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Read and respond to simple workplace
information

Welcome to this unit of study

This unit describes the skills and knowledge required to
identify, interpret and respond to information in simple
and familiar workplace texts in printed or digital formats,
such as short messages, notices, instructions, forms,
rosters, simple diagrams, tables and charts.

An individual performing these tasks may work with an
expert or mentor where support is available if requested.

This unit applies to individuals who use, or are preparing to
use, reading skills to complete workplace activities. This
includes existing workers and individuals preparing for
employment through vocational education and training.
This unit should be integrated and contextualised with
vocational training to support achievement of vocational
competency.

This unit is aligned to, but does not fully address, the
Australian Core Skills Framework (ACSF) reading core skill
indicators .03 and .04 at level 2 in the workplace and

employment domain of communication.

It may be undertaken as:

» part of a formal qualification nationally recognised
through the Australian Qualifications Framework (AQF)

» astand alone unit

» part of a formal skill set
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It does not issue licenses for reproduction of this material.



Contents

AbOUL this trainer/ass@SSOr SUIE ........occevieeiriieeirrieeireeetrreeteeest e te et ssees e e seses e seessessaesssessassesssesseessessensnessansnes 4
LEAINING FESOUICE.......eiieiiiieieiteete et et e et st e e st st e s et s et e st e s e st e e e e s sat s b e s ea e e e at e e st e e ate s s e s ent e s s e e st esssasntesanesstasnnesssasensess 5
Topic 1: Prepare to read simple and familiar Workplace teXt......coveivirinierieininieieteeseeeesese et 5
[AENTIYING LEXE PUIPOSES ...ttt ettt ettt sttt et b sttt b st b e e st sb e b e b e st ese s b e b e st esesb e b e senessessesensens 5
[AENTIfYING TYPES OF LEXE 1.viriiieieirtirtete sttt ettt ettt e e s b e b e s s e s e eb et e s esses e et e bessesessesbensaseesessensansenes 7
[dentifying the aUAIENCE OF @ TEXT..i.iviiiiiririeieerre et sttt e be b e e sasaesbesbenes 8
Identifying the text's StruCture and fEAtUIES ..ottt be b e 9

Check YOUT UNAEISTANGING ....coveviirieieiertinieietetertee ettt ettt st b e bbb bt e st e bbb et ebe s b e b et esesbesbenseneenis 11

Topic 2: Identify and interpret informMation iN TEXL ...ttt st sa et sre s seebesresaans 13
Navigating through text to locate iNfOrMation ......ccccvririeiireeeee et aen 13
Interpreting Workplace termMIiNOIOZY .......cuviiiiiiriinieiereset ettt st sttt ettt b e st st eebesbestensenees 15

Using reading strategies t0 CONSIIUCE MEANINEG ....c.coveiririirieieirereteteert ettt sttt be s sse e bt besae e sessensen 16
Interpreting and analySing iNfOrMAtiON .....cc.cciiiiiieiesece ettt st a et et e e sesbesrasenees 17

Check YOUT UNAErSTANGING ....cocvvivieieiririerietsesteete sttt st ettt st b e e st sbe st e s esesbe st enbessesesbasensesessessensanseses 19

Topic 3: Check understanding and identify reSPONSE t0 tEXE...ivivieiriirienieirerientceere ettt 21
Confirming the text has been correctly UNderstood........ocerirerieirenineeneeeeee et 21
Responding to What YOU NAVE FEAM .........overiiiiriiriieieiesie sttt ettt ettt e sbe sttt sbesae e b e sbesneennensens 22

