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2.2.1 Language, Literacy and Numeracy 
The reading, writing and numeracy skills/competencies in each competency standard 
unit describe the recommended prerequisite entry requirements typically needed to 
successfully achieve the competency. A nationally-recognised language, literacy and 
numeracy framework has been used to provide advice as to the relevant entry level 
required. 

The information has been derived from the National Reporting System report, A 
mechanism for reporting outcomes of adult English language, literacy and numeracy 
programs, The Australian National Training Authority (ANTA) and the Department of 
Employment Education and Training (DEET), 1994-5, jointly funded the report. 
Australian Training Products Ltd (ATP) distributes it for and on behalf of Language 
Australia Victorian Office. Stock code 3010A, ISBN: 0 7306 7493 2, April 1999. 

The report: 

• identifies adult English language, literacy and numeracy competencies required in 
the industry 

• facilitates student pathways 

• generates ideas for curriculum and assessment. 

The report identifies a national framework of five vertical levels of competence related 
to complexity of language, literacy and numeracy competence. Six interrelated 
horizontal aspects of communication were found to apply in relation to differing 
orientations of social activity involving reading, writing, speaking, listening and/or 
numeracy. These were categorised as:  

• procedural communication for performing tasks 

• technical communication for using technology 

• personal communication for expressing identity 

• cooperative communication for interacting in groups 

• systems communication for interacting in organizations 

• public communication for interacting in the wider community. 

The National Reporting System report should be referred to at all times for clarification, 
more detailed information and advice. 

For the purposes of this Training Package writing, reading and numeracy competencies, 
have been selected from the five-level competence structure (using the Technical 
Communication aspect of the national framework), as a means of providing relevant 
entry-level advice. Registered Training Organisations should use this information to 
assist them in developing appropriate entry-level learning strategies and to assist 
learners to meet the entry-level requirements of respective competency standard units.
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a 

fo
rm

 d
es

ig
ne

d 
fo

r 
th

is
 p

ur
po

se
. 

In
te

rp
re

ts
 in

st
ru

ct
io

ns
, w

hi
ch

 c
om

bi
ne

 p
ic

to
ria

l a
nd

 w
rit

te
n 

in
fo

rm
at

io
n,

 e
g 

di
re

ct
io

ns
 o

n 
ho

w
 to

 o
pe

ra
te

 a
 p

ie
ce

 
of

 m
ac

hi
ne

ry
 sa

fe
ly

. 
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C
op

ie
s l

et
te

rs
 o

f t
he

 a
lp

ha
be

t, 
nu

m
be

rs
, a

nd
 d

at
es

 
in

 o
rd

er
 to

 c
on

ve
y 

pe
rs

on
al

 d
et

ai
ls

 su
ch

 a
s n

am
e,

 
ad

dr
es

s, 
te

le
ph

on
e 

nu
m

be
r. 

W
rit

es
 b

as
ic

 p
er

so
na

l d
et

ai
ls

 a
bo

ut
 se

lf 
or

 o
th

er
s 

su
ch

 a
s n

am
e,

 a
dd

re
ss

, a
nd

 si
gn

at
ur

e.
 

W
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ne
 o

r t
w

o 
ph
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m
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e 
se

nt
en

ce
s 

co
nv

ey
in

g 
an
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ea

, m
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sa
ge

 o
r o

pi
ni

on
 d

ra
w

in
g 

fr
om

 a
 m

od
el

le
d 

te
xt

. 

R
ec

og
ni

se
es

 v
er

y 
sh

or
t, 

ex
pl

ic
it,

 p
ic

to
ria

l t
ex

ts
, e

g 
un

de
rs

ta
nd

s l
og

os
 re

la
te

d 
to

 w
or

ke
r s

af
et

y 
be

fo
re

 u
si

ng
 a

 p
ie

ce
 

of
 m
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hi

ne
ry

, r
ea

ds
 le

tte
rs

 o
n 

a 
ke

yb
oa

rd
. 

