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Cleaning 
 

Margaret Dal Molin (fictitious character) has been 

working as a cleaner since immigrating to Australia from 

Italy 10 years ago.  During that time, Margaret has been 

working nights as a cleaner.  This has suited Margaret‟s 

family circumstances as she has been raising a family.   
 

Now, Margaret is at the stage in her life where she 

would like to have her current skills formally recognised, 

and gain some additional skills and knowledge to allow 

her to pursue a career in cleaning.  Margaret has decided to undertake the PRM20109 

Certificate II in Cleaning Operations qualification.   Margaret‟s employer, Wizard Cleaning, 

has agreed to support her through a training program.  Her employer would like Margaret to 

continue training until she can assist in the management of the business.  Margaret has been 

assigned a workplace trainer from a local Registered Training Organisation (RTO). 
 

Margaret knows her technical skills and knowledge are exceptional.  Being from a Culturally 

and Linguistically Diverse (CALD) background however, she is a little worried about her 

reading, writing and speaking skills.  She is quick to take up new concepts and grasped the 

English language very quickly.  Margaret‟s trainer has asked her to complete an enrolment 

form and a brief LLN indicator tool, and conducted an informal interview to get an idea of 

Margaret‟s educational background and work experience and a basic picture of her core 

skills.  Margaret‟s trainer has also analysed two key units of competency from the Certificate III 

qualification to identify the core skills that they contain.  This will help him to understand the 

requirements of the training program, and what support Margaret might need.  The units are: 
 

 CPPCLO2033A Plan for safe and efficient cleaning activities 

 CPPCLO2035A Maintain a cleaning storage area. 
 

In looking at the types of assistance Margaret might need to participate in training and 

successfully achieve competence, her trainer followed the three steps below: 

 

 

 

 

 

 

 

 

 

 

 

 

 

Case study 5 

• Identified the core skills from the cleaning units of competency

• Looked at what these really mean for work as a cleaner

• Mapped the identified core skills to the ACSF

Step 1: Identify 
core skills 

required for 
work

• Used an indicator tool to identify Margaret’s core skill levels

• Mapped these to the ACSF

Step 2: Identify 
learner’s core 

skill levels

• Analysed the core skills gaps by comparing the skills needed for 
the training program with Margaret’s current skills

• Made decisions about how his normal training and assessment 
strategies could integrate some support to help Margaret to 
develop the core skills she needed

Step 3: Design 
delivery and 
assessment
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Identifying core skills 

required for work 
 

 

Margaret‟s trainer did three main things to identify the 

core skills required for work as a cleaner: 

 

 1. He identified the core skills from the cleaning units of competency 

 2. He looked at what these really meant for work as a cleaner 

 3. He mapped the identified core skills to the ACSF. 

 

Remember that core skills are:  learning, reading, writing, oral communication and numeracy. 

 

 

Identifying core skills from the cleaning units of 

competency 
 

 

Margaret‟s trainer looked closely at the two cleaning units of competency to identify key 

words or phrases that would indicate the involvement of core skills.  [Full copies of the units of 

competency are available by visiting the National Training Information Service website 

http://www.ntis.gov.au] 

 

 He used Attachment 1: Core skill prompts to assist him to identify relevant words or 

phrases within units of competency, and added some of his own as he went along.   

 He then developed a final listing using Template 1: Core skill listing.   

 

Table 1 provides a summary of the words and phrases for each core skill area which 

Margaret‟s trainer extracted from the units of competency.  At this point, the analysis was still 

based on a unit-by-unit approach. 

