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Tēnā koe. 

Naumai, haere mai ki tēnei mahina mōrearea!  One of the most exciting things about sharing 
knowledge as a tutor, is knowing that if you dare to teach, you must always be willing to learn. 

Congratulations on your decision to enrol in the New Zealand Certificate in Adult Literacy and 
Numeracy Education- Vocational/Workplace. 

We welcome you to the programme, and honour your decision to work toward becoming the best 
adult literacy educator that you can be. 

The programme you are undertaking is designed to be a departure point on the lifelong learning 
journey both for you and for your adult literacy students.  It will challenge, excite and reward you in 
measures equal to your openness, your thirst for understanding and your passion for justice, equity, 
honour and respect – the values upon which Literacy Aotearoa is founded.  

We are confident that the programme will reinforce your enthusiasm for ongoing learning, as you 
teach and learn from one another during facilitated sessions, as you undertake online independent 
learning, and as you continue practical application of the key whakaaro of Ako with adult literacy 
students. 

We are excited to be able to offer to both Literacy Aotearoa personnel and adult literacy and 
foundation educators from across Aotearoa New Zealand the opportunity to achieve an NZQA 
qualification in adult literacy tuition.  It is our hope that you will be similarly excited and enriched by 
the experience of engaging in this learning journey. 

It is the intention of Literacy Aotearoa that this programme and the qualification will be reviewed 
continuously for improvement, so your reflections and feedback are warmly welcomed.   

Bronwyn Yates QSM 

TE TUMUAKI 
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Literacy Aotearoa – who are we? 

Literacy Aotearoa was established in1982, originally as the Adult Reading and Learning Assistance 
(ARLA) Federation.  It is the largest and most cohesive nationwide network of adult literacy providers 
in Aotearoa.  

The organisation develops accessible, quality literacy services that ensure the people of Aotearoa 
are critically literate. 

We define literacy as listening, speaking, reading, writing, numeracy and critical thinking interwoven 
with the knowledge of social and cultural practices. 

Literacy Aotearoa is a Tiriti-based organisation that promotes student-centred learning in a range of 
contexts and learning environments.  Our services are delivered in a range of environments and at 
no direct cost to the student. 

Programme information: 

The New Zealand Certificate in Adult Literacy and Numeracy Education (Vocational /Workplace) 
(Level 5 Credits 40), recognises expertise in adult education and training, and thereby contributes to 
the improvement of the foundation skills (literacy and numeracy) of adult learners in Aotearoa New 
Zealand. It is a professional qualification for adult literacy and numeracy educator competence in 
Aotearoa New Zealand. 

This qualification is intended to equip the adult educator to develop the literacy and numeracy skills 
of learners within the context of a training/education programme. It is particularly relevant for 
existing practitioners who deliver programmes and who are recognised as adult educators in their 
own field. They may be workplace trainers and/or assessors, or vocational tutors or lecturers; the 
programme could be on-job or off-job. 

This qualification assumes a professional level of expertise in adult education and training, including 
cultural perspectives that underpin the candidates’ teaching for learners from Māori, Pasifika and 
other cultures. It introduces the candidates to a range of educational frameworks including those 
underpinning Māori and Pasifika world views, and the New Zealand Adult Literacy and Numeracy 
Progressions.   

Trainee tutors will explore the impact of social, political and historical contexts, in relation to the 
above frameworks as well as adult literacy and numeracy skills development for diverse learners in 
workplace, community and vocational settings. 

This Programme is based on Graduate outcomes rather than on unit standards and the assessments 
are achievement based (graded and not competency based). 

Graduate Outcomes 

1. People awarded the New Zealand Certificate in Adult Literacy and Numeracy Education 
(Vocational/Workplace) will be able to: 

• Design embedded literacy and numeracy strategies to enhance learner outcomes in a 
vocational or workplace programme; 
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• Create and sustain a learner-centred teaching environment that respects learners’ mana 
and diverse backgrounds, and the wider educational and social context, in order to facilitate 
quality learning; 

• Embed literacy and numeracy teaching and learning in a vocational or workplace 
programme, in ways that are appropriate to the unique context of Aotearoa New Zealand;  

• Use assessment and evaluation as tools to enhance student learning and own teaching 
practice in embedded literacy and numeracy. 

Course Fees 

The course is free to attend, for candidates who qualify for the Fees Scholarship. You will qualify 
if you hold NZ citizenship or permanent residency, or if you are an Australian citizen or a citizen 
of the Cook Islands, Niue or Tokelau. 

Course Requirements of NZCALNE (Voc) 

To qualify you need to:  

•         attend the facilitated face-to-face training workshops;  

•         have basic computer literacy skills;  

•         have access to a device (computer, laptop, tablet or iPad) and access to WiFi.  

You must also complete the qualification within the maximum time frame of one year. 

Trainee Tutors are required to undertake practical experience (Practicum) in an authentic teaching 
or training context with a minimum of two adult learners. This is an essential part of the 
qualification, which allows learners to apply theory to practice. 

 

Course Resources for NZCALNE(Voc) 

The programme is offered in blended mode using ‘face to face’ and online delivery. All course 
materials for this programme are available to trainee tutors online, through the learning platform 
iQualify. 

Trainee tutor support is provided online Monday to Friday for two hours and you can email your 
trainer if you need specific support. During the practical experience component (your Practicum) a 
supervisor will be assigned to you to offer additional support and assistance. 

Delivery Mode 

NZCALNE L5 (Voc) is offered in blended mode using ‘face to face’ delivery and online delivery via 
iQualify the Open Polytechnic’s online platform. iQualify ‘will make trainee tutor engagement visible’ 
and will also allow submission of online assessments and marking. 

 

Duration 

32 weeks part-time. 
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Pathways 

Employment Pathway 

Graduates of this programme will have the skills and knowledge for roles such as vocational, 
workplace or other specific-content educator, with the ability to embed literacy and numeracy skills 
development within their programmes. 

 

Academic Pathway 
• Graduates of this qualification may undertake further study towards other qualifications in 

adult and tertiary teaching at Level 5 and above. 