R
ea

ds
 g

ra
ph

ic
 in

st
ru

ct
io

ns
 a

cc
om

pa
ny

in
g 

a 
ne

w
 p

ie
ce

 o
f t

ec
hn

ol
og

y 
to

 le
ar

n 
ne

w
 in

fo
rm

at
io

n 
or

 sk
ill

s a
bo

ut
 a

 
te

ch
no

lo
gy

 o
r m

ed
iu

m
, e

g 
us

es
 a

n 
au

to
m

at
ic

 te
lle

r m
ac

hi
ne

 b
y 

fo
llo

w
in

g 
in

st
ru

ct
io

ns
 g

iv
en

 g
ra

ph
ic

al
ly

 o
n 

th
e 

sc
re

en
. 

Ty
pe

s o
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ng
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 w
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 c
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pu
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r-
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si
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ar
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ng
 p

ro
gr
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In
te

rp
re

ts
, s

el
ec

ts
 a

nd
 in

ve
st

ig
at

es
 a

pp
ro

pr
ia

te
 m

at
he

m
at

ic
al

 
in

fo
rm

at
io

n 
an

d 
re

la
tio

ns
hi

ps
 h

ig
hl

y 
em

be
dd

ed
 in

 a
n 

ac
tiv

ity
, 

ite
m

 o
r t

ex
t. 

Se
le

ct
s a

nd
 a

pp
lie

s a
 w

id
e 

ra
ng

e 
of

 m
at

he
m

at
ic

al
 st

ra
te

gi
es

 
fle

xi
bl

y 
to

 g
en

er
at

e 
so

lu
tio

ns
 to

 p
ro

bl
em

s a
cr

os
s a

 b
ro

ad
 

ra
ng

e 
of

 c
on

te
xt

s. 
U

se
s a

 w
id

e 
ra

ng
e 

of
 o

ra
l a

nd
 w

rit
te

n 
in

fo
rm

al
 a

nd
 fo

rm
al

 
la

ng
ua

ge
 a

nd
 re

pr
es

en
ta

tio
n 

in
cl

ud
in

g 
sy

m
bo

ls
, d

ia
gr

am
s a

nd
 

ch
ar

ts
 to

 c
om

m
un

ic
at

e 
m

at
he

m
at

ic
al

ly
. 

C
al

cu
la

te
s d

is
ta

nc
e,

 le
ng

th
 a

nd
 lo

ca
tio

n 
us

in
g 

th
e 

tri
go

no
m

et
ry

 a
nd

 g
eo

m
et

ry
 o

f t
ria

ng
le

s i
n 

re
le

va
nt

 
si

tu
at

io
ns

, e
g 

lo
ca

te
s g

rid
 re

fe
re

nc
e 

on
 a

 m
ap

 fo
r a

 b
oa

t t
ra

ve
lli

ng
 o

n 
an

 g
iv

en
 b

ea
rin

g 
w

ith
 ti

m
e 

an
d 

sp
ee

d 
sp

ec
ifi

ed
; u

se
s d

im
en

si
on

s p
ro

vi
de

d 
on

 a
 sc

al
ed

 p
la

n 
of

 a
 ro

of
 to

 fi
nd

 th
e 

pi
tc

h 
or

 sl
op

e 
of

 th
e 

ro
of

. 
C

al
cu

la
te

s q
ua

nt
iti

es
 o

f m
at

er
ia

ls
 to

 ti
tle

 th
e 

ro
of

 a
pp

ly
in

g 
a 

4%
 a

llo
w

an
ce

 fo
r w

as
ta

ge
. 

Pl
an

s a
nd

 g
at

he
rs

 in
fo

rm
at

io
n 

on
 a

 n
eg

ot
ia

te
d 

to
pi

c 
fo

rm
 a

 v
ar

ie
ty

 o
f s

ou
rc

es
 in

cl
ud

in
g 

go
ve

rn
m

en
t, 

in
du

st
ry

 a
nd

 m
ed

ia
 a

bo
ut

 re
le

va
nt

 c
om

m
un

ity
 o

r w
or

kp
la

ce
 is

su
es

. O
rg

an
is

es
 in

fo
rm

at
io

n 
by

 g
ro

up
in

g.
 

