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New Ceareer and Enterrise resources for 2016

WACE Career and Enterprise and Workplace Learning programs

New CAE Foundation 12: Contents

. . Unit 3
Avallable mld-JUIy 2016 1 Enterprising Career Development 1
. . 2 Where Are All The Jobs? 11
e Career and Enterprise: Foundation 12 3 Gaining 2 Job o
Full colour text/workbook. Approx 268 pages Uitz
4 The Job Interview 99
Price $49.50 (|SBN. 978-1-925172-27-0) 5 Planning a Career 137
. . . Electives
Fully reproducible e-version master also available to schools 6 Work/life Balance D
which enables students to use writeable PDF files. 7 Financial Management 193
8 Independent Living 209
9 Workplace Issues 223
10 Workplace Numeracy 237

11 Volunteering/Experiencing Work 251

Now available for 2016: Check for samples on web CAE General 11: Contents

Unit 1
o Career and Enterprise: CAE - General 11 1 Being Enterprising 1
Full colour text/workbook. 314 pages 2 Career Pathways 3
3 Work Skills 61
Price $52 (lSBN 978-1-925172-25-6) 4 Career Development 89
Fully reproducible e-version master also available to schools 5 Workplace Issues us
hich enables students t iteable PDF fil o2
which enables students to use writeable es. T —— 1as
7 Career Investigation 177
e Career and Enterprise: CAE - General 12/ATAR11 Blese el 20
9 Workplace Effectiveness 229

Full colour text/workbook. 354 pages.
Price $55 (ISBN: 978-1-925172-26-3)
Fully reproducible e-version master also available to schools

10 Workplace Health and Safety 277

CAE General 12/ATAR11: Contents
Unit 3: General12 / Unit 1: ATAR11

which enables students to use writeable PDF files. 1 Being Enterprising !
2 Developing Your Pathway 31
3 Nature of Work 67
4 Effective Job-Seeking 113
Available for 2017 5 Workplace Trends 143
e Career and Enterprise: Foundation 11 bt i
6 Enterprise and Change 177
(ISBN: 978-1-925172-28-7) 7 Work Skills e
e Career and Enterprise: CAE - ATAR12 8 Career Development 255
ISBN: 978-1-925172-29-4) 9 Nature of Work - Advanced 289
10 Workplace Safety 323
Current resource list: 2016 (* = new)
WACE Career and Enterprise (PDF e-versions also available) Industry and Enterprise
* Career and Enterprise General 11 > I&E Unit 1: Workplace Participation 3ed (& e-version)
* Career and Enterprise General 12/ATAR 11 * I&E 1&2: Towards an Enterprising You 4ed
* Career and Enterprise ATAR 12 (available for 2017) > |&E 3&4: Towards an Enterprising Australia 3ed
* Career and Enterprise Foundation 12 (avail_able mid July 2016) VCAL and Applied Learning (Master sets also available)
* Career and Enterprise Foundation 11 ((available for 2017) * Literacy - Intermediate 3ed Workbook/text & Activities booklet
Career pathways, work education and personal development (PDF (revised for 2016) !!!lalso new e-version!!!
e-versions also available) * Literacy - Senior Workbook/text & Activities booklet (new 2016)
> Career Pathways Ilalso new e-version!!!
> Work Experience Journal > Numeracy - Intermediate Workbook/text & Activities booklet
> Work Placement Journal * Numeracy - Senior Workbook/text & Activities booklet (new 2016)
> Personal Development Activity Planner: Introductory * Personal Development - Intermediate 3ed Workbook/text &
> Personal Development Project Planner: Advanced Activities booklet (new colour ed 2016)

* Personal Development - Senior 2ed Workbook/text & Activities
booklet (new colour ed 2016)

> Work Related Skills - Foundation Workbook/text & Activities
booklet

* Work Related Skills - Intermediate 3ed Workbook/text and
Activities booklet (new colour ed 2016)

> Work Related Skills - Senior 2ed Workbook/text & Activities booklet

DELIVER Educational Consulting
PO Box 40, Moonee Vale 3055 Ph & Fax (03) 9939 1229 ABN 80 922 381 610

Industry-specific resources (PDF e-versions also available)
> Community Services Foundation

> Community Services Intermediate

> Retail Foundation

> Retail Intermediate
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Order form: Current from Term 3, 2016 (Note: All prices are GST inc.)

WACE: Career and Enterprise Printed text e-version master Total
Career and Enterprise Foundation 12 (mid-July ‘16) @ $49.50 @ $595
Career and Enterprise General 11 @ $52 @ $660
Career and Enterprise General 12/ATAR 11 @ $55 @ $660
Careers, Work Education & Personal Development Printed text e-version master Total
Career Pathways 2015 @ $35 @ $440
Work Experience Journal 2015 @ $20 @ $165
Work Placement Journal 2015 @ $27.50 @ $220
Personal Development Activity Planner:
Introductory 2015 @ $25 @ $165
Personal Development Project Planner:
Advanced 2015 @ $27.50 @ $220
Industry and Enterprise Printed text e-version master Total
I&E Unit 1:
Workplace Participation 3ed. 2015 @ $33 @ $440
I&E Units 1&2:
Towards an Enterprising You 4ed. 2015 @ $42.50 na
1& E Units 3&4:
Towards an Enterprising Australia 3ed. 2012 @ $59.95 na
Industry-Specific Resources Printed text e-version master Total
Retail - Foundation 2014 @ $33 @ $165
Retail - Intermediate 2014 @ $33 @ $165
Community Services - Foundation 2015 @ $33 @ $165
Community Services - Intermediate 2015 @ $33 @ $165
VCAL/ Applied Learning Printed Printed CD Master CD Master Combined or license with
Resource Sets text/workbook activities book |text/workbook activities book  CD master sets | master e-version
Literacy - Intermediate 3ed. ;‘:rz _ _@$35 ___@3$27.50| __ @$165 _ @$77 or__ @ $220 |[or_ @ $330
Literacy - Senior el @335 @$27.50| __ @$165 _ @$77 or_ @$220 |or___ @ $330
Numeracy - Intermediate  2015| ___ @ $35 __ @ $27.50| __ @ $165 __ @$77 or_ @ $220 na
Numeracy - Senior ;‘:IVZ __@9%35 __@9%27.50| __@$165 __@$77 or_ @ $220 na
PDS - Intermediate 3ed.  2016| @ $35 __ @ $27.50| _ @ $165 _ @ $77 or_ @ $220 nya
PDS - Senior 2ed 2016 @ $35 _ @ $27.50| __@$165 __@$77 or_ @ $220 nya
WRS - Foundation 2014 __@$35 ___@$27.50| _@$165 __@$77 or_ @ $220 nya
WRS - Intermediate 3ed. 2016 @ $35 __ @ $27.50| __ @ $165 __ @ $77 or_ @ $220 nya
WRS - Senior 2ed. 2014 __@3$35 ___ @$27.50| __ @165 __@$77 or _ @ $220 nya
Totals
Add Postage: CD-only orders = $6 Melb metro printed books = $12
Regional Vic and interstate 1 book = $13, 2-4 books = $15 Contact me for larger orders.
*] recommend Express Post of $15 for up to 4 VCAL, Industry-Specific or Careers etc. Postage Grand
books; or for 2 CAE books or 2 I&E books. (More for larger orders.) amount $ Total $
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Glossary - Work/life balance A

In your workboo@@K@@s@hrMM @ce examples.

List key word/terms below and provide a definition and an example in your workbook.
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1. Work/life balance

If you look ahead to the future you might see that you are likely to spend
about 40-50 years of your adult life working. As the nature of work becomes
both more demanding and more complex you will experience clashes
between the time available for your family, personal and professional
responsibilities.

This is an ongoing societal issue for workers as the stress and demands
of their working lives encroaches on their personal lives. People of both
sexes are increasingly reporting they are struggling to balance the complex
requirements of their work and family lives.

Community values and attitudes have changed and are continuing to
evolve. Balancing work and family life is essential for the wellbeing of
society, as well as a key to improved material and non-material standard of
living.

It is vital that you manage your time effectively so that you achieve a work/
life balance between career demands and your personal life. At different
stages of your life your personal and family responsibilities will influence your
ability to develop a career. These personal and family responsibilities are
also likely to influence the career pathways choices that you make. Many of
these choices will be dictated by issues surrounding work/life balance.

e Y 2 1R EEReR

Some key workplace trends that impact on work/life balance include the
following. Can you think of others?

® Increased numerisal flexibility expected. q _
workers. [ﬁ T@I? &E@@gu@p@Mmands, long hours and
® Flexible rosters and shifts reﬁr@@ﬂ@y"VErtimE can cause stress and impact on a

person's quality of life.
hours and weekend work.

® ncreased ogeyuin e 118 iiMSNished July 2046

seek work fi

Causes of work/life imbalance

So what
Is it the w

1IN

£
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o
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@ A growth in remote work arrangements

such agBygrsiioiit Mmaster also willl be available
@ Longer working hours (often unpaid)

expected of managers and senior staff

which results in over-employment.

® Huge time demands impacting on people
who are self-employed.

@ Family issues such as child-care
commitments.

® Standard of living issues forcing couples
with children to have to both work.

Image: sharpen1234/
iStock/Thinkstock
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Causes of work/life imbalance

= longer working hours = cost of living pressures
= inflexible working hours = mortgage stress
= more salaried positions = higher parenting costs
= unpaid overtime = access to child-care
= higher level jobs = domestic duty issues
= more job responsibility = over-parenting
= higher expectations = single parent families
= dual income families = increased commute time
= 24-hour technology = FIFO and DIDO
= weekend trading = work-related travel
= increased female workplace = isolation from extended family
participation
-

and Enterpris

1.

® 12 = [Found

p I o
Image: drogatnev/ Work Il@%e balance B ‘.E:
iStock/Thinkstock 5

What is work/life balance? ’

Do hetcop
Book fto [be published July 2046

2. Explain 3 main causes of work/life imbalance that might impact on your own

career griiepsion measter also will be available
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2. Work/life settings Entry
Work interferes with life and life
interferes with work! And at varied
times of your career life cycle one

will interfere more than the other. = Change @E@@? Growth
This interference arises due to a , Eﬁ{b @y@@ i
mismatch between your values

related to work and your values

related to life. So in essence your Consolidation

work/life choices can become
unbalanced.

For example, when you first start out working you may be willing to trade personal
leisure time for income, As a result you are quite happy to sacrifice your life and
personal values so that you can work to build your income and develop an asset base.
However, as you get older and take on more adult responsibilities, you might start to
prioritise your personal values over work. This is especially the case when starting a
family.

'g So let’s explore three common types of work/life settings that you are likely to
experience. As you read through each of these have a think about how these might
relate to your work/life situation now, and in your future.

C Work/life imbalance _
anc Entarprise 12 - [Founcdeation

Outline the impacts of unpaid work, pdid work and self-employment on work/life
balance.

3
o
2

Unpaid work Paid work Self- employment

FeVIeW PUrpeses only
not copy

Book to be pulblished July 2016

eversion master also will be avallable

'g Discussion
Family roles are changing with more shared parenting, dual-income families but also
more single parent families. What types of impact might these changes have on your
future work/life balance?
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Career and Enterprise: Foundation 12
Written by Michael Carolan. Copyright © 2016 DELIVER Educational Consulting and its licensors. All rights reserved



Work/life settings

i. Home-based (unpaid) work

Many people perform ‘work’ or other
productive activity which does not get
counted as ‘being employed’ or as
contributing directly to our economy.
They may be engaged in performing
unpaid domestic duties at home or for
members of their extended family. Their
efforts, ‘labour’ and their economic
contribution and value as a homemaker,
parent or carer are not included in any
official definitions of employment. Yet this
'labour’ threatens work/life balance.

