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	Core LLN skills assessment interview form

	Target core skills
This task covers ACSF Learning and Oral communication at Levels 1, 2 or 3.

	Target audience
This interview form can be used within any industry.

	Content coverage
This interview form can be used to guide a LLN assessment, and will be particularly useful for a new worker. It will provide an opportunity to gather information about the candidate’s oral communication and learning skills. 
Not all questions will be relevant. The form includes prompts for the assessor to flesh out questions where appropriate, but assessors could also use their own prompts.

	Instructions to assessor
This task requires the candidate to:
· listen and respond to oral questions
· reflect on his/her learning
· read and complete a self-assessment (a self-assessment is included in the bank as a separate task).
Put the candidate at ease and explain that the purpose of the LLN assessment interview is to gather information about the candidate’s LLN skill level to help determine if they have the skills for a particular course of training, or if support is required. It includes a series of questions followed by a self-assessment task.
Ask the questions orally and note the candidate’s answers in the space provided.
This interview would usually be followed up by giving two or three tasks from the assessment tool bank.
Encourage the candidate to feel comfortable and ask questions at any time.

	ACSF mapping

	Question
	ACSF skill level indicator
	Domains of Communication

	All questions
	1.01 or 2.01 or 3.01
1.02 or 2.02 or 3.02
1.07 or 2.07 or 3.07
1.08 or 2.08 or 3.08
	Personal and community, 
Workplace and employment and/or
Education and training


These questions are designed to support you to glean relevant information about the candidate. The aim is to have a free-flowing conversation. 
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[bookmark: _Toc205019065]Assessment interview form
Training Goals
Can you tell me about something that you learned recently?
	[bookmark: _Hlk531092720]PROMPT
	How did you learn it? People learn new skills every day, such as how to use the internet, how to record TV shows or how to drive a car. 
NOTE: This question is to gather information about HOW the learning occurred, rather than WHAT the learning was about.

	Click or tap here to enter text.

What do you like about learning? Can you talk about how you think you like to learn?
	PROMPT
	What helps you to learn? People learn in different ways. Some learn best by listening and writing, some from visual aids such as the whiteboard or the TV, some learn by watching and doing. Others like to learn in a group, while some people prefer to learn one-on-one with a support person.

	Click or tap here to enter text.

What are you good at?
	PROMPT
	This may include reading (newspapers, emails, websites, notice boards, manuals); writing (letters, emails, forms, lists, messages, reports); numeracy (calculations, times tables, 24-hour clock, measurement, money and finance); speaking and listening (talking on the phone, asking for information, giving instructions or presentations).

	Click or tap here to enter text.



What would you like to learn?
	PROMPT
	This might include specific vocational tasks, or it may be more general, such as reading novels or TV guides, writing letters, reading maps, using a calculator or reading a bus timetable.

	Click or tap here to enter text.

What helps you to learn?
	PROMPT
	You could ask if there are barriers, for example the need for glasses; medication or family issues; unsuccessful previous schooling; English is second language.
Some may be able to identify a preference for small groups, extra time, one-on-one support, a mentor, tape recorder, computer, dictionary, calculator, etc.

	Click or tap here to enter text.





Educational background
Have you been enrolled in training (vocational training or tertiary studies)? If yes, which courses?
	Click or tap here to enter text.

Employment
In what sort of jobs have you worked? 
	Click or tap here to enter text.


Did you receive on the job training?
	Click or tap here to enter text.


Did you do any writing at work? If so, what sort? What types of tasks involved writing? 
For example, taking telephone messages or filling in forms.
	Click or tap here to enter text.





Did you use a computer at work? If yes, for what types of tasks?
	Click or tap here to enter text.

What sorts of maths did you use at work? 
	PROMPT
	Did you use a calculator, count stock and materials, or measure? Did you use calculations? Give directions? Read maps?

	Click or tap here to enter text.

[bookmark: _GoBack]What work skills do you already have?
	PROMPT
	Team work, using technology, communication, self-management, problem solving, learning, initiative, planning.

	Click or tap here to enter text.

What skills would you like to develop? 
	Click or tap here to enter text.


A self-reflection…
Tell us about your reading, writing and numeracy skills.
	I can …
	Yes
	Sometimes
	No

	understand signs
	☐	☐	☐
	fill in a time sheet
	☐	☐	☐
	count and check change when shopping
	☐	☐	☐
	Send a text message
	☐	☐	☐
	use the internet to get information like telephone numbers
	☐	☐	☐
	fill in a leave form
	☐	☐	☐
	read a staff memo
	☐	☐	☐
	use a computer to email
	☐	☐	☐
	use a calculator for + – x ÷
	☐	☐	☐
	read a newspaper
	☐	☐	☐
	read a work roster
	☐	☐	☐
	follow instructions for mixing a solution or to follow a recipe
	☐	☐	☐
	read a Google map or street directory
	☐	☐	☐
	read and understand an MSDS
	☐	☐	☐
	use an equipment manual
	☐	☐	☐
	complete a log book
	☐	☐	☐
	write an incident report
	☐	☐	☐




Assessor notes:
	Click or tap here to enter text.
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