G
ra

ph
ic

al
ly

 re
pr

es
en

ts
 a

nd
 a

na
ly

se
s i

nf
or

m
at

io
n 

fo
r a

 p
ar

tic
ul

ar
 p

ur
po

se
. P

re
se

nt
s, 

in
di

vi
du

al
ly

 o
r i

n 
a 

te
am

, a
 re

po
rt 

ex
pr

es
si

ng
 a

 v
ie

w
po

in
t, 

w
hi

ch
 is

 su
bs

ta
nt

ia
te

d 
by

 d
is

cu
ss

io
n 

of
 su

pp
or

tin
g 

st
at

is
tic

al
 

ev
id

en
ce

. 
In

te
rp

re
ts

 a
nd

 a
pp

lie
s m

et
ric

 q
ua

nt
iti

es
 a

nd
 n

um
be

rs
 in

 sc
ie

nt
ifi

c 
no

ta
tio

n,
 e

g 
ca

lc
ul

at
es

 th
e 

am
ou

nt
 o

f o
il 

in
 li

tre
s s

pi
lle

d 
fr

om
 a

 ta
nk

er
 if

 it
 c

ov
er

s a
 su

rf
ac

e 
ar

ea
 o

f w
at

er
 o

f a
pp

ro
xi

m
at

el
y 

12
00

 h
ec

ta
re

s (
1.

2 
x 

10
7m

2)
 to

 a
 th

ic
kn

es
s o

f 6
 x

 1
03

m
m

. 
U

se
s f

in
an

ci
al

 fo
rm

ul
ae

, e
g 

si
m

pl
e 

an
d 

co
m

po
un

d 
in

te
re

st
 to

 c
al

cu
la

te
 a

nd
 c

on
tra

st
 th

e 
in

te
re

st
 in

cu
rr

ed
 

in
 b

or
ro

w
in

g 
m

on
ey

 fr
om

 fi
na

nc
ia

l i
ns

tit
ut

io
ns
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Se
le

ct
s a

nd
 in

ve
st

ig
at

es
 a

pp
ro

pr
ia

te
 m

at
he

m
at

ic
al

 
in

fo
rm

at
io

n 
an

d 
re

la
tio

ns
hi

ps
 e

m
be

dd
ed

 in
 a

n 
ac

tiv
ity

, i
te

m
 

or
 te

xt
. 

Se
le

ct
s a

nd
 a

pp
lie

s a
n 

ex
pa

nd
in

g 
ra

ng
e 

of
 m

at
he

m
at

ic
al

 
st

ra
te

gi
es

 fl
ex

ib
ly

 to
 so

lv
e 

pr
ob

le
m

s i
n 

a 
va

rie
ty

 o
f c

on
te

xt
s. 

Ex
am

in
es

 a
nd

 q
ue

st
io

ns
 th

e 
ap

pr
op

ria
te

ne
ss

, p
os

si
bl

e 
in

te
rp

re
ta

tio
ns

 a
nd

 im
pl

ic
at

io
ns

 o
f a

sp
ec

ts
 o

f a
 m

at
he

m
at

ic
al

 
ac

tiv
ity

. 
U

se
s a

 ra
ng

e 
of

 o
ra

l a
nd

 w
rit

te
n 

in
fo

rm
al

 a
nd

 fo
rm

al
 

la
ng

ua
ge

 a
nd

 re
pr

es
en

ta
tio

n 
in

cl
ud

in
g 

sy
m

bo
ls

, d
ia

gr
am

s a
nd

 
ch

ar
ts

 to
 c

om
m

un
ic

at
e 

m
at

he
m

at
ic

al
ly

. 

