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Policy Context 

 

Registration Manager Australian Skills Quality Authority (ASQA) 
Conditions of Registration 2025 Standards for RTOs and ESOS / CRICOS requirements, where 

applicable 
Codes and Standards 2025 Standards for RTOs – Outcome Standard 2.2 and related 

support obligations; National Code of Practice for Providers of 
Education and Training to Overseas Students 2018, where 
applicable 

Legislation or Other 
Requirements 

National Vocational Education and Training Regulator Act 2011; 
Education Services for Overseas Students Act 2000; Privacy Act 
1988 

Related Documents Enrolment Policy; Student Support Policy and Procedure; 
Reasonable Adjustment Policy and Procedure; Course Progress 
Policy; Assessment Policy and Procedure; Privacy Policy 

 

1. Purpose 

This policy and procedure explains how Million Brown’s College (MBC) identifies, assesses, records and responds 
to language, literacy, numeracy and digital literacy needs so that students are properly supported to participate in 
training and assessment. 

It supports MBC’s obligation to identify individual learner support needs and to provide or arrange reasonable 
support so students can progress through their training and assessment with a reasonable opportunity for success. 

2. Objective 

MBC will use appropriate processes to identify language, literacy, numeracy and digital literacy support needs 
before enrolment or commencement where practicable, and throughout the course where needs emerge later. 

MBC will ensure that LLND needs are considered in enrolment, pre-training review, support planning, course 
design, training delivery, and assessment practices. 

3. Scope 

This policy applies to all prospective and current students, trainers and assessors, student support staff, 
administration staff, compliance staff, and any third party involved in training or assessment on behalf of MBC. 
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4. Policy Statement 

MBC is committed to providing clear information to students about the language, literacy, numeracy and digital 
literacy assistance available and to taking due account of these support needs when designing, delivering, and 
assessing training products on its scope of registration. 

All students are required to complete an LLN assessment or other approved pre-training review process before 
enrolment or commencement, except where an equivalent current assessment or other reliable evidence is 
accepted by MBC. 

MBC recognises that some students may also require digital literacy support to access learning platforms, 
complete online tasks, use email, participate in virtual classes, use student portals, upload files, or submit 
assessments electronically. 

5. Principles 

Language, literacy, numeracy and digital literacy assessment and support must be appropriate to the level, mode, 
technology requirements, and vocational demands of the course. 

LLND needs may be identified using more than one source of information, including LLN assessment tools, pre-
training review discussions, digital capability questions, prior education evidence, trainer observations, and student 
self-disclosure. 

Students will be treated respectfully and confidentially, and support decisions will be documented. 

Where a student’s support gap is significant and cannot reasonably be addressed within the vocational course, 
MBC may defer enrolment, refuse enrolment, or refer the student to an appropriate foundation skills or support 
provider. 

6. General Processes 

Prior to enrolment and commencement, MBC will provide information about the training product, support services, 
estimated duration, locations, modes of delivery, any third party arrangements, and any work placement 
requirements. 

Where a course requires use of online systems or digital tools, MBC will also consider whether the student has the 
digital literacy and access needed to participate effectively, including access to a device, internet, email, student 
portal, LMS, and required software or applications. 

Staff should be aware that some students may be more likely to require LLND support, including students whose 
first language is not English, students with lower educational attainment, students with disrupted education, 
students unfamiliar with online learning, and students with limited access to technology. 

7. Procedures 

7.1 LLND Assessment Tools and Resources 

MBC will maintain LLN assessment tools and guidance appropriate to different qualification levels or training areas 
and aligned, where applicable, to the Australian Core Skills Framework (ACSF). 

MBC may also use approved digital literacy screening questions or pre-training review prompts where the course 
involves LMS use, online learning, electronic submission, virtual delivery, or digital communication requirements. 
LLND tools, instructions, model answers, marking guides, and support resources will be reviewed regularly and 
updated as required. 

7.2 Pre-Training Review and Assessment 

At the pre-training review stage, the RTO Manager or an authorised officer will ensure the student undertakes the 
required LLN assessment or approved equivalent process as a mandatory part of enrolment screening. 
The completed LLN assessment will be marked by an appropriately authorised trainer, assessor, or suitably skilled 
staff member using approved model answers or marking guidance. 
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Where relevant to the mode of delivery or course requirements, MBC will also assess the student’s digital literacy 
and access to required technology, including their ability to use email, portals, online learning systems, file uploads, 
virtual classroom tools, and basic digital communication. 

7.3 Determining Suitability and Support 

If the student’s language, literacy, numeracy and digital literacy capacity is considered satisfactory for the course, 
the pre-enrolment review may proceed and be forwarded to Administration for processing. 

If support needs are identified, MBC will determine whether support can reasonably be provided within the course, 
whether an individual support plan is required, or whether the student should be referred to another provider 
specialising in foundation skills or support services. 

In some cases, where the gap is not too great or is limited to particular skill areas, MBC may enrol the student and 
implement an individual support strategy to help the student progress through the program. 

7.4 Support During Study 

During the course, if a student is identified as requiring extra tuition time, clarification, adjusted support, or 
additional learning assistance, this support will be provided or coordinated by the student’s trainer and/or support 
staff. 

Support may include additional explanations, supervised practice, contextualised learning support, referral to study 
support services, individual learning plans, and reasonable adjustment in accordance with MBC policy. 

Digital literacy support may include assistance with LMS access, email use, password resets, file upload and 
download, use of online forms, virtual classroom participation, student portal navigation, online research, and use 
of required digital tools or software. 

7.5 Course Design and Staff Capability 

Language, literacy, numeracy and digital literacy issues must be considered during the development and review of 
training courses, training and assessment strategies, session planning, learning resources, and assessment 
materials. 

MBC will provide relevant staff development opportunities and resources so that employees remain aware of LLND 
requirements and are able to identify and respond appropriately to support needs. 

8. Roles and Responsibilities 

CEO / PEO: ensure that MBC maintains an effective LLND identification and support system and that appropriate 
resources are available. 

RTO Manager / Compliance Manager: oversee LLND procedures, tools, records, staff guidance, and continuous 
improvement actions. 

Trainers and Assessors: identify LLND issues, participate in pre-training review and support planning, provide or 
coordinate support during study, and maintain required evidence on the student file. 

Administration / Student Support Staff: assist with enrolment screening, recordkeeping, referrals, support 
arrangements, and communication with students. 

9. Continuous Improvement 

This procedure is designed to ensure that language, literacy, numeracy and digital literacy needs are recognised 
and considered in the regular review and improvement of MBC service standards and course delivery. 

Management review may consider common compliance and quality assurance issues, repeat problems, digital 
access barriers, and any general adverse trends that require correction. 

10. Confidentiality and Privacy Statement 
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For more information, refer to MBC’s Privacy and Confidentiality Policy. LLND information and support records will 
be handled confidentially and only used for legitimate educational, support, and compliance purposes. 

11. Publication 

 

This policy will be available to all students and staff through MBC’s approved document access points, including 
the intranet, controlled document system, website, or on request, as appropriate. 

This policy and procedure will form part of the information distributed and communicated during staff orientation. 

12. Review Processes 

This policy will be reviewed annually by the RTO Manager or earlier where regulatory, operational, technology, 
delivery, or support requirements change. 


