
FSKRDG001 Recognise extremely short and simple workplace signs and symbols
[bookmark: O_526929]

[bookmark: O_526930]Application
This unit describes the skills and knowledge required to recognise highly familiar and extremely short and simple workplace signs and symbols in printed or digital formats, such as Work Health and Safety (WHS) signs and symbols.

An individual performing these tasks operates alongside an expert or mentor where significant support, prompting advice and modelling can be provided.

This unit applies to individuals who use, or are preparing to use, reading skills to complete workplace activities. This includes existing workers and individuals preparing for employment through vocational education and training. This unit can be integrated and contextualised with vocational training to support achievement of vocational competency.

This unit is aligned to, but does not fully address, the Australian Core Skills Framework (ACSF) reading core skill indicators .03 and .04 at pre-level 1 in the workplace and employment domain of communication.

No licensing, legislative or certification requirements apply to this unit at the time of publication.

[bookmark: O_526933]Unit Sector
Reading

[bookmark: O_526934]Elements and Performance Criteria
	Element
	Performance Criteria

	Elements describe the essential outcomes.
	Performance criteria describe the performance needed to demonstrate achievement of the element.

	1. Prepare to read highly familiar and extremely simple and short workplace signs and symbols
	1.1 Identify highly explicit purpose of sign or symbol
1.2 Identify highly explicit text features

	2. Interpret signs and symbols
	2.1 Use reading strategies to recognise information on sign or symbol 
2.2 Construct meaning from sign or symbol
2.3 Check interpretation of sign or symbol is correct




[bookmark: O_526935]Foundation Skills
This section describes language, literacy, numeracy and employment skills that are essential to performance but not explicit in the performance criteria.

Foundation skills essential to performance are explicit in the performance criteria of this unit of competency.

[bookmark: O_526944]Unit Mapping Information
Supersedes and is equivalent to FSKRTG01 Recognise highly familiar workplace signs and symbols.

[bookmark: O_526943]Links
Companion Volume implementation guides are found in VETNet - https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=f572fe10-a855-4986-9295-3852c771f178

Assessment Requirements for FSKRDG001 Recognise extremely short and simple workplace signs and symbols
[bookmark: O_526938]

[bookmark: O_526939]Performance Evidence
The candidate must demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including evidence of the ability to:
interpret at least three different highly familiar and extremely simple and short workplace signs and symbols, one of which must be a sign and one a symbol.

[bookmark: O_526940]Knowledge Evidence
The candidate must be able to demonstrate knowledge to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including knowledge of:
explicit reasons for reading workplace signs and symbols
purpose and uses of extremely short and simple workplace signs and symbols
highly explicit text features of workplace signs and symbols and their uses
reading strategies that support recognising extremely short and simple workplace signs and symbols 
methods to check understanding of signs and symbols.

[bookmark: O_526941]Assessment Conditions
Competency is to be assessed in the workplace, a workplace simulated environment or a vocational training context.

Skills must be demonstrated using highly familiar and extremely short and simple signs and symbols that reflect those typically found in a workplace. 

The following resources are to be made available:
an expert or mentor to initiate and provide highly structured support and modelling to learner
pictorial or bilingual dictionary
dictionary of workplace signs and symbols containing highly explicit text
own familiar support resources
extremely short and simple workplace signs and symbols.

Assessors must:
satisfy the requirements for assessors in applicable vocational education and training legislation, frameworks and/or standards, and
have sound knowledge of the ACSF and performance features of the ACSF level being assessed, and
have demonstrable expertise, knowledge and skills in the vocational contextualisation and assessment of the core skill, reading, and
have completed the following or equivalent: 
TAESS00009 Address Foundation Skills in Vocational Practice Skill Set; or 
a higher level education qualification, such as:
TAE80113 Graduate Diploma of Adult Language, Literacy and Numeracy Practice (and its equivalent TAE70111); or
Bachelor of Education, Graduate Certificate or Graduate Diploma of Education, or higher. This may include qualifications relating to TESOL, adult education or vocational education. 


[bookmark: O_526945]Links
Companion Volume implementation guides are found in VETNet - https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=f572fe10-a855-4986-9295-3852c771f178


FSKRDG002 Read and respond to short and simple workplace signs and symbols
[bookmark: O_526948]

[bookmark: O_526949]Application
This unit describes the skills and knowledge required to interpret and respond to highly familiar, short and simple workplace signs and symbols in printed or digital formats, such as Work Health and Safety (WHS) symbols, safety tags, and warning signs.

An individual performing these tasks works alongside an expert or mentor where prompting and advice can be provided as needed.

This unit applies to individuals who use, or are preparing to use, reading skills to complete workplace activities. This includes existing workers and individuals preparing for employment through vocational education and training. This unit can be integrated and contextualised with vocational training to support achievement of vocational competency.

This unit is aligned to, but does not fully address, the Australian Core Skills Framework (ACSF) reading core skill indicators .03 and .04 at level 1 in the workplace and employment domain of communication.

No licensing, legislative or certification requirements apply to this unit at the time of publication.

[bookmark: O_526952]Unit Sector
Reading

[bookmark: O_526953]Elements and Performance Criteria
	Element
	Performance Criteria

	Elements describe the essential outcomes.
	Performance criteria describe the performance needed to demonstrate achievement of the element.

	1. Prepare to read highly familiar, short and simple workplace signs and symbols
	1.1 Identify personally relevant reason for reading sign or symbol
1.2 Identify audience and highly explicit purpose of sign or symbol
1.3 Identify key features of sign or symbol

	2. Interpret information in signs and symbols
	2.1 Use reading strategies to recognise information on sign or symbol 
2.2 Construct meaning from sign or symbol

	3. Check and identify response to signs and symbols
	3.1 Check interpretation of sign or symbol meaning is correct
3.2 Identify appropriate response to sign or symbol




[bookmark: O_526954]Foundation Skills
This section describes language, literacy, numeracy and employment skills that are essential to performance but not explicit in the performance criteria.

Foundation skills essential to performance are explicit in the performance criteria of this unit of competency.

