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	Part 1 – overview

	Course description. Course focus and content, number of hours, place in overall program, pathway  to further courses, accredited training or employment

	Course is 20 hour course which will run for 10 x 2hours sessions.
This is an adult literacy course tailored to suit adults and students with disabilities who want to improve their reading and writing for everyday use.

Tailored for students who struggle understanding bills and mail, and want to learn more about how to fill in forms, how to write a resume or  want to read to their children or grandchildren.

This course is designed to teach students who know their ABC's but struggle to write sentences.  Students are encouraged to progress to our Certificate in General Education for Adults or Transitional Education.


	Planning and consultation. Process undertaken for course development/improvement

	Enquiries from Adults working who cannot commit to full time study. Working with other organisations who have identified a need for basic reading and writing that is not at a certificate level.  Students who have barriers to education and therefore find it difficult to learn in a traditional classroom learning environment.

	Prerequisites. Eg computer skills and access, literacy/numeracy levels etc

	Students must have a basic understanding of the alphabet and language in order to develop their literacy skills. Most of our students, whilst shy, can speak very well and know the words and what they mean but struggle with spelling and reading. 

	Teacher skills. Skills, experience, qualifications needed

	Ideally the teacher will have Teacher Qualifications, TESOL Certificate III, Teacher Training Certificate Level 1, Certificate III in Counselling or a Certificate III in Disability or expereinece working with disabled or disadvantaged students as well as teaching experience.

	Pre-accredited learners select options below that apply

	 FORMCHECKBOX 

	people from culturally and linguistically diverse backgrounds and those who require assistance with English as a second language

	 FORMCHECKBOX 

	people who have been marginalised and have not accessed education, training and employment

	 FORMCHECKBOX 

	people who have experienced barriers to education in the past and need intensive support to re-engage with learning

	 FORMCHECKBOX 

	people who have limited access to learning opportunities eg rural

	 FORMCHECKBOX 

	other (please describe below)

	
	People with a disability or with mental health issues and have had difficulty learning in a mainstream school environment.

	Outcomes. What do you want your learners to know and be able to do as a result of the course?

	
	Learners should feel confident about reading passages of text to other people out loud, be able to fill in forms as well as partipate in reading and writing for everyday use such as the supermarket, menu's at restaurant, newspapers, text on the television as well as their mobile phones and possibily social media.
Recognise numbers and money in simple, highly familiar situations 
Read and write texts in various contexts including for personal, learning, employment and to particpate in the community understand simple mathematics such as budgeting, directions, north south east west, common rates eg $/kg how much for 2.5 kg

Estimate measurements eg 1km, 1 ltr, teaspoon, tablespoon.  (we may be able to do a cooking session with quantities?  simple scones?

etc

(this needs more work)




	Employability. What employability skills will you address? What strategies will you use to build learners’ employability skills?

	
	 FORMCHECKBOX 

	Speaking and listening

	
	
	Practise each session on reading out load in small groups and hopefully in front of the class if the student is confident enough. Listening to other students speak and paraphrase what they said

	
	 FORMCHECKBOX 

	Reading and writing

	
	
	Being able to get what is in their head down on paper, writing letters, emails, shopping lists, to do lists and filling in complex government forms and understanding them.

	
	 FORMCHECKBOX 

	Numeracy

	
	
	Everyday maths such as money, map reading, distances, time, cooking ratios, quantities, timetables for public transport, 

	
	 FORMCHECKBOX 

	Teamwork

	
	
	Working in small teams to read to each other and listen and report back on the topics covered

	
	 FORMCHECKBOX 

	Problem solving

	
	
	Working out how to pronouce words that are difficult and breaking down the word into sections

	
	 FORMCHECKBOX 

	Initiative and enterprise

	
	
	     

	
	 FORMCHECKBOX 

	Planning and organising

	
	
	Planning 

	
	 FORMCHECKBOX 

	Self management

	
	
	     

	
	 FORMCHECKBOX 

	Learning

	
	
	Learning each week by practising

	
	 FORMCHECKBOX 

	Technology

	
	
	Researching and reading from the internet

	Delivery. What teaching and learning approaches will you use?

	
	Face to face classroom based delivery

Demonstration, prractical instruction and exercises

Activities involving a teamwork approach

Computer classroom activities

Supervised self directed and self paced learning to practice new skills
Excursions to various shops, food outlets, banks and other everyday places.


	Achievement of outcomes. How will you measure the outcomes?

	
	Observation to determine the improved ability to use read and write
Quiz and other written activities to completed by students as formative assessments

Oral questions and answers

Tasks brought in by students to assist with their everyday learning eg a form to complete.
completion of the Accredited Diagnostic assessment in order to be suitable to enrol in Cert I in CGEA.  


	Evaluation. How will you evaluate the effectiveness of the course and plan improvements?

	
	Feedback survey forms will be filled out by students at the completion of the course.
Verbal feedback from students to Tutor to assist with learning

A Learner Plan will be completed to monitor progress and assist with student outcomes
Tutors will meet together with the manager on a regular basis to moderate and discuss feedback.


	Acknowledgement. How will you acknowledge what learners have achieved?