• The New Zealand Certificate in Adult Literacy and Numeracy Education (Vocational/Workplace) 
Level 5, 40 credits will provide pathways for the New Zealand Certificate in Adult Tertiary 
Teaching Level 4, 40 credits and the New Zealand Certificate in Adult Literacy and Numeracy 
Education (Educator) Level 5, 80 credits by allowing cross crediting of up to 40 Credits. 

 

Programme requirements 

1. Trainee tutors will need to have regular access to a computer or device, a reliable broadband 
internet connection and a data plan that can support online learning. They will need to stream 
videos, download content and submit assessments online. 

2. Basic file management and word processing skills are required. 

3. This is not an entry level qualification and trainee tutors should have some experience in 
teaching. 

4. Trainee tutors will need access to a minimum of two adult learners in an authentic teaching or 
training context. (Access to adult learners/trainees means that you are able to train adult 
learners towards a specific skill). 

 

Cumulative Course Requirements 

• Successful completion of Course 501 course is a pre-requisite for commencing Course 502. 

• To pass Course 501 the trainee tutor must gain a minimum of 50% of the available marks across 
all course assessments, and not less than 40% on any assessment. 

• A resubmission is permitted for any mark under 50%. Students are given one opportunity to 
resubmit each summative assessment task in a course. The highest grade given for a 
resubmission is 50%. 

• Resubmission of assessments should be done within 5 working days of receiving a result 
notification of less than 40%. 



Page 8 New Zealand Certificate in Adult Literacy and Numeracy Education (Vocational/ 
Workplace Trainer): © Literacy Aotearoa 2008, Updated: Pipiri (June) 2018 Version: 4 

 

• Extensions of time to complete an assessment are given only in exceptional circumstances. 
Assessment extensions may be granted up to a maximum of three months only. 

 

Award of the qualification 

To be awarded the New Zealand Certificate in Adult Literacy and Numeracy Education 
(Vocational/Workplace) Level 5, 40 credits the trainee tutor must gain a minimum of 40 credits by 
successfully completing the two compulsory courses 501 and 502. 

• Introduction to Adult Literacy and Numeracy Education (20 Credits). 

• Applying Adult Literacy and Numeracy Approaches (20 Credits). 

 

Online Engagement 

Trainee tutors are expected to study online according to the Learning Pathway provided for each 
course (501 and 502). An online facilitator will be available to support and guide trainee tutors from 
Monday to Friday. The online facilitator will monitor trainee tutor engagement, and will contact 
trainee tutors who have not been online for two consecutive weeks. 

Delivery schedule 

All trainee tutors will be provided with a copy of the delivery schedule at Block 1 of face to face 
delivery. This gives them an overview of the schedule and timeframes for the whole programme.  

Learning Pathways 

All trainee tutors will be provided with learning pathways for both Courses 501 and 502 . These will 
guide them to manage the online learning schedule within the allocated timeframe and to submit 
draft assessments and final assessments on the due dates. 

Course resources 

All course materials for this programme will be available to trainee tutors online.  

Trainee Tutor Pack 

Contents: 

1x Literacy Aotearoa Tote Bag 

1x Literacy Aotearoa Green Notebook 

1x Literacy Aotearoa Post-it Pad 

1x Literacy Aotearoa Pen 

1x Literacy Aotearoa Highlighter 

1x Refill Pad 
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Support for Trainee Tutors 

• The Online Facilitator (a Literacy Aotearoa Trainer) is available to support and engage trainee 
tutors – from Monday to Friday for two hours every day [currently 3-5pm] 

• Trainee tutors can contact Literacy Aotearoa National Office by email or phone when they need 
support  

• Literacy Aotearoa provides Helpdesk support for technical issues 

• Supervisors will support trainee tutors through the practicum 

• The online facilitator monitors trainee tutor engagement in iQualify to enable interventions 
when needed. 

Recognition of Prior Learning (RPL) 

Recognition of prior learning is a process that involves formal assessment of a learner’s relevant and 
current knowledge and skills (gained through prior learning) to determine the match with the 
learning outcomes of a qualification.   

The decision to award credit will be based on the applicant’s evidence that learning outcomes 
/courses/qualifications have been met.  

Applicants will be expected to submit a portfolio of evidence with a breakdown of how the evidence 
meets each of the outcomes. 

Award of credit through RPL will be recorded on the applicant’s transcript as RPL  

The cost of the RPL assessment is $400 (incl. GST). 

(See RPL policy in appendices) 

For more information on obtaining RPL contact the training admin team: 
trainingadmin@litercy.ac.nz 

 

Withdrawal Process 

Trainee tutors who wish to withdraw from the course will have to contact Te Poupou Manager or 
National office (trainingadmin@literacy.ac.nz) to complete and sign the withdrawal form. Te Poupou 
Manager will then counter-sign the form and send it to Literacy Aotearoa Training Admin who will 
then process the withdrawal. If the withdrawal date is within 4 weeks of the programme start date 
the withdrawing trainee will be sent a questionnaire to complete. 

Withdrawal from course due to non- engagement 

Training Admin sends online stats of learner engagement to the Online Facilitator. The Online 
Facilitator will contact trainee tutors who are identified as disengaged (i.e. who have not been 
online for two consecutive weeks) by email or phone.  If the Online Facilitator is unsuccessful in 
contacting a trainee tutor in three consecutive attempts, the Facilitator will send a report to the 
Programme and Quality Manager and Training Admin, detailing contact attempts.  Training Admin 

mailto:trainingadmin@litercy.ac.nz
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will then send a letter to the trainee tutor asking them to contact Literacy Aotearoa National Office 
within five working days to avoid being withdrawn from the course. 

 

Extensions Process 

Literacy Aotearoa understands that at times life circumstances can impact on study commitments.  
Trainee tutors can apply for extensions of time for assessments in exceptional circumstances.  The 
maximum extension period is three months. The extension must be requested in writing to the 
National Office to be approved by the Programme and Quality Manager.  The application must 
provide a sound reason for the request. Further evidence may be requested.  

Extension requests must be submitted before the assessment due date. You can apply for an 
extension by requesting a Request for Extension form from Training Admin, completing the 
form and returning it to trainingadmin@literacy.org.nz. 