Over recent years there has been an
increase in people providing care due to
an ageing population, increased female
participation rate in the workforce and
other factors. Besides parent care-givers,
the main types of care are caring for
elderly, frail and sick family members and
caring for grandchildren by grandparents.
Some people participate as unpaid
volunteer workers and they willingly give
up their time and lend their expertise to
help their community. ABS studies put the

as the equivalent of between 48-58% o
the entire production of the economy
($800-900b).

ii. Paid work (employment)

Most workers in Australia are employed
full-time. But over the past 30 ye ars there
has been a growi.@&n

and casual employment work opt|ons
Many full-timers in Australia work Ionger
than the sta e"Ver‘S | ©
cause overe
imbalance.
Part-time and casual work suits employees
looking to achieve work/life balance (i.e.
jobs with family-friendly hours).

However, part-time and casual work can
lead to underemployment (e.g. not
enough paid hours). People might have

to juggle more than one of these jobs at
the same time. In fact almost all of the

new jobs created in Australia in the last 18
months have been part-time and casual
rather than full-time.

Obfwlcl)usly paid work {R@)[fe preVIGW E@Eﬂ[r
in full-time, part-time or casual w
arrangements. .“ ﬁﬂ@ﬁ‘. C®}§)y nd localised service providers.

A lot of casual work may be at
‘inconvenient’ times such as evening, night
or weekend work with workers having

to juggle a flexible roster and not being
able to plan their life commitments too

far ahead. So overall, does this improve or
worsen work/life balance?

iii. Self-employment

Self employment involves owner/operators
of their own business as a sole trader,
partnership or private company. Self-
employed business operators usually work
very long hours. As a general manager they
have responsibility for everything in their
business. This over-commitment can lead
to severe pressure and stress.

Micro owner/operators are not just
responsible for generating business they
might also have to do every single task
associated with operating the business.
Many tradespersons and consultants may
actually be self-employed contractors who
work for others on a projects-basis as a
sub-contractor. But when their ‘labour’ is

done at the nd of the week they then still
valve of un(@ETEEIENEHENISHDIISE:de2e dietiion

Some owner/operators might operate a
micro part-time enterprise in addition to
having paid employment This portfolio
career is a growing trend (assisted

”%\. ) with craft

ufacturers, online retailers, digital

Some self-employed people are able
to work from hom

e, depending on the
expublisies e 20 : BOfliEnterprie (e

consultants, didital techs, crafters, online
sellers). This can assist them to undertake

I miester el Jots: Al aaBlEr e

people say they need to work away from
home, otherwise they'll get nothing done
with distractions interfering with work!
Self-employment usually impacts severely
on work/life balance and can result in
consistently heavy workloads, high stress
and long and relentless working hours.
And there is always the uncertainty of no
revenue coming in versus the certainty of
a lot expenses going out! Who'd want to
run a business facing that sort of pressure?
Would you?

Career and Enterprise: Foundation 12
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D Work/life settings

1. Each of these case studies features common contemporary work/life balance
issues. For each one explain the work/life balance issue.

7N
N
.

Suggest possible actions or strategies that might help each of these people deal
with the issue. Discuss in groups and share with the class what you would do.

Work/life balance issue What is causing the issue? What do you recommend?

Dhebbrah starts an
apprenticeship as a baker.
Starting at 3am each weekday
she is quickly seeing her social
life slip away.

Eddee works 3 different causal
jobs as the pay is much higher.
But he calculates that he’s
spending over 15 hours a week
just travelling to and from each
workplace.

Marv gets a promotion as a
salaried manager. He now
has to work unpaid overtime
managing his team. He also

her wordGRlSEIRENIC) Enterprise 12 - Foundation

- even if he could finish in time.

3
o
2

Rhea and Llapso each work
0.6 part-time, juggling care of
their one-year old, and sharing

all household du'ries.flfl[p [T@W [;@M[r[@@g @[m[ly

they are in touch a lo

they hardly ever spend time [m@ﬁ ©@E®y

together.

Gronik starts a part-time online
retail business JBYQ @0 [0® PUbIIshed July 2046
full-time job as a sales rep. His
partner threatens to end their
relationship because they are

ev@Varsion master also Will be evailable

Robyn’s plumbing business is
growing but it means that he
has to spend nearly every
Sunday just catching up on the
accounts, and he is missing out
on playing footy.

Jayhne’s mother becomes il
and she has to look after her
for 3 months. She worries what
is going to happen to her job.

184
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Using my time E

1. Draw up a two-week schedule for yourself and calculate the % of time you
currently spend in:

U school education U sport, fitness & recreation [ meals and breaks
U paid productive work U structured leisure e.g. U travel
U community service/ cinema, organised events [ helping family and
volunteering U unstructured leisure, e.g. friends
U home chores, house duties TV, video games, internet (1 sleeping
U assisting in family and chat, hanging out, U other
business without pay etc..
2. Comment on your results. Compare these to others in your class. As a class 'é

calculate averages using a table on the board. Are there any distinct patterns
based on gender?

3. Describe how these results are likely to change over the course of your career life
cycle, such as next year, and in 5 years time?

4. Explain how your results are likely to compare with someone your age from 20,
50 and 100 years ago.

Tip: Draw up a table similiar to this one, but much bigger; or find an app.
Day/

SATURDAY / | SUNDAY /

12-
6am

0lee 0 T

6-7

£
=
o
H

7-8

8-9 : O,ELJ e i 0 00SE @[m

10-11

11-12

o 300K to loe Ul 50 DI E=———

elleldle

2-3

3-4

4-5

5-6

6-7

7-8

8-9

10-11

11-
12pm
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3. Workplace flexibility

Workplace flexibility is a key force for change impacting on the workplace resulting in
the development of enterprising flexible work arrangements.

At the most basic level we can categorise workplace flexibility as being either
numerical flexibility which refers to when an employee performs their tasks;
and functional flexibility which refers to what an employee actually does when
performing those tasks.

For example, in the Accommodation and Food Services industry employees are
expected to work shifts featuring varied hours on different days. So working this
rotating roster is an example of numerical flexibility. In addition, an employee that is
trained for a variety of responsibilities such as front-of-house, operations, catering and
other hospitality functions is a more functionally flexible employee.

Workplace flexibility can also be considered a quality management initiative that aims
to get better value from employees. Workplace flexibility aims to increase employee
efficiency through increased availability and multi-skilling.

It is expected that all workers will be both more numerically and
more functionally flexible. As you develop your career you will be
increasingly expected to be both numerically flexible (when you
are available to work) and functionally flexible (what you can do at
work).

N

You are now expected to have greater technological skills and

R ERBHITeE 12, FalitEton

future world of work requires you to be more flexible, but how can
you still maintain work/life balance?

£
=
o
H

“In my job as a dance performer

186

Now that’s a challe

18or preview g@u[r[;@@eu

an ta cher it is important that | am
; but also that | am flexible!"

Numerical flexibility @@E@y Functlonal flexibility
Numerical flexibility refers to ‘when’ Functional flexibility refers to the skills
an employee carries out thelr and competenaes that employees have in
tasks. It involves IE@@ [;0) [@ﬂ ‘h‘@d' their tasks. It
arrangements inc umg Involves:
= hours of work = multi-skilling employees to perform a
» weekenguyigrsion mesterelso Wl bi&<velleble
= holiday work rota employees through
= varied start and finish times d|fferent roIes and departments
= overtime = tele-commuting or virtual workplaces
= FIFO and DIDO arrangements L%;’:EW employees to work from
= rotating rosters
N brokengor oplit shifts = job redesign and redeployment to
o durat fph'ft increase the job complexity
K ur: t'Pn of Shitts . = training employees to be higher skilled

part-time arrangements = re-organising work practices to have

= casual working arrangements employees operating in teams
= on-call arrangements = increasing employee responsibility

Career and Enterprise: Foundation 12
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Elexible)\Work¢Arrangements

Casual

= Employment on a non-permanent
basis. Casual shifts may be as brief
as 3 hours.

= The employer is not required
to supply leave and other
entitlements to casual workers
and employment can be
terminated at short notice.
However, a higher hourly rate of
pay is usually offered.

Part-time

= A time fraction that is less than
full-time but which entitles the
worker to all conditions enjoyed
by full-time workers on a pro-rata
basis.

= Part-time work, unlike casual
work, is usually permanent and
generally between 4-34 hours per
week.

Multi-skilling

= Training employees in a variety
of skills that allow maximum
flexibility of deployment which
supports synergy and teamwork.

= Workers can be rotated through
different work tasks. This allows
work to be shared in very busy
times since a variety of employees
have been trained to be
competent in a range of tasks.

FIFO & DIDO

= Fly-in-fly-out and drive-in-drive
out arrangements exist for
industries that require workers
to bring their skills and labour to
remote worksites.

= It requires commitment, can boost
income but can severely increase
isolation and stress.

Ceresemand Enterprise .@fm@@j or

= This occurs when a job is literally
divided between more than one
worker.

= Hence one worker
two days a week and
three. They may even work on {
same day to allow continuity and
avoid duplication of tasks.

Book fto [ve published July

Outsourcing/
contracting

= Work th@&/ErSION
undertaken for a
specified period of
time or for a particular
job using external =
stakeholders.

= This allows employers
to buy-in or outsource
specialised skills only
when they need them
such as ICT, marketing,
security, cleaning and
transport.

Flexitime/
time-in-lieu

temporary workspace, work
station or office, in order to
maximise the use of resources.

N OSES] [ﬁ]ﬂyeffective
ngc:gme for work settings

ith lots of dynamic employees
who may not need a full-time
office, such as in sales.

2046

Tele-commuting

= Emp|oyees working
mester alse Will be @smg an
compensation for
overtime or for extra

hours worked.

In some industries,
if a worker puts in
additional hours
at the request of =
the employer, they
can take the same
amount of time off
at a later date.

ICT infrastructure to
communicate for work.
e.g. Internet, intranet,
‘cloud’, telephones,
video-conferencing and
phone link-ups.
Common in the
Professional, Scientific
& Technical Services
industry, publishing,
ICT, financial and
information services.
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F Flexibility and balance

'g 1. After discussing examples of workplace flexibility on p.187 explain how a worker
in an occupation or industry you are familiar might have to demonstrate this type of
workplace flexibility. (Consider you own potential career pathway.)

2. How might this impact on work/life balance?
3. Chose 3 more examples of workplace flexibility. Explain how you might have to

show this flexibility for an occupation or industry you are interested in and discuss
the likely impact on your own work/life balance.

Workplace
flexibility

Occupation/industry explanation Impact on work/life balance?

casual work

multi-skilling

. Cal 2 = [FoOUNCeion

2
3
o
2

fly-in-fly-out

188
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4. Dealing with stress

Work-related stress can occur when the demands of a person’s job create work/life
imbalance due to long working hours or FIFO work arrangements. Work-related stress
can also be caused by factors (stressors) related to the job or work environment itself.
These factors undermine emotional and mental wellbeing and also threaten a positive
work/life balance.

The most important resource of an organisation is its people and people suffer from
stress. Stress prevents people from functioning at their full capacity and therefore
prevents the organisation from achieving its objectives efficiently. Increased demands
on workers are threatening their work/life balance. An important element of a healthy
work/life balance includes managing stress. Stress management helps to create a
healthier work environment by focusing on workers’ physical, emotional and mental
wellbeing.

Causes of stress

One of the most obvious causes of stress is conflict. Conflict can originate from many
sources. So have you witnessed or indeed felt stress in these work-related situations? @+

%4 Conflict between employees.

%4 Conflict between subordinates and managers.

%4 Conflict between departments.

%4 Conflict with suppliers and contractors.

%4 Conflict with customers and clients.

w confidCERGETANEHENTErPrise 12 - Foundation
%4 Conflict within an individual.

L& Conflict from a person’s life.

