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Acknowledgements 
 
 

Each activity in this booklet has been aligned to the Australian Core Skills 
framework (ACSF) * Indicators of competence so that they are at the levels 
appropriate to the delivery of language, literacy and numeracy skills 

underpinning the units of competency. 
 

 *The “Title to and Intellectual Property rights in relations to the ACSF are owned by the 

Commonwealth of Australia 

 

Units of Competency and minimum required levels of reading, writing, 
numeracy, oral communication and learning skills 
 
The following table provides the level of reading, writing, oral communication and 
numeracy that is required for the Core Units of the Certificate III in Aged Care 

 

Unit Code & Title 

ACSF 
Reading 
Skills 
Level 

ACSF 
Writing 
Skills 
Level 

ACSF Oral 
Communication 
Skills Level 

ACSF 
Numeracy 
Skills 
Level 

ACSF 
Learning 
Skills 
Level 

CHCCCS023 - 
Support 
independence and 
wellbeing 
 

3 3 3 3 3 

CHCLAH001 - Work 
effectively in the 
leisure and health 
industries  
 

3 3 3 3 3 

HLTWHS002 - Follow 
safe work practices for 
direct client care 
 

3 3 3 3 3 

CHCCOM005 - 
Communicate and 
work in health or 
community services 
 

3 3 3 3 3 

CHCAGE001 - 
Facilitate the 
empowerment of older 
people  
 

3 3 3 3 3 

 
 
© All rights reserved. No part of this publication may be reproduced, stored in retrieval system or transmitted in any form or by any 
means, electronic, mechanical, photocopying, recording, or otherwise, without the prior permission of Teach2Learn Pty Ltd 
 
 



 

©Teach2Learn Pty Ltd         Certificate III in Individual Support CHC33015                                 3 

 

Activities Matrix 
 
 

CHCCCS023 - Support independence and wellbeing 
 
 

ACSF Levels 1 2 3 4 5 

Reading Skills Identifying 
social networks 

 
Emotional and 
psychological 
impacts 

Cultural and 
spiritual 
preferences 

  

Writing Skills Recognises the 
signs of grief 
and loss 
 
Determine 
recreational 
preferences 

Managing an 
incident 

Complete and 
accident report 
form 
 
Modesty and 
privacy 

   

Numeracy Skills Shopping and 
budgets 

Times and 
schedules 

Weight 
conversion 

  

Oral 
Communication 
Skills 

Story telling Supporting 
someone 
experiencing 
grief and loss 
 
Dealing with 
death 

Dealing with 
violence 

  

Learning Skills Cooking for the 
elderly 

Communicate 
with co-workers  
 
Referring clients 
to other services 

Providing access 
to outside 
support 
 
Key elements of 
the aging 
process 
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Contents 
 
 

1. Identifying the social network 

2. Recognising the signs of grief and loss 

3. Determine recreational preferences 

4. Shopping and budgets 

5. Story telling 

6. Cooking for the elderly 

7. Emotional and psychological impacts 

8. Managing an incident 

9. Times and schedules 

10. Supporting someone experiencing grief and loss 

11. Dealing with death 

12. Communicating with co-workers 

13. Referring clients to other services 

14. Cultural and spiritual preferences 

15. Complete an accident report form 

16. Modest and privacy 

17. Weight conversion 

18. Dealing with violence 

19. Providing access to outside support 

20. Key elements of the aging process 

 Contact details and order information – refer last page. 
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Reading Skills 
Level 1 

 
Activity 1 Identifying Social Networks 

 

 

Older people are often alone and do not have many friends. They may not be able to 

get to the bus or train or drive a car. 

 

Read the statements below and circle if they are true or false. 

 

 Activity Answer 

 

1. An older person is more True/False 

likely to have friends of their 

own age. 

 

 

2. An older person is likely to True/False 

meet new friends through 

their work.  

 

3. Most older people living in True/False 

an aged care facility would  

have a car 

 

4. Older people can take part in True/False 

all the activities at the care 

facilities they may live in. 

 

5. All people over 65 years of True/False 

age live in a nursing home or 

retirement village. 
 