 

 

 

http://www.ntis.gov.au/
http://www.cpsisc.com.au/resources/WELL%20PD%20GUIDE/Attachment%201%20Core%20skill%20prompts.pdf
http://www.cpsisc.com.au/resources/WELL%20PD%20GUIDE/Template%201%20Core%20skill%20listing.doc
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Table 1 

UNIT:  CPPCLO2033A Plan for safe and efficient cleaning activities 

LEARNING READING WRITING ORAL COMMUNICATION NUMERACY 

 Assess work site security 

risk 

 Checked 

 Chemicals are 

prepared 

 Cleaning methods are 

selected 

 Damage is identified 

 Determine 

 Hazards are identified 

 Interpreting 

 Planning and 

organising 

 Problem solving 

 Risks are controlled 

 Schedules are 

amended to reflect 

changed situations 

 Checked 

 Chemical labels 

 Chemicals are prepared 

 Client specifications 

 Communication devices 

 Company requirements 

 Directions 

 Environmental requirements 

 Equipment manuals 

 Instructions 

 Legislative requirements 

 Manufacturer specifications 

 Material safety data sheets 

 OHS requirements 

 Procedures 

 Reading 

 Reviewed 

 Signage  

 Work order 

 Communicating clearly 

and concisely 

 Incident reports 

 Job cards 

 Recording information 

 Reported 

 Timesheets 

 Clarified 

 Communication devices 

 Communicating clearly and 

concisely 

 Directions 

 Feedback 

 Instructions 

 Notified 

 Reported 

 Calculations 

 Time allocation 
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Table 1 

UNIT:  CPPCLO2035A Maintain a cleaning storage area 

LEARNING READING WRITING ORAL COMMUNICATION NUMERACY 

 Checked 

 Chemicals are 

prepared 

 Equipment is checked 

 Hazards are identified 

 Interpreting 

 Planning 

 Problem solving 

 Risks are controlled 

 Sourcing and 

organising information 

 Chemical labels 

 Chemicals are prepared 

 Communication devices 

 Company requirements 

 Directions 

 Enterprise codes 

 Environmental requirements 

 Instructions 

 Inventory system 

 Legislative requirements 

 Manuals 

 Manufacturer specifications 

 Material safety data sheets 

 OHS requirements 

 Procedures 

 Reading 

 Safety information 

 Safety warnings 

 Signs and symbols 

 Usage patterns are monitored 

 Work order 

 Communicating clearly 

and concisely 

 Documentation is 

prepared 

 Inventory system 

 Labelling system 

 Recording information 

 Re-ordered 

 Reporting 

 Communicating clearly and 

concisely 

 Communication devices 

 Directions 

 Emergency situations are 

responded to 

 Instructions 

 Reporting 

 Calculations 

 Expiry date 

 Times/dates 
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Applying the core skills for work as a cleaner 
 

 

The next step for Margaret‟s trainer was to make decisions about what the core skills 

identified from the units of competency really meant when applied on the job.  The initial 

analysis of core skills focused on individual units of competency.   

 

Before analysing work requirements, the listing of identified core skills (summarised in Table 1) 

needed to be synthesised as there were a number of commonalities across the units.  To 

avoid duplication of resources and delivery processes, her trainer needed to dig a bit 

deeper.   

 

To do this, Margaret‟s trainer looked at the key words within each of the core skill areas for 

each unit and made judgements about which words represented common skills, and which 

were specific to a particular unit.  For example, within the core skill of Learning, the words 

„damage is identified‟ in one unit, requires the same learning skills as „equipment is checked‟ 

in another.  Another example relates to the core skill of Reading, where many words were 

common across both units, eg chemical labels, company requirements, instructions, 

directions, manufacturer specifications etc.   

 

 He used Template 2: Work skills analysis to synthesise the listing of core skills identified 

from the units.  

 

The left hand side of Table 2 on the next page shows the synthesised listing of core skills 

identified within the units of competency.  Margaret‟s trainer then analysed these further in 

the context of cleaning functions.  The right hand side of the table shows how these skills 

relate to work as a cleaner. 

 

The analysis shows that across the units, there is a strong reliance on the core skill of reading 

to identify various aspects of the job (eg by reading instructions and directions, product 

labels, MSDSs etc), and to understand how to safely prepare chemicals etc.   

 

Learning skills are also highlighted as the work requires a level of judgement and initiative to 

identify and control hazards and risks, prepare chemicals and solve problems.  There is, 

however, less reliance on Writing, Oral communication and Numeracy skills. 

