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Trainer/assessor guide

FSKRDGO7

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
workplace texts in printed or digital format, such as short
messages, notices, instructions, forms, rosters, simple
diagrams, tables and charts.

The unit applies to individuals who need reading skills at
Australian Core Skills Framework (ACSF) level 2 to
undertake a vocational training pathway or workplace
tasks.

This unit is designed for integration and contextualisation
with vocational units to support achievement of vocational
competency.

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

© smallprint owns all copyright on its products as detailed in the Copyright Act 1968.
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 WOrKplace tEXES .....cvviririeiiiririetetrerte ettt sttt aen 5
HOW O [ FEAUT ..ttt st b et n e 5

What do | read and WhY dO 1 1@A0 it7 ..c..ivuiviiiiriieieiee ettt sttt st be st ae st b sae e s e besaeen 7

Check YOUT UNAErSTANGING ....covvivieieiririeieteestee ettt sttt ettt s bt et se st e st esseseebesbensessesessasensesessessensensoses 11

Topic 2: Identify and interpret information in simple WOrkplace teXIS .......ccccvevevirerenenierineneneeeeseseeeesee s 13
PUIPOSE OF TEXES .ttt sttt ettt sttt b e sttt b e s bt e e bt s b st et e st e bt st et entebesb et et esesbe st enseneebestensentenens 13

TEXE FRATUIES .ttt ettt ettt b et b bbb et s b bbbt b e st b e b e e e b e st s b ebe st e ke st st e b et e b et st esebebenesbeseees 16
FOIMATEING fRATUIES ...ttt sttt sttt et s e e st sbe st et e s e ebe st et eseebe st e stessesesbestenseneesessensansenens 19

PICtUIres @nNd NUMDEIS c....ciieiieicce ettt sttt st b e r et sabeses 21

Check YOUT UNAEISTANGING ...coeviirieieiertirieietriert ettt ettt et ettt sttt be sttt e st e bt b e b et ebe s b e bensenesbesbenseneenis 23

Topic 3: Confirm understanding and respond to simple WOrkplace teXIS .....c.cvevveerirenieeeeneniereeesesieseeeseseens 25
How can | make sense of What I'm reading? ......ocvevieiririnieinineneieesesteee sttt et s e be b nnen 25

How can | find the imMpPOrtant DItS? .....c.coiviiiiiireee ettt sttt sttt b e sttt ste s enea 28

Check YOUT UNAEISTANGING ....couiviirieieiertirieietriesteet ettt ettt ettt st be bbb et b s b b et ebe s b e bensesesbessenseneenes 29
RETEIEINCES. .. ittt b bbbt e bt b et b bt e b e st s b e bt st b e stk e bt b e bt b e st ke b et e b e st b e btk ene et ene e eb et nbene 31
ASSESSMENT WOTKDOOK ...ttt e bbb a bbb e b st et et st st st st st e 33
UNIE INFOIMIGTION ettt ettt st s b et b s bt n bt seen et snenennes 35
What is competency-Dased aSSESSIMENT?......ccviiririieie ettt st sttt be b e ene 36
How Will My COMPELENCY D @SSESSEAY....oeiiiiieeieeieierte sttt sttt ettt sb e st e b sbesbe et esbesbesstesbessesanensenses 37
ASSESSIMENT AZIEEIMENT ...ttt st see st s e sttt st e et e bt e bt e b e et e e b e e bt e beesbeesb e e baesbeesmeesaeesmeeensesmsesanesnneenseans 38
FOUNdAtion SKillsS CRECKIIST.......cuirieiiiiciic ettt 39
SKIllS FECOGNILION.....eeeiieeeiecertecertece ettt reee st e e st esae st e s e s saes e ssae s e sne st assesasesssssnsssesssessesssessssssasssessesssessesnessesnnes 40
Topic 1: Prepare to read Simple WOrkplace tEXES .....ccviriieiriniieteeresete ettt sttt sttt st sbe st naens 41
Topic 2: Identify and interpret information in simple workplace texts ........ccvvverniiniinnenniceens 42
Topic 3: Confirm understanding and respond to simple WOrkplace teXIS .....c.cverveiriereniereeesieniereeesesieseeesesnens 43
KNOWIEAZE QUESTIONS ...ttt sttt ettt st e st s et s s et s s s e st s s et s s e s st ssse st essesntesnesnsesnsansens 44
Topic 1: Prepare to read Simple WOIrKPIate tEXES ...eiiiiiriririeiereeteterte ettt sttt ettt et sae b entesae s 45
Topic 2: Identify and interpret information in simple WOrkplace teXLS ......ccecvererieiriinenieeneseneeee e 48
Topic 3: Confirm understanding and respond to simple Workplace teXts.......ccuevvererenieiererenienenenenieseeeseneens 52
PerfOrmMAanCe tASKS.....ccuiiiiiiiiie et a ettt sttt sttt st ettt 54
Third party evidence COlleCtion AgrEEIMENT .....c.cciiiiirerieieereee sttt sttt be sttt be st e b sbe e e ene 55
Topic 1: Prepare to read Simple WOrkplace tEXES ......iviriiririreen ettt s s 56
Topic 2: Identify and interpret information in simple WOrkplace tEXLS .....ccvvvivivierieerinenieeeesiesre e seens 57
Topic 3: Confirm understanding and respond to simple WOorkplace teXtS.......ccvevveerierenierenenenieneeeseneeeeseneens 58
COMPIELION FECONM.....eeiiiieiieiieciereecteee ettt s e st s e see st s e see s st s e e s nesesnessnsssssessnsssssessnsssnsessssssnsesssessssessnessntesssanen 59
U MAPPING ittt sttt st et st e et s b st sse st s ae st e st st e st sene e st senesatsenesateentsrsesntsssesatsssesntensesntesstans 60
Trainer/ assesSOr USEE INStIUCLIONS.......ccviiviiiiiiiiiiiii sttt esb st sb st sstsbes st ssbes st sbesnsesbtsnsess 61

FSKRDGO7: Read and respond to simple workplace information (Trainer/assessor guide)
© smallprint V5 Jul 2019



FSKRDGO7: Read and respond to simple workplace information (Trainer/assessor guide)
© smallprint V5 Jul 2019 [



About this trainer/assessor guide

Learning resource

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

»»  Confirm understanding and respond to simple workplace texts

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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