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ABSTRACT

This assignment pack is designed for students and
tutors working in open, flexible, or distance learning in Britain.
Each of the six sections contains the following: (1) a detailed
contents page that identifies the assignment under an activity
heading, an individual title, and indication of the relationship to
the City and Guilds of London accreditation system; {2) a variety of
assignments; and (3) answers to the assignments for student
self-checking. Skills the user needs before beginning are listed for
each assignment. Each assignment is freestanding, though part of a
thematic area. A signpost system guides the user through the pack; a
key to the symbols is provided. The six sections, and representative
assignment topics, are as follows: travel (making a hotel
reservation, planning a route by rail, reading a pie chart); personal
finances (planning a weekly/monthly budget, request for a car
insurance quotation, filling in a motor accident report form); job
seeking (finding/working out the cost of a classified advertisement,
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Introduction

The Assignment Pack has been designed for stiidents and tutors working in open,
flexible or distance learning. It is made up of six sections. Each section contains:

® adetailed contents page which identifies the assignment under an activity
heading, an individual title and indication of the relationship to the City and Guilds
3793 and 3794 accreditation systems

e qavariety of assignments

® answers to the assignments for student self-checking.

Students following the accreditation systems should not refer to the answer sections
provided but have their work checked by a tutor.

Each assignment, though part of a T'hemoﬁc areq, is free-standing. The stud 2nt should
be encouraged to self-select assignments appropriate to their level of ability and
retevant to their planned programme of work.

Asignpost system has been adopted to guide the user through the pack and alfow the

maximum amount of independent use. Six symbols are used and a key to the signposts
s provided.

In addition fo being a tearning resource for students, the Assignment Pack provides

tutors with an example of how 1o generate open learning materials using everyday
sources.




FKey

In this pack there are signposts on every page. These signposts will help you with the
assignments.

Here are the signposts and what they mean:

Ill}]] way in

r/l

&\E written element
|

¢ 9 spoken explanation, demonstration or role play
1

S‘;:; use a calculator
]
i

8‘@\ information
E

%E use a telephone




Reading

e Getiting your vehicle registered -
WP, Stg 1

Forms
o Filling in @ Bus Pass form — WP, Fdn

¢ Making an hotel booking -
WP, Sig 1; NP, Stg 1

e Compilaint letter to British Rail —
WP, Stg 1

Writing

o Writing an ‘argument essay —-
WP, Stg 1

o \Writing off for a Brochure - WP, Fdn
e Planning a frip fo France - WP, Stg 1

Graphs/Charts/Tables/Maps
e Reading a bus timetable — NP, Fdn

® Getting information from a table -
NP, Stg 1

® Reading a Car Buyers Guide -
WP, Stg 1

® Reading a table of information on
Drink and Driving — NP, Stg 1

® Reading a pie chart - NP, Fdn
¢ Planning a route by rail

Numeracy
e Choosing a credit option

e Sharing the cost of holiday travelling
expenses - NP, Stg 1

¢ Changing cash into foreign money

G




I Skills you need before you begin:
] e Reading tables of information.

Making an hotel booking

e Working out costs.
e Reading forms.

You decide to make a full weekend of it and
want o book into an hotel
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night, arriving around /,-f/&::/wm:/:!.d;é]m
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1. Read the booking form, and tell a tutor what needs to be filled in.

9
2. Show a tutor how you would pay for your accommodation. You could pay with
cash, cheque or credit card.

You can use this for Wordpower Stage 1 Unit 3 Element 2 (A)

You can use this for Numberpower Stage 1 Unit | Element 2 (B).




Writing an ‘argument’ essay

Skills you need before you begin:

v_;_]—""'

o Putting together pro and con arguments in note form.
| o Expressing ideas clearly in writing.
QQ Increasingly, a great deal of media coverage in newspapers and magazines, and on
Il\\ television and radio, is given to environmental issues.
One of the topics often discussed is the damaging effect of huge numbers of motor
cars on the environment.
This newspaper report is typical. Traffic Clogs l
ZRAF FIC jams were reported
Over the last few years, cycling has become bff;,-f;?&he EOuntry yesterday on the
popular again, and not only as a leisure ritain’s fga(? n'd O-f the vear on
activity. Fed up with sitting in traffic jams in the long Sumr;:: ;igf’gfs ended for
their cars, more and more people are using Were stretches of the Zéov;logt hi
bicycles ¢s a means of travelling to and ahnd Cornwall and Ih’e Lon(?on Z::inof
the M4() ; ;
from work. West Cu :rs] [r;lv(?tonsts headed for the
But fravelfing through busy traffic on a bike ©imes "’"',‘('l‘_li"'/"}n LU 1991 All gy reyepypg
can be dOngerOUS — and hard work! Produced fron | pe Sunelay Tipes,
28 Jubv 199
I7\\§l Make alist, in note form of the arguments for and against using cars and bicycles as
\/4 a means of travel. You can list your points as ‘pros’ and ‘cons’. ‘Pros’ are points in

favour and ‘cons’ are points against.

For example,
Cars are expensive 10 run = cons cars
Cars are convenient = pro cars

Bicycles are very easy to park = pro bicycles
You get cold and wet in winter = con bicycles

Write your list under these 4 headings —
1. PRO CARS; 2. CON CARS; 3. PRO BIKES: 4. CON BIKES.

Now turn your notes into a piece of continuous writing, divided into paragraphs.

Highlight what you see as the main arguments in favour and against the use of cars
and bicycles as a means of travel.

You can use this for Wordpower Stage 1 Unit 4 Element2 (AorC)

P
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Writing off for a brochure

Skills you need before you begin:
¢ Reading newspaper adverts.
o Writing formal lefters to get information.

Newspapers are a good place to find adverts for holidays.
Some of the adverts ask you to ‘phone for more deftails.

The adverts printed below all ask you to write off for a brochure for more information.

_ P0Boxi%
stna Corwen
' Cwyé
e@lals LL219X4
(08243333

Lazy cycling and walking holicays
in the Salzburg lake district

WATERSIOE HOLIDAYS

Pembrokeshire National Park
Sanng. panting, drawing We offer a
selection of saiing dinghies/cruisers
Secure dinghy park, private
launchings, moorngs, own foreshore.

sheftered waters, Cleddau Estuary 4 | S
Well equipped studio. ensuité rooms. with Hom
inspmng views Mouth watenng food es fish 3
for omnivores, vegetanans, dieters the @
Staysall: (0437) 890078, For more mjompeaia oselang
P.0. Box 24, Staysail, Carol g 10N contacy
Pembs. CL28YG ) gg;gim
1
PO Box 14
ROSeIand
Cumas

COTTAGES, LODGES, CHALETS
AND CARAVANS

Your widest choice of self-catering holidays. Over 2060
locations throughout England. Scottand and Wales,
From around £25 per person
per week. Special weekend
and short breaks too !

write today. Quote Ref HS66

% H566. Lowestoft. Suffolk NR32 3LT.

Choose one of the adverts.

Wirite a letter, asking for a brochure or more details.

You can use this for Wordpower Foundation Unit 4 Element 1 (A or B).

8 1,




Pianning a route by rail

R —

Skills you need before you begin:
e Using the points of the compass (N,SEW).
e Sefting out a route from a plan or map.

=

Below is a plan of British Rail's Holidaymaker Train Routes for 1991,

You live in Dundee (in the North of the map).

You are going on holiday to Paignton (in the South West of the map).
You will be travelling to Paignton by riain.

&

1. Tell a tutor which route you would take by train to get to Paignton.

2. Write out your route on a
piece of paper, include
details of all the stations
you go through on the
way.

@




Complaint lefter to British Rail

H_

Skills you need before you begin:
o Writing formal complaint lefters.
o Writing from notes.

e &

\ /4

Yesterday, you caught a train from your home town for a day trip to London.
The frip was a disaster, through no fault of your own.

You decide to make a formal complaint to British Rail.

The Enquiry Office at your local station gives you a complaint form tofillin. This is printed
on the back of this sheet.

These are the notes you jofted down about the trip:

Bought cheap day return ticket.

Told earliest at 7.24. Wrong information — already gone when got
there at 7.20.

Waited for next train for 90 mins!

Should have had buffet car but didn’t. Starving all the way. Got to
London nearly lunch-time.

Needed to catch 3.55 back because of cheap day return rules. No
room on train to sit down.

Waited for next one (99 mins again).

Ticket collector made me pay £15 extra for standard rate return
ticket. No money left. Walked home — soaked in rain.

What a day!

L

1. Using these notes, fill in the compiaint form like the one printed on the following
page. Use your own name and address and yesterday's date.

You can use this for Wordpower Stage 1 Unit 4 Eilement 1 (AorB). .

]0 .lll

—
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Complaint lefter to British Rail

== 'CUSTOMER COMMENTS

Name

Address

Journey from to
Time of train date ticket type
Comments Today's Date

Please return this form to the person who gave it to you or send it to:
Customer Services, Area Manager, British Rall Kings Cross. Londonr N1 SAP.

if your Compiaint/‘Comment is not dealt with to your satisfaction you may
write to - The Secretary, Transport Users Consultative Committee,
(Eastern Engiand), Midgate House, Peterborough, PE1 1TN.




Reading a pie chart

&

Skills you need before you begin:

e
A =
| 4 -
\
e Reading a simple pie chart to get information.
e Peporting on the information.
Asurvey of 200 tourists was carried out at a holiday camp. '
The tourists were asked fo say how they had travelied from home to the camp.
The results of the survey were made: into this pie chart:
Tourists' Means of Travel
: ‘ -~ ' d.o. PN
'.'_.:”:Z- :
50 3
]
199
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Filling in a Bus Pass form

Skills you need before you begin:
e Reading forms.

Here is a form to get a bus fare pass.

It is not a reat form, but it is like the ones used by most bus companies.

Before you start make sure that you can:
e read all the words on the form
e understand all the words on the form

e spell all the words you have to write on the form
e wiite clearly.

When you are ready, tell a tutor what you need fo fili in.

Special Bus Pass Application Form

Please use block capitals

POSTCODE "T_r—‘_m—m

DATE IF BIRTH D_,L_\___—__‘:-%
AGE LAST BIRTHDAY —

NATIONAL INSURANCE [ | T T 11 1T 1

NUMBER

R




Reading a bus timetable

%.'S Skills you need before you begin:
e Reading simple timetables.
e Reading and understanding 24 hour clock times.

Here is a timetable of buses that go from Victoria Coach Station in London to seaside
holiday resorts in Devon. The seasonal Saturday service number is 686.

It is part of a real brochure from National Express Ltd.

®
| .
Y
DEPART: Saturday from 11th May until 28th September (inc.) & Friday 24th May & 4th October
ONLY
LONDON, Victoria CoaCh SN, .cccvevereinrinitiistntiisstesesiststessssesesessnaasssssssssssssssesssnssnsnssssanens 0800

REfreSHMENt DrEEK @N-FOULE .....ceveueerereecrrcteseissssssranissssssssseeissssssssssssnsssssssssssssssansassesss R
Exminster, Bus Stop, VIage Hall ...ttt sesesisnseee 1205
Kenton, Tne Triangle ......cccccevvvuevennnnnen.
Starcross, Rail SN, coviiicvrciicneene ceeesneaessssenssensnennens . 1210
Dawilish, Beach Managers Bus Shelter, The Green .....
Teignmouth, Coach Stn. eevieveivinneiissnniiiineiinne
TORQUAY, Coach Stn., ...
Paignton, Bus Stn. .....
Brixham, Bank LANE «.cccvcevreeeivenriciines eoenrsnensininsnntinnetenitesseesessssessseesssassanens .. 1305

RETUJRN: Saturdays from 11th May until 28th September (inc.) & Friday 24th May & 4th
October ONLY

BriXham, BANK LANE cecevrueeeerrintnerenrrensvessseesstsseesssnesseesssesessessssessesssmssssssssesss sossssssssssssssesssssnns 1400
PAIGNTON, BUS S, ceeererveecreerceneneecennns .
TORQUAY, Coach Stn., Lymington RA. ...ceeinininiiiiiieine sttt s 1425
Teignmouth, Coach Stn. ...ueeeevevveneecnnnne
Dawlish, Corner Shop, The Green ......
Starcross, Rail Stn. ....cccceevveiicceecncennne

Kenton, The Triangle
Exminster, Bus Stop, VIllage Hall .......ciiieenininiciineciineneecneensesisesecnssssessassssssesssssens 1500

17\\W 1. Ifyou are going on holiday to Paignton, at what time does the bus arrive at the Bus
W, Station?

2. Atthe end of your holiday in Paignton, what time does the bus leave the Bus Station
to come back to London?

You con use this for Numberpower Foundation Unit 7 Element | (A)

14 I




Getting information from a table

B—

=

Skills you need before you begin:
e Reqading tables of information.
o Working out discounts.

o Multiplying money amounts.

Below is part of a brochure about Discount Coach Caras, issued by

National Express Lid.
12m

onts discpunf travel
=24 for just £5.00!

You con get vour Discount Cocen Coro o
ony NO'IOI’\O' EXD'GSS o CO'?OO"FOI" EXDI

3gent - there are crounc 2 590 "anc:r\w-::s

Swst como ete tne Copucatior *arm ang ‘oue

You can apply fora
card if you are aged
16 to 23, or if you are
a mature student in
full time education.
You get about 30%
discount off standard

YOU COULD SAVE THE PR;CE QF( - 2ong o COossport sizeq

In 1991, the card ' YOUR CARD ON YOUR FIRST TRIp! onolograpn 2, 5 - 4,
n e car N ) ‘mmeaiot )
3 Such ormal Aduit 101e shue You
Natono! Express gng m:’a fconomy Return® Saving  Ouv vour tirst reduceq o
—ee e T o
cos‘l’ 55' ;-s)er cemoony Coleconion t £5.00 Ove ticke! there g e
xpress op R £7.50 j i nQ then
schedun crore doty i £9.50 T YU wisn: Peogi of goe
vied coocn services £9.50 may be requureg @
nking hunaregs of places £8.50 ~arure stgenr whig
nohonwy, reo: £14,00 tudents ‘o, e 23
de ot greo: vaiye £6.2% need 10 provige evicence of

turl tme student siorys Ay

far maoney tares
e e e
- —— oo

Now f
*tvauore 0 voung .
person o i
gea 6 tc ¢ 331 20 weeks o veor:

wost 15 hayrg stuay for gr

A
23 or

Or 0 matyre student in o, tme equconon A
YOU COr et : . e
s 0bout 3G*: ot s'ongorg *ares tor e o
¢ whoie 12 moning 1g, ust £5 001 ¢ oo oo o

< oo o
0 either woy ocntaeay . ey, reon
¢ v

Mhat s mo-e this Oiscount -¢ 0's0 cvor ep.
07 uxury Ropige <oaches ono on or N
Careconion Express services withsn Scation
0nd between Scotiang onda Lendon Young °

<0nnot afigrg 10 be
~ thout your
Por - g

SO$ On'y cen giso get some aiscounts gn

cect
on E..,!olvnes routes 10 the contineny +
B L asr any Agenr

DISCOUNT KoY Xa, CARD )>3
Incorporating Student Coach Card

1. How much will the fare be from Manchester to Bournemouth if you have got a
Discount Coach Card?

2. How much is the Normal Adult Economy Return Fare from Aberdeen to
Birmingham?

3. How much would you save by having a Discount Coach Card if you dici atrip from
London to Bristol once a month for a year?

You can use this for Numberpower Stage 1 Unit 6 Element 1 (A)

BEST COPY AVAILABLE 5o




Reading a Car Buyer's Guide

| —

Skills you need before you begin:

iy, _—
e Reading tables and charis to get information.
N If you are thinking of buying a new car, you may
AN need information on price, performance,
©x and petrol consumption before you make your
- final choice.
...0PG AT 58 MP¥: Fuel contumplion hgeres are from
the official list published by the Department of Energy.
giving miles pec Galion tn UIDIA use and 31 2 steady SEmph . . . . .
FORD © COO® Thisis portqfoCorBuyer‘s Pncg C;im;ie, pubthtsh.ed ina
resta Pooulas 3 0w ws w1 0 !ocol evgmng newspaper, which gives just this
T b besa  fwm @ 147 43 e« | information.
Fiesta 18 Giesel Pop Plus  £8541 84 141 457 706
Frasta 110X 3 de £8582 94 155 463 657
qullleu: £8930 94 155 lg: 6;; ) . .
Frea 18 D0 3 g B ' one 2 %e | Itis set outin the form of a table, with a key to
Foia 13 Gt b ot & 2 i explain the symbols used
:m:allshmhh £9380 102 106 328 543 p n ym os )
Flesta 16 S £9074 108 93 321 523
Fiests XR2: f10566 118 81 285 496
b i33e  am % 64 %2 56 | The information supplied only applies to brand new
gmr:us-m £8480 96 t64 392 576 ! m I ppl y pp .
Eroon 1301 5.0 o %8202 cars, because second-hand cars will not perform as
Baal aese oo % s 82 98 | accurately as they did when brand new. But the
am}'ui‘u 761 103 137 :u; a5 ) .y ! y i ] ) w. bu
boedlaxsy,  Donom ol A7 42 | information is a useful guide, even if you are
Ban 1454 oo o s w7 84 | thinking of buying second-hand
Ercan 148LX e £10382 110 V16 357 504 go ying - :
£scort 1.8 Ghia 5.& £11271 10 118 307 504
Eacoct 18 Cabrio £14622 115 104 280 471
Escot 1.80 Pop 3 £4%81 94 181 471 873
ks SR HP L
bonlBNiE,  ED RWL OO You want to buy a Ford car which has a low fuel
‘éﬁ'ﬁ"ﬁ“ﬁ,‘}, g“,gg § i‘;% ;:; Sséé consumption rating, based on Department of
£13 R . .
Eniwe mn &g | Energy stafisitcs.
£acort 14 6LX Ext £11005 103 148 X 47
facert 18 6 £ Hid1 10 123 194 &6
BanltGuin o w0 u3 a4 4: | YOu are prepared to spend up to £9,500.
Onien 1.3 LX £5351 47 172 392 576
Gvom 13 0 e 3 11 81 ae . .
Sren 14 X nom % s 317 ks | You would like a choice of at least 4 models to
Cvon 1. b flls s 13 7 @6 -
Orion 181X 10707 110 121 27 %04 select from.
Orien 1.8 GLX £10760 110 121 307 504
Orion 1§ Ghia £11965 110 121 307 S04
Ovion 16 EF1 Gha £12333 115 111 280 471 .
§ i%EE:‘.‘ Ei:"‘:ég § igé gi 533 You need to know how much each one will cost,
SrarSoophe 16 woe 1w 120 17 sia | Qnd what its fuel consumption a 56 m.p.g. will be.
N Sareeoe 1860 flieis 108 114 137 &3
\\\\] Swerra/Sapphie 20 X £12097 114 100 266 483
AR A R
’ Seague i 4568 81 | Wiite alist of Ford cars which meet these needs,
g:::i‘g'g’gg,. ﬁg&,:é i§§ ii; ﬁg §§ showing model, price and fuel consumption figures
INTa $1} X .
semisdaln o e sza @) | atasteady 56 miles per gallon.
Granads 20 1X 4,3-d¢ f1 115 109 285 514
Granada 2 0s GLX 4/5-d¢ £17584 117 106 254 423
e 0 Cha bl Gy 117 117 135 B4
Geaneds 291 Scorpie ann w1 w2 ws we | (© Nottingham Evening Post

You can use this for Wordpower Stage 1 Unit 2 Element 3 (C) ?
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Choosing a credit option

Tap)  SKills you need before you begin:
]

e Comparing credit interest rates (APR).
e Reading tables of information.

o Selecting the best buy from a range of credit options.

Below is an advert showing different credit options to buy a brand new Metro
Advantage car.

It gives 5 different finance options to choose from, each with a different APR (Annual
Percentage Rate), deposit and/or part-exchange amount, amount of and charge for
the credit, number and amount of monthly repayments and total amount payable.

CONFUSED ABOUT | i

PRICE CUTS? 15.3%apr__*

WETRG | - AQVANTAGE
O TwE ROAD PRICE “223‘;3
DEPOSITOR®Y e
AMOUN? OF SREDYT csey %
1 ABMONYNL' PAYMENTS s
| -vaRGE FOR CREO!T gt
; . ABL!
“ ~QTAL AMOUNT PAY
|
; ()
‘ O 0 APR
] /
11 ADVANTAGE
ELCIA £6336 00
| On TrE ROAO PRICE cese 0
\ OEPOSIT OR P X 316000
AMOUNT OF CREO!Y AR
12 MONTHLY PAYMENTS g
'WARGE FOR CREOVY )
som. AMOUNT PAYABLE 633600
’ O,
| gy 7.9 % apr
| T T METRO 11 ADVANTAGE
£ ;6 ‘ s ON THE ROAD PRICE gg?::gg
l OEPOSIT OR PIX c3i6800
| aWoUNT OF CREOIT
’ AD
ON THE RO,

AND FOR JUST £685° | SRR, S
DEPOSIT  |15.6%ne=

5.6%aee | 1387
YOU CAN  |mmmme o o

£ ROAD PRICE
£6335 00 ON TH e
P T“EmzlimCE €1267 20 QEPOSIT OR PX
DEPOS!
DRIVE HOME

5068 24512 |
CREOVT LA
MON ¢ ;2 :mrr::v PAYMENTS 1;;: ?’é \
£138
o E For ool £1601 74 CHARGE FOR CREO:TAELE o \
AR v CR::D:TABLE €1937 74 TOTAL AMOUNT PA
TOTAL AMOUNT PA

You have a car worth £2,000 that you want to use in part-exchange against a new

Metro Advantage. You also have savings of £600 to use as a deposit. You car only
afford monthly repayments of up to £160 per month.

|
Explain to a tutor which finance option woud be the best for me to choose with the
amount of money you have to spend, explaining why the other options are less
suitable.
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Getting your vehicle registered

Skills you need before you begin:
® Reading for information.
e Reporting on information.

When you buy a car, motorbike or other vehicle, you must get it registered in your name.

The Department of Transport's licensing centre, the DVLC, needs up-to-date
information on all vehicles on the road in Britain and their owners.

When you buy a vehicle, you should be given the Vehicle Registration Document V5
along with any other documents like MOT certificate, service log book, etc.

if the vehicle is second-hand, the przrson who sold it to you should:

e fill in the bottom part of the document — the Notification of Sale or Transfer
® sendit o the DVLC in Swansea

e give you the rest of the Vehicle Registration Document V5,

As the new owner, you should:

o fifl in the section on the back of the document with your own personal details
® send the whole document off to the DVLC in Swansea.

Intime, a new Venhicle Registration Document V5 will be sent to you, showing your name
and address as the new owner.

You will also receive a copy of the information leaflet shown on the back of this
worksheet. It has more information about the Vehicle Registration Document V5.

Read the information on the next page carefully and then teli a tutor:
1. What should you do if you find that your address is incomplete?
2. What should you do if you sell your vehicle to a scrap dealer?

3. If you wanted to get in touch with previous owners of the vehicle, how could you
get information atout them?

You can use this for Wordpower Stage ont Element 1 (AorB)
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Getting your vehicle registered

e

Depart uen of Traasport

Your Vehicle Registration Document (V5)  INST?
Aev. Mateh 191

information Leafiet

® Please read this leaflet carafully and keep it with vour
Registration Docuinent in a safe place.

Please check all the details on the Registration
Document and tell the Centre as soon as possible if
anything 1S incorrect.

® Nama and Address

Please check thatyour nameand addressarecorrecton
thz document, If there are any mistakes, send it to
DVLC. Swansea SA99 1AR, with a letter saying what 1S
wrong.