	
	Certificate of Participation upon successfully completing the course
Positive comments and feedback from tutors to be provide to students during the course

Regular reviews of progress through group and individual discussions to reiterate progress

A supporting and inclusive enviornment where students feel comfortable

	Pathways. Where will this course lead for most learners? How can you provide support?

	
	Internal pathway

	
	We encourage students if capable to enrol in our Certificate in General Education Courses or other industry courses in line with their skills at the end of the course.
They could volunteer to help other students in this class in subsequent terms or register with the Community Skills bank to gain a volunteering position within the community.

	
	External pathway

	
	Students could find employment, volunteer with other organisations or do further study with TAFE or another educational institutions. During the course students will identify what their strengths and weaknesses are and we will develop a plan to help them find appropriate work options for them if they choose. 

	
	Support provided

	
	One on One volunteer support will be on hand to help any special needs that will be required as well as community support to help them with their study or work options. 


	Some options to consider for course planning

Tick any options you plan to use:

	How
	How
	How

	Employability

embedding skill development
	Delivery

teaching and learning methods
	Achievement

ways of gathering evidence

	Embed processes
	 FORMCHECKBOX 

	group presentation and discussion
	 FORMCHECKBOX 

	demonstration

	 FORMCHECKBOX 

	group work and active learning
	 FORMCHECKBOX 

	group and pair activities
	 FORMCHECKBOX 

	questioning and discussion

	 FORMCHECKBOX 

	team projects
	 FORMCHECKBOX 

	demonstration by tutor or learner
	 FORMCHECKBOX 

	interview

	 FORMCHECKBOX 

	problem-based challenges
	 FORMCHECKBOX 

	modelling by tutor or learner
	 FORMCHECKBOX 

	group work

	 FORMCHECKBOX 

	planning, scheduling and monitoring
	 FORMCHECKBOX 

	games
	 FORMCHECKBOX 

	scenario

	 FORMCHECKBOX 

	learning-to-learn modelling
	 FORMCHECKBOX 

	self-directed worksheets or units
	 FORMCHECKBOX 

	case study

	 FORMCHECKBOX 

	computer-based tasks and products
	 FORMCHECKBOX 

	lecture style presentation
	 FORMCHECKBOX 

	problem and solution

	Build explicit skills
	 FORMCHECKBOX 

	DVD-based activities
	 FORMCHECKBOX 

	role play

	 FORMCHECKBOX 

	using email, phone and web tools for group tasks
	 FORMCHECKBOX 

	case studies
	 FORMCHECKBOX 

	self assessment

	 FORMCHECKBOX 

	time management
	 FORMCHECKBOX 

	web-based activities
	 FORMCHECKBOX 

	journals

	 FORMCHECKBOX 

	dealing with different opinions
	Add others
	 FORMCHECKBOX 

	written test

	 FORMCHECKBOX 

	brainstorming and mapping
	     
	 FORMCHECKBOX 

	online quiz

	 FORMCHECKBOX 

	task and project planning
	
	 FORMCHECKBOX 

	portfolio

	 FORMCHECKBOX 

	work-group collaboration methods
	
	 FORMCHECKBOX 

	action plan

	 FORMCHECKBOX 

	Internet researching
	
	 FORMCHECKBOX 

	project

	 FORMCHECKBOX 

	organising learning
	
	 FORMCHECKBOX 

	research and data collection

	 FORMCHECKBOX 

	decision-making in groups (including meetings)
	
	 FORMCHECKBOX 

	observation

	Add others
	
	Add others

	     
	
	     

	How
	Which
	Where to

	Evaluation

improving the course
	Acknowledgement

recognising achievement
	Pathways 

providing pathway support

	 FORMCHECKBOX 

	learner feedback sheet
	 FORMCHECKBOX 

	certificate of participation
	 FORMCHECKBOX 

	discussion of needs and aspirations via Learner Plan

	 FORMCHECKBOX 

	monitoring during the course
	 FORMCHECKBOX 

	exhibition of work
	 FORMCHECKBOX 

	class discussion of internal and  external options

	 FORMCHECKBOX 

	group interviews
	 FORMCHECKBOX 

	demonstration
	 FORMCHECKBOX 

	Internet links

	 FORMCHECKBOX 

	in-course reviews (strengths, issues)
	 FORMCHECKBOX 

	publicity
	 FORMCHECKBOX 

	careers advisors

	 FORMCHECKBOX 

	post-course surveys
	 FORMCHECKBOX 

	film, computer or oral presentation
	 FORMCHECKBOX 

	other programs, other providers

	 FORMCHECKBOX 

	benchmarking other courses
	 FORMCHECKBOX 

	performance
	 FORMCHECKBOX 

	community advertisements

	 FORMCHECKBOX 

	feedback from critical friends
	 FORMCHECKBOX 

	letter, note, email
	 FORMCHECKBOX 

	mentoring

	 FORMCHECKBOX 

	client feedback (employers/community)
	 FORMCHECKBOX 

	skills portfolio
	Add others

	Add others
	 FORMCHECKBOX 

	community recognition
	     

	     
	Add others
	

	
	     
	


Course Plan: Part 1 – overview  |  copyright State Government of Victoria 2013
Page 1 of 6

[image: image1.jpg]