, and by the capacity to reflect on one’s own performance within the context of the work team and goals of the organisation. Effective and meaningful training and assessments will address these issues.

However, unless these issues are addressed within Training Packages as part of the Key Competencies, and the underpinning LL&N skills are clearly articulated, workplace trainers and assessors may not know how to include them within their training programs. The specific LL&N skills need to be articulated within the communicative skills contained within individual units of competence so that assessors will be provided with the critical evidence they need when designing and conducting assessments.

Good assessment practice views the assessment process holistically. Tasks will need to assess communicative skills within the framework of:

· External factors impacting on the workplace and on workers

· Organisational discourse

· Specific LL&N skills

· Individual needs

1.4 In summary…

In this report we document the outcomes of a small-scale project investigating the place and problematics of LL&N in Training Package assessment processes. The theoretical context framing the methodology and accepted notions of ‘good assessment practice’ are outlined above.

2 METHODOLOGY

In conducting this research, four main methods were employed:

2.1 Review of current literature

In order to gain as broad an understanding as possible of recent research into the area, the consultants carried out a literature review, drawing on the consultants’ knowledge of the area, scanning references in relevant research projects and reviews as well as searching the net. As was to be expected, there is not a substantial body of research dealing with the issues of assessment in relation to Training Packages as the implementation is still in its infancy. This is even more so for issues relating to LL&N.

2.2 Review of Training Packages and ANTA Resources

Issues of LL&N are not addressed systematically across Training Packages. It was therefore decided to select and examine seven Training Packages to determine where and how LL&N are addressed.

The following Training Packages were selected:

· Training Package for Assessment and Workplace Training– BSZ98

· Chemical, Hydrocarbon & Oil Refining Training Package PMA98

· Food Processing Training Package – FDF 98

· Plastics, Rubber and Cablemaking Training Package – PMB98

· Retail Industry Training Package – WRR97

· Textiles, Clothing and Footwear Training Package – LMT00

· Transport and Distribution –Warehousing Competencies - TDT97

A set of questions was developed through which to evaluate the extent to which issues of LL&N are addressed. The main questions were:

· In what parts of the Training Package are there overt references to LL&N?

· Are there core or generic units dealing with communications or are these included across all units?

· How are LL&N addressed in the assessment guidelines?

In 1997 DETYA funded ANTA to manage the Workplace Communication in Training Packages project in order to support the incorporation of LL&N in Training Packages. Within this project ITABs were funded to develop a resource that would address specific LL&N issues within their industry. A significant number of ITABS identified the need to address LL&N in the making of assessments. A review was conducted of the resources and their take up within the industry.

2.3 Survey of Stakeholders

Three different questionnaires and a set of interview questions (see appendices 1 – 4) were designed to gauge the opinions of a range of stakeholders. These included:

· ITABs

Questionnaires were sent to six ITABs including three national and 3 state boards.

National boards included the National Assessors and Workplace Trainers Body (NAWTB), the Australian Light Manufacturing Industry Training Board (ALMITAB) and Training and Distribution Training Australia (TDT). State Industry Training Boards included Manufacturing Learning Victoria (MLV), Victorian Food Industry Training Board (VFITB) and the Victorian Wholesale, Retail and Personal Services Industry Training Board (WRAPS).

· RTOs

Five RTOs were contact and three responded to the questionnaire.

· Assessors

Contact was made with eight assessors with six responses. 

Questionnaires were posted or emailed to the ITABs and RTOs.

2.4 Interviews with Practitioners and Assessees

· Interviews as a follow up to the ITAB, RTO and assessor questionnaires were either by phone or face-to-face depending on the preference of the respondent.

· Five assessees participated in the project. All were interviewed face-to-face following standard interview questions to ensure consistency of data. Face-to-face interviews were chosen as the preferred method for this group as it was seen to be less threatening, particularly if respondents did not feel comfortable in writing their responses.

2.5 Case Studies

Two industry sectors were identified as areas to be included as case studies – Food and Warehousing. In selecting actual sites it was important to ensure that the enterprises were significantly advanced in the delivery of training and the process of assessing. 

Selection of the food site did not create any difficulty as the site is one where the researchers have and are conducting training. The researchers were keen to use this site as their company had provided the Certificate 1V in Assessment and Workplace Training for the enterprise. We acknowledge that there is a potential of conflict of interest in investigating training and assessment at a site at which we, the researchers, are part of the responsible RTO. However, researching this site has provided us with an opportunity for self-reflection and for evaluating our own training practice, as well as useful data for the study.

The company readily agreed to being used as a case study. However, the logistical problems of arranging interviews proved to be difficult. At the time of the research, extensive and lengthy negotiations were occurring over the EBA and this, coupled with the need to fit in with production schedules, required considerable negotiation.

Selection of the second site to be used as a case study proved to be more problematic. The Advisory Committee had initially suggested a retail site be included. Discussions with two large companies proved fruitless as the training managers in both organisations felt that as they had already participated in a number of research projects, making staff and time available would be difficult.

The researchers were keen to involve a company in the transport and distribution sector and located a company which was very supportive of the project. The company uses an external RTO to conduct their training and assessment. The RTO was also contacted to participate in the project. The researcher interviewed the trainer and assessor responsible for dealing with this site as well as visiting the actual site to interview some of the workers who had participated in the training and assessment process.

Whilst the case studies are reviewed in terms of possible insights or implications that may be relevant for other sites, it is important to remember that no generalisations can legitimately be drawn from such a limited sample. 

In summary, the findings are based on:

· Reviewing the selected Training Packages

· Reviewing the Workplace Communication in Training Package projects

· Analysing the questionnaires and interview responses from ITABs, RTOs, assessors, assessees

· Including additional information gleaned from the two case studies

3 FINDINGS

3.1 The Training Packages

The following is a summary of the review of LL&N in the Units of Competence and the Assessment Guidelines within the nominated Training Packages. The review was conducted through addressing the following questions:

· In what parts of the Training Package are there overt references to LL&N?

· Are there core or generic units dealing with communications or are these included across all units?

· How are LL&N addressed in the assessment guidelines?

Assessment and Workplace Training Package – BSZ98

This is the package used for training workplace assessors. It is therefore useful to determine the extent to which LL&N issues are addressed within that package, and therefore how well potential assessors are resourced in their initial training.

There are overt references to LL&N within the performance criteria, range of variables and evidence guide and these are clearly set out and described. 

In the unit ‘Plan Assessment’, for example, one of the performance criteria states “Clear instructions (spoken or written) are prepared including any adjustments which may be made to address the characteristics of the persons being addressed” (p. 33). Within the range of variables for this unit there is a section on the characteristics of the person being assessed including their “LL&N needs and their cultural, language and educational background” (p. 35). In the required skills and knowledge section of the evidence guide there is a reference to the “LL&N skills required to (for example( adjust spoken and written language to suit target audience” (p. 37). 

There are no separate communication units: rather, the communicative requirements are included in each unit of competence as appropriate. In the unit Conduct Assessment, one of the performance criteria states “information is conveyed using language and interactive strategies and techniques to communicate effectively with the persons being assessed” (p. 39). The evidence guide for this unit includes the statement “communication skills appropriate to the culture of the workplace and the individuals” (p. 45).