U
se

s r
at

io
 a

nd
 sc

al
e 

to
 in

te
rp

re
t d

im
en

si
on

s o
n 

a 
ba

si
c 

pl
an

. 
A

pp
lie

s s
im

ila
rit

y 
an

d 
ra

tio
 to

 e
st

im
at

e 
an

d 
ca

lc
ul

at
e 

le
ng

th
s, 

eg
 fi

nd
s h

ei
gh

t o
f a

 b
ui

ld
in

g,
 a

 tr
ee

. 
C

om
pa

re
s q

ua
lit

y 
an

d 
co

st
s o

f u
si

ng
 im

po
rte

d 
vs

 A
us

tra
lia

n 
til

es
, d

is
co

un
t v

s b
ra

nd
 n

am
e 

pa
in

ts
. 

Pr
es

en
ts

 in
fo

rm
at

io
n 

in
 a

pp
ro

pr
ia

te
 g

ra
ph

ic
al

 fo
rm

at
 to

 sh
ow

 d
iff

er
en

t i
nt

er
pr

et
at

io
ns

 a
nd

 in
flu

en
ce

s, 
eg

 
an

al
ys

is
 o

f g
ov

er
nm

en
t s

pe
nd

in
g 

on
 e

du
ca

tio
n.

 
A

pp
lie

s f
or

m
ul

ae
 a

nd
 in

te
rp

re
ts

 re
su

lts
 re

le
va

nt
 to

 a
 fa

m
ili

ar
 p

ra
ct

ic
al

 si
tu

at
io

n,
 m

ea
su

rin
g 

th
e 

di
m

en
si

on
s n

ee
de

d 
an

d 
su

bs
tit

ut
in

g 
th

em
 in

to
 th

e 
fo

rm
ul

a,
 a

dj
us

tin
g 

un
its

 w
he

re
 n

ec
es

sa
ry

, e
g 

le
ng

th
 o

f 
ed

gi
ng

 fo
r c

irc
ul

ar
 g

ar
de

n 
or

 p
on

d,
 c

ap
ac

ity
 o

f a
 w

at
er

 ta
nk

 o
r b

at
h.

 
U

se
s a

re
a 

an
d 

pe
rim

et
er

 to
 c

al
cu

la
te

 a
 ra

ng
e 

of
 o

pt
io

ns
, e

g 
gi

ve
n 

a 
ce

rta
in

 le
ng

th
 o

f f
en

ci
ng

, p
la

n 
a 

ra
ng

e 
of

 o
pt

io
ns

 fo
r p

ad
do

ck
 d

im
en

si
on

s, 
w

hi
ch

 m
ee

t s
pe

ci
fic

 a
re

a 
re

qu
ire

m
en

ts
. 

C
al

cu
la

te
s a

nd
 c

on
tra

st
s m

on
th

ly
 in

co
m

e 
fr

om
 a

ve
ra

ge
 sa

le
s, 

gi
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n 
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va
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ty
 o

f s
al
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y 
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tio
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vo
lv
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g 
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ta
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 c
om

m
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si
on
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Se
le

ct
s a

pp
ro

pr
ia

te
 m

at
he

m
at

ic
al

 in
fo

rm
at

io
n 

em
be

dd
ed

 in
 a

 
re

al
 li

fe
 a

ct
iv

ity
, i

te
m

 o
r t

ex
t. 