[bookmark: O_526963]Unit Mapping Information
Supersedes and is equivalent to FSKRTG02 Read and respond to basic workplace signs and symbols.

[bookmark: O_526962]Links
Companion Volume implementation guides are found in VETNet - https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=f572fe10-a855-4986-9295-3852c771f178

Assessment Requirements for FSKRDG002 Read and respond to short and simple workplace signs and symbols
[bookmark: O_526957]

[bookmark: O_526958]Performance Evidence
The candidate must demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including evidence of the ability to:
interpret and identify appropriate response to at least three different highly familiar, short and simple workplace signs and symbols, one of which must be a sign and one a symbol.

[bookmark: O_526959]Knowledge Evidence
The candidate must be able to demonstrate knowledge to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including knowledge of:
relevant reasons for reading workplace signs and symbols
purpose and uses of highly familiar, short and simple workplace signs and symbols
common features of short and simple workplace signs and symbols and their uses
reading strategies that support the interpretation of highly familiar, short and simple workplace signs and symbols 
high frequency vocabulary 
methods to check understanding of signs and symbols
suitable responses to highly familiar, short and simple signs and symbols.


[bookmark: O_526960]Assessment Conditions
Competency is to be assessed in the workplace, a workplace simulated environment or a vocational training context.

Skills must be demonstrated using short and simple signs and symbols that reflect those typically found in a workplace. 

The following resources are to be made available:
an expert or mentor to provide prompting and advice to learner, as needed
pictorial or bilingual dictionary
small bank of workplace signs and symbols containing highly explicit text
own familiar support resources.

Assessors must:
satisfy the requirements for assessors in applicable vocational education and training legislation, frameworks and/or standards, and
have sound knowledge of the ACSF and performance features of the ACSF level being assessed, and
have demonstrable expertise, knowledge and skills in the vocational contextualisation and assessment of the core skill, reading, and
have completed the following or equivalent: 
TAESS00009 Address Foundation Skills in Vocational Practice Skill Set; or 
a higher level education qualification, such as:
TAE80113 Graduate Diploma of Adult Language, Literacy and Numeracy Practice (and its equivalent TAE70111); or
Bachelor of Education, Graduate Certificate or Graduate Diploma of Education, or higher. This may include qualifications relating to TESOL, adult education or vocational education. 


[bookmark: O_526964]Links
Companion Volume implementation guides are found in VETNet - https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=f572fe10-a855-4986-9295-3852c771f178


FSKRDG004 Read and respond to short and simple workplace information
[bookmark: O_526986]

[bookmark: O_526987]Application
This unit describes the skills and knowledge required to identify and respond to information in short and simple workplace texts in printed or digital formats, such as short messages (SMS, email, handwritten), notices, simple procedures and instructions, short forms, rosters, simple diagrams and tables.

An individual performing these tasks works alongside an expert or mentor where prompting and advice can be provided as needed.

This unit applies to individuals who use, or are preparing to use, reading skills to complete workplace activities. This includes existing workers and individuals preparing for employment through vocational education and training. This unit can be integrated and contextualised with vocational training to support achievement of vocational competency.

This unit is aligned to, but does not fully address, the Australian Core Skills Framework (ACSF) reading core skill indicators .03 and .04 at level 1 in the workplace and employment domain of communication.


No licensing, legislative or certification requirements apply to this unit at the time of publication.

[bookmark: O_526990]Unit Sector
Reading

[bookmark: O_526991]Elements and Performance Criteria
	Element
	Performance Criteria

	Elements describe the essential outcomes.
	Performance criteria describe the performance needed to demonstrate achievement of the element.

	1. Prepare to read short and simple workplace text
	1.1 Identify personally relevant reason for reading workplace text 
1.2 Identify text type
1.3 Identify audience and highly explicit purpose of text
1.4 Identify key text features

	2. Interpret information in text
	2.1 Locate relevant information in text for initial understanding
2.2 Identify high-frequency vocabulary in the information
2.3 Use reading strategies to interpret relevant information and construct meaning 

	3. Check and identify response to text
	3.1 Check information has been correctly understood
3.2 Identify appropriate response to information in text 




[bookmark: O_526992]Foundation Skills
This section describes language, literacy, numeracy and employment skills that are essential to performance but not explicit in the performance criteria.

Foundation skills essential to performance are explicit in the performance criteria of this unit of competency.

[bookmark: O_527001]Unit Mapping Information
Supersedes and is equivalent to FSKRDG04 Read and respond to basic workplace information and FSKRDG03 Read and respond to basic workplace instructions.

[bookmark: O_527000]Links
Companion Volume implementation guides are found in VETNet - https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=f572fe10-a855-4986-9295-3852c771f178

Assessment Requirements for FSKRDG004 Read and respond to short and simple workplace information
[bookmark: O_526995]

[bookmark: O_526996]Performance Evidence
Evidence of the ability to complete tasks outlined in the elements, performance criteria, and foundation skills of this unit, including on at least one occasion, evidence of the ability to:
interpret and identify appropriate responses to specific information in at least two different short and simple workplace texts, with at least one being workplace instructions.

[bookmark: O_526997]Knowledge Evidence
The candidate must be able to demonstrate the following knowledge to effectively complete the tasks outlined in the elements and performance criteria of this unit. This includes knowledge of:
personally relevant reasons for reading short and simple workplace texts
types of short and simple workplace texts and forms
clear, simple and familiar purpose and uses of short and simple workplace texts
common features of short and simple workplace texts and their uses
techniques to navigate short and simple workplace texts to locate general and specific information 
high-frequency words, basic sight words and common phrases 
reading strategies to support recognising and interpreting information in short and simple workplace texts 
methods to check understanding of text
suitable responses to short and simple workplace information.

[bookmark: O_526998]Assessment Conditions
Competency is to be assessed in the workplace, a workplace simulated environment or a vocational training context.

Skills must be demonstrated using short and simple information and texts that reflect those typically found in a workplace. 

The following resources are to be made available:
an expert or mentor to provide prompting and advice to learner, as needed
pictorial or bilingual dictionary
own familiar support resource
short and simple workplace information. 