Within the assessment guidelines, LL&N are clearly addressed and detailed in the process for ‘Methods of Assessing’. The guidelines state: 

Language, literacy and numeracy (LL&N) issues need to be taken into account when designing assessment methods and tools. The LL&N requirements in the assessment process should mirror the LL&N requirements of the competency being assessed. LL&N skills should be assessed within the context of person’s job/role function (P15).

Chemical, Hydrocarbon & Oil Refining Training Package PMA98

Within this Training Package there are overt references to LL&N within both the performance criteria and the evidence guide.

Although there are separate communication units there are also references to relevant communication skills as required. In the unit Operate, Monitor and Maintain Pipeline Facilities and Equipment, the evidence guide states that “an ability to compile reports and convey information concerning the control of the pipeline system/process in a clear and effective manner to all personnel is essential” (p. 206). In the Assessment Method it states that “Questioning will be undertaken in such a manner as is appropriate to the required language and literacy levels of the operator” (ibid).

The assessment guidelines (section 5.4) state that “evidence gathering methods must be gender and culturally inclusive and take into account the LL&N skills of both candidate and assessor” (p. 13). They offer specific strategies as to how this might be achieved for example, “eliminating any unnecessary reading or written assessment (if these skills are not required to do the job, they should not be part of the assessment)”(ibid).

Food Processing Training Package – FDF 98

Within this Training Package there are references to LL&N within the performance criteria, range of variables, and the evidence guide although this is sometimes quite implicit. The assessment guide within each unit states that “assessment should not require a higher level of communication competency than that specified in the core competencies for the particular AQF level.”
Although there are specific communication units, communication requirements are implied in other units, for example in Clean and Sanitise Equipment, one of the range of variables states that “Workplace information can include Standard Operating Procedures (SOPs), specifications, production schedules and cleaning schedule” (p. 79). 

There is no specific section in the assessment guidelines dealing with LL&N although there is minimal reference made in sections 2.3 Assessment Principles and 2.6 Assessment Resources.

Plastics, Rubber and Cablemaking Training Package – PMB98

There is no overt reference to language, literacy or numeracy requirements within units of this Training Package (except in the specific communication units). For example, the unit Cut, Shape and Fabricate Materials contains no explicit reference to the numeracy skills required nor any specific examples attached to generic statements such as “locate, interpret and apply relevant information” (p. C196).

As in the assessment guidelines of the Chemical, Hydrocarbon & Oil Refining Training Package, section 5.4 states that “evidence gathering methods must be gender and culturally inclusive and take into account the LL&N skills of both candidate and assessor” (p. A12). They offer specific strategies as to how this might be achieved for example, “eliminating any unnecessary reading or written assessment (if these skills are not required to do the job, they should not be part of the assessment)” (ibid).

Retail Industry Training Package – WRR97

Within this package there are some overt references to LL&N within the performance criteria and the evidence guide. For example, in the underpinning knowledge and skills section there is a literacy and numeracy statement that spells out what is expected in the context of the particular unit. However, there is no advice on the levels that are actually required. In addition, these skills are not as clearly identified within the range of variables. “Generally, the range of variables statements in this Training Package need strengthening to capture the underlying LL&N skills required for competent performance”(VETASSESS 2000 p. 87). The Specificity of Communication Skills in Training Packages report also found that there is “general reference to literacy and numeracy in the underpinning skills and knowledge but not explicit about how or the level required” (Linda Wyse & Associates, COMMET et al 1999 p. 14).

Although there are specific communication units, the communicative requirements appropriate to specific tasks are also identified within the appropriate units.

Within the assessment guidelines there is minimal reference to LL&N although these references are clearly visible. In the section on principles of assessment, for example, there is a section on LL&N skills which defines what is meant by these terms. In the section guide to assessment activities there is a reminder to assessors to check whether the LL&N skill expectations appropriate (p. 16).

Textiles, Clothing and Footwear Training Package – LMT00

LL&N requirements are largely embedded within the units. Although there are generic statements in the range of variables such as “communication may be oral, written or visual and can include simple data” and the evidence guide such as “communicate effectively in the workplace”, what this means for competent performance is not detailed. There are no generic communication units but rather the communication requirements are included in each unit albeit implicitly.

The assessment guidelines provide clear advice to the assessor on strategies that can be used in gathering evidence which will avoid any over emphasis on LL&N, for example, offering “recourse to the use of an interpreter or support person to negotiate assessment processes, methods of gathering evidence and appeal mechanisms” (p. 23).

Transport and Distribution –Warehousing Competencies - TDT97

There is some reference to LL&N requirements within the performance criteria but the range of variables and evidence guide contain generic statements that do not inform the assessor of specific requirements appropriate to the unit or the level at which the person is to be assessed:

The information contained in the range of variables and the evidence guide did not always make these units easy to interpret for assessment purposes and often included repetitive information that did not assist the assessment process. (VETASSESS, 2000, p. 88)

There are specific communication units as well as communication requirements embedded within the other units of competency. However, there is no evidence of explicit use of LL&N except in separate communication units. These are very generic with little information for assessors and trainers. At most levels of technical units, it was referred to implicitly.

There is no specific guidance to assessors on issues relating to LL&N within the assessment guidelines.

Summary of References to LL&N in the Six Training Packages

It is clear from this brief review that there is no consistency across Training Packages in terms of including the communicative requirements of specific work roles/tasks described in units of competency. Although the range of variables and evidence guides are meant to support assessors by describing the conditions under which work is to be conducted and in what contexts, they often do not explicitly identify the LL&N skills that inform these communicative requirements.

In addition, there is a lack of clarity in Training Packages about the LL&N skills required at different AQF levels to reflect the increasing complexity of jobs and the additional responsibilities associated with jobs at higher levels. This has implications for assessors in terms of understanding what evidence needs to be collected and the appropriate tools for doing this.

The VETASSESS project team noted that the Training Package Developers’ Handbook identifies a number of key functions that should be addressed within the range of variables. Amongst these is the need to capture the underlying LL&N, in order to provide “guidance on the level of LL&N skills that the candidate will require in order to perform the work activities described in the unit of competency” (p.66). The evidence guides should place these LL&N skills in context. However, the VETASSESS team in their analysis of Training Packages found that “the section of the evidence guide dealing with underpinning knowledge could be strengthened by…specifying the LL&N skills required to perform the work activities” (p. 73).

There were marked differences in the degree to which the Training Packages reviewed here overtly identified the LL&N skills required for successful performance of work activities. 

The Training Package in Assessment and Workplace Training provided the most detailed advice linking the communication skills included in the performance criteria with the specific LL&N requirements detailed in the range of variables and the evidence guides. This package does contain enough detailed advice to enable facilitators of assessor training to cover LL&N issues comprehensively. If this level of detailed advice was provided consistently, then assessors would be better equipped to transfer this knowledge to the industry specific Training Packages with which they would be working at an enterprise level.

The Chemical, Hydrocarbon & Oil Refining Training Package also provides explicit information on LL&N.

There were similar variations in the advice for assessors contained within the assessment guidelines. Clearly, there is a need for developing a standardised information kit on LL&N to be included in the assessment guidelines for each Training Package.