Do not send it back if it contains only part of your
postcode. This is because the correctfull postcode was
not given. When you next need to send the document

you g
If 0ou self transfer Scrap,
3 ster,
t y
or the vet icle de ails, ou M

ther or pe,
218anychange .f: v‘;)mane"
urna

tly export the

1o DVLC. tell us what your postcode should be and we Ifyou UST ten Dng‘eand address
wall correct it then. ® san 3t once.
. o
The county has been left out of most addresses. This r transfer the vehiel
should not affect delivery because DVLC hos special iommete the tear. ¢
arrangements with the Post Office. 40 not do grie o 0ffshp at

@ Vehicla Details 30 that it canrbl;s:- Give the ::;L‘,vsa‘:t“tﬂuu.

Please chack these and tell the Centre if they are yzh‘CIe.AneW,eg‘ss‘:? to tell Dy ¢ rhaozm

incorrect. Only the details which apply to your type of au: should keep 5 noa“"” document w?
vehicle are given. For example, sealing capacity and th ress. and the day t€ of the new kee ‘
Laxable weight are not atways shown. € vehicie, € onwhich 4

The model/type and colour are shown in accordance
with the manufacturer’s basic lerms. They may not
mateh the full descriptions.

e

VIN is short for Vehicle Identification Number. Thisisa vehicle, |f vo ? broken.

unique identification aumber which is gradually being to a serap deu fass itto a Up or des
introduced on newer vehicles 1o replace the "oid’ top part to ¢ a
chassis numbers. You ¢an normatly find this number

compj Y export i
scm: €te section 2 on 1h the vehicle
PIng if yoyu hay, ¢ back of the vs

er) compy
he dealer ¢

th
vehicie's lare, 'S You may re © bottom of

the Vs, if yo,
€s about the
€ new keeper

e/she hag the
“_hen besent,
YOU soId oy s 2Me and

or transferreq

only notify

Nother per troyed t
son fo he
ete the tear-off sclscrap teven

actualt o
on a plate near the engine. If your nayn:eaks up the vehil:;‘;:3 can teit Dng fr":i !:e
changed and addreg ) €
® Number of Former Keepers o,thgvs'COmple:eelthers:czc.':) the vehicle detai
. . . n * ]
If a vehicle was registered before 10ctober 1974 nrwas Send the Torsection 3°“thse I;avt:—
not new when it was first registered. the numuer ot DVL, lswgomnlered tear-off sf; ack
tormer keepers is counted from the date on which the 10 this waig nseaSASS 1AR. 1 slip, or the ameng,
centransed record was set up. You may obtamn ary 1o give th ress giving the ;_anoudo nothave th, ed V5, ¢
avallable details of previcus registered keepers ty € registration Ormation. Pleage € VS, wrie

wniting to DVLC, Swansea 3A99 1AN.

PLEASE TURN OVER mbar

ries, write
A99 18

(0792) 772?vsfwansea s

Check details and tel|
DVLC of any changeg

nu
mber of the Vet femember

e Enqui
or telephone Swa(rlm:‘rv
ea




Reading a table of information on drink
and driving

E‘gl Skilis you need before you begin:
e Reading tables of information.
e Reporting accurately on information given in tables.

The information given below is all about Aicohol Gnd the Law. it comes from a
supermarket leaflet on Sensible Drinking.

It is important that anyone driving a vehicle understands clearly:
e the iaw on drinking and driving
e the alcohol content of

aicohol levels rise, it itial feelings of ch
e the effects that alcohol can ,";;Zﬁf;’gngﬁ? are repiaced by impaired fu;;:#f;ss
i -
have on men and women. are impaired nerve fuens X Str3ight and other symptoms

r ction. In general, wom
higher blooq alcohol levels and suffer greater iflz;;::: I‘:If
men for a given number of drinks. >than

Look carefully at this table

of information: :Jm{ Blot::‘;lﬁmﬁvels Effecton a normal weight man
Upto2 Upto30 Cheerfulness, incraase n seff-confidence
: 30 Increased sisk of having an accident
Y S
5 80 Loss of driving licence if caught
10 150 Slurred speech, loss of seff-control
12 200 Inability to walk straight, loss of memory
18 400 Oblivion, maybe coma

{?emember: 1‘unit’ of a
in Y% pint of beer OR 1
10 ‘units’isin §
bottle of wine.

18 ‘units’isin % bo.
OR 9 pints of beer.

Icohol is 8g of alcohol ftis contai
. ntained
small sherry OR 1 pint of cider.

pints or beer OR 5 double scotches OR 1

ttle of spirits OR about 2 bottles of wine
Either write OR
report fo your tutor:

NlKZ

1. What effect would you expect to see on anormal weight man after drinking 5 pints
of beer?

2. What would his blood alcohol level be?

3. What does the law regard as the minimum blood alcohol level to be ‘over the
limit™?

You can use this for Numberpower Stage 1 Unit 6 Element 1 (A).
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Planning your trip to France

e

I

Skills you need before you begin:
¢ Reading maps.
o Planning routes.

You have decided to go fo France for a holiday. You are travelling by car.
You need fo plan your route by road and ferry.

Read the advert below for Sealink Channel crossings.

Get aroad map of Brifain.

Pian a route from your home town {o
one of the French ferry ports, you will
need fo include in your plan:

9

e starting point and destination

HOILIDA
e road/motorway numbers H &T EF E@ A N <C‘%7EO

From the bege

O the Mounrag,

he
s oand he IO
nd

e directions, eg. north, south, left, right

the Crtes, Frinee
R

. SO

coul

d wane. And noy there 4
- X Adre
ECU there by Sealink Dy,

Oty

otters eve
Severvthing holi
g ln‘d“" .
N Mianer

tour gy o

e and key landmarks on the way

}'-\‘ estane .
mik :1 n(.B"“l”.‘f“l‘. Newhaven !() .
. . . AeUr new Sk by
e approximate distances or time rossing b

needed fo make the journey o e
. whae abe . 3 U ey

(allow 2 hours for the ferry crossing) el P e
Cre too: o

hu\\ Jh(‘l"

N2 geed g Ree YOIy naep

e names of major towns and cities the children: orm, holdo s park e
m BPary, tor . fomance “Weekeng
passed through. : o

Penchane, 4o py,.,
s de probleme

2 free
vour oyl trave]

A A
l‘r W

ochure g vont e
gent o
Or.k.lnlﬁﬂ(lﬂn ar y o 'nur(‘rln‘!

S&on

006 : "'{‘hnn(-
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Changing cash into foreign money

&

Skills you need before you begin:

o Finding out information.

e Working out currency conversions.

e Working out percentage commissions.

If you want to go abroad on holiday, you will need to buy some foreign currency.

Q.

A
Banks advertise their ‘exchange rates’ as buying and selling rates.
These are the current rates that they buy and sell each foreign currency to businesses
and the nublic. The rates change frequently, sometimes daily. Their buying rate is

YA

N

always higher than their selling rate, because they need to make their profits when they
buy currency from you.

So, forexample, if you if you want to buy some French francs from abank they would selll
them to you at arate of, say, 9.70 FF (French francs) per £1.
For £100, you would get 970 FF.

If, at the end of your holiday, you have some francs left over, you could take them back
to a bankin Britain, and they would buy them from you at a rate of, say, 10.20 FF per £1.
So,your 970 FF would only be worth £95.10, after you had sold them back to the bank!

This is one of the ways that banks make profits.

They can also make money by charging you a commission w=en you buy and sell
currency. Sometimes the commission is a standard fee, say £5 per transaction.
Sometimesit is a percentage of the amount, say 1%. The commission is deducted from

the amount, before the cash is handed over to you. However, some banks dont charge
a commission at all.

1. Find out from a bank what today's buying and selling rates are for French francs.

2. Find out if the bank charges a commission, what form of commission it is, and what
it will cost you.

3. Work out how many francs you would get at today's rate for £100, including any
commission.

4. Work out how much you would get if you wanted to change back 80 francs into
English money, including any commission.

2!/
22
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Sharing the cost of your holiday fravelling
expenses

$

Skills you need before you begin:

o Tofalling costs without a calculator.

® Sharing costs by dividing without a calculator.
e Making payments.

e Checking change.

You and 3 friends decide to go to France for a week's camping holiday.
Rather than go by train, you all prefer to drive over in one car.

You decide to have a kitty for travelling expenses, with each person putting in an equal
share to cover costs.

Before you leuve, you work out the main costs.

You may use a calculator.
1. Work out the total travelling costs.
2. How much is each person's share of the costs?

3. Show atutor how you would pay the bill for the car ferry ticket, using notes/coins or
acheque.

4. If the tutor gives you any change, is it correct?

If it is wrong, what should it be?

&

You can use this for Numberpower Stage 1.Unit 1 Element 3 (B).

AIRAY




Answers

Making an Hotel Booking
2 questions both to be checked by tutor.

Wwriting an ‘argument’ essay
2 questions both to be checked by tutor.

Writing off for a brochure
1 question to be checked by tutor.

Planning a route by rail
2 Questions both to be checked by tutor.

Complaint letter to British Rail
Form to be checked by tutor.

Reading a pie chart
Approximately 50 tourists.

Filling in a Bus Pass form
Form to be checked by Tutor.

Reading a bus timetable
1. 12.50pm. 2. 1415pm.

Getting information from a table

1 £2300 2. £47.50 3. £60.00
Reading a Car Buyer's Guide
Must irclude

Fiesta 1.8 Diesel Popular Plus £8,541 — 70.6 mpg
Fiesta 1.8 LXD 3 door £9.379 - 70.6 mpg

Escort 1.8 D Popular 3 door £€.981 - 67.3 mpg
Escort 1.8 D Popular 5 door £9,338 - 67.3 mpg.

Choosing a credit option
1. 13.8% APR is the best opfion.

Getting your vehicie registered

1. ReturnV5 to DVLC, Swansea 5A99 1AR with a letter saying what is wrong.
2. Complete section 2 on back of VS form and complete tear-off slip. Give top part of form V5 to

dealer. Send slip or amended V5 form to DVLC Swansea SA99 1AR or write o this address quoting
vehicle registration number.

3. By writing to DVLC, Swansea SA99 1AR.

Reading a table of information on drink and driving
1. Slurred speech and loss of self-control. 2. 150mgM00m!. 3. 80mg/100ml.

24 2




Answers

Planning your trip fo France
1 question to be checked by tutor.

Changing cash into foreign money
4 questions to be checked by tutor.

Sharing the cost of your holiday travelling expenses

1. £229.80. 2. £57.45. 3. To be checked by tutor.
4. To be checked by tutor. 5. To be checked by tutor.
20
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Access Skills

® Requestforacarinsurance quotation
-WP,Stg 1

| ® Using a telephone directory fo find
| addresses and telephone numbers
for Benefit - WP, Stg 1

Forms

o Filling in a motor accident form -
WP, Sig 1

¢ Reading a form for Non-Taxpavyers
WP, Fdn

Letter Writing ! P E R s o N A L
o |etter of complaintto aHeud Office F | N A N c E s

WP, Stg 1
o Writing a covering leffer WP, Fdn

Numeracy
o Planning o Weekly Budget - NP, Fdn
e Planning a Monthly Budget - NP, Stg 1

o Selecting the best Savings Account - .
NP, Stg 1; WP Stg 1 i

o \Writing a cheque for the Telephone ‘
Bill - NP, Fan |

e Planning a vist fo the Bank, using the
new opening i.ours - NP, Fdn 5

e Reading a repayment table for ¢ car
loan

o Adjusting an estimated electricity bill

|
e Calculating the interest to pay the ';

| Pawnbroker Reading Articles
[ e Reading about Store cards -
WP, Stg 1 !

¢ Reading a magazine article on
budget tips WP, Fdn

i
|
e Comparing two different Current 1

Accounts I

227




I Planning a weekly budget
=] Skills you need before you begin:
|||>] A
e Understanding of pounds and pence.
e + — money amounts up to £150.00.
Jane works as a clerical assistant and lives at home with her parents.
Her weekly budget looks like this:
HHITHS
B0
Spending Money Board
£22.00 £60.00
£
Take home pay
&7
Savings L0« Clothes
£20.00 . £8.00
Transport
£14.00
Add Jane's financial commitments together to find out her weekly take home pay.
@.J Youmay use acalculator.
N2

Jane has just had a pay rise of £15.00 per week.

Make up Jane's new weekly budget in the same format as above.

You can use this for Numberpower Foundation Unit 2 Element 2.




I Planning a weekiy budget
O  Make up Jane's new weekly budget:
K You may use a calculator.
; =N
; N=
|
HEITHH
FIEIC
Spending Money Board
£ £
£
Take home pay
S
&
Savings Clothes
£ £
Transport
£
o~ You can use this for Numberpower Foundation Unit 2 Element 2.

29 34




Planning a monthly budget

o ——

5

Skilis you need before you begin:
e + — money amounts up to £1,300

Mr and Mrs Hassan live with their three young children in a rented house.
They both work full time and their joint take-home pay is £1,250 per month.

Prepare a monthly budget for the Hassan family of 5, using the following headings as
guidelines.

&

Check your amounts tally with the total monthly income of £1,250

Total Monthly Income £1,250

\ Rent

S Food
m w’ Electricity
Gas
Insurance
TV rental
Telephone
Travel
Holidays
Car
General Repairs
Savings

Charges made by
local government

TOTAL £

You can use this for Numberpower Stage 1 Unit 3 Element 1.
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Reading a magazine article on budget tips

PERSONAL

Skills you need before you begin:

e Reading magazine articles.
e Reporting on the key points.
e Expressing ideas.

Magazi ive ti
gazines often give tips on ways to save money

Read the article carefully.

BUDGET TIPS

Take a look at your day-to-day
financesityouare teelingthe pinch-
astrict budgetis the bestwayto avoid
comtort spending and save money.

e Work out your monthly expenses.
You must include everything
including clothing, Chiristmas and
bithday presents and daily fritter
money.

o Nowlooktosee where youcan cut
down. Changing youl diet, giving up
smoking, of cufting down on alcohol
consumption would make G
considerable difference.

o At work, check that you have the
right tax code on your pay slips.

e ityoudo get pehind with your
poyments to creditors, always fet
themn know sooner (ather than iater.
You may be ableto negotiate a
temporary freeze in payments or @
pudget scheme.

o Beware of using your credit card it
youare not sure you can pay yourbill
at the end of every month. You can
usuaily borrow money more cheaply
elsewhere.

e The Citizen’s Advice Bureau is
willing to help anyone who isin
trouble with money.
Telephone: 071-8332181.

Yo [

u can use this for Wordpower Foundation Unit 1 Element 1 (A)

You ca [ . l
. n use this for Wordpower Foundation Unit 4 Element 2 (A)

ERIC .

-t

FINANCES

Now tell a tutor:
Section A

1. How could you cui d
own
spending? onye

2. Why it is advisable to let your creditors

know sooner, rather th i
_ , an late
behind with payments? " iyoutal

3. Who could you ¢ '
\ _ ontact if yo i
financial difficulties? vouraninio

Section B

4. Write down at le
' ast two of your id
showing how the media today °

encourages people to spend money

313,
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Reading a repayment table for a car loan

] e

Skills you need before you begin:
% Recding fables of information.
e Adding and multiplying.

\ /

Many people consider a loan from a bank or building society when buying a car.
The chart below is typical of loan repayment tables available.

Explanation of Terms,
AP.R. means Annual Percentage Rate of Charge.

When the APR. is fixed, that means your monthly repayments remain the same
throughout the period of the loan.

CoverSure Gold Premium is an optional payment each month. CoverSure will pay your

monthly repayment shouid you suffer from iliness, accident or reaundancy. Most
lenders offer a similar service.

Loan Repayment Table APR 26.9%

AMOUNT 12 24 36 48 60
OF LOAN MONTHLY PAYMENT MTHS | MTHS | MTHS | MTHS | MTHS
£1.600 Monthly Instaiment 94.59 52.90 39.26 3264 28.80
‘ CoverSure Gold Premium 6.24 4.65 450 4.80 5.37
£1500 Monthly Instalment 141.88 79.35 58.50 48.95 43.20
. CoverSure Gold Premium 9.36 697 6.75 7.18 8.05
£2.000 Monthly Instaiment 189.18 | 105.80 78.53 65.27 57.61
‘ CoverSure Gold Premium 1247 9.29 8.99 9.59 10.74
£2.500 Monthly Instalment 23547 | 132.25 98.16 81.59 72.01
' CoverSure Gold Premium 15.59 11.62 11.24 11.98 13.42
Monthly Instaiment 283.77 | 158.70 ; 117.79 97.91 86.41
Youwantto £3.000 CoverSure Gold Premium 1871 | 1394 | 1349 | 1439 | 1610
borrow between
Monthly Instaiment 331.06 { 185.15 | 137.43 114.22 {10081
531000 Gnd £3.500 CoverSure Gotd Premium 2183 16.26 1574 16.79 18.79
to
53'500 £4.000 Monthly Instaiment 37835 | 21160 | 157.06 | 130.54 | 115.21
purchcse lo! . CoverSure Gold Premium 2495 | 1859 | 1799 | 19.19 | 2147
car. £4.500 Monithly Instalment 42565 | 238.05 | 17669 | 146.86 |129.61
i CoverSure Gotd Premium 28.07 20.91 20.24 2158 | 2416
\:.3.‘, You may use a £5.000 Monthly instaiment 47294 | 264.51 | 196.32 | 163.18 | 144.01
: CoverSure Gold Premium 3119 23.23 2249 23.98 2684
NZ  caleulator.

%

Calculate how much a loan of £3,000 over 36 months would cost you in total.
1a. Without CoverSure 1b. With CoverSure

Calculate how much a loan of £3,500 over 60 months would cost.
2a. Without CoverSure 2b. With CoverSure.

3
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Request for a car insurance quotation PERSONAL
FINANCES

Skills you need before you begin:
® Asking questions in a sensible order.
e Giving and getting information.

You have just bought a car, a second-hand Allegro 1.3 from the ‘Classified
Advertisements’ column in your local newspaper.

Here are the details.

ALLEGRO 1.3 4-door, 1981.
One year's MOT, 6 months
road tax. 15,000 miles only.
Excellent order. £875.00

You will need to insure the vehicle before you drive it and you decide to ring round
three insurance companies to ask for quotations, this is the first one you choose.

The Minster Insurance Co.

24 Bridge Road. Dewsbury
Tel: 0801 67341

Either use a telephone or role play with your tutor, requesting a quotation for your
Allegro 1.3.

You can use this for Wordpower Stage 1 Unit 5 Element 2.




Writing a covering leter

'ﬁ'\;l Skills you need before you begin:
= o
o Writing formal leftets.

A covering lefter is a short formal letter of introduction or explanation attached 1o

another document, e.g. a report, an invoice, a cheque, or a form. If is useful fo keep @
copy for your own reference.

Here is an exampie.

24 Gainford Road
Aycliffe

Enroiment Secretary
Brookside College
Aycliffe

24/2/9

lment

lose a completed enro ;
fo‘r:1nfcor course no.451, B?smEE‘r;-gég;,

er with my cheque’ or 50p-
tos‘gt‘a:;k forward to receiving confirm
ation that my application has been
accepted.

Dear Sir, \

Yours faithfully
Jean Brown

The Minster Insurance Co,

24 Bridge Road, Dewsbury
Tel: 0801 67347

74 Write a covering letter to the Minster Insurance Company giving your reference
\\/‘ giving

number, stating you enclose a cheque (state the amount), for the insurance of an
Allegro 1.3.

You con use this for Wordpower Eo(mdcﬁon Unit 4 Eiement 1 (A)




Filling in a motor accident report form

Skills you need before you begin:
e Writing a short report.
e Filling in form.

Read the article.

On a snowy Christmas Eve, driving home from work you drove through the busy
Town Centfre along South Street. The car radio was on, the 6 o'clock news just

finishing with the severe weather warnings, there was to be another snowfall that
evening.

Being a built up area the speed limit was 30 mph and you were driving at a steady
15-20 mph.

Avan turned out of Chapel Street, without
any signals, and crashed into the
passenger side of your vehicle.

Mrs Cook, who lives at 24 Station Read, \ /
Barchester, was at the junction of Chapel g
Road and South Street, and saw exactly

what happened. She volunteeredtobea — ———— —— — — — —
witness. South Street

Chapel Road

2

Alocal shopkeeper telephoned the police and five minutes later PC 49 Dixon,
from Downsview Police Station, was at the scene of the accident.

It seemed quite clear fo you that the driver of the van was to blame, your car had
right of way along South Street. However, the van driver (who was angry and

argumentative) suggested that you were driving too fast for the poor road
conditions.

Having heard all the evidence, PC Dixon accepted your story and advised that he
did not expect any summons would be issued against you.

In order fo receive your insurance money for repairs to your car, you need to make

a claim to your Insurance Company. You will need to a Motor Accident Report
Forrn. Opposite is part of a real form.

Using the article, complete the form of ‘Accident Details'.

35 a7




Filling in a motor accident report form PERSONAL
FINANCES

ACCIDENT DETAILS

at 1
Cale ana bme ol af Gt Dat

LOCAION ISIEEOT Or (kT -3 11w

Speeq o
WIPER SEand it &y ALDNCALr. vOur venu it

Hiease S1IAIe wealne £onatian

D10 DGUCE AUPRE 17 wiee Ine, Aforme

It Yes Gwe NAME ana number ~ Considl-e and adareéss
of staor

Mave vou regewrd an, Summgns or Nolce ¢l intentor 1o
Prosecute ansing lram Ins accuter"

It ves Guve tub Orla -

Name(s: an0 a0dress ts of any waness
Tick DOx 0N MQNL Nand S0 1t wilfess
was a DaSSeNger 1N your venicn

Desende fultv whas happenca

coninge avereal ¢ necessa’-

SKETCHPIAN  Picase noy A Thopans jaker by alt Darkies (e athing oo 1o 1he acCitdent - 1ne nos.1on al all partics al Ine tme ot the acciden:
€ W-adin ol rCac di The poston of an; rGad $KANS OF warning:

Da vOu CONSIPT IRE OINGT LAy &S 10 Dlam:
50 hoa

DECLARATION

1/We deciare tnat Ihese detais are true In every respect and t/We understand that the claim under My/Our policy may sttect the No Clmm Dsscount
«f applicable)

Sandure Date

FAILURE TO ANSWER ANY QUESTION MAY CAUSE DELAY

WHEN COMPLETED PLEASE RETURN THIS FORM WITHOUT CELAY TO NORWICH UNION. EITHER DIRECT OR VIA YOUR INSURANCE AGENT

E 0L 6N an

€ Norwich Union Fire & Insurance Society.

36 3.
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Pianning a visit fo the Bank, using thenew | |43
opening hours Fl

Skills you need before you begin:
o Understanding hours and minutes.

Most banks have now extended their opening hours fo give the customer greater
access.

Below is part of a National Westminster leaflet about the new opening hours, from
Monday to Saturday.

Monday to Friday Saturday

1 12 n 12 n 12 1 12

6 76 S 7 6 S 7 6 5
All main Branches Over 200 selected Branches
and some smaller Branches will also be open longer from
9am-4.30pm Monday-Friday 9.30am to 3.30pm

You need to plan a visit o the bank to withdraw some money. It is Thursday and your
work finishes at 3.30pm. First you need to collect the children from school (allow 20
minutes), do some shopping (allow 12 minutes) and then walk to the Bank

(allow 8 minutes). You then catch the 4.40pm bus home which takes 25 minutes to
reach your house.

1. How many minutes will it take you from finishing work to arriving at the bank?
2. At what time should you arrive at the Bank?
3. Will the bank be open when you arrive?

4. What time did you get home?

You can use this for Numberpower Foundation Unit 2 Element 4 (A). '

374,
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Comparing two difterent Current Accounis

PERSONAL

L —

Skills you need before you begin:
e Reading for information.

FINANCES

Banks and building societies offer a wide variety of services to their customers with
Current Accounts. It would be worth shopping around to find a current account fo suit
you, before you make your final decision.