Assessors must:
satisfy the requirements for assessors in applicable vocational education and training legislation, frameworks and/or standards, and
have sound knowledge of the ACSF and performance features of the ACSF level being assessed, and
have demonstrable expertise, knowledge and skills in the vocational contextualisation and assessment of the core skill, reading, and
have completed the following or equivalent: 
TAESS00009 Address Foundation Skills in Vocational Practice Skill Set; or 
a higher level education qualification, such as:
TAE80113 Graduate Diploma of Adult Language, Literacy and Numeracy Practice (and its equivalent TAE70111); or
Bachelor of Education, Graduate Certificate or Graduate Diploma of Education, or higher. This may include qualifications relating to TESOL, adult education or vocational education. 


[bookmark: O_527002]Links
Companion Volume implementation guides are found in VETNet - https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=f572fe10-a855-4986-9295-3852c771f178




FSKRDG005 Read and respond to simple and familiar workplace procedures
[bookmark: O_527005]

[bookmark: O_527006]Application
This unit describes the skills and knowledge required to identify, interpret and respond to information in simple workplace procedures in printed or digital formats, such as safety procedures, safety checks, simple operating procedures, and instructions on machinery or forms.

An individual performing these tasks may work with an expert or mentor where support is available if requested.

This unit applies to individuals who use, or are preparing to use, reading skills to complete workplace activities. This includes existing workers and individuals preparing for employment through vocational education and training. This unit should be integrated and contextualised with vocational training to support achievement of vocational competency.

This unit is aligned to, but does not fully address, the Australian Core Skills Framework (ACSF) reading core skill indicators .03 and .04 at level 2 in the workplace and employment domain of communication.

No licensing, legislative or certification requirements apply to this unit at the time of publication.

[bookmark: O_527009]Unit Sector
Reading

[bookmark: O_527010]Elements and Performance Criteria
	Element
	Performance Criteria

	Elements describe the essential outcomes.
	Performance criteria describe the performance needed to demonstrate achievement of the element.

	1. Prepare to read simple and familiar workplace procedure
	1.1 Identify purpose for reading and select workplace procedure relevant to task 
1.2 Identify audience and purpose of procedure
1.3 Identify text features, including text structure and presence of any visuals 

	2. Identify and interpret information in procedure
	2.1 Navigate text to locate relevant information
2.2 Identify and interpret familiar workplace terminology in text
2.3 Use reading strategies to interpret relevant information and construct meaning

	3. Check understanding and identify response to procedure
	3.1 Check that information in workplace procedure has been correctly understood
3.2 Use information to identify appropriate response




[bookmark: O_527011]Foundation Skills
This section describes language, literacy, numeracy and employment skills that are essential to performance but not explicit in the performance criteria.

Foundation skills essential to performance are explicit in the performance criteria of this unit of competency.

[bookmark: O_527020]Unit Mapping Information
Supersedes and is equivalent to FSKRTG05 Read and respond to simple workplace procedures.

[bookmark: O_527019]Links
Companion Volume implementation guides are found in VETNet - https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=f572fe10-a855-4986-9295-3852c771f178

Assessment Requirements for FSKRDG005 Read and respond to simple and familiar workplace procedures
[bookmark: O_527014]

[bookmark: O_527015]Performance Evidence
The candidate must demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including evidence of the ability to:
interpret and identify appropriate response to information in two different simple and familiar workplace procedures.

[bookmark: O_527016]Knowledge Evidence
The candidate must be able to demonstrate knowledge to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including knowledge of:
reasons for reading and engaging with simple workplace procedures
types of workplace procedures
purpose and uses of simple workplace procedures 
distinguishing features and range of simple workplace procedures, their uses and how to navigate using features
familiar terminology, vocabulary and acronyms relevant to simple workplace procedures
techniques to navigate simple workplace procedures to locate general and specific information 
simple sequencing of information in texts
reading strategies that support the interpretation of simple and familiar workplace procedures
suitable responses to simple workplace procedures.

[bookmark: O_527017]Assessment Conditions
Competency is to be assessed in the workplace, a workplace simulated environment or a vocational training context.

Skills must be demonstrated using simple and familiar procedures with a limited number of steps and reflect those typically found in a workplace. 


The following resources are to be made available:
an expert or mentor to provide support to learner if requested
dictionary or online resource to check word meanings
own familiar support resources
simple and familiar workplace procedures.

Assessors must:
satisfy the requirements for assessors in applicable vocational education and training legislation, frameworks and/or standards, and
have sound knowledge of the ACSF and performance features of the ACSF level being assessed, and
have demonstrable expertise, knowledge and skills in the vocational contextualisation and assessment of the core skill, reading, and
have completed the following or equivalent: 
TAESS00009 Address Foundation Skills in Vocational Practice Skill Set; or 
a higher level education qualification, such as:
TAE80113 Graduate Diploma of Adult Language, Literacy and Numeracy Practice (and its equivalent TAE70111); or
Bachelor of Education, Graduate Certificate or Graduate Diploma of Education, or higher. This may include qualifications relating to TESOL, adult education or vocational education. 

[bookmark: O_527021]Links
Companion Volume implementation guides are found in VETNet - https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=f572fe10-a855-4986-9295-3852c771f178



FSKRDG006 Read and respond to simple informal workplace texts
[bookmark: O_527033]
[bookmark: O_527034]Application
This unit describes the skills and knowledge required to identify, interpret and respond to information in simple informal workplace texts in printed or digital formats, such as a written phone message, a note from a supervisor, an email from a team member, message at end of shift, an electronic message, or an instant message.

An individual performing these tasks may work with an expert or mentor where support is available if requested.

This unit applies to individuals who use, or are preparing to use, reading skills to complete workplace activities. This includes existing workers and individuals preparing for employment through vocational education and training. This unit should be integrated and contextualised with vocational training to support achievement of vocational competency.

This unit is aligned to, but does not fully address, the Australian Core Skills Framework (ACSF) reading core skill indicators .03 and .04 at level 2 in the workplace and employment domain of communication.