3.2 Workplace Communication in Training Package resources

In 1997 ANTA funded the Workplace Communication in Training Package project which had as one of its aims the development of resources to address issues of LL&N within the implementation of Training Packages. Industry Training Boards could apply to ANTA for funding to develop industry specific resources and by the completion of the project at the end of 1999, 29 resources had been developed.

As a number of these projects specifically addressed the issue of LL&N and assessment, the researchers believed it was of value to determine the take up rate of these resources.

The following table lists the resources developed for the Training Packages reviewed for this project and identifies what the resource consists of.

Table 1 Workplace Communication in Training Package resources developed to support selected Training Packages

	Training Package
	Resource developed
	Resource details

	Assessment and Workplace Training Package
	(
	LL&N guidance

	Chemical, Hydrocarbon & Oil Refining Training Package
	(
	Training materials to support safety training

	Food Processing Training Package
	(
	Holistic assessment model –technical and communication units



	Plastics, Rubber and Cablemaking Training Package
	
	

	Retail Industry Training Package
	(
	Literacy support materials

	Textiles, Clothing and Footwear Training Package
	(
	Incorporating LL&N into competency standards, integrating LL&N into assessment tasks

	Transport and Distribution –Warehousing Competencies
	(
	Holistic assessment – integrating LL&N into assessment tasks


Only two of the resources (‘Food’ and ‘Transport and Distribution’) provide separate resources focused on LL&N issues in assessment. The Textiles, Clothing and Footwear resource was developed to give advice to the Training Package developers. Some of this advice was then included in the Training Package itself. 

The take up rate of these materials is more difficult to track. The NAWTB materials are included within the Training Package itself as a series of focussed activities within the core materials.

Information from the National Food Industry Training Council indicates that they have sold approximately 50 copies of their resource. They also pointed out that the resource is downloadable from their web site so that it is not possible to actually track the real take up rate. 

The Retail Resource is included as a separate chapter within the Professional Development resource. Approximately 235 copies of this resource have been distributed but this does not provide information on the extent to which the section on literacy strategies has been used.

The resource developed for the Textiles, Clothing, and Footwear sector was used by the ALMITAB to provide advice to the Training Package developers. It was also used by ANTA to indicate to the ALMITAB where issues of LL&N needed to be strengthened.

Figures provided by the Transport and Distribution ITAB show that 89 copies of their resource have been sold and that although requests have slowed sales are on-going. 

In summary, the format of the Workplace Communication in Training Package resources varied according to the perceived needs of the particular industry. Some ITABs such as Retail and the NAWTB chose to include the resource within the Training Package itself whilst others such as TDT and the NFITC chose to develop their projects as a separate resource. It is therefore difficult to track the take up rate of these resources and only one of the ITABs is able to systematically track the number of resources purchased. In addition, there has not been any survey to determine the usefulness of the resources so that information gathered is largely anecdotal.

3.3 ITAB Responses

Questions to ITABs (see appendix 1) were grouped under three headings:

1. Advice to workplace assessors

2. Training for workplace assessors

3. Workplace practice

1. Advice to workplace assessors

Table 2. Summary of responses on the ways in which LL&N are addressed in the Competency Standards and the Assessment Guidelines

	ITAB
	How are LL&N addressed in the Competency Standards?
	How are LL&N addressed in the Assessment Guidelines?

	NAWTB
	Every unit and every aspect. In the range of variables and evidence guide
	Designing assessment resources, methods of assessing

	MLV

	In the Communication units and specific communication requirements e.g. completing records
	No specific section but reinforce assessment against work related l & l skills only

In the gather evidence section

	VFITB
	In the guidelines and assessment sections and in sector components.
	Integrated throughout, no separate section on LL&N

Reference made in assessment principles and assessment resources

	WRAPS
	Implied, not addressed directly
	Sections 3.4 principles of assessment and 3.6 designing and contextualising assessment activities

	ALMITAB
	Uses generic communication skills. l ,l & n are embedded
	

	TDT
	LL&N are embedded in competencies
	Only briefly mentioned, no real advice


Respondents from three of the ITABs, WRAPS, TDT and the ALMITAB, felt that the LL&N requirements were embedded in the competencies while the others, NAWTB, VFITB and MLV felt that they were explicitly described.

Explicit reference to LL&N within the assessment guidelines was referred to by all of the respondents except the ALMITAB and TDT. The TDT respondent believed that there was no real advice on l, contained within the assessment guidelines.
2. Training for workplace assessors

In this section, five of the six ITABs interviewed said they believed that current training was inadequate to equip workplace assessors to deal with issues of LL&N.  Respondents believed that there was not enough time to deal with LL&N and that even when the issues were dealt with, it was not in enough depth to equip assessors to deal with the issues in the workplace. One respondent commented that “doing the Certificate training alone won’t raise the issues enough”, whilst another felt that “assessors don’t have the underpinning knowledge to deal with LL&N issues”. 

Two of the ITABs believed that current training was sufficient with the other four believing it was not adequate. However, respondents in both categories felt that to a certain extent the effectiveness of the training depended on the background and experience of the actual trainer. “Some trainers will highlight issues of LL&N but it depends on their background. The issue is more who is doing the training rather than the content, for example do they relate it to what is needed on the shop floor?” This raises the question of whether the trainers are using the Training Package properly, when issues of LL&N are clearly identified as issues to be addressed during the training.

In addition to concerns about the quality of current training, some respondents also discussed the need to update the knowledge and skills of assessors.

Respondents were asked whether their ITABs offered support such as workshops to assessors. Four of the six ITABs do offer this support whilst one replied that they did not have the funding which would allow them to do so. The other ITAB does offer advice as required. Two of the respondents said that in addition to workshops, the ITAB sends out a monthly newsletter. In one case the newsletter is not primarily about LL&N, although it does raise these if relevant matters to the industry arise. In the other case, the ITAB has a WELL coordinator and the newsletter published by this ITAB is used to “inform and educate on LL&N issues”.

Only two respondents have had requests from assessors seeking information on LL&N.

3. Workplace practice

Respondents were asked whether they believed assessors designed assessment tasks that accurately addressed the LL&N requirements of the job.

The response to this question was mixed. Three of the respondents drew a distinction between enterprise assessors and non-enterprise assessors saying that using enterprise assessors enabled a greater understanding of all the contextual issues surrounding an assessment including the needs of individuals. Assessment tasks were then more likely to be adjusted as needed:

“An external assessor interviewed a person in an unfamiliar place and didn’t modify the language to suit their needs. The internal assessor knew the assessee and did the assessment at the workstation relying on demonstrations rather than oral explanations.” 

This view is supported by another ITAB respondent who said, “you need the intimate relationship with the worker to design/modify the assessment appropriately”. However, the issue may not be whether or not the internal or the external assessor. Rather, the issue might be that that the assessor needs to have the time to build up a relationship with the assessee, thus having an awareness of any language or literacy issues.  Such an awareness would assist in the design of assessment tasks that encourage workers to show what they know. 

ITAB respondents said that the willingness of assessors to adjust assessment tasks to take into account LL&N needs is also affected by external factors. For example, some commented on the pressures that assessors felt were put on them by the accountability requirements of funding bodies. One said that,

 “external assessors need to collect evidence to support valid module enrolments for the funding body so they tend to rely on written evidence”.