 

 

 



 

©Teach2Learn Pty Ltd         Certificate III in Individual Support CHC33015                                 6 

 

Writing Skills 
Level 1 

 
Activity 2 Recognise the Signs of Grief and Loss 

 

 
A new person has come to the centre you are working in. His family felt it was the best place for 

him to be since the death of his wife two months ago and they cannot take care of him full time. He 

and his wife had lived in their family home for the past 55 years, raised their children in this home 

and had many happy memories created there. 

 

Think about a time when you felt sad or lost someone or something that was important to you. 

Write down 5 examples of how someone who is sad might act e.g. not want to talk to anyone or 

very angry 

 
 

 

 

 

 

 

 

 

1.  _________________________________________________________________  

  _________________________________________________________________  

2.  _________________________________________________________________  

  _________________________________________________________________  

3.  _________________________________________________________________  

  _________________________________________________________________  

4.  _________________________________________________________________  

  _________________________________________________________________  
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Writing Skills 
Level 1 

 
Activity 3 Determine Recreational Preferences 
 

 

Whether living in a care facility or living independently, older people can choose to 

be alone or part of the community. 

 

Read the names of the activities written below.  Choose 5 activities that you think 

older people would do and explain why 

 

(Visit to movies, skateboarding, playing hockey, lawn bowls, knitting, basketball,  

board games, bus trips, playing computer games, sing along, exercise activities, card 

games, rock climbing.) 

 

1.  ____________________________________  
 

  _________________________________________  

 

2.  ____________________________________  

 

  _________________________________________  

 

3.  ____________________________________  

 

  _________________________________________  

 

4.  ____________________________________  

 

  _________________________________________  

 

5.  ____________________________________  

 

  _________________________________________  
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Activities Matrix 

 
 

CHCLAH001 - Work effectively in the leisure and health industries  
 
 

ACSF Levels 1 2 3 4 5 

Reading Skills Identify 
responsibilities 
of the worker 

Self-monitoring 
work 
performance 

Respecting 
workplace 
relationships 

  

Writing Skills Resources 
needed to carry 
out own work 
duties 
 
Assistance is 
sought when 
required 

Problem solving Complete and 
accident report 
form 
 
Appropriate 
leadership 

   

Numeracy Skills Ordering 
supplies and 
equipment 

Time 
management 
skills 

Weight 
conversion 

  

Oral 
Communication 
Skills 

Appropriate 
behaviour in 
the workplace 

Reporting to a 
supervisor 
 
Recognising a 
need for training 

Using your 
creativity 

  

Learning Skills Keeping the 
work area safe 

Your workplace 
needs  
 
Referring client 
to other services 

Team building 
 
Making informed 
choices 
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Contents 
 
 

1. Identify responsibilities of the worker 

2. Resources needed to carry out own work duties 

3. Assistance is sought when required  

4. Ordering supplies and equipment 

5. Appropriate behaviour in the workplace 

6. Keeping the work area safe 

7. Self monitoring work performance 

8. Problem solving 

9. Time management skills 

10. Reporting to a supervisor 

11. Recognising need for training 

12. Your workplace needs 

13. Referring clients to other services 

14. Respecting workplace relationships 

15. Complete an accident report form 

16. Appropriate leadership 

17. Weight conversion 

18. Using your creativity 

19. Team building 

20. Making informed choices 

 Contact details and order information – refer last page. 
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Oral Communication Skills 

Level 2 

 
Activity 10 Reporting to Supervisor 
 

 

 

You have been put in charge of supervising a new staff member and are required to 

make a verbal report on their performance to your supervisor at the end of the week. 

The new staff member is a lovely person who you think is friendly and bubbly and 

appears to relate to the residents well, these are positive personal traits to have when 

working in this industry. However, through your observations of her work 

performance you have noticed that she is often late getting back from her lunch break 

and leaves early. Her ability to follow direction is good but she often takes short cuts 

to get the job done quicker. This has the potential to put clients at risk of harm and 

your professional duties are priority. 

 

You have made a time to sit down with your supervisor to discuss the new staff 

member, you recommendations will help your supervisor to decide whether the new 

staff member remains employed or not. 

 

Write in the space provided what you would say to her in your report? 
 