 

http://www.cpsisc.com.au/resources/WELL%20PD%20GUIDE/Template%202%20Work%20skills%20analysis.doc
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Table 2 

 Unit requirements How these relate to the workplace 

Le
a

rn
in

g
 

 Checked 

 Chemicals are prepared 

 Damage is identified 

 Determine 

 Equipment is checked 

 Hazards are identified 

 Interpreting 

 Planning and organising 

 Problem solving 

 Risks are controlled 

 Sourcing and organising information 

Both units  Planning and organise aspects of the job (eg chemicals and other 

consumables/equipment) as well as timing of cleaning to minimi se 

disruption, meet job requirements and maximise safety of people in the work 

environment 

 Checking that equipment is in safe working order 

 Identifying pre-existing damage to work area to maintain service standards 

 Maintaining awareness to identify hazards and risks, and to use appropriate 

controls (eg barriers/barricades, signage, reports etc) where these are 

identified 

 Finding out about legislative, environmental, OHS and other procedural 

requirements and deciding how these impact on the cleaning work/methods 

 Preparing and mixing chemicals to suit the cleaning task by following 

manufacturerõs recommendations and/or approved industry procedures 

 Solving routine problems such as spillages, leaks, equipment faults, 

stubborn stains etc  

 Organising self, materials and equipment to ensure cleaning tasks are 

achieved within required timeframes. 

 Assess work site security risk 

 Cleaning methods are selected 

 Schedules are amended to reflect changed 

situations 

CPPCLO2033A  Maintaining vigilance to identify potential se curity risks, eg alarms not 

working, doors left ajar or unlocked, suspicious packages or vehicles etc 

 Deciding and selecting cleaning methods appropriate to the task and which 

comply with manufacturerõs recommendations and/or approved industry 

procedures 

 Assess the cleaning situation and decide what changes need to be made to 

work schedules, whether any hazards or risks are present etc. 
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 Checked 

 Chemical labels 

 Chemicals are prepared 

 Client specifications 

 Communication devices 

 Company requirements 

 Directions 

 Enterprise codes 

 Environmental requirements 

 Equipment manuals 

 Instructions 

 Legislative requirements 

 Manufacturer specifications 

 Material safety data sheets 

 OHS requirements 

 Procedures 

 Reading 

 Reviewed 

 Safety information and warnings 

 Signage/signs and symbols 

 Work order 

Both units  Reading, checking, and understanding information relevant to cleaning 

tasks and processes from a range of sources including:  

 chemical/product labels 

 client/supervisor instructions 

 communication books 

 company procedures and plans and enterprise codes 

 equipment manuals 

 industry codes of practice 

 manufacturer specifications/instructions 

 material safety data sheets 

 noticeboards and whiteboards 

 regulations and legislation (including environmental)  

 reports and report proformas 

 safety signage and symbols 

 work orders, rosters and schedules 

 workplace and organisational policies, procedures, memos and 

bulletins 

 written instructions.  

 Inventory system 

 Usage patterns are monitored 
CPPCLO2035A  Reading, checking, and understanding inventory and labelling systems (eg 

chemical registers) to identify and monitor patterns of use of products, 

chemicals and other cleaning materials 

Table 2 

 Unit requirements How these relate to the workplace 
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 Communicating clearly and concisely 

 Recording information 

 Reported/reporting 

Both units  Recording basic information about the job, eg time completed, chemicals used, 

hazards or damage identified, notes for other cleaners etc, in a clear and 

concise manner 

 Information is usually recorded by hand, but can be recorded electronically 

using a computer 

 Incident reports 

 Job cards 

 Timesheets 

CPPCLO2033A  Completing proforma incident reports by hand 

 Completing job cards and time sheets by hand 

 Documentation is prepared 

 Inventory system 

 Labelling system 

 Re-ordered 

CPPCLO2035A  Documentation to be completed by hand or electronically can include 

 accident and incident reports 

 certificates and notices 

 customer files and databases 

 invoices 

 job sheets 

 OHS forms and documentation 

 Inventory system needs to be updated as chemicals and consumables are used 

 Labelling system may need to be updated 

 Chemicals and consumables are re-ordered using standard proformas to 

maintain required levels  

 

Table 2 

 Unit requirements How these relate to the workplace 
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 Clarified 