For previéi-Bti{ieses only

Common stressors ot @[;O)ytress management methods

£
3
S
3

= long and extended working hours = family-friendly workplaces

= afterhours aBoefederbe pUblishieth ol ReRe

= long shifts and lack of breaks = time-offin lieu

= demanding work environment = better communication

= poor fegrETSIORMESEErElso Wilkbe evelieble

= unrealistic objectives = employee decision-making
= short deadlines = conflict management training
= technological breakdowns = anger management training
= supplier mismanagement = anti-harassment policies

= lack of training = improved training

= too much responsibility = cross-cultural training

= competitive pressures = more appropriate delegation
= threats and intimidation = more time for planning

= harassment and workplace bullying = job rotation

= inappropriate management style = social and workplace activities

189

Career and Enterprise: Foundation 12
Written by Michael Carolan. Copyright © 2016 DELIVER Educational Consulting and its licensors. All rights reserved



5. Managing work/life choices

Achieving work/life balance is about developing and implementing 5
self-management strategies. These strategies can help you achieve
more satisfaction in your job and also more enjoyment in your

personal life.

As the demands of the modern commercial world intrude more and
more on everyday lives it is important that you can put strategies
in place to help separate your work life from your personal life.
Otherwise you are in for a stressful time by experiencing ongoing

work/life imbalance.

And where do we start with technology? It is everywhere and

all-intrusive; and not always for good! The vital rule to remember is

that although everything may be ‘important’, not everything is urgent. So prioritise what
needs to be done now, what needs to be done at the next available opportunity and
what needs to be done during your next working day or in the near future.

Setting boundaries

= Setting boundaries is about balancing
your different priorities.

= Setting boundaries involves saying
"no” to activities which are intrusive

Planning leisure activities

= It is vital that you live a well-rounded
life. Too little leisure and recreation is
as harmful as too much.

= Play sport, pursue your hobbies, kick-

Image: runzelkorn/
iStock/Thinkstock

and threaten work/life balance. back and recharge after a hard day's

= However,you'll have to make (or night's) work.
sacrifice CEYESEIE oEJF‘]'t!er [FI]SS@ il aftl'® flly and
personal and social lives. loved ones. But in order to achieve
= If you clearly and assertively this you will need to structure your
communicate your boundaries, in time around work and study.

advance, then yourfing hiss = So_use a diaryor a planning app. Cut

will give people ti (D!l'@V.I SW [@[L][r[@ ES [&sting activities (hint:

options without offending the n 'E ©@| media!) You'll be amazed how
ne/c

harming them. h more time you have!

£
=
o
H

Maintaining fﬁ@f%@‘t@ﬂﬂ ”né[m nology

= As you move into your adult life = Turn off ydur devices! Do you really
you may find that you lose contact need to know everything that is going

with yo £ m 2SO mgﬂg@@\/ﬂ@tﬁ?gi

network st
= Make time for real activities with your device. Otherwise, switch it off.

friends. Schedule this in to your
weekly diary. But plan in advance.

= Keep in touch (social media is good
for that!)

= Plan get-togethers and outings;
but note: you're not going to get
everyone available at the same time.

= And finally, work and study creates ’ ’ o
new networks; so enjoy new friends = Most ‘urgent’ communication isn't
that come along. that urgent at all! Just inconvenient!

(@)

= Instant communication is making
people lazy and selfish. Lazy because
they put things off, then expect an
immediate reply when they want
someone else to do their thinking
for them. Selfish because they expect
people to be available when they
want them to be!
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Managing work/life choices G

Ve

N

For each of these situations explain what you are likely to do and why. Consider '
your responses either based on your own situation now or your likely situation
next year.

If you were saying “no” what would you ‘say’ in each of these situations; and how
would you communicate this2

. Add 2 situations of your own.

Situation What will you do/why? What will you say?

Your boss asks you to
work this weekend. But
you know you have
assignments due on
Monday.

You are offered a new
job but it requires some
weekend work interfering
with playing sport on a
Saturday.

You get off work at
10pm and there’s 5 PMs
from a FBAiend. asking
oo JCELEAF and Enterpriss 12 - Foundetion

relationship. The last

message was very angry.

You're going to have to
both work and study n
year and fravel a lot of
distance. Something’s
gotta’ give!

Your friends tell
you are never QY@

any more and ask you fo

[ preview purpeses only
not copy

to [be published July 2046

n measter also Will be avallable
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AT Work/life Balance

Investigation or Response

For this task you will complete either a concise investigation into work/life balance or a
response based on questions related to work/life balance (completed under test conditions).

Your teacher will inform you of which task you will be required to do and the format for

submission.
Note:

Your teacher might add other tasks. If so reco
information such as report format, due dates,
and others.

rd these below along with other important
word length, use of images and multimedia

Investigation: Work/life Balance

1. Describe the meaning of work/life
balance.

2. Outline the key factors that impact on
work/life balance.

3. Why is it important that workers achieve
work/life balance? Use examples
related to your own future career
pathway goals.

4. ldentify and discuss 2 strategies that you

5. et RIS SR Drioe

workplqce you are fCImI|IC1r has used to
achieve work/life balance.

Response: Work/life Balance

You will undertake a task that requires you
to respond to a series of questions.

The task is likely to be conducted under test
conditions.

The questions might take the format of:

- Closed questions: e.g.

Explain the meaning of work /life balance.
- Open questions: e.g.

ISCUSS 3 factors that m

IF@)m][m@ﬂuse work /life

- Re'rrlevql chart or overview template: e.g.

List 3 factors that might threaten your own
work /life balance.

[For preview [p

Do notcopy
Book to be publ i S, 20 oo,

ﬁﬁ ‘e EOW:;?: how each might

these factors describe 2
that you could use to deal with
work /life balance issues.

article or other related resource.

Other tasks and important information
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Financial Management

5. Income tax

6. Personal budgets
Assessment task

7. Financial management: Activities . ? Comment

A Glossary - Financial management 193 '[ J
B Money matters 194 D( J
C Financial documents 198 :J[ ]
D Savings plan 200 D[ J
E Super spreadsheets 201 '( J
F  Income tax 205 '( ]
G Personal budget 207 '[ ]
AT Financial management

Comments:

[For preview purpeses only

. /

Glossary - Financial management A

In your workboo@@lﬂ@@s@[@r@s@ﬂ% @ce examples.

List key word/terms below and provide a definition and an example in your workbook.

10N MaStEr & Il 0@ evallelole
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1. Money matters

Yes it does! Although money may not be the key to a happy life, financial stress can
certainly be a quick road to an unhappy life.

Consider your own financial position at the moment. Do you work? If so how much
income do you earn? Is this regular? If you don’t work then where do you get money
from? What is your wealth (i.e. your assets)? As a young person still at school,
probably not very much at all! Do you have debt? How much and why so? Or are you
going to have to go into debt next year to pay for study, for a car for personal and/or
work purposes, or to move away from home to gain employment?

Managing money is actually quite easy. Just like maintaining a healthy weight. With
weight the equation is: Energy (kj) in should = energy (kj) out. Too much in or too little
out; you get heavier. Less in or more out; you get leaner.

When managing money the equation is: Money out should = money in. Too much
out (spending) or not enough in (income) - you go into debt. Less money out or more
money in - you start building savings (wealth).

Although it’s true that the money management equation is easy (just like the weight/
energy equation) managing your money is actually quite hard. The theory is
simple, the actuality is harder to achieve. Contemporary life is expensive and young
people, even if they do have a job, generally don’t earn much at all! And many things
cost so much!

It is important to realise that one side of the financial equation is easier

to managethan the other. Yo 't d jch a the -
ooy Gl AN EITEE T2riFoundetion
build a future career. That takes time, skills, training,

experience, commitment and patience!

However the mone -ut side (expenditure @IS the part of

the equation you h I'EVIEW [r.t@mﬂy
that takes discipline. And flnanlr@@

Financial management is about making sacrlflce ow, so as to
create a better longer-term standard of living. Can you do that?

Well we think y{8@OKd@DERUsIshed July 2016

Image: selensergen/

B MO ney matters iStock/Thinkstock

eversion master elso Will be avealleble

Describe your current financial position. How is it likely to change next year?

o

c
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'é Discussion
Quickly estimate how much you think you’ll earn in your lifetime. Now take some time
to calculate this. Does this surprise you? Shouldn’t you be rich? Why not?¢
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2. Income

Income is money that you earn from various sources. The most common form
of income is from wages and salaries. In Australia about 12 million people are
employed with about 2 million of these earning profits as a result of owning
and operating businesses. Other people may receive transfer income from the
government through various welfare payments.

Many people also earn investment income in the form of:

v’ interest from savings

v' dividends from owning shares

v’ capital gains from selling assets (shares, property, art, etc.) and

v' rent from investment properties.

These various sources of income allow us to enjoy a standard of living whereby we
can purchase goods and services, save for the future and achieve and maintain our
chosen lifestyle.

Gross income (gross salary or gross wage) refers to the amount of

income earned by individual before any deductions such as income

tax and superannuation contributions are taken out. Gross income

is the amount an employer pays to employ a worker in that role.
e.g. Gross salary of $83K/year or a gross wage of $40/hour.

Net income (net salary or net wage) refers to the amount of

income an employee has remaining after their employer

has taken@gIFEEMERECIEN RSN - [Foundation
refer to net income as their ‘take-home pay’. Their

employer sends the employees’ tax to the ATO and

gives the super to a super fund to invest for the

employee. F@ ‘VI@QM - -
p y |T eVI E@M[r[@@g @[ml]y lrr;agelip_ﬁar/gnyaé E E
iStock/Thinkstoc O o
not copy 58
Wages Salaries g
= Wages are incame amoynts paid = Salaries are income amounts paid
for an emplolﬁf@@ [@ |][|§ e@j' '2‘@]? d ‘higher-skilled’
determined on an hourly basis. or managerial employees.
= Wages normally apply in most = Salaries are calculated (but not
trades, BV EISIONMEeSterclse Willdoe enellEibl® bass.
employees and other employees.
Commission/Retainer Payment in kind
= A commission is an incentive = Payment in kind refers to non-
payment usually based on a monetary payments given in return
proportion of sales, fees or revenue for labour.
and is often used for people in = For example, a caretaker who is
sales roles. employed at an isolated island
= A retainer is a base level of resort might receive payment in
payment made in conjunction with kind of accommodation and food
a commission. in addition to their wages.
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3. Financial documents
There are some key financial documents that you need to become familiar with.
Understanding the nature of these will help you better manage your personal finances.
i. Payslips (hard copy or digital).
ii. Bank statements (which record how people conduct their everyday transactions).
iii. Mobile phone accounts (most people have a mobile; and a mobile bill!).
iv. Personal budget (a tool to help manage your personal finances).

Work-related financial documents might include invoices, purchase orders, cheques,
loan statements, profit and loss reports, tax withholding statements and many more!

i. Pay slip
A pay slip must be issued within one day of the ‘payday’ in hard or digital format.
Pay slips must include the following:
v employer’'s name and ABN
v employee’s name
v' pay period and date of payment
v amounts for gross and net pay
If the employee is paid an hourly rate (i.e. a wage):
= the ordinary hourly rate
= the number of hours worked at that rate during the pay period
= the total dollar amount of pay at that rate for the pay period.

i L) QS AR '.. “." Sa[mAnmtayAlErsf
The pay te that app|| n n !E%pioyment drt)g%@riod.

v" All deductions from the employee's pay:

= amount and description of each deduction (such as income tax and employee
superannuationcontributions)zas well as total deductions made

+ oy superamAr L BT LR ORES BN croioyee

= details of the superannuatiobutions have been made.

v" The total gross and net payments made for the pay period.

’ piy:::ﬁ::difg%kiiﬁél@O@ﬂﬁ%mﬂy&@@\titlements leave

balances etc. and other information.