No licensing, legislative or certification requirements apply to this unit at the time of publication.

[bookmark: O_527037]Unit Sector
Reading

[bookmark: O_527038]Elements and Performance Criteria
	Element
	Performance Criteria

	Elements describe the essential outcomes.
	Performance criteria describe the performance needed to demonstrate achievement of the element.

	1. Prepare to read simple and familiar informal workplace text
	1.1 Identify purpose for reading and select informal text relevant to task
1.2 Identify audience and purpose of informal text
1.3 Identify distinguishing text features
1.4 Identify informal language features in text and register of writing

	2. Identify and interpret information in text
	2.1 Navigate text to locate specific information
2.2 Identify and interpret high-frequency vocabulary in informal text
2.3 Use reading strategies to interpret relevant information and construct meaning

	3. Check understanding and identify response to text
	3.1 Check that information in workplace text has been accurately understood
3.2 Identify appropriate response to text



[bookmark: O_527039]Foundation Skills
[bookmark: _GoBack]This section describes language, literacy, numeracy and employment skills that are essential to performance but not explicit in the performance criteria.

Foundation skills essential to performance are explicit in the performance criteria of this unit of competency.

[bookmark: O_527048]Unit Mapping Information
Supersedes and is equivalent to FSKRTG06 Read and respond to simple informal workplace texts.

[bookmark: O_527047]Links
Companion Volume implementation guides are found in VETNet - https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=f572fe10-a855-4986-9295-3852c771f178

Assessment Requirements for FSKRDG006 Read and respond to simple informal workplace texts
[bookmark: O_527042]

[bookmark: O_527043]Performance Evidence
Evidence of the ability to complete tasks outlined in the elements, performance criteria, and foundation skills of this unit, including on at least one occasion, evidence of the ability to:
interpret and identify appropriate responses to information in two different simple and familiar informal workplace texts.

[bookmark: O_527044]Knowledge Evidence
The candidate must be able to demonstrate the following knowledge to effectively complete the tasks outlined in the elements and performance criteria of this unit. This includes knowledge of:
reasons for reading and engaging with simple informal workplace texts
audience, purpose and uses of simple informal workplace texts 
common informal language features of simple informal workplace texts 
uses and meaning of informal register of writing 
distinguishing text features of simple, informal texts
high-frequency vocabulary relevant to workplace in simple informal workplace texts 
techniques to navigate simple informal texts to locate specific information 
reading strategies that support the interpretation of information in simple informal workplace texts 
suitable responses to simple informal workplace texts.

[bookmark: O_527045]Assessment Conditions
Competency is to be assessed in the workplace, a workplace simulated environment or a vocational training context.

Skills must be demonstrated using simple and familiar informal texts that reflect those typically found in a workplace. 

The following resources are to be made available:
an expert or mentor to provide support to learner if requested
dictionary or online resource to check word meanings
own familiar support resources
simple informal workplace texts.

Assessors must:
satisfy the requirements for assessors in applicable vocational education and training legislation, frameworks and/or standards, and
have sound knowledge of the ACSF and performance features of the ACSF level being assessed, and
have demonstrable expertise, knowledge and skills in the vocational contextualisation and assessment of the core skill, reading, and
have completed the following or equivalent: 
TAESS00009 Address Foundation Skills in Vocational Practice Skill Set; or 
a higher level education qualification, such as:
TAE80113 Graduate Diploma of Adult Language, Literacy and Numeracy Practice (and its equivalent TAE70111); or
Bachelor of Education, Graduate Certificate or Graduate Diploma of Education, or higher. This may include qualifications relating to TESOL, adult education or vocational education. 

[bookmark: O_527049]Links
Companion Volume implementation guides are found in VETNet - https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=f572fe10-a855-4986-9295-3852c771f178



FSKRDG007 Read and respond to simple workplace information
[bookmark: O_527061]

[bookmark: O_527062]Application
This unit describes the skills and knowledge required to identify, interpret and respond to information in simple and familiar workplace texts in printed or digital formats, such as short messages, notices, instructions, forms, rosters, simple diagrams, tables and charts.

An individual performing these tasks may work with an expert or mentor where support is available if requested.

This unit applies to individuals who use, or are preparing to use, reading skills to complete workplace activities. This includes existing workers and individuals preparing for employment through vocational education and training. This unit should be integrated and contextualised with vocational training to support achievement of vocational competency.

This unit is aligned to, but does not fully address, the Australian Core Skills Framework (ACSF) reading core skill indicators .03 and .04 at level 2 in the workplace and employment domain of communication.

No licensing, legislative or certification requirements apply to this unit at the time of publication.

[bookmark: O_527065]Unit Sector
Reading

[bookmark: O_527066]Elements and Performance Criteria
	Element
	Performance Criteria

	Elements describe the essential outcomes.
	Performance criteria describe the performance needed to demonstrate achievement of the element.

	1. Prepare to read simple and familiar workplace text
	1.1 Identify purpose for reading and select workplace text relevant to task 
1.2 Identify text type
1.3 Identify audience and purpose of text
1.4 Identify text structure and distinguishing text features

	2. Identify and interpret information in text
	2.1 Navigate text to locate relevant information
2.2 Identify and interpret workplace terminology in text
2.3 Use reading strategies to interpret relevant information and construct meaning
2.4 Interpret and analyse information

	3. Check understanding and identify response to text
	3.1 Check that information in text has been correctly understood
3.2 Use information to identify appropriate response




[bookmark: O_527067]Foundation Skills
This section describes language, literacy, numeracy and employment skills that are essential to performance but not explicit in the performance criteria.

Foundation skills essential to performance are explicit in the performance criteria of this unit of competency.

[bookmark: O_527076]Unit Mapping Information
Supersedes and is equivalent to FSKRTG07 Read and respond to simple workplace information.