 Communicating clearly and concisely 

 Communication devices 

 Directions 

 Instructions 

 Notified 

 Reported 

Both units  Speaking with others (eg supervisor, clients, other cleaners) to receive 

instructions or directions and share information relevant to the cleaning job, 

eg clarifying work requirements, chemicals to be used etc 

 Using a telephone or two-way radio to communicate aspects of the cleaning 

job, eg time completed, work remaining, hazards identified etc 

 Listening to work instructions and information about the job given verbally 

by others (eg client or supervisor) 

 Verbally reporting or notifying others about aspects of the cleaning work 

 Feedback CPPCLO2033A  Asking for feedback on own cleaning results or methods to identify 

improvements 

 Providing verbal feedback to others about aspects of the job 

 Emergency situations are responded to CPPCLO2035A  Emergency procedures may involve verbal reporting/notification of details of 

an emergency situation (or potential emergency), eg warning members of 

the public, and notifying clients, supervisors, emergency services personnel 

etc 

N
u

m
e

ra
c

y
 

 Calculations 

 Time allocation 

 Expiry date 

 Times/dates 

Both units  Accurately calculating and measuring quantities of chemicals to be mixed 

 Calculating times and dates for work 

 Checking chemical expiry dates 

 Allocating times to cleaning tasks 

Table 2 

 Unit requirements How these relate to the workplace 
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Mapping the core skills for work to the ACSF 
 

 

 

Once Margaret‟s trainer had a picture of the core skills within the units and how these are 

applied on the job, he simply needed to understand the ACSF levels involved.   

 

 Margaret‟s trainer reviewed the ACSF performance levels and example activities 

within ACSF Appendix 2 as a guide to decide the ACSF levels for Margaret‟s job, and 

 Template 3: Work skills mapping.  

 

Under each skill area, he looked across three performance levels to decide an appropriate 

level for particular work tasks.  Table 3 below gives examples of how this is done using the 

core skills of Learning, Writing and Numeracy.   

Table 3 

ACSF Appendix 2 performance levels 

and examples for Learning 

Trainer‟s analysis of how core skills 

relate to workplace 
Decision 

Level 2 

Discusses learning goals with 

supervisor and identifies possible 

strategies to achieve 

Arranges child care so can attend 

training course 

Uses key words and search engine to 

find information eg the oldest/biggest 

building in world 

 Planning and organise aspects of 

the job (eg chemicals and other 

consumables/equipment) as well as 

timing of cleaning to minimise 

disruption, meet job requirements 

and maximise safety of people in 

the work environment 

 Checking that equipment is in safe 

working order 

 Identifying pre-existing damage to 

work area to maintain service 

standards 

 Maintaining awareness to identify 

hazards and risks, and to put in 

place appropriate controls (eg 

barriers/barricades, signage, reports 

etc) where these are identified 

 Preparing and mixing chemicals to 

suit the cleaning task by following 

manufacturer‟s recommendations 

and/or approved industry 

procedures 

 Solving routine problems such as 

spillages, leaks, equipment faults, 

stubborn stains etc  

 Organising self, materials and 

equipment to ensure cleaning tasks 

are achieved within required 

timeframes. 

Level 3 
Level 3  

Participates in quality improvement 

processes in the wor kplace, 

considering the priorities and 

commitments of self and others  

Develops and uses personal 

organisation systems such as files, 

notebooks, folders and checklists  

Negotiates professional development 

plan aligned with personal and 

workplace needs, and t akes 

responsibility for organising the formal 

training component  

Level 4 

Actively seeks feedback from others 

as a way of improving performance 

(eg approaches peers, manager, 

customers) 

Uses a range of formal techniques to 

collaborate effectively with others to 

complete a multi-layered research 

task 

Keeps record of new technical terms 

or procedures encountered through 

independent study 

http://www.cpsisc.com.au/resources/WELL%20PD%20GUIDE/ACSF%20Appendix%202.pdf
http://www.cpsisc.com.au/resources/WELL%20PD%20GUIDE/Template%203%20Work%20skills%20mapping.doc
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Table 3 