.
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nterprises « 20 X . H 6
e TRl e tlso will Higallal: o
Entitlements Deductions
Ordinary hourly rate: Total Total
$17.56 38 $667.28
Overtime hourly rate:
$26.34 4 $105.36
Gross entitlement $772.64 Tax deducted:  $137.96
Net entitlement $634.68
Paid into bank account: 012 522361 BSB 081 265
Year to date $1439.92 Year to date $301.30
Employer superannuation contribution
RESFund $73.40 Year to date $136.79

196

Career and Enterprise: Foundation 12
Written by Michael Carolan. Copyright © 2016 DELIVER Educational Consulting and its licensors. All rights reserved



ii. Bank statement

(Branch Account Details Statement Summary

Leeming Mr Joe D. Mirto Opening balance $2173.52
Account descriptor Branch no 013 238 Total deposits $1154.00
Savings booster Account no 1265-12345 Total withdrawals $1579.76
Closing balance $1763.52

Statement starts 22/8/2017

Statement ends 22/9/2017

Statement number 43

Date Transaction Details Withdrawals ($) DR Deposits ($) CR Balance ($)
22 AUG OPENING BALANCE 2173.52
29 AUG SALARY - TROCKS TRUCKING 1154.00 3327.52
30 AUG ANZ ATM - LEEMING 152.50 3175.02
3 SEP BPAY - PERTH COUNCIL 256.12 2918.90
10 SEP NAB ATM - MANDURAH 500.00 2418.90
13 SEP TRANSFER - RUSTY BROOKS 275.00 2143.90
15 SEP MASTERCARD DEBIT - COLES LEEMING 317.14 1826.76
19 SEP MASTERCARD DEBIT - BP MANDURAH 64.00 1762.76
22 SEP ACCOUNT SERVICE FEE 15.00 1747.76
TOTAL AT END OF PAGE $1579.76 $1154.00 $1747.76

TOTALS AT END OF PERIOD $1579.76 $1154.00 $1747.76

This statement includes Bank Charges

$15.00

i Mobllempftssl enel Enterprise 12 - Foundetion

Bill shock refers to S|tuat|ons whereby mobile users receive unexpectedly hefty
mobile bills for exceeding their plan’s call, SMS and data allowances.

As you are probably already aware a mobile phone deal requires you to sign a legal

contract binding y¢h revi"ew ED ﬂyt contract. You usually
have much more flexibili y@l h . ge and | you dorvt exceed these call,
text and data limits you will pay D@ l@onth

When signing up for a post-paid deal you might be in for big shock if you are not
aware of the bI|! @I’ ame ' ﬂ@@”m aid deals). These
deals normally @@KE E@!ﬂ! ths and any
excess if you exceed your allowances under the contract. You can also be in for bill

shock if y " |JI|E shock -
roaming, n oads suscn%on%ﬂl]aﬂﬁv‘m' our billl

services, music and video clips and others.

You might opt for a post-paid month-to-month plan with a
no ‘lock-in’ contract. This offers the combination of monthly
allowances and the flexibility to leave the contract. Usually
you’ll pay more for this flexibility.

Providers now have to send spend management alerts
for those on mobile ‘included value plans’ at 50%, 85% and
100% of value, SMS and data usage levels in Australia.
International roaming notifications are now also required

[/ : tiler84/
whenever you use these features. istomage: tiler84/
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Mobile bills
A mobile bill must include the following (along with a contact number for questions).
= Billing period and due date for the billed charges.
= If applicable the due date for any amounts you still owe from previous periods.
= The ‘offer’ or ‘plan’ that applies to your service.

= The charges included in the bill including the spend on calls, text, data MMS and
other (premium) services.

You can also request an itemised bill which explicitly shows how much you were
charged for each type of service.

You might not receive a bill for a direct debit plan or if you opt out of bills. But you
can still see charges through your account portal.

Other financial documents

Some other financial documents you might come into contact with include loan
application forms (hopefully not instant or payday loans), credit card application forms
and bank account applications.

All of these are legal documents with contractual obligations. You must provide
correct biodata and true and correct disclosures.

If you are entering into a loan contract please get someone who knows about these
to check over the contract. You might be surprised and shocked at what you are
signing up for and the repayment terms.

Never rush an application and be very wary of signing a finance agreement on the

spot with 'g-|v_,_, LAY c: .rr yhils:e: Qew v '- TesE rushed or
pressured Iu ecir[I\a good , a Is even a
lemon!

And keep away from those instant lenders using cool and funny
advertising on TV, r24io nline._There’ 0Ql No il
funny about being ,p)e,\ﬂlrp@s_ ‘

don't really need! noit Copy P

lmage: ARudolf/
iStock/Thinkstock

Financial documents

Book to be published July 2046 -

Your teacher will work through a number of important financial documents with you
or get you & V@.r'.-‘SL@n
with terms and conditions that you must abide by. Be sure you know how to fill these
out properly.

Application:

Investigation:

Younger people are getting further into debt that they might carry throughout their
entire lives. One reason is overuse of credit. A second is the availability of instant or
payday loans. THESE ARE NOT GOOD SOURCES OF CREDIT NO MATTER HOW
COOL OR EASY THEY MAKE IT SEEM IN THE ADS. AVOID THESE AT ALL COSTS!

You can quickly and easily calculate the true cost of these ‘loans’ and other sources

of credit, using the ASIC calculators at:
www.moneysmart.gov.au/tools-and-resources/calculators-and-apps
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4. Saving

When you earn an income you can choose to do two things with that money, either
spend it or save it.

Spending money (expenditure) is a natural part of life and allows us to purchase

the goods and services we both need and want in order to maintain an acceptable
standard of living. However, most people do not have enough income to ‘satisfy’
their needs and wants. As a result they go into debt - either through choice or through
necessity.

Saving money (wealth) allows a person to buy big-ticket items such as a car or even
a house, or to save for a ‘treat’ such as new iPhone or a holiday. However, saving is
not easy as it requires sacrifice and discipline - that is assuming you have any spare
money to save!

Debt can be a trap. It is much wiser, but harder (but ultimately more fulfilling and
rewarding) to set a savings goal in order to purchase items that you need or want.

When saving you should consider the following time-frames.
= Short-term goals - Such as saving to go out on the weekend.

= Medium (or mid-term) goals - Such as saving for a new ouffit for your school
formal.

= Long-term goals - Such as saving for a car, a house or even your retirement
(generally through superannuation).

When you are trying to achieve a savings goal you need to set a target figure and then

orcer to ACAEIEEISI Tl DI IECA2 E A R o "

[For [;@[rovl[;@@@u only

Wealth is different from income a erson'’s assets or net worth. We
wokiloicop Y

build wealth by using our income preaate (go up or rise) in value
rather than just spending all of our money In Australla our main source of wealth is the

family home butﬂere othe commo as jas out low.
revaive of (1005 RonD® PUBISiad I S0E
= Savings in the form of superannuation.

- hono oY RSO Eioel IS S0 be avelleble

Image: denphumi/
= Owning businesses. iStock/Thinkstock

= Holiday homes and investment properties.

= Holdings of collectables such as art and antiques.

Throughout life people use their income to buy both consumables
and services as well as various assets. But not all of these assets will
contribute to their wealth.

For example, as part of their lifestyle people will buy cars,
household goods and other ‘big-ticket items’. But

these assets normally depreciate (go down or fall) in

value and as such contribute little to net wealth.

Career and Enterprise: Foundation 12
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D Savings plan

When you are trying to achieve a savings goal set a target figure and then work
backwards to calculate how much you need to save per pay period. Setting out a
simple table will enable you to do this. You could also use a spreadsheet. But you
don’t need an app, as your brain has all the apps you will ever need!

1. Complete each of the savings plans for a mid-term goal (3 months calculated
weekly) and a long-term savings goal (1 year calculated monthly).

ltem: ltem:
Amount needed: Dates: Amount needed: Dates:
Week Income Expenses Savings Total Month Income Expenses Savings Total
1 | | 1
2 2
3 3
4 4
> 5
6 | | 6
7 Career end Enterpiisg 12 = Foundation
° 8
9
= . 9
5 8 10 [For preview LEUJ[; 0s8s only
58 1 | Nt O
T E 12
13 Book to be pul 7 2048
Extra
wo:  gversion mester elsowill be avelleble

2. How did you go? Will you achieve your savings goal?

3. What might you have to change or adjust to reach your goal? Draw up new
plans if needed.

4. The 2 sides of the savings equation are income and expenditure. One side is
much easier to change than the other. Which one, and why so?

5. Credit is easy, saving is hard. Which is better. Easy or hard? Why so2

Discussion
“Forget about first home-buyers ever owning a house, it's almost impossible just to save
for a deposit! Especially with such low interest rates! Life’s just not fair!”

7IN
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Super spreadsheets E

One of the best ways to calculate how savings grow, such as with superannuation is
to use a speadsheet. In spreadsheets you can enter formulas into cells to make quick
and accurate calculations.

1. Set up the top spreadsheet exactly as it appears. If you are correct then you

should get the results in the bottom spreadsheet. Save this when you are correct.
Your teacher will help you with your spreadsheet.

Manipulate the values in cells in H2 and H3. See what happens!

Try adding more years (H4) and see what happens. Is that a ‘super’ result?

A ‘ B C D E F G H
1
2 Year Annual Total ‘ Int. Rate ‘ Interest ‘ End Total ‘ Start amount $1,040
3N =H2 =H2+B3 =H5 =C3*D3 =C3+E3 Weekly amount $20
4 |=A3+1 =H3*H4 =F3+B4 =H5 =C4*D4 =C4+E4 Weeks 52
5 |=A4+1 =H3*H4 =F4+B5 =H5 =C5*D5 =C5+E5 Interest rate 5%
6 |=A5+1 =H3*H4 =F5+Bé =H5 =Cé*Dé =C6+E6
7 |=A6+1 =H3*H4 =F6+B7 =H5 =C7*D7 =C7+E7
8 |=A7+1 =H3*H4 =F7+B8 =H5 =C8*D8 =C8+E8
9 |=A8+1 =H3*H4 =F8+B9 =H5 =C9*D9 =C9+E9
10 |=A9+1 =H3*H4 =F9+B10 =H5 =C10*D10 =C10+E10
2w RS ENCENtEHSE 12 - Foundetion
13 |=A12+1 =H3*H4 =F12+B13 =H5 =C13*D13 |=C13+E13
14 |=A13+1 =H3*H4 =F13+B14 =H5 =C14*D14 |=C14+E14
15 |=A14+1 =H3*H4 =F14+B15 =H5 =C15*D15 |=C15+E15 -
16 |=A15+1 =H3*H4 g é
= =H3* = =H o
17 |=A16+1 H3*H4 F16+B17 g g
A ‘ B ‘ F G ‘ H (= g
1
2 | v{Boolketo be g@@ﬂﬂ@hﬂ@@ﬂy P Gjrmoum 51,040
3 1 $1,040 $2,08 5% $104.00 184 Weekly amount $20
4 2 $1 040 $3,224 5% $161.20 $3,385 Weeks 52
eviersion mester elso Wil beevelieible =
6 $1,040 5% $284.32 $5,971
7 5 $1,040 $7,01 1 5% $350.54 $7,361
8 6 $1,040 $8,401 5% $420.07 $8,821
9 7 $1,040 $9,861 5% $493.07 $10,354
10 8 $1,040 $11,394 5% $569.72 $11,964
11 9 $1,040 $13,004 5% $650.21 $13,654
12| 10 $1,040 $14,694 5% $734.72 $15,429
13| 11 $1,040 $16,469 5%  $823.46 $17,293
14| 12 $1,040 $18,333 5% $916.63 $19,249
15| 13 $1,040 $20,289 5% $1,014.46 $21,304
16| 14 $1,040 $22,344 5% $1,117.18 $23,461
17| 15 $1,040 $24,501 5% $1,225.04 $25,726
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5. Income tax

Australia has an egalitarian society whereby we pay income taxes. One of the
aims of income tax is to redistribute income from those earning more to those in
our society who need government support such as welfare and other benefits.
The other aim is to provide government services and support. This is a sign of a
mature, responsible and developed society.

In Australia we pay income tax on our earnings including our wages, salaries,
interest, dividends and other forms of income. In 2014/15 the Commonwealth
Government collected $273.2b from income tax. This represents about 74% of alll
tax they collected. State and local governments do not collect income tax.

Some people insist that they shouldn’t pay any tax at all! Yet they are happy to
use government services such as schools, hospitals, defence, welfare, roads,
parks, universities and TAFEs, sport, arts and cultural facilities among other
services.

| have even worked with many people, who are employed by the government,
who resent paying any tax. But their incomes are paid by taxpayers! Go figure!
Income tax collections

Throughout the year your employer will withhold tax from your pay. The amount
they withhold is based on an estimate generated by the Australian Taxation
Office (ATO).

