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21773VIC
Certificate II in General Education
for Adults

Course information and vocational outcomes

This is an accredited course, which provides a general education. Students will increase their skill
development in reading and writing a range of texts and explore mathematical opportunities in and beyond
everyday use. They will also participate in skill development in a variety of areas for everyday and vocational
life. They will also develop personal and vocational needs including work readiness, self confidence
opportunities, oral skills, computer skills, participation in the community, other generic skills and further
education and training. This course will create a solid skills base in the student as they develop the skills
contained within this course.

To successfully complete this course the learner will need to be competent in the following areas:
e 2 Core units

2 Core Skills — Reading

2 Core Skills — Writing

2 Core Skills — Numeracy and Mathematics

80 — 100 hours Special Interest Electives

Special Interest Elective units may also be chosen from:

. Bank of Core Skills Reading, Writing, and Numeracy and Mathematics units in the 21773VIC Certificate
Ilin General Education for Adults. Core skills units may also be selected from the either the 21772VIC
Certificate | in General Education for Adults Structure or the 21774VIC Certificate Il in General
Education for Adults Structure.

o Units/modules from any endorsed training package and/or accredited curriculum. Units/ modules
selected should provide opportunities to support and enhance vocational and education pathways.
Units/modules may be selected from a Certificate | or Il level course. The majority of all units imported
from accredited courses and Training Packages should be selected from AQF level 2.

Reading and writing

Participants in the 21773VIC Certificate 1l in General Education for Adults should have literacy and numeracy
skills at least equivalent to 21772VIC Certificate 1in General Education for Adults which is equivalent to
Australian Core Skills Framework (ACSF)Level 3. Level 3 on the ACSF use of language, literacy, and
numeracy requires:

o comprehending and/or producing cohesive texts which may be short, yet have some structural

complexity

o require identifying, applying, reflecting on, and communicating mathematical procedures and
representations

o in a number of contexts which may be interrelated

o with some support readily available

Employability skills:

The following table contains a summary of the Employability Skills required for this qualification. The
Employability Skills facets described here are broad requirements that may vary depending on qualification
packaging options. All new units developed for the Certificate in General Education for Adults incorporate
employability skills which replace the Key competencies on which the General Curriculum Options are based.
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Communication

o Locate, interpret and evaluate relevance of information of some complexity in electronic, printed,
handwritten and visual texts

Complete written forms and write texts of some complexity relevant to purpose and audience
Discuss and share information/ideas/opinions with other class/group members

Use questioning and active listening to ascertain and clarify information/ideas/opinions
Follow/give verbal instructions

Investigate mathematical information and relationships embedded in a task

Use a range of formal and informal mathematical language and representation

Teamwork

o Greet others and respond to greetings

Work collaboratively with other class/group members respecting and understanding others views
Practise inclusive behaviour

Give and receive feedback in a supported context

Listen to and act on suggestions from others

Problem solving

Clarify nature of problem individually or with others

Identify possible problems and act to avoid them where possible

Solve problems in a range of contexts

Select and apply a range of mathematical strategies to solve problems in a variety of contexts

Initiative and enterprise
o Adapt to changes, including working with a supervisor/mentor
o Suggest changes/ideas to other class/group members to improve outcomes

Planning and organising

Clarify goals with appropriate person(s)

Plan stages/processes/timelines/responsibilities

Locate/access resources

Evaluate planning including successful outcomes and barriers to completion

Self-management
o Prioritise and complete delegated tasks
o Monitor and review own performance

Learning

. Identify a range of learning options, and clarify learning goals

° Identify personal strengths and weaknesses and recognise how to learn best

o Accept opportunities to learn new ways of doing things and implement changes with support
. Review progress towards goals

o Implement changes in strategy if necessary

Technology
o Use a range of learning/communication technology; in the context of available equipment

The nominal hours for this course are between 310-330 hours depending on the units selected.

Completion of this course carries with it a Nationally Recognised Certificate.
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Course content

Core units:

VBQU142 - Research pathways and produce a learning plan and portfolio (20 nominal hours)
(The focus of the unit is to investigate pathway options and plan skills development, in discussion with
an appropriate support person. The learner will develop and maintain a portfolio of evidence. It is
designed to meet the needs of learners with personal, learning, employment and community
participation goals. Learners needs and expectations require a focus on individual learner objectives
such as: improved language, literacy and numeracy skills; new skills and knowledge; specific
competencies; target qualifications; new career; career advancement. Learner objectives may also
include: information and advice on courses, learning programs, qualifications and assessment. The
learning plan documents an agreed program that the learner will undertake during the course to identify
possible pathways, plan, document, and monitor progress towards achieving learning goals. The
program will take into account the learner’s learning style and preferences. The learner will also
develop and maintain a portfolio of evidence which documents achievement of course goals. It is also
recommended that the application is integrated with other units. The required outcomes described in
this unit of competency contain applicable facets of Employability Skills. The qualification’s
Employability Skills Summary in which this unit is included will assist in identifying employability skill
requirements.)

Identify potential pathways

Clarify learning goals

Design and implement an individual learning plan

Prepare portfolio of completed work samples

Monitor and update the individual learning plan

agrwdE

VBQU143 - Implement and review a project (30 nominal hours)

(The focus of this unit is to develop a proposal, design and plan the project, carry out the project and
evaluate the outcome. The means by which the activity is achieved will include using strategies to
ensure the quality of the outcome. No licensing, legislative, regulatory or certification requirements
apply to this unit at the time of publication. It is designed to be delivered as part of the Certificate in
General Education for Adults and is designed to allow for the practical application in an activity of a
range of literacy, numeracy and oral communication skills for the purposes of further developing those
skills in a context and/or around a specific content area. It addresses the competence to plan, conduct
and review a project. It encompasses selection of an activity, developing a plan, and preparing the
required resources. The project also provides an opportunity for learners to develop personal skills
such as working collaboratively with others, planning and organizing self and others, problem solving,
and using technology. The project can be completed either individually or as a member of a group. It
can be completed in a range of contexts such as in the workplace or in the community. The project may
be an arts related production, a workplace based problem solving project, a research based activity,
production of a community event or newsletter, or a construction. Activities will be designed and
evaluated within guidelines established by the learner. Where application is as part of the Certificate in
General Education for Adults, it is recommended that application is integrated with other units. The
required outcomes described in this unit of competency contain applicable facets of Employability
Skills. The qualification’s Employability Skills Summary in which this unit is included will assist in
identifying employability skill requirements.)