3.3 Summary of ITAB responses

According to the ITABs surveyed, LL&N issues are implicitly included in three of the packages and explicitly stated in the other three.

The key issues identified were:

· As the Certificate IV currently stands, there is insufficient time to adequately cover a range of issues, including LL&N 

· The understanding the assessor has on these issues is to a large extent dependent on the quality of training offered

· Assessors associated with RTOs may feel obliged to rely on inappropriate means of assessing to fulfil the reporting requirements of the funding body

· External assessors may not necessarily be familiar with the workplace in which the assessments are to take place. They therefore may not make the necessary adjustments to a set of generic assessment tools that would enable individuals to demonstrate their skills and knowledge in that particular environment

· There is a need for on-going professional development for workplace assessors

3.4  RTO Responses

Interviews were conducted with officers/trainers from three training providers:

· RTO 1 works in Clothing, Textiles and Footwear. The respondent was the Director who is a practicing trainer and assessor.

· RTO 2 works in Retail. The respondent was the Departmental Manager of the provider.

· RTO 3 works across sectors including Automotive, Warehousing, Food, Seafood, and Plastics. Three respondents participated. All three are practicing teachers/trainers and assessors and two are directors of the RTO company.

All three RTOs were involved in training workplace assessors and assessing existing employees.

The RTO respondents commented on the following three areas (see Appendix 2 for the questionnaire) as follows:

1. Advice to workplace assessors

 The RTO 1 respondent said that in the Training Package they use “there is scant reference to LL&N other than it states that the assessment should not require LL&N levels above the AQF level requirements”. The RTO 2 respondent said that the RTO is “not using a Training Package but uses the old curriculum which doesn’t have specific advice on LL&N”. The RTO 3 respondent who uses a number of Training Packages, felt that the advice offered to assessors on LL&N varied according to the actual package.

2. Training for workplace assessors

The respondent from RTO 1 felt that the current course does enable assessors to address these issues in the design and conduct of assessments.

The four assessors from RTO 2 and 3 believed that the current training probably does not equip assessors to deal with issues of LL&N in terms of:

· Recognising needs of assessees

· Designing tasks that do not disadvantage assessees

· Designing tasks that reflect actual communicative requirements of the job

· Designing task that reflect the LL&N skills which underpin workplace competence

The respondents from both these RTOs (2 and 3) believed that the quality of the training “depends on the expertise of the person conducting the assessor training and the emphasis placed on LL&N in the program”. RTO 3 strongly believed that the current course can not equip assessors to deal with the complexities of workplace learning, including LL&N within the time frame allocated to the training: “The diversity of workplace learning goes beyond what is offered at Certificate IV. The roles of a trainer and/or assessor go far beyond that required by the competencies”.

One of the key issues raised was the critical need for assessors to have sufficient time within the workplace to be able to use formative assessment rather than just relying on summative assessment. “Traditionally educators see formative assessment as an on-going integral part of what they do as educators, but that notion of a developmental process is not really part of the ANTA/National Training Framework model in a sense”. It is likely that workplace assessors will need training to develop these understandings. RTO assessors may have this pedagogical knowledge but if they function as assessors only will in all probability not have the opportunity to conduct formative assessments.

3. Workplace practice

Respondents were asked to describe their assessment methods and the strategies they employ to assist candidates who have language, literacy and/or numeracy difficulties. The following table summarises their responses:

Table 3 – Summary of methods and strategies used when assessing candidates with LL&N needs

	
	Methods used when designing assessment tasks
	Strategies for candidates with LL&N needs

	RTO 1
	Use curriculum statement, learning outcomes, performance criteria to identify critical knowledge and skills. Relate these to real workplace situations. Design holistic tasks.
	Pre-assessment tests to identify need for extra assistance. Combine practical tasks with oral questions. Avoid written tests. Use fellow worker to interpret except for tasks where English is required for communication of workplace information.

	RTO 2
	Assessment is both integrated and modular at each phase of the program
	Observation both in the workplace and simulated environment. Demonstration, oral and written questions, role play, projects. Techniques vary depending on group and level.

	RTO 3

All respondents
	Make the assessment tasks active and experiential
	Peer tutoring, use of languages other than English, demonstrations


It is clear from the strategies identified that holistic ‘good practice’ in assessment would require the assessor to be involved with a workplace over a considerable period of time so that he or she could gain a clear understanding of how the work site operates and the expectations and constraints faced by workers within that site: 

“Where assessors work with a company for a long time, then language and literacy doesn’t become an issue because you know the people, you know their superiors, you know what tasks are being done by whom, and there’s a lot more of the intrinsic knowledge of what people are doing”.

In order to address LL&N in the making of assessments and to design assessments that take account of the LL&N requirements of the workplace and the assessees, it is essential that tasks are clearly related to the context in which they occur and that the assessor has an in-depth understanding of the environment in which the assessments are to take place.

Summary of RTO responses

The key issues to emerge from the RTO perspective are:

· That the current course does not cover the range of issues (LL&N) adequately

· That the quality of assessor training is in large measure dependent on who does the training

· That the assessment needs to closely tied to the contextual environment, it “needs to be tied into a particular workplace in a particular time”

· That assessment tasks need to be formative and holistic, rather than summative and fragmented.

3.5 Assessor Responses

Responses were received from six assessors, three of whom are enterprise assessors and three from public or private RTOs. The three enterprise assessors had completed the Certificate IV in Assessment and Workplace Training, as had one of the RTO assessors. The other two RTO assessors were qualified teachers. Four respondents were followed up with face to face interviews and the other two responses were via returned questionnaires. 

Questions (see Appendix 3) to assessors were grouped under the following headings:

Training issues

Assessors were asked if, in their training, they were given advice on designing assessment tasks for people with LL&N needs.

Of the six respondents, three replied in the negative and the other three, who were all from the same organisation, responded in the affirmative. Respondents were also asked where they would go to seek advice if needed. All replied that a prime source of support was from colleagues. Only one mentioned assessor associations and two mentioned resources, one of those named being the Workplace Communication in Training Package project developed for the Transport and Distribution industry.

When asked whether the Training Package offered sufficient advice on LL&N in the Assessment Guidelines or the Units themselves, only one thought this was so, although three of the assessors have not actually used the Training Package to any significant degree.

Designing assessment tasks

Assessors were asked how they identified the LL&N skills that are required to demonstrate competence in a particular job, for example is it from the Training Package, or from knowing the job? Four respondents said from knowing the job while the other two said it was both from knowing the job and from the Training Package: “… by contextualising the competency unit to the situation in the workplace, by analysing what things a person is required to understand, speak, read, write, count and calculate”.

The tasks for which LL&N are required were consistently identified by assessors. These include reading and completing quality check sheets, production schedules, safety procedures, pick lists, con notes, giving and receiving work instructions, calculating volume, time, ratios and percentages. All made the point that the level of skill required is determined by the level of the job.

As a follow up to the previous question, assessors were asked what strategies they used to ensure that underpinning LL&N skills are addressed in the assessment. The main strategies identified were the use of questions and project work, particularly at higher levels:

 “You need to change some of the tasks so they need to demonstrate understanding, for example simulate a problem and ask why did you turn the nut to the right and not to the left, what would you do if…?”

Conducting assessments

All assessors provide information to assessees prior to the commencement of the process and this is both verbal and in print. One said, “I give a verbal information session to the whole group and follow up on an individual basis”.

