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1. Safety signs
\Forklifts

Match each word with its sign.

No smoking.

Hazard warning.

Bend your knees when lifting.

ASSESSOR: Satisfactory Not satisfactory
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Writing

Level 1

NOTE: You may use a dictionary checker

to help you with the tasks at e
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A
2. My details

Fill out the following form with your details.

/ N\
Firstname: ______________
Family name/surname: ______ _—
Age: _____ V
Housel/flat number: ____
\ /

ASSESSOR: Satisfactory Not satisfactory
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1. Taking an order

You are working at a take-away food place. A customer is giving you an

order.

Your assessor will read out the order to you. Listen
carefully. You can ask the assessor to repeat the order two
or three times if necessary.

You may take notes while you listen order.

Now repeat the order to your asse

ASSESSOR: Satisfactory Not satisfactory
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Numeracy pm

Level 1 x[=

QV

You may use a calcu umeracy section of the LLN test.
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1. Shopping

You are going shopping. How much would the following three items cost
you to buy altogether?

$5.00

$3.00

Total cost =

ASSESSOR: Satisfactory Not satisfactory
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L1

3. Infection control

Read the poster and answer the questions.

(a) Whose responsibility is it to keep patients safe from infection?

Answer:

(b) How many ways does the poster tell you to keep patients safe from

infection?

(c) How many times should you use a needle and syringe? Answer:

(d) When should you clean your hands? Answer:

ASSESSOR: Satisfactory

Not satisfactory
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Writing
Level 2

NOTE: You may use a dictionary checker

to help you with the tasks at e
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]
1. Accident report

Read the scenario and then fill out the Incident Report Form.
SCENARIO

Jenny is a full time worker in the Moulding Department. Her ID number
iIs JEN-123. Jenny was working in Section 8. Jenny only used one hand
getting onto the forklift and slipped. She bruised her right hip falling

onto the concrete floor. The accident happened at 10 am on the 6th of

February. Jenny was given first aid. An ice pack was on Jenny’s hip.
The accident was reported at 11 am after Jenny treated.

&

ASSESSOR: Satisfactory Not satisfactory ‘
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1. Attending English class

Listen to the story. Your assessor will read it out. You may
listen to it more than once. It is about Carlos who emigrated
to Australia in 2022. When you have listened to the story your
assessor will ask you some questions.

1 N

-

QUESTIONS ASSESS SK YOU. YOU MAY TAKE NOTES.

(a) When di
(b) How many

Maria emigrate to Australia? - Answer:
do they have? - Answer:

(c) What type of visa did they enter Australia on? - Answer:

(d) What job does Marina do? - Answer:

(f) Are they doing their English class in the evening or during the day?
Answer:

(9) Where are they doing their English course? Answer:

ASSESSOR: Satisfactory Not satisfactory
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Numeracy pm

Level 2 x[=

QV

You may use a calcu umeracy section of the LLN test.
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3. Carrying a load with a forklift

SCENARIO

You are going to carry a load with a forklift. Work out the weight of three (3)

full drums of water on a pallet.
e Each empty drum I
weighs 13 kg
(kilograms)
e Each drum can

200 L (litres)
e Water = er
g

e The pa

Answer: The total weight is kg

ASSESSOR: Satisfactory Not satisfactory
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2. Learning at work

SCENARIO

You have been working on the
shop floor for 10 years. You have

been offered a promotion to
be a team leader to manage your section. To help you in your new

position the company has offered you a choice of three courses to choose
from to help you in your new position.

You are allowed to do the course for two hours a day in work:time
(Monday to Friday). The course requires a time commitment of 15 hours
a week. You will have to do the rest of the course in your own time. You
work day shift from 7:00 am to 3:30 pm. As part of your new position
you will need to use Microsoft Word and Microsoft Excel at work.

Course 3

Course 1 Course 2

Business Leadership Winning in Business Achieving in Business
This course is for managers.J@This course is for managers.