Here are two examples of Current Accounts, one a Bank and the other a Building
Society.

Read the information about the two accounts carefully.

THE NEW CURRENT ACCOUNT FROM THE HALIFAX

ALL YOU NEED FOR EASY BANKING

Good rates of interest on credit balanceds of £50 or
more.

Banking from Cardcash machines and from home
Sam till 2am every day cf the week.

Access to cash machines in LINK network.

Withdrawals of up to £500 in cash everyday (atany
Halifax branch).

Switch Service -- a fast and efficient method off
paying for goods and services.

Guarantees payment of cheques up to £50.
Overdraft facility at attractive rates.

Maxim offers technology so advanced that you can
bank from home.

Maxim Home Banking can be used to:

Check your balance
Pay bills.
Order a statement

Transfer funds from your Maxim account to other
Halifax accounts.

Benefits of an Abbev National
Current Account

Interest on vour credit balance.

No transaction charges or fees. even when
vou have an approved overdraft.

£50 and £100 cheque guarantee card.
Cheques cleared in four working days.
Abbevlink cash machine card so vou can
draw cash 24 hours a day. 7 days a week.
Direct debit and standing order facilities.
Statement available monthly or quarterly.

Overdraft facility lets vou borrow money
by prior arrangement.

Most branches are open 9am ~ Spm
Monday to Fridav and Saturday
mornings. Some branches stay open until
4pm on Saturdays.

&L | Tellatutor

1. Which features are common to both current accounts.

2. If you are housebound which account would you be most likely to choose?

3. If you have standing orders to pay each month, which account would be most
suitable?

4. Which account would suit you? Why?

A
-
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Selecting the best Savings Acccunt PERSONAL
FINANCES

) Ee—

Skills you need before you begin:
o Understanding percentages in decimal form.
o Comparing annual interest rates.

\/

You have won second prize in a 'Spot the Ball competition and received a cheque for
£4,000. Instead of spending it, you decide it would be a good idea to save with a
building society to build up a ‘nest egg’ (savings).

The three Building Society
saving accounts on the
next page are for iong
term investments, using a
lump sum of money.

Read through the details of the three savings accounts on the next page.

1. Which building society savings account would you choose to get the best interest
rate when investing your prize money?

2. ifyouwon £1,000ina competition, what would you choose to do with the money?
Write about your ideas on how to spend £1,000.

You can use this for Numberpower Stage 1 Unit 2 Element 2 .

You can use this for Wordpower Stage 1 Unit 4 Element 2

' 9 9]




Selecting the best Savings Account

Chei*tenham&Gloucester
Building Society WQO LWI,CH

PRIME GOLD ACCOUNTS

CGross* Net:
Paid

Annually
£1 up to £499 2.35% 1.76%

£500 up to £9,999 9.35% 7.01%

£10.000 up to £24,999 10.35% 7.76%
—_—
£25,000 up to £49 999 10.859% 8.14%

B, £50.000 or more 11.25% 8.44%
f —

11 40 :/R%ss 8 5:{?

£500 — £9,999 “ N ea
10-65 % 7-99% Chelf q

40




Reading a form for Non-Taxpayers PERSONAL
FINANCES
-
‘ﬁg Skills you need before you begin: %
.
| e Reading forms.
QQ From 6th April 1991, the system for taxing interest paid by banks, building societies and
N other financial institutions changed.

Iif you are a non-taxpayer, you now have to register that you are not liable to income
tax, by filling in a special Interest with no tax deducted Regisiration Form'.

This affects mainty:

e children under 16

e students

e some adults on low incomes
e retired people.

If you do not complete the form, you will have to
apply to the Tax Office for a rebate.

Read through the form on the next page carefully. ‘\\&&

‘g(j Tell atutor:
9

1. Q) If you have a 14 year old son at school with a building society account, should
you complete this form?

b) Show the tutor which sections of the form should be completed.
2. Where do you return the completed form?

3. What should you do if the person named on the form is no longer able to receive
interest with no tax deducted?

You can use this for Wordpower Foundation Unit 3 Element 1.




PERSONAL
FINANCES

Reading a form for Non-Taxpayers

InhR Interest with no tax deducted

Registration form

tw child's o-ts

P T Y . KA PRt
L child under 16 srsves o T it g et e S gt s L DD el T ®ore e

OO OO I I T T ITT]

a0

10

o (T TO CL CLLI T LI T T

SEEERENEEEDEEEEEEEREREENEENEEN

SRR EEEENEEERREREERENEEER

00

\

Red

make a false declaration.

offence to

it is a serious

R )
. L e e s
POS 14590

R85 (1990)

Remember - - . v

T
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Pawnbroker

Calculating the interest fo pay a F |E

Skills you need before you begin:
e Calculating simple interest.

e Adding money.

Pawnbrokers exist to provide immediate small loans with interest, in exchange for an

item of vaiue, usually jewellery.

Read the article carefully;

Janette needed some money urgently to make
ends meet. [t was only halfway through the month
- already she was in the red at the bank. there had
been all the bills to pay. and the expense of
clothing. for the children.

She decided to take her mother’s gold necklace to
the pawnbrokers. The pawnbroker examined the
necklace carefully and agreed to give her a loan.
based on its value. Janette accepted the offer of
£80.00 and handed over her mother’s necklace.

The pawnbroker stated his terms. £1.00 for the
ticket (valid for six months). and 5% simple
interest per month. to be paid on redemption of
the article.

The pawnbroker assured Janette that he would
keep her mother’s necklace in a safe. for security
purposes.

Using the information above:

Use a calculator if you wish.

1. How muchinterest will be charged after fwo and half months, to redeem the gold

necklace?

2. What is the total amount payable to the pawnbroker, including the value of the
necklace, the ticket and the simple interest?

43 45




Reading about Store cards PERSONAL

FINANCES

lﬁg Skills you need before you begin:
® Reading for information,

Many of the large shops offer the customer a store card or Personal Account Card.
Here are some statements to encourage vou to own a store carg,

. .

Plan i designed to give ol ) —
" il pml(-(‘llm‘\'(nur(‘ ardaccount Nl gy o
mind by readacent o
o oft waork through sickness., 8C¢

payment Protecti
completepeace ol
pavments if vou ar
or unemplovment e
The first premuum s reed et
£ 100 of vour account hatance outsta
per 8

W ll)l“.'“. ”/II)(dSIlHIl Oty f (NIHI“J
\ Cary

neover cost onivtbp 10% Discount Weeks twice 4 vear. Sanve pounds o

some of the best fashion and home 1deas around’
menth

Exclusive Statement off,

€rs tor Cardhoiders, i«
sectal free prge drawes th i

roughout the vear

Chri i i
: s@as Shoppmg Evemng A chance g, all v
Wsimas shopping 1 4 Telaxed o

FOR BUDGET ACCOUNTS
and save motev (gy" and festp dlosphipqe

Your Credht hmitwill be notified to vou v usand mav o
varied by our gving vou seven davs witten notice
Repaviments will be made on the 1 day of edch mionth

direct denit and wilt be a Minimum Sum cach month o
N ACCOUNTS i ane tweniv-faurth of vour Credit Limet
I:_Oer?-'l:(l;ll[(l)nnll will e notifer iovon by us and mavbe
ol JUIRE

av ' - The
vaned by our giving vou sesetl davs written notic
« bl

¢ iows
. t ! l(’"l()d( * e\t

rest dauc e hen ]

rate (" nle will varv accor tothie

pavinent used and will be as follows Forguoas and Services 275 (APR 38 11

LDl

Interesttor onthls Pavments — Monthiy Pasmen . ‘ ~

by Direct Debe by other Hicatis For Cash and Substitates ? 5t LAPR 34
s i VhoAPR3EE 26 ARG
00K dilt - —_—— -
Serviees Ang Withy rsey

15 PR35 1 263 PRI Y st ot gy c Accoyy 19
Cashand -l —_ I “shpn '

l”(-[(.l n the O Mat,.
Cash Substtute~ _ il Sty Will oy UGy ke: .
Kepasienis wiil be by monthih pavemis ot Muumum e 2o
o

. l«'l((llp
{e:
$35 or 3 or 3% of the oulslanding batance whichever 1s th

Sale Preview Evenings tnroughout the | i
wceve will show the Mo ) % ear €
greater The stalements sotn e tist ek of the sate arg
el more

“ardhalders g

s bl vouchers 1o help vou s
sumt and the date tor repavment

You are tempted to apply fora Card, but feel you should weigh up the advantages
and disadvantages before going ahead.

% Make a list of advanta es, and disadvantages of bein

g a card holder, using the
information to help, and any of your own ideags.

You can use this for Wordpower Stage 1 Unit | Element 1

(B).
44 4.,
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I Letter of complaint to a Head Office : IE
=N

N Skills you need before you begin:

] o Writing formal lefters of complaint. .
By law, goods must be of merchantable quality, which means they must be reasonably
fit for their normal purpose. If there is something wrong with what you buy, you should tell
the seller at once.
Read the following:

V

S

You save up and buy your daughter her
first pair of school sandals, which were
expensive, being made of real leather.

After only two weeks, the buckle broke on g ——
the right sandal. £24.99

You decide totake the sandals back to the shop where you bought them, with the
receipt, and ask to speak to the manager. You demand that you either have a full
refund, or a new pair of sandals. The manager feels that with wear and tearon the
sandal, he can only offer you 50% off the price of the new sandals, and he will not
exchange the original sandals for a new pair.

You feel so angry that you decide there and then to ask for the address of the
Head Office to write a lefter of complaint, stating your case. The address given was:

Customer Care Department, Sparks Shoes Pic, 10 Western Road, Stowertor, Suffolk
ST14 6AA

Using this information, write a letter of compilaint to Sparks Shoes, Customer Care
Department, stating your case, and what you expect them to do.

Use your own address and today's date.

You can use this for Wordpower Stage | Unit 4 Element 2 (A or B).

s A7
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PERSONAL
FINANCES

Using a telephone directory to find
addresses and phone numbers for Benefits

C_'\;l Skills you need before you begin:
e Using a telephone directory.

Materials required:
e Local telephone directory.
Social Security offers help with all benefits. On the next page is a list of the various

benefits available and which departmeni can be of help.

To find the address and telephone number of your local Benefit Offices, you are
advised to check in your local telephone directory.

Using your local telephone directory, write the following addresses and telephone
numbers:

R

i\
Local Counc! Careers Offige

Address-

Address:
Tel. No:

Employment, Department of:
Address:

Tel. No-

You can use this for Wordpower Stage 1 Unit | Element 3.

46
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Using a telephone directory to find
addresses and phone numbers for Benefits

PERSO

ONAL
FINANCES

Where to get
-help or advice

For advice
orhelpwith * -
Social Secunty

v

General Social
Security advice

Enqguiries about
any benefitor
pension, Nationai
Insurance and
claims for most
banefits

Leaflets and
claim forms for
benefits

Housing Benefit
and Community
Charge Benefit

War pensions

Unemployment
Benefit

Income Support
{forclaims
because of
unemployment)

Child Benefit
claims
Family Credit

Agency Benefits
(NHS charges)

Hospital trave!
costs

Who can heip

Address or phone
number

freefine Sociat
Security ttree tefephone
eaguiry Service

Dial 0800 666555

Soacial Secunty oflr:-e

Checkn the pnone
nook under SOCIAL
SECURITY or HEALTH &
SOCIAL SEUURITY
13ddressed postage
pad envelopes are
4vailable from post
ottices)

Leatiels Unit or Social
Secunty othce

Write to the address on
page 52 or visil your
Social Securnity olfice

Your jocat councit

Check in the phone book
nder the name of vour
acalcouncel

War Pensioners Weitiie
Service

Check in the phone boox
nger SOCIAL SECURITY
o1 HEALTH & SOCIAL
SECURTY

Careers otiice ilor unaer
igs) or Une mpioyment
Benetit otlize ttor over
19s)

C. ccknthe prone book
nder the careers service
2 name ot your ‘ocal
sgucation authonty

tinemployment Benett Check in ihe phone book

oitice lor EMPLOYMENT
DEPARTMENT OF

hild Beneld Cenlre DSS (washungton)

Newcastie upon Tyne
NEBB 1ER

Femily Coednt {indf

0SS Government
Buddimas
#HITDIECK Hall
frackpoci FY2 OVt

Sty Heneteds !

Saenay Benetilg 1o
LanCyl0ra House
Heacasie gpec dee

SO TAA

THe PSP REee 4y
11 0P 20 11031r

Free telephone advice service

To get more information about
Social Security benefits and
National Insurance, there is a free
telephone enquiry service —
Freeline Social Security. Just
dial 0800 666555. You will notbe
charged for the call. The person
taking your call wiil not have
access to your papers, but will be
able to give you general advice.

Advice in other languages

a7 4

information on Social Security
benefits is available in 7 languages
- Chinese, Turkich, Hindi, Urdu,
Bengali, Punjabi and Gujerati. Ask
for leaflet FB22 in the appropriate
language.




Adjusting an estimated electricity bil! PERSONAL
FINANCES

E’§ Skills you need before you begin:
e Subtracting in 1000’s.
@ Multiplying using a decimal point.

Below is an example of atypical, quarterly electricity bill. The bill states that it is Economy
Seven prices. This means that there are two rates charged: the day units (normal) are
7.35p per unit,and the night units (low) are 2.68p per unit. In thisiliustration the ‘present
meter readings have an 'E after the numbers, which denotes an estimated figure.

Descripuon

Meter R
T h——.eadings
ECONOMY SE fevious Presenr——— s Units Penca
uoplied pey s,
unit

v
DAY UNITS EN PRICES

T ,
NIGHT ynrps 10 21AUG  op00. 8420

x:l;‘:t/*’
~
g
‘ QUARTERLY
; i 87
o el HARGE 84k 1424 363 ;.35 e
.68 '

amended accz::: ;vr:fir;t;?g&"
e

N
DOMESTIC ygp or car
.51

Do G
cusT A Pour 0.0
OMERS  anp SHARgHOLODFERSGOOD FoR 0
;
S'Edenotese ;

Snmaged

AMOUNT pg £

In fact the present meter readings were as follows:
dayunits (normal ~ 9193
night units low)  ~ 1609

To find the true cost of the bill you need to subtract the previous reading from the true,
present reading, and then multiply the figures by the appropriate unit costs.

By using the electricity bill and present meter readings, work out the following:

@

Use a calculator if you wish.

::':"\\

7
\¢

J

1. The true cost of the day units.
2. The true cost of the night units.

3. Adjust the bill to its correct amount.

-
A
~—
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Wrifing a cheque for the telephone bili PERSONAL
FINANCES

H—-l_u

Skills you need before you begin:
e Writing numbers in words.

Bv

Below is a typical quarterly telephone bill from BT.

EIFEIELECO M Telephone Account

--~-~— CHARGES FOR TELEPHONE SERVICE

CURRENT CHARGES

Rental-System 01,02/90 to 30,/04/90
Rental—Agparatus 01/02/90 to 30,/04/90
Metered Calls ~ See Statement

; Itemised Calls - See Statement

Total of Current Ch?ggga (Excl VAT)
Value Added Tax at . % .
Total of Current Charges (Incl VAT) 58.70

—

VInN =
N O W
[P
oo
nuynnownm

(1IN0

Total Amount Due E 58.70

@ Make out a cheque to pay for the telephone bill.
A

T . _1g ... 00-00-01

TOWN BANK PLC
. Pay or order

£

00431 pCOL3in SOwICTi L?:0573Ew

(Y
[

Cheques made payable to British Telecommuniations Pic.

Check you have completed the cheque correcily:
e the date o the name of the company you wish
e the amount in words and figures fo pay

e completed the cheque stub ® yoursignature

You can use this for Numberpower Foundation' Unit | Element 3 (D). .
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PERSONAL
FINANCES

Answers

Planning a weekly budget

1. £42400
2. With £15 per week pay rise, £439.00.

Planning a monthly budget
Check amounts total £4,250.00.

Reading a magazine articie on budget tips

1. Diet, smoking, drink, implement a strict budget.

2. May be able to negotiate a temporary freeze in payments.

3. Citizens Advice Bureau.

4. Shops offer credit facilities freely. Television and radio advertisements encourage pecple fo spend.

Reading a repayment table for a cor loan
1. Without CoverSure £4,24044
With CoverSure £6,048.60

2. Without CoverSure £6,048.60
With CoverSure £7,176.00

Request for a car insurance quotation TUTOR GUIDELINES

Tutor - clerk at Minster Insurance Company
Student - member of public

Suggested Format

Student - telephone insurance company

Tutor - Minster Insurance Company, which department do you require?
Student motor

Tutor - Motor claims or new business department?

Student - new business

Tutor - New business department, what do you require?

Student - a quotation for a car insurance

Tutor - can | have details on the following.

& name, address inCluding post code

make and model of the car

how many ccC’s has the engine

what the of cover - fully comprehensive  third party. fire and theft
named drivers

voluntary excess

® no claim discount

Tutor - quotation on the above factsis £120  would you like me to send you a proposal form
Student - yes

Tutor - nome and address please

Writing a covering lefter
Check student has written a covering letter.

Filling in a motor accident rep~rt form

Check Report Form has been understood and completed correctly.

50 5.
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PERSONAL
FINANCES

Answers

. -

Planning a visit to the Bank, using the new opening hours ‘ (

140 minutes. \ \

2. 410 pm. ) p // —1

3. Yes. 7 44

4. 505pm. } /’1&4\):\
-+ Ve [ vme———

Compirising fwo different Current Accounts

1. Inferest on creait balance; overdraught facility available; £50 guarantee card
cash machine card.

2. Maxim account, Halifax.
3. Abbey National.
4. Student's choice.

Selecting the best Savings Account
1 Chelsea Building Society.
2. Checkstudent has wiiten a descriprive piee of writing, signature. date.

Reading a form for non-tax payers

1a Yes 1b. Name. address. date of burth, Bank, Building Society.
Branch, Account no. signature, date.

Bank or Building Society
Te

2
3. Tell the Bank or Building Society straight away.

Caiculating the interest to pay a Pawnbroker
1. £10.00 2. £9100

Reading about Store cards

Check the fist of advantages and disadvantages of being a card holder.

Letter of complaint letter to a Head Office
Check student has written a complaint letter

Using a telephone directory to find addresses and phone numbers for Benefits
Check with your local telephone direciory.

Adjusting an estimated electricity bill
1 £5681 2 £495 3. £7568

Writing a cheque for the telephone bill
Check the cheque has been completed correctly for £58.70.
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Form Filling
e Job Application Form - WP, Stg 1

Access Skills
e Using Yellow Pages - WP, Stg 1

¢ Finding out the cost of a Classified
advert - WP, Stg 1

e Using calendars and diaries to get
organised - WP, Fdn

Reading Skills

e Getting the main point from a Jot
Advert WP, Stg 1

Map Skills

Vocabulary Skills

e Choosing Vocabulary for your CV -
WP, Stg 1

e Describing yourself in job
apptlications

JOB
SEEKING

D
— g /
e findingaroutefromamap -WP,Fan 0 4

Numeracy Skills
e How long does it take?
® Rounding your mileage

o Working out the cost of a Classified
Advert NP, Stg1

Graphs/Charts/Tables

¢ Analysing the local job market
statistics - NP, Stg 1

.53
J%

Writing Skills

o Write your own newspaper Advert -
WP, Fdn

e Writing letters to empioyers - WP, Fdn
® Wirite your own CV or Personal History




S
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Finding out the cost of a Classified advert - JOB
SEEKING

Skills you need before you begin:

o Finding information from a newspaper.
o Using the phone to get information.

o Taking nofes from a phone conversation.
e Reporting information.

Befcre you can place an Employment Wanted advert in yourlocal newspaper, you will
have fo find out how much it is going to cost. The cost of placing an advert depends on:

e the number of words and/or lines used

o the number of times the advert appears in the paper

e thesectioninthe Classified Adverts pages that it will appearunder Employment
Wanled adverts usually come under Situations Vacant.

Newspapers often carry an advert at the beginning or the end of the Classified Adverts
pages, with details of how to get more information on the cost of piacing an advert.

It will always give ¢ phone number to ring for more information.

1. e Get acopy of your local newspaper.
If you have more than one newspaper in your areq, get copies of them too.

e Find the Classified Adverts pages.

e Find defails of the phone number to ring for more information about how to
piace an advert and its cost.

Write them down for future reference.

Get your finished Employment Wanted advert, as well as a notepad and pen. You will
be well prepared to answer any question asked, and fakes notes.

2. Phone for information to each newspaper you have listed on the cost of piacing
your advert.

3. Make notes on the information given to you and show them to a tutor, or report the
information to a tutor.

Now that you have allthe information you need, perhaps you would like fo go ahead

and place your advert. If you do, cut it out from the newspaper and show it to your
futor.

You can use this for Wordpower Stage 1 Unit 5 Element 2
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Working out the cost of a Classified
advert

Y —

Skills you need before you begin:

e Multiplying and subtracting money amounts.
e Working out 25% and 50% reductions.
e Paying a bill using cash or a cheque.

¥

The Evening Post charges 7p a word for adverts placed in their Employment Wanted
column.

There must be a minimum of 3 lines with about 5 words on each.
There is a 25% reduction per night if the advert appears for 2 nights.

There is a 50% reduction per night if the advert appears for 3 or more nights.

Here is the advert to be placed.

j rt/full-time

i Decorator requires part/iu -
E?lg{gl;/ment. Fully trame;\cli & egpte(:)rcl)esnrgz?l

1al, domestic. INO JO mall.
((:)c\)?vnrllr?c?cr)?sl and van. Tel. 458231 anytuime.

1. Work out how much it will cost to place this advert for Wednesday, Thursday, Friday
and Saturday nights.

) a_@

2. Show a utor how you would pay the bill for the advertising, using cash or a
cheque.

You can use thié for Numberpower Stage 1 Unit | Element 1 (E or F).

e
O

55




Write your own newspaper advert

ﬁ;ﬂ Skills you need before you begin:
=7 e

e Writing in note form.

e Reading newspaper adverts.

Many newspapers carry Classified Adverts.

The Classified Adverts columns have details of things for sale, local entertainments and
many other services, as weil as job vacancies. 50, the Classified Adverts pages are a
good place to start looking for a job. But they are also a good place to advertise
yourself.

Often you cannot find a job advertised that E/"”'?s;v\,o&
\C WER RE- Sdn a

is just right for you. Why not place an advert e y expere o
in the Employment Wanted column of your of the 25 s ol JEACHER re-
local newspaper? EMALE

Yt

it nced 10
9303, R Experic fix.
2605 womuiret &and mf&om

Tell the readers what you can do and how GROY s concrets $7_

they can contact you. Maybe there isan
employer out there who needs someone
with just the skills you have to offer?

YMENT in
. £Ks EMPLOYEE G er-
AN 31 Blrimo. Comes Leeping,
TechWl% yrchasild; g or 87

Look af these examples of Employment
Wanted adverts.

17\“ 1. Try writing an advert about yourself o be put in the Employment Wanted column
M of your local paper's Classified Adverts pages.

e Do itin rough first. Then check your spellings in a dictionary.
e Remember to include details of how you can be contacted.
® Give a phone number, if possible.

Ifyou don't have a phone of your own, perhaps friends or relatives would let you put
their numberinthe advert. But you must be sure that they are happy to do this for you.
Remember they will have to take your messages.

You can use this for Wordpower Foundaton Unit 4 Element 1 (C or D) :
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How long does it take?

Skills you need before you begin:
e Adding up and taking away hours and minutes.
o Using 12 and 24 hour clock.

You have read in your local newspaper that a large company is holding interviews at
their headquarters in Linchester, 120 miles away.

You telephone the company and they ask you to attend an interview at 2.30 the next

day.

1. Atrain leaving at 11.05 from your local station will arrive at Linchester station at
13.45.

How long is the journey in hours and minutes?