 Another assessor said, “I describe what’s going to happen during the pre-assessment interview and hand out the assessment tool. I go through what’s there and why”.

Assessors were asked to describe their approach and practice. A number of them stressed that “it’s not a test to see who knows the most, it’s a confirmation of competence. You need to make the assessee feel at ease”. One assessor said that she “consult(s) with the assessment candidate and/or the trainer and/or the supervisor on special needs and preferences of the candidate. You need to set the assessment to suit the person”. 

They stressed the importance of being supportive and flexible:

 You need to show friendliness. Sometimes people are nervous, they can show you what they can do but can’t find the words to describe what they do. You need to have a lot of patience. They can still provide evidence even if they don’t have the language.

Strategies included the use of questioning, observation, linking tasks to the workplace, using prompts, rephrasing. Using ‘third party opinion’ was another strategy although as one assessor noted, “you can’t rely on that as an objective form of evidence”. 

Respondents also noted that the basic approach to assessing does not vary across levels because “you must assess against the required skills no matter what the level”. Given that, assessors also noted that “you need flexibility in dealing with individual differences. Knowing the people and the jobs helps”.

There is anecdotal evidence that assessment tasks sometimes discriminate against those with LL&N difficulties. Assessors were asked how they ensured this did not happen. The key strategies were to use relevant workplace documentation, to assess only on what is actually required to do the job and at the lower levels to rely on “oral assessment plus on the job integrated assessment involving observation, demonstration and questions”. 
Assessors were also asked how they would know whether people were likely to have problems during the assessment with oral communication, reading, writing or numeracy. The three enterprise assessors clearly said that knowing the people on the site was critical. I know the job and I know the people. “We used outside assessors for a quality unit and some people weren’t happy because they didn’t know the people or the job”. The other three assessors indicated they would pick up any potential issues from the consultation process from previous training. One of the assessors said  that “students often flag that they have difficulty”.

All six assessors said that they make allowances for people with LL&N needs but “only if it does not impinge on the veracity [integrity] of the assessment”. They were asked to expand on what kind of allowances they made. Mostly these were the use of similar strategies as described earlier although one assessor offered one-on-one coaching and another specified the use of translators and interpreters, using more visual clues and providing additional assistance and direction.

Post assessment

The post assessment stage is when the assessor provides feedback to the assessee on the outcome of the assessment. Assessors were asked to describe what strategies they used in giving feedback particularly if they knew that the assessee has language, literacy and/or numeracy needs. Strategies included the use of gestures and body language and possibly translators or interpreters. The enterprise assessors although mentioning interpreters were somewhat wary of this as a strategy because of issues of privacy. They felt that in this case it would be preferable to use an outsider to avoid any “gossip or people talking about others in the factory”. The importance of knowing the background of the candidates is underscored by this comment from one of the enterprise assessors: “Start with positive feedback. Look into their eyes to see what they are feeling even if they can’t express it. Make sure they don’t feel hurt. Go over and over in different words”.

Summary of assessor responses

The key issues from an assessor viewpoint are:

· Current assessor training does not necessarily cover issues to do with LL&N

· A critical component in designing and conducting quality assessments is knowing the contextual environment in which the assessments will occur 

· The importance of understanding and knowing the background of the candidates including cultural, linguistic and educational background

· Using this background knowledge to adjust tasks and methods to meet the special needs of individuals without jeopardising the validity and reliability of the assessments

· Setting the tasks within the parameters of actual jobs

· Using demonstration and questioning as key strategies and including  reading and writing tasks only to the extent to which they occur within the candidate’s actual work responsibilities

3.6 Assessee Responses

Face to face interviews (see Appendix 4) were conducted with five assessees. Three of the respondents had been assessed by internal workplace assessors and two by an external RTO assessor. The RTO assessor had also been responsible for conducting the training. Respondents were asked whether they thought there were any benefits in one form over the other. As all respondents saw the experience of assessment as a positive one, there was no clear preference. One of the respondents summed it up saying “you feel more confident with someone you know initially. For later assessments, it’s also good to use an external assessor because it’s a good feeling to know you can show someone you don’t know, what you can do”.
LL&N at Work

Each respondent described their current job including the communicative requirements associated with the job including forms of oracy, numeracy, reading and writing. They were also asked to whom they, or others in the workplace, would turn to for help if needed.

All participants identified participating in meetings as important, discussing work issues with team members and raising problems or quality issues with supervisors and/or fitters. Reading was required for pick lists, loading lists, labels, SOPs, production schedules, quality check sheets, manuals and hand over notes although all respondents indicated that the need to write was limited to completing quality check lists, hand over notes and machine repair forms. The need for numeracy was dependent on the actual job, for example warehousing staff needed to undertake stocktakes, count cartons on pallets, and estimate size and weight prior to stacking cartons on pallets.

Help if needed was sought from peers and/or supervisors.

Assessment

All assessees had been provided with information prior to undertaking assessments. Information was provided both orally and in print format. Four of the assessees were not given advice on support they could seek if needed although one of the respondents described a situation where this did occur. If candidates were unsure of their ability to do any of the reading, writing, numeracy tasks or to answer questions in English, they would seek support from the trainer or the supervisor. In one site, candidates were given the assessment tool kit which described not only what would happen but what they would be expected to know and demonstrate. They were encouraged to ask for help in reading it or for any clarification.

For one of the assessees, the process was entirely on the job, whereas for the other four, the assessment consisted of both on and off the job tasks. The prime forms of assessment were on the job demonstration and responding verbally to questions. Three had been given a printed text to respond to but they could choose to respond orally rather than in writing. They all had been given numeracy tasks such as calculating down time for a machine given a particular fault. If a candidate had any language, literacy and/or numeracy difficulties, the candidate and the assessor would “read the questions together and written responses could be given verbally. If oracy was a problem, the assessor would say come and show me”.

None of the assessees interviewed felt that issues of language, literacy and/or numeracy impacted on their ability to demonstrate competence but felt that there could be a problem for others who had LL&N problems. One assessee said that where this was likely to be the case, “the assessors show compassion and make allowances”. 

None of the assessees felt that tasks required a higher level of communicative skills than were actually required as part of the job.

Support

All of the assessees interviewed felt that the assessors were very supportive of candidates for whom language, literacy and/or numeracy might have been difficult. Assessors were seen as skilled in knowing how to paraphrase and use plain English and in being sympathetic in terms of not requiring more than a demonstration of knowing how to work as an effective operator. “As long as people can show they know and understand the job, they (the assessors) don’t push for explanations”.

Respondents were asked to describe strategies assessors could use both before and during the assessment to support candidates for whom language, literacy and/or numeracy could be problematic. Suggestions included using an interpreter although this raised the issue of confidentiality, using materials in other languages and using a combination of internal and external assessors. “In-house assessors know the system and external assessors avoid personal issues”.

Summary of assessee responses

The key issues for assessees were:

· Knowing beforehand what will be expected so candidates can seek assistance if needed

· Having a focus on demonstrating competence on the job

· Feeling that the workplace and the assessors were supportive 

4 CASE STUDIES

Case studies were included as a means of exemplifying and demonstrating good practice.