! ! his course is for managers.
Itincludes: Itincludes:

It includes:

Project work Project management
Meetings Microsoft Office
Administration Teamwork
Communication Communication
Microsoft office Problem solving
Develop critical thinking Budgeting

Productivity Policies and procedures

Project management
Financial planning
Manage market research

Advances in technology
Leadership

@
g
@
* Administrative systems
g
@
* Human resources

DELIVERY DELIVERY
Self-paced study Self-paced study and one
day a week face-to-face.

DELIVERY
Self-paced study

(a) Which is the most suitable course?

ASSESSOR: Satisfactory Not satisfactory
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2. Sinking of the Titanic

Read the front page of The Boston Daily Globe and answer the
questions below.

el @he Boston Baily Globe, [F2E]

__.,_

Yol LAKKI-ad 147 BOSTON TUESDAY APHLL “AFRIL 16 1912 ]“l"-l"n PAGES --'-'——52'— ]Hlfl'l'“i:l'('] NTs

TITANIC SINKS, 1500 DiE

Carpathia Picks Up 675 Out of 2200---Races for New
ank---Survwors ‘Mostly Women and Children. -

POLICE ORDER | | | Giant Steamer Goes Down
DORR'S ARREST Before Halu A,

Lynn Chiel Accuses Hml ol Ihe
Morder o Gmrge E. Marsh. |

Sespect S2id b Ham Lem Inru
Thartdty H::II lm le Here, | |

SR hite Star Officals A
: “Horrible Loss of Life",

i ————

! i.‘rm.[!.ﬂ S Tragedy In History
Olf Newloandland Coast

ATHAL mm e e v e e
e ., iy e e | B i, m |
e e e it
.,_._,_._‘. § sk B e TS i
e g M | i e B—

hli

TeaTy sai Frg L -Ililrl.l._:-ll'-l'l.'

(a) What date was the newspaper published?

(b) How many people were rescued?

(c) How many people did the newspaper say died?

(d) Were the survivors mainly men or women and children?

(e) How much did the newspaper cost?

(f) How many pages were in the newspaper?

ASSESSOR: Satisfactory Not satisfactory
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1. Listen to an order

You are working at a take-away food place. A customer is giving you an
order. Listen carefully.

(a) Listen to your assessor. They will read out the part of the customer.
You can ask for the order to be repeated twice.

(b) Repeat the order to your assessor.

ASSESSOR: Satisfactory Not satisfactory
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Numeracy pm

Level 3 x[=

You may use a cacuVQumeracy section of the LLN test.
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1. Shopping

Look at the following items. Circle the one that is the best value.

3 x 1 litre bottles of colaat = 2 x 2 litre bottles of cola at
$1.50 each $3.50 each

1 x 2 litre bottles of cola at 4 x 1 litre bottles of cola at
$2.50 each $3.00 each

ASSESSOR: Satisfactory Not satisfactory
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2. Budgeting for a holiday

SCENARIO

Version 2 - August 2023

Joe and Jane are saving for a holiday. Together, they earn a combined
weekly income of $1668. Their holiday to Cairns leaving from Melbourne
will cost $5000 including spending money. Look at their weekly costs.

If there are 4 weeks in each month, how many weeks will it take to save

up for the holiday?

ITEM COST CALCULATION
Rent $650 per week
Electricity Average of $75 per week
Entertainment Average of $120 per week
Water Average of $40 per week
Groceries Average of $250 per week
Car registration $860 x 2 cars = $33 per week
(a) Weeks needed to save for holiday = weeks

ASSESSOR: Satisfactory

Not satisfactory

26
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3. Edward de Bono and the 6 thinking hats

Edward de Bono developed the concept of 6 ‘thinking hats’ to help solve
problems. They are:

The White Hat calls for information known or needed. “The facts, just
the facts.”

The Yellow Hat symbolizes brightness and optimism. Under this hat
you explore the positives and probe for value and benéfit.