Propose a project

Prepare resources

Document the project

Coordinate and complete the activity

Evaluate the project

agrwbhE
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Core skills units - Reading:
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VBQU144 - Engage with arange of texts of some complexity for personal purposes (25 nominal
hours)

(This unit describes the outcomes to engage with texts for personal purposes at Certificate Il. The focus
of the unit is on interpreting a range of structurally intricate texts which are relevant to personal
purposes and which may include some specialisation and non routine contexts. The required outcomes
described in this unit relate directly to the Australian Core Skills Framework (ACSF), (© Commonwealth
of Australia, 2008). They contribute directly to the achievement of ACSF indicators of competence at
Level Four (Reading). No licensing, legislative, regulatory or certification requirements apply to this unit
at the time of publication. People seeking to improve their personal literacy will need to develop a range
of reading skills. The unit provides the learner with the skills and knowledge necessary to interpret and
analyse a range of texts of some complexity which are relevant to personal purposes. It will extend
reading skills to enable interpreting texts with unfamiliar features. These skills will provide the
foundation for future activities associated with interpreting, analysing and evaluating more complex
texts. Where application is as part of the Certificate in General Education for Adults, it is strongly
recommended that application is integrated with the delivery and assessment of Core Skills writing unit:
VBQU148 - Create texts of some complexity for personal purposes. The link between reading and
writing and the potential overlap between the parallel units encourages co-delivery and assessment. It
is also recommended that the application is integrated with other units. The required outcomes
described in this unit of competency contain applicable facets of Employability Skills. The qualification’s
Employability Skills Summary in which this unit is included will assist in identifying employability skill
requirements.)

1. Locate structurally intricate texts relevant to a range of personal purposes

2. Analyse content in a range of texts of some complexity for personal purposes

3. Critically evaluate a range of texts relevant to personal purposes

VBQU145 - Engage with texts of some complexity for learning purposes (25 nominal hours)

(The focus of this unit is on interpreting a range of structurally intricate texts which are relevant to
learning purposes and which may include some specialisation and non routine contexts. The required
outcomes described in this unit relate directly to the Australian Core Skills Framework (ACSF), (©
Commonwealth of Australia, 2008). They contribute directly to the achievement of ACSF indicators of
competence at Level Four (Reading). No licensing, legislative, regulatory or certification requirements
apply to this unit at the time of publication. People seeking to improve their further educational
participation options will heed to develop a range of reading skills. The unit provides the learner with
the skills and knowledge necessary to interpret and analyse a range of texts of some complexity which
are relevant to further learning purposes. It will extend reading skills to enable interpreting texts with
unfamiliar features. These skills will provide the foundation for future activities associated with
interpreting, analysing and evaluating more complex texts. Where application is as part of the
Certificate in General Education for Adults, it is strongly recommended that application is integrated
with the delivery and assessment of Core Skills writing unit: VBQU149 - Create texts of some
complexity for learning purposes. The link between reading and writing and the potential overlap
between the parallel units encourages co-delivery and assessment. It is also recommended that the
application is integrated with other units. The required outcomes described in this unit of competency
contain applicable facets of Employability Skills. The qualification’s Employability Skills Summary in
which this unit is included will assist in identifying employability skill requirements.)

1. Locate structurally intricate texts relevant to a range of learning purposes

2. Analyse content in a range of texts of some complexity for learning purposes

3.  Critically evaluate a range of texts relevant to own learning purposes
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VBQU146 - Engage with arange of texts of some complexity for employment purposes

(25 nominal hours)

(The focus of this unit is on interpreting a range of structurally intricate texts which are relevant to
employment purposes and which may include some specialisation and non routine contexts. This unit
is suitable for those in employment and those who aspire to employment. The required outcomes
described in this unit relate directly to the Australian Core Skills Framework (ACSF), (© Commonwealth
of Australia, 2008). They contribute directly to the achievement of ACSF indicators of competence at
Level Four (Reading). No licensing, legislative, regulatory or certification requirements apply to this unit
at the time of publication.’ People seeking to improve their employment options will need to develop a
range of reading skills. The unit provides the learner with the skills and knowledge necessary to
interpret and analyse a range of texts of some complexity which are relevant to employment purposes.
It will extend reading skills to enable interpreting texts with unfamiliar features. These skills will provide
the foundation for future activities associated with interpreting, analysing and evaluating more complex
texts. Where application is as part of the Certificate in General Education for Adults, it is strongly
recommended that application is integrated with the delivery and assessment of Core Skills writing unit:
VBQU150 - Create routine workplace documents. The link between reading and writing and the
potential overlap between the parallel units encourages co-delivery and assessment. It is also
recommended that the application is integrated with other units. The required outcomes described in
this unit of competency contain applicable facets of Employability Skills. The qualification’s
Employability Skills Summary in which this unit is included will assist in identifying employability skill
requirements.)

1. Locate structurally intricate texts relevant to a range of employment purposes

2. Analyse content in a range of texts of some complexity for employment purposes

3.  Critically evaluate a range of texts relevant to employment purposes

VBQU147 - Engage with arange of texts of some complexity to participate in the community
(25 nominal hours)
(The focus of this unit is on engaging with a range of structurally intricate texts which are relevant to
participation in the community and which may include some specialisation and non-routine contexts.
The required outcomes described in this unit relate directly to the Australian Core Skills Framework
(ACSF), (© Commonwealth of Australia, 2008). They contribute directly to the achievement of ACSF
indicators of competence at Level Four (Reading). No licensing, legislative, regulatory or certification
requirements apply to this unit at the time of publication. People seeking to improve their community
participation options will need to develop a range of reading skills. The unit provides the learner with
the skills and knowledge necessary to interpret and evaluate a range of texts of some complexity which
are relevant to participation in the community. It will extend reading skills to enable interpreting texts
with unfamiliar features. These skills will provide the foundation for future activities associated with
interpreting, analysing and evaluating more complex texts. The ‘community’ can have a range of
definitions, depending on the learner’s situation. Community may signify local environment in the case
of rural or regional learners. While community is most often defined geographically, it can also be
defined to include those with whom one shares an affinity or interest, such as a group which meets,
including over the internet, for a common purpose. It also may be interpreted in a broader more general
sense, and mean ‘society’. Where application is as part of the Certificate in General Education for
Adults, it is strongly recommended that application is integrated with the delivery and assessment of
Core Skills writing unit: VBQU151 - Create texts of some complexity to participate in the community.
The link between reading and writing and the potential overlap between the parallel units encourages
co-delivery and assessment. It is also recommended that the application is integrated with other units.
The required outcomes described in this unit of competency contain applicable facets of Employability
Skills. The qualification’s Employability Skills Summary in which this unit is included will assist in
identifying employability skill requirements.)
1. Locate structurally intricate texts relevant to participation in the community for a range of

purposes
2. Analyse content in a range of texts of some complexity to participate in the community
3. Critically evaluate a range of texts relevant to community participation
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Core skills units — Writing:

VBQU148 - Create a range of texts of some complexity for personal purposes (25 nominal
hours)

(The focus of the unit is on writing skills to create a range of texts of some complexity for personal
purposes and for communication with others. The texts may include some specialisation and non-
routine contexts. The required outcomes described in this unit relate directly to the Australian Core
Skills Framework (ACSF), (© Commonwealth of Australia, 2008). They contribute directly to the
achievement of ACSF indicators of competence at Level Four (Writing). No licensing, legislative,
regulatory or certification requirements apply to this unit at the time of publication. People seeking to
improve their personal literacy skills will need to develop a range of writing and communication skills
associated with creating texts. The unit provides the learner with the skills and knowledge necessary to
create a range of texts of some complexity for personal purposes. It will extend written communication
skills to provide the foundation for future activities associated with producing complex texts. Where
application is as part of the Certificate in General Education for Adults, it is strongly recommended that
application is integrated with the delivery and assessment of VBQU144 - Engage with texts of some
complexity for personal purposes. The link between Reading and Writing and the potential overlap
between the parallel units encourages co-delivery and assessment. It is also recommended that
application is integrated with other units. The required outcomes described in this unit of competency
contain applicable facets of Employability Skills. The qualification’s Employability Skills Summary in
which this unit is included will assist in identifying employability skill requirements.)

1. Research a range of text types of some complexity relevant to personal need

2. Prepare texts of some complexity for personal purposes

3. Produce texts of some complexity for personal purposes

VBQU149 - Create arange of texts of some complexity for learning purposes (25 nominal hours)
(The focus of the unit is on writing skills to create a range of texts of some complexity which are
relevant to the learning environment. The texts may include some specialisation and non- routine
contexts. The required outcomes described in this unit relate directly to the Australian Core Skills
Framework (ACSF), (© Commonwealth of Australia, 2008). They contribute directly to the achievement
of ACSF indicators of competence at Level Four (Writing). No licensing, legislative, regulatory or
certification requirements apply to this unit at the time of publication. People seeking to improve their
literacy skills in the learning environment will need to develop a range of writing and communication
skills associated with creating texts. The unit provides the learner with the skills and knowledge
necessary to create a range of texts of some complexity in the learning environment. It will develop the
written communication skills to produce or complete a range of texts used in a formal learning
environment. Where application is as part of the Certificate in General Education for Adults, it is
strongly recommended that application is integrated with the delivery and assessment of VBQU145 -
Engage with texts of some complexity for learning purposes. The link between Reading and Writing
and the potential overlap between the parallel units encourages co-delivery and assessment. It is also
recommended that application is integrated with other units. The required outcomes described in this
unit of competency contain applicable facets of Employability Skills. The qualification’s Employability
Skills Summary in which this unit is included will assist in identifying employability skill requirements.)

1. Research a range of texts of some complexity relevant to learning

2. Prepare a range of texts of some complexity for learning purposes

3. Produce texts of some complexity for learning purposes
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VBQU150 - Create arange of texts some complexity to participate in the workplace (25 nominal
hours)

(This unit covers witten communication in the workplace. It includes extracting meaning from written
information for workplace purposes and preparing written materials of some complexity. In practice,
writing workplace materials of some complexity overlaps with other generalist work activities such as
using communication techniques, delivering client service, handling information, using technology, etc.
This unit is based on PSPGOV208A - Write routine workplace materials. No licensing, legislative,
regulatory or certification requirements apply to this unit at the time of publication. People seeking to
improve their literacy skills for the work environment will need to develop a range of writing and
communication skills associated with creating texts. The unit provides the learner with the skills and
knowledge necessary to create workplace documents of some complexity. These skills will provide the
foundation for future activities associated with producing text. Where application is as part of the
Certificate in General Education for Adults, it is strongly recommended that application is integrated
with the delivery and assessment of VBQU146 - Engage with texts of some complexity for employment
purposes. The link between Reading and Writing and the potential overlap between the units
encourages co-delivery and assessment. It is also recommended that application is integrated with
other units. The required outcomes described in this unit of competency contain applicable facets of
Employability Skills. The qualification’s Employability Skills Summary in which this unit is included will
assist in identifying employability skill requirements.)

1. Research a range of texts of some complexity relevant to the workplace

2. Prepare texts of some complexity for the workplace

3. Produce texts of some complexity for the workplace

VBQU151 - Create arange of texts of some complexity to participate in the community

(25 nominal hours)

(The focus of the unit is on writing skills to create a range of texts of some complexity which are
relevant to participation in the community The texts may include some specialisation and non-routine
contexts. The required outcomes described in this unit relate directly to the Australian Core Skills
Framework (ACSF), (© Commonwealth of Australia, 2008). They contribute directly to the achievement
of ACSF indicators of competence at Level Four (Writing). No licensing, legislative, regulatory or
certification requirements apply to this unit at the time of publication. People seeking to improve their
educational, vocational or community participation options will need to develop a range of writing and
communication skills associated with creating texts. The unit provides the learner with the skills and
knowledge necessary to create a range of texts with a community context and purpose. These skills will
provide the foundation for future educational, vocational and community activities associated with
producing complex text. The ‘community’ can have a range of definitions, depending on the learner’s
situation. Community may signify local environment in the case of rural or regional learners. While
community is most often defined geographically, it can also be defined to include those with whom one
shares an affinity or interest, such as a group which meets, including over the internet, for a common
purpose. It also may be interpreted in a broader more general sense, and mean ‘society’. Where
application is as part of the Certificate in General Education for Adults, it is strongly recommended that
application is integrated with the delivery and assessment of VBQU147 - Engage with texts of some
complexity for community purposes. The link between Reading and Writing and the potential overlap
between the parallel units encourages co-delivery and assessment. It is also recommended that
application is integrated with other units.The required outcomes described in this unit of competency
contain applicable facets of Employability Skills. The qualification’s Employability Skills Summary in
which this unit is included will assist in identifying employability skill requirements.)