Your employer sends those payments to the ATO regularly. But at times they

mioht WINGEIREEIP el ERtep St - TEeremekilon

part-time employees. So this means that you might be entitled to a tax refund at
the end of the financial year.

Income tax return

At the end of the il O RESVIEW pPuUrposes only
you lodge an income tax return not @@E@y

The amount of income you hav
earned and the amount of tax you

have paid durinr[ﬁﬂ@l [@@][@”ﬂ@h Jﬂﬂﬂy 2046

shown on your payment summary.
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When you lodge your income tax

return the@PyETISiommEster also Wil be availeble
tax owed to you or tax that you

owe the ATO. They will also take

into account (if appropriate to you)

any rebates, deductions and your

Medicare levy.

This will give you a refund for

any excess tax which has been

withheld from your pay. On the

other hand you might have to pay image: EmilieGerard)
the ATO if too little tax has been iStockThinkstock
taken from your ongoing pay.
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Withholding example

= Liam normally works about 6 hours a week as a casual retail employee and earns
about $90. But over the school holidays he works about 30-40 hours per week and
earns about $450. So in those weeks when he works a lot of hours he pays much more

tax.
= Liam might not even need to pay tax over the course of the entire year but the ATO
does not know Liam’s working patterns, nor those of the 12 million or so other
Australians that are employed. So in the weeks that Liam earns a big wage the ATO
asks his employer to withhold much more tax from his pay.
= Liam is likely to get most, if not all, of this tax back when he does his income tax
return at the end of the financial year.
Income 2015/16 Tax on income 2015/16
0-$18,200 nil
$18,201- 19c for each $1 over $18,200
Tax file number $37,000 '
= When you first start employment
your employer will require you $$§370'%%]0- 325 § $3':7$2] plus $37.000
to complete a tax file declaration ' e toreach 1 over $37,
form related to your tax status.
= Theref il h to h $80,001- $17,547 plus
ereltore you wi have to have a $180,000 37c for each $1 over $80,000
tax file number (TFN).
= Your TRCAEGEF anck ENtErprissd2.~ Foundatiemn ..
your tax affairs W'th the ATO and over 45¢ for each $1 over $180,000
stays with you for life.
D include Medicare | f 2% 2015/16
= Be(;ause the process can take a tﬁ:ST:cr:;gi:ryeBujg:falgzpz\i?LZvy or (tﬁfe c;vt\edicclr/e IeZI;)r
while you should or our o surcharge. Sourge: www.ato.gov.au
TFN before you stir@EIEVIEW PUIPOSES Of
work. D: Background image:
o not cegly Q
= If you don't apply for a TFN you [Iiistoc
will pay more tax; and you cant Income20__/  Taxonincome20_ [/
access governfag )
BEIGR 6 be published July 2016
= Forms are available online, at - nil

Centrelink or at Australia Post
shops.

< vou ha R URIRIT IESEST Be avelleble

either at a participating post
office or an ATO shop front (or
Centrelink for gov't benefits).

= You'll need to bring primary and
secondary proof of ID documents.

For people in remote areas you
can use a mail order process

involving certified copies of

documents.
(and search for Tax File Number.)

=

= Go to: www.ato.gov.au

to

& N N N
—+
o

and over

Does not include Medicare levy of __ % (asat 20__/_ ) or
the Temporary Budget Repair Levy or the Medicare levy

surcharge or other levies. Source: www.ato.gov.au
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How to calculate your income tax

Tax Brackets

See the 2015/16 tax brackets on the
previous page. The way that tax brackets
work is that you pay the relevant tax rate
depending on the amount of income you
earned that is taxable.

For example, you may have a casual job

at which you earn $200 week. Given this,
you may earn $10,400 for the year. Your
employer may have taken a little tax out of
your wages each week, let's say $10. This
will add up to $520 for the year. When you
submit your tax return you will get all $520
back. Your total tax bill will be $0 because
you are under the tax-free threshold of
$18,200.

You could use this money to pay for
driving lessons or to buy your teacher a
nice present.

If your friend has earned $18,201 for the
year and has no deductions then how
much will they pay? They are in the 19%
tax bracket. Does that mean they pay
19% of theitaxable ip

course not. Sl
over $18,200, but no tax on all the dollars
earned under $18,200. Their tax bill would
be 18.2c. Imagine if they earned one more

Calculating income tax

We use the tax brackets to calculate total
tax payable. We can then calculate total
tax paid as a proportion of total income to
compare tax amounts at different income
levels.

e.g. 1: Tax payable on $17,000 = $0

e.g. 2: Tax payable on $30,000

= ($30,000 - $18,200) = $11,800

= ($11,800 x 0.19) = $2,242

= Tax payable = $2,242

= (Total tax % = $2,242/$30,000 = 7.5%)
So an annual taxable income of $30,000
will incur a tax bill of $2,242. Tax payable

represents about 7.5% of total annual
income.

e.g. 3: Tax payable on $60,000

= ($60,000 - $37,000) = $23,000

= ($23,000 x 0.325) = $7,475

= Tax payable = $7,475 + $3,572 =
$11,047

o__ 22?2 Mo Q =Gt ':'.‘.‘-‘ ’
FOLE I briefs A2 Fomdation. oo,

on this amount represents about 18.4% of
total annual income.

dollar and had to pay&3.458i - tha e.g. 4: Tax -_- $150,000
extra dollar. This WO eW ®oe-§ M) = $70,000

Medicare levy

The normal Medicare levy is calculated at
a % of taxable income when earping over

$21,335. (Higher @[,'{QL@M[@

2015/16, people paid a reduced rate for
every $ between $21,335* and $26,668*.)

MOt @e@Ybo x 037) = $25,900

= Tax payable = $25,900 + $17,547 =

$43,447
@ I 200B e of $150000

will incur a tax bill of $43,447. Tax payable
on this amount represents about 29% of

Beyond thagihyeifsionitester also will be eveallable

The Medicare surcharge is calculated at

an extra 1-1.5%. So if single people have

a taxable income of $90,000 per year, or

a family has $180,000, and don't have
appropriate private health insurance they
have to pay an extra 1-1.5% Medicare levy.

So one extra $ means that they get
slugged with an extra Medicare surcharge
tax of $900! The government really wants
you to take out private health insurance
doesn't it!

e.g. 5: Tax payable on $300,000
= ($300,000 - $180,000) = $120,000
= ($120,000 x 0.45) = $54,000

= Tax payable = $54,000 + $54,547=
$108,547
So an annual taxable income of $300,000
will incur a tax bill of $108,547. Tax payable
on this amount represents about 36.2% of
total annual income.

*Does not include Medicare levy of 2% (as at 2015/16)

or the Temporary Budget Repair Levy or the Medicare levy

surcharge.
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Income tax F

Complete the following tasks.

Part A

1. Use the 2015/16 (or current p.203) tax brackets to calculate tax payable on
the following incomes. For each of these amounts, calculate the average tax rate
paid.

a. $4,567

b. $22,754 :', This calculation is for simple \‘:

c. $33,500 ] tax and doesn'’t include the ;
) ' i Medicare Levy, nor any rebates E

d. $551000 :‘ or deductions. ,:

e. $75,000 Tmmmmmmmmommomooomsooooooes ’

f. $150,000

g. $350,000

h. $1,000,000

2. Calculate the amount of tax paid based on your income or the income of a part-
time /casual worker you know.

3. Plot your calculations for questions 1a. to 1f. on a bar graph for both income and

tax paid.

b b ARt Bty 12 = TRotmidetat > e

5. Describe the patterns of income taxation at the different income levels. Does it
seem fair2 Why /why not?

Part B [For preview purposes only

1. For each of the incomes in P @:@yppropriqfe Medicare Levy (and

other relevant levies) and re-calculate tax payable on each of these incomes.
(Assume Thate ta er@oes nofE@ rivate aﬂth i ce.)
2. For each of Q@K@@; e@:l@c% ﬂﬁeﬁﬁ]& ja agd.

Part ¢ gryersion mester also will be evailable

1. Find out about allowable deductions for your current occupation or an occupation

Eeh
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you are interested in. (Start with www.ato.gov.au )

2. List these deductions. Calculate whether you are entitled to a reduction in your
assessable income and your overall tax payable.

3. Perhaps your teacher can arrange for an accountant or tax agent or someone
from the ATO to visit and explain about relevant deductions.

4. Find out about any allowable rebates that you might be entitled to. Most of you
will not be entitled to a tax rebate at this stage of your lives but some of your
parents might be. (Start with www.ato.gov.au )
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6. Personal budgets

Being able to create and manage a personal budget is an essential component of your
life, especially as you transition beyond Year 12 and into your adult lives!

It is essential that you manage your expenditure and minimise the use of credit;
especially seemingly easy sources of credit such as credit cards, ‘payday’ or instant
loans and interest-free purchase contracts.

You also need to explore income sources such as wages and salaries, interest income
and government benefits and assistance.
Additionally, you need to balance your expenditure out with your income in order

to manage your day-to-day financial obligations, provide for longer-term spending
requirements, save for or purchase assets such as a car and save for your future.

Budgeting
A budget is a financial management planning tool that lists all of your forecasted

revenue and expenses over a period of time. A budget allows you to see if you expect
to have more money coming in (a surplus) or more money going out (a deficit).

A budget can help you plan your spending more responsibly and allow you to take
control of your finances. When budgeting it is important to be as accurate as possible
and to list all of the expenditure items that you are likely to encounter. You should
also budget for ‘other’ expenses; some of these unknowns are likely to crop up
unexpectedly.

You need to prepare different budgets dependin ﬁ on your personal circumstances

and your (CRFEEI EREHENESMRHSSiL2 ¢FOURCEEI@Re you are

still in Year 12 compared to next year when you might be working or studying in post-
secondary education.

An important aspect of budget review is to compare your forecasted amounts with the

actual amounts to s reV|eW DURDOSES ORI help you plan more
accurately in the future .. [ﬁ](;@ ©@E@y [M

Book 1 bepublished.J
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Expenses

= mortgage or rent cmd other medicals = child-care = wages & salaries
= home insurance = phone = school and = governmenf benefits
= contents_jnsyrance =, m ti es come (profit)
- o B slon iEster also WA BE avaikiblcn:

= electricity /gas = cinema/movie hire books, magazines, = investment income
= water = entertainment subscriptions

= repairs/maintenance = clubs = holidays

= car loan/interest = groceries = gifts and presents

= petrol = toiletries, beauty & = donations

= insurance health = special treats

= registration = household products = credit card

= service and tuning = take-away, lunches repayments

= maintenance/repairs and meals out = personal loan

= public transport = haircuts/grooming repayments

= parking = clothing - personal = others, others -

= fines and charges = clothing - work lots of others!

= sporting/club fees = shoes and footwear

= health insurance = union fees

= gym memberships = computing

= pharmacy, dental, = electrical Image: Violka08/iStock/Thinkstock
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Personal budget G

Use this planner to forecast a monthly budget for yourself based on your most likely
situation next year (work, or study, or a combination of these). Both your income
patterns and your expenditure patterns are very likely to change as you transition.

Cash Budget/Financial Planner

Name:

Situation: Date(s):

Revenue Forecast Actual Expenditure Forecast Actual
items $ $ items

Career and Enterprise 42 - Foundation

[For preview purpeses only

financial

-
[=
o
£
o
o
©
c
©
£

Book to be pulblished July 2016

BVErslo

lleldle

Total Revenue Total Expenditure

Forecasted Surplus Forecasted Deficit

Actual Surplus (savings) or Actual Deficit (debt)
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AT Financial Management

Investigation
For this task you are required to prepare an investigation into your own personal financial

management. You will investigate your current financial position and prepare a budget.

You will then prepare a budget based on your most likely work and/or study scenario next
year. Finally you will prepare a report on the implications of these situations. The report will
need to outline strategies you might need to implement in order to manage your financial
position more effectively.

