AUSTRALASIAN CENTRE FOR WORK EDUCATION

RTO:40857 | ABN:75154612012

Bringing Learning to Life

Experts in creating high performing workplace culture solutions

Language, Literacy, Numeracy and Digital Proficiency
Policy and Procedure

Purpose

This policy and procedure ensures that Australasian Centre for Work Education Pty Ltd
(ACWE) assesses all prospective students for Language, Literacy, Numeracy, and Digital
(LLND) capabilities prior to enrolment and provides appropriate support, so students can
successfully participate in and complete their chosen course.

Scope

This policy applies to all nationally recognised training products on ACWE's scope of
registration, including both accredited and non-accredited short and long courses. It is
applicable to all prospective and enrolled students and all relevant staff.

Policy Statement
ACWE ensures that:

Students are informed of the LLND skills required for course success
Students' LLND capabilities are reviewed prior to enrolment
Reasonable LLND support is offered where required

Students are referred to external services if their needs exceed ACWE's support
capabilities

Responsibilities

Student Services Conduct assessments, interviews, and support plans. Monitor progress.
Training Staff Coordinate and implement support strategies in training delivery.
Student Support Officer Monitor LLND support implementation and perform follow ups.
Compliance Manager Review policy annually and ensure regulatory alignment.

CEO Oversee compliance, resource allocation, and policy approval.
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LLND Procedures

1. Pre Enrolment Awareness and Initial Checks

e LLND requirements are clearly outlined in all course guides and enrolment
materials

e Students complete an Initial Core Skills Self-Assessment as part of the enrolment
process

e Prior education history and self-declared LLND capacity are reviewed

2. Digital Literacy Checkpoints

As part of ACWE's enrolment and onboarding model, students are required to apply digitally via
email, complete online enrolment forms, participate in an online pre-enrolment interview, and
respond to communication via approved digital platforms. These steps serve as practical
indicators of digital literacy and LLND capacity. If students encounter difficulty, support
mechanisms are triggered immediately.

3. Formal LLND Assessment (For AQF Qualifications)

If a student does not present evidence of Year 12 completion (or equivalent), or a prior Australian
Qualifications Framework qualification at or near the level of the intended course, then a formal
LLND assessment is issued, an LLND interview is conducted if required, and a Tailored LLND
Support Plan is developed and implemented. If the student is more than two Australian Core
Skills Framework levels below course requirements, they are referred to external services for
support.

4. Digital Skills Assessment and Support

Digital capability is assessed as part of the LLND process. Required digital competencies
include the ability to access and navigate the internet, use standard office and video
conferencing tools, and access and interact with ACWE's learning management system,
ChalkPort. Support options include digital onboarding sessions, guided tutorials or one on one
support, referrals to external programs where barriers are significant, and alternative materials
or delivery modes where necessary.

5. Support Implementation and Monitoring

Trainers are briefed on all student support strategies

Student Support Officers monitor student progress through scheduled follow ups
LLND Support Plans are updated as required

Reviews occur every four weeks or aligned with the duration of the course

6. Staff Training
e All training and assessment staff are inducted into LLND policies and
procedures

e Ongoing professional development is provided in recognising LLND and digital
support needs, making and documenting reasonable adjustments, and
supporting learners to engage with digital platforms
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7. Recordkeeping
e All LLND assessments, support plans, and communications are recorded in the
Student Management System

e Records are retained in accordance with ACWE's compliance obligations for
internal audits, student welfare follow ups, and ASQA or other regulatory reviews

Review and Evaluation

This policy is reviewed annually by the Compliance Manager. Updates are approved by the
CEO. Feedback from students and trainers is used to ensure procedures remain current,
effective, and compliant with the Standards for RTOs 2025.

Australasian Centre for Work Education Pty Ltd

RTO: 40857
Version 3

ABN 75154 612 012 Document Name: LLN and Digital Proficiency Policy
Issue Date: January 2026 Date of Review January 2027