[bookmark: O_527075]Links
Companion Volume implementation guides are found in VETNet - https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=f572fe10-a855-4986-9295-3852c771f178

Assessment Requirements for FSKRDG007 Read and respond to simple workplace information
[bookmark: O_527070]

[bookmark: O_527071]Performance Evidence
Evidence of the ability to complete tasks outlined in the elements, performance criteria, and foundation skills of this unit, including on at least one occasion, evidence of the ability to:
interpret and identify appropriate responses to information in two different simple and familiar workplace texts.


[bookmark: O_527072]Knowledge Evidence
The candidate must be able to demonstrate the following knowledge to effectively complete the tasks outlined in the elements and performance criteria of this unit. This includes knowledge of:
reasons for reading and engaging with simple workplace texts
audience, purpose and uses of a limited range of simple workplace texts
common features of simple workplace texts and how to use these features to identify text type
high-frequency terminology relevant to workplace in simple workplace texts 
techniques to navigate simple informal texts to locate general and specific information 
reading strategies to support the interpretation of information in simple workplace texts 
techniques to interpret and analyse simple workplace information
suitable responses to information in simple workplace texts.

[bookmark: O_527073]Assessment Conditions
Competency is to be assessed in the workplace, a workplace simulated environment or a vocational training context.

Skills must be demonstrated using simple and familiar texts that reflect those typically found in a workplace. 


The following resources are to be made available:
an expert or mentor to provide support to learner if requested
dictionary or online resource to check word meanings
own familiar support resources
simple workplace information.

Assessors must:
satisfy the requirements for assessors in applicable vocational education and training legislation, frameworks and/or standards, and
have sound knowledge of the ACSF and performance features of the ACSF level being assessed, and
have demonstrable expertise, knowledge and skills in the vocational contextualisation and assessment of the core skill, reading, and
have completed the following or equivalent: 
TAESS00009 Address Foundation Skills in Vocational Practice Skill Set; or 
a higher level education qualification, such as:
TAE80113 Graduate Diploma of Adult Language, Literacy and Numeracy Practice (and its equivalent TAE70111); or
Bachelor of Education, Graduate Certificate or Graduate Diploma of Education, or higher. This may include qualifications relating to TESOL, adult education or vocational education. 

[bookmark: O_527077]Links
Companion Volume implementation guides are found in VETNet - https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=f572fe10-a855-4986-9295-3852c771f178




FSKRDG008 Read and respond to information in routine visual and graphic texts
[bookmark: O_527089]

[bookmark: O_527090]Application
This unit describes the skills and knowledge required to interpret and respond to routine visual and graphic texts in printed or digital formats, such as tables, charts, spreadsheets, diagrams, maps and plans.

An individual performing these tasks works independently and uses familiar support resources as needed.

This unit applies to individuals who use, or are preparing to use, reading skills to complete workplace activities. This includes existing workers and individuals preparing for employment through vocational education and training. This unit should be integrated and contextualised with vocational training to support achievement of vocational competency.

This unit is aligned to, but does not fully address, the Australian Core Skills Framework (ACSF) reading core skill indicators .03 and .04 at level 3 in the workplace and employment domain of communication.


No licensing, legislative or certification requirements apply to this unit at the time of publication.

[bookmark: O_527093]Unit Sector
Reading

[bookmark: O_527094]Elements and Performance Criteria
	Element
	Performance Criteria

	Elements describe the essential outcomes.
	Performance criteria describe the performance needed to demonstrate achievement of the element.

	1. Prepare to read routine visual and graphic text
	1.1 Identify reason for reading text and explicit questions to be answered
1.2 Identify type of visual or graphic text
1.3 Identify purpose of text
1.4 Identify key text features

	2. Interpret text
	2.1 Use structure and features of text to navigate text and locate relevant information
2.2 Identify and interpret workplace terminology in texts
2.3 Use reading strategies to interpret relevant information and construct meaning

	3. Check understanding and identify response to text
	3.1 Check that information in text is correctly understood
3.2 Use information to identify appropriate response




[bookmark: O_527095]Foundation Skills
This section describes language, literacy, numeracy and employment skills that are essential to performance but not explicit in the performance criteria.

	Skill
	Description

	Numeracy
	Understands layout of tables, graphs, spreadsheets, diagrams, and maps




[bookmark: O_527104]Unit Mapping Information
Supersedes and is equivalent to FSKRTG08 Read and respond to routine visual and graphic texts.

[bookmark: O_527103]Links
Companion Volume implementation guides are found in VETNet - https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=f572fe10-a855-4986-9295-3852c771f178

Assessment Requirements for FSKRDG008 Read and respond to information in routine visual and graphic texts
[bookmark: O_527098]

[bookmark: O_527099]Performance Evidence
Evidence of the ability to complete tasks outlined in the elements, performance criteria, and foundation skills of this unit, including on at least one occasion, evidence of the ability to:
identify, interpret and respond to information in at least two different routine visual and graphic texts.

[bookmark: O_527100]Knowledge Evidence
The candidate must be able to demonstrate the following knowledge to effectively complete the tasks outlined in the elements and performance criteria of this unit. This includes knowledge of:
reasons for reading routine workplace texts and explicit questions to be answered through reading
purpose and uses of routine visual and graphic texts
distinguishing features of routine workplace texts and how to use these features to identify the visual or graphic text type
techniques to navigate routine texts to locate information, using text structure and features
techniques to self-monitor reading for sense and accuracy 
some specialised workplace terminology 
reading strategies that support the interpretation of routine visual and graphic texts 
suitable responses to information in routine visual and graphic texts.

[bookmark: O_527101]Assessment Conditions
Competency is to be assessed in the workplace, a workplace simulated environment or a vocational training context.

Skills must be demonstrated using routine visual and graphic texts that reflect those typically found in a workplace. 

The following resources are to be made available:
own familiar support resources
dictionary or other references to determine the meaning of unknown words
routine visual and graphic texts.

Assessors must:
satisfy the requirements for assessors in applicable vocational education and training legislation, frameworks and/or standards, and
have sound knowledge of the ACSF and performance features of the ACSF level being assessed, and
have demonstrable expertise, knowledge and skills in the vocational contextualisation and assessment of the core skill, reading, and
have completed the following or equivalent: 
TAESS00009 Address Foundation Skills in Vocational Practice Skill Set; or 
a higher level education qualification, such as:
TAE80113 Graduate Diploma of Adult Language, Literacy and Numeracy Practice (and its equivalent TAE70111); or
Bachelor of Education, Graduate Certificate or Graduate Diploma of Education, or higher. This may include qualifications relating to TESOL, adult education or vocational education. 

[bookmark: O_527105]Links
Companion Volume implementation guides are found in VETNet - https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=f572fe10-a855-4986-9295-3852c771f178



FSKRDG009 Read and respond to routine standard operating procedures
[bookmark: O_527108]

[bookmark: O_527109]Application
This unit describes the skills and knowledge required to interpret and respond to routine standard operating procedures in printed or digital formats, such as pre-operational safety checklists, lists of protective and emergency equipment, or steps to undertake when using equipment.

An individual performing these tasks works independently and uses familiar support resources as needed.

This unit applies to individuals who use, or are preparing to use, reading skills to complete workplace activities. This includes existing workers and individuals preparing for employment through vocational education and training. This unit should be integrated and contextualised with vocational training to support achievement of vocational competency.

This unit is aligned to, but does not fully address, the Australian Core Skills Framework (ACSF) reading core skill indicators .03 and .04 at level 3 in the workplace and employment domain of communication.

No licensing, legislative or certification requirements apply to this unit at the time of publication.

[bookmark: O_527112]Unit Sector
Reading

[bookmark: O_527113]Elements and Performance Criteria
	Element
	Performance Criteria

	Elements describe the essential outcomes.
	Performance criteria describe the performance needed to demonstrate achievement of the element.

	1. Prepare to read routine standard operating procedure
	1.1 Identify reason for reading procedure and explicit questions to be answered 
1.2 Identify purpose of routine standard operating procedure and intended audience
1.3 Identify text features, including structure and presence of any visuals in the text
1.4 Identify distinguishing language features

	2. Interpret operating procedure
	2.1 Use structure and features of operating procedure to navigate text and locate relevant information
2.2 Identify and interpret workplace terminology in text
2.3 Use reading strategies to interpret relevant information and construct meaning

	3. Check understanding and identify response to procedure
	3.1 Check that information in standard operating procedure has been correctly understood
3.2 Use information to identify appropriate response




[bookmark: O_527114]Foundation Skills
This section describes language, literacy, numeracy and employment skills that are essential to performance but not explicit in the performance criteria.

Foundation skills essential to performance are explicit in the performance criteria of this unit of competency.

[bookmark: O_527123]Unit Mapping Information
Supersedes and is equivalent to FSKRTG09 Read and respond to routine standard operating procedures.

[bookmark: O_527122]Links
Companion Volume implementation guides are found in VETNet - https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=f572fe10-a855-4986-9295-3852c771f178

Assessment Requirements for FSKRDG009 Read and respond to routine standard operating procedures
[bookmark: O_527117]

[bookmark: O_527118]Performance Evidence
The candidate must demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including evidence of the ability to:
interpret and identify appropriate response to at least two different routine standard operating procedures.

[bookmark: O_527119]Knowledge Evidence
The candidate must be able to demonstrate knowledge to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including knowledge of:
reasons for reading routine standard operating procedures and explicit questions to be answered through reading
typical audiences of standard workplace operating procedures 
distinguishing text features of routine standard operating procedures 
language features employed as signalling devices in operating procedures
techniques to navigate routine standard operating procedures to locate information 
techniques to self-monitor reading for sense and accuracy
techniques to integrate information from visual and written texts 
reading strategies to support the interpretation of routine standard operating procedures 
suitable responses to routine standard operating procedures.

[bookmark: O_527120]Assessment Conditions
Competency is to be assessed in the workplace, a workplace simulated environment or a vocational training context.

Skills must be demonstrated using routine standard operating procedures that reflect those typically found in a workplace. 

The following resources are to be made available:
own familiar support resources 
dictionary or other references to determine the meaning of unknown words
routine standard operating procedures.

Assessors must:
satisfy the requirements for assessors in applicable vocational education and training legislation, frameworks and/or standards, and
have sound knowledge of the ACSF and performance features of the ACSF level being assessed, and
have demonstrable expertise, knowledge and skills in the vocational contextualisation and assessment of the core skill, reading, and
have completed the following or equivalent: 
TAESS00009 Address Foundation Skills in Vocational Practice Skill Set; or 
a higher level education qualification, such as:
TAE80113 Graduate Diploma of Adult Language, Literacy and Numeracy Practice (and its equivalent TAE70111); or
Bachelor of Education, Graduate Certificate or Graduate Diploma of Education, or higher. This may include qualifications relating to TESOL, adult education or vocational education. 

[bookmark: O_527124]Links
Companion Volume implementation guides are found in VETNet - https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=f572fe10-a855-4986-9295-3852c771f178



FSKRDG010 Read and respond to routine workplace information
[bookmark: O_527127]

[bookmark: O_527128]Application
This unit describes the skills and knowledge required to interpret and respond to information in routine workplace texts in printed or digital formats, such as instruction manuals, reports, emails, brochures, work instructions, notices, web pages with data and policies.

An individual performing these tasks works independently and uses familiar support resources as needed.

This unit applies to individuals who use, or are preparing to use, reading skills to complete workplace activities. This includes existing workers and individuals preparing for employment through vocational education and training. This unit should be integrated and contextualised with vocational training to support achievement of vocational competency.

This unit is aligned to, but does not fully address, the Australian Core Skills Framework (ACSF) reading core skill indicators .03 and .04 at level 3 in the workplace and employment domain of communication.

No licensing, legislative or certification requirements apply to this unit at the time of publication.

[bookmark: O_527131]Unit Sector
Reading

[bookmark: O_527132]Elements and Performance Criteria
	Element
	Performance Criteria

	Elements describe the essential outcomes.
	Performance criteria describe the performance needed to demonstrate achievement of the element.