2. The coach from your focal bus station leaves at 9.50am and arrives at Linchester
coach station at 1.13pm.

How long is the journey in hours and minutes?

The company tells you that the interviews will be finished at 5.00pm.

3. There is a frain leaving Linchester at 17.33.

What time would you expect to arrive home?

4. There is a coach leaving Linchester at 6.00pm.
What time would you expect to arrive home?
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Rounding your mileage

Skills you need before you begin:

® Rounding numbers up and down.
e Taking away whole numbers.

e Mulfiplying whole numbers.

¥/

q Often, when you go for ajob inferview, the company will pay your fravelling expenses.
l},\ if you go by coach, bus or train, they will usually pay your fare. If you use a car, they will

usually pay your travelling expenses, based on the number of miles you have travelled.
The amount they pay per mile will vary from company to company.

You have been asked to attend an interview for a job as a salesman at the head
office of a company which is a two hour drive away from your home. The company

informed you in their lefter that they will pay you travelling expenses.

Before you set out from home, you write down the mileage reading which is:

39,457

When you arrive at the company’s head office, you write down the new reading
whichis:

39,536

The Personnel Officer gives you this Expenses Claim Form to fill in:

Name:

Position applied for:

Single or Return bus/coach/train fare (2nd class only):
Delete as appropriate

Total Mileage single/return:
Delete as appropriate
(Please round mileage to nearest 10)

Signed:

V\‘\q 1. Work out the mileage you have done from home to the interview from your
W mileage readings.

I Make a claim for your return trip by completing the form.
Remember to round the mileage to the nearest 10 miles.
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Getting the main points from a job advert

Skills you need before you begin:
® Reading job adverts.
e Making notes of key points.

Read this newspaper advert.

Frederick Sturmer Paints
Master Paint Makers to the Motor Vehicle Trade since 1904

Frederick Sturmer Plc, the leading manufacturer of vehicle paints in

the UK, will be opening their new Headquarters in this area in the next
few months.

We are looking for Demonstrators/Sales Personnel to promote our
oroducts nationwide.

Successiul applicants are likely to be already involved in vehicle
respraying, although applications are welcomed from men and
women with practical ability and a keen interest in motor vehicles of
all types. The job is likely to involve demonstrations and testing of
products. Full, clean driving licence essential.

Attractive salary and company car provided. Full product training will
be given.

Please apply in writing only to: Mrs Khan, Chief Personnel
Officer, Frederick Sturmer Plc, Sturmer House, Linton LT2 5PK.

Either:

Wiite down in your own words what you think are the main points to note from this
advert.

OR

Tell a tutor, in your own words, what you think the main points are in the advert.

You can use this for Wordpower Stage 1 Unit 1 Element 1 (8) .
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Writing lefters to employers

Skills you reed before you begin:
e Reading job adverts.
o Writing letters for job applications.

Here are 2 examples of job adverts from a local newspaper.

Both of them ask you to write in for an application form and details of the job.
They will send the form and any other details to you.

e Some employers ask you to ‘phone up. They may ask you some questions over the
‘phone. This can be difficult if youre not very good on the ‘phone.

® Some employers ask you to drop in fo pick up the form and details. They often ask
you to fill in a form there and then. This can be difficult for some people.

So. ifyou like to take your time looking at the job details andfilling in the form, itis agood
idea to write in to the emplover.

IMMEDIATELY REQUIRED
Supermarket shelf-fillers to work
on  late-night duty. including
\vc?kends. No previous e,\f
perience needed. though basjc
knowledge of warehousi;lg would
be an advantage including]sinu a
VDU. Training given. Good ra:cs
()f pay. Overtime available. Late
night transport provided. Good

promotion prospects.

for fu :jther details and application

10T piease apply in writing to:

The Personnel Manager

Choose one of these adverts. iﬁ:ﬁlﬁrqmck Stores,

. ! o ington Centre, Sheepton.

Write a lefter, asking for an application Please quote reference SQ12.

form and job details. ——

A Urgently
\I::ltl—tt??nc aggents required tlo s‘?\\
children’s clothes on party ;;: d?‘
pasis. No cash out’lay. u'l
training given. About ._()‘ho(\‘xrs):i
week. Transport nc.edcu. '('::n
basic plus commission for r.E (:r
eople. Couples \{vclc?mc. o
details and applicaion form wri :‘
to: B&Jj Fashions, Unit 3, Edwar
Industrial Estate, North Beiton.

Get a copy of your local newspaper.
Look up the section that has job adverts.
Choose some jobs that you would like to apply for.

Write letfters to them, asking for application forms and details of the jobs.

You can use this for Wordpower Foundation Unit 4 Element 1 (A or B or D).
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Describing yourself in job applications

Skills you need before you begin:

& Knowing the order of the alphabet.

e Using a dictionary.

o Using memory aids to remember spellings.

If you are applying for a job, many companies ask you to write to them.

They ask you to put down details about your education, training and work experience.
It is a good idea to include brief information about what you consider to be your best
personal qualities — the kind of things that make you a good employee. Remember
thatyou are trying to tempt the company to invite you for an interview. Thenyou have
really got a chance to show them who you are and tell them what you can do.
There are lots of very useful words to use to describe your personal gualities in an
impressive way that may interest the employer enough to give you an interview. itis no
good writing abadly spelied letter. This worksheet will help you to understand and use
a wider range of describing words, and practise some of the more difficult spellings.
You will need fo have a good dictionary handy to do this worksheet.

1. Reliable Capable Dependable Amiable Sociable
2. Conscientious  Industrious Meticulous Ambitious

Look at these fwo groups of words. They are all useful describing words (adjectives).
Nofice that all of the words in the first group end in able.

All the words in the second group end in ous.

1. Look up each adjective in your dicﬁbncry and write down its meaning.

2. Try the Look, Cover, Write, Check spelling method on the word until you are sure

that you have memorised it properly. If you didn’t know what this means, ask a
tutor.

3. Write out a sentence that begins:
| consider myself o be ... because.....

4. Try writing a whole paragraph that uses ail the able words, and another one that
uses all the ous words.

5. Write down any other adjectives you can think of that describe your best qualities.
Perhaps a friend or relative could give you some heip?
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Job application form

E‘g Skills you need before you begin:

is the one issued by Sainsbury’s in 1991.

is the standard application form used for people wanting permanent part-time or

full-time work in Sainsbury’s stores.

is typical of the kind of application forms used by large companies.

Before you begin to fill the form in, spend plenty of time:

“i ] 1.
2]

o, Reading job application forms
e Filling in job application forms.
On tha next 2 pages you will find a copy of a real job application form.
It
It
It
*)
Ry

reading through the whole form carefully

checking the meaning of any words Or phrases you are not sure about.
(You may find a dictionary useful)

making notes on the information you are going o include on a spare
piece of paper

checking any dates, addresses, etc., that you are going o give
looking up spellings of words you need in your dictionary

practising on a photo-copy.

When you feel that you are ready, teli a tutor what you wouid need to fill in.

You can use this for Wordpower Stage 1 Unit3 Element 1 (B)
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Job application form JOB
SEEKING

L |
Hobtues and Interests

EDUCATIOM  Secondary or Technical Education from age 11 State 1t part time

T ) 1
J Date 1 Narnes addresses of schools or colteges
—

. €x2mMina1I0NS with subiects. and dates Results
Fram | To | (Show most recent first)
| !

L.

A
- \
/ <
—h
SBURV'S Please complete in block
SAI N capitals and return to:-
CONFIDENTIAL
Application for Employment
e Ts 1
: Paution apuied sor ! Source ol introductian e q which paper and date or other N
+ Publication, vuch Agency or Persongl Recommendation
'
PERSONAL DETAILS
k T
SURNAME I FIRST NAMES
Nrs H
Miss )
Present Address Home Address Lt dutterent! .
'
1
Teiephone Na Teirphone No i
Age * e ot Birth Prace ot Eiitn T Present Nationauty N Nal:onal Insucance No
Present mariat status Marden Name T ages of Chilaeen undee 18
1 You have any relatives emoloved by Sainsbuly § please nive name and | It vOu have warxed 10r Sainsbury s betore piease enter braochsdepartment’
tranchidepartment N and dates
Plrase qive name and address ano teIephone number
-! pecson ta contact in case of emergency .
Do vOu haid a Current anving Licence?
For applicants under 18 years of #ga. .
Are you living with vour Parents Guardiao or Relative? '
tt with a Guardian 0Ot Relative, picase give name and nitiais

CSPERRECA Rm 101 S0363

ERIC :
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Aruitoxt provided by Eic:

Job application form

EMPLOYMENT HISTORY
. T T v
Dates 1 Name and Ful address of emploverist b Average ! :
———— ! Position Held N Reason tor leaving
Feam | To 1 (Show most recent fust) | Weekly Wage - .
T
T

1 certify that the information given on this form 1s to the best of my knowledge correct. 1 understand that any
engagement entered into 1s subject to passing a medicai examination, 1t required, and references Proving
satisfactory.

Applicants Signature Date

PERSONNEL DEPARTMENT USE ONLY

1aterview Notes

Inverviewers Swanatue Oste
- ¥
Dress S.ze 1 Trouser Sue Sherts Polo Necks et
'
Rranch T Ret s Ret 7 [ soo T Starting
Code | Date

g -
Medaica I Action and Reasat

SSPERHECB Arv 181 SQs81

o i




Choosing vecabulary for your CV JOB
SEEKING

E"ﬁ Skills you need before you begin:
o Using a dictionary to check meanings of words.
® Writing short descriptive pieces.

You are applying for ajob as a Care Assistant in a residential home for the elderly. The
job involves day to day personal care of the residents, serving meals, routine cleaning,
chatting to residents, organising activities and entertainment, amongst other duties.

Here is a range of vocabulary.

Some of it could be used in your CV or Personal History fo show an employer that you
have the right skills for this job.

But some of it is not suitable at alll

sincere  diligent  abrasive  effervescent  energetic
futile  sympathetic  meticulous  slipshod sulien duli

thorough  reliable  shabby  dubious voliatile  gentle

@ 1. Start by checking that you understand the meaning of every word.

% Check with a tutor that you are pronouncing each word correctly.
[ﬁ(;], Underline ail the words that you think would be useful to describe yourseif for the

Care Assistant's job.

Look up the meanings of words you are n»t sure about.
Write down their meanings.

Learn any speilings that are new to you.

2. Write a paragraph about why you think you are the right person for this job.

Use some or all of the vocabulary that you have selected from the list. Add new
vocabulary that you think is suitable, checking meanings and spellingsin a
dictionatiy, if you are at all unsure.

“You can use this for Wordpower Stage 1 Unit 1 Element 3 (1) .

You con use this for Wordpower Stage 1 Unit 4 Element 2 (2)
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Write your own CV or Personal History JOB -
SEEKING

Skills you need before you begin:
© Write about yourself.
o Setting out information neatly.

Many jobs adverts ask you to send in a CV when you
apply for ajob. CV is short for a curriculum vitae

(pronounced veefay). A curriculum vitae is the same thing as a Personal History
Record.

It shouid give information cbout:

o personal details. name. address. date of jobs vou have done since leaving school
birth. nationalitv. marital status. or college

® cducation — secondary. further and ® hobbies and interests
higher education ® referees — the names. addresses and
occupations of 2 or 3 people who can
aive reliable information about you to

® work experience — including names of the emplover (these should not be

companics. dates of emplovment and friends or relatives).

® rraining — any courses you have taken
including YT and ET. for example

It can take a long fime to get ¢ CV or Personal History Record just right but the effort is
worthitin the end. Agood CV can give you the edge you need over other applicants!
Here are a few tips to help you

e You must make sure that you have inciuded all relevant information.

L que sure that your referees are able and willing to be contacted by an
employer.

® Make sure you have put down correct names, addresses and dates.
e Check all spellings carefully.
e Spend time on drafting and proof-reading the information.

e Think carefully about how to set the information out so that it is clear and easy to
read.

e Don't make it too long. Use note style if is it getting too wordy.
e Try to get it all onto a couple of A4 sheets, or less if you can.

e Use atypewriter, or even better, a word processor for the final copy. You must
make the CVlook as neat as possible - it gives the employers their first impression
of you, before they have the chance to meet you.

1. Write your own CV or Personal History Record. (see the foliowing page).
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Aruitoxt provided by Eic:

Write your own CV or Personal History

Here is a copy of a made-up CV sheet to give you a
few ideas to get you started.

Your tutor may be abie to give you others to lock at,
as well as more information on what to include,
e.g. quoting referees, eic.

Personal History

Name:
Address:

Date of birth:
Age:

John Frank Ward
8 Kirby Road. Lenton Boulevard. Nottingham NGS5 6PQ

7th August 1958 National Ins. No: WE456892 1

3] vears Marital Status: Single

Education:
Schools:

Further Education:

September 1970 - June 1976: Intake Comprehensive School. The Meadows. Nottingham
Exams passed: CSE Maths. Technical Drawing, Metal Work.

June 1977 - Septembier 1978 — Northern College. Nottingham
Adult Education classes in woodwork — evening classes
Exams passed: City & Guilds Certificate in Woodwork.

May 1989 ~ current: Online to Lcarn Open Learning Centre. People’s College. Nottingham.
Open Leaming in English. Maths and Word Processing
Exam to be taken June 1992: City & Guilds Wordpower Certificate.

Work Experience:

September 1978 - June 1979: Tomkins® Greengrocers.
Gene1al shop duties. i.e. cashier. stock control.

October 1978 - June 1981: Skaife’s Woodyard & Joiners.
Delivery driver. stock control and sales. Some simple joinery work.
Made redundant.

July 1981 - February 1984: Unemployed.

Did voluntary work in physically handicapped wood and metal workshops. Ambergate House.
St. Anns. Nottingham.

March 1984 — April 1989: Portland College. Workshop, Nottingham.

Part-time woodwork instructor for the physically handicapped.

Made redundant due to Social Services cuts in budget.

Hobbies/Interests:

1 enjoy reading. especially science fiction and watching Sci-Fi films.

1 play football for the local team. 1 act as referee for Portland College’s games. Most of my spare
time is taken up with designing aids. padgets in wood and metal to help the disabled. f am
studying maths and English by Open Learning to help me to express myself better when 1am
communicating with manufacturers and possible buyers »f my inventions.

Additional Info:

I hold a full, clean driving licence.

I am insured to drive any Notts County Council Social Services Department mini-bus.

References:

Mr J.R. Dunnet (M.P.) Mr L. Carter

89a Forest Road West Senior Care Assistant

Nottingham NG22YZ Portland Training College
Nottingham Road. Worksop. Notts
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organised

i Using calendars and diaries to get

E'§1 Skills you need before you begin:

o Using calendars and diaries.
o Using different formats for dates.
o Noting down key information.
You have applied for alot of jobs over the past few weeks.
You have kept a note of the companies and their addresses, the jobs you've applied
for, and the dates you applied to each one.
They are noted down here, but in a very messy way.
You could easily lose or forget some of the information.
st — & etable Cook, Kling's Hote
0 AVRNE -
Boun's 7Hh  — 2nd Chef,
Reskowront  su wells @4, freeston
% 1. Set up a diary for this month.
)

2. Enterin the details of each job that you've applied for in the right place on the
diary or calendar.

This will give you a clear and organised way of recording which jobs you have
applied for and exactly when you applied.

You can use this for Wordpower Folndation Unit 3tlement 2(8) -
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Analysing the local job market statistics

Skills you need before you begin:

® Reading pie charls.

® [nterpreting information given in pie charts.
o Using statistical information o make choices.

You have applied to your local Job Centre to get onto an Employment Training
scheme so that you can learn a new frade.

You are asked to attend for an interview at an ET. Training Manager's workshop.

The Training Manager who interviews you says that they are able to offer training in a
wide range of skill areas. Before you choose from the training on offer, it would be a

goodideato find outwhich skills are in demand in your area, and which skills have high
levels of unemployment.

Your local Job Centre gives you a copy of this pie chart to show unemployment
statistics of key skills in your area. The chart represents actual numbers of skilled people
who are unable to get work locally in these skill areas:

Unemployment: August 1991 Skill Areas

Catering

N

Clerical

Construcuon

i

Warehousing

Haulage

Printing

B B 8

Engineering

1. From your analysis of this pie chart, which area of ET. fraining should you most
avoid?

2. Which skill area shows the lowest level of unemployment?

3. Approximately what percentage of the unemployed do those looking for work in
haulage represent?

Yeu can use this for Numberpower Stage 1 Unit 6 Element 1 (B or F).
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Finding a route from a map

Skills you need before you begin:
e Reading maps and street plans.
® Giving directions.

You have applied for a job at Waterside Chemicals.

They write fo you, asking you to aftend for an interview, and send you this map of how

to get to their factory:
Car Hospital
Park . P :"':
—Houndsgate = —= %
Bus
Station HOUNDSGATE RING ROAD N
I &S T Car
Park =lw
L = IHotel +§ E
openairf | Ju N i 2
. - e =
Market : 3| Shopping _'-§ I P o | 2 S
o | Centre -lu Z _STREET 1’)‘_“ z
o = g [on O SF— O
Ci ] 1O 72} L) s}
2 NE =z (@]
o Lo X o1 >
o s ] g 8{0
P, [ ) ¢§f &
LATIMER BOULEVARD :§
Q B
Department lrown 3 Car
Store izl £ ipub ® Park -
— ® RECSYS -
el .24 L
R "si-"_f 82, Wy
v I /| ag
RING ROAD 3 5-}5
1)
L s

1. Using the map, tell atutor which route you would take to get from Houndsgate Bus
Station to Waterside Chemicals.

You can use this for Wordpowe-r foundations Unit 2 Element 2 (A.B or D)
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sing Yellow Pages ~ JOB
I Using g SEEKING

E’g Skills you need before you begin:
® Looking up information in an alphabetical index.
o Using page numbering systems.
e Noting down information accurately.

You may find it useful to contact employment agencies in your area about full-time,
part-time or temporary work.

N
it would be a goodidea to draw up alist of alt the agencies in the area that deal with
jobs you are interested in.
You canthen write to them or ‘phone them up, asking about possible vacancies. Some

a

of the agencies dlso offer free training on interview techniques etc. It may be
worthwhile asking about all the services they can offer to you.

—_—

. Find the most up-to-date copy of your local Yellow Pages.

2. From the Contents Page at the beginning of the book, find out where to find the
Index of Headings.

3. On which page can you find the reference to Employment Agencies &
Consultants in the Index of Headings?

4. Are there any sub-headings mentioned which might be useful to look at?
If so, what are they, and on which pages in the directory would you find the
information?

V\\’\”;i 5. Now draw up acomplete list of all agencies, consuitants, etc., that you think would
N2 be worth contacting about jobs.

Include names, address, phone number for each entry.

You can use this for Wordpower Stage | Unit 1 Element3(BorC).
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Answers

Finding out the cost of a Classified advert
To be checked by tutor.

Working out the Cost of a Classified advert
1 £336 2. To be checked by tutor.

Write your cwn newspaper advert
1. To be checked by tutor.

How long does it fake?
1. 2 hrs 40 mins 2. 3 hrs 23 mins 3. 2043 4. 923pm.

Rounding your mileage
1. To be checked by tutor — mileage should be rounded to 160 miles.

Getting the main points from a job advert

1. To be checked by tutor.
2. To be checked by tutor.

Writing ietters to employers
Both to be checked by tutor.

Describing yourseif in job applications
To be checked by tutor.

Job application form
1. To be checked by tutor.

Choosing vocabulary for your CV
To be checked by tutor.

Write your own CV or Personal History
To be checked by tutor.

Using calendars and diaries to get organised
To be checked by tutor.

Analysing the local job market statistics
1. Construction. 2. Catering. 3. 15%.

Finding a route from a map
To be checked by tutor.

Using Yellow Pages
To be checked by tutor.
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Providing Information
® Using a remote control - WP, Stg 1

Following Written Instructions
® Using avideo recorder - WP, Stg 1

Reading for information

e Confidence in the press - WP, Stg 1
® Reading the newspaper - WP, Sig 1l
® Accommodation - WP, Stg 1

® Looking forajob - WP, Stg 1

® Your stars - WP, Sig 1

e Problem Page - WP, Sig 1

Reading forms
e Applyingforyour TVlicence WP.Fdn

Filling in Forms
| e TViicence - WP, Fdn

® Paying foryour IVLicence WP, Stg 1

Writing about your ideas
i ® Your Stars - WP, Stg |
1 o Trivia - WP, Stg 1

—-

Reassuring others
® The Problem Page - WP, Stg 1

-

Obtaining information from the TV
® Making notes from the TV - WP, Sig 1

H

Reading charts and tables [
e Confidence in the Press - WP, Stg 1
® Who reads what? - WP, Fdn ’

Writing Letters

® Looking for ajob - WP, Stg 1

® Writing fo the newspaper WP, Stg 1
® The Problem Page - WP, Stg 1

S




Reading the newspaper

Skills you need before you begin:
® Reading newspapers.

Lock at these headlines and
the first part of some aricles.

ds -~ you arc

. on School old g Yo biee.

oo }.hggb‘;r;h o el o re\in‘l;n at u’u: girls

for 8 Bran s d suff arc invited wo the unicn & o o0

Former pupils an e ks p o

ooy }V‘cymou fair \uckmlg :\ncd B & 25
S"}:ﬁyﬂ' il: ;’us\ one €

years of cassroom memones-

e Match the headlines with
the articles.

X2

e Note it down.

MP backs a crackdown
«)to block racist marches

E than 700 lackney
?:l?cilkxds will take the stage
as 2 huge chair for the bor:
ough's first ever Fesuval of
Voices. Budding songsiers
from 22 pnmary schools
throughout Hackney will hit |,
the tugh notes at §.30pm next
Enday mn the theaurc &t the
Woodberry Down Adult Edu-
cauon Insutute on the Wood-
| berry Down Esuate.

Headiline 1 matches articie ..
Headline 2 matches article ..
Headiine 3 matches article ..

Headiine 4 matches article ..
Headiine 5 matches article .

Newspapers often use a
special kind of language.
A difficult word or phrase is
used instead of a simple
word. This makes some
newspapers pardicularly
difficult to read if English is
not your first language.

For example, rolling out the
red carpet = welcoming

JOBS bosscs are holding a
rccnl garden pan, today
'nday) 10 mark the success

® Try to find phrases that

s
(

of pecoplc who have been out

mean: of work for years and have
now managed 1o find employ-

ment. The Westminsier Tran-

qQ. Stcﬂlng ing  and  Development

Associauon, based in Cam-
bndpe ileath Road, Bethnal

ERI

Aruitoxt provided by Eic:

b. PGI'N or celebration re Gireen, 1s_funded by the East

qrpet t —— dcnc 1rnlxl'ung and Enter-

H d helps th

C. Slngers c‘ r:?;-lc:nw:;\cn:;loyc;pl; gci
— 10bs
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Accommodation

‘l_—ﬁgi Skills you need before you begin:
o Reading the small adverts.

Look at these adveris from the newspaper for bedsits and flats.
There are sixteen.

A e Answer these questions.
S

1. The most expensive accommaodation
advertised is for a flat for £295 a week.

Write down the area.

Suit bugines
sSinegs
Persons, £65 inc

071-249 446

£3
1ncludmg b‘g:_Pw'

Telephone

081-806 2399
For detajlg

2. What do these abbreviations mean?

pw
DHSS
kit/bthrm
inc

Tel

s/ic

3. Which is the cheapest place advertised?

FUR
acco, Nis
London aron 10 o, “653

071.202 74597 Oocklange

4, What is the difference between -

° room« €an and Es’i:c’nvs" BC{ég.‘g%?

a bedSIf E\l;:'k”'k' l.n,l‘::l’(y; ".k’; m’#’e‘l"’d %?rgtsgg
airy M

a flat . ’aclm:l;:;:‘:v'::;u %ﬁ;?.,d ‘2?52;".3,“-“.35': ,%,3:

071-2. o DIIss BEDSiTS pouv Afrs;,q'{ugg

41 5589 208 £40. €97 Tor orrge

5. Some advertisers put ‘No DHSS',
What does this mean?

N Flaty .
16, /? 5"inng 1;‘05;:3.
! ME50907

2
NSHED £, 25887
sun . I LATS Ng
210 - £55665. og1 0.
15087

You can use this tor Wordpower Stage 1 Unit 1 Element 1. ) |

CE 5
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Looking for a job

Skills you need before you begin:
e Looking at the jobs adverts.

