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“Work Studies” is a free-standing program for students completing                                                      

Years 9 & 10, Life Skills. 

This outstanding new resource includes 10 extensive modules which provide  a step-by-step 

program suitable for students who are preparing for the workplace, but who still struggle 

significantly with literacy and numeracy.  Each module provides extensive opportunities for 

students to develop their literacy and numeracy within the context of the workplace. 

This program allows Life Skills students to experience tremendous success as they gradually 

and systematically develop their reading and mathematical skills.  This is a tremendous 

resource for building confidence and independence for significantly struggling readers. 

Purchased as a CD ROM, the 10  modules contained in this program  can be printed in             

colour or as blackline masters for photocopying.                                
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Work Education 

Years 9 & 10 (Life Skills) 

 

This course has been designed to address the theory component for Stage 5 (Years 9 & 10 )                   

Work Education  – Workplace Preparation, Literacy & Numeracy (Life Skills), in line with               

guidelines developed by the NSW Board of Studies.   

 

The aim of this course is to provide older students who have special learning needs with the skills, 

knowledge, understanding, values and attitudes that will help to prepare them for employment, 

participation and independent living in the community.  Typically, this course would be offered                 

as the theory component for students who may also be participating in work experience 

opportunities along the way. 

 

This cross curriculum program links to Life Skills Objectives and Outcomes  for Year9 & 10 in                 

Work Education, English, Mathematics and PDHPE. The 10 Modules are designed to prepare            

Year 9 & 10 Life Skills students for the workplace, an apprenticeship, TAFE, Year 11 & 12 

studies or other vocational education. This program is suitable for individual, small group               

or whole class groups. 

 

Specific Focus Areas include: 

• Applied Literacy in the Workplace 

• Applied Numeracy in the Workplace 

• Interpersonal and Communication Skills in the Workplace 

• Problem Solving Skills in the Workplace 

 

Throughout this course and this workbook, we will focus on specific examples from many 

different careers to help Years 9 & 10 students to practise the skills they will need to develop 

for the workplace.  All of our examples, activities and tasks will be based on real jobs, real 

training, and real challenges students will be likely to encounter in the workplace. 

 

Every lesson in this Work Education School Certificate Course will be based on the types of 

literacy, numeracy, communication and problem solving skills students will be likely to 

encounter across a very wide range of different industries.  Some industries will interest the 

student, others may not.  Regardless of the industry, every student is expected to complete 

EVERY task on EVERY page to the very best of his or her ability and to the standards set out 

for this course. 

 

In the workplace, young adults will be constantly assessed by the day-to-day effort they put 

in, and the day-to-day tasks that they complete.    Employees are judged and held 

accountable for their work by customers, co-workers and bosses.  To help students prepare 

for the workforce, all assessment in this course will be completed in this way.  Every section 

of every page of every lesson MUST be achieved to the best of the student’s ability, and to a 

standard acceptable to the instructor.   
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Sample Lesson:  Work Education Outcome LS.1 ����  Explores the nature of work & the workplace   

  

Safety in the Carpentry Workshop    

Learning, understanding and taking responsibility for Occupational 

Health and Safety is essential in every workplace.  Every worker 

must know the rules, and must look out for any danger to 

themselves, to customers and to co-workers. In today’s lesson, we 

will use the example of safety in the building industry. 

Carpentry is an exciting career but it can be very dangerous.  So, we have to know, understand and 

carefully follow some really important safety rules.  Your boss will have special rules just for your 

workshop or building site, but here are some safety rules that apply in ALL woodworking 

environments. 

1)      Think Before You Cut – Check with your supervisor, check where your hands are, make sure 

you have permission and proper supervision before you use any of the machines.  If you are 

careless, you could easily cut off your fingers.   

2)      Keep a Clean Shop – Make sure your desk, work bench, tools and pieces of wood are tidy and 

there is plenty of clear work space.  If you don’t need something, put it away in its proper place 

straight away. 

3)      Avoid Distractions – Pay attention all the time – to your supervisor, to what is going on around 

you, to the safety rules, to where your fingers are, and to what you are about to do. 

4)      Don’t Rush – Go slowly and carefully.  If you rush you might make a mistake that can’t be 

easily fixed, such as cutting wood to the wrong size.  Or you might make a much more serious 

mistake that can never be fixed, such as forgetting to put on your safety glasses and getting blinded 

by a splinter of wood. 

5)      Don’t Force It – If your machine seems to be jamming on the wood, don’t force it.  Take a 

moment to stop, look, think about what might be causing the problem, and seek help if needed. 

6)      Protect Yourself – Wear the proper safety equipment whenever necessary including – safety 

glasses, ear plugs, safety gloves, filter mask so you don’t breathe in too much dust, and even safety 

helmets – different jobs need different pieces of safety equipment.  Make sure you know what you 

need, when you need – then make absolutely sure you wear it! 