 __________________________________________________________________  

 __________________________________________________________________  

 __________________________________________________________________  

 __________________________________________________________________  

 __________________________________________________________________  

 __________________________________________________________________  

 __________________________________________________________________  

 __________________________________________________________________  

 __________________________________________________________________  

 __________________________________________________________________  

 __________________________________________________________________  

 __________________________________________________________________  

 __________________________________________________________________  
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Oral Communication Skills 
Level 2 

 
Activity 11 Recognising a Need for Training 
 

 

You are supervising a number of new staff and have identified a variety of areas in which they need 

some further training. The staff have also come to you and explained that they would like to get 

some further training in specific areas of the work. 

 

Read the list of training areas below and draw a line to the matching set of skills they may gain by 

undertaking the training. 
 

AREAS OF TRAINING IMPROVED SKILLS 

 

Conflict resolution training How to comfort and support someone 
  experiencing loss 
 
Managing a medical emergency Dealing with a fire 
 
Manual handling  Writing professional documents 
 
Dealing with grief How to separate your personal 
 and professional feelings 
 
Time management skills training Dealing with anger 
 
Writing case notes How to work with people of 
 different backgrounds and  
 values 
 
Management skills training Taking care of your physical 
 health 
 
Report writing Awareness of psychological  
 disorders and their symptoms 
 
Evacuation techniques What to do if someone takes  
 an overdose 
 
Dealing with a mental illness Documenting accurate details 
 
Working in a team environment Working in a timely manner 



 

©Teach2Learn Pty Ltd         Certificate III in Individual Support CHC33015                                 12 

 

Learning Skills 
Level 2 

 
Activity 12 Recognising Your Workplace Needs 

 

 

As a worker in an aged care facility, you will be exposed to a variety of situations and 

residents who require a range of supports in order to continue to live safely and humanly. 

 

As part of your training you will learn various techniques in order to complete your tasks 

some while on the job and other through your professional training.   

 

When thinking about a job working with people in an aged care facility, what are some of 

the personal and professional skills you will need to have to enable you to do your job 

effectively? 

 

List 5 personal traits e.g. good listener  

 

1. __________________________________________________________  

 

2. __________________________________________________________  

 

3. __________________________________________________________  

 

4. __________________________________________________________  

 

5. __________________________________________________________  

 

and 5 professional skills  e.g. finished tasks on time 

 

1. __________________________________________________________  

 

2. __________________________________________________________  

 

3. __________________________________________________________  

 

4. __________________________________________________________  

 

5. __________________________________________________________  
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Activities Matrix 

 
 

HLTWHS002 - Follow safe work practices for direct client care 
 
 

ACSF Levels 1 2 3 4 5 

Reading Skills What is manual 
handling 
 
Manual 
handling 
hazards 

 
Using correct 
terms in the 
workplace 

Personal safety 
strategies 

  

Writing Skills Preventing  
workplace 
hazards 
 
Identify risk’s of 
infection 

Notifying of risks Recognising 
your skills 
 
Identifying  terms 
used in the 
workplace 

  

Numeracy Skills  
Medication 
measurement 

 
Evacuation 
procedures 

Budgeting   

Oral 
Communication 
Skills 

Identifying 
other sources 
of infection 

Rights and 
responsibilities 

Planning an 
activity 

  

Learning Skills Safety in the 
workplace 

Applying 
practical 
strategies to 
minimise risk 
 
Dealing with a 
death in the 
workplace 

Recognising 
signs and 
symbols 
 
Using correct 
equipment 
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CONTENTS 
 
 

1. What is “manual handling”? 

2. Manual handling hazards 

3. Preventing workplace hazards 

4. Identify risks of infection  

5. Budgeting 

6. Identifying other sources of infection  

7. Safety in the workplace 

8. Using correct terms in the workplace 

8. Notifying of risks 

9. Evacuation procedures 

10. Rights and responsibilities 

11. Applying practical strategies to minimise risk 

12. Dealing with a death in the workplace 

13. Personal safety strategies 

14. Recognising your skills 

15. Identifying terms used in the workplace 

16. Budgeting 

17. Planning an activity 

18. Recognising signs and symbols 

19. Using correct equipment 

Contact details and order information – refer last page. 
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Writing Skills 

Level 3 

 
Activity 15 Recognising your Skills 

 

 

You are attending an interview for a position as an aged care worker in a residential 

facility.  Upon your arrival you are given a set of questions to look over which will 

help you to an idea of what the interview panel will be asking you and what sort of a 

person they think will best suit the organisation. 