These adverts were all in the Situations Vacant
column but only some of them

advertise jobs.

3NN NN

A like s0

A ——————

3
29

/i
£

A/
‘g’:
-~ ’
N3
N\

=

&

—

2

A

Neo= = g

*’———-

MALE YOUTH WORKERS
needed for 5 weeks from 29th July to work
with voung people with disabilitics. (Pasts are
cxcmpt Irom provisions of the 1975 Sex Dis
cnimination Act). Applications from black mea
arc cnecouraged because they are currently un-
der represented in the team. Payv: £35 per day
Write lor detarls and apphceation torm to
Tie Spring Lane Project.

D P . P B et P B, 1 B 2, B B0, 0, 0, B, 200 B0, S0et

Become a Driving Instructor «
with the National Training *
Organisation :

1s thus a carver that you slways thought you would ke 1o oy? Or, ¢-
many of our customers, docs your present job

secunty .

secta 8 Irttke unprediciable o the moroent” Wy aol mvesngae the b
A posnbinry of rewmung to became o Drving Instrucior i simple L3
- sioges without jepardising yous present job You could start with

. Home Study sad end up with a by
A audy wp a i-;hun-.pounml

and a yob

7 with our Natonal Drivisg
Fiad ous more desasis. NOW, get a copv of our iformatrer

A our Head Office on (0885) 433550

4

4

‘.

*A brochure. Tehepbone Robert Ellot 081 §07 7383 tanyame ) O :
A

# The Hoxton Trust T

The Hoxton Trust, a community trust working for
the improvement of the quatity of life in Hoxton,
has vacancies for a Garden Keeper and a
Finance Worker.

PART-TIME GARDEN KEEPER

A temporary appointment for three months
commencing 22nd July 1991 and based on 17172
hours/week spread over six days (Sundays
excluded). Remuneration at the rate of
£4.00Mour. ( London Weighting)

PART-TIME FINANCE WORKER

A permanent appointment starting immediately

and comprising an average of 8 hours/week. var-

iable according to budget ti ble d d

and remunerated at the rate of £10.00/hour.
xRN N

Applications for eithar post. with details of previ-
ous work experiance and any other relevant in-
formation. in writing to:

The Hoxton Trust,

156 Hoxton Street. London N1 6SH.

Ciosing date 5th July 1991.

The Hozon Trust us an Equal Opperiunires Emplover

HACKNEY SOLICITORS REQUIRE
EXPERIENCED LEGAL
AUDIO SECRETARY
Pleasan/inicndly working environment
Salary: £11.590 - £12.767 p.r. aace
4 weceks hohiday
An cqual opportunity cmployer
NON SMOKERS ONLY
APPLY Mr Vickers

081 986 9321

DIPLOMA COURSES
*SECRETARIAL *
* ACCOUTANTING *
* COMPUTING *
Start any day - Hours lo suit

ISLINGTON OFFICE TRAINING

TEL: 071 - 700 3619

® Answer these questions:

1. How many jobs are advertised here?
2. How many of the jobs are permanent?
3. List the courses advertised.
4

TAAIN FOR A NEW CAREER!

WITH BRITISH SCHOOL OF MOTORING AND BECOME

A GOVERNMENT APPROVED

* DRIVING INSTRUCTOR*

FOUR YEARS FULL CLEAN DRIVING LICENCE
REQUIRED PART 2 & 3 APPLICANTS WELCOME.

RING GEOFF BURT ON 0704 728924
**AJOBFORLIFE'*

. Why do you think advertisers put courses in the jobs section?
5. Choose one of the jobs for the Hoxton Trust or Spring Lane Project.
o Write alefter and ask for ajob application form and details of the job you chose.

You can use this for Worgpower Stage 1 Unit 1 Element ! *

You can use this for Wordpower Stage | Unit 4 Element 1
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Who reads what?

Skills you need before you begin:
e Reading tables.

o Answer these questions.
1. How many people read the Daily Mirror?

2. How many people read
The Guardian?

3. Which paper sells the most?

e [fyou like, do some research of your
Own NOw.

Ask twenty people which paper they read.

Present your answer in a list like the one
opposite.

Daily Express 1.618.576
Daily Mail 1.750.663
Daily Mirror 3,164,727
Daily Star 874921
The Sun 4225216
Today 561.246
Daily Telegraph 1,128 981
Financial Times 278.183
The Guardian 439,849
The Independent 397.135
The Times 439,960
(1988)

¢ THE INDEPENDENT

You can use this for Wordpower Foundation Unit 2 Element 3 (C or D)

77 -




Applying for your TV Licence

nyZ

lﬂ»ﬂ Skilis you need before you begin:

[+ ) By law if you have a TV you should have a1V licence.

You can get an application form from the Post Office.

Filling in forms.

Read the form carefully.

Complete the form.

T:__ TELEVISION LICENCE APPLICATION

TELEVISION LICENCE MONOCHROME ONLY %/MONOCHROME & COLOUR — General Form

This licence is issued by TV Licensing on behalf of the Licensing Authority under the Wireless
Telegraphy Act 1949 (as amended):

a) This licence may not be transferred to another person.

b) You are obliged to let authorised representatives of TV Licensing inspect your television
Icencel(s) and television receiving equipment at any reasonable time, but you do not have to
let them enter your home without a search warrant.

¢) TV Licensing can end or alter this licence by a wntten notice at any time.

This licence grants the permissions listed overleal. Particular attention is drawn to the information
on Refunds.

This licence applies to the person named below (the licence holder) and any member of his/her family
and domestic staff while they are living with him/her at the address shown below.

This licence 1s not valid until it I1s properly stamped by the officer issuiry; it at a post office or the
National Television Licence Records Office.

TV Licensing 15 the trading name of Subscription Services Lid, a subsidrary of the Post Otfice

When you have paid once they will send you a reminder next year to your home.
So you only have to fill this form in once.

T

This space w for
the Othcul Stamo

Q

ERIC

Aruitoxt provided by Eic:

78 7
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\ You can use this for Wordpower Foundation Unit 3 Elements | ond 2 ' .




I Paying for your TV Licence
CE

h Skills you need before you begin:

% .

e Filling in forms. ( \
I e Subtraction and multiplication. \\
n

E
You have to get a new one every year.
You can pay in advance.
- You can pay with saving stamps
. or you can pay by Budget Scheme.
& e This means you pay every quarter (every three months).
You can pay by Direct Debit through your bank.
It will cost more as there is an extra charge. if the TV licence
goes up, they will increase your Direct Debit, but they do
not have to tell you.
3. Nomore p, X ~vety
and gream,a ?:f:z:;f){ \‘qulchs time ang trouble -
vour ﬁnances. .. ‘gmamrc""Vc‘mcan
7 e Answer these questions
S

1. The current licence fee is £71.
The quarterly cost is £19.
How much more do you pay by Direct Debit?

2. If you have a bank account complete the form on the next page.

You can use this for Wordpower‘Stoge 1.Unit 3 Elements 1 and 2.
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Aruitoxt provided by Eic:

Paying for your TV Licence

A

.

DETACH HERE AND RETURN COLOURED PART TO YOUR BANK

PRaa INSTRUCTION TO YQUR BANK TO PAY DIRECT DEBITS
Please complete parts 110 5 to instruct your bank to make payments directly from your account.
National TV Licence Records Office, Bristol, 3598 1TL.
(Originators identification No. 917544)
Thequansﬂycostis£17-75 | 5.
plus a premium of £ 1.25 making £ 19.00 @ 1/Weinatruct you 1o pay Direct Debits from my/our
payabie onty by direct debit. account at the request of NTVLRO.
® The amounts are variable and may be debited on
Bank account No. various dates.
Ploass write full (a8 shown It vour cheque book | ® [/Wewillinformthe bankin writingif |/ We wish
postal address of your bank branch in the box below. to cancel this irstruction.
To The Manager Bank | {® 1/We undarsta-d that it any Direct Debit 18 paid
which breaks the terms of this instruction, the
Bank will mike a refund.
Signature
BN Name of account holder re wown n yor cheas sook) Signature
Date
. Reference No.
Banks may refuse 10 acce instruchons to pay Direct Debits 0819276202
from some types of account. In the event of a change in the
licence fee, the changs will be given full national publicity
but no individual advance notices will be issued.
eyeror - - - === —-"= - — - — =
/50 Reference No.
it name/address is different from that shown on this 0819276202
reminder, please enter naw details below.
Title Initial Surname FOR BANK USE ONLY
Change of address Beanch Tiio
- wese | [ ][] ] L] ]
oo | | | [ [ ] ] ]
TAYLOR| 14 ES ODR{ 1 01 jlAccount Name ] -
RERERRRRRNENE
09505 marmum 18 cramcrs)
MS T M TAYLOR e o s oot oo
14 ODIN ROAD
LONDON For Bank
ES  ODR Manager
Date
After completon, the bank beanch should detach the lower 0an of
the form ang roturn it to NTVLRO
51
80
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Making notes from the TV

Skills you need before you begin:
¢ Making notes.
® Reporting.

/ =
\\(/ E

h = —
#
Look at a TV guide for the coming week.

Choose a programme that interests you which gives advice, information or news.

£ a
Oloweq b, We;g’il

Tape it on video.

anN =
ews /Te[e’ex”

7.50
m p,
Bvam oliti
emper Y. Politic
oo " of the Conserv;:,tf;::rmem
Tnera mgbl eaid y
IS forc, {o 1o e
Margar 2l

X0n h
1€ 10 hy, Ouseh,
Qaret ang 5 nor.sf) Closest frqn0"@ When Rop
,a’son-sam”y Defe.k o eanwh,le
(Tetetex; 316}93? a highty

PSR!
1nics a€
ienes of tinancid! s

Line think

vyhat wootoat fans

n
. magazine § ve
S?ﬁ?ooo%eo FA Super 1620
c

Y 7.45pm What the Papers Say

how na
gave\ S n AuSt
9.00pM The ons InCuce soutne
* i Wees s oesund ast 8.00pm East
\gme pemotoxesne &0 An investigalion of how Qs O tne Suc-continent
an he Sun . he of Asia are *orced nto mariages thev o not want
9.30p nder ¢ mentary Seues Tond" e | Plus a profiie of Keith Vaz Britains only Asian MP
. 40¢y wome
m.wmn\ng W
‘:’:x?r\ar peopte of Eno g\l,?“our Tetetext. Aot 8.30pm Gardeners’ World
i sense O . A visit to gardens in Radclifte-on-Trent piys

n for 1 :
Ao o~ hignights of the Hampton Court fiower show

é 9.00pm NEW SERIES
Comic Asides
The first n a series of comedy one-offs  Joking
Watch th full Apart sells the story of an unusua! marnage
L4 aic e programme caretu
Prog Y 9.30pm Director: Alan Clarke
and make notes. The Iife of the oniginal and controversia TV drama
director as seen by tus friends. shown to comple-
R . ment the current season of tus work {Teletext)
Don'’t worry about speliing. 1 10.200m Buitdi sight
; . m Building Si s
The notes are ]USt for You. Alan gennen visits the exotic County Arcade m
Leeds. built at the turn of the century
e [ist the main points of the programme. 10.30pm Newsnight
11.15pm Weatherview
L

® Tell your tutor about the programme.

From Whats On TV, 6 12 July 1991 inger.endoert TV Publications
247 Toitenham Court Road W1

You can use this for Wordpower Stage 1 Unit 7 Element 2. :
8}‘, -~

L
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Trivia

Skills you need before you begin:
e Reading newspapers.
e Comparing different articles.

We expect newspapers o give us the news
but oftzn they are full of stories which may be inferesting but not important.

A film star's romance or a politician’s dress sense won't change our lives.

e Buy your favourite newspaper
and one that you don't usually
buy.

e Look carefully through
them and choose stories
which you think are frivial
(nof real news).

® Write about the stories you
chose.

® Why do you think they are
unimporiant? Do the two
newspapers differ in any way.
Do you enjoy these articles
or do they irritate you?

® Write down what you think.

You can use this for Wordpower Stage 1 Unit 4 Element 2

82 &4
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Using a video recorder

“74*3>
~ I

Skills you need before you begin:
o Using a video recorder.
® Following wriiten instructions.

/\\\'!f
\

/

Lots of people have a video at home and some of us know how to use them!
Often we are shown what fo do by a friend or we find out by trial or error.

For this Wordpower element you have to follow writfen instructions.
It may be a good idea to practise using several different types of video first.

Ask your tutor to supply a video recorder and the instruction book.
Read the instructions carefully.

Using the instructions turn on the video and play a video fape.
Show the tutor you can do this.

e |

)

The VTR will be

n.
o cassette as show o will be auto-

Insert the vide lly and the cassett

matica
turned on auto
ically drawn into the VTR.

- g mark will
When a Vvideo cassette 1S nserted. the 100
en
appear.
revention
e n broken out erasure p

When a video cassette wit - e D Y-
.tab {for example a pre-re
pack will start immediately.

e WS video cassette ta

corded tape

pes only.
e Us!

You can use this for Wordpower Stage 1 Unit 1 Element 2 :

835 .,
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Using a remote conirol

Skills you need before you begin:
e Using a remote conirol.
® Giving instructions.

For this exercise you need to explain something 1o someone or give them information.
If you already have a TV or video remote control, explain how fo use it fo someone who
is new fo it.

Practise this several times.

If you don't have one, you t,2ed to learn how to use it first.
Practise using it until you are confident.

Now explain to your tutor how o use the remote control
OR
explain how a teletext is operated
OR

how to record a programme on TV.

You can use this for Wordpower Stage 1 Unit 5 Eiement |

84 &5
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Writing to the newspaper

Skills you need before you begir:
e Writing letters.

Look at the picture of e L 1l
newspaper headlines. } ’| ‘ “ucnlm*bl,s ”J
Aked DRrAfy

Which word appears most :
often? - \

Why do you think this word is used
so offen in some newspapers?

Get a copy of the Sun,
The Times and The Daily Mirror.

'rﬁqceu

o EN
Look at the headlines and Ky ﬂn&lgw“l‘:gpiﬁl
compare them. SFX -(uu
A Gay-case MP
Cut out the headlines about sex. £, dnkyv
Which newspaper has the most? vild’ Taliney hisG
Famous people are sometimes written cibout in stories like this. %(

Is this fair? Do actors or politicians have a right to a private life?
Or should they make sure that there is nothing to report?

1. Write a lefter to the Editor of one of these newspapers.
2. Comment on the sex headlines you have found.
3. If you don't like it, complain.

4. Tell the Editor why you think they should change what is in the paper.

You can use thus for Wordpower Stage 1 Unit 4 Eiement |




Confidence in the Press

o —

\/

Skills you need before you begin:
e Reading for understanding.
e Reading bar charts.

Read this article which appeared in a newspaper. Then look at the bar chart.

*A plunge in public confidence in the law. the police. the education system and the press is shown
by a Gallup survey comparing 1981 with 19%0. - The biggest fall is in the British press. from 29 ner
cent in 1981 to 14 per cent. — A Gallup poll across Europe has shown widespread differences. In
the survey. for the European Values Group. figures for the UK are compared with returns from
Ireland and Belgium. France. West Germany. ltaly. the Netherlands. Portugal and Spain. Data
was obtained bv Gallup only for the UK. A total of 15.000 people responded to questionaires. UK
confidence in the press ran against an average European rise of 30 to 32 per cent. Confidence rose
33 to 44 per cent in Belgium: 27 to 36 per cent in the Netherlands: 31 to 39 in Italy: 31 to 37 in
France: 46 to 51 in Spain and 33 to 34 in West Germany. The Irish Republic was the only other
country with a fall. from 44 to 36 per cent.”

The Daily Telegraph
Monday, September 23, 1991

60 -

40 -

20

Great Britain lreland W. Germany France Italy Spain

Answer these questions.

1. Which country has the towest confidence in the press?
2. Which country has the highest confidence in the press?
3. In which countries has confidence in the press risen?

4. In which countries has confidence in the press dropped?

You can use this for Wordpower Stage 1 Unit 1 Element 1

86 5.
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The Problem Page
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Skills you need before you begin:
o Selecting the main points.

o Writing leiters.

¢ Talking with other people.

-

.
§
|

|

Lots of magazines and newspapers have a problem page, particularly the women's
magazines.

The advice givenis not perfect, of course, and it varies from one magazine to another.

. Read the letter from the person who says:
“My problem is that my whole life is a lie.”
Identify the three main points of the ietter.
Wirite them down in your own words.

ro

Do the same with the ietter:
“My grandson is spitefui to me."

w

Choose any one of the other letters on the page.
Wirite an answer to the letter giving your advice to the writer.

e

With a partner do this role play.
Ask your partner to be the person with one of these problems.

Listen to them, comfort them and, if appropriate, give them advice.
Ask your tutor to watch or tape record this role play.

You can use this for Wordpower Stage 1 Unit 5 Element 4
You can use this for Wordpower Stage 1 Unit 4 Eiement 2

You cdn’use this tor Wordpower Stage | Unit Y tiement 1

n
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The Problem Page

i
Mﬂl} I ANHY 15 SEX S MESSY? ' show
After watching Ber glitan’s TV S
ane week: his descr
me feeling o8 though
have s€X- 1 am stil
! me a new insight into seX.

the reality and the em
Oboeu::f ite. He made it seem hk'e a very .
t and s0g9Y experience w“l;'o.k:ec:l
grt i nis
ting and funny noises: ol ini
?:';‘f":u;:hgo debate obaut who's going t;: /\!'&;\g‘_\
\eep on the wet patc it destroyed @
e ¢ the enjoyable

m expedoﬁons af t .
e:perienr.e | hoped it wau'd be-

N Y

h | never W

|avirginitg
e ralke

mborrossing

ave

. o
e s t offan 20 YOUu thjm 1S
an cheoy LMY homa wind iy snk he
im, ond With h; n snd

] h.v. hg:,pﬁrqnt:

to h,'d.'

Uniggg

'HE’'S GONE OFF SEX’

| have been with my boyfriend far two

ond a half years but the problem is

that he has gone off sex. For the past

six months he has found it difficult ta

| make love - he says he daesn‘t feel
right and thinks he doesn’t satisfy me.
| have told him he daes and that I'm
happy. Now ! feel like I'm a disaster in
bed. He's had several relaticnships
befare me but | haven’t ond | fee! like |

doing it right. 1ty " —————

' ¥ preblem s that -

dan’t knaw if I'm
ta talk ta him about it but he says it g
will pass and he never vwants to lase whole life is a lie. oy
me. We live together and are people to b e. | lie ¢
engoged. Please help me ta pick up -? $:i$ient Sel::;s:n?: non-
i de
N S patters startod when | v:::e;
a

school and |
d it's
At uni ) gune on aver g;
varsity I lied about :'-nce.
oming

our sex life again.
My tirst boyfri |

( syfriend [ h o frow a weaithy by

) i ckground but

icin sixteen. soa
. 83 went out wi
yaers ego. Even with ebov seven in
isn'tin any of my":I:I 1 can't forget him. Ho ! reality we live in 3 ¢
i e pravaraund aute s ot Wasrex s | 2 1 ot o emperramnen !
s now. and on’ - Wearen't bri; ermbaerr,
other for several vh.’.\;:“ t spoken to each i h 79 anyone home. as¥ed fo
how 1 feel about him. | h {cant et || hates ma. i - By %tue,
im. | have had a few )  made me'~ ¢ haz ridicuted ’
i feel w me,
l: orthless and h..,

i begt me
e, Yet at
BPPears to the o!he

4
)
! boyiriends si
4 sinza, but h
sesing them "/8  8tO
[ spting tham ectins ot i fetng
HEARTBROKEN" se
me time, h
s he

utside world tn be

the
Perfect father, He too i
vy a

(‘ . R LE?'
JAM | STERI 4 outthod tn
f ~he bragg 2Gout

Three years 98¢ V fou .
. ] . For
sexual infechicen colled chlgmydia. ¥O ] &chievamants my academi
the post yeor my portn®’ and | hove all intereateq though he's no at
peen trying for a baby Ut have not \ mother won't In niy studies, !::
suu.cedc . VknowW it's not him c's e I once told me ::::d uP to hirn, Sh(:
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I Your Stars
Yy

s Skills you need before you begin:
il , ,

o Reading for understanding.

- @ Writing about your own ideas.

Reading your stars can be fun but of course they are very vague.

To apply fo everyone with that sign, they have to be.

‘ 4% (2112}7{ 2’

v e Answer these questions.
D
Section A
1. What is your star sign?
3 LEO
2. Which dates are covered by this sign? -" (24 July-23 Aug)
3. Look at the stars on opposite page. s
imagine they were for last week. ¥
9' y ' P 2 VIRG o
In which ways did they come frue? AU9-23 Sopy
4. took at your stars for last week in your favoutite magazine or newspaper.
Did they come true?
Section B
5. Now write your own stars!
Wirife for your own star sign but remember that millions of people share your sign.
Write your prediction in vague terms so that it could come true for many of them.
You can use this tor Wordpower Stage 1"Unit 1 Element 1 (A)
You-can use this for Wordpower Stage | Unit 4 Element 2 (B)
Q (}
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Your Stars
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{21 March-20 April)

i Tne more you try 0 unger-
stand the events that overtake
you this week, tne more angry and aggra-
vated you'll become. There's little you can
¢o 1o turn the tide of tate. so don't even try.
vou'll cniy 120 yourself i trouble with a
partner or emplover if you lash out at them.

7Z77% TAURUS

bring a week filied to the bnm with romance.
Plan a special treat for you and your be-
ioved. keep 1t secret. spring a surprise for
the desired results and you'll be smothered
with 1ove. morning to might. Tasty Taurus!

You've got to choose where
you want to direct your emo-
tons and feenngs this week. The older you
are, the more the secunty of your home will
mean to you, but that shouldn’t prevent you
naving a rauncny sex life. for your powers of
at*raction are more potent than ever bafore!

CANCER

{22 June-23 July}

9,
\CZH .'1“) Trying to fathom the action or
IXPE hehaviour of those nearest and
cearest to you will be more complicated
than a company of Rubik's cubes! You're
pest off leaving a man to his own devices,
pecause If you get sucked into his ego, then
vou'll be captivated for the wrong reasons.

N

(24 luly-23 Aug)

e
(v@ Y Dealing with craps 1 uniform

2N or authority will be the bane of
your lite this week. Therr power-crazed ways
will drive you to distraction and, before you
know 1it. you'll do something you regret.
Steer ciear of people who wind you up and
make room for more relaxed conditions.

¢ VIRGO

{24 Aug-23 Sept}

Q (' - (21 April-21 May) !
& ) There's a twinkle n your eye
and a glow in your heart that'l

You are determined to enjoy
yourselt if it kills you, but that's
ore thing you won't pass away with! From
oanc:ng to romancing, why not relive some
mag:c moments from the past? A visitto the
fl:cks and a back-row smooch 1sn't beyond
tne reaims of possibifity! Spoil yourself.

LIBRA

(24 Sept-23 Cct)

You can't predict the ways.
wnys ang wheretores of the
coming week. SO why try? You can take
care. however. by avoiding explosive situa-
tions or hazards that could cause an acci-
dent For instance, faulty combustible or
electrical appliances require attention

SCORPIO

1 (24 Oct-22 Nov)

A fetter or telephone call may
impart shock news that'll re-
quire urgent action. But don't overreact or
you could make a mountain out of a molehil!
ano provoke a Situation out of all propor-
tion. Logical thinking and reasonable rat:o-
nale will overcome any hysterical drama.