Using an investigation format negotiated with your teacher, complete the appropriate tasks
as directed.

Part A: Current budget

i. Identify and calculate your key income sources based on your current financial
situation.

ii. Identify and calculate your key expenditure categories based on your current financial
situation.

iii. Estimate and calculate these current income and expenditure amounts.
iv. Prepare a monthly and weekly budget based on these amounts.
Part B: Future budget

i. Identify and calculate your key income sources based on your likely future financial
situation. You will need to research, estimate and calculate likely pay rates, support
rayme@eyraer anel Enterprise 12 - [Foundation

ii. Identify and calculate your key expenditure categories based on your likely future
financial situation. You will need to research, estimate and calculate course costs,
travel costs and other relevant costs based on your likely future situation.

iii. Estimate and cqlc “ww amounts.
se

iv. Prepare a monthly and weekl by ﬁel on these amoun

.

c
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Part C: Summary report on |mpI|cc| |ons

i. Prepare areport based on your budgets that summarises your financial situation.

ii. Identify poie{@@@@@lﬁ@@ﬂyment

iii. Outline strategies that you might need to implement in order to deal more effectively

with your personuﬂﬁnqncml ma qge menpt snucﬁ\;ﬁ&ﬁ:‘h w and n'n ’rle’[future.
Your teache m as edg ava portant
information such as report format, due dates, word length, use of images and multimedia
and others.

( )
Other tasks and important information
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Independent Living

Living independently
How independent?.................. 211
Living costs

Getting around

8. Independent living: Activities

A

B

C

G

H

AT Independ CENEET €N Emorm!@@ 12} Foundetion ]

Glossary - Independent living
Next year

How independent?

Munching the dollars
Running a motor vehicle
Other expenses
Accommodation options

Tenants’ rights and responsibilities

5. Accommodation options

6. Tenancy agreements
Assessment task

-
1

)
)
)
)
)
)
)
)

Comments:

[For preview purpeses only

y

N

Glossary - Independent living

In your workboo@@K[@@sghrM @ce examples.

CAVENRS

List key word/terms below and provide a definition and an example in your workbook.
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1. Living independently

There comes a time in everyone’s life when they have to strike out on their

own. Australian society is changing with an increased proportion of young

people living at home longer. This is due to a variety of reasons including:

© reduced access to entry-level employment

© increased expectation to complete post-secondary qualifications

© higher costs of post-secondary study

© cost of living pressures

© reduced access to government benefits

© increased time required to qualify for independent status for Newstart

© family responsibilities including caring duties mage: natashiny

and other reasons specific to an individual’s own living circumstances. iStock/Thinkstock

However, there does come a time when a young person will need
to leave home and live independently. And some of you,
particularly those in regional or remote communities, might

find that you will be leaving home as early as next year to

access better job or study opportunities.

You think life is tough now? Wait until you’re on your own and
having to meet all the responsibilities (and expenses!) of an adult
life.

and Enterprise 12 - Foundetion

B Next ' e L ' "
ext year F@[T [@[T@W [;@El][f'[;@@@ [Iye bloomin’ kids won't leave!

1. So what are your plans for ”ﬁ@ﬁ/\/@y

.
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T
c
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o
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£

eversion master also will be evealilable

2. ldentify what you feel might be the biggest challenges that you may have to
deal with based on those plans.
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2. How independent?

As you move into this next phase of your life you might experience varied
degrees of independence based on your own personal situation. Of course
some secondary school students do live fully independently while still at school.
Their ability to manage school, work, personal life and finances means that
they are very enterprising indeed.

Partially living away from home

You might have to relocate during the week to work or study and come home
on weekends, or during semester breaks. Your family might still be looking after
you financially and you might just pay for your own luxury items.

Fully living away from home

You may have to relocate to study or work so you move out. But your family
might still be covering most or perhaps even all of your costs. They might do
that to help you gradually build your financial independence until you can earn
a decent and regular income. For example, pay for a first year apprenticeship is
very low and you might spend most of this pay just on running and maintaining
a car. So your folks cover the other things.

Partially independent

You’ve moved out but your family is helping to cover some expenses,

such as paying your rent. This happens to some young people when they
move to study, or when they relocate to take on a job such as an Australian
A ti

Aeprentere R ST ETIr ERteRp sy 12 Eot R Rh
Fully independent

You’re out there, on your own, covering aII your rent, bills, food car expenses,

utilities and everyth =) [ag) BVile S m ing with a
partner or even have your wn y, there’s nd rush for that!)

Un
You’re even doing your own Wa “@c@g it home for your mum to

do while you eat a nice Sunday roast!

Book to be pulblished July 2016
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e-version mester also will be el2flEbge " ¢

. . . . . . . 2 2
Which of above seems more likely to be your independent living situation? Why so?
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3. Living costs

If you have already completed Section 7 you would have been introduced to
budgeting. It is important to reiterate that one side of the financial equation is easier
to manage than the other. You can’t do much about the money-in side (income)
except to try and get a job and build a future career.

However the money-out side (expenditure) is the part of the equation you have
direct responsibility for. Unfortunately that takes discipline. And financial discipline
is hard. So lets take a look at the most common costs of living independently.

= Rent

Rent is charged weekly and usually paid monthly (i.e. 52 x $300/12 = $1,300/month).
You pay rent in advance. Meeting the rent can leave a big hole in your finances. To
meet your rent you should deduct your weekly rent commitment from your income
and let it sit in your bank account until your rent is due.

= Bond

Tenants are required to lodge a bond, normally equivalent to one month’s (or 4
weeks) rent. You are also usually required to pay one month’s rent in advance. So
this means you have to find just over 8 weeks equivalent rent before you move in.
This can add up to thousands of dollars. This requires saving up before you move out
to live independently!

= Food

We all have to eat. But some of us eat more than others. How much do you eat? And

reEreideERErrise i2wi=oureletieimniown on

costs. However you can’t live on 2-minute noddles and alfalfa sprouts forever!

You can reduce your food bill by cutting back on meat, increasing consumption of
pulses, beans and vegetables, buying in bulk, buying from markets at the end of

trar[gj eNii @Em? @"S@:S @mﬁﬂy making your own

lunch ang other smart Shopping tactics.

And don’t form]\@@ Coffee, tea, milk, soft drinks,
bottled water, sports drinks - even alcohol. Some people find that

@%’5 0'6% RETNSE! SulgyP2I0fLtE™ oo o

ilities
One of the most expensive and ongoing costs associated with

eversienmesiarelsowill be eveailebles. These
include electricity, gas, water (if relevant), fixed phone and
internet, etc..
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Electricity charges have risen steeply over the past decade and
these will represent a major financial commitment in your budget,
especially if you use a lot of technology! Most utilities can be paid
using an ‘Easy Pay’ system whereby you can pay a portion per week.
This spreads the cost of your bill and removes bill shock.

You will also encounter connection fees to commence services,
reconnection fees (if you are cut-off for not paying bills), late payment
fees and other potentially nasty surprises.

Image: andresrimaging/
iStock/Thinkstock
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= Transport

The two main transport options are private transport, i.e. motor vehicles, and public
transport, i.e. trains, buses, taxies, ferries, trams, planes, etc.. However, an increasing
number of people are using personal transport options such as cycling, scooters,
skating, walking and other self-propelled means.

In Australia the majority of private motor vehicle use is for commuting to and from
work. This can be a costly impost but might be absolutely necessary if you work a long
way from where you live, or if you work flexible, irregular, or early or late shifts, if you
have poor access to public transport, if you live in regional and remote communities or
if you need your vehicle for work, such as tradies do.

Public transport can be a cheaper and less stressful option. You could save
considerably by purchasing weekly, monthly or even yearly travel passes.

Motor vehicle costs include standing costs and running costs. Standing costs reflect
the amount you pay for the vehicle, which is reflected in depreciation, as well as

any interest charges on the finance required to pay off your vehicle loan. Running
costs include day-to-day expenses such as fuel, maintenance, repairs, insurance,
registration, parking, fines, etc..

After rent, transport costs can be the 2nd biggest commitment in a person’s weekly
budget. So do you need that car or will pedal power suit you?

= Entertainment
Life is not all about workmg and paying bills. To achieve a work/life balance you

GRS Bl
costly. Socransing, 3 oo , online
entertainment, hobbles and so on can all burn a blg hole in your budget. So managing
these important parts of your personal life can be tricky when your income stream is
low.

> Other [For preview purposes only
Some people manage their budwing financial discipline in the

above areas. However, other expenses will occur that can cause financial strain.

ey conts, SOOI PRI ST B E Ay 20116

clothing and footwear, devices, gigs (data), holidays,

toiletries, _ @@e@h’i@@]ﬂ | be avellable

for these things. This of course causes debt, debt
and more debt! And Australian consumers are one
of the world’s largest carriers of personal

debt. Will you be another of those - or are

you already?
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Oh, and then there’s your mobile bill!

Image: . ot
StockphotodU/ Sometimes it's the unexpected expenses that can

(Stock/Thinkstock really break the bank!
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D Munching the dollars

1. Right now estimate how much you think your weekly food and beverage cost is.

2. Ok now recall the last 7 days and list down exactly what you ate and drank.
Estimate the cost of your consumption. (Big appetite? Then use your workbooks!)

Day 1 2 3 4 5 6 7
ltems est$ Iltems est$ ltems est$ Iltems est$ Iltems est$ ltems est$ Items est$
Breakfast
Mid-
morning
Lunch
Afternoon
Dinner
Evening
Other
Totals
CEIFEEF-6 datiel
3. Now find out the actual cost of the fems you consumed. You might have to
calculate a total meal cost and calculate your proportion. You might need to add

some items to the table as well if you haven’t been totally accurate.

—
Items ltems

Act $

Al $ ltems Aci$ ltems Act$“ ltems Act$

ltems Act$

Breakfast

Book to be publish

Lunch

anemeon S VErSION MESESF &ISO

01®

-
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=

Dinner

Evening

Other

Totals

4. In your workbooks comment on the results. How do you think you might handle

your food and beverage costs and consumption if you were living independently?
'g Discuss as a class.
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4. Getting around

So as you develop your career next year, either through working, study or a
combination of the two, what will be your best transport options for getting around?
Some entry-level employees have little choice but to invest in a motor vehicle due to
the nature of the job, their location and other factors such as shift work.

Many of you will be able to access public transport. But the availability and frequency
of public transport services does favour those who live in metropolitan areas.

And some of you, those who work or study close to where you live, will be able to rely
on yourself to get around by cycling, walking or other self-propelled means.

Travel costs

The first cost issue with travel is the direct (explicit) costs of the travel itself. When we
use public transport we can easily see these costs. These are the costs of the ticket
or fares we pay to use the system. For private transport we can see the fuel, rego,
insurance and other costs.

The second cost issue with travel is the lost time. People put a different value on their
time. If the travel is associated with a leisure activity then they might be happy to ‘give
up’ their time. But if the travel time takes away from their personal life or adds to their
work time they might need to cost their time at their average hourly income.

Vehicle costs

When we use our car for travel it is not so easy to work out the direct costs of travel.
But you should consider direct petrol costs and wear and tear. Accordlng to the
RACV in {CE@ mep[smcﬂ@@&mu @ffhetre to
run in Victoria. These running costs include petrol and other consumables, tyres,
servicing and repairs. Different cars have different running costs depending on their
size, fuel consumption and service requirements.

Apart from .running E r-e-vile | OUNAD (D:S‘S include costs such
as registration and insurance, dcﬁ%@wle, interest costs on the car

loan and so on.
According to the RACV in 2014, a recent model Holden Commodore has standing

costs of $165 2[BE0letd D& DU lisheelduily @558 costs (which do
vary slightly by state). Different cars also have different standing costs depending on
their purchase price and trade value. The variation from state to state is minor and
perhaps ngV@rsion mester also will be availeble

The total vehicle costs for this Victorian

Holden Commodore were $219.25 per

week based on an average drive of

15,000 kms per year.