Check YOUT UNAErSTANGING ....covvirieieiririeieteiestee ettt ettt et ettt s b s e e st sbe st e s esesbe st enbessesesbensensesessensensensoses 23
RETEIEINMCES. ..ttt et b et R bRt e Rt r et n et r e 25
ASSESSMENT WOIKDOOK .....ocvviiiiiiiiiiiiiiititicttc s a b b sbesn s b esbesa s b ssnssnsnsnnenis 27
UNIE INFOIMIGTION .ttt ettt st b e skttt b et b bt beb et e ke st st eb et b et bebe b ebenesbeneees 29
What is competency-Dased aSSESSIMENT? .....cciiiiriieieiresetet ettt sttt s e sttt e e s besbeaesasbesbensenens 30
How will My cOmMpPetenCy D @SSESSEA?......ooiiieieerereere ettt sttt b e sttt et be bt 31
ASSESSIMENT AEIEEIMEBNT ...ttt ettt s b e st e e bt sae et et e bt e bt e b e s bt s bt e st e b e e bt emt e b e sbeebeesae bt sbeeneennes 32
FOUNAtioN SKillS CRECKIIST.....eitirieieeeereee ettt st e s na e 33
SKIllS FECOGNILION.....eeeiieeeeeeeetecerte ettt sttt s ee st s e st s st s s e s e e s e st e e s sae st s ae st s aesseesaessnesnesnnas 34
Topic 1: Prepare to read simple and familiar WOrkplace teXt......uceiiirerieieirienieieesesreeeeee sttt eve s seens 35
Topic 2: Identify and interpret information iN TEXE ...t sttt st sa e be st naens 36
Topic 3: Check understanding and identify reSPONSE t0 tEXE . .iviviiiriirenieirerieteteese ettt seens 37
KNOWIEAZE QUESTIONS .....cverereeeirreeirrenteereetectesteestsstesstesesstessesssessessessssssessssssesssessesssessesssesssensesssessesssessesssessasssesssessens 38
Topic 1: Prepare to read simple and familiar Workplace teXt.......ccvvirerieiriinineirnereteesesee e 39
Topic 2: Identify and interpret information iN TEXT ...ttt s neene 41
Topic 3: Check understanding and identify reSPONSE t0 tEXL ..uivivuiiriiririeieirerieeee ettt seens 43
Topic 4: SPecific KNOWIEAZE EVIABNCE ....c..cviiriirieieteesiee ettt sttt ettt s be s be st e e ebesbensenens 44
PerfOrmMAanCe tASKS....cociiiiiiieieeet e b e st b e b a e b e st a et st et e st st et et st et et et et et st et et s e et ent 52
Third party evidence cOllection @grEEMENT ......ccccveiiiririeireree ettt st et se et s sbe st e e ebesbenseneens 53
Topic 1: Prepare to read simple and familiar Workplace teXt.......ccvvirerieirininieinnereteese et 54
Topic 2: Identify and interpret information iN TEXT ......iveieirirenee ettt naene 56
Topic 3: Check understanding and identify reSPONSE t0 tEXL ..uiviriiiriirerieiririerieeeese ettt s ere e seens 58

FSKRDGOO07: Read and respond to simple workplace information (Trainer/assessor guide)
© smallprint V5 Mar 2020



COMPIELION FECONM......eiiiiiieeereeeeert ettt st e st st e s et st e s sae st e e sae s e st e e s e s st e b asntesssassnsesssesstasssessssesnsesssssennens 60
U MAPPING ettt sttt ettt e st s a e st st st et st et sbe st senesat s st sat e st srb e ntsrnesntsnsesntestsnsentsnesntssanns 61

Trainer/ aSSESSOI USEI INSTIUCLIONS........uuueeeiiiieeeeeeeeeeeesseeersreseeereeeeeeeessssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssnnns 63

FSKRDGO0O07: Read and respond to simple workplace information (Trainer/assessor guide)
© smallprint V5 Mar 2020 3



About this trainer/assessor guide

Learning resource

The learning resource is divided into the following topics:
»  Prepare to read simple and familiar workplace text
»»  ldentify and interpret information in text

»  Check understanding and identify response to text

Each topic provides information to help you gain the skills and knowledge required to perform the work tasks to which they
refer. Read the information and practise the skills described. You should also take the opportunity to undertake additional
independent research. Your trainer/assessor may also provide supplementary information including interpretation of the

contents of this resource.

At the end of each topic is:
»  asetof true or false questions

»»  aset of multiple choice questions

These questions provide an opportunity to check your understanding and progress. They are self-marking and do not form

part of the assessment for the unit.

Assessment workbook

To have this unit recognised as a formal qualification you need to have your skills and knowledge assessed. The assessment
workbook provides:

»»  information on competency-based assessment

»  instructions on how you will be assessed

»»  assessment tools to assess your competence

»  instructions on how to complete the assessment tasks within each assessment tool

To be assessed as competent you need to provide evidence that you have the skills and knowledge to undertake the
requirements of this unit. This assessment of competency is made by a qualified trainer/assessor from a registered training
organisation. You must complete all the assessments as directed by your trainer/assessor to the required standard. It is not
necessary to work through the guide in the order in which it is written. However this is at the discretion of your trainer/

assessor.

Disclaimer

Information contained in this resource is drawn from sources believed to be reliable. The firm, its employees, agents and
contractors do not warrant the correctness of the sources used and accept no responsibility to any person for any errors or

omissions or for any loss or damage howsoever caused from the use of this resource.
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