N SAGITTARIUS
(\'\% SO (23 Nov-21 Dec)

WBSRSA I trouble's brewing then it'l be
> '),/\'_S in the area of money. Casn.
coins and currency can all create such a
catastrophe that a friendship might be spit
because of it. Any brouhaha can be defused
if you're prepared to discuss i, but you're
more likely to cause chaos, kncwing you:

CAPRICORN

|74
N (22 Dec-20 Jan)

'g W\
¢ ~ -
[‘\g ) Act first and ask questions lat

er is how you approach a deli-
cate personal or career Situation. But 1s that
wise? Of course not, for the more diplo-
matic, relaxed and fnendly you are. the bet-
ter, SO avoid a confrontation at all costs.
otherwise you'll only make matters worse.

AQUARIUS

(21 Jan-19 Feb)

£ You're like a blazing bansheg
RSN |11 ek fll of it bie and
balling folk out due to their own terrible prej-
udices. Intolerance or bigotry. Mind you,
you might see all these things in others, but
does their hypocrisy rirror your own? Live
and let live 15 your motto. so foliow it

i PISCES

(20 Feb-20 March}

My heart goes out to you this
; ¥ week, not out of sorrow or pity.
but because you are at last about to sample
the happiness you deserve after going
through some harrowing experiences. Way
not move Into a fresh social scene — r.ew
people could be the answer to your prayers.

. —
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Answers

~3-4-4

[auy

Reading the newspaper

Headline 1 matches article D.
Headline 2 matches article C.
Headline 3 matches article E.
Headline 4 matches article B.
Headline 5 matches article A

-

Kicking off = starting
Bash = party
Songsters = singers

Accommodation

1. WC1Grays Inn Roaa.

2. pw = perweek.
DHSS = Department of Health and Sori - ecurity.
Kit/bthrm = kitchen and bathroom.
inc = including.
tel = telephone.
s.c = self contained.

3. £35

4. Aroom = a bedroom in a shared house.

Abedsit = a room with bed and cooking facilifies.

Aflat = rooms for your own use including bedroom, kitchen, bathroom, own front door.
5. No tenants on benefit.

Looking for a job
1 4
22

3. BSM Driving Instructors: Diploma Courses in Secretanal, Accounting, Computing; Driving Instructors.

4. So that those people looking for jobs will see them ~ perhaps unempioyed people or people who
want promotion or a change of job

5. Check the ietter.

Who reads what?

1. 3464727,

2. 439849

3. The Sun.

Check your research notes with your futor.

Applying for your TV Licence
Check the completed form.

Paying for your TV Licence

1. €5 p.a.more.
2. Check the completed form.

9 9




Answers

Making notes from the TV
Explain to a tutor.

Trivia

Check your writing with a tutor.

Using a video recorder
Student demonsirates to iutor.

Using a remote controi
Explain fo a tutor.

Writing to the newspaper
Check your letter with a tutor.

Confidence in the Press

1. Great Britain.

2. Spain.

3. West Germany, France, ltaly and Spain.
4 Great Britain and freland.

The Problem Page

1, Sheis a liar. Her father hates her. Her mother never stood up to her father
(Note: this is very subjectivel you may disagree with these answers and may be right).

2. The boy is spiteful. How can she deal with it? How can she make him behave in her own home?
3. Check the answer with your tutor.
4. Check the role play.

Your Stars

Check your answers with a tutor
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Access Skiils

e Obtaining information on a property
~-WP, Stg 1

® Making a complaintto the Council by
telephonefrole play — WP, Stg 1

e Organising ¢ move

Instructions

e Giving instructions on how to hang
wallpaper - WP, Stg 1

Numeracy

e Working out the cost of buying your
Councit house

. Colculoﬁng the unit price of a carpet
e Paying for bedroom fumiture
® How much does it cost to keep warm

e Calculating how much you caon
borrow

Forms

e Reading a Mortgage Application
form - WP, Stg 1

o filingin anapplication to vote form -
WP, Fdn

\{

Letter Writing

o Letter of complaint to ¢ builder -
WP, Stg 1

Reading articles

® Reading an insurance policy -
WP, Stg 1

e Reading a mazagine article on Beat
the Burglar - WP, Stg 1

e Reading a newspaper article on the
problems of mortgage replayments -
WP, Stg 1

I

. |
-l _
™
____/
,aasusaBald
«.anuu8satl
ssanen vl
':-

X
3

Maps

e Using o map to find local faciiities -
NP, Fdn
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Calculating how much you can borrow

=== Py
Skills you need before you begin: ?ﬁ‘l‘\ i
e Reading for information. ‘Eﬁ‘ <k
e Adding and multiplying. ____/_;____ n
’-—;:— m———

When buying a property you need fo borrow money from a bank or building society.

The foliowing article from ‘What Mortgage’, June 1994, tells you approximately how
much the financial institutions will offer you and your pariner.

Read the article:

Using the given information, work out the

maximum amount of money you can spend.

Your building society will lend you two and a
half times your income, and one and a half
times your partner's income.

Use a calculator if you wish.

Yourincome:

Your partner'sincome:
Savings:

Balance from previous
house:

£16,000 per annum
£15,250 per annum
£2,450
£6,000

How much can you afford?

Income per year

xlender's multiplier X

Partner'sincome per
year

xlender's muitiplier X

MAXIMUMYOU CAN
BORROW

+ your savings

+ balance from
previous house sale

MAXIMUMYOU CAN
SPEND

HOW MUCH CAN!
BORROW?

THE amount you can borrow for a
home depends largely on your income
and the value of the property you want
to buy.

Building societies and banks will
usually offer you a maximum of
between two-and-a-half and three
times your income, plus about one or
one-and-a-half times a second income.

But they vary in the ways in which
they work out multiples. They may
instead add the two incomes together,
and multiply them by twoortwoanda
half.

Some will consider regular overtime
or spare-time earnings. Self-employed
people may be asked to produce
accounts. Most lenders will accept two
single people as joint owners. If three
or more pople are sharing
responsibility for a mortgage, you will
need a special legal agreement.

Don't be too ambitious about the
size of theloan or you couldbe infora
shock if interest rates spiral or one

partner stops working —for instance. to
start a family.

Don'trely on the lender's judgement
when there's a lot of mortgage money
around and you are offered the
maximum loan. if, however, the market
is tight, it may be worth waiting until
the lenders have more money to offer
you.

04




Reading a Mortgage Application form

!
1

|

Skills you need before you begin:

pil

e\
'
i
=
—

'{ﬁ*ﬁ
\

On the next page is part of a real mortgage application form from the Bristol & West

Building Society. As well as your personal details, they request information on your

= e Redading forms.

o |dentify information needed.

e Giving an oral report. e
a—

Building Societies and banks require a great many personal details about you and your

partner when you wish to apply for a morigage.

present housing and employment situation.

7

S

Read the first part of the form, 1-20, carefully. Note down any words you are unsure of
and look them up in a dictionary, then read through the form again, checking on
those details.

Mortgage
Application

. T
sToL ¢ WES L\
pRISTC .

—

Shee M e — T

_Dsedny

e e—— T

v T VP T
Felephone Bristoltt

< A

= Broad Quay. Brisiol BOU IAX oo

3oy (A

723y 203271 tefen 1420
e P TP
Head Otlice PO Baxe

- farst \ppitcant

. .

e e

PN
T

ine © Employ
PITALS of tikin® .

e questions in tull usIR B}?ocr:p(lJc\lcd by the aopntdr:‘ll:v
Please answT = where this lorht:_\ ‘:“'::“,m ate contumed as Lot
that

Details

“r

E Tell a tutor how you would complete the form.
=99

You can use this for Wordpower Stage 1 Unit 1 Element |
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Reading a Mortgage Application form

BRISTOL & WEST

Mortgage
Application

[ OHice
+ Use Oniv M

Head Othice PO Bos 27 Broad Quay Brstol 85wy 7AN

Telephone Bristol 102720 201071 feles 34717

Fist Applicant

Please answer questions in tult using BLOCK CAPITALS of ticking the
appropnate bov Where this torm 1s not completed by the applicants:
personally 1t 15 essential that the answers are contirmed as correct
the applicantisi betore signing

Persona! Details

~etan e b e e e eemaim i me e - .
E orpn g

Presest e — . .
Aduren

Tearnore -

3 bate ot b
—_—
4 Mames

Separates . Wdowed

_ 1reeparated o diecrced hashnanga
D ettement bren aprend o gt
Sulmin
O sepera - _
L T U B e Mdde atrangemeT
1 & thzreuw reaw been made famr ot o
Have you ever had any LOurt ludgemenis H
8 recordec against vou Yevo N
HAVE VOU VET DEEN N Arrears with 37 H H
9 e1sNg DICVIOUS I0an ves AN e
] |
Hyestoam +
ot the apove 1
£ve deta-t {
IMYOL Pgar g™ inaestment o Lot
10 aor Qe av s b e I
Acoun! H
Nambers
SN RE Nk Bl DIGMIIE GBI 6 TS NSt M At dy (i’
m 1§1R15 IPPICAT YR 1eSDCt o S

yout st puech-ase of 3 propet s

A U

Present Housing

Employment Details

S

. Py
P

l‘j D T .

Toduraree

© Nafe g
adress
e phove
MU EMPU QY e e e
e buniness < fosode
adarress :

Teiepnane Ne

< Nt Lt
DUSINESS

© tengr !
“motvme ™

15 nameany ﬁL
L

Jugress
accountal
sellemplover

¢ Postiode N

lé I* engih of empiovment less 10aN | veds please give Dievious employme=:
deta-is

(ceupate L

Name 2%

Adaress

empiover e *
i

»
3 i

the business !

aduress

Teiepnone No &

0 Nature o i
business

1d1Length of i
e L

Income
17 rusn satans oo dsedempn e P
netincome - o
Kegular Bonus l—_—A
Regalar Overtime i ta
Owrer tncome [ s
Mortgage Rent Subsioy '—_.
IOTAL . -

ote 11 sel-emploved the - xCiety wit ROTMaly reQu ‘e
1vears aud-ted accoun s

—_ — —_—
12 e Teramil_} pwmgaitpaeso o 18 sourcent
ther g qeme
e |
N '
amean i ;
13 anrees | Outgoings
iender ¢ + Iq 1. N
tang. - { Mantenan e and AP Abmy - —_—
| 20 cuner crean credit care we en;
v {
Pty et | ! Lerae Halane Payrments
Tt Ayt e '~ V! —— : N
LR ELP R S — . re
Aty 1 = - Tt
Namte: 1!
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Obtaining information on a property m

_-y el
=TT ,\”’&3"
'i% S :?
Skills you need before you begin: l i e ;:
® Asking questions clearly and confidently. sl

\Nai
A\
75

You and your partner are keen to purchase a reasonably priced terraced house near
the centre of the fown.

You have viewed the property and having tatked things over with your partner, you
would like to know more about the house.

A TWO BEDROOM TERRACE"Y HOUSE
IN GOOD DECORATIVE ORDER

Two bedrooms with built-in wardrobes. west facing
loungc. good sized kitchen/dining room. modemn
bathroom, part UPVC replacement windows. replumbed
and rev ‘red. new roof and guttering. Very good order
throughout. Garden.

“VA*\/-‘-.-\—\\

o With atutor, role play the situation of obtaining more information about amenities
and the sale of the house.

— Student — acting as the buyer
— Tutor - acting as the vendor.

® The queries you have about the property are the following:
- car parking facilities?
- power points in the kitchen - how many?
— fitted shelving in the lounge - it is remaining?
- carpefs, curtains — are they included in the price?

® Ask the vendw- for answers to the above queries.

You can use tris for Wordpower S*age 1 un.t § E.ement 2
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Reading a newspaper atticle on the
problems of morigage repaymenis

1
\

»
ssssselt
[T XY X2 3

PP

Skills you need before you begin:
e Reading newspaper articles.
o Finding key information.

o Reporting clearly in writing.

B

\
A
12)

!

Due to a variety of reasons, many people find it difficult to repay their mortgage
repayments and icans each month.

The article on the next page reports on a couple’s experience of financial difficulties.

Read the article carefully, make notes if you wish.

1. What do these words means?
a) Repossessed.
b) Self-employed.
c) Recession.

d) Arrears.

2. How many houses had been repossessed between March 1990 and March 19912

3. What events occurred in the lives of Mr and Mrs Train which led to them falling
behind with their mortgage repayments?

4. What was the fotal cost of their mortgage and loan?

3. What did the judge state the couple should pay over the next two years?

You can use this for Wordpower Stage 1 Unit | Element 1 (A)
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Reading a newspaper article on the
problems of mortgage repayments

Couple’s bleak house

By R Barry 0'Brien

Mr and Mrs Glen Train: struggle to find £76 a week

One in 12 home buyers is
now two months or more in
arrears with mortgage
repayments, according to
Shelter. The number of
homes repossessed more
than doubled, to 47,900,
during the 12 months end-
ing in March this year.

LIKE thousands of young
married couples, Mr Glen
Train, 36, and his wife Mi-
chelle, 22, were both working
when they bought their two-
bedroom pre-1900 terrace
house in Thirlmere Avenue,
Hull, for £8,500in 1985.

With his earnings as a self-
employed bricklayer and her
wages as a clerical assistant,
they felt able to manage a 100
per cent mortgage from the

Abbey National.

They later borrowed an
additional £4,000 from Cedar
Holdings for a new roof, new
windows and other necessary
repairs. Then came two chil-
dren, Jenna, now 20 months,
and Kristian, five months —
followed by the recession.

Mrs Train had to give up
her £90-a-week job to look
after the children, and her
husband's earnings of
between £200 and £250 a
week were cut by half
because of lack of building
work in the last three years.

No longer able to keep up
with repayments of £130 a
month on their mortgage and
£120 a month on the loan,
they quickly got into debt.
They now owe £700 arrears on

the loan and a month’'s
arrears on the mortgage.

Last week, Cedar Holdings
took them to court seeking re-
possesion, but the judge gave
the couple two years to pay
off £6,00v capital and interest
outstanding on the loan.

From an income reduced to
£100-50p a week unemploy-
ment benefit when Mr Train
can't get work plus £725 a
week for each child, they are
now struggling to meet £40-a-
week repayments on the
mortgage and £36 a week on
the loan. **I will not be able to
meet the payments unless I
can get work,"” Mr Train said.

**When I bought the house
it was one of the best things I
had ever done, but I am sorry
now. We thought we could
manage. but obviously not.”’

C: The Daily Telegraph plc. 1991




Working out the cost of buying your
Council house =

danuneel
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Skills you need before you begin:

Sy
® Subtracting in 1000's. ‘1&/"

\ /4

Large discounts are now available if you want fo buy your council house or fliat.

Tenants who have been resident for 2 years or more can receive between 32% and
70% off the market value of their property.

Your local authority will tell you how much your home is valued at when you apply to
buy, and also what discount you qualify for.

R
R\
\‘z

1. Using the table opposite Table 1: Actual Purchase price to you
work out how much you
will need to pay if your . Purchase price after discount
. Discount
property is worth £20,000 Property worth
and you qualify fora £20,000 | £50,000 | £80,000
discount of 44%. 32% £13,600 | £34,000 | £55,000
4% £11,200 £28,000 £44,800
2. Ifyou have £1,500in 50% £10,000 | £25,000 | £40,000
savings to put towards the 60% £8,000 | £20,000 | £32,000
cost of buying your

council house, how much
will you need to borrow?

Look at Table 2 to work out the cost of your mortgage repayments per week.

3. Ifyouborrow £10,000 over
20 years, how much will
your repayments be per Period of Amount borrowed

loan £10,000 | £15,000 | £20,000 | £25,000
25years | £22.64 | £33.96 | £45.28 | £56.60
20years | £23.97 | £35.94 | £47.93 | £59.91
15years | £26.57 | £39.86 | £53.15 | £66.43
10years | £32.50 | £48.77 | £65.01 | £81.27

Table 2: Weekly mortgate repayments

Remember that mortgage rates go up or down and the amount payable will change
from time to time.
10,
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Organising a move

—

\

Skills you need before you begin: ’:;:’**\
o Finding key information. ‘
e Sorting information.

There are many things to do and remember
when you are moving house.

Read the list below 10 help give you
some ideas.

¢ Make a checkiist of things to do to help
the move go smoothly.

ONE WEEK BEFORE WHO TO NOTIFY r ON THE DAY

Cancel deliveries
Read electricily meter

Pull up carpets
or floor cover
Banks ngs

Schooys
Labe! all your boxes Electricity and water boards
Save newspapers for packing

Gas board
Care of QAnimays

Dentist

your meters to pe read

asrange for Friends ang relatives

Tumn off gas appliances Stock up On POXes

D:sconnect Ccooker

10f /1L
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Reading an insurance policy

5
\

Skills you need before you begin: "
e Reading for information.
e Using a dictionary.

-

o
e it
,saunanst
ATSIIIRALY
Nsasgseg sis

T

N

|

Read carefully the Home & Contents Policy section on buildings on the next page. Then
answer these questions.

Section A

1. Would your policy cover you if a tree fell and damaged your fence?

2. Your kitten has scratched a chair cover through to the padding. Would the
insurance company pay for a new cover?

3. Inarecentgale yourtelevision aerial was biown over, would the policy coverthe
cost of repair or replacement?

4. Whilst you are in the house, the washing machine overflows and floods the
kitchen. Would the policy cover you?

5. The hot summer brought subsidence cracks to the back of your house; the

surveyor confirms this. Willthe insurance company pay the full amourit, if not, what
is the excess?

6. The chip pan was left unaftended and the hot fat overflowed onto the gas cooker
and started a serious fire. The kitchen was gutted and there was smoke damage
throughout the flat. Will the policy cover you?

SectionB
Now use a dictionary:

Have an aftempt at guessing the meaning

of these words and then look themup in a
dictionary.

7. Commotion
8. Malicious
9. Vandals
10. Subsidence
11. Defective

12. Foundations

Section A - You can use this for Wordpower Stage 1 Unit 1 Element
Section B - You can use this for Wordpower Stage 1 Unit 1 Eiement 3 (A)

‘
'
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Reading an insurance policy

Home and Contents Policy
5 4]

Section 1 - BUILDINGS
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Letter of complaint to a builder

= E;é =L
'ﬁij Skills you need before you begin: ‘:;Efﬁ\ 'E ::.:, .
e Writing formal letters. =y
‘%l \?\
7 _STiig
—

The roof on your old house needs replacing. The contractors you decide to employ
suggest it would be a good idea at the same time to replace the old guttering and take
down a chminey which you no longer use.

The re-roofing is carried out satisfactorily but in the process a number of problems
occurred.

1. The first time it rained you found the

new guttering leaked! =
2. In taking down the chimney, they covered B
your new living room carpet with soot.

3. Asthe scaffolding was taken down, a iarge F@
bedroom window was shattered. j ==

_EE,? E=]ly
=== )

You are outraged, you feel it is necessary to write to the builder before paying his bill.

Builder’s name and address

Bodgers and Clangers Ltd
4 Ship Street

New Town
Wessex

N Wirite a letter of complaint using the information above, giving tfoday's date and using
@ your name and address.

You can use this for Wordpower Stage 1 Unit 4 Element |
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Calculating the unit price of a carpet mﬂ

4
&l

Skills you need before you begin: ‘:
¢ Cailculating areq. -

— i
=)
e Division, multiplication. ‘ /\

I

W
]
senastls

You decide you need a new carpet for your living room. You have a budget of £180.00
and need to know the price of the carpet per square metre. ‘

You measure the room and make a floor plan as shown.

iSOcms

1.5m

4m

Z=Xx] [|. Cdlculate the area of the room.
N

P4 2. What is the most per square metre you can afford to spend within your budget.
N

e




Giving instructions on how fo hang
wallpaper B

)

{TEH ONE=
=i R D o
‘i%r,i\ N 0
Skills you need before you begin: 1él:_.—'_ :;g/’
o Reading instructions. ‘ / :-D
e Giving oral information in an appropriate order. T =l - I\

|

Rooms rarely have perfectly square corners, and doors and windows are frequently not

straight. To help you hang wallpaper straight, Do It Yourself books offer some useful
guidelines.

e Read the 4 eqsy steps, on How to Wallpaper Walis:

7777 \ |

l-i 2 h&\\

&ﬂutlth'c pl}pérl'",}tl“ l s;:,"“ht:% lc%g:]h. ¢ Paste the paper then fold the two
akeamark '"less than the width o lengths end to middle.

the roll. Using a plumb-linc or spinit

level. draw a vertical line.

%ﬁﬁ 77

]
4. !
el
3 ‘ Pasition the paper with the edge
’ parallel to the guideline. Run the
Carry the looped sheet to the wall, brush aver the paper to smooth out the

bubbles and trim off the surplus paper
top and bottom.

o Tell atutor ir your own werds how to wallpaper a wall.

You can use this with Wordpower Stage 1 Unit | Element 2
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Paying for bedroom furniture

g-—
il

Skills you need before you begin:

® Adding and subtracting in pounds and pence.

¥

\

In the local newspaper you notice a 20% sale at your local furniture store.
| You decide fo buy some furniture for your bedroom at the sale price.

\’ /%
AE MEW PURE WHITE

Glearing whis ezsy clean meamine umiute

=
seose i 11991 |
SORANER - 150 £19.99
R CHLET £20.09 239
ADRANER i £9199 i
SDRAWER e £3999
G S BOARD £39.99 £31.99 '
AEbROBE £30.99 £31.99 :
Y  OuUsaProe all =
You decide to purchase: EAA%%P?E% - 24:‘:: 53?.99
1 bedside cabinet i £30.99 £31.99 |
1 750mm chest

1single wardrobe

Use a caiculator if you wish.

1. How much will you pay in total?

=

2. You give the cashier £100.00 in cash. How much change will you receive?
(The change is fo be checked without the use of a calculator).

107
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How much does it cost to keep warm?

Skills you need before you begin:
e Adding and multiplying in money.

The cost of keeping warm in the winter months can be very high, especially whenitis a
long cold winter. Itis a major expense in ary household, especially for those who are at
home all day, e.g. young mothers, unemployed people, the elderly.

The cost of keeping warm depends on a variety of factors:
e the fuel you use

e the sort of heating you have

e the standard of insulation in your home

e the size of your rooms

® fthe amount you use your heating.

Below is a table fo show the average figures to keep warm.

MAINS GAS  \ELECTRICITY SOLIDFUELS  \OTHER FUELS
2, 2, % 3 [} 2 2 Q\ @
) ) < > o, \ ¢ N
ASATRA ERARAIARAAN
2\ 2 \% \&% %2 N5 %2\6 8\2.2\ 2
2\ ¢ ® \N%L\%ENZT \ %
Z CA > L\ ©
%\ 2\ 2\% \ %

3
living roomonly | £5.30 | €380} £4.50 £590| £5.10 | £11.70} £7.30

L
fully | {neated
M

GG 3 ' ¥V
3
1 bedroomflat | £6.20 ] £4.60} £5.70 €770 ¢7.80| €670 £8.50
W fully :é -
heated | 0 2 k4 E
| heses ;| _ g H B - - -
3 bedroom house £8.80 | £10.25 | £30.30] £15.50 £14.40} £12.10

The costs are for an average winter week (1990 prices). and for all day heating They do not include standing
charges or maintenance costs. The fuel costs were calculated on the Energy Targeter computer program

e Answer the questions on the next page on the cost of keeping warm.

108 1i




How much does it cost to keep warm?

S —

\/.

.

‘&'/’ .’

Use a calculator if you wish.

)

.

9

7

7
\¢

/'Q

N4

. Ifyou are heating the living room and you have an open fire with a back boiler,
what would the average cost per week be?