Requests are considered by the Programme and Quality Manager. You will be advised of the 
outcome and the revised due date by email within seven working days of receipt of the application. 

In exceptional circumstances, further additional time or other options may be considered. These 
requests are managed and approved by the Programme and Quality Manager.  

 

Code of Conduct 

Trainee tutors are expected to abide by Literacy Aotearoa Trainee tutor code of conduct.  

 

NZQA Registered and Accredited 

Literacy Aotearoa is an NZQA-registered and accredited Private Training Establishment (PTE). 

Literacy Aotearoa is a Category 3 provider. 

 

Complaints Procedure 

Any complaints are to be referred to the Programme and Quality Manager skukkady@literacy.org at 
Literacy Aotearoa National Office. The Literacy Aotearoa Trainee tutor complaint process can be 
found by clicking here 

 

Health and Safety 

Trainee tutors must familiarise themselves with the evacuation procedures of the training venue. In 
case of an emergency the facilitator will coordinate evacuation of the building.   

 

mailto:trainingadmin@literacy.org.nz
mailto:skukkady@literacy.org


Page 11 New Zealand Certificate in Adult Literacy and Numeracy Education (Vocational/ 
Workplace Trainer): © Literacy Aotearoa 2008, Updated: Pipiri (June) 2018 Version: 4 

 

Programme Structure 

The programme is made up of two courses: 501 and 502. 

 

Course 501-Introduction to Adult Literacy and Numeracy Education (20 Credits) 

This course is the first course towards the New Zealand Certificate in Adult Literacy and Numeracy 
Education (Vocational Workplace) Level 5, 40 credits. 

It introduces learners to a range of values-based frameworks, adult teaching and learning theories 
and the New Zealand learning progressions for embedded adult literacy and numeracy programme 
design.  The impact of social, political and historical contexts, including Te Tiriti o Waitangi, are 
considered as they affect these frameworks and adult literacy and numeracy skills development for 
diverse learners in workplace, community and vocational settings.  The programme acknowledges 
the primacy of relationships for adult teaching and learning. 

 

Learning Outcomes 
Students who successfully complete this course will be able to: 
1. identify and discuss a range of Māori perspectives, and historical and political influences, that 

inform adult literacy and numeracy teaching and learning in Aotearoa New Zealand;  

2. identify and discuss a range of Pasifika approaches to inform adult literacy and numeracy 
teaching and learning in Aotearoa New Zealand; 

3. demonstrate understanding of the Aotearoa New Zealand learning progressions for adult 
literacy and numeracy programme design, as they relate to adult teaching and learning theories 
and Māori and Pasifika world views; 

4. demonstrate understanding of social diversity in the design of adult literacy and numeracy 
education in Aotearoa New Zealand; 

5. Discuss the nature of inclusive, ethical and professional relationships to support adult literacy 
and numeracy skills development in the context of Aotearoa New Zealand. 

 

Content  
• Values the Aotearoa New Zealand cultural context, which includes Te Tiriti o Waitangi. 

• Uses frameworks – Māori and Pasifika worldviews and concepts, Aotearoa New Zealand adult 
literacy and numeracy progressions, and applies them to embedded literacy and numeracy 
education.  

• Includes values-based frameworks based on respect for the mana and diverse cultural 
backgrounds of adult learners. Mana refers to unique characteristics of adult learners as 
individuals (includes strength-based, tika, pono, aroha, kōrero, titiro, whakarongo). 

• Addresses needs of diverse learners – Māori, Pasifika, youth. 

• Defines literacy, numeracy, embedding. 
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• Considers literacy and numeracy issues and their relevance. 

• Examines literacy and numeracy strengths and needs in relation to the demands of adult 
learners. 

• Includes historical, political and organisational contexts, including building relationships with 
community and government organisations. 

• Examines professional relationships with colleagues and learners. 

• Explores communication skills, including oral, written and digital skills.  

 

Assessment Plan for course 501 

Assessment Activity Corresponding to Learning Outcomes  Weighting  

Assignment 1 1, 2, 3, 4, 5 50% 

Assignment 2 1, 2, 3, 4, 5 50% 

Reassessment opportunities: A resubmission is permitted for any mark under 50%. Students are 
given one opportunity to resubmit each summative assessment task in a course.  The highest 
grade given for a resubmission is 50%. The grade for the resubmission is recorded and contributes 
to the aggregated final grade for the course. 

Course pass requirements: To pass this course, students must achieve at least 40% of the available 
marks on each assessment item and achieve at least 50% overall. 

 

Course 502- Applying Adult Literacy and Numeracy Approaches (20 Credits) 

This course provides learners with the opportunity to plan and apply methods of embedding adult 
literacy and numeracy skills development for diverse learners in authentic Aotearoa New Zealand 
settings, usually through workplace, community or vocational programmes.   The main focus is the 
application of planning, assessment and evaluation processes which apply the social, cultural, 
political, historical and theoretical knowledge gained in Course 501. Course 502 depends on the 
primacy of relationships for teaching and learning.  

 

Pre-requisite Course/s: 

Course Code Course Title 

ALN501 Introduction to Adult Literacy and Numeracy Education 

 
Learning Outcomes for Course 502 

Students who successfully complete this course will be able to: 

1. plan for embedded literacy and numeracy teaching and learning in the Aotearoa New Zealand 
context using the learning progressions for adult literacy and numeracy; 
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2. identify and implement embedded adult literacy and numeracy opportunities, including Māori 
and Pasifika perspectives and approaches; 

3. select and apply diverse assessment methods to gather information about adult learners that 
can support their literacy and numeracy development; 

4. identify, plan and implement evaluation methods to establish effective embedded literacy and 
numeracy teaching to support adult learning and personal professional practice. 

Content 

1. Embedding means explicitly bringing together the targeted literacy or numeracy needs with 
vocational or other programme contexts and content. 

2. Must include application of Pasifika and Māori world views, concepts and contexts in teaching 
and learning. 

3. Assessment and evaluation can include literacy and numeracy diagnostic, formative, summative, 
and any other relevant processes. 