ACSF Appendix 2 performance levels 

and examples for Writing 

Trainer‟s analysis of how core skills 

relate to workplace 
Decision 

Level 1 

Writes routine, familiar workplace-specific 

vocabulary and abbreviations 

Types own personal details into a 

computer assisted learning program 

Uses calendar to record information 

related to community or public dates, e.g. 

class term dates, culturally significant 

celebrations 

 Recording basic information 

about the job, eg time 

completed, chemicals used, 

hazards or damage identified, 

notes for other cleaners etc, in 

a clear and concise manner 

(by hand or electronically) 

 Completing proforma incident 

reports by hand 

 Completing job cards and 

time sheets by hand 

 Inventory system needs to be 

updated as chemicals and 

consumables are used 

 Labelling system may need to 

be updated 

Level 2 
Level 2  

Writes a list of tasks to be completed by 

other  members of the group, eg roster, 

action plan  

Writes a brief message for a fellow worker 

eg shift changeover note  

Level 3 

Writes clear sequenced instructions for 

routine/everyday context, eg prepares 

workplace timetable for start up and shut 

down procedures 

Uses email for day to day communication 

eg to work colleague, to a friend 

ACSF Appendix 2 performance levels 

and examples for Numeracy 

Trainer‟s analysis of how core skills 

relate to workplace 
Decision 

Level 1 

Estimates lengths of familiar objects using 

metric units, eg a personõs height, lengths 

of fabric or lengths of wood used in 

everyday work 

Identifies and compares familiar items, 

their quantities, sizes and costs, eg checks 

weight and/or length of product against 

job ticket 

Uses calendar to record information 

related to community, workplace or public 

dates, eg class term dates, RDOs, culturally 

significant celebrations  Accurately calculating and 

measuring quantities of 

chemicals to be mixed 

 Calculating times and dates 

for work 

 Checking chemical expiry 

dates 

 Allocating times to cleaning 

tasks 

Level 2 

Level 2  

Calculates cost of two items and estimates 

change due after making a payment  

Records numbers or quantities of materials 

distributed or sales figures and data onto 

spreadsheet or familiar w orkplace 

computers or hand held devices  

Accesses and compares information 

contained in two -column tables, eg 

calculates postage and fees for certified 

mail  

Level 3 

Uses appropriate technological devices to 

measure and record data and report and 

act on results, eg blood pressure machine, 

micrometer, temperature gauge 

Identifies and explains uses and 

application of shape in different contexts, 

eg use of 2D and 3D shapes in house or 

building construction 
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Table 4 shows the levels allocated to the cleaning units of competency by Margaret‟s trainer.  

Remember that these levels represent both units as a grouping (not individual units of 

competency) and are indicative only to illustrate the mapping process.   

 

Template 4: Work skills summary was used for this exercise. 

 

Table 4 

Unit Cluster 

ACSF levels (1-5) required 

for cleaning 

Learning Reading Writing OC Numeracy 

 CPPCLO2033A plan for safe and efficient 

cleaning activities 

 CPPCLO2035A Maintain a cleaning 

storage area 

3 3 2 2 2 

 

 

The diagram below shows how the mapping of Margaret‟s job requirements to the ACSF 

looks visually for the cleaning units. 
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http://www.cpsisc.com.au/resources/WELL%20PD%20GUIDE/Template%204%20Work%20skills%20summary.doc
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Identifying Margaret‟s core 

skill levels 
 

 

 

Using an indicator tool 
 

 

 

Following Margaret‟s agreement to participate in a training program, her trainer asked to 

meet with her for an informal interview and an opportunity to have Margaret complete an 

application form. 

 

During the interview, Margaret‟s trainer learnt that Margaret is 45 years old and left school 

after completing the Year 12 equivalent in Italy.  Margaret then married and started a family 

when she was 19, having been in the workforce for only 12 months.  Now that Margaret‟s 

family is grown, she is looking for formal recognition of her abilities, and to pursue a career in 

cleaning management.  From the discussion, it was clear that Margaret‟s spoken English was 

adequate, and that she had exceptional cleaning industry experience.  Because Margaret 

only learnt English after arriving in Australia in 1999, she would most likely need some help with 

her core skills of reading, writing and/or oral communication to successfully participate in the 

program of training and assessment. 