. Inaone-bedroomed fiat compare the cost of gus central heating to a calor gas
cabinet heater. What is the difference in the cost?

. In a three-bedroomed house, how much would it cost each month to heat, using
Economy 7 Electricity?

. What is the most expensive form of heating?

. Can you suggest any money saving tips to help reduce the heating bill?

1
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icati te form
Filinginan applicafion fo o =
> i\za:?r’
n S EHS
: need before you begin: ‘~,,_— ]
ﬁiq Skills you LA

\\
AN
3

sl g Reading forms. —" S
ting forms. =
e Completing
' eqister of Electors.
ly vote in elections if your name appears in the Reg
con only : |
Zorlxjew register is published each year
By law, if you are a householder, you
o»rle re;ques’red o con:ﬁleé?egggw o e
ving i fion to the
giving informa ' ot moonle .
istration Officer, abo
Eﬁgﬁfto vote in your household. You]- l‘lght to vote

You can vote n
the register of electors, A ey register 1s publisheq €ach year ang
the 1892 régister 1s being prepared now

About this form

The law requires the householder 1o give the information
"equested in this form,

the electora| registratio

If you are unable to voig in |ylaersor\,
eg. if you are blind, physucc; ykes o0
disabled, or work regularly Oﬁﬂed
away from home, you are en ted
to apply for a postal, or proxy )

elections only if your name appears 1n

So please fill 7 IN. 819N 1t and retyrp to
N officer a5 QuICkly

as possible
i f areal
re is an example o
’ ?o?m issued to househplders to
help compile the register.
it is calied ‘Don't lose your

right to vote'.

information even if v,y intend 1o
move home after 10 October.

ere are details of

who 1s eligible o vote and
W 10 answer the

Qquestions,

3 You don't understand or if You woud ke
more information, contact your electora régistration officar a
This is part of the form you the address shown on the form. He wyif e Pleased 1 help,
L i
V\\q it through carefully,
d, readi
t\ ) neeq,

using the notes for gpidance,
and then complete it when
you are ready.

Checking the register
The draft register 1s published on 28 November, ang bstween
then and 16 December YOu should check at your local council
offices to make Sure that your name has been ncluded. If for
Some reason yoy have been missed off, you shoyiq apply

Immediately 1o have your name added 1o the register

Unable 1o vote in person?

People who are blind, physically disabled or whose work
regularly takes them away f

Y 1rom home are entitled to apply for g
Postal or proxy yore at all elect
Postal or prox

.g. because You are

toral registration officer for

d2

11,
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Aruitoxt provided by Eic:

Filling in an application fo vote form

Please read the notes below belore filling in
using BLOCK LETTERS

Don’t lose your right to vote

1 Address -
No of fiat, bedsit
or floor (where No of house {or name if not numbered)
apphcable) followed by name of street, road. eic followed by der of address and postcode

eck e

2 Names (if names are preprinted. ch ntries are correct and if necessary, add, delete or amend)

Service

Please read the notes below about who ta include and who not 0 include Then write hece the

It 70 or over tv
names of all those including vourself living in your household on 10 October 1981 who are British. Please give 16 february
other C ith or irish citi and are aged 16 or over on that date dates of bith of 1997 emer /
Mr Mrs 16717 year 0ds iseq nore on fury
Miss etc §t_u_n_a_rne_lpl._(][:_!(wl.Eﬂ_E_RS PLEASEl _F_EI_I_l_nﬂales—(BLOCK LETTERS PLEASEI_ . Day_Month Year service beiow:
-
ot i Y] Yo 2o el o 1 011111 s o g e lman oo s o,
eg e~pty property, occupied by persans not eligible to register. non-residential. [ deciare Ihal to the best of my xnowledqe ana bekel the particulars
service personnel having made a service declaration . gmven n this form are true and accurale and all those wiose names
O(hev h eh ds SEEEEEEESS . 3¢ entered are Brilish citizens olher Commonweaith citwens or

ous citizens of the Repubiic of heland
Is where you live part of a house or other property that has
been converted into flats or bedsits? If so. please state how S |
tnany indrwidual flats or becsits there are so that the electaral " e
§ ow many flats | T T RRIITIIT e
tegistration nHu:n:r can make sure that the peopie living there o bedsite? Signature date

AR




Reading a magazire article on

‘Beat the Burglar’ B N
R AN
pilsae wlsear
eo®hifowa
A\
lfﬁgl Skills you need before you begin: - tes
4]

& Reading for understanding. ‘
® Reporting on the relevant points.

W
A
[ ;’

Read the articie on ‘Beat the Burglar'.

nt of burg\aﬁez
are through an unlocke
door or window

A 30perce

(S Iedve S,
. Iqe\/ T pare y
ke S In

A 80 per cent happen when
the house is empty

A 6opercent of burglars get
in through 2 window
A 80 per cent are chance
~ thieves and not
pl’OfCSS'\OI'\a\S

e

Survey of 1 00 peop
:7\7 :Aas§ Observation L
on 23 February 199

“Z; | Tellatutor:
9

1. Three statistics on burglaries, taken from
the survey conducted for Crime Prevention Week.

© Norwich Union's Aspire Magazine

2. Give 5 good tips to help keep your home more secure.

You con use this for Wordpower Stage 1 Unit | Element 1 (A) ' ‘

11,
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Making a complaint to the Council by
telephone/role play ﬁ:"m?/
p=ili
A ‘fé]-*ﬁ T
CARY  Skills you need before you begin: aicm— P
-~ S
g © Presenting information in a sensible order. ‘ /
f;:__ —
——

There is a new law controlling the cleanliness of rented properties, i.e. bedsits, flatlets,

houses, hostels or bed and breakfast hotels. If a landlord does not follow the new
reguiations, the Council can be informed and steps are then taken by the Council to

put things right.
If you live j
Read the leaflet. € In a hedsit sha
red
house, bed ang breakfast hotel

You live in a bedsit and you or flatlet...

are unhappy about the :or:‘m law deaiing with pag
following: ons affects your rights 1,
© 9 LrProvements and repairs. Thisoleaflet

briefly explaing its effects.

e a broken fire escape
e lack of rubbish bins
e q cracked bath.

fA'\nlyom; who lives in a bedsit
ait et, shareq house, hoste| or.bed
_d breakfast hote| is affecteq by

éHMQs). Local councilg have
Pecific powers that they can ys
when dealing with HMOs. ©

:;ew _Management Regulationg
Thme into force on July 1 1990
! oy Operate in a simjlar way té the
egulgtlons that contro| the
cleantiness of festaurants:
e Theyare a National, Standard
sl('eth of regutationg that apply to
all houses in Mmuitiple OCcupation

e Alllandiorgs must comply with

them

--.fead this |
rights. eaflet to find oyt about your

Role play with a futor face to face, or using the telephone:

> §
z— ~ make a complaint to the Council about the three problem areas, and seek their
f advice.
»
I You can use this for Wordpower Stage 1 Unit 5 Element 1
i

Q : !1.
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Using a map fo find local facilities

] —

Skills you need before you begin: pesaen VLN
np ‘3I AAIBHK
e Understand the 4 points of the compass. - 45 = ¢

| ® Give directions. ‘%/"

/|
; |.,

| ’—"”——- -
You are about to move into a property in Ham Road with your family, including three
children.

720 00 S i TG o G
/"‘\_)\_

\Q';l, o 2
(s AT

1| TOWN CENTRE Jiif: HiLY Uile

=

© Crown Copyright

Using the map tell your tutor:

o

e Which route you would take from the property to East Sutton Railway Station.

e Which route you would take from the property to the Town Centre.

e Which route you would take from the property to St Paul's School.

You can use this tor Numberpower Foundation Unit 6 Element 1 (A)

14 1id




Answers

\

sasuastsd
aasans sl

|
"
i

Calculating how much you can borrow

Income per year: £16000 x lenders multiplier: £40,000.
Partnersincome peryear: £15250  xlenders muitiplier: £22.875.
Maximum you can borrow: £62.875  Savings: £2.450.

Balance from previous house: £6,000 Maximum you can spend: 971,325.’?-—:_'—_ n | -

.
(=3
v

Reading a Mortgage Application form
Check student comprehends sections 1-20 on the Form.

Obtaining information on a property
Check that questions were asked in an appropriate manner.

Reading a newspaper article on the probiems of morgage repayments

1. @) Repossed: bank or building society taking back the property, in order to recover their
loan.
b) Self-employed:  working independently and being personally accountable for payment of
income tax and National insurance.

¢) Recession: a period of economic decline.
d) Arrears: depts outstanaing when the date for payment has passed.
2. 47.500.

3. Mrs Train had to give up her job:
Mr Train's earnings were cut by half; the recession.

4, £12500.
5. '£6,000 capital and interest outstanding on the loan',

Working out the cost of buying your Council House
1. £11.200 2. £9700 3. £2397

Organising @ move
Check a checklist has been made.

Reading an insurance policy

1. No. 2. No. 3. Yes. 4. No. 5. No, £500. 6. Yes.
7. Noisy disturbance or outburst.
8. Intending o do harm.

9. Person who wilfully destroys or damages property.
10. Sink lower in the ground.
1. Faulty.

12. Solid ground or base on which a building rests.

Letter of complaint to a builder
Check that a lefter of complaint has been written.

Estimating the unit price of a carpet
1. 20 sg. metres 2. €900
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Answers

=R
| i H
Giving instructions on how to hang wallpaper 3 l-l'l‘ T
Listen to instructions. ‘ ? ‘e
o . Y7 S
aying for bedroom furniture —
1. £6797 2. £3203.

| How much does it cost to keep warmm

; 1. £590. 2. £790. 3. £62.00.
| 4. Fan heaters and bar fires.

5. 1. Draw curtains when it gets dark.
2. Use a low setting for a long time.
3. Turn off heating in rooms not in use.
4. Don't put furniture in front of radiators.

Filling in an application to vote form
Check form has been completed correctly.

Reading a mazagine article on ‘Beat the Burglar’
Answers for 1 and 2 are clearly stated in the article.

Making a complaint to the Council by telephone/roie play

Cieck that the questions were asked in an appropriate manner or that a role play fook place.

Using a map to find local facilities
4. Turn right into Ham Road, and continue north to the Station.
2. Turn left into Ham Road and right into Brighton Road.

3. Turn right info Hom Road, third turning left into Chesswood Road,
St. Paut's School on the right-hand side.

11,
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Giving Information
o Cystitis— WP, Stg 1

Using Reference Books
Teeth - WP, Stg 1
Reference work - WP, Stg 1

Writing about your own Ideas
e Some queerideas - WP, Stg 1
e Smoking - WP, Stg 1

Some queer ideas - WP, Stg 1
Heatth af work - WP, Stg 1

Reading for Information
e Teeth - WP, Stg1

e Headlice - WP, Stg 1

e Some queer ideas - WP, Stg 1 ‘-‘—
Smoking - WP, Stg 1

Eye tests - WP, Stg 1
Breastcancer WP, Stg 1
Mind your back -- WP, Stg 1
Salt - WP, Stg 1

Fibre

Using Instructions
e Sugar-WP,Stg

Getting Information
e Sugor-WP,Sig1l

Writing Letters
o Wiriting lefters - WP, Stg 1 Reading graphs charis & tables
¢ Heaith at work - WP, Stg 1 o OAPs

e Spending on health
e Drinking - WP, Stg 1

Filling in Forms
e Gefling help - WP, Fdn

Nl
. ——
Co
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Health at work

Skilis you need before you begin:
o Using the dictionary.
e Writing a lefter.

Your health can be affected by the
lighting at work especially if it is
fluorescent lighting.

Read the information ‘Health
Hazards of Fluorescent Lighting '

Section A

e Lookupinadictionary any words
you don't know.

e Jot down their meanings.

e Give the meanings of:

symptoms tatigue

malaise infensity

cortisol variation

diuretics hyperactivity
Section B

e Write a letter fo your manager at
work or to the Centre Manager
where-you study. Ask them to
replace the fluorescent lighting
and say why.

Health hazards of

fluorescent lighting

Known effects and their likely
causes

Thefollowing i1s a list of symptoms and diseases known
to be linked 10 exposure to fluorescent ighting

A Heacache. eyestrain. eye Irntation. fangue
ditficulty In concentration. increased rate of
‘misjusgements and accidents. mala:se anc irntability
can be caused by noise. giare and flicker from
fluorescent hghting **

A increased stress (which may in turn iead to heart
disease) can anse from increasing the intensity of
artificial ight with fluorescent tubes ™ ithas been shown
thatincreased use of artificial hght (rather than natural
hght) affects the levels of hormones in the body
particularly the hormones associated with stress. such
as cortiso’

Variation in bnghtness. as proviged by dayhight.1s
necessarv for tne normal tunctioning of the boay s
rhythms The monotonous illumination of fluorescent
lighting may aiso add tc the changes I hormone
production *

A Alergic skin reactions and dermatitis can be
caused by exposure to fluorescent ights. An unknown
number of people suffer from “cutaneous light
sensittivity due to fluorescent ights. This means that not
only can they become allergic to fiuorescent lighting but
they can become more sensitive to ordinary sunlight *

Certain long-term, mild skin diseases can become
worse If the sufterer 1s exposed to fluorescent hght
Some medical drugs (including some tranquillisers.
antibiotics. heart orugs and diuretics) can make you
particularly sensitive to UV radhation (photosensitivity} *
Skin eruptions then occur even with the small doses of
UV (in the 300-320nm wavelength yange) emitted by
white fluorescent lights

A Hyperactivity has been linked to the fickering
produced by fluorescent ighting Microwave emissions
from fiuorescent ighting are aiso suspected of
contributing to these behaviour disorders Otner mid
behavioural disorders in children may be maoce worse
by working at school under fluorescent lighting ™

You can use this for Wordpower Stage 1 Unit 1 Element 3 (A)

You can use this for Wordpower Stage 1 Ugit 4 Element 3 (B)
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Salt

‘ﬂgl Skills you need before you begin:
'

e Reading for information.
Eatfing foo much salt can be bad for your heatth.
Read the information below.
Onaverage we eat about 10 grams of salt a day. That's two
whole teaspoonfuls. More than half the sait we eatis added
by food manufacturers during food processing. Less than a
quarter is added either during cooking or at the table and
A
S

the remaining quarter is naturally present in food.

Everyone needs some salt, but most people don'tactually need
more than 1 gram a day. As long as you eat a good variety of
food, you'll get plenty of salt wthout having to add any extra.
Reducing salt will lessen your taste for .

For some people, eating too much salt can fead to high blood
pressure, which in turn causes heart disease and strokes.

At the moment there's no way of knowing in advance which
people are fikely to be affected by sait in this way.

o Answer these questions in sentences.
1. How much salt do we need per day?

2. How much salt do we eat per day?

3. What kind of health problems can be caused by too much sait?
4. How does most of the salt get info our diefs?

5. How much sait is naturally present in our foods?

You can use this for Wordpower Stage 1 Unit | Element 1
1nbheis




Sugar

Skills you need before you begin:
T e Reading for information.

B—

o Talking to others.
e Making notes.

Section A

\
Here are Some ways of cutting down on sugar,

Don't worry about having the odd binge on sweet

food. What Matters is what You eat every day. Tick the

things you already do, Then Puta % by the tips you
could try.

e List the things you already do.

~ List the things you could do.

O Try drinking your tea or coffee without sugar. You might
find it easier to cut down 3 little at a time_

O When buying soft drinks, choose low-calonie ones or
Unsweetened fryit juices, preferably diluted with water.

O Buy tinned frutt in natyral Juice rather than in syrup.

Section 8

—@

e [nterview five other people,

O Try halving the Sugar you use n your recipes.
It works for Mmost things €xcept jam ang meringues.

e Ask them if they cogld
reduce their sugar intake
in these ways.

[J Look at the ingredients on breakfast cereals
and avoid cereals with addeq SUBar. Some
Sugar-coated cereals are 50% sugar.

¢ Make notes or draw up @

Yogurt, popping corn with a nitle grated cheese,
roast chick peas or unsalted nuts ag snacks.

@_g%

O 6o €asy on cakes angd biscuits, They can add
alot of sugar to your diet.

t2 (A
You can use'tr gtor Wordpower Stage 1 Unit 1 Element 2 (A)

tZ2(8
You can use this tor Wordpower Stage 1 Unit 5 Element Z (B)

12,
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Drinking

5_

Skills you need before you begin:
o Reading charts.

\/

ﬁ_ﬁ

Drinking foo much alcohol can cause serious heaith problems.
So if's important to know how much you can drink and stay within sensible limits.

Y

1 Unit =

¥2 pint of ordinary beer, lager or cider; OR

asingle measure of spirits
(whisky, gin, bacardi, vodka, etc); OR

| FOR MEN
a standard glass of wine; OR i Up to 21 units
a small glass of sherry; OR aweel,

he week,
d throughout t
| ss\r’ﬁ?‘ 2 or 3drink free days.

a1 measure of vermouth or aperiif.

/—

N

Write answers to these questions.

%

1. How many units are there in 1 pint of lager?
2. How much wine could you drink in one week and stili be within the limit?

3. If a woman drinks a double gin every evening for a week would she be above,
below or on the limit?

4. Calcu'ate your alcohot consumption last week in units.

You can use this for Wordpower Stage | Unit 2 Element 3

12122




|—Breusi cancer

S

Skills you need before you begin:
e Reading for information.

Deaths from Breast Cancer in Women

Mortanity s partiuciarly high in northesn Europe Denmark, -
the United Kingdom treiand and the Netneriands Amongtne:  —
suQQest teasons ate excessive weighl and a diet 100 *1°

n arumal tats

IRELAND

I TR TRt VL

100 20U pobu at -
22 4

Answer these questions.

Read the aricle
‘Can Cancer map-read?”

—_—

¢

i

i

Can cancer
map-read

| CAN cancer map-read” The notion

of i disease guided like s misale by

. the compass may sound tanatul. but /

CONAnots cancers

have ther tinoured
geographical locations  One n - three
people 1n Rurope. on average. will

" contract one form or another of the
< discase but 10 s0me areas 1T taf mose

cmiman than in others

® The nsh of dying of breast cancer 1y

thiee times higher i the UK, the
Netherlands and Deamark than in
Spain

The map for breast cances s alomst 4
s image of that tor stomach cancer
with nurthern Europe wordt affected
Breast cancer is i disease of alfluence It
hinked  with
reproductine hite The  earher
menstrugtion  starts and - the Later
menopause arrnves, the greater the mek

nNohae o nonuIn s

S Tusoan e, s hinked sath diet The

richer the diet. the carher gisls reach |
sevual matunity. 1n Japan. which has o
veny dow-fat diet, girls do not menstruate
until their late teens, and the breast

©eaneer rate 1y among the lowestin the
» world But the rate s higher among

Japanese families who enuerate to the

© Lmted States Haung children ol

roprovides some

1. Where is the rate of death from breast cancer highest? -

2. Where is it lowest?

e e — o~

protection and. 0,
Protedtant  countnes  of - northern &
Furope. the trend has been to hase
smuller tamulies

RN |

3. How many women die of breast cancer per year in the UK?

4. Are rich or poor women more likely to get breast cancer?

5. Isthe breast cancer rate high or low in Japan?
6. Why?

You can use this for Wordpower Stage 1 Unit 1 Element 1

122 12,
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Writing lefters

Skills you need before you begin:
o Practising writing questions.

o Laying out formal lefters.

® Spelling and grammar.

A speaker from the Terrence Higgins Trust has been invited to your Centre
to talk about AIDS.

You have been asked to write to him before his visit.

Write a letter.

1. Give the address of the
Centre and instructions
on how to get there.

2. Confirm the date and time
of the taik.

3. Write a list of questions you
think the group will ask
concerning common fears
about AIDS.

o Thisis the address you'll be
writing to.

. , is a regj E
e The speaker's name is ;/ C8istered charjy

James Sutherianag.

Te’ephoneon

-8
Fax:071.94 310330

20127

You can use this for Wordpower Stage 1 Unit 4 Element | .

e}

¢ A
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I Smoking
‘ﬁ@ Skills you need before you begin:
] . .
e Reading for information.
o Wiiting about your ideas.
Read the page from the Look after Yourself leaflet on the next page.
Write answers to these questions.
e 1. What do you gain if you give up smoking?
S

Make a list under these headings - Health, Social, Other reasons.
2. How many people in this country die every year because of smoking?

3. What are the advantages of giving up smoking?

Personal Writing

4. Do you think smoking should be
banned in public places?

e.g. restaurants, tube, cinemaq,
buses, pubs.

Write about your experience of { M///

being a smoker.

o

%/ 9

\'\j<

What are the attitudes of non-smokers
towards you?

~—/

How do you feel about giving up?
OR

Wirite about your experience of being
a non-smoker.

How do smokers behave towards you?
What are your feelings about smoking?

You cah use this for Wordpower Stage 1 Unit } Element 1 (A)

You can use this for Wordpower Stage 1 Unit 4 Element 2 (B)
C s
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Smoking

Nobody pretends that giving up smoking is easy. But a
lot of people have managed it, and so could you.

Here are some of the reasons for giving up:

® Cigarette smoking increases your risk of
lung cancer which kills over 38,000 people
in the United Kingdom every year. That's
one every 14 minutes.

M Smoking increases your risk of heart
disease. The average smoker is about twice
as likely to die of a heart attack thana
non-smoker.

M The average smoker is much more likely
to develop chronic bronchitis —a crippling
lung disease which kills over 24,000 people
ayear.

® Out of every 1,000 young people who
smoke, six will be killed in traffic accidents
but 250 will be killed by smoking.

M In this country every year 50,000 people
die before their time because of smoking.

8 On average a smoker shortens his life by
about 5} minutes for each cigarette smoked.

Here’s what yow'll gain when you do give up:

8 Your chances of avoiding a heart attack,.
brenchitis and lung cancer will start to
improve.

8 You won’t be soshort of breath.
8 You'll help that smoker’s cough.
8 Nomore yellow fingers and teeth.

8 Your breath, your hair and your clothes
stop smelling of staie tobacco.

8 If you are pregnant, your baby will stand a
better chance of being born healthy.

8 Your children will be less likely to smoke.
M You’ll save money.

There’s a booklet that will help you give up
called ‘The Smoker’s Guide to Non-
Smoking’ You can geta copy from your local
Health Education Service, or from The
Health Education Council, 78 New Oxford
Street, London WCIA 1AH.

“HJRSELF!

&b

The Health Education Coundl Helping you to better health

78 New Oxtord Street. London WC1A TAH

CL 500M

AS3
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Teeth

Skills you need before you begin:
e Reading forms.
o Filling in forms.

How miich do you know aboutyour teeth? Read the questions and answers on the next

page, then...

Section A

Use a dictionary to write down the meanings of these words.

& malnutrition
affluent

L J
e fibrous
e contagious

Almost one third of adults in
Great Britain are without a
natural tooth to call their own
and this perhaps suggests that
teeth are a low priority.

Section B

Wirite answers to these questions:

1. How many adults in Great Britain have none of their teeth?
2. Can you catch gum disease from someone else?

3. Is brushing your teeth enough to stop decay?

4. Wiil an appie a day help clean your teeth?

You can use this for Wordpower Stage 1 Unit 1 Element 1 (8)

You can use this for Wordpower Stage 1 Unit 1 Element 3 (A)
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Teeth
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How much do you know — about dental disease?

Neither malnutrition in the mother
. lsitimportant to eat plenty of the YES during pregnancy nor in the child .
1 right foods during tooth % ”0 itself appears to have any effect on 1
" development to ensure sound teeth? susceptibility to tooth decay. Decay is
mainly a problem of affluent nations!

The teeth, once formed, are not used
as a depot to maintain blood Calcium
levels {as are bones) and are 2!
therefore not specifically affectedby -
pregnancy {as are gums).