4. Assessment and evaluation must be related to literacy and numeracy outcomes and learner 
gains. 

5. Evaluation includes feedback from learners and other stakeholders, including peer and self-
review. 

 
Assessment Plan for Course 502 

Assessment Activity Corresponding to Learning Outcomes Weighting 

Assignment 1 1, 2, 3, 4, 5 50% 

Assignment 2 1, 2, 3, 4, 5 50% 

Reassessment opportunities: A resubmission is permitted for any mark under 50%.  
Students are given one opportunity to resubmit each summative assessment task in a course.  
The highest grade given for a resubmission is 50%. The grade for the resubmission is recorded 
and contributes to the aggregated final grade for the course. 

Course pass requirements:   To pass this course, students must achieve at least 40% of the 
available marks on each assessment item and achieve at least 50% overall. 

 

Face to face facilitation 

Details of the ‘Face to Face’ component of NZCALNE (Voc) programme 

First Block:  

Day One: Introduction to the Organisation and Adult Literacy Theories. 

Day Two:  Introduction to Adult Literacy and Numeracy [501]. 

 

First Block Mid-Course Tutorial 
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Day One: Assignments 1 and 2 Tutorial. 

 

Second Block: 

Day One: Introduction to Applying Adult Literacy and Numeracy Approaches [502]. 

 

Second Block Mid-Course Tutorial 

Day One: Assignments 1 and 2 Tutorial. 

 

Third Block: 

Day One: 

(Optional) 
Tutorial for resubmission of Assignments [502]. 

 

2. Literacy Aotearoa honours Te Tiriti o Waitangi by operating in accordance with Tino 
Rangatiratanga and guided by Manaaki Tangata. Services are provided in a way that enables 
learners to fulfil their potential, by building on their knowledge and experiences to enhance their 
confidence and capabilities. 

3. Trainee Tutor indicative workload for NZCALNE (Voc): 

Self-directed learning and Online learning requires 4-5 hours per week, perhaps 5-6 hours 
depending on the trainee’s experience; The time required to complete practicum will depend on 
individual students. 

4. Practicum Requirements: 

• You will need access to at least two individual learners – if you prefer you may relate your 
assessment evidence to a larger group of learners.  

• You must provide evidence that your use of the assessment tool LNAAT and/or 
formative/summative assessment methods demonstrate a clear understanding of your 
learners’ current levels of literacy and numeracy.  

• You must develop teaching session plans that include activities to embed literacy and 
numeracy skill development.  

• You must evaluate your session plans. The evaluations need to include a self-evaluation, 
and learner and observer feedback.  

• You are required to reflect on your professional practice. 

5. Te Poupou will ensure all trainee tutors will have suitable practicum opportunities, focusing on 
the timely completion of that part of the qualification.  

Draft submission opportunities 

Trainee tutors are given one opportunity to submit a full draft of Assignment 1 and 2 in both 
courses 501 and 502. Drafts should be submitted no later than 5 working days before the 
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assignment due date. All drafts need to be emailed in one document to Bruce George – 
bruce@literacy.org.nz  

Course pass requirements 

To pass each course you need to do the following: 

• submit Assignments 1 and 2 

• complete both assignments by the due date (or arranged extension date) 

• gain a minimum of 50% of the available marks overall and not less than 40% on 
either assignment 

Reassessment opportunities 

A resubmission is permitted for any mark under 50%. Tutor Trainees are given one opportunity 
to resubmit Assignment 1 and Assignment 2, in each course. The highest grade given for a 
resubmission is 50%. The grade for the resubmission is recorded and contributes to the 
aggregated final grade for the course. Resubmission of assignments should be done within 5 
working days of receiving notification of the result. 

Extensions 

Extensions of time to complete an assessment are given only in exceptional circumstances. 
Assessment extensions may be granted for up to a maximum of three months only.  

American Psychological Association (APA) Referencing  

At the end of your assignment please include a full reference list in APA format citing all the 
references you have used in your answers. How to use APA Referencing 

6. The Literacy Aotearoa Trainee Tutor complaint process is available online at 
‘http://literacy.org.nz/tutor-with-us/trainee-tutor-complaint-process’ and is based around 
respect for competing views, independent consideration of the facts and a focus on resolution.  

7. Literacy Aotearoa operates within a self-assessment framework, in which material feedback 
from trainees and other stakeholders is encouraged and used to improve the quality of our 
teaching and assessment practice over time. This means that you will be asked to fill in 
questionnaire/s about what we can do better during your study. 

Non Refundable admin fee 

Te Poupou is required to pay a non-refundable admin fee of $25.00 seven working days prior to the 
first facilitated face to face training workshop. 

 

 

 

  

mailto:bruce@literacy.org.nz
https://www.openpolytechnic.ac.nz/current-students/study-tips-and-techniques/apa-referencing-and-avoiding-plagiarism/how-to-use-apa-referencing/
http://literacy.org.nz/tutor-with-us/trainee-tutor-complaint-process
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Appendices:  
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Recognition of Prior Learning (RPL) Policy 

 
RPL is the practice of determining whether evidence of a candidate’s existing formal or informal 
learning meets the assessment standard for credit toward a qualification awarded by Literacy 
Aotearoa. RPL can be obtained through the following methods: 
Assessment of Prior Learning (APL) 

Formally acknowledges the value of a Trainee tutor’s prior learning, whether formal or informal, 
by assessing its alignment with the assessment standards that earn credit towards a unit of 
learning, course or programme in which a trainee tutor wishes to enrol. 

Cross Credit (CC) 
Application of credit gained for one qualification toward another qualification at the same 
institution 

Credit Transfer (CT) – including Achieved at Another Provider (AAP) 

Credit for a course where the candidate has completed exactly the same course with another 
provider.  The course in question may be either a local course or a National Qualification 
Framework (NQF) standard.  The trainee tutor must provide formal evidence that they hold the 
relevant result.  NB: If the other provider’s course learning outcomes do not exactly match 
Literacy Aotearoa course learning outcomes, the application is to be treated as an Assessment of 
Prior Learning. 

Recognition of informal learning 

Recognition of informal learning is where we look at your existing skills and knowledge, gained 
through independent study, informal learning and work experience. Where possible, we will 
recognise this learning as being equivalent to that taught in a formal education setting, and award 
appropriate credit toward a qualification. 