The same model applies for used cars
although the initial purchase price will
be lower. So standing costs will reduce.
However older cars generally cost more

to ru.n (I.e. less fuel efficiency and more ‘Petrol shock’ can afflict many first car owners. Then
repairs)! there's rego shock, repairs shock and so on!

Image: Lisa F. Young/
Stock/Thinkstock
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E Running a motor vehicle

1. Research and estimate motor vehicle running costs based on your most
likely type of motor vehicle. Don’t forget repairs and maintenance.

2. Estimate ‘standing (or fixed) costs’ based on the purchase price of the vehicle,
interest on a loan, license fees, rego, insurance and other costs involved with
purchasing and owning the vehicle. If you use a ‘new’ car you can search for it on
the RACV website. If you are investigating a used car you will need to base the
estimate on the likely purchase price of the car. Don’t worry about depreciation
for this calculation if you are investigating a used vehicle!

Financial Planner - Running a motor vehicle

Name: Date:
Vehicle: Year:
Purchase price: $ Loan: $ Interest rate %: Loan fees: $
Running Costs est$ Weekly $ ‘Standing’ costs est$ Weekly $

ancd Enterpriss 12 - Foundeéion

[For preview purpeses enly
E%@ not Copy

Book to E@é published July 2046
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Totals:

Total annual cost: Total weekly cost:

'g 3. Comment and discuss your findings. Are you surprised? Can you afford a vehicle?
What can you do to reduce costs?

4. What about car pooling, how does that work? Is there an app that can help you
reduce costs or access car pooling?
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Other expenses F

People often plan and estimate costs associated with rent, food and travel quite well
because these are visible and impact on their everyday lives. But what about all
those other expenses involved with being an adult, living a normal life and perhaps
living independently? These can blow a big hole in your budget - immediately!

Consider your most likely living, work and study arrangements next year. Determine

and estimate the most likely other expenses and their amounts that will be part
of your day-to-day living. Complete the budget planner for these.

Financial Planner - Other Expenditure

Name:
Situation: Date(s):
Expenditure items est$ Weekly $ What can | do to better manage these?

Career and Enterprise 12 - Foundetion

[For preview purpeses only
Do not copy

Book to [b)g publishec July 2046
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Total other expenditure

Total annual cost: Total weekly cost:
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5. Accommodation options

If you are planning on living independently then there a number of
accommodation options. Of course you might rent a flat or an apartment

on your own or with a partner or with a good friend. Some people move

into a relative’s dwelling. Many young people move into share-house
accommodation, especially while studying or when they have just started
working. Others rent a room or a bungalow in an established household and
in some cases get food and housekeeping in exchange for rent (or board).

There are definite advantages and disadvantages with each living option. If
living independently you are able to enjoy the freedom that comes from having
your own life. You also develop skills in responsibility and self-management.
However, this expensive option can see you struggle financially.

Moving in with a friend can be a good idea, especially if you have a close
relationship. It allows you to split costs and be there for each other as you
embark on life’s adventure. However, living with someone day-in day-out can
really put strain on a friendship. You might encounter aspects of someone’s
personality or habits and behaviours that you didn’t realise they had. For
example, you might like to go out and party with a friend. But if that’s what they
want to do all the time then you’re going to find your life going downhill very
quickly if you are sharing an apartment!

Some people establish successful households with their partner. However,
if the relationship is quite new then problems can occur. If the relatlonshlp
fails then ZRLEBRIIS EN2
out leaving you with all the bills. Your ex may even take aII the furnlture and
fittings. And you still have to find another person to move in and share the
costs. Or you might be booted out'

Share-house living [& F.{fr' “Y.n split bills,
meet new people and develop |em ver once agam peoples’
true personalities might put a st N ®py hare-house living.
Share-houses normally have rules and will interview T

g aken aII the strlngs
prospecive hogipele 00 NISUSISE July 0o e
rules (including possibly you). If one housema e
fails to meet the rent you’re all going to have to
cover it orgpayefisiomimesterelso will be evellable
fairly. Someone might eat all your food, wear your
clothes and use up all the gigs downloading Game
of Thrones. Issues come up around showering,
using toilets, staying up late and doing household
chores. People go on holiday and never come
back, leaving you both out of pocket and looking
for a new housemate. And there is often the issue
of when someone’s partner or close friend moves

in ‘for a bit’ and doesn’t pay their way. So choose
your housemates carefully.
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Image: Digital Vision/
Photodisc/ Thinkstock
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Renting a room in an established house can be a good first step. Sometimes older
couples may rent out a room when their kids move out. You might welcome the more
considerate family atmosphere. It is also good because you might be on a month-
to-month agreement, which is helpful if you are still on a trial with your employer.
However, issues can occur based on personality clashes, strict rules and lack of
freedom.

In all cases you should be very careful about who you live with. Personal safety and
security is paramount. You might know your friends and your housemates, but what
about their friends and acquaintances? Before you realise it you might be buying back
your own iPhone from Cashies!

Accommodation options G

1. In pairs or groups outline advantages and disadvantages of each
accommodation option. Which you would prefer and why? Share with the class.

Research some likely costs of each and list these in your workbooks.

Advantages Disadvantages

Renting on
your own

5

Renting with
a friend

[For preview purpeses only
not copy

Renting with
a partner

Book to be pulblished July 2016
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Renting a
room

other
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6. Tenancy agreements

A residential rental (or lease) agreement can be either periodic or fixed-term. A
periodic tenancy continues (i.e. on a month-to-month basis) with the same terms and
conditions. Either the tenant, or the lessor (or agent or landlord/landlady) must give
notice to end it. (Tenants need to give a minimum 21 days’ notice in writing.)

A fixed term tenancy is an agreement which rents the premises for a set period of
time (i.e. 6 months or 12 months). Both parties are bound by this period of time. After
the lease ‘ends’ the agreement will continue (it becomes a periodic tenancy) unless
the tenant or the lessor gives 30 days notice about not renewing the agreement.

Tenants must receive a copy of the information statement, two copies of the property
condition report which they check and return within 7 days and the bond lodgement
form that must be signed and returned.

Rent and other conditions are bound by the terms of the lease. For a periodic
agreement rent can only be increased every six months and 60 days notice must
be given. If a tenant is continuing on after a fixed term agreement, then rent cannot
increase within 30 days of the new agreement. Rent can only increase in certain
circumstances. (Seek more advice for this from the agencies on p.221.)

Tenants and lessors are bound by the terms and period of a lease. If a tenant needs
to end a fixed term agreement early, they should give as much notice as possible. This
gives the lessor chance to find a new tenant and can minimise the costs incurred by
the tenant in honouring and paying out the lease.

Tenants (CBUEERERC Enterprise 12 - Foundeiion

As a tenant you are bound under the agreement to meet certain responsibilities.
i. Pay your rent on time.

If you fall behind r’ei@)Ls’es’ @ﬁﬂﬂyor and make
arrangements to pay the aifears. Saying‘that Yhe cheque s in<he mail” is not good
enough, especially if you (like o[m]%@wadays) don’t use cheques! If

you are defaulting on your rent then the lessor has a right to take steps to have you
evicted.

ii. Look after yE@J@@ME@Hn@h Jﬂﬂﬂy Z@il"@

You must look after the property and keep it in good order. This includes cleaning

and day-edygrsien mesterelso Wil e eizallelsies. testing
smoke alarms and airing the property to protect from mould and mildew. You must
report any issues and breakages. This is vital to ensure that small problems don’t
become bigger and more expensive issues. You might have to rectify those that have
been caused by your own misuse or negligence. Others will be covered by the lessor
such as blocked toilets, leaks, broken locks and damage by unknown parties. Regular
inspections (with notice) are a part of the agreement.

-
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Of course there is a provision for normal wear and tear such as normal carpet wear,
flaking paint (to some extent) and other normal use conditions. Remember that you
have signed a condition report at the start of your tenancy that documents the state of
the premises when you moved in. Failure to meet these could jeopardise your bond!
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iii. Meet the terms of the agreement

Your agreement is a legal document and might include conditions surrounding who
can live there, notifying the lessor or agent if a party moves out, parking requirements,
restrictions on subletting (including Air BnB etc.), minor alterations such as nails in
walls, pets and others depending on the tenancy agreement. Once again failure to
abide by these terms could jeopardise

your lease.

iv. Respect neighbours’ rights

Living independently can be fun. But
are all night doof doof bashes respectful
to your neighbours? Be courteous and
considerate, including respecting the
privacy of others and limiting noise
issues.

“You'd look angry too if you were kept up all night by your
"l’

elderly neighbours playing ‘Hits from the Blitz'!

Image:
monkeybusinessimages/

Tenant Advice Line iStock Thinkstock

= Western Australia has a free statewide advice line for all residential
tenants. Call for assistance on:

9221 0088 (metro) or 1800 621 888 (country).
= Also find out much more information including the laws and rules at:

" e G EMSIDEe 12 = FounEton

Tenants’ rights and responsibilities H

Research to compile a list of the key rights and responsibilities of tenants.
TenarlEof',rhtp reV| ew p ur p 0S é*smc;)‘.nalsyansibiliﬁes
not copy

Book to [be published July 2016

eversion mester elso wWill be avalleble
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AT Independent Living

Investigation or Response

For this task you will complete either a concise investigation into living independently or
a response based on questions related to living independently (completed under test
conditions).

Your teacher will inform you of which task you will be required to do and the format for
submission.

Note:

Your teacher might add other tasks. If so record these below along with other important
information such as report format, due dates, word length, use of images and multimedia

and others.
Investigation: Independent Living Response: Independent Living

1. Might you have to live independently You will undertake a task that requires you
next year2 Explain. to respond to a series of questions.

2. Outline different accommodation options The task is likely to be conducted under test
for living independently. conditions.

3. Summarise the advantages and The questions might take the format of:
disadvantages associated with each of  _ Closed questions: e.g.
these. What is a rental bond?

4. Estimate the likely costs associated with

living independently. Show these on a - Open questions: e.g.

| ss;;:r i&ﬂz Emt[@[r scuss 3 mdj%eél;enf liv @Jl dphons that

of a tenancy agreement? - Re'rrlevql chart or overview template: e.g.

6. Summarise advice you would give a List 4 major responsibilities that you will have
young school-leaver who is considering ~ fo meet when living mdependem‘ly.

living independen : tQ or Ime what you would
E'g@[f' [@[T'@W\W 0 ﬁu““n respons:b:hhes
[m@ |gh'r also mclude stimulus

mcu'rer such as a case study, graph,
article or other related resource. e.g.

k f @ s the relative
-Ed me ing costs.

How does this compare to your own possible

situation if living mdependenflye

O
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Other tasks and important information
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Workplace Issues: Problem-Solving

. Workplace issues......cccc......u.. 5. Working safely.........cccccee........

Dealing with workplace issues.225 6. Correct pay ........cccccereeeseascceenn
Strategy: UCAR...........ccccueeenen. Assessment task...........ccceeceueeenn.

Equal opportunity and
anti-discrimination..................

9. Workoplace issues: Activities Comment
A  Glossary: Workplace issues 223[ J[
B  Workplace issues 224[ j[

C So what would you do? 229 l[
D Anti-discrimination 231 [:(
E WHS responsibilities 233 l[
F WHS induction 234 l
AT Dealing with workplace issues 236@ I

(comments: CarEET &NC ENterprise 12 - Foundetion

N, U, W, W, W,

L [For preview purposes omnly )

not copy

Glossary - Workplace issues A

In your workboo@@lﬁ[@@sgﬁnr&wﬂy @ce examples.

List key word/ierms below and provide a definition and an example in your workbook.

CAVENRS

issues

o
o
&
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x
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o
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1. Workplace issues

One of the best things about working is the chance to work with other people. This can
build your socialisation skills and increase job satisfaction.

One of the worst things about working is that you have to work with other people. This
can lead to workplace issues, stress and lower job satisfaction!

There are some key issues that all employees are likely to have to deal with. However,
some issues are more prevalent in particular industries depending on the nature of the
occupation and the existing culture within organisations in that industry.