	1. Prepare to read routine workplace text
	1.1 Identify reason for reading text and explicit questions to be answered
1.2 Identify text type
1.3 Identify audience and purpose of text
1.4 Identify distinguishing text features

	2. Interpret information in text
	2.1 Use structure and features of information to navigate text and locate relevant information
2.2 Identify and interpret workplace terminology in texts
2.3 Use reading strategies to interpret relevant information and construct meaning
2.4 Use critical reading skills to analyse information

	3. Check understanding and identify response to text
	3.1 Check that information in text has been correctly understood
3.2 Use information to identify appropriate response
3.3 Reflect on text effectiveness in meeting intended text purpose 


 

[bookmark: O_527133]Foundation Skills
This section describes language, literacy, numeracy and employment skills that are essential to performance but not explicit in the performance criteria.

Foundation skills essential to performance are explicit in the performance criteria of this unit of competency.

[bookmark: O_527142]Unit Mapping Information
Supersedes and is equivalent to FSKRTG10 Read and respond to routine workplace information.

[bookmark: O_527141]Links
Companion Volume implementation guides are found in VETNet - https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=f572fe10-a855-4986-9295-3852c771f178

Assessment Requirements for FSKRDG010 Read and respond to routine workplace information
[bookmark: O_527136]

[bookmark: O_527137]Performance Evidence
The candidate must demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including evidence of the ability to:
interpret and identify appropriate response to information in at least two different routine workplace texts.

[bookmark: O_527138]Knowledge Evidence
The candidate must be able to demonstrate knowledge to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including knowledge of:
reasons for reading routine workplace texts and explicit questions to be answered through reading
purpose and uses of routine workplace texts
distinguishing features of routine workplace texts 
some specialised workplace terminology in routine workplace texts
techniques to navigate routine workplace information using text structure and features 
formal and informal text register of writing
techniques to self-monitor reading for sense and accuracy
reading strategies that support the interpretation of information in routine workplace texts 
critical reading techniques to analyse routine workplace information in familiar texts
suitable responses to routine workplace information.

[bookmark: O_527139]Assessment Conditions
Competency is to be assessed in the workplace, a workplace simulated environment or a vocational training context.

Skills must be demonstrated using routine information and texts that reflect those typically found in a workplace. 

The following resources are to be made available:
own familiar support resources
dictionary or other references to determine the meaning of unknown words
routine workplace information.

Assessors must:
satisfy the requirements for assessors in applicable vocational education and training legislation, frameworks and/or standards, and
have sound knowledge of the ACSF and performance features of the ACSF level being assessed, and
have demonstrable expertise, knowledge and skills in the vocational contextualisation and assessment of the core skill, reading, and
have completed the following or equivalent: 
TAESS00009 Address Foundation Skills in Vocational Practice Skill Set; or 
a higher level education qualification, such as:
TAE80113 Graduate Diploma of Adult Language, Literacy and Numeracy Practice (and its equivalent TAE70111); or
Bachelor of Education, Graduate Certificate or Graduate Diploma of Education, or higher. This may include qualifications relating to TESOL, adult education or vocational education. 

[bookmark: O_527143]Links
Companion Volume implementation guides are found in VETNet - https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=f572fe10-a855-4986-9295-3852c771f178



FSKRDG011 Read and respond to complex workplace information
[bookmark: O_527146]

[bookmark: O_527147]Application
This unit describes the skills and knowledge required to analyse, evaluate and respond to a range of complex workplace texts in printed or digital formats, such as work and organisational plans, training needs analyses, reports, manuals, standard operating procedures, product reviews and flow charts.

An individual performing these tasks works independently and uses support from a range of established resources.

This unit applies to individuals who use, or are preparing to use, reading skills to complete workplace activities. This includes existing workers and individuals preparing for employment through vocational education and training. This unit should be integrated and contextualised with vocational training to support achievement of vocational competency.

This unit is aligned to, but does not fully address, the Australian Core Skills Framework (ACSF) reading core skill indicators .03 and .04 at level 4 in the workplace and employment domain of communication.

No licensing, legislative or certification requirements apply to this unit at the time of publication.

[bookmark: O_527150]Unit Sector
Reading

[bookmark: O_527151]Elements and Performance Criteria
	Element
	Performance Criteria

	Elements describe the essential outcomes.
	Performance criteria describe the performance needed to demonstrate achievement of the element.

	1. Prepare to read complex workplace text
	1.1 Identify text features and confirm text type 
1.2 Determine purpose of text
1.3 Identify explicit purpose for reading text and develop a range of questions to be answered through reading

	2. Analyse information in text
	2.1 Select reading approach and navigate text to identify relevant information
2.2 Interpret specialised or technical vocabulary in text
2.3 Apply reading strategies to interpret information 
2.4 Synthesise information and construct meaning

	3. Evaluate and respond to information in complex workplace texts
	3.1 Critically evaluate information in complex workplace text
3.2 Evaluate usefulness of text to meet workplace purpose
3.3 Use information to identify appropriate response 




[bookmark: O_527152]Foundation Skills
This section describes language, literacy, numeracy and employment skills that are essential to performance but not explicit in the performance criteria.

Foundation skills essential to performance are explicit in the performance criteria of this unit of competency.


[bookmark: O_527161]Unit Mapping Information
Supersedes and is equivalent to FSKRTG11 Read and respond to complex workplace information.

[bookmark: O_527160]Links
Companion Volume implementation guides are found in VETNet - https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=f572fe10-a855-4986-9295-3852c771f178

Assessment Requirements for FSKRDG011 Read and respond to complex workplace information
[bookmark: O_527155]

[bookmark: O_527156]Performance Evidence
The candidate must demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including evidence of the ability to:
analyse and evaluate information from at least one complex workplace text in order to complete workplace tasks.