These case studies are both (in different ways) examples of good practice and may be useful as guides for other assessors to confirm their own practice and/or modify current practice. However, as individual examples they can do no more than provide models of good assessment practice and it is not possible to make any broader claims or generalisations from such a limited sample.

In both cases, the assessors and assessees pointed to the necessity of having a detailed knowledge of the site or the context as well as an understanding of the background of the candidates. The assessors clearly understood the function of the assessment and were aware of strategies they could employ to ensure that individual candidates were not disadvantaged. The assessees indicated that they were aware of the assessment process and that the tasks required them to demonstrate both that they could their job and that they understood why certain procedures, such as those related to reporting problems were expected within the workplace.

4.1 Case Study 1

Onefoods is a large multinational employing approximately 300,000 employees worldwide. 

In Victoria the company operates three food sites. The site used for this case study is based in the south east and employs approximately 220 workers. Human resource personnel at the site have a long term commitment to training and in 1993, implemented a competency-based approach to training.

In 1998, as part of the Enterprise Agreement, the classification structure was pegged to the Food Processing Training Package at AQF 2. This brought about the need for a more formalised and structured approach to training and assessment which in turn led to the need to create positions for workplace trainers and assessors. In 1999 the positions were advertised internally with ten personnel being selected.

An RTO (Linda Wyse & Associates) was selected to provide training in BSZ401A Plan Assessment, BSZ402A Conduct Assessment, BSZ403A Review Assessment and BSZ404A Train Small Groups. After delivering the training, the assessors developed and documented assessment procedures relevant to the site. Work then commenced on the development of the first internal unit of competency Minor Adjustments which is loosely based on FDF ZZPP2A Operate a packaging process.

To date, the assessors have conducted 74 assessments and the company is keen to continue utilising their skills in this area. This raises the issue of the maintenance of currency of skills when conducting training and/or assessments is only a relatively small part of a worker’s job. The Skills Development Officer at the site has recognised this as a potential issue and is considering strategies to overcome this. 

Addressing language and literacy needs within assessments

Assessors at the site were very conscious of the need to address language and literacy issues. 

Prior to the assessment process (possibly during the training program) assessees are given the assessment tool. This gives them time to become familiar with what questions they will be asked and what they will be asked to demonstrate. They can take the tool home and/or study it at work, identify any questions they are unsure of and then seek clarification from the trainer if they elect to have training prior to the assessment, the assessor, the supervisor, a colleague or the skills development officer.

All of the interviewees quoted the example of a worker who has been with the company for a number of years and knows her job really well. Although she has limited spoken English skills she is included as part of the work group and the assessors were keen that she should participate equally in the process. Initially she indicated that she did not want to be part of the process and the assessors believed that this was due to a lack of confidence in her English skills. She was encouraged to take the assessment tool home so that an assessor could ring, go through the process with her son who then translated the document and explained the process to his mother. She then participated in the assessment process and was deemed competent.

All three assessors said that language and literacy issues were addressed during their training and that working in an environment where workers had a range of language and literacy skills made them aware of the need to address these issues in planning and carrying out assessments. The areas in which they were conducting assessments (Undertaking Minor Adjustments) requires workers to complete quality check sheets and this consists of putting an ‘X’ on the form against a particular problem. A worker essentially needs to recognise where the items are on the form. If a problem arises workers are expected to orally report this to a fitter but the assessors stressed that much of the information can be effectively communicated through signs and gestures. They are therefore aware that the assessment procedures need to reflect the reality of who the workers are and the reality of the work environment.

Strategies for maintaining competence

The three assessors are aware that there is a need to maintain their skills and competence. Assessing is only a small component of their job profile and the number of assessments will vary greatly over time. The Skills Development Officer is considering the feasibility of designing an internal professional development program whereby the workplace assessors would come together possibly twice a year to discuss relevant issues. She mentioned that she was also considering the possibility of inviting guest speakers to address the group.

4.2 Case Study 2

This site, in the northern suburbs of Melbourne, is part of a large freight and distribution company. There are approximately 60 people employed at the site which stores and distributes food products for a number of supermarket chains across Victoria. They deal primarily with dry goods although they are also required to handle chilled and frozen products. There are two main jobs within the warehouse – forklift drivers and pickers.

An external RTO has been delivering training in Warehousing at Certificate 111 level and has also been responsible for conducting the assessments. 

Interviews were conducted with three employees who had been through the assessment process. The interviewees indicated that there were very few workers from non-English speaking backgrounds or workers for whom their literacy skills impacted negatively on their ability to undertake their work tasks or participate in the training and assessment process. Previously there had been a Vietnamese worker whose oral skills in English were limited but when necessary they used an interpreter to assist. However, they were keen to point out that even with limited English, it was not a problem in his ability to undertake his work effectively. 

The trainer from the RTO was also interviewed.

Assessing language and literacy needs within assessments

Currently communication tasks involve reading labels, pick lists and loading lists, counting stock for stocktakes, counting cartons on pallets and estimating size and weight of cartons for stacking on pallets. There is very little writing required. Employees are expected to participate in workplace meetings including team briefings, OH&S meetings and union meetings. The three respondents indicated that LL&N skills were not really an issue as workers could operate effectively even with low levels of English language and literacy.

Although the assessor said that issues of LL&N were not addressed during his training, growing up in the western suburbs provided him with an understanding of the needs of different groups of workers. He felt that assessors without that background could find it difficult to know how to adjust tasks and to design appropriate tasks. This bears out the comments made earlier by a number of ITAB and RTO respondents that although language. literacy and numeracy are required components of the Certificate IV in Assessment and Workplace Training they are not necessarily addressed within the course.

Before designing any assessment tasks he works side by side with groups of workers. This enables him to gather information not only about the tasks they perform but about any other factors that may impact on the assessment.

Strategies for maintaining competence

The assessor attends weekly meetings organised by the RTO at which the assessors discuss issues of concern and act as a support group for each other. The more experienced assessors act as mentors to the more inexperienced assessors.

Although the assessor does not use many of the resources available ( such as those developed by the NAWTB) he does refer to the TDT Workplace Communication in Training Package project to confirm his own practice. Possibly this resource is seen as more useful because it is an industry specific resource.

Summary of case studies

One of the hallmarks of good assessment practice identified within this study is the extent to which an assessor is grounded and enmeshed in the culture of the enterprise and therefore understands not only what is being assessed but the needs of the assessee. The two case studies presented here demonstrate ‘good practice’ on the part of the assessors. They clearly knew the workers whom they would be assessing, they adapted their practice to meet the needs of the assessees and they understood the function of the assessment.

In assessing against industry standards as articulated within a Training Package, maintaining integrity of the credential is essential. These assessors understood that alongside the need for integrity, there needs to be flexibility in allowing people to demonstrate skills and knowledge. Case study 1 is a ‘good practice’ example of a collaborative relationship between an RTO with a strong pedagogical understanding and an enterprise with its industry expertise. Case study 2 is a ‘good practice’ example in that the assessor displays sensitivity and knowledge borne by experience. These are not isolated examples yet unless there is a formal mechanism for disseminating such practice the valuable learning opportunities afforded by cases such as these will be lost.

5 SUMMARY

This project sought to examine the ways in which LL&N impact on the assessment process. It looked at how LL&N are articulated in selected Training Packages and how factors such as the efficacy of the current training for assessors affects their ability to address issues of LL&N within the assessment process.