1. Research a range of text types of some complexity useful for community access

2. Prepare a range of texts of some complexity for community purposes

3. Produce a range of texts of some complexity for community purposes
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Core skills units - Numeracy and Mathematics:
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VBQU152 - Investigate and interpret measurements and related formulae for everyday purposes
(50 nominal hours)

(The focus of this unit is on investigating 2-dimensional and 3-dimensional shapes and their
representation and estimating, measuring and calculating quantities using formulae. The required
outcomes described in this unit relate directly to the Australian Core Skills Framework (ACSF), (©
Commonwealth of Australia, 2008). They contribute directly to the achievement of ACSF indicators of
competence at Level Four Numeracy: 4.10, 4.11, 4.12 & 4.13. No licensing, legislative, regulatory or
certification requirements apply to this unit at the time of publication. People seeking to improve their
educational, vocational or community participation options will need to develop a range of numeracy
and mathematics skills. In the CGEA, numeracy is seen as making meaning of mathematics.
Mathematics is a tool to be used efficiently and critically, where mathematics is seen as the knowledge
and skills to be applied and used for a range of purposes and in a variety of contexts. The goal is
therefore to assist learners to develop mathematical concepts and relationships in ways that are
personally meaningful. It is strongly recommended that this Unit is integrated with the delivery and
assessment of other Numeracy and Mathematics units. It is recommended that application is also
integrated with other units. The links between the different units encourages co-delivery and
assessment and replicates real life situations where tasks and activities integrate a wide range of skills
including literacy and numeracy. The required outcomes described in this unit of competency contain
applicable facets of Employability Skills. The qualification’s Employability Skills Summary in which this
unit is included will assist in identifying employability skill requirements.)

1. Investigate 2-dimensional and 3-dimensional shapes and their representation

2. Estimate, measure and calculate quantities using formulae

VBQU153 - Investigate, interpret and produce numerical and statistical information

(50 nominal hours)

(The focus of this unit is on investigating and interpreting numerical information in texts and creating
and investigating statistical data, tables and graphs. The required outcomes described in this unit relate
directly to the Australian Core Skills Framework (ACSF), (© Commonwealth of Australia, 2008). They
contribute directly to the achievement of ACSF indicators of competence at Level Four Numeracy: 4.10,
4.11, 4.12 & 4.13. No licensing, legislative, regulatory or certification requirements apply to this unit at
the time of publication. People seeking to improve their educational, vocational or community
participation options will need to develop a range of nhumeracy and mathematics skills. Numeracy is
seen as making meaning of mathematics. Mathematics is a tool to be used efficiently and critically,
where mathematics is seen as the knowledge and skills to be applied and used for a range of purposes
and in a variety of contexts. The goal is therefore to assist learners to develop mathematical concepts
and relationships in ways that are personally meaningful. It is strongly recommended that this unit is
integrated with the delivery and assessment of other Numeracy and Mathematics units. It is
recommended that application is also integrated with other units. The links between the different units
encourages co-delivery and assessment and replicates real life situations where tasks and activities
integrate a wide range of skills including literacy and numeracy.The required outcomes described in
this unit of competency contain applicable facets of Employability Skills. The qualification’s
Employability Skills Summary in which this unit is included will assist in identifying employability skill
requirements.)

1. Investigate and interpret numerical information in texts

2. Investigate and create statistical data, tables and graphs
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VBQU154 - Investigate and use simple mathematical formulae for everyday purposes

(50 nominal hours)

(The focus of this unit is on developing and using simple formulae to describe and represent
relationships between variables in real life contexts and on using simple mathematical problem solving
techniques to interpret and solve straight forward mathematical problems. The required outcomes
described in this unit relate directly to the Australian Core Skills Framework (ACSF), (© Commonwealth
of Australia, 2008). They contribute directly to the achievement of ACSF indicators of competence at
Level Four Numeracy: 4.10, 4.11, 4.12 & 4.13.No licensing, legislative, regulatory or certification
requirements apply to this unit at the time of publication. People seeking to improve their educational,
vocational or community participation options will need to develop a range of numeracy and
mathematics skills. Numeracy is seen as making meaning of mathematics. Mathematics is a tool to be
used efficiently and critically, where mathematics is seen as the knowledge and skills to be applied and
used for a range of purposes and in a variety of contexts. The goal is therefore to assist learners to
develop mathematical concepts and relationships in ways that are personally meaningful. It is strongly
recommended that this unit is integrated with the delivery and assessment of other Numeracy and
Mathematics units. It is recommended that application is also integrated with other units. The links
between the different units encourages co-delivery and assessment and replicates real life situations
where tasks and activities integrate a wide range of skills including literacy and numeracy.The required
outcomes described in this unit of competency contain applicable facets of Employability Skills. The
qualification’s Employability Skills Summary in which this unit is included will assist in identifying
employability skill requirements.)

1. Investigate and use simple mathematical formulae in familiar contexts

2.  Use mathematical problem-solving techniques to investigate and solve familiar problems

Special interest elective units:

BSBADM302B - Produce texts from notes (60 nominal hours)

(This unit describes the performance outcomes, skills and knowedge required to take notes from oral
or printed sources to produce accurate text. No licensing, legislative, regulatory or certification
requirements apply to this unit at the time of endorsement. This unit applies to individuals employed in
a range of work environments who produce notes and texts from oral or printed sources. They may
work as individuals providing administrative support within an enterprise, or they may be responsible for
the production of their own notes and other documentation. This unit contains employability skills.)

1.  Take notes

2. Transcribe notes

3. Edit and revise text

Numeracy and Mathematics:

FNSFLIT201B - Develop and use a personal budget (20 nominal hours)

(This unit addresses the basic knowledge and skills required to develop, implement and monitor a
personal savings budget. It covers exploring the benefits of budgeting, identifying income and
expenses and ways to monitor the budget. This unit has wide application and may be used in
workplaces, schools, adult and community learning organisations or registered training organisations in
order to build the financial literacy of learners. The unit may also be used as part of pre-vocational or
new apprenticeship programs or as part of services provided by counselling or advisory organisations.
This unit contains employability skills.)