 

The trainer asked Margaret to complete a standard proforma cover sheet plus an LLN 

indicator tool.  The tool had been designed by the trainer with a range of simple questions 

and activities focused around each of the core skill areas.  Margaret‟s trainer had used the 

following to develop an LLN indicator tool: 

 

 His own analysis of workplace requirements (see Table 3 above), and summary of 

ACSF levels required for Margaret‟s work (see Table 4 above) 

 ACSF Appendix 2 as a guide to the sorts of tasks needed for the job at each ACSF 

level 

 Attachment 2: Sample LLN activities to guide the types of questions which could be 

included in the indicator tool 

 Template 5: LLN activities to design his own questions and activities for the indicator 

tool which were relevant to cleaning at the appropriate ACSF level 

 Template 6: LLN cover to develop the covering page of the indicator tool. 

 

Margaret‟s trainer had already mapped the requirements of the units of competency to the 

ACSF.  He suspected Margaret would need some help with reading.  A copy of Margaret‟s 

completed cover sheet is shown on the next page.

http://www.cpsisc.com.au/resources/WELL%20PD%20GUIDE/ACSF%20Appendix%202.pdf
http://www.cpsisc.com.au/resources/WELL%20PD%20GUIDE/Attachment%202%20Sample%20LLN%20activities.pdf
http://www.cpsisc.com.au/resources/WELL%20PD%20GUIDE/Template%205%20LLN%20activities.doc
http://www.cpsisc.com.au/resources/WELL%20PD%20GUIDE/Template%206%20LLN%20cover.doc
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Title of training program:  PRM20109 CERTIFICATE II IN CLEANING OPERATIONS 
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Mapping Margaret‟s skills to the ACSF 
 

 

The results of Margaret‟s LLN screening were summarised against levels of core skills within the 

ACSF.  As with the work requirements, Margaret‟s trainer did this by comparing performance 

levels and example applications using ACSF Appendix 2.  The summary in Table 5 below was 

prepared using Template 7: Learner skills summary to summarise Margaret‟s skills against the 

ACSF. 

Table 5 

LEARNERõS NAME:   Margaret Dal Molin (Wizard Cleaning Pty Ltd )  

Core skills 

Summary of ACSF alignment 

of learner‟s skills 
Comments 

Level 1 Level 2 Level 3 Level 4 Level 5 

Learning    V  

Shows strong skills in  initiative and 

judgement and capacity for learning 

new ideas and tasks. 

Reading  V    

Can read and understand basic work 

documents.  Needs some assistance 

with more complex reading in 

MSDSs, legislation etc. 

Writing  V    

Writes clearly for messages, 

proformas, calculations etc though 

with variable sentence structure. 

Oral 

Communication 
 V    

Good listening  skills, and adequate 

verbal skills including questioning .  

Numeracy  V    

Can perform basic mathematics 

functions to accurately calculate 

chemical quantities etc. 

 

Margaret‟s trainer used the information above to develop a spiky profile to visually present 

her core skill levels.  
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http://www.cpsisc.com.au/resources/WELL%20PD%20GUIDE/ACSF%20Appendix%202.pdf
http://www.cpsisc.com.au/resources/WELL%20PD%20GUIDE/Template%207%20Learner%20skills%20summary.doc
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Designing delivery and 

assessment to support 

Margaret 
 

 

 

Analysing skills gaps 
 

 

 

Now that Margaret‟s trainer had analysed the work requirements within the cleaning units, as 

well as Margaret‟s own core skill levels, he was able to identify a skills gap.  By visually 

comparing the profile of the job with Margaret‟s own spiky profile, this gap was highlighted in 

the area of reading.   