 

How to apply for RPL 

Trainee tutors who wish to apply for RPL must submit an application with a portfolio of evidence to 
demonstrate that they meet the required learning outcomes for the course. 

Types of evidence that can be provided for RPL include: 
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• Formal awarded qualification 
• Academic transcripts 
• Course documents 
• Assessed work 
• Evidence of current competency 
• Letters of attestation from verified sources 
• Certificates of attendance 
• Certificates of professional development 
• Learning hours from incomplete courses 

Trainee tutors will be required to pay a fee of $ 400 for all RPL applications and should submit their 
applications no later than two weeks before the Programme’s starting date. 
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Trainee Tutor Code of Conduct 

 

Kia ora and hello.  

You have enrolled as a Literacy Aotearoa Trainee Tutor. Congratulations. Ka nui ngā mihi ki a koe.  

We have a code of conduct that sets out how we expect everyone who is part of Literacy Aotearoa 
to behave.  We have an agreement that sets out what we need you to do to ensure that you get the 
best out of our time together.  It also sets out what your trainer must do.  

The code of conduct is set out like an agreement that you and your trainer will sign to record that 
you both have talked about the code of conduct and are clear about what is expected.  

 

As a Trainee Tutor of Literacy Aotearoa, I am: 
• Responsible for my learning; 
• Respectful of myself, other people, and their property; 
• Tolerant of the different needs and ways of other people; 
• Willing to ask for help, and help others if I am able to; 
• Prepared to express my feelings about my learning honestly. 
• I will let the trainer or other appropriate staff members know if I am not getting the help that I 

need. 
• I will turn my mobile phone off during session time. 
• I will abide by the Trainee Tutor’s Code of Conduct. 

 

 

Literacy Aotearoa will: 
• Understand that sometimes you may not be able to let us know that you cannot attend a session 

due to work or personal commitments. 
• Understand that you may need to change the day and time of your sessions due to work or 

personal commitments. 
• Provide a comfortable space for you to learn in. 
• Provide you with a confidential service and will not pass on any information about you without 

your consent. 
• Contact you as soon as possible if your trainer needs to cancel a session. 
• Listen to your concerns. 
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As your Trainer, I will: 
• Support your learning at all times. 
• Make the course relevant to your goals and learning needs. 
• Give you regular and honest feedback. 
By signing this contract I understand that I am committing myself to the learning plan set out by 
myself and the trainer.  I understand that poor attendance might cause me to lose my place on my 
programme. 

 

Trainee 
Tutor:  

 (please print your name and sign here) 

Trainer:  

 (please print your name and sign here) 

Date:   
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STATEMENT OF COMMITMENT 

New Zealand Certificate in Adult Literacy and Numeracy Education 
(Vocational/Workplace) (Level 5) - NZCALNE (Voc) 

The New Zealand Certificate in Adult Literacy and Numeracy Education (Vocational /Workplace) 
(Level 5 Credits 40), recognises expertise in adult education and training, and thereby contributes to 
the improvement of the foundation skills (literacy and numeracy) of adult learners in Aotearoa New 
Zealand. It is a professional qualification for adult literacy and numeracy educator competence in 
Aotearoa New Zealand. 

This qualification is intended to raise the skills of the adult educator to develop the literacy and 
numeracy skills of learners within the context of a training/education programme. It is particularly 
relevant for existing practitioners who deliver programmes and who are recognised as adult 
educators in their own field. They may be workplace trainers and/or assessors, or vocational tutors 
or lecturers; the programme could be on-job or off-job. 

This qualification assumes a professional level of expertise in adult education and training, including 
cultural perspectives that underpin their teaching for Māori learners and learners from other 
cultures. It introduces the learners to a range of frameworks including Māori and Pasifika 
frameworks and the New Zealand Adult Literacy and Numeracy Progressions.   

Tutor Trainees will explore the impact of social, political and historical contexts, in relation to these 
frameworks and adult literacy and numeracy skills development for diverse learners in workplace, 
community and vocational settings. 

This is not an entry-level qualification. 

1. People awarded the New Zealand Certificate in Adult Literacy and Numeracy Education 
(Vocational/Workplace) will be able to: 

• Design embedded literacy and numeracy strategies to enhance learner outcomes in a 
vocational or workplace programme; 

• Create and sustain a learner-centred teaching environment that respects learners’ 
mana and diverse backgrounds, and the wider educational and societal context, in 
order to facilitate quality learning; 

• Embed literacy and numeracy teaching and learning in a vocational or workplace 
programme with consideration of Aotearoa New Zealand’s unique context; 

• Use assessment and evaluation as tools to enhance student learning and own teaching 
practice in embedded literacy and numeracy. 

2. Course Fees 

• The course is free to attend, if you qualify for the Fees Scholarship. 
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3. Course Requirements of NZCALNE (Voc) 
• To qualify you need to attend the facilitated face to face training workshops. You need 

access to a device, computer, laptop, tablet or iPad and access to WiFi. You also need to 
complete the qualification within the maximum time frame of one year.   

• Trainee tutors are required to undertake practical experience (Practicum) in an 
authentic teaching or training context with a minimum of two adult learners. This is a 
requirement of the qualification and allows learners to apply theory in practice. 

4. Course Resources for NZCALNE(Voc) 

5. The programme is offered in blended mode using ‘face to face’ and online delivery. All course 
materials for this programme are available to Tutor Trainees online through the learning 
platform iQualify. 

6. Tutor Trainee support is provided online every day for two hours and you can email your trainer 
if you need specific support. During your practical experience component (your Practicum) a 
National Supervisor will provide you with support. 
 

7. Programme Overview: 

Introduction to Adult Literacy and Numeracy Education [501] 

This is the first 20 credit course in the Certificate of Adult Literacy and Numeracy where you will 
be introduced to a range of frameworks including Māori and Pasifika frameworks and the New 
Zealand Adult Literacy and Numeracy Progressions.  

You will explore the impact of social, political and historical contexts, in relation to these 
frameworks and adult literacy and numeracy skills development for diverse learners, in 
workplace, community and vocational settings. 

