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1. Policy Purpose and Objective  
This policy and procedure is in place to ensure:  
 

• that all applicants seeking entry into a VET course with Baseline Training have the 
appropriate skills and competencies, including language, literacy and numeracy (LLN) 
proficiency and digital literacy, for their intended training product (course).  

• Baseline Training staff and applicants make informed decisions, and provide appropriate 
advice to applicants, about the suitability of the course the applicant intends to undertake 
with Baseline Training.  

• to identify any additional training support services and/or reasonable adjustments an 
applicant may require to access, participate in, and/or progress through their intended 
course. 

 
2. Policy Scope and Coverage 
This policy and procedure apply to Trainers and Support staff involved in the development, delivery, 
and review of training programs. It also applies to current and future students and is communicated 
to them at course enquiry, course application or course enrolment stages and at appropriate times 
during the students’ study. 
 
3. Policy Definitions 
TERM DEFINITION 

Language, Literacy 
and Numeracy 
(LLN) 

Taken collectively, these are the skills to communicate in oral and  
written form. The term includes reading and use of written information: 

• the ability to write appropriately and in a range of contexts, and the 
integration of speaking, listening, and critical thinking with reading 
and writing. 

LLN includes numeracy, such as the recognition and use of numbers and 
basic mathematical signs and symbols within text. 

https://training.gov.au/resources
https://www.aqf.edu.au/
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Digital Literacy Having the skills/abilities required to access, manage, understand, 
integrate, communicate, evaluate and create information safely and 
appropriately through digital technologies, for the purposes of completing a 
Baseline Training course and managing enrolment as a student with 
Baseline Training.  

Training Support 
Services 

Services and resources designed to support and skill VET students to meet 
training product requirements and complete the training product in which 
they are enrolled. 

Reasonable 
Adjustment 

A measure(s) or action(s) taken by Baseline Training to support a student 
with an identified need (including a disability) to apply for, access, and/or 
participate in a course as a student of Baseline Training on an equal basis.  

 
 

Procedure 
 
1. Purpose and Objective 
The LLN skills levels of new students are assessed before their course commencement. These tests 
are conducted by LLN Robot which uses an appropriately designed LLN assessment relevant to the 
student’s intended course. 
 
Digital literacy is assessed through the applicant’s ability to access and complete the (online) LLN 
Robot assessment, as well as the other online processes (e.g. completing and submitting online 
forms or emails) required by the enrolment process. 
 
2. Scope 
Course information, including the skills and competencies required to enrol in the relevant training 
product, is provided to the students through website and via email or in hard copy (upon request).  
 

1. All VET applicants are required to undertake an LLN test unless they can provide sufficient 
evidence of the required LLN proficiency.  

2. The purpose of the LLN test is to confirm whether the applicant may require additional 
support to complete their intended course successfully as well as if they meet the required 
English and Math requirements for entry into their chosen course. 

3. Through phone or email Student Support Services explain the process of LLN Testing.  
4. LLN Test are scheduled with the applicant, upon scheduling, the Student Service Staff will 

email the students the link to LLN Robot. 
5. LLN Robot will notify the applicant of their assessment. 
6. If the applicant does not meet the requirements for the course they wish to enrol in AND 

training support services that would enable them to enrol cannot be reasonably provided, 
Student Services Staff will advise the applicant of other options to develop their LLN Skills to 
be able to re-take the LLN Test at a future time. 
 
The advice to the applicant will inform them of their right to access the Baseline Teraining 
Complaints and Appeals process to appeal the decision, if they wish to do so.  

7. If the applicant meets the requirements for the course they wish to enrol in but the LLN 
assessment and/or information provided by the applicant reveals training support services 
and/or reasonable adjustments that may be required, Student Support Services will note 
these on the applicant’s student file.  
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An applicant not completing an LLN Test must provide evidence that they have the reading and 
numeracy skills for successfully completion of the course they wish to enrol in: 
 

• Supply a copy of your Year 12 Certificate of Education that has been awarded to you by the 
board of studies of an Australian State or Territory.  

• Supply a copy of your Australian Qualifications Framework Certificate II, III, IV or higher 
qualification (where the language of instruction is English), or at a level in a framework that 
preceded the AQF that is equivalent to level 4 or above in the AQF. 

 
 
3.  LLN Assessment  
3.1  Learning  
Training support services to complete the qualification that may be required/provided include: 
 
❑ Additional literacy support  
❑ Additional numeracy support  
❑ Additional one on one time with trainer/assessor  
❑ A support person provided by their place of referral  
❑ Assistance with study skills  
❑ Large-print materials  
❑ Referral to another agency  
❑ Other 
 
3.2  Reading  

Skill Items ACSF Level Scoring Outcome 

Reading 

1 ACSF Level 2 1-2/8 Points ACSF Level 2 
2 
3 ACSF Level 3 3-4/8 Points ACSF Level 3 
4 
5 ACSF Level 4 5-6/8 Points ACSF Level 4 
6 
7 ACSF Level 5 7-8/8 Points ACSF Level 5 
8 

 
3.3  Numeracy  

Skill Items ACSF Level Scoring Outcome 

Numeracy 

1 ACSF Level 2 1-2/8 Points ACSF Level 2 
2 
3 ACSF Level 3 3-4/8 Points ACSF Level 3 
4 
5 ACSF Level 4 5-6/8 Points ACSF Level 4 
6 
7 ACSF Level 5 7-8/8 Points ACSF Level 5 
8 
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3.4  Writing  
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