 

While Margaret had learning skills beyond the requirements of the job (as expressed in the 

units of competency), and writing, oral communication and numeracy skills appropriate for 

work, her reading would need some support to help her to successfully complete the 

program of training and assessment.  This is highlighted in the graph below.  
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Decisions about training and assessment 

strategies to support Margaret 
 

 

Margaret‟s trainer reviewed the training and assessment strategy for the cleaning units of 

competency.  This program was to be delivered using some face-to-face (classroom) 

instruction and a majority of on-the-job training.  He knew from analysis conducted that the 

reading requirements of the units of competency related to: 

 

 

é Reading, checking, and understanding information relevant to cleaning 

tasks and processes from a range of sources including: 

 chemical/product labels 

 client/supervisor instructions 

 communication books 

 company procedures and plans and enterprise codes 

 equipment manuals 

 industry codes of practice 

 manufacturer specifications/instructions 

 material safety data sheets 

 noticeboards and whiteboards 

 regulations and legislation (including environmental) 

 reports and report proformas 

 safety signage and symbols 

 work orders, rosters and schedules 

 workplace and organisational policies, procedures, memos and bulletins 

 written instructions. 

é Reading, checking, and understanding inventory and labelling systems (eg 

chemical registers) to identify and monitor patterns of use of products, 

chemicals and other cleaning materials. 

 

 

Margaret‟s trainer also knew that he would need to integrate support for Margaret‟s reading 

skills into his usual training and assessment strategies for delivery of the units of competency.  

In planning delivery and assessment, he decided on a number of specific strategies to 

accommodate Margaret‟s development needs.  These are shown on the next page. 
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Strategies to support Margaret through delivery of the training program 

 

 

1. Enlisting the support of an LLN specialist with experience in assisting CALD learners.  

Support for Margaret would be focused on improving her general English language skills 

and reading for understanding. 

 

2. Ensuring delivery strategies did not focus on a requirement for reading by using visuals 

and diagrams, and practical strategies such as role-plays and working in pairs or groups 

(see Attachment 4: LLN support models) 

 

3. Using the resource “Clean talking: communication skills for cleaners” to offer Margaret 

further practice and additional support in developing competency.  The resource is 

designed to support delivery of training in communication skills in the cleaning industry, 

and covers competencies from PRM04 Training Package (now incorporated into CPP07 

Property Services Training Package) which is relevant to Margaret‟s training.   

 

4. Providing Margaret with several copies of different workplace documents to 

encourage her to read as much as possible (using an English/Italian language 

dictionary for support). 

 

5. Making reasonable adjustments to the assessment process to allow Margaret more time 

to read information and respond to written questions, and to use her dictionary 

(see Attachment 3: Reasonable adjustments). 

 

Margaret‟s trainer used Template 8: T&A strategies to plan strategies to support her 

development of reading skills.  Table 6 provides an example of strategies devised to help 

Margaret. 

Table 6 

Workplace application of 

core skills 
Training strategies Assessment strategies 

Reading, checking and 

understanding information 

relevant to cleaning tasks 

and processes from a 

range of sources 

Reading, checking, and 

understanding inventory 

and labelling systems (eg 

chemical registers) to 

identify and monitor 

patterns of use of 

products, chemicals and 

other cleaning materials 

 Use visual aids to highlight the range of 

cleaning documentation and ways to 

identify critical information (eg 

quantities, warning signs/symbols etc) 

 Use visual aids to explain the colours, 

symbols and codes applicable to 

cleaning and OHS, including chemical 

labels, safety signs and symbols 

 Ask learners to work in pairs to 

participate in exercises where reading 

is required to allow discussion of 

requirements to assist accurate 

understanding, eg reading labels on 

chemicals to calculate quantities and 

identify potential hazards 

 Provide additional handouts for later 

reference as well as examples of key 

documentation such as report 

proformas, job cards, inventory 

systems etc. 

 Design assessment 

questions using plain 

English and diagrams 

 Allow extra time for 

completion of reading 

tasks 

 Allow use of bilingual 

dictionary 

 

http://www.cpsisc.com.au/resources/WELL%20PD%20GUIDE/Attachment%204%20LLN%20support%20models.pdf
http://www.cpsisc.com.au/resources/WELL%20PD%20GUIDE/Attachment%203%20Reasonable%20adjustments.pdf
http://www.cpsisc.com.au/resources/WELL%20PD%20GUIDE/Template%208%20TA%20strategies.doc