 

Looking at the following interview questions provide appropriate answers to the 

proposed questions. 

 

COOPERVILLE AGED CARE FACILITY 

INTERVIEW QUESTIONS 

Name: ___________________________________  Date ________________  

Question1. What personal qualities would a good aged care worker possess? 

 

 ____________________________________________________________________________________  

 

 ____________________________________________________________________________________  

Question 2. Describe the key elements of effective communication, written and verbal. 

 

 _____________________________________________________________________________  

 

 _____________________________________________________________________________  

Question 3. As part of your job you will be required to communicate with many people from a 

variety of organisations and services. 

Can you name some of the people and representatives from other services who you may come 

into contact with when working in an aged care facility. 

 

 _____________________________________________________________________________  

 

 _____________________________________________________________________________  

 

 _____________________________________________________________________________  

 

 _____________________________________________________________________________  
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Activity 15 Cont’d 
 
 
 

Question 4. What types of activities would you think people in this age group could 

participate in? 

 

 _____________________________________________________________________________  

 

 _____________________________________________________________________________  

 

 _____________________________________________________________________________  

 

 _____________________________________________________________________________  

 

 _____________________________________________________________________________  

 

 _____________________________________________________________________________  

Question 5. What is your understanding of “risk management” 

 

 _____________________________________________________________________________  

 

 _____________________________________________________________________________  

 

 _____________________________________________________________________________  

 

 _____________________________________________________________________________  

 

 _____________________________________________________________________________  

 

 _____________________________________________________________________________  

 

 _____________________________________________________________________________  

 

 _____________________________________________________________________________  

 

 _____________________________________________________________________________  
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Writing Skills 
Level 3 

 
Activity 16 Identifying Terms Used in the Workplace 

 

 

Using the internet find the meanings of the following workplace “terms” and write 

their meaning in the space provided. 
 

 

Advocacy  _____________________________________________________________________  

 _____________________________________________________________________________  

 _____________________________________________________________________________  

 

Negligence ____________________________________________________________________  

 _____________________________________________________________________________  

 _____________________________________________________________________________  

 

Grievance _____________________________________________________________________  

 _____________________________________________________________________________  

 _____________________________________________________________________________  

 

Hygiene ______________________________________________________________________  

 _____________________________________________________________________________  

 _____________________________________________________________________________  

 

Interpersonal interaction ________________________________________________________  

 _____________________________________________________________________________  

 _____________________________________________________________________________  
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Numeracy Skills 
Level 3 

Activity 17 Budgeting 
 

 

 

 

 
You have been given a budget of $1.2 million to set up a new facility to cater for 15 residents.  You will need to put 

together a budget to present to the board outlining how you will allocate the funds.   You will need to decide how much 

each resident will need to pay to contribute to the ongoing operation of the facility based on this budget. Allow 1 

manager of the facility, administration staff for record keeping and bookkeeper, maintenance staff for grounds and 

equipment, nursing staff for a 1:5 ratio.  

 

NEW Facility OPERATIONAL BUDGET 

$1.2 million 
      

1 
Management/Operational 

Costs: nursing staff, ancillary 
      

3 Advertising & Promotion        

4 Asset Purchases        

5 Bank Charges/Account Fees        

6 Client Support/Program Costs        

  Fundraising        

8 General Office Expenses        

9 Insurance        

10 Postage and Stationary        

11 Professional Fees        

12 Staff Training        

13 Utilities – Electricity, etc        

14 Volunteers Costs        
 Total Operational Costs       

        

15 Support staff        

16 Occupational therapist       

        

 Total Staff Costs       

 Total Operational Expenses       

 TOTAL ACTIVITY COSTS       

 SUPPORT STAFF 
HRLY 

RATE 

HRS 

PER 

WEEK 

WEEKS 

PER 

YEAR 

SUB 

TOTAL  

NO. OF 

STAFF 

TOTAL 

COST 

        

 Support staff 17.80  52  staff  

 Nursing staff 25.50  52  staff  
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