Analyse and discuss budgeting as a financial tool

Prepare to develop a personal budget

Develop a personal budget

Implement and monitor the personal budget

e N
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FNSFLIT202B - Develop and use a savings plan (20 nominal hours)

(This unit covers the skills and knowledge required for developing and implementing a savings plan to
achieve identified goals. It covers identifying savings goals, understanding the role of the savings plan,
the risk/return relationship and how to determine appropriate savings vehicles for maximising savings.
This unit has wide application and may be used in workplaces, schools, adult and community learning
organisations or registered training organisations in order to build the financial literacy of learners. The
unit may also be used as part of pre-vocational or new apprenticeship programs or as part of services
provided by counselling or advisory organisations. This unit contains employability skills.)

1. Discuss the place of saving and investing today

2. Understand risk as it relates to saving and investing

3. Develop your own savings plan

4, Implement your own savings plan

Verbal communication:

Cur V3

SRSCOPO004B - Develop negotiation skills (10 nominal hours)

(This unit has been developed for the Sport Industry Training Package. This unit covers the knowledge
and skills required to collect information in order to negotiate to a desired outcome and participate in
the negotiation.)

1. Collect information to develop a plan on how to negotiate to achieve an agreed outcome

2. Participate in a negotiation to an agreed outcome

3. Describe the influence of changes in scientific knowledge and practices

BSBCMMZ201A - Communicate in the workplace (40 nominal hours)

(This unit describes the performance outcomes, skills and knowledge required to communicate in the
workplace. It includes gathering, conveying and receiving information together with completing routine
written correspondence. No licensing, legislative, regulatory or certification requirements apply to this
unit at the time of endorsement. This unit contains employability skills. This unit applies to individuals
who perform a range of routine workplace communication tasks using a limited range of practical skills
and fundamental knowledge of effective listening, questioning and non verbal communication in a
defined context under direct supervision or with limited individual responsibility.)

1. Gather, convey and receive information and ideas

2.  Complete workplace documentation and correspondence

3.  Communicate in a way that responds positively to individual differences

CUECORO02B - Work with others (15 nominal hours)

(This unit describes the skills and knowedge needed to work harmoniously and effectively with team
members, colleagues and others in a work environment. This is a core skill which underpins effective
work performance in cultural industries.)

1. Participate in the work/group process

2. Contribute to the flow of information and ideas

3.  Deal effectively with issues, problems and conflicts

FDFCORWCMZ2A - Present and apply workplace information (30 nominal hours)

(This unit covers the skills and knowledge required to identify, collect and present information to convey
meaning to others.)

1. Present information to suit workplace and audience requirements

2. Respond to information requests

3. Use and maintain workplace information
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Work related:
BSBOHS201A - Participate in OHS processes (20 nominal hours)
(This unit describes the performance outcomes, skills and knowledge required to participate in
workplace occupational health and safety (OHS) processes to protect workers own health and safety,
and that of others. No licensing, legislative, regulatory or certification requirements apply to this unit at
the time of endorsement. This unit contains employability skills. This unit applies to individuals who
require a fundamental knowledge of OHS to carry out their own work which may be in a defined context
under direct supervision or with some individual responsibility. This unit has broad applicability across
industries and workplace contexts.)
1. Worksafely
2.  Implement workplace safety requirements
3. Participate in OHS consultative processes
4.  Follow safety procedures

o SITXOHSO002A - Follow workplace hygiene procedures (15 nominal hours)
(This unit describes the performance outcomes, skills and knowledge required to apply good hygiene
practices within a range of service industry operations. It requires the ability to follow predetermined
procedures, identify and control simple hazards and take particular hygiene measures to ensure the
non-contamination of food and other items that might put customers, colleagues and self at a health
risk. This unit is one of three hierarchical units describing varying levels of participation in food safety
processes: SITXOHS002A ‘Follow workplace hygiene procedures’; SITXFSAO01TA ‘Implement food
safety procedures; SITXFSA002A ‘Develop and implement a food safety program’ Food safety is
nationally legislated by the Food Standards Australia New Zealand Act 1991 which provides for the
operation of a statutory authority known as Food Standards Australia New Zealand. The Australia New
Zealand Food Standards Code (the Code) developed by this authority contains an individual standard
for food safety practices. A large component of that standard deals with the health and hygiene of food
handlers. This unit complies with the legislative requirements for food safety and hygiene practices as
outlined in the Code. The legislative requirement for a business to comply with the national standard for
food safety practices, along with training and certification requirements, differs between state and
territory governments. In some cases food handlers, especially designated food safety supervisors,
may be required to formally achieve competence in hygiene practices through a registered training
organisation that may use this unit as the basis for their training. Personal hygiene practices underpin a
range of service industry activities. They are particularly important within a food safety regime, but can
also apply to housekeeping activities and anywhere where poor hygiene could provide a contamination
risk. For the purposes of food safety, this unit only has application to hospitality, commercial catering
and retail venues where food is stored, prepared, displayed and served. It will apply to any venue that
operates a permanent or temporary kitchen or smaller food preparation area, such as restaurants,
cafes, clubs, hotels, attractions, events and conference venues, fast food restaurants, retail food outlets
such as sandwich shops and food court outlets. It would apply to tour operators involved in the
preparation and service of food at temporary sites. Other industries will need to access industry -specific
food safety units of competency. It applies to frontline operational personnel who work under close
supervision and guidance from others during the normal course of their daily activities. They would be
required to apply little discretion and judgement because they operate within predefined organisational
hygiene procedures. Personal hygiene practices apply to all personnel operating at all levels within the
service industries, such as kitchen hands, cooks, chefs, catering staff, food and beverage attendants,
housekeeping and, laundry staff, sandwich hands, cafe and fast food outlet cooking crew and sales
people and owner-operators of small business catering operations or retail food outlets. This unit
contains employability skills.)
1.  Follow hygiene procedures and identify hygiene hazards
2 Report any personal health issues
3. Prevent food and other item contamination
4 Prevent cross-contamination by washing hands
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SITHFABOQO9A - Provide responsible service of alcohol (10 nominal hours)
(This unit describes the performance outcomes, skills and knowledge required to responsibly sell or
serve alcohol and to satisfy the requirements for responsible sale and service of alcohol (RSA) under
state or territory legislation. A harm minimisation approach is central to compliance with liquor licensing
legislation which, across all Australian States and Territories, imposes obligations on all licensed
venues to participate in the management of public safety through the responsible sale and service of
alcohol. It covers the RSA skill and knowledge requirements common to all States and Territories.
Some legislative requirements and knowledge will differ across borders. In some cases after
completion of this unit, state and territory liguor authorities may require candidates to complete a
bridging course to address these specific differences. All persons undertaking training as part of a
national qualification that includes the sale and service of alcohol must complete this unit. Under
differing state and territory legislation it is a required unit only for certain nominated personnel operating
in licensed premises. Responsible practices must be undertaken wherever alcohol is served and sold,
including where alcohol samples are served during on-site product tastings. This unit, therefore, applies
to any workplace situation where alcohol is served and sold, including all types of hospitality venues,
retail liquor outlets and tourism venues such as wineries, breweries and distilleries. Training and
assessment must be contextualised so that the requirements of specific industry sectors and
workplaces are met. This unit applies to all levels of sales personnel involved in the sale or service and
promotional service of alcohol in licensed premises, including the licencee when involved in sales.
Those selling and serving alcohol may include food and beverage attendants; retail liquor sales
persons; winery, brewery and distillery cellar door staff; supplier sales representatives and the licencee.
This unit contains employability skills.)
1.  Sell or serve alcohol responsibly
2. Assist customers to drink within appropriate limits
3.  Assess alcohol affected customers and identify customers to whom sale or service must be
refused
4, Refuse to provide alcohol