Training packages in their current format are seen to be problematic in relation to the requirements of assessment and the complications that arise when language, literacy or numeracy issues impinge on the ability of assessees to dislay competence. 

There is significant variation in the extent to which LL&N is embedded or made explicit within the standards. This is exacerbated by the variations between the amount of detailed and useful information contained within the range of variables and evidence guides contained within different Training Packages. There is also a lack of clarity between the use of communication and LL&N. Further inconsistencies were noted between Training Packages in terms of the communicative requirements and LL&N skills at different AQF levels.

There were a number of issues identified by each group of respondents relating to the impact of LL&N on the assessment process.

At the lower AQF levels, particularly AQF 1 and 2, where the communicative requirements are relatively limited, assessors can and should be designing tasks that take into account the LL&N skills of the candidate. The limited evidence provided here is that employers want workers who can perform their jobs within the expectations and requirements of the worksite. The need to engage in critical and reflective problem solving activities for example becomes more significant at higher AQF levels. At the lower levels in many industry sectors, workers work effectively and efficiently and are also regarded as valuable team or group members yet may possess relatively limited English language skills. Clearly a key message is that in the enthusiasm to provide tangible evidence that will stand up to rigorous investigation, assessors do not over assess and use inappropriate methods of gathering evidence that are out of kilter with the reality of the work role and the job requirements.

A key issue raised by respondents in this project was that the time allocated for the training of assessors in the assessment units of competency in the Certificate IV in Assessment and Workplace Training may be too short. The length of the course does not allow for any in-depth exploration of a range of complex issues including LL&N which underpin good assessment practice.

Respondents also articulated the view that good assessment practice relies on the assessor having a detailed knowledge of the context in which the assessments are to occur and of the candidates. This will allow the assessor to use their professional judgement to determine what allowances, if any, need to be made to allow for individual needs within the context of the function of the assessment.

5.1 Issues

Definitional Issues

There is a need to unpack the difference between communication and LL&N. In an earlier report, the author wrote that:

Literacy is understood both a set of functional skills (reading, writing and numeracy) and as a broad set of generic communication skills. However, these two understandings of literacy need to be clarified and the relationship between them needs to be unpacked and theorised (Sanguinetti, 2000, pp.34-35).

Training Packages need to give advice to trainers and assessors on what each means and how this impacts on assessment practice. They need to spell out the communicative requirements that are part of a job and the LL&N skills that will support the demonstration of communicative competence.

Quality of assessor training 

As already noted, a number of respondents indicated that the nominal hours allocated do not allow for any in depth analysis of a range of issues, including LL&N, that impact on quality and consistency of assessments. However, there is much variation in the actual duration of courses currently on offer. Although the nominal hours for the assessment units of the Certificate IV in Assessment and Workplace Training have been put at 35, anecdotal evidence indicates that some providers are offering the course in 12 hours. If this is the case, it is not surprising that issues such as LL&N are not adequately covered. Although an increase in the number of hours does not guarantee an increase in quality of provision, paring down the number of hours to the bare minimum does have a direct impact on quality.

Within the Certificate IV training, assessors need comprehensive guidance on how to design assessments that:

· Embed the assessments within a broader contextual framework

· Assess underpinning LL&N skills (for example a worker cannot participate effectively in a team if they cannot contribute to discussions)

· Assess the communicative requirements which constitute part of a job for example ‘Complete Workplace Documentation’. These need to be made explicit within the standards

Professional development

The acquisition of initial qualifications is not sufficient in itself to guarantee that assessors will be able to make valid and reliable assessment judgements. Clearly there needs to be opportunities for assessors to share their experiences, clarify their interpretations of the standards and up date their assessment skills and industry knowledge. Such opportunities may be provided through assessor networks, industry briefings and assessor development programs (VETASSESS 2000, p 93).

Reports on the implications of a casual workforce have indicated that opportunities to participate in professional development activities are limited. There is a challenge therefore to provide affordable learning opportunities for teachers/trainers and assessors working for RTOs. In addition, many workplace assessors conduct training and assessing as part of their job function and may not know of, or have the opportunity to participate in, activities such as assessor network meetings. There is also the additional issue of whether this form of professional development is relevant to all groups of trainers and assessors.

Resources

Although there are resources available for workplace trainers and assessors, to date these have tended to be generic and tend to view workplace assessors as the one audience rather than viewing them as multiple audiences. Resources should be developed to meet the needs of different groups. It appears that some resource developers operate from an assumption that because workplace assessors may not come from an educational background they will be unable to situate their learning and understanding within a theoretical and pedagogical framework. This has sometimes led to a reductionist view with information presented as a series of dot points.  As one interviewee said, “We need to find ways to disseminate good practice. Current materials are largely reductionist, mechanistic and devoid of genuine educational value and content” (RTO respondent).

While there has been research conducted into the relationship between learning and assessment, this has been primarily at a theoretical level. What is required is additional research which looks at the interplay of these understandings in the actual assessment process. This will have specific reference to how assessors integrate the assessment of underpinning skills and knowledge, key competencies and contingency management.

5.2 Recommendations

1. Assessor Training

1.1 Given that the current Certificate IV in Assessment and Workplace Training was seen by a number of participants in this study as too short, RTOs should be required to deliver the course in no less than the stated nominal hours. Adequate time is needed for facilitators and trainee trainers to be able to consider the complexities surrounding the issue of language, literacy and numeracy in processes of assessment and to develop the relevant skills. (For example, how to unpack the LL & N requirements within units of competency and how to design assessment tasks that take into account the LL&N needs of the candidate.)

2. Professional Development 

2.1 State authorities, ITABs or assessor networks (such as the Victorian Assessor Network) should be encouraged to keep a register of those who have completed Certificate IV in Assessment and Workplace Training in order to send out newsletters and current information about professional development activities. If necessary, additional funding should be made available for the organisation to maintain such a register. 

2.2 Resources about LL&N issues and assessment should be developed for specific audiences such as RTOs and enterprise-based assessors, including ‘good practice’ examples.

2.3 A range of professional development pilot projects needs to be undertaken to support assessors in maintaining and extending their competence. The pilot projects could trial different approaches with different groups.

3. Assessment Issues and Training Packages

3.1 When Training Packages are reviewed, the range of variables and evidence guides should be rewritten to identify what LL&N skills are required, in what format and in what context. In particular, there is a need for guidance in how to articulate problem-solving tasks (which play an essential role in almost all work places) with the LL&N skills that will be required to solve the problem and communicate the outcome. Guidance is also needed in how to carry out assessments that neither under-emphasise nor over-emphasise those skills in the context of particular work tasks and at particular AQF levels.

3.2 ANTA should develop a series of guidelines and strategies on LL&N to be included in the Assessment Guidelines for each Training Package when it comes up for review.

4. Towards better practice in assessment

4.1 Collaborative relationships between educationalists and industry should be actively fostered and promoted (through seminars and joint forums) to ensure that the complexities of assessment are more clearly understood by both groups.