Course Structure 

There are five modules in this course that will guide you through the course topics and your 
interactions with readings, videos and your fellow learners. You work through each module in 
sequence so that you will be prepared for the assignments. 

The five modules for the course are: 

Module 1: Adult literacy and numeracy education in Aotearoa New Zealand – the journey so far 

Module 2: Pasifika perspectives on adult literacy and numeracy education 

Module 3: Structuring your teaching and learning for the success of all learners 

Module 4: Designing adult literacy and numeracy education for socially diverse groups 

Module 5: Guiding you with literacy and numeracy education 

Learning Outcomes 

On successful course completion, learners will be able to: 
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1 Identify and discuss a range of Māori perspectives, and historical and political influences, that inform adult 
literacy and numeracy teaching and learning in Aotearoa New Zealand. 

 

2 Identify and discuss a range of Pacific approaches to inform adult literacy and numeracy teaching and 
learning in Aotearoa New Zealand. 

 

3 Demonstrate understanding of the Aotearoa New Zealand learning progressions for adult literacy and 
numeracy programme design, with reference to related adult teaching and learning theories and Māori and 
Pacific world views. 

 

4 Demonstrate understanding of social diversity in relation to the design of adult literacy and numeracy 
education in Aotearoa New Zealand. 

 

5 Discuss the nature of inclusive, ethical and professional relationships to support adult literacy and 
numeracy skill development in the Aotearoa New Zealand context. 

 

Assignments 

Assessment Weighting 

501 Assignment 1 50% 

501 Assignment 2 50% 

There are two written assignments.  

• These assignments are to be completed after you have worked your way through the five 
modules of learning. 

• The feedback you receive on your first assignment will support you with your second 
assignment. 
 

Applying Adult Literacy and Numeracy Approaches [502] 

This is the second and final 20 credit course in the Certificate of Adult Literacy and Numeracy. 
By the end of this course you will be able to plan for embedded literacy and numeracy teaching 
in a New Zealand context, and select and use various types of assessment to gather information 
about your learners. You will also learn to implement embedded literacy and numeracy 
opportunities for students, and evaluate the effectiveness of these methods. 

This course builds on Introduction to Adult Literacy and Numeracy Education, in which you were 
introduced to a number of approaches to adult literacy and numeracy in Aotearoa New Zealand 
including Māori and Pasifika frameworks, along with the New Zealand Adult Literacy and 
Numeracy Progressions. 
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Course Structure 

There are five modules in this course that will guide you through the course topics and your 
interactions with readings, videos and your fellow learners. You will work through each module 
in sequence so that you will be prepared for the assignments. 

The five modules for the course are: 

Module 1: Knowing the Demands 

Module 2: Knowing the Learner 

Module 3: Knowing What to Do: Part one 

Module 4: Knowing What to Do: Part two 

Module 5: Identify, Plan and Implement Evaluation Methods 

 

Learning Outcomes 

On successful completion of the course, learners will be able to: 

1 Plan for embedded literacy and numeracy teaching and learning in the Aotearoa New Zealand context using 
the learning progressions for adult literacy and numeracy. 

 

2 Identify and implement embedded adult literacy and numeracy activities, including Māori perspectives and 
Pasifika approaches. 

 

3 Select and apply a range of assessment methods to gather information about adult learners to support their 
literacy and numeracy development. 

 

4 Identify, plan and implement evaluation methods to establish effectiveness of embedded literacy and 
numeracy teaching to support adult learning and professional practice. 

 

Assignments 

Assessment Weighting 

502 Assignment 1 50% 

502 Assignment 2 50% 

There are two written assignments.  

• These assignments are to be completed after you have worked your way through the five 
modules of learning. 

• The feedback you receive on your first assignment will support you with your second 
assignment. 
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Draft submission opportunities 

Trainee tutors are given one opportunity to submit a full draft of Assignment 1 and 2 in a 
course, 501 and 502. Drafts should be submitted no later than 5 working days before the 
assignment due date. All drafts need to be emailed in one document to Bruce George – 
bruce@literacy.org.nz  

Course pass requirements 

To pass each course you need to do the following: 
• submit Assignments 1 and 2 
• complete both assignments by the due date (or arranged extension date) 
• you need to gain a minimum of 50% of the available marks overall and not less than 40% 

on either assignment 

Reassessment opportunities 

A resubmission is permitted for any mark under 50%. Trainee Tutors are given one opportunity 
to resubmit each assignment, Assignment 1 and 2, in a course. The highest grade given for a 
resubmission is 50%. The grade for the resubmission is recorded and contributes to the 
aggregated final grade for the course. Resubmission of assignments should be done within 5 
working days of receiving your result notification. 

Extensions 

Extensions of time to complete an assessment are only given in exceptional circumstances. 
Assessment extensions may only be granted up to a maximum of three months. You can apply 
for an extension by requesting a Request for Extension form from Training Admin. The 
completed form needs to be returned to trainingadmin@literacy.org.nz. 

APA Referencing 

At the end of your assignment include a full reference list in APA format citing all the references 
you have used in your answers. How to use APA Referencing 

  

mailto:bruce@literacy.org.nz
mailto:trainingadmin@literacy.org.nz
https://www.openpolytechnic.ac.nz/current-students/study-tips-and-techniques/apa-referencing-and-avoiding-plagiarism/how-to-use-apa-referencing/
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8. Delivery Details  

 

Face to Face Blocks 

 

 501: Week 1 - (2 Days) Day One: iQualify Platform induction and  

                                                                    Introduction to Adult Literacy and Numeracy  

                                                  Day Two: Introduction to 501 course and Assignments 

 
• 501: Week 7   – (1 Day): Assignment Tutorial (Optional) 

 
• 502: Week 16 – (1 Day): Introduction to 502 course and Assignments 

 
• 502: Week 22 – (1 Day): Assignment Tutorial (Optional) 

 

 
• 502: Week 43 – (1Day): Assignment Tutorial Resubmissions (Optional) 
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Delivery Schedule. 501: Introduction to Adult Literacy and Numeracy (14 weeks) 

Block 1: 
Face to Face 

Two days 

 