7)      Let the Tool Stop – Make sure your electric tools have stopped moving before you put them 

down.  For example, a jig saw or an electric drill should not be put back on the bench until they have 

stopped moving completely. 
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8)      Fumes and Dust – Sometimes we work with fumes and dust which can be very dangerous.  

Make sure there is lots of fresh air available.  Wear a filter mask if needed.  Turn on exhaust fans to 

help clear the air.  Work in a fume cupboard if the fumes are especially bad.   

9)      Wear Appropriate Clothing – Loose clothing or hair can get caught in power tools and cause 

severe injury.  Long hair must be tied back.  Clothing should be comfortable, allowing you to move 

easily.  Wear your apron or overalls when necessary to protect your clothes. 

10)  Follow your Supervisor’s Instructions at all times – Don’t touch any tools, equipment or 

materials until your supervisor gives you permission.  Only use tools and equipment exactly as you 

have been told. 

Choose one Safety Rule and explain why this rule is necessary:    Rule Number: ________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

Draw a picture to illustrate another important Carpentry Safety Rule. 
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Choose another Safety Rule and explain why this rule is 

necessary: 

________________________________________________ 

________________________________________________ 

________________________________________________ 

________________________________________________ 

________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

We use hammers and nails to join wood together.  What advice would you give 

someone using a hammer, so they don’t hurt their fingers? 

______________________________________________________________________ 

_____________________________________________________________________ 

 

What are two other ways you can join wood together? 

_____________________________________________________________________ 

_____________________________________________________________________ 

 

 

 

 

 

There are Occupational Health & Safety Rules for every job. 

Describe three OH&S Rules that these men need to follow. 

 

_____________________________________________________________

_____________________________________________________________

_____________________________________________________________

_____________________________________________________________

_____________________________________________________________

_____________________________________________________________

_____________________________________________________________



Copyright 2011  Precision Academics     Admin Manual    Exclusive Site Use Licence granted to Original Purchasing School or Family ONLY with          Page  6 

unlimited copies for non-commercial internal use only.  No other photocopying, reproduction or distribution of any part of this document is permitted. 

Sample Lesson:  Work Education Outcome LS.9 ����  

Demonstrates skills for effective participation in the workforce 

Using research skills in the animal care industry  

Every worker must learn how to find out answers to 

questions related to their job.  In today’s lesson, we will look 

at some research related to the animal care industry.  The 

following information is taken from:    

http://www.placervillevet.com/puppy_care_and_training.htm 

Puppy care and training Choose a dry food intended just for puppies, avoiding “no frills” dog 

foods and those that sell for unusually low prices. Brand name puppy food is better because it is 

impossible to tell the difference between good quality and bad quality dog food just by looking at the 

ingredient list on the label. Many things that owners look for, such as high protein levels and extra 

vitamins, are more likely to be harmful than helpful. For example, overfeeding and giving too many 

vitamins can be factors which contribute to hip problems in some dogs.  If you have a large-breed 

puppy, purchase "large breed" puppy food.  The actual formula is different, not just the size of the  

kibble, and is better for very rapidly growing puppies.  Encourage owners to get their puppies off to a 

really healthy start in life, to prevent serious problems later on. 

What type of food should you recommend for puppies?   Why? 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

 “No-Frills” dog food is $2.65 a kilogram.  Brand Name dog food is $3.85 a kilogram.  What is the 

difference in price between these two brands? 

 

How often should puppies be fed?  Offer food to young puppies 3 times a 

day. After 10 or 12 weeks of age, feed twice a day.  Even adult dogs should 

have their food split into morning and evening feedings. When fed once a day, 

many dogs become too hungry and are more likely to overeat at mealtime.  

Let your puppy eat as much as she wants in 15 minutes and then pick up the 

food dish. Having food continually available encourages overeating, and 

chubby puppies are more likely to have hip dysplasia and weight problems 

later in life.  Also, over fed puppies never get very hungry, so they don't enjoy 

their food unless given special treats. This can make puppies bored, 

overweight and picky. 

What are 2 reasons why puppies should not have food available all day 

long? 

__________________________________________________________________________________ 

__________________________________________________________________________________ 
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Sample Lesson:  PDHPE Outome LS2.5 ����     Engages in practices that promote health and safety.    

 

Basic Sun Safety 

 

What if someone has bad sunburn?   

Sunburn means that your skin has been exposed to too much ultraviolet 

radiation (UV) from the sun.  In Australia, children are taught to ‘slip, slop, 

slap, seek and slide’  

• Slip on a shirt 

• Slop on SPF 30+ sunscreen 

• Slap on a broad-brimmed hat 

• Seek shade 

• Slide on some sunglasses. 