[bookmark: O_527157]Knowledge Evidence
The candidate must be able to demonstrate knowledge to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including knowledge of:
reasons for reading complex workplace texts and develop a range of questions to be answered through reading
purpose and uses of complex workplace texts
common features of complex workplace texts 
techniques to navigate complex workplace texts to locate information 
techniques to extrapolate information presented in graphic, diagrammatic or visual forms interpreted in the complex texts 
conventions of complex workplace texts
strategies to maintain focus and self-monitor reading of complex workplace information
techniques to synthesise information from complex workplace texts
relevant techniques to critically evaluate texts
reading strategies to support the interpretation of complex workplace texts 
vocabulary, including an increasing number of unknown, technical and specialised words 
suitable responses to complex workplace information.


[bookmark: O_527158]Assessment Conditions
Competency is to be assessed in the workplace, a workplace simulated environment or a vocational training context.

Skills must be demonstrated using complex information that reflects that typically found in a workplace. 

The following resources are to be made available:
complex workplace information
own familiar support resources
dictionary, thesaurus, or other references to determine the meaning of unknown words.

Assessors must:
satisfy the requirements for assessors in applicable vocational education and training legislation, frameworks and/or standards, and
have sound knowledge of the ACSF and performance features of the ACSF level being assessed, and
have demonstrable expertise, knowledge and skills in the vocational contextualisation and assessment of the core skill, reading, and
have completed the following or equivalent: 
TAESS00009 Address Foundation Skills in Vocational Practice Skill Set; or 
a higher level education qualification, such as:
TAE80113 Graduate Diploma of Adult Language, Literacy and Numeracy Practice (and its equivalent TAE70111); or
Bachelor of Education, Graduate Certificate or Graduate Diploma of Education, or higher. This may include qualifications relating to TESOL, adult education or vocational education. 

[bookmark: O_527162]Links
Companion Volume implementation guides are found in VETNet - https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=f572fe10-a855-4986-9295-3852c771f178




FSKRDG012 Read and respond to highly complex workplace information
[bookmark: O_527174]

[bookmark: O_527175]Application
This unit describes the skills and knowledge required to analyse, critically evaluate and respond to information from a range of highly complex workplace texts in printed or digital formats, such as research reports, technical journals, training manuals, position descriptions and job applications, case studies, policy, legislation and regulations.

An individual performing these tasks works autonomously and access and evaluates support from a broad range of sources as needed.

This unit applies to individuals who use, or are preparing to use, reading skills to complete workplace activities. This includes existing workers and individuals preparing for employment through vocational education and training. This unit should be integrated and contextualised with vocational training to support achievement of vocational competency.

This unit is aligned to, but does not fully address, the Australian Core Skills Framework (ACSF) reading core skill indicators .03 and .04 at level 5 in the workplace and employment domain of communication.

No licensing, legislative or certification requirements apply to this unit at the time of publication.

[bookmark: O_527178]Unit Sector
Reading

[bookmark: O_527179]Elements and Performance Criteria
	Element
	Performance Criteria

	Elements describe the essential outcomes.
	Performance criteria describe the performance needed to demonstrate achievement of the element.

	1. Prepare to read highly complex workplace text
	1.1 Identify purpose for reading text and information sought
1.2 Identify text features and text type
1.3 Critically analyse purpose of text

	2. Analyse information in workplace text
	2.1 Navigate text to focus reading effort and locate highly embedded information 
2.2 Interpret highly specialised workplace terminology in text
2.3 Apply a range of reading strategies to interpret relevant information
2.4 Synthesise information and construct meaning

	3. Evaluate and respond to information in text
	3.1 Critically evaluate information in highly complex workplace texts
3.2 Reflect on relevance of text to meet identified need
3.2 Use information to identify appropriate response




[bookmark: O_527180]Foundation Skills
This section describes language, literacy, numeracy and employment skills that are essential to performance but not explicit in the performance criteria
Foundation skills essential to performance are explicit in the performance criteria of this unit of competency.

[bookmark: O_527189]Unit Mapping Information
Supersedes and is equivalent to FSKRTG12 Read and respond to highly complex workplace information.

[bookmark: O_527188]Links
Companion Volume implementation guides are found in VETNet - https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=f572fe10-a855-4986-9295-3852c771f178

Assessment Requirements for FSKRDG012 Read and respond to highly complex workplace information
[bookmark: O_527183]

[bookmark: O_527184]Performance Evidence
The candidate must demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including evidence of the ability to:
analyse and evaluate information from at least one highly complex workplace text in order to complete workplace tasks.

[bookmark: O_527185]Knowledge Evidence
The candidate must be able to demonstrate the following knowledge to effectively complete the tasks outlined in the elements and performance criteria of this unit. This includes knowledge of:
typical workplace purposes for reading highly complex workplace texts 
purpose and uses of a broad range of highly complex workplace texts
features of complex workplace texts 
techniques to navigate highly complex workplace texts with highly embedded information using knowledge of text features 
highly specialised and technical vocabulary relevant to highly complex workplace texts
primary and secondary sources and relevance of each
techniques to synthesise information from highly complex workplace texts
reading strategies that support the analysis and evaluation of information from highly complex workplace texts 
suitable responses to highly complex workplace information.

[bookmark: O_527186]Assessment Conditions
Competency is to be assessed in the workplace, a workplace simulated environment or a vocational training context.

Skills must be demonstrated using highly complex information that reflects that typically found in a workplace. 

The following resources are to be made available:
highly complex workplace information
dictionary and thesaurus
Own familiar support resources.

Assessors must:
satisfy the requirements for assessors in applicable vocational education and training legislation, frameworks and/or standards, and
have sound knowledge of the ACSF and performance features of the ACSF level being assessed, and
have demonstrable expertise, knowledge and skills in the vocational contextualisation and assessment of the core skill, reading, and
have completed the following or equivalent: 
TAESS00009 Address Foundation Skills in Vocational Practice Skill Set; or 
a higher level education qualification, such as:
TAE80113 Graduate Diploma of Adult Language, Literacy and Numeracy Practice (and its equivalent TAE70111); or
Bachelor of Education, Graduate Certificate or Graduate Diploma of Education, or higher. This may include qualifications relating to TESOL, adult education or vocational education. 

[bookmark: O_527190]Links
Companion Volume implementation guides are found in VETNet - https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=f572fe10-a855-4986-9295-3852c771f178
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