Course 501: Introduction 
to Adult Literacy and 

Numeracy 

 

2nd Face to 
Face 

One day 

501 Cont. Study Break 

 

501 completed 

 

Dates: 

Week 1 

Week 1 to 

Week 6 

Week 7 Week 7 to 
12 

Weeks 13 & 14 Week 15 

Contents Follow Learning Path for 
501 

  501 501 

 

Day 1: 

Intro to: 
iQualify 

platform and 
Introduction 

to Adult 
Literacy and 
Numeracy  

 

Day 2: 

501: 
Introduction 

to Adult 
Literacy and 
Numeracy 

Course and 
Assignments 

 

 

 

Module 1: 

Adult L&N in Aotearoa 

NZ 

 

 

Module 2: 

Pasifika perspective on 
AL&N education 

 

Tutorial 
Assignments 

501: 

1 & 2 

 

 

 

Module 3: 

Structuring 

teaching & 

learning 

 

 

Module 4: 

Design 
Adult L&N 

 

 

Module 5:  
Guiding 
you with 
Literacy 

and 
numeracy 
education 

 

 

 

 

 

 

 

Assignment 
Marks 

Confirmed 
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Delivery Schedule 502: Applying Adult Literacy and Numeracy Approaches (28 weeks) 

 

 

Block 2:  

1st Face to 
Face 

One day 

Course 502: 
Applying 

Adult 
Literacy 

and 
Numeracy 

Approaches 

2nd Face to Face 

 

One day 

502 Cont. Practicum Study 
Break 

 

3rd Face to 
Face 

One day 

502 

completed 

 

Dates: 

Week 16 

Week 16 to 
21 

 

Week 22 Weeks 22 
to 32 

Weeks 
33- 40 

Weeks 
41 & 

42 

Date: 

Week 43 

 

Week 44: 

 

Contents Follow 
Learning 
Path for 

502 

   502   

 

Intro to 502 

Course 
outline, 
content, 

template, 
Assignments 

 

 

 

Module 1: 
Knowing 

the 
Demands 

 

 

Tutorial 
Assignments502: 

1 & 2 

 

Module 2: 
Knowing 

the 
Learner 

 

Module 3: 
Knowing 
what to 
do: Part 

one 

 

Module 4: 
Part two 

 

Module 5: 
Identify, 
Plan and 

Implement 
Evaluation 
Methods 

 

2 learners 

 

 

 

 

 

 

 

 

Day: 1 

Assignments 
Tutorial for 

Resubmissions 
of 

Assignments 
502 

 

 

 

 

 

 

 

 

 

 

 

Results 
finalised. 

 

  Program 
completed 
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9. Literacy Aotearoa honours Te Tiriti o Waitangi by operating in accordance with Tino 
Rangatiratanga and guided by Manaaki Tangata. Services are provided in a way that enables 
learners to fulfil their potential, by building on their knowledge and experiences to enhance their 
confidence and capabilities. 

10. Trainee Tutor indicative workload for NZCALNE (Voc): 

• Self-directed learning and Online learning is 4-5 hours per week, or perhaps 5-6 hours depending 
on the trainee’s experience; The time required to complete practicum will depend on individual 
students. 

11. Practicum Requirements: 

• Tutor Trainee need to have access to at least two individual learners – if you prefer you may 
relate your answers to a larger group of learners.  

• Provide evidence of using the assessment tool LNAAT and/or formative/summative 
assessment methods that demonstrate a clear understanding of your learners’ current 
levels of literacy and numeracy.  

• Develop teaching session plans that show evidence of activities that embed literacy and 
numeracy skill development.  

• Evaluate your session plans. The evaluations need to include a self-evaluation, and learner 
and observer feedback.  

• Reflect on your professional practice. 

12. Te Poupou will ensure all trainees will have suitable practicum opportunities, focusing on the 
timely completion of that part of the qualification.  

13. The Literacy Aotearoa Tutor Trainee complaint process is available online at 
‘http://literacy.org.nz/tutor-with-us/trainee-tutor-complaint-process’ and is based around 
respect for competing views, independent consideration of the facts and a focus on resolution.  

14. Literacy Aotearoa operates within a self-assessment framework, in which material feedback 
from trainees and other stakeholders is encouraged and is used to improve the quality of our 
teaching and assessment practice over time. What this means is that you will be asked to fill in 
questionnaire/s about what we can do better during your study. 

15. Te Poupou is required to pay a non-refundable admin fee of $25.00 seven working days prior to 
the facilitated face to face training workshops. 

 

  

http://literacy.org.nz/tutor-with-us/trainee-tutor-complaint-process
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Declaration: 

By signing this I acknowledge that I have read and understand the above information. 
 
Trainee Name:  __________________________________________________________________  

Trainee Signature:  ______________________________  Date: _________________________  

Poupou Manager Name:  __________________________________________________________  

Poupou Manager Signature:  ______________________  Date: _________________________  
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Literacy Aotearoa Request for Extension Form 

This form with all relevant information included, must be returned to trainingadmin@literacy.org.nz 
who will process and arrange for the extension request to be authorised or declined.  

 

 

APPLICATION DETAILS: 

Name:   

Qualification Name:  

Poupou/Organisation Name:  

Trainer’s Name:  

Supervisor’s Name:  

Qualification Course Start Date:  

Relevant Assessment Deadline  

Length of Extension Requested:  

Reason/s for Request and  

reason/s why applicant believes the 
extension sought will be sufficient: 

 

    

 

Applicant’s Signature: .......................................................................................  Date:..............................  

 

mailto:trainingadmin@literacy.org.nz
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Office Use Only: 

 

Applicant’s Progress to date: ……………………………………………………………………………………… ........................  

 

 .......................................................................................................................... ……………………………………
………… 

 

……………………………………………………………………………………………………………………………………………………………
………… 

 

……………………………………………………………………………………………………………………………………………………………
………… 

 

Request Approved/Declined:  ........................................................................... Date: ............................. . 