Se
le

ct
s a

nd
 a

pp
lie

s a
 ra

ng
e 

of
 m

at
he

m
at

ic
al

 st
ra

te
gi

es
 to

 
so

lv
e 

pr
ob

le
m

s i
n 

a 
nu

m
be

r o
f f

am
ili

ar
 c

on
te

xt
s w

hi
ch

 m
ay

 
be

 in
te

rr
el

at
ed

. 
R

ef
le

ct
s o

n 
an

d 
qu

es
tio

ns
 re

as
on

ab
le

ne
ss

 a
nd

 a
pp

ro
pr

ia
te

ne
ss

 
of

 th
e 

pu
rp

os
e,

 p
ro

ce
ss

 a
nd

 o
ut

co
m

es
 o

f a
 m

at
he

m
at

ic
al

 
ac

tiv
ity

. 
U

se
s o

ra
l a

nd
 w

rit
te

n,
 in

fo
rm

al
 a

nd
 fo

rm
al

 la
ng

ua
ge

 a
nd

 
re

pr
es

en
ta

tio
n,

 in
cl

ud
in

g 
sy

m
bo

ls
 a

nd
 d

ia
gr

am
s, 

to
 

co
m

m
un

ic
at

e 
m

at
he

m
at

ic
al

ly
. 

U
se

s a
 d

is
ta

nc
e 

sc
al

e 
to

 fi
nd

 th
e 

sh
or

te
st

 ro
ut

e 
be

tw
ee

n 
tw

o 
lo

ca
tio

ns
 o

n 
a 

m
ap

 a
nd

 c
on

si
de

rs
 ro

ad
 

te
rr
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n 

co
nd

iti
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s i
n 
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ci

di
ng

 p
re

fe
rr

ed
 ro

ut
e.
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g 
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nd
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os
ts
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e 
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ve

n 
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t f
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M
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su
re

s c
om

m
on

 th
re

e-
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m
en

si
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al
 sh

ap
es

, e
g 

ro
om

, a
nd

 re
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es
en

ts
 th

e 
in

fo
rm

at
io

n 
on

 a
n 

ap
pr

op
ria

te
 

di
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ra
m

 d
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w
n 

to
 sc

al
e.
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 c
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ct
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 a

nd
 m

et
ric
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su
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m
en

ts
, e

g 
ad

ju
st

s t
he

 q
ua

nt
iti

es
 in

 a
 re

ci
pe

 b
y 

ha
lv

in
g 

or
 d

ou
bl

in
g 

to
 o

bt
ai

n 
th

e 
re

qu
ire

d 
am

ou
nt

. 
U

se
s a

 v
ar
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ty

 o
f m
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 to

 a
na

ly
se
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dv

er
tis

in
g 

by
 c

om
pa

rin
g 

sa
vi

ng
s o

n 
a 

nu
m

be
r o

f d
iff

er
en

t i
te

m
s, 

eg
 a

t 1
2%

 o
ff

, 1
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 o
ff

, 1
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 o
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, p
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e 
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d 
by
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C

om
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m
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f p
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r a
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m
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m
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Lo
ca

te
s r

el
ev

an
t m

at
he

m
at

ic
al

 in
fo

rm
at

io
n 

in
 a

 fa
m

ili
ar

 re
al

 
lif

e 
ac

tiv
ity

 te
xt

. 
Se

le
ct

s a
nd

 u
se

s s
tra

ig
ht

fo
rw

ar
d 

m
at

he
m

at
ic

al
 a

ct
io

ns
 in

 a
 

fa
m

ili
ar

 a
nd

 p
re

di
ct

ab
le

 c
on

te
xt

s. 
U

se
s e

st
im

at
io

n 
an

d 
pr

io
r e

xp
er

ie
nc

e 
to

 e
xa

m
in

e 
pu

rp
os

e 
an

d 
ch

ec
k 

re
as

on
ab

le
ne

ss
 o

f t
he

 p
ro

ce
ss

 a
nd

 o
ut

co
m

es
 o

f a
 

m
at

he
m

at
ic

al
 a

ct
iv

ity
. 

U
se

s o
ra

l, 
w

rit
te

n,
 in

fo
rm

al
 a

nd
 fo

rm
al

 la
ng

ua
ge

 a
nd

 
re

pr
es

en
ta

tio
n,

 in
cl

ud
in

g 
sy

m
bo

ls
 a

nd
 d

ia
gr

am
s, 

to
 

co
m

m
un

ic
at
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