VBQU171 - Participate in a practical placement (40 nominal hours)

(The focus of this unit is on developing the skills and knowledge to select, negotiate and participate in a
practical work placement. This unit is based on the module VBN500 Practical Placement from the ESL
Framework. It has been customised for inclusion as an elective in the Certificates in General Education
for Adults. No licensing, legislative, regulatory or certification requirements apply to this unit at the time
of publication. The required outcomes described in this unit of competency contain applicable facets of
Employability Skills. The qualification’s Employability Skills Summary in which this unit is included will
assist in identifying employability skill requirements.)

Plan practical placement

Negotiate practical placement arrangements

Communicate in the workplace

Participate as a member of the workplace under supervision

Evaluate own performance in a work experience program

agrwnNE

Page 12 of 19



Cur V3

VOTES

Victorian Occupational Training
Educational Services

PUATEAO001B - Work in a team (20 nominal hours)

(This unit covers competency in working with others and making a positive contribution to the
effectiveness and efficiency of a team in a work environment when predominantly under direct
supervision. Limited responsibility towards others is required. The application of this unit in the
workplace — the environments, complexities and situations involved — will be written during Phase Il of
the Review of the PUAQOO Public Safety Training Package. This text will be useful for the purposes of
job descriptions, recruitment advice or job analysis; where possible, it will not be too job specific to
allow other industries to import it into other Training Packages, where feasible. This unit contains
employability skills.)

1. Contribute to team activities

2. Share knowledge and information

3.  Give and receive support to/from team members

1.  Give and receive support to/from team members

SITXCOMOO1A - Work with colleagues and customers (25 nominal hours)

(This unit describes the performance outcomes, interpersonal, communication and customer service
skills and knowledge required to work in the service industries. This is a core unit underpinning all other
units involving interaction with colleagues and customers. Key required skills and knowledge for this
role include meeting personal presentation standards, establishing rapport with customers, determining
and addressing customer needs and expectations, dealing with complaints, working in teams and using
appropriate communication techniques and mediums. This unit contains employability skills. This unit
applies across the service industries to all job roles and levels and in particular to the full range of
tourism and hospitality industry sectors and environments. It applies to those who deal directly with
customers as well as back-of-house staff or those working in reception areas; in an office; and on tour
or on site, such as food and beverage attendants, housekeeping attendants, porters and concierge
staff, guides, front office personnel, tour coordinators, event coordinators and retail travel consultants.)
Communicate with customers

Maintain personal presentation standards

Provide service to colleagues and customers

Respond to conflicts and customer complaints

Work in a team

arwbhE

SITXCOMOO2A - Work in a socially diverse environment (20 nominal hours)

(This unit describes the performance outcomes, skills and knowedge required to be culturally aware
when serving customers and working with colleagues from diverse backgrounds. It requires the ability
to communicate with people of different social and cultural backgrounds with respect and sensitivity
and address cross-cultural misunderstandings. No licensing, legislative, regulatory or certification
requirements apply to this unit at the time of endorsement. This unit contains employability skills. This
unit describes a fundamental communication skill for those working within the service industries and
applies to the full range of industry sectors and environments. All personnel at all levels would apply
this skill, but it does describe a basic operational level of communication of minimal complexity.)

1. Communicate with customers and colleagues from diverse backgrounds

2. Address cross-cultural misunderstandings
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VBQUL179 - Investigate the impact of science in the community (40 nominal hours)

(This unit covers the skills and knowledge to use an evidence-based approach to investigate the impact
of a scientific issue on the community. No licensing, legislative, regulatory or certification requirements
apply to this unit at the time of publication. People seeking to improve their educational and vocational
participation options in the science field need to acquire a range of skills and knowiedge. The focus of
this unit is on developing the evidence-based research skills of the learner and their knowledge of
scientific theories and applications that could affect their everyday life or that of the wider community. It
is also recommended that the application is integrated with other units. The required outcomes
described in this unit of competency contain applicable facets of Employability Skills. The qualification’s
Employability Skills Summary, in which this unit is included, will assist in identifying employability skKill
requirements. Where activities involve working with laboratory or equivalent facilities, the unit
BSBCMN106A - Follow workplace safety procedures is a co-requisite.)

1. Plan an investigation of a contemporary scientific issue

2. Examine the relationships between scientific issue and the community

3. Report on the investigation

VBQU180 - Investigate the characteristics of living things (20 nominal hours)

(This unit covers the skills and knowledge to use an evidence-based approach to classify and research
the characteristics of living things. No licensing, legislative, regulatory or certification requirements
apply to this unit at the time of publication. People seeking to improve their educational and vocational
participation options in the science field need to acquire a range of skills and knowledge. The focus of
this unit is on developing the evidence-based research skills of the learner and their knowledge of
scientific theories and applications that could affect their everyday life or that of the wider community. It
is also recommended that the application is integrated with other units. The required outcomes
described in this unit of competency contain applicable facets of Employability Skills. The qualification’s
Employability Skills Summary, in which this unit is included, will assist in identifying employability skKill
requirements. Where activities involve working with laboratory or equivalent facilities, the unit
BSBCMN106A - Follow workplace safety procedures is a co-requisite.)