 

Conditions Applied to Extension (where relevant):  

 

……………………………………………………………………………………………………………………………………………………………
………… 

 

……………………………………………………………………………………………………………………………………………………………
………… 

 

……………………………………………………………………………………………………………………………………………………………
………… 

 

……………………………………………………………………………………………………………………………………………………………
………… 

 

Programme and Quality Manager:   .………………………………………………………………………………………………. 

 

Date: ………………………. .......................................................................................  
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Course Withdrawal Form 

Trainee Name: ____________________________________________________________________  

Training Venue: ___________________________________________________________________  

Course Dates: _____________________________________________________________________  

Last Day of Attendance: _____________________________________________________________  

Date Withdrawn: __________________________________________________________________  

Reason for Withdrawal: _____________________________________________________________  

 ________________________________________________________________________________  

 ________________________________________________________________________________  

 

Trainee Signature: ______________________________________________________  Date: _____  

 

 

Trainer/Coordinator’s/Organiser’s 
Name:
 ________________________________________________________________________________ 
 ________________________________________________________________________________  

 

 

Signature: ____________________________________________________________  Date: _____  

Note:  Either Trainer and/or the Coordinator/Organiser can sign this Withdrawal. 

 

 

Office Check: __________________________________________________  Date: _____________  
Literacy Aotearoa Personnel 
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Tutor Trainee Complaints Procedure 
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Complaints Information for Trainee Tutors 

For Adult Literacy/Numeracy Education Trainee Tutors with Literacy Aotearoa.  

We welcome your feedback throughout your engagement with Literacy Aotearoa as we support you 
to achieve your goal of becoming a skilled and effective adult literacy and numeracy tutor.  

Literacy Aotearoa seeks continuous improvement in all the programmes we deliver, and your 
feedback is vital in helping us to improve what we do.  If you have a concern or a problem, we want 
to hear about it, so that we can respond promptly and effectively. 

You can raise any concerns informally, by talking with the people involved, or you can make a formal 
complaint in writing, to the Programme and Quality (PQ) Manager.  It works best if you can do this 
as soon as possible after any issue arises or within at least three months of an incident, so that we 
can help to resolve your concern as quickly as we can.  

Any harassment is completely opposed to the guiding values of Literacy Aotearoa, which are justice, 
equity, honour, and respect. Harassment can include repeated instances of intimidation, bullying, 
racial, sexual, verbal or non-verbal abuse.  

Literacy Aotearoa responsibilities in responding to a complaint or concern: 

When you raise a complaint or concern, either informally or formally, we undertake to ensure that 
your complaint will: 
• be kept confidential; 

• be treated respectfully at all times; 

• be dealt with in as timely a manner as possible; 

• lead to no action against you while the complaint is processed; 

• be heard and responded to throughout the process. 

Trainee Tutor responsibilities when raising a complaint or concern: 

• Follow the process set out in the graphic in previous page. 

• Make sure you report the incident honestly and fully. 

• Respect the confidentiality of the process and give us time to resolve your concerns. 

• Treat everyone involved with respect and courtesy. 

• Be clear about the outcomes you would like to see, and suggest effective and reasonable 
solutions, if you can. 
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Trainee Tutor Complaint Form  

Please complete this form when making a complaint arising from Literacy Aotearoa Tutor Training, 
and submit it to Shireen Kukkady, Programme and Quality (PQ) Manager skukkady@literacy.org.nz  

The Investigating Committee will use the form to help investigate your complaint or allegation, and 
will advise you of the outcome. You should expect a response or resolution within 2 months. 

Date Submitted  

Name  

Poupou/Organisation  

State what happened and its 
impact on you 

 

 

 

 

Please specify the expected 
remedy or outcome you seek. 

 

 

 

 

 

 

 

For Office Use: 

Investigating Committee 
Leader’s name and designation 

 

mailto:skukkady@literacy.org.nz
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Committee’s decision: 

No Further Action – with 
comment/reasoning 

 

 

Proposed remedy, with 
timeframe for implementation. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Complainant’s Signature:  ______________________________________  Date:  _______________  

 

Committee Leader’s Signature:   Date: 
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Trainee Tutor Resources 

Accessing Literacy Aotearoa Online Classroom Without a Password 

If you have not received the system generated email from support@iqualify.com please follow these 
steps to access the Literacy Aotearoa online classroom.  

1.       Open webpage: https://literacy.iqualify.com  

 

2.       Enter your email address used at enrolment 

 

mailto:support@iqualify.com
https://literacy.iqualify.com/


Page 40 New Zealand Certificate in Adult Literacy and Numeracy Education (Vocational/ 
Workplace Trainer): © Literacy Aotearoa 2008, Updated: Pipiri (June) 2018 Version: 4 

 

3.       Click ‘Forgot password?’ 

 

4. Re-enter your email address used at enrolment 

 

An email will be sent to you. Please follow the steps in the email to gain access to the Literacy 
Aotearoa online classroom. 

 

If you continue to have issues please contact our Training Administration team at 
trainingadmin@literacy.org.nz or FREE phone 0800 900 999. 

 

mailto:trainingadmin@literacy.org.nz
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How to upload and submit assignments 

1. From the course home page click on the ‘Assessments’ tab. 

 
2. Click on the assignment, ‘Assignment 1’ or ‘Assignment 2’. 
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Click on ‘Add a file’. 

 

3. There are two options to choose from to add a file. 
 

Option 1: Drag and Drop files. 

 

To drag and drop a file, click it with your left mouse button, then, without releasing the 
button, drag it to the box as shown below and release the mouse button to drop it. 

The example below is a pdf. document that has been dragged from a folder to the desired 
location. 

 

Option 2: Navigate to folder and Select files. 

Option 1: Drag and Drop 
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Click the         symbol in the box. Navigate to the folder where the file is saved and select the file 
for upload. 

 
4. Once you have added files, the files will be listed and are ready for upload. Select ‘Upload’ to 

complete this process. 

 

5. The uploaded files will appear listed in the ‘My uploaded files’ section.  

 

File ready for upload 

File ready to submit 
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6. To submit the uploaded files for marking click on ‘Submit Assessment’.If you have issues 
with this process, please contact the Training Administration team for support – 
trainingadmin@literacy.org.nz or 0800 900 999. 

mailto:trainingadmin@literacy.org.nz
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