The Black Hat looks at the risks, difficulties, problems — The risk
management hat, probably thedfmost powerful hat; a problem however
if overused; spot difficultiesswhere things‘might go wrong, why
something may not work, inherently an action hat with the intent to
point out issues of risk with intent to overcome them.

The Red Hat signifies feelings, hunches and intuition. When using this
hat you campexpress emotions and feelings and share fears, likes,
dislikes, loves, and hates.

The Green Hat focuses on creativity; the possibilities, alternatives,
and new ideas. It's an opportunity to express new concepts and new
pergeptions.

The Blue Hat is used to manage the thinking process. It’s the control
mechanism that ensures the Six Thinking Hats® guidelines are
observed.

[Source: www.debonogroup.com]

Continued next page...
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3. Edward de Bono and the 6 thinking hats

SCENARIO

You work in a paper factory. The machine in your section is old and slow.
Productivity is low. A new machine is expensive but would significantly
increase productivity. The pay back period for the machine is five years.

What should the team do? Look at the arguments below and say what

hat is being used.

Argument used hat used

“l feel positive about getting the new machine.” Answer:
“I've done the figures. The machine will |1aét longer than the pay Answer-
back period so we will be in front. Theséare facts.” )
“It’s risky. What if the new machine breaks down. The pay back
period might be longer. We need to find out\about the quality of Answer:
the machine before we doanything.”
“We need to use all 6 hats to.come to the right decision.” ANSWer-
“We have a site'in Melbourne, Sydney, Brisbane and Perth. Perhaps
the company will pay for someone to check out their machines so Answer -
that we can change the best one.”
“l have a strong hunch it won’t work. | don’t like the idea.”

Answer:

ASSESSOR: Satisfactory Not satisfactory

11

© Easy Guides Australia Pty. Ltd.



(voiad N

&
oF




Version 2-August 2023

L1

2. Model Work Health and Safety Bill

To find the national Work Health and Safety Bill go to the Safe Work

Australia website www.safeworkaustralia.gov.au

Read pages 9 to 11 from the Act on the followi and

answer the questions below:

(a) Does a ‘not-for-profit’ business
conducting a business or undertakin

definition of a person

(b) Does an elected memb
definition of a person cond

thority come under the
siness or undertaking?

ANSWer: .......cccee....

(c) What is th initi a wWorker? ANSWer: ........ccoiieeieeeiiiinnnn..

(d) Is an out orker under the definition of the Bill?

ASSESSOR: Satisfactory Not satisfactory
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A
2. Social action

SCENARIO

You live in a quiet, tree lined street.
At the end of your street (Smith St)
is a park and small lake (Ruffy Lake)
where wild native ducks swim

happily searching for food. Birds
and possums live in the trees.

You have just heard that the local council is plannin e lake and

surrounds to build a sports oval for clubs in area.

The council has asked for submissions f
write one.

nd you decide to

[Note to assessor. The follo ple only.]

SUBMISSION FOR PLAN SUBDIVISION

Dear Mayor and Cou

ASSESSOR: Satisfactory Not satisfactory
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Level 4 x[=

QV

You may use a calcu umeracy section of the LLN test.
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2. Budgeting for a fundraising sausage sizzle

You have been asked to organise a fundraising sausag a sports club.
The ingredients you will need include:

600 sausages in packs of 24 at $12
$2.50 each.

« 18 loaves at $3.90 a loaf. 18
e 10kg of onions at $0.56¢

12 = $288. Sell for

70.20
$0.56 = $5.60

* 5 litres of sauce (barbec ato) at $1.80 per 500 ml bottle.
$3.60 x 5 = $16.0

e 210 cans of soft d .
30=7.0x% for $2.00 each. 210 x $2.00 = $420

(a) What is st of all the items? $..............

(b) If you sold
profit.

(c) If you sold only half the items would you still make a profit?

(d) If you raised the price of the soft drink to $3.00 how much extra
profit would you make? $...................

ASSESSOR: Satisfactory Not satisfactory
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