1. Identify classification systems of living things

2. Plan an investigation of characteristics of a subject

3. Investigate and classify the main characteristics of the subject

4, Report on the investigation

VBQU181 - Investigate an environmental issue (20 nominal hours)

(This unit covers the skills and knowedge to use an evidence-based approach to investigate an
environmental issue. No licensing, legislative, regulatory or certification requirements apply to this unit
at the time of publication. People seeking to improve their educational and vocational participation
options in the science field need to acquire a range of skills and knowledge. The focus of this unit is on
developing the evidence-based research skills of the learner and their knowledge of scientific theories
and applications that could affect their everyday life or that of the wider community. It is also
recommended that the application is integrated with other units. The required outcomes described in
this unit of competency contain applicable facets of Employability Skills. The qualification’s
Employability Skills Summary, in which this unit is included, will assist in identifying employability skKill
requirements. Where activities involve working with laboratory or equivalent facilities, the unit
BSBCMN106A - Follow workplace safety procedures is a co-requisite.)

1. Plan an investigation of an event which has affected the environment

2. Examine the environmental impact of the event

3. Report on the investigation
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VBQU182 - Investigate the solar system (20 nominal hours)

(This unit covers the skills and knowledge to use an evidence-based approach to investigate a feature
of the solar system and its impact on the earth or other parts of the solar system. No licensing,
legislative, regulatory or certification requirements apply to this unit at the time of publication. People
seeking to improve their educational and vocational participation options in the science field need to
acquire a range of skills and knowledge. The focus of this unit is on developing the evidence-based
research skills of the learner and their knowledge of scientific theories and applications that could affect
their everyday life or that of the wider community. It is also recommended that the application is
integrated with other units. The required outcomes described in this unit of competency contain
applicable facets of Employability Skills. The qualification’s Employability Skills Summary, in which this
unit is included, will assist in identifying employability skill requirements. Where activities involve
working with laboratory or equivalent facilities, the unit BSBCMN106A - Follow workplace safety
procedures is a co-requisite.)

1. Plan an investigation of a feature of the solar system

2. Examine the feature and its impact

3. Report on the investigation

VBQU183 - Investigate chemical behaviour of common substances (20 nominal hours)

(This unit covers the skills and knowledge to use an evidence-based approach to investigate the
chemical behaviour of common substances. No licensing, legislative, regulatory or certification
requirements apply to this unit at the time of publication. People seeking to improve their educational
and vocational participation options in the science field need to acquire a range of skills and
knowledge. The focus of this unit is on developing the evidence-based research skills of the learner
and their knowledge of scientific theories and applications that could affect their everyday life or that of
the wider community. It is also recommended that the application is integrated with other units. The
required outcomes described in this unit of competency contain applicable facets of Employability
Skills. The qualification’s Employability Skills Summary, in which this unit is included, will assist in
identifying employability skill requirements. Where activities involve working with laboratory or
equivalent facilities, the unit BSBCMN106A - Follow workplace safety procedures is a co-
requisite.)

1. Plan an investigation of chemical reactions of common substances

2. Examine chemical reactions of common substances

3. Report on the investigation

VBQU184 - Investigate energy, force and matter (20 nominal hours)

(This unit covers the skills and knowledge to use an evidence-based approach to investigate the
interactions between energy, force and matter. No licensing, legislative, regulatory or certification
requirements apply to this unit at the time of publication. People seeking to improve their educational
and vocational participation options in the science field need to acquire a range of skills and
knowledge. The focus of this unit is on developing the evidence-based research skills of the learner
and their knowledge of scientific theories and applications that could affect their everyday life or that of
the wider community. It is also recommended that the application is integrated with other units. The
required outcomes described in this unit of competency contain applicable facets of Employability
Skills. The qualification’s Employability Skills Summary, in which this unit is included, will assist in
identifying employability skill requirements. Where activities involve working with laboratory or
equivalent facilities, the unit BSBCMN106A - Follow workplace safety procedures is a co-
requisite.)

1. Plan an investigation of interactions between energy, force and matter

2. Examine interactions between energy, force and matter

3. Report on the investigation
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VBQU735 - Investigate continuity of life (20 nominal hours)

(This unit covers the skills and knowledge to use an evidence-based approach to investigate the
conditions required for life, and the continuity of life. No licensing, legislative, regulatory or certification
requirements apply to this unit at the time of publication. People seeking to improve their educational
and vocational participation options in the science field need to acquire a range of skills and
knowledge. The focus of this unit is on developing the evidence-based research skills of the learner
and their knowledge of scientific theories and applications that could affect their everyday life or that of
the wider community. It is also recommended that the application is integrated with other units. Where
activities involve working with laboratory or equivalent facilities, the unit BSBCMN106A - Follow
workplace safety procedures is a co-requisite. The required outcomes described in this unit of
competency contain applicable facets of Employability Skills. The qualification’s Employability Skills
Summary, in which this unit is included, will assist in identifying employability skill requirements. Where
activities involve working with laboratory or equivalent facilities, the unit BSBCMN106A - Follow
workplace safety procedures is a co-requisite.)

1. Plan an investigation of the conditions required for life, and the continuity of life

2. Examine the condition and its impact

3. Report on the investigation

Computer skills:

Cur V3

BSBITU101A - Operate a personal computer (20 nominal hours)

(This unit describes the performance outcomes, skills and knowledge required to start up a personal
computer or business computer terminal; to correctly navigate the desktop environment; and to use a
range of basic functions. No licensing, legislative, regulatory or certification requirements apply to this
unit at the time of endorsement. This unit contains employability skills. This unit applies to individuals
developing basic skills and knowledge of personal computer operation in preparation for working in a
broad range of settings.)