4.2 Assessment procedures involving partnerships between work-place assessors and external (RTO) assessors should be encouraged. In this way, the benefits of detailed contextual knowledge (of the local assessor) can be combined with the skills and expertise of the more highly trained external assessors.
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APPENDIX 1 - ITAB QUESTIONNAIRE

1. Advice to Workplace Assessors

a) How are issues of literacy and numeracy addressed in the Training Package e.g. in the Evidence Guide, the Assessment Guide?

b) How are issues of literacy and numeracy addressed in the Assessment Guidelines e.g. is there a separate section discussing these issues?

2. Training for Workplace Assessors

a) Do you think that the current training for workplace assessors equips them to deal with issues of literacy and numeracy?

b) Does your ITAB offer workshops or other forms of support to workplace assessors?

c) If so, have you dealt with these issues and how?

d) From your experience, have there been examples of workplace assessors seeking advice on how to deal with literacy and numeracy?

3. Workplace practice

a) Can you describe any situations that provide good or best practice examples of assessment practices that address literacy and numeracy?

b) Can you describe any situations where you believe that workplace assessors have not dealt well with assessees who have had literacy and/or numeracy needs?

c)   From your experience can you say whether workplace assessors generally design assessment tasks that accurately reflect the literacy and numeracy requirements of the job rather than requiring higher levels of literacy and numeracy to complete the assessment tasks than are required on the job?

APPENDIX 2 – RTO QUESTIONNAIRE

1 Background

a) What industry sectors are you currently working in?

b) How have you been involved in workplace assessing:

· Providing training to workplace assessors

· Conducting workplace assessments in conjunction with a workplace assessor

· Conducting workplace assessments as part of a workplace training program e.g. Apprentices and Trainees, WELL

2 Advice to Workplace Assessors

a) How are issues of LL&N addressed in the Training Package with which you are working e.g. in the Evidence Guide, the Assessment Guide?

b) How are issues of LL&N addressed in the Assessment Guidelines e.g. is there a separate section discussing these issues?

3 Training for Workplace Assessors

a) Do you think that the current training for workplace assessors equips them to deal with issues of LL&N:

· Recognising needs of assessee

· Designing tasks that do not disadvantage assessees

· Designing tasks that reflect actual communicative requirements of the job

· Designing tasks that reflect the LL&N skills which underpin workplace competence

b) From your experience, have there been examples of workplace assessors seeking advice on how to deal with LL&N?

4. Workplace practice

a) Can you describe the methods you commonly use when designing assessment 

tasks for use within the workplace?

b) What strategies do you employ to assist people who have language, literacy and/or numeracy difficulties?

c) Can you describe any situations that provide good or best practice examples of assessment practices that address LL&N?

d) Can you describe any situations where you believe that workplace assessors have not dealt well with assessees who have had language, literacy and/or numeracy needs?

e) From your experience can you say whether workplace assessors generally design assessment tasks that accurately reflect the contextual demands for LL&N? Are tasks contextualised to the site and the conditions in which the assessment will occur?

APPENDIX 3 – ASSESSOR QUESTIONNAIRE

1. Training Issues

a) In your training as a workplace assessor were you given advice on how to design assessment tasks for people with language, literacy or numeracy special needs?

b) If so, was the advice sufficient?

c) If not and you felt you needed some advice where would you go?

d) Do the Training Package and/or the Assessment Guidelines provide advice on dealing with assessees who may have language, literacy and/or numeracy needs?

e) If so, is the advice detailed enough to be of use?

2. Designing assessment tasks

a) How do you identify the LL&N skills that are required to demonstrate competence in a particular job e.g. from knowing the job, from the Training Package? 

b) In the jobs for which you assess competency, can you describe the sorts of LL&N skills that workers are required to demonstrate?

c) How does this vary across levels?

d) What strategies do you use to ensure that underpinning LL&N skills are addressed e.g. those needed for problem solving, for transferral of knowledge across contexts?

3. Conducting Assessments

a) Do you give information to assessees about the assessment process before the event?
b) If so, is this:
· Verbal
· Print based?
c) Can you describe your assessment approach and practice?

d) Does your approach vary:

· Depending on the person being assessed

· Depending on the level?

e) If so, how?

f) What strategies do you use in your assessments to make sure:

· The assessment strategies themselves do not discriminate against those who have oral communication, reading, writing and/or numeracy difficulties

· That any tasks involving oral communication, reading, writing and/or numeracy do not require higher level skills than those that are actually required on the job?

g) How would you know if assessees are likely to have problems during the assessments with oral communication, reading, writing or numeracy?

h) Can you, or do you, make allowances for people with language, literacy and/or numeracy difficulties?

i) If so, can you describe what you do?

4. Post Assessments

a) When you give feedback on the assessment, are there particular strategies that you use if you know the assessee has language and/or literacy difficulties?

APPENDIX 4 – ASSESSEE INTERVIEW QUESTIONS

1. Background

a) Can you describe your job please?

b) We are interested in talking about the types of communication you need to do as part of your job. Can you tell me what:

· Oral communication is required e.g. team meetings, problem solving groups, reporting to supervisors, talking to other workers, unions 

· Reading

· Writing

· Numeracy?

c) If you, or any one you know, had/has any problems doing any of these tasks, what would you/they do

· Ignore it

· Ask for help 

· From whom?

2. Assessment

a) Have you been assessed at work:

· After an initial probationary period at work

· After a training program

· To determine future training needs

· For a promotion

· Any other reason?

b) Were you given any information on what would happen during the assessment?

c) Was this information given to you:

· In print form

· Spoken

· Both

d) Were you given any advice on the support you could ask for if you needed?

e) Can you describe how the assessment took place:

· All on the job

· All off the job

· Part on the job and part off the job

· Over a period of time?

f) Did the assessment require you to:

· Answer questions

· Ask questions

· Describe situations or processes

· Read materials

· Write answers

· Do any calculations?

g) If you, or any of your colleagues, felt unsure of your ability to do any of the reading, writing or numeracy tasks or to be answer questions adequately did you discuss this with anyone such as your supervisor, the assessor, or the trainer before or during the assessment?

h) Was there any support given?

i) Can you describe the support that was made available?

j) Do you think that any of the spoken, reading, writing and/or numeracy tasks impacted on your ability to demonstrate your on the job competence?

k) If you think of the assessment information you were given and the actual assessment tasks, would they have been difficult for people who may have problems with oral communication, reading, writing and/or numeracy?

l) If yes, do you think the tasks were inappropriate e.g. did they require a higher level of oral communication, literacy and/or numeracy than the person would need to actually do the job?

3. Support

a) From your experience, do you think that the assessors and the assessment process adequately support people who may have language, literacy and/or numeracy difficulties?

b) If you think of people you know for whom speaking, reading, writing or numeracy tasks could be problematic, can you think of any strategies that would make it easier for them:

· Before the assessment

· During the assessment

� I am indebted to my colleagues at Workplace Learning Initiatives for engaging in a discussion that gave voice to shared issues and concerns.


� Assessors may be employed by an RTO and work within an institution or within enterprises. In this case, the assessor is usually involved in the delivery of training and the assessments are generally made as part of this training.  Assessors may also come from within a company and for these workplace assessors, training and assessing are often only part of their job profile. Some larger companies may also employ fulltime trainers and assessors. 


� MLV has responsibility for both the Chemical, Hydrocarbon & Oil Refining Training Package and the Plastics, Rubber and Cablemaking Training Package