Some key workplace issues that you might have to deal with include:
® work health and safety

® discrimination such as racism and sexism

® bullying, violence and harassment

@ work-related stress.

Many other issues are listed below. Some arise due to wage negotiations, disputes

over working conditions and of course, working safely. So let’s start this section with
you discussing the likelihood of these issues occurring in workplaces you come into
contact with.

ZIN

workplace rights and . ‘
pay and responsibilities J working
remuneration conditions

working h r/ T employment
after houlCaNEE @Ml ENterprise 12 - Foundstiome

interpersonal J work/life

effectiveness balance
kpl I 'S interpersonal
workplace F go)[r@w u[r[;@@ss Only  interperso
ONNOFEEE b,
equal i'él’(:e .I.'!.aQSyu workplace
opportunity discrimination J
workplace BQOK 0 0® published July 2046 | . ...
harassment racism J
work@V/ersion mester also will be evellalenative
g bullying action J
é- % training and induction and ]
g 2 workplace learning ‘ supervision J
work health and safety

B Workplace issues

'g As a class research, discuss and develop definitions of workplace racism, sexism,
harassment and bullying. Your teacher will lead you through this. Understanding
these will assist you to recognise if they are happening in your workplace.
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2. Dealing with workplace issues

We are going to explore tools and strategies that can assist you to deal more
effectively with workplace issues. Then throughout the rest of the section you are
going to apply these tools and strategies to common issues faced in the workplace,
and especially those experienced by entry-level workers.

Tool: Unpack the issue

Essentially this tool is about exploring and analysing the issue using the five questions

of what, who, why, when, how? Although this may seem difficult at first, as you get
more experienced at using these five questions you will be able to break down and

analyse issues quite quickly. This requires you to use empathy to put yourself in the

shoes of different people. You also need a working knowledge of laws, guidelines
and other requirements related to work-related issues. Getting this knowledge might

be about asking the right questions of the right people. So this is all about you being

an enterprising problem-solver. Consider these examples and discuss as a class.

Question

1. What'’s
happening?

2. Who’
involved in
the issue?

3. Why is this
an issuve?

Explanation

Is this issue about safety,
interpersonal conflict, bullying,
discrimination, aggression,
ignorance (not understanding),
unfairness, exploitation, lack of
training, etc.?

Does the issue involve or is it

subordinates, departments,
suppliers, contractors, outside
authorities and agencies, etc.2

e RISV B
a cod pr|eW
a behavioural sfonam
overt, covert, insensi n ,
deliberate, ignorant, ongoing,
dangerous, harmful, spiteful,

dealt with?

4. When muyst

i esue (SVELSION: ARSI ESE

Must the issue be dealt with
immediately, at next available

meeting, in private, in consultation,
in training, etc.?

bEsLUILIISH

Examples

e.g. i. Safety: A large delivery of heavy
boxes requiring 2-person lifting. But the
experienced employee says to do it
individually.

e.g ii. Discrimination: An employee
getting fewer shifts because the manager
reportedly, “doesn’t like Asians”.

e eiwaNUNENIENDIIiS 5% ’ Sﬂf%ﬁﬂ%raheé [vﬁv]orker and

e.g. ii. Discrimination: A manager and a
subordinate. Also, whoever witnessed the
manager’s comment.

POSES, QRIYo meet o WHS code
of canduct for manual handling and is
ous for the employees.

e.g. ii. Discrimination: It is illegal and
spiteful to the employee.

e.g. i. Safety: Tmmediately as performing
the unsafe lifting may cause injury to a

Wmmwt@@nu@n private,

as the boss must first meet with the manager
and the worker separately to document the
issue; and also meet with any witnesses.

5. How
could/should
the issue be
dealt with?

Does resolution of the issue relate
to a law, guideline, rule, regulation,
policy, work practice, code of
conduct and can it be dealt with by
training, communication, negotiation,
mediation, punishment, dismissal;
and who has the authority to deal
with the issue?

e.g. i. Safety: It fails to meet a WHS
guideline for safe manual handling so it
needs to be reported. A breach could
result in a fine for the employer. Inmediate
communication is needed.

e.g. ii. Discrimination: If found to be true
the discrimination must stop immediately
as it is illegal and could result in a fine.
The manager and worker might require a
mediation session leading to an apology.
The worker might lodge a complaint.

Career and Enterprise

: Foundation 12
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3. Strategy: UCAR

UCAR is a 4-step process for dealing with workplace issues. It involves unpacking
the issue (as you just examined), communicating the issue, getting assistance with
the issue and resolving the issue. So have a read for yourself and discuss how you
would use each step to deal with workplace issues.

1. Unpack the issue

= Use the questions of what, who, why, when and how to determine the type of
workplace issues that are occurring and how they might best be resolved.

= Unpacking requires a working knowledge of laws, guidelines, codes of conduct
and other expected standards of behaviour. This includes your rights and
responsibilities.

= It also relies on using empathy to see the issue from different viewpoints.

= This assists you to understand if the breach is deliberate, harmful, accidental,
ignorant or just a breakdown in communication.

e.g. On your pay slip you see that you haven't been paid for your overtime.
Before shooting off a nasty email to the pay officer you might find out that your
manager never recorded the information on your weekly timesheet. What would
you do?

AN

2. Communicate the issue

= t issues will neqd-to be reportad and micatedf I .

- G it e e L R deiom., .
through some other means, including verbal reporting to a person with
seniority. e.g. Harassment, aggression, violence, safety breaches, etc..

= Some issues might need to be reported based on an organisation’s internal

policies angﬁe[@{f W I[;@[E]I OSES ({@[ﬁ]ﬂyncident form and

verbal reporting.
= All issues that are serio &Q nted in writing.

e.g. In your apprenticeship you are working on the salad station and you notice

that th ous T%e; when emptying @ spills some on the floor. No-

one d % “l SLE. 140848 But the sous
chef orders you to get back to your work station because there’s too many covers
to get out. A waitperson rushes in and slips on the spill, breaking their wrist.
eyersionmester elso will be avelleble

= Issues based on misunderstanding might be communicated directly to the
person(s) causing the issue. You could explain to them how/why you feel this is
an issue.

= This could clear up any misunderstandings based on ignorance or
miscommunication and might lead to a resolution right there and then.

e.g. You are working in a shop with your direct supervisor and you ask if you can
look after the lotto counter because you haven't learned this yet. She answers
sharply, "Well. Can you? Or are you going to need me to walk you through each
baby step!” When there are no customers you say to your supervisor, “Did you
realise that when you talk to me like that you make me feel that I'm stupid and
that you are putting me down without even seeing what | can do?” What would
you do?

1IN

1IN
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3. Assistance with the issue

= You can't nor shouldn't be expected to resolve each and every issue on your own.
Especially as an entry-level employee who might feel intimidated by older and more
experienced workers.

= Some rights are protected under law (such as freedom from discrimination,
harassment and bullying). Other rights may be protected by internal policies and
codes of conduct.

= It is vitally important that you are aware of the person from whom you should seek
appropriate assistance. They can also fully inform you of your rights.

= This might be the WHS rep, a union rep (or shop steward), a supervisor, leading
hand, or foreperson, a manager, a senior manager or team leader, HR, the EO rep
and others depending on the type of enterprise, its size and whether they have
designated people in these roles. At times you might have to seek assistance from
an outside agency such as The Fair Work Ombudsman, your union, or the Equal
Opportunity Commission.

e.g. On your first day at work in the warehouse (after yesterday’s induction and safety 'g
training) your manager shows you around and puts you under supervision of a team

leader in the Orders Outward section. The team leader takes you across the busy

warehouse to show you around but ignores the painted safety lines. You stay within

the lines and he yells at you, “Hurry up, we haven't got all day”. Already confused, you

think you're going to need clarification about the safety guidelines. What would you

do?

= If you are working in a small or micro enterprise, or working remotely in a small
team you might find that the person to whom you should communicate an issue or

Ayl HpluieickimA R o bl olel
cifdfEniciricehpg el ie e
actions are discriminatory, bullying or harmful.
= This makes it difficult to get assistance, especially if the issue is serious. So you
might need to seek clarification from a co-worker, seek clarification from your boss

or perhaps even @S efo to contact to an

external agency.

e.g. You clean the fryers and r rking in your small local café.

You ask your boss what to do with the oil? He says, “chuck it down the sink nobody

cares.” What would you do? i

e.g. You are Ikﬁ[:@l@ hEE JM”M 2V @orker (who's |
been there a few months more than you) and the leading hand. The co-worker gets

sent further up the paddock and the leading hand says to you, “Here you can work the

tools, hgayErsion mesierelseovwilie [Irv;or?ker is

indigenous and you think the leading hand is being racist.” What would you do:

1IN
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4. Resolving the issue

= The resolution of the issue is the important matter at hand. The resolution
might take different forms based on the nature of the issue, how the issue is
communicated or reported and the assistance needed and given.

= The aim of resolution is protection, and where appropriate, enforcement, of a
person’s rights.

= Some issues might be resolved by simply fixing the mistake. Honest mistakes
happen all the time and these can usually be sorted out. Appropriate resolution
should involve a change in work practices or systems to ensure that the mistake
doesn’t occur again. e.g. Incorrect pay, outdated safety equipment, etc..

= Some issues will be dealt with by following policies and guidelines. This will
usually be carried out by someone senior in authority. Resolution might involve
an official warning, a reprimand, counselling, retraining or even punishment
such as a demotion, fine or dismissal. e.g. Unsafe work practices, intimidatory
behaviour, inappropriate comments and use of language.

= Some issues can be resolved at mediation, with an acknowledgement of
wrongdoing and an apology. However, serious issues might involve a formal
internal process and also the involvement of an outside agency. Resolution
might involve conciliation, mediation and even arbitration (legal judgements).
Resolution might involve fines for the enterprises and punishment for the
‘offender’. The victim might receive an award of damages from an arbitrator.
e.g. Discrimination, sexual harassment, bullying, workplace safety breaches, etc..

= A key component of resolution is monitoring to ensure that changes are made
to prevent the breaches occurring again. This can involve re-training, internal
AJONS

e R A B Ao

reported to their union rep that they felt that one
of their senior managers was sexually harassing
them. He would make comments about how

they needed to [ osm ANt AOX AT G
order to get moa[yz rsﬁ;[EE@@g @[ﬁ]ﬂy
as saying to some of the you g{m@ﬁc@@@y

if they ever got tired of their boyfriends
then they should give him a call. The rep’s

complaint @ enblished July 2016

that's how he is. He means no real

harm.” . .

win Y Ersion.mester elso will be evelleble
union, one worker lodged a complaint

against the firm with the Equal

Opportunity Commission - who found
in her favour. What would you do?

N
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iStock/Thinkstock
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So what would you do? C

Choose 2 of the issues presented in the UCAR process that you might have to deal
with when working. Outline what you would do at each stage of the process. Suggest
how the issue might be resolved, i.e. what would you do?

Workplace issue 1 Workplace issue 2

Unpacking Unpacking

Communicating Communicating

ancd Enterprise 12 - Foundetion

[For preview purpeses only
Assistance [m@ﬁ @@E@y Assistance

Book to be pulblished July 2016

eversion mester also wWill be avalleble

issues

Resolution Resolution
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4. Equal opportunity and anti-discrimination

It is essential for both your personal wellbeing and safety
that workplaces are free from unlawful discrimination,
free from harassment and that wherever possible they
provide positive incentives to help promote a more
culturally diverse society.

Equal employment opportunity aims to protect

employees, potential employees and other workplace
stakeholders from discrimination, harassment and other
forms of unfair treatment. It also aims to promote fair

and equitable work-related opportunities for all people,
regardless of personal characteristics, background or status.

Equal opportunity legislation makes it illegal to discriminate against people.
The 1984 Equal Opportunity Act (WA) was enacted to deal with discrimination and
harassment and now aims to promote equality of all people regardless of their
characteristics and status in society. The Equal Opportunity Commission is the
state body that deals with equal opportunity and discrimination issues.

Discriminatory practices that are outlawed include discrimination on the grounds
of sex, marital status, pregnