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Writing Skills 
Level 1 

 
Activity 3 Details on the Email 
 
 

Your health and safety representative sends you the 
following email.  
 
 

 
 
 
 
 

 
From: Gavin 
 
To: Simon 
 
Subject: Meeting to discuss environmental risk minimisation policy 
 
Message body: There is a meeting to discuss the above policy at 12.30 pm 
tomorrow in the staff room.  Look forward to seeing you.  
 
 

 
 
You cannot make the meeting. Email Gavin to let him know. 
 

 
From:  ____________________________  
 
To:  ______________________________  
 
Subject:  _______________________________________________________  
 
Message body: __________________________________________________  
 
 ______________________________________________________________  
 
 ______________________________________________________________  
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Numeracy Skills 
Level 1 

 
Activity 4 Dates, Times and Simple Calculations 

 
 
You are going to do a health and safety course. The course will start at a 
quarter to nine in the morning on Monday 15 July 2004. 
 
There are different ways to write the date and time. 
 

Tuesday November the third: 3/11/2004 November 3, 2004 

 Tuesday, November 03, 2004 

 

A quarter to four in the afternoon: 3:45 PM 15:45 three forty-five 
 
Choose one of the different ways to write the date and the time and write 
down when your health and safety course starts. Choose a different way to 
write down the date and time from what is written in the first sentence. 
 
When does your health and safety course begin? 
 
__________________________________________________________________  

 
 
 
 
 
 
 
 

 
There are 3 people attending from your department, 5 from another 
department and 2 health and safety representatives. 
 
How many people are attending the course in total?  ____________________  
 
On the day, 1 person from your department does not arrive for the course.  
One of the health and safety representatives has also let the trainer know that 
he will not be able to attend. 
 
How many people will be doing the course now?  _______________________  
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Learning Skills 
Level 1 

 
Activity 6 Current Skills 

 
 
Occupational health and safety focuses on employees’ health and safety. 
Environmental health and safety focuses on the environment. 
 
Which environmental health and safety skills do you have? 
 

 Do you know what to do about environmental hazards such as spills 
or leaks? 

 Do you know how to recycle paper, cardboard and other materials? 
 Can you help to reduce waste in your workplace by, for example, 

using paper that has been printed on one side as scrap paper?  
 Do you know about improving housekeeping practices e.g. reducing 

water usage by sweeping with a broom rather than hosing? 
 Do you know about substituting materials e.g. using old rags for 

cleaning instead of toxic cleaners or water? 
 
 
Which environmental health and safety skills do you have now? 
List as many as you can. 
 
 ___________________________________________________________  
 
 ___________________________________________________________  
 
Choose a new skill that you would like to learn. 
 
 ___________________________________________________________  
 
 ___________________________________________________________  
 
How will you learn that skill? 
 
 ___________________________________________________________  
 
 ___________________________________________________________  
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Reading Skills 
Level 2 

 
Activity 7 Hazardous Substances Label 

 
 
The information on this label is some of the information you might find on the label 
of a product that is hazardous. 
 

 

CAUTION 
 

KEEP OUT OF REACH OF CHILDREN 
 

FLAMMABLE 
DO NOT SWALLOW 

 

Methylated Spirits 
 
 
First Aid: For advice contact a Poisons Information Centre on 131 126 or a doctor. If 
swallowed, do not induce vomiting. 
 
Disposal instructions: Dispose unused quantities at your local waste transfer station or 
contact your local council or state environment agency on the disposal of this product. 
  

 Flammable Liquid 
 3 
 

 
What is the name of the product?  __________________________________________  
 
 
Which words on the label indicate that the product is hazardous?  _________________  
 
 _____________________________________________________________________  
 
What should you do if someone swallows methylated spirits?  _____________________  
 
 _____________________________________________________________________  
 
What are the options for disposing of any leftovers of this product?  ________________  
 
 _____________________________________________________________________  
 
Why do you think the safety symbol is included on the label?  _____________________  
 
 _____________________________________________________________________  
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Oral Communication Skills 
Level 2 

 
Activity 11 Team Discussion 

 
Oliver has some ideas for improving environmental safety in his workplace. He is 
discussing it with his team members, Ruth, Barbel, Mana, Patrick and Jack. 
 

Oliver: I really want to find out from you all about my idea for improving 
environmental safety. I’d like to make a team decision about this. 

 
Ruth: Okay, what’s your idea? Hurry up though, I haven’t got much time. 
 
Oliver: Well I’ve been thinking about how we use a lot of toxic cleaners to clean 

the kitchen and bathrooms. I was reading an article in the paper at the 
weekend about ‘green cleaning’ and they were suggesting alternatives. 

 
Mana: Yes, I read that too. I was really surprised to read that you can clean your 

sink top, toilet and lots of other things with bicarbonate of soda. 
 
Oliver: Well, that’s my idea. I thought instead of using the cleaning products we 

use at the moment we could try bicarbonate of soda. 
 
Barbel: That sounds really wonderful. It’s good to do something for the 

environment. 
 
Mana: Yes, let’s do that. 
 
Ruth: I think it sounds a bit weird. I don’t want to change. 
 
Patrick: I don’t really mind, I’ll do whatever you all want. 
 
Jack: I’m going for lunch now. 

 
Can you place each person into this table and explain why? 
 

Negative 
- looks for the bad 
in everything 

Positive 
- looks for the good 
in everything 

Assertive 
- speaks her/his 
mind confidently 

Passive 
- allows others to 
make decisions for 
him/her 

    

 
Has a team decision been made? Explain your answer.  ______________________  
 
 _____________________________________________________________________  
 
Who is not participating in the discussion? Explain __________________________  
 
 _____________________________________________________________________  
 
 _____________________________________________________________________  
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