 

The symptoms of sunburn include:  

• Skin feels hot and sore 

• Skin changes colour, from pink to red and even purple  

• Swelling under the skin 

• Blisters form on the skin 

• Skin peels 

 

In Australia, sunburn can occur in as little as 15 minutes on a fine summer’s day. We know that 

sunburn can cause skin cancer.   Every year 1,600 Australians die from skin cancer.  Sometimes 

teenage boys and girls don’t want to wear sunblock or cover up their skin, but please remember how 

serious this problem is and try to do the right thing. 

 

If you do get sunburn, nothing really fixes it except time, but there are a few things you can do to feel 

at least a bit better. 

 

• Drink plenty of water, because you’re probably dehydrated as 

well as sunburnt.  

• Gently apply cool, wet cloth or have a cool bath.  

• Don’t soap, as this may irritate your skin.  

• Don’t apply butter to sunburnt skin.  

• Don’t pop blisters.  

• Talk to your pharmacist about creams that may help 

• Keep out of the sun until every last sign of sunburn has gone. 

• When your skin is peeling, don’t pick it off. 

• See your doctor if it is very bad sunburn including 

• Sunburn over a large area, with lots of bad 

blisters 

• Severe headache 

• Nausea and vomiting 

• Fever 

• Dizziness 

 

How quickly can sunburn occur on a hot day? _____________________________________________ 

 

How many Australians die each year from skin cancer? _____________________________________ 
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Fill in these sentences: 

 

• Slip __________________________________________________ 

• Slop __________________________________________________ 

• Slap __________________________________________________ 

• Seek __________________________________________________ 

• Slide __________________________________________________ 

 

What should you do if someone has sunburn? 

___________________________________________________________________________________ 

 

___________________________________________________________________________________ 

 

___________________________________________________________________________________ 

 

 

What if someone has Heat Stress?  

 

Heat stress occurs when we get so hot that our body is unable to cool itself enough to maintain a 

healthy temperature. Normally, the body cools itself by sweating, but sometimes sweating isn’t 

enough and the body temperature keeps 

rising.   

 

This can range from a mild problem, in which 

you have a bit of a headache, to cramps and 

fever, and finally it can get serious enough 

that it causes death. 

 

Playing, working or training too hard in the 

hot sun is a leading cause of heat stress.   

 

Also, if you keep a car closed up in summer, 

it can get very hot very quickly.  

 

NEVER leave a small child or an animal in a 

car – this can kill them very, very quickly.   

 

Make sure you drink plenty of water. When we are hot, we sweat a lot, so we must keep adding more 

water to replace the fluid we lose through sweat.   

 

Wear a hat, stay in the shade, keep cool on hot days. 

 

If you think someone has heat stress, then get the person to a cool area and lay them down.  

• Remove their outer clothing.  

• Wet skin with cool water or wet cloth.  

• Increase fluid intake if they are fully conscious.  

• Send for help straight away if they seem to be very ill or losing consciousness 
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Sample Lesson:  PDHPE Outcome LS2.6 ����     Uses problem solving in a variety of contexts   

 

Basic First Aid  consists of:  

• Control bleeding, if present.  

• Care for shock – keep them warm and calm 

• Splint affected area to prevent further movement, but do so only if 

possible without causing further pain to victim.  

• Cold packs may help reduce pain and swelling. 

• Don’t move anyone if you think they might have a head, back or 

neck injury or if they have a very severe fracture. 

• Seek emergency help. 

 

Make sure you have a proper first aid kit at work, in your car and at home.  Why? 

 

___________________________________________________________________________________ 

 

___________________________________________________________________________________ 

 

How do you call for emergency help in your community? 

 

___________________________________________________________________________________ 

 

 

Why is it so important to send quickly for help when you can see that someone has a problem, or 

injured?  Or to get help straight away, if you have a problem or have an injury? 

 

___________________________________________________________________________________ 

 

___________________________________________________________________________________ 

 

Why should you always tell someone if you think there may be danger, even if you are not sure  (such 

as you think someone might have had too much sun)? 

 

___________________________________________________________________________________ 

 

___________________________________________________________________________________ 

 

Do a role play with someone, in which you find someone who seems to be 

ill or injured.  Check the area for danger.  Send for help.  Check to see if 

they are responsive.  Say some things to calm them.  

 

Repeat this role play several times with different pretend injuries, asking 

for feedback from your pretend victim or an observer about how you did.  

Write one of their comments here … 

 

Feedback from your observer: 

 

_____________________________________________________________ 

 

_____________________________________________________________ 
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Get a first aid kit and write a list of 10 items contained in this kit: 

 

_________________________________________ 

_________________________________________ 

_________________________________________ 

_________________________________________ 

_________________________________________ 

_________________________________________ 

_________________________________________ 

_________________________________________ 

_________________________________________ 

_________________________________________ 

 

 

 

Fill in the missing words … 

 

Basic First Aid  consists of:  

• Control ___________________, if present.  

