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Application Embedded Literacy and Numeracy – ITO capability component

If your application for Embedded Literacy and Numeracy funding is successful, the information contained within this application form will be appended to your approved Investment Plan. This information in its entirety will form your proposed replacement Investment Plan.

	Project name:
	

	Project number:
	ELN XXX

	Project start date: 
	

	Project completion date:
	

	Project purpose and outcomes:
	When completing this section, please refer to the ‘Notes for completing this template’
Purpose

The purpose of funding is to ensure that literacy and numeracy skill development is an integral part of business as usual for Industry Training Organisations (ITOs). 
Outcomes

At the completion of this project, the ITO will have:

· incorporated literacy and numeracy development into its strategic planning;

· integrated literacy and numeracy development into business as usual activities;

· developed a systematic approach to embedding literacy and numeracy into qualifications;
· reviewed and strengthened existing resources;

· developed a systematic approach to assess the literacy and numeracy needs of trainees and monitor their progress;

· changed their delivery mechanisms to integrate literacy and numeracy learning;

· arranged the delivery of the relevant training to a group of trainees; and

· engaged with industry sectors and stakeholders in a strategic way.


Applicant details

	Name:
	

	Position:
	

	Organisation:
	

	Contact details:
	


Milestone details
	Milestone 1:
	Stage 1: Include literacy and numeracy skill development in the core business of the ITO

	Activity
	Performance target 
	Performance time-frame
	Performance Indicator

	Stage 1: Strategic plan

	Develop a specific literacy and numeracy strategy. 
Discuss and consult with all ITO stakeholders

Set strategy in context of ITO’s investment plan 
	By 31 December 2009
	ITO’s intentions in relation to literacy and numeracy development and implementation is outlined.  

	Key personnel identified with key responsibility and accountability for championing literacy and numeracy skill development. 
	ITO staff have an appropriate understanding of the requirements of meeting the literacy and numeracy needs of trainees
	By 28 August 2009
By 31 December 2009
	Strategy developed to embed understanding within ITOs and qualitative/narrative information on approach planned to ensure that literacy and numeracy becomes core business

Qualitative/narrative information on approach taken to ensure that literacy and numeracy becomes core business

	Milestone 2:
	Stage 1b Strategic engagement plan


	Activity
	Performance target
	Performance time-frame
	Performance Indicator

	Stage 1b - Strategic engagement plan
Engage industry sectors and stakeholders in strengthening literacy and numeracy skill development. 
	A strategic engagement plan to support engagement with industry and TEOs to developed.  

Internal ITO staff (including board, field staff and sector advisory groups) understand the significance of literacy and numeracy within the industry.

Required external expertise identified and partnered with ITO staff 
	By 28 August 2009
By 31 December 2009
	Strategic engagement plan is developed.

Strategic engagement plan is implemented. 

	Milestone 3:
	Stage 2: Action Plan 

	Activity
	Performance target 
	Performance time-frame
	Performance Indicator

	Stage 2 Action Plan

a) Identification of qualifications where there are opportunities to strengthen literacy and numeracy through changes in training arrangements and re-development of resources.
	At least one National Qualification is identified that is suitable for embedding
System for embedding literacy and numeracy in the delivery of more qualifications


	By 28 August 2009
By 31 December 2009


	National Qualification(s) identified.  
System established and other National Qualification(s) identified that are suitable for embedding. 

	b) A review of current resources for the chosen qualification to strengthen and/or embed literacy and numeracy learning
	Process for strengthening and embedding literacy and numeracy skill development in the qualification established.

High-level literacy and numeracy demands of identified qualification(s) mapped.
	By 31 December 2009


	Action plan developed
Literacy and numeracy demands mapped and learning materials optimised for opportunities to learn and practice relevant skills.

	c) Development of processes for identifying trainees with literacy and numeracy needs including but not limited to:

· systems to provide pre and post-learning assessments of all trainees accessing the qualification(s); and

· systems that are sustainable over the long-term. 


	Systems appropriate to identifying and monitoring trainees performance developed.  
	By 28 August 2009
By 31 December 2009
	Systems beginning to be implemented. 
Systems implemented.

	d) Development of processes to facilitate learning pathways (intervention and referral programme) to meet the literacy and numeracy needs of trainees including but not limited to systems to integrate literacy requirements into training plans for ‘high-need’ trainees.

	Appropriate learning pathways including intervention and referral programmes are implemented. 
	By 31 December 2009

	ITO field staff and assessors are able to recognise and provide or organise support for trainees who have literacy and numeracy needs. 
Literacy and numeracy needs of ‘high-need’ trainees met within investment for embedding literacy and numeracy. 

	f) Enhance delivery mechanisms for National Qualification(s) that have been selected for embedding. 

	One or more of the following changes made to the delivery of National Qualification(s) selected for embedding

a) Add additional off-job time to qualification
b) Ensure off-job trainers include literacy and numeracy in their programmes

c) Establish additional innovative approaches to learning (Note: any supported online tools should be contextualised to the literacy and numeracy needs industry). 
	
	Evidence provided that indicates that literacy and numeracy training has been embedded and integrated into all of the training delivered as part the identified qualification(s) 

	g) For ITOs undertaking their first project: Arrange a small-scale trial of delivery to ensure that training arrangements are effective
OR
For ITOs that have already undertaken a project: Continue capability development and arrange a large-scale rollout to trainees

(Please refer to the ‘Notes for completing this template’ for more information
	Delivery arranged of training to XXX trainees. 
Delivery arranged of training to XXXX trainees.
	By 31 December 2009
By 31 December 2009
	Training delivered to XXX trainees. 
Training delivered to XXXX trainees. 


Notes for completing this template

Please refer to ‘Strengthening Literacy and Numeracy through Embedding: Guidelines for ITOs’ when completing this template and your milestone reports. 

Project focus section (for ITOs)
When completing the project focus section, please have regard to the following points:

The purpose of this investment is to build capability within the ITO function.

Capability is defined as the systems, skills and resources within the infrastructure of an ITO that, along with the ITO's relationships with the industry it serves, enable that industry to strengthen the literacy and numeracy skills of employees in both on-job and off-job training.

The intention is to build capability so that the ITO has the skills and processes to:

· optimise opportunities to strengthen literacy and numeracy in qualifications;

· review and, where necessary, redevelop resources to support trainees to improve their literacy and numeracy; and
· arrange training that will strengthen trainees’ literacy and numeracy where needed so that they are better able to meet the demands of their training and their job.

The ‘Strengthening Literacy and Numeracy through Embedding: Guidelines for ITOs’ document provides a number of prompts to assist ITOs to fulfil their obligations. 

Stage 2 (g) – Undertaking a trial
As part of the process of developing their capability, ITOs are expected to arrange for the delivery of embedded literacy and numeracy to a group of trainees. ITOs should undertake a trial for an appropriate number of trainees. This total may include  
Schedule of payments and deliverables

The schedule of payments and deliverables associated with the capability component is integrated into the schedule of payments and deliverables for the trainee learning component.
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