Do demands on the body, e.g. YES
2 pregnancy affect the tecth directly? ’”/0 ”0

Decay of unerupted teeth before they
" Can teeth decay before they even YES ” 0 are exposed to the other two sides of

3 . 5 v the dental disease triangle, i.e. 3
appear in the mouth? NO plague and dietary sugar, is -
impossible.

Fibrous Foods, e.g. Carrots and
,4 i Do fibrous foods prevent decay by @ ”0 Apples have unfortunately been
"7 cleaning the teeth? NO showed to be quiet ineffective in
removing plaque from teeth.

B

Toothbrushing alone is insufficient to

. . prevent decay {as opposed to
Z g;i:\:‘:;::;::‘:g;?ﬁ; meals }% ”0 ineffective against decay) because 5
) there are areas of the tooth surface

inaccessible to toothbrushes bristles.

Gum disease in the most commonly

YES ”o accepted meaning of the term,

' 6 - Is gum disease contagious? % cannot be transmitted from one

individual to another.




Getting help to pay for your health care

E,ﬁg Skills you need before you begin:
® Reading forms.
o Filling in forms.

You may be able to get help to pay for prescriptions, dental treatment, glasses and
fravel to the hospital.

It depends on how much money you've got coming in.

[t's your right to claim this money.

To claim your rights you will have fo compiete aform like this one. This is just a part of it.
You can get this form from your GP or from the DHSS.

Itis Form AG1.

:J e Complete the form.

@

PART
About children 3
3 B Thesr children will get things nke NHS prescriptions
. o any e . u":s'::-‘:q‘::::?-:m 1 ang NHS dental reatment free anvwdy But we arrc
. an ‘
o Ay rhiqrenwno are 1ro 2 Tar LR olc ane 10 RNOW ADAUT INEM DECAU .
anqg are a1 schoe At auege ung 4 course1nal & & tmakesa aifference 10 hiw MUCh DEID vOL A
e t
e BEBATINAR A tave -~ SCONANT IS5 Cane” Your Dartner Can ge! .
sr [“H’::l:p! :v ONF o yOou M3y be abte 10 gel hip win tne cost ot the-

travel 10 nOSDUTALl T They need NHS treatmer
o vou May be ADIE 10 £&1 Reip with the oSt ot thee
Wavel 10 VIS SOMEONE 1h pAsor

::55 Pnnuuuuum"‘eﬂ e e et

O — [ | ] ]
I — | A B
L ) L 3 ]
[ — ] Sl | S
S| SE] S| S
C | | L _J

You con use this for Wordpower Foundation Unit | Elements 1 & 3
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| Spending on health
|

i Skills you need before you begin:
=
® Reading charts.

Look atf the table.

of Gross Domestic Product, 1989

Write answers to these questions.

@

1. Who spends most on health care?
2. Who spends least?
3. What percentage do the Spanish government spend?

4. Does Sweden spend more or less than Japan?

S P

How we compare
Spending on hea|

th as a percentage

,
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Aruitoxt provided by Eic:

Some queer ideas

Skills you need before you begin:
e Using the dictionary.

e Reading articles.

e Writing about your own ideas.

Read the article, then answer the questions on the next page.

Some queer ideas
and maybe cures

by M.J. Grummutt.

A few years ago when my father was alive, we sat
talking. and 1 just happened to mention to him would
he write some of the old country cures and sayings
that he quite often told us about. One day | went tc
visit him at home. We were chatting when he said. |
have something for you. He went out of the room
and came back with a book. He gave it to me and
said. ‘There are some of the things in here that you
asked me to write about.’ | was surprised. and really
pleased to gat it. and since then | have had some
good laughs and surprises. Here are some ofthe old
sayings:

‘It a person looks queer or ill. they are melting like
dew before the sun.’ And another 1s: "Cows and
Bullocks will get close together when storms and
rain are about. and sheeps woo! will curi if rain is
coming.’

Here 1s amaybe cure about whooping cough: ‘Take
the child if you can to a gas works. and fet it play with
a bucket and spadie 1n the used earth which is used
for purifying. The fumes will cough up the trouble.’

‘A gypsy cure 1s take three handfuls of meadow hay
from a haystack. boit in three pints of water. Take a
cupful a day for three days.’

An older one still: ‘Get a young mouse and fry it. Give
1tto the child. and it will be sick bringing up the bag-
Iike substance which 1s what causes the whooping.’
Some odd cures for baldness from a 90 year old:
‘Get the cat to lick any bald patch that appears. {f the
catwon'tlick it. smear a bit of fish on your bald patch

that will tempt it.” Another one for baidness 1s. ‘Rub
the scalp with a mixture of soot. sait and paraffin.
Keep away from naked lights. Hair grows bestin the
dark.”

An old saying which rings auite true: ‘What's inyour
mind tet no man know. For when your friend
becomes your foe. then all the world will know."

1 should ike to add here should anyone trying these
cures for baldness for the first mentioned, you
should not let the cat lick it for too long, as | have
heard that the cat has a rough tongue and you could
fimsh up with a sore head. If you should try it | hope
you also like the smell of fish. | don't know if any of
these odd cures and ideas will be of any use to
anybody. | am not sure that | would use them, but 1
suppose it depends how desperate you are, all | can
say 1s that to the best of my memory my father never
went to the doctor for imself until just a few months
betfore he died. He never suffered from any of the
things mentioned in this article. But | know he tried
many cures stated in this book. All | can say is some
of them must have had a degree of success or | am
sure he would have gone to the doctors many times
if some of them had not been successful. Or it could

be that his generation were made tougher than we
are.
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You can use this for Wordpower Stage 1 Unit 7 Element 1 (A) & Element 3 (B)

can use this for Wordpower Stage 1 Unit 4 Element 2 (C)
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Some queer ideas

Answer these questions in sentences.

Section A

1. What is the cure for Whooping cough?
2. What is Whooping cough?

3. Why should you et a cat lick your head?
4. How do you know a storm is coming?

5. When does hair grow best?

Section B

6. Now use a dictionary.

First guess the meaning of these words.
Now look them up.

Wirite down the meanings.

substance soot

purifying cure

dew fumes
SectionC

7. This article is about oid sayings and cures. Write down 6 of the main pointsin your
own words.

Now write 3 paragraphs expressing your ideas.
8. Do you know any old cures like these? Write them down.
9. Do youthink naturai cures could be befter than a medicine from the doctor. Why?

10.When wouid you use a natural cure instead of going to the doctor?

You can use this for Wordpower Stage 1 Unit 7 Element 1 (A) & Element 3 (B)

You con use this for Wordpower Stage 1 Unit 4 Element 2 (C)
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Aruitoxt provided by Eic:

Reference work

Skills you need before you begin:
e Using alphabetical order.
e Looking up information.

Look at the list of health organisations in London.

This is a page from the London Women's Handbook.

Answer these questions.

1. What is the address for Alcoholics Anonyrﬁous?

2. Give the number for the Marie Curie Foundation.

3. What aspect of health is the Marie Curie Foundation concemned with?
4. Which two organisations shoulc | contact if | want to give up smoking?

5. Which group offers help to people on tranquillisers?

Cancer Drugs ‘
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You can use this for Wordpower Stage 1 Unit 1 Element 3 :
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Cystitis — what to do about it

Skills you need before you begin:

® Reading for information.

® Giving instructions.

Cystitis is an
inflammation of the
bladder.

Lotfs of women get it.

Read these simple steps
to help you through an
attack.

o Make some simple
notes to remind you
of the 7 steps.

e Explain clearly these
stepsto afriendorto
your tutor.

e Check the other
person understands.

Suggest other things
which you know help

OR

where they could go for
extra help.

1. Immediately drink
a pint of water

This 1s the tiest of nany you'll hive to
dnnk Drankinga lot ot Quid will helpto
tlush out the germs in the bladder.
Witer 1y best, but if you can’t manage o
much plasn water, you mav prefer milk.
orange squash, weak tea or any other
bland hguid. Keep a supply ot hgud
close athund so that vou can keep

dnnking it o~
A

Al N ,{\—

‘1 N

[ %
7\
2. Getsome hot
water bottles ready

I you are in pain, hot water bottles can
be ven comtorting [tisbestto gettwo
ready if possible so that you can put one
on sour lower back and the other
between vour thaghs. Wrap themn
towcels sethat vou can put them next to
vour shin without burning ,/

&
-

3. Take some
bicarbonate of soda

Mix a1 teaspoon ot bicarbonate of soda
with some water or other weak liquid
and dnnk st down Repeat thisevery
haur for the next three hours mikes the
unne less acidie and this stops the
bactera muluplying 1talso soothes the
water passage and rehieves the burning
{t may taste hormble but i lot ot women

find 1t helps. (Note: \
Anvone with high

blood pressure or ~
heart trouble N
should consult ‘E‘
their doctor

betore taking

bicarbonate of /’ﬁ \
sondan ) :

<

4. Take two tablets of
mild painkiller

I vou are 10 pain. tiahe one of two mild
pankillers

8. Drink another half

. . .
pint of liquid

As wxon as vou can, dnnk another half
pint ot hgqud tor more i you can
manage it). Repeat this every 20
minutes. or more oftenif vou can. This
should mithe you want 10 go to the torlet
trequently. Although it may sting the
trst few times vou go, this usually gets
better the more water vou pass 1ty
essential to heep emptying the bladder
1f you are to tlush out the germs.

You may find that dnnking a cup of
strong coffee eveny hour helps vou o
pass more water. Butif cotfee makes
ACUECYSIS worse 1t obviously best
not to dnnk 1t

6. Lie down or put
your feet up

11 you can. take vour hot water bottles,
Jug of water and glass and make
soursell comtonable i bed e in an
armchair

Keep dnnking as much hgquid as vou
van - about half a pint ven 20 minutes -
tar at least three hours

7. Relax

Three hours s along time to put up wits
the patn and discomfon of evetis 1r,
to rest vour mind as well as vour body
Lake comton trom the fuct that by
tollowing your selt-help routine vou're
iving yourwelf a good chance of
cleaning up the evstins quickly Onee
vou're 10 a routine keep vourself
occupied - read i book . doacrossword,
anvthing that will keep vour mind off
vour discomton and anxiels

Manv women find that after three
hours ol this routine the evstitis will
begin to wear off

You can use this for Wordpower Stage 1 Uit 5 Element 1
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Old Age Pensions

Skills you need before you begin:

e Reading bar charis.

The graph shows pensions for
old age pensioners in different
countries in Europe.

it does now show much each
pensioner receives in money.

It shows the pension in relation
to the average wage in that
country.

So if the average weekly wage

in the UK is £100, pensioners
get £22.

Answer these questions.

1. Which old people get the
highest pension?

2. Which old people get the
lowest pension?

3. Which pension is 48% of the
national average wage?

4. How much do pensioners
in Greece get?

5. How much do pensioners
in UK get?

o

Single person'’s social
security pension
expressed as
percentage of
national average
earnings.

8

GERMANY IR {5

g:u;_,
< QO
SEE3EEy
‘mEDQZ
S Q0
tm~|§
gEa
X
S o

From the Weekend European June 79 1991 page
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Mind your back

E@ Skilis you need before you begin:

= Reading for understanding. //
o Writing instructions.
You can strain your back if Your You bend
you do not fake care. P bad 1 2 rongly
These six diagrams show
danger times when you may
strain your back.
Look at the diagrams and You
read the information over 3 2&2,4
the page. weight
You You wear
are 5 6 some high
pregnant fashion shoes
]
| | f
. . -
V\\\$J Write the opposite, for example: z :/A N
4 :\j‘ K_ R "4\/\
1. bad is the opposite of P Ll el
F R
N . !
2. wrongly 4$> : ()(Yl T =
3. badly 6. unequal \ - B
4. high 7. gain N S
5. curved 8. uncomfortable . Ly A )
¢ '\ (:_// T

Using your list of words, write six positive instructions on how to keep healthy and avoid
straining your back.

You can use this for Wordpower Stage 1 Unit 1 Element 1.
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Mind your back

Posture

\

) The mostimportant of all Good

! posture means preserving the

: natural shape of your backbone

{ a5 closely as possible, whatever

i youaredoing Yourspine!ts A

/ shaped theway 1t1s togiveitthe

( best chance of taking the strains

“ you putupon it 1f you letitget

\ out of shape itmay give you

( g\cl)vL\]/g:/es keep your head up.your 1

I ghouldersstraight. and the lower
part of your back hollow —like

) thediagram You will feel better g

. and look more attractive

Standing with your weighton

} one leg twists the backbone.

! rest your weight equally ‘

; on both feet .

e —— e n

P ——

Bend at the knees notthe waist.
Bending from the watst makes }
the back curved. Touching the !
toes with knees straight.is not

good exercise :

Lifting
This 1s connected with bending .
If you have notbent properly. {

nfung something. adds strain to )
a back already strained and 5

?2 Bending
{

makes it worse. Again. bend at
the knees and make your legs.
which are much stronger than
your back, do the work Test
loads before you hftthemtosee
how heavy they are and. ifin
doubt. get heip.

- Obesity

i

N PR
e AT

Just carrying too much of vour
own weight means your backs
always under strain. Because
you are overwelght, you may
find 11 hard to Lift properly as
well The only answeris1o

lose weight

136
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| Pregnancy

A simular problem 1o obesity.

Tryto walk and stand as well as

, voucanand don't make life
more ditficult for vour back by

nver-eating and putting on
more weight

, Footwear

Many of the shoes you can buy
todav like wedges and platforms
Cause bad posture by making
vou walk awkwardly By all
means be fashionable but not at
the expense 2f your back

In general

f Whatever vou are doing, at work
orathome and in the garden,
Iifung or stretching. standing or
sitting for long periods, think of
your back If your car seat s
uncomfortable get a cushion to
fitinto the small of vour back
(There are medically approved
ones) Hf youtake partinasport
regularly ask a coach’s advice
Oon how 10 avoid injury or stran.

-

|
|
|

Remember

Curing a bad back s very
difficult If you do not take care
of your own back you may be
letting yourself in for years of
painordiscomfort for which very
Iittle can be done. Isn'tit worth a
Iittle effort NOWY ?

137
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Head lice

Skills you need before you begin:
e Reading for information.

Read the information about head lice on the next page.

Write the comrect answer:

1. Head lice prefer hair which is:
clean blond dirty curly

2. You catch lice from:

sharingtowels  head to head contact  sitting near someone

Wwrite answers fo these questions.
3. What steps can you take to prevent head lice?
4. What can you look for to find head lice?

5. How can you find lice?

Write out the passage and fill in the gaps.

Head lice prefer ... hair and you can only catch them by
{0 SR, contact.
Each louse iays eggs a night.

The egg shelis are called ..........arcnn

Lice SUCK ..conrmrerererrrceserensenecveerane from the scalp.

They become adult in days.

You can use this for Wordpower Stage 1 Unit | Element )
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Aruitoxt provided by Eic:

Head lice

WHAT ARE HEAD LICE:?

Head hice e stall mseats swhicd hike to set
up home onawarin head of human hain, Fhies
are nor partnculants bothered whether s
strarght on cunhy, blond o branete and.
contraiy 1o popula behet, thes tend to predan
ctean vather than diney hair

i he only wan head Tiee pass tronn one
nidividual 1o another s during head-to-head
CONTACT, S LU CONTLAN 1O pn]ml.n behiel.
head hee dont jnp. the o hop from head-o-
head. 1 is also not possible to pass on head hee
from things like towelss combs and chaie backs.

Head hee grp the han by means ol specad
clws and spend most of then e onor nean
the seadp. Fach female lonse Lsssonaverage, >
ovalshaped cegs per mght ghamg theur one
by one 1o the base of mchvidual hairs, Afe
aborn seven dass avoung lonse tivmpln will
cimerge leavimg g winte cag shelb aun fiomly
glued 10 the fune The uvmph wall then stan
teeding isncking blood from the scapin the
satne wan as the adntt and mea tunher e dass
will e capable ot ieproducton.

WHAT TO LOOK FOR*

Head liceaveextremels smalliheing sinallen
thanamateh headyand crevish winte tobirown
1 colon. Because al then size and vapnd
mosement ey areestuenicl difficuttio spon
Eogsracann brownrand cinpiy eag shells
v hiter e achithe casier o spotand will Te
tormd attached o mdmadoal o shatis nean
the sedp. Fhe hestwan o find head hee and
then caes i taron a tine-toothed comlb
throngh paned lun overawlne doth an prece
ol paperdookmg conetully ton evidence onhe
cormb. Other sianstolook for e the cast skimes
and Licces ol misecrs, The Lnter appea assmall
black Necks ke dost which e tubbed onte
hedding and cotars which hecone grublne
more quickls than nsoal.

Adult head louse E ! Egg cemented to hair i
H|

! | X
| .
B '
3 {
1 .
. :

|—— | -

HOW TO HELP PREVENT
HEAD LICE

Steps that can be waken 1o reduce the
possibiluy of anmtecnon mehaede:

8 Chechimg chitdiens han onaoregnlar basis
tor ain siens of head hee, Hoesidence ot an
mdection s lound, neat both the mdmadual
concerned and the vest of the tannh

B Comb or bush han frequentls Combimg
with an ordimany fine-toothed comb atter
washime the han cannassist presention,

B 1t amember of vour fanuh s found to hase
an wifeanon, please niform the tocal school.
other parents, Health Visitor ane School
Nuse.
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Eye fests

_R

%’E Skills you need before you begin:
® Reading for information.

Eye sight tests are free for some people.

Look at this list and then say if these people qualify.

How do you qualify for a free NHS test?

® f you have a low income.

If you or your partner get income support or family credit.

If you are under 16 or a full-time student under 19.

If vou are registered blind or partially sighted.

If vou are diagnosed diabetic or are suffering from glaucoma.

If you are over 40 vears of age and the parent. brother, sister or child of a person
with diagnosed glaucoma.

If you need certain very strong lenses.

I8 Write a list of who quadlifies:

S
1. Clare is at college studying for her degree. She is 18.
2. Omar receives Income Support.
3. Lizais a pensioner, aged 52.
4. Hasanis at school.
5. Jamalis 50 and his elder sister has diabetes.
6. Omar’s wife, Fatima is 32 and works full-time.
7. George is registered disabled.

Q
ERIC
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Fibre in our food

Skills you need before you begin:
® Reading for information.
e Adding.

Fibre rich foods are good for your hedlth. They fill you up. They stop constipation. They
may help prevent bowel problems like cancer of the bowel.

We need 30 grams of fibre every day.
Look at the chart:

e Plan five different menus for yourself
from Monday to Friday with enough

fibre per day. ’a
\\ . ‘ :
.’5: Ms 7
N
" L -~ . -
.- '5;;,‘,53,,‘ v
kf > & .,.,
These are some fibre-rich foods.
The figures show how many grams
of fibre each item has.
bread (4 shces! carrots
wholemeat bread g vam 3
Drown bread 6a leeks 39
white bread 3 dah! 39
chapat 39 sprouts 29
swede 2
Fruit and Snack:
breakfast cereal (1 servingi r12| draled ap':colss 7
2 Weetabx 59 1banana 3
2 Shredded Wheats 5 raisins (30g; 2
Puffed Wheat 49 unsaited peantits [30g! 24
unsugared mues! 49 1 apple 2
pornidge 3
comnfiakes 3g  spaghetti{l serving!
wholemea! 69
ordinary 4|
vegetabies and beans (1 serving!
red kidney beans 10g pobt::‘e:(ejsm(:aiixng) %
peas 79
boiled with skin on 3g
baked beans
spmach 653 boled without skin ig
sweetcomn 59 rice(lseving!
plantan 5 brown Ky
lentils 4g white 2
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Answers

Health at work

Symptoms = one of the things that shows when someone is ill.

(Red spots are a symptom of measles).
Fatigue = tiredness.

Malaise = afeeling of iliness without any particular pain or
appearance of disease.

Intensity = how strong or great something is.

Cortisol = hormone associated with stress.

Variagtion = varying, alteration.

Diuretics = medicine that increases flow of urine.
Hyperactivity = over activily, unable to rest or be quiet.
Check student wrote a letter.

Salt

1. 1gram per day.

2. 10 grams per day.

3. High blood pressure, heart disease. strokes.

4. Added by food manufacturers duning food processing.
5. Ysof what we eat.

Sugar

Check form completed.
Check interview notes.
Drinking

1. 2 units.
2. 2 glasses of wine for men, 14 for women.

3. Exactly 14 units, but above the limit as she’d have no drink free days.

4. Student's personal record.

Breast cancer

UK Netherlands and Denmark.

Japan.

. More than 30 in every 100,000

Rich.

Low.

. Very low fat diet and late menstruation.

o bW

Writing letters
Check the lefter.

Smoking

10. HealthRisks: coughing
bronchitis
risk fo baby in pregnancy
general lack of fitness

heart trouble

lung cancer.
. 1t A
£ 7
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ERIC

Aruitoxt provided by Eic:

Answers

1b. Social: bad breath
smeliing of smoke
stained teeth
mouth does not feel ciean.

1c. Other: want cleaner smelling houseenvironment
want to taste and enjoy food more
want to set good example to children.

2. 50.000 people. lung cancer, bronchitis and heart aftacks.

3. Healthier and fitier - no more coughing or yellow teeth and fingers cleaner, fresher breath, clothes
and hair. healthier pregnancy, money saved

Teeth
1 ":ofadultsin UK 2 No 3 Nc 4. No

Getting help to pay for your health care
Check the form 1s completea correctly

Spending on health
1. US 2 UK 3 63°%: 4 More

Some queer ideas

1. Take the child to the gas works and let it play in the used earth whicn s used for punfying
OR three handfuls of hay in three pints of water
OR fry amouse

An iliness that makes you Cough and gasp
To cure baldness

Cows and bullocks get close together

. Inthe jar.

. Substance = something you can touch Cr see
Purifying = making scrmething pure
Dew = tiny drops of water that form durng the night on surfaces out of doors
Soct = the black powder teft by smoke in a chimney
Cure = to get rid of somebody's iliness
Fumes = strong smelling smoke or gas
7. Main points
a My father wrote a book of ofd cures
b Animals know when rain or a storm IS cComing
¢ Cures for whooping cough include playing with gasworks earth,
water and hay drninks, and fried mouse.
d. Baldness can be cured by cat licks. or a mix of soot. salt and paraffin
e These cures may or may not be true.
f But my father was never ill

o s W

Reference work

1. Aicoholics Anonomous. tondon Regional Telephone Service, 140a Tachbrook St. London SW1 2NE
2. 2353325 3. Cancer 4. ASH and Heatthline 5. Tranx
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Answers

Cystitis — what to do about it
Check the student can expiain the steps clearly.

Old Age Pensions

1. Spanish

2. K

3. France

4. 77% of the national average earnings.
5. 22% of the national average eamings.

Mind your back

1. Good. 2. Correctly. 3. Well. 4. Low. 5. Straight 6. Equal. 7 Lose. 8 Comfortable.

The correct answer can be anv instruction that makes sense. Perhaps something like this:
1. Keep your head up and your shoulders straight.

2. Bend correctly. from the knees.

3 Lift correctly, bend at the knees

4 Tryto lose weight if you are over weignt

5. If pregnant, try to stand well

6. Wear comfortable shoes with low heels.

Head lice
1. Head lice prefer hair which 1s clean.
2. You catch lice from head to head contact.

3 Check hair regutarly. comb and brush hair frequently and contact other parents and the school. if
you have an infection.

4 Look for white eggs or black flecks.
5. Run afine tooth comb through harr over a white cloth.

Head lice prefer clean hair and you can only catch them by head to head contact. Each louse lays

eight eggs a night. The egg shells are called nifs. Lice suck blood from the scalp. They become adultin
ten days.

Eye tests
1 Yes 2. Yes 3. No 4. Yes 5. No 6 Yes 7 No

Fibre in our food

Check the menus for each day. There should be a minimum of 30 grams of fibre in each days menu.
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