• Care for ____________ – keep them warm and calm 

• __________ affected area to prevent further movement, but do so 

only if possible without causing further ___________ to victim.  

• Cold ____________ may help reduce pain and swelling. 

• Don’t ___________ anyone if you think they might have a head, back 

or neck injury or if they have a very severe fracture. 

• Seek __________________________ help. 
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Sample Lesson:  Mathematics Outcome DLS.1 ����  Reads and interprets tables and data displays 

 

Displaying information through graphs and charts 

In almost every workplace, some information is displayed in graphs and charts.  You need to know 

how to read and understand tables and graphs.   In today’s lesson, we will use examples taken from 

people working at an Australian native wildlife park. 

A volunteer at the park is asked to complete a survey to count the number of Australian native 

animals now living there, compared to two years ago.  A table is a great way to show a lot of 

information so it is simple and easy to read.  Fill in the missing information in this table. 

   

 

 

 

 

 

 

 

Use the information from the table, plus your general knowledge, to answer these questions: 

What does it mean when an animal is described as a “native Australian”? 

__________________________________________________________________________________ 

Which animal showed the biggest increase in population over the 2 years? 

__________________________________________________________________________________ 

Which animal showed the biggest decrease in population over the 2 years? 

__________________________________________________________________________________ 

What is one problem which could arise when one kind of animal increases too much? 

__________________________________________________________________________________ 

What is one problem which could arise when one kind of animal decreases too much? 

__________________________________________________________________________________ 

 

Animals 2009 2011 Difference 

Wombat 15  0 

Kangaroo 12 20 +8 

Koala 13 14  

Echidna 18 12 -6 

Platypus 9  -1 

Total 67  +2 
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What was the total number of animals in 2009? ___________________________________________ 

What was the total number of animals in 2011? ___________________________________________ 

In what year should the next survey be done?  ____________________________________________ 

 

A graph is another great way to show a lot of information so it is simple and easy to read.    This graph 

shows the survey results from 2009.  Use a ruler to draw in the survey results from 2011.  Put the 

2011 result for each animal directly next to the 2009 result for the same animal. 

 

 

 

In 2009, the number of animals from least to most was: 

Platypus, Kangaroo, Koala, Wombat, Echidna 

In 2011, the number of animals from least to most was: 

___________________________________________________________________________________ 

___________________________________________________________________________________ 
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Sample Lesson:  Mathematics Outcome MLS.2 ����  Recognises and uses the language of time 

Applied Problems in the Hospitality & Food industry: 

Mathematics is important in every job.  You will be expected to make simple calculations involving 

money, time and other measurements.  It is very important to get these right.  Show your work, and 

check all of your answers. 

In one large dining room at your restaurant you have 15 employees, plus 4 more employees in a 

smaller special function room, and 6 more who drive home delivery scooters.  There are also 3 

apprentices.  How many employees do you have altogether? 

 

This home delivery staff has forgotten a very important  road safety rule.   

• What is it? 

____________________________________________________________________ 

 

Each of your 3 apprentices works 24 hours a week.   

• How many hours is that altogether? 

 

 

One cook is able to mince 30 kg of steak in 15 minutes.   

• How much steak can he mince in one hour? 

 

 

One of your delivery scooters goes on the road at 12.45pm and returns at 2:00pm 

• How many minutes is the scooter gone for altogether? 

 

 

One dishwasher can wash 300 dishes in 30 minutes.   

• How long will it take to wash 1200 dishes in this machine? 
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Sample Lesson:  English Outcome MLS.2 ����  Composes increasingly complex written texts  

Memos and Phone Messages 

What is a memo? 

_____________________________________________________________________ 

_____________________________________________________________________ 

Write a simple memo letting staff know that tomorrow’s delivery of paper towels will 

arrive at 7am instead of 10am. 

______________________________________________ 

______________________________________________ 

______________________________________________ 

______________________________________________ 

______________________________________________ 

______________________________________________ 

 

 

Read the following notes taken from a phone message. 

“Hello, its Mrs Brown, I want 6 kilo of beef sausages, 2 kilo of 

lamb shank and a standing rib roast around 1.5 kilo.  I’ll be in to 

collect it around 3pm, can you please have it ready for me.” 

This message contains some important information: 

Who is the customer? ___________________________________________________ 

What is her order?______________________________________________________ 

 

_____________________________________________________________________ 

_____________________________________________________________________ 

What kind of meat does she want the most of? ______________________________ 

When does the order need to be ready by? _________________________________ 