1.  Start computer, system information and features

2. Navigate and manipulate desktop environment

3.  Organise files using basic directory and folder structures

4, Print information

5.  Shut down computer

BSBITU201A - Produce simple word processed documents (60 nominal hours)

(This unit describes the performance outcomes, skills and knowledge required to correctly operate
word processing applications in the production of workplace documents. No licensing, legislative,
regulatory or certification requirements apply to this unit at the time of endorsement. This unit contains
employability skills. This unit applies to individuals who perform a range of routine tasks in the
workplace, using a limited range of practical skills and fundamental knowedge of word processing and
software in a defined context, under direct supervision or with limited individual responsibility.)

1. Prepare to produce documents

2. Produce documents

3. Finalise documents
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ICAU1133B - Send and retrieve information using web browsers and email (25 nominal hours)
(This unit describes the skills and knowledge required to use techniques, materials and equipment for
the production of digital images. As such the unit covers general knowedge and the application of
basic techniques, which would generally be nominated by the supervisor. It is a specialisation unit and
refers to a specific art form. This work would usually be carried out under supervision. No licensing,
legislative, regulatory or certification requirements apply to this unit at the time of endorsement. This
unit contains employability skills.)

1.  Access the internet
2. Search the internet
3. Research and apply ‘netiquette’ principles
4.  Send and organise messages
5. Create an address book
General:

CHCIC201B - Communicate with children (30 nominal hours)

(This unit describes the knowledge and skills required for worker to communicate with children. This
unit may apply to working with children in a range of community service contexts. This unit contains
Employability Skills.)

1. Communicate positively with children

2. Apply limits and guidelines for behaviour within service policies

VBQMA474 - Australian environmental issues (20 nominal hours)

(This module aims to familiarise learners with the Australian environment. It is based on VBP510 -
Australian Environment from 21671VIC Certificate | in Transition Education. There are no pre-requisites
or co-requisites for this module. However, the module is to be delivered and assessed at the NRS level
in Reading and Writing of the Certificate in General Education for Adults in which it is incorporated as
an elective.)

1. Describe Australia's physical features and climate

2. Outline an environmental issue of significance in Australia

3. Investigate an environmental issue of local importance.

VBQM480 - Elections and government (30 nominal hours)

(This module aims to familiarise students with the Australian system of government and provides the
knowledge and skills required by an Australian citizen to participate in the electoral process. This
module is based on VBN503 - Australian Government from the ESL Framework. There are no pre-
requisites or co-requisites for this module. However, the module is to be delivered and assessed at the
NRS level for Reading and Writing of the Certificate in General Education for Adults in which it is
incorporated as an elective.)

1. Describe the system of government in Australia

2. Describe the election process in Australia

3. Describe the rights and responsibilities of residents and citizens of Australia

VBQM481 - The legal system (20 nominal hours)

(This module aims to familiarise students with the Australian legal system and provides the knowledge
and skills required to access various aspects of the Australian legal system. This module is based on
VBN504 Australian Law from the ESL Framework. There are no pre-requisites or co-requisites for this
module. However, the module is to be delivered and assessed at the level of the Certificate in General
Education for Adults in which it is incorporated as an elective.)

1. Describe the main features of the Australian legal system

2. Describe the process of accessing legal representation
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VBQM482 - Driving and owning a car (20 nominal hours)

(This module aims to familiarise students with the requirements of driving in Australia and issues
surrounding motor vehicle ownership. Students will gain the skills to find their way using maps and
street directories. This module is based on VBN505 - Driving in Australia from the ESL Framework.
There are no pre-requisites or co-requisites for this module. However, the module is to be delivered
and assessed at the level of the Certificate in General Education for Adults in which it is incorporated
as an elective.)

1. Describe the requirements for driving in Australia

2.  Use amap or street directory for a range of purposes

3. Describe the process of buying a car

VBQMA476 — The education system (20 nominal hours)

(This module aims to familiarise students with the structure of the education system in their state as
well as the cultural features of education in Australia. This module is based on VBN506 - Education in
Australia from the ESL Framework. There are no pre-requisites or co-requisites for this module.
However, the module is to be delivered and assessed at the level of the Certificate in General
Education for Adults in which it is incorporated as an elective.)

1. Describe the organisational features of the education system in your state

2. Describe the cultural features of the Australian education system

VBQMA478 — Arts in Australia (30 nominal hours)

(This module aims to familiarise students with aspects of Australian art and culture from both the past
and present. This module is based on VBN508 Australian Art and Culture from the ESL Framework.
There are no pre-requisites or co-requisites for this module. However, the module is to be delivered
and assessed at the NRS level for Reading and Writing of the Certificate in General Education for
Adults in which it is incorporated as an elective.)

1. Describe the features of one of the visual arts in Australia

2. Investigate concepts of Australian identity and culture

3. Investigate a local example of Australian art or culture

4. Describe the features of an Australian film

VBQMA479 - Indigenous history (30 nominal hours)

(This module aims to familiarise students with the political and social history of Indigenous Australia
from prehistory to the present day. This module is based on VBN509 - Indigenous Australia from the
ESL Framework. There are no pre-requisites or co-requisites for this module. However, the module is
to be delivered and assessed at the level of the Certificate in General Education for Adults in which it is
incorporated as an elective. The module Australian History complements the indigenous Australia
module.)

1. Describe Indigenous Australia prior to European invasion

2. Describe the roles of European settlers and Indigenous Australians in thel8th and 19th century

3.  Describe the key features of Indigenous Australian history during the 20th century

4, Investigate a key issue or identity in present day Indigenous Australia

VBQMA483 - Events in Australian history (30 nominal hours)
(This module aims to familiarise students with aspects of the political and social history of Australia
from pre-history to the present day. This module is based on VBN510 - Australian History from the ESL
Framework. There are no pre-requisites or co-requisites for this module. However, the module is to be
delivered and assessed at the NRS level for Reading and Writing of the Certificate in General
Education for Adults in which it is incorporated as an elective. The module Indigenous Australia
complements the Australian History module.)
1. Describe coastal exploration of Australia prior to 1788
2 Describe the role of convicts in the European settlement of Australia
3. Describe key features of a particular period of event in Australia
4 Describe the reasons for immigration to Australia and the impact on Australia’s development
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. VBQM484 - Investigating current issues (20 nominal hours)

(This module is designed to enable students to develop knowledge of national and international current

affairs. This module is based on VBN511 Current Affairs from the ESL Framework. There are no pre-
requisites or co-requisites for this module.)

1. Describe a current issue of significance in Australia
2. Describe a current issue of international significance

Cur V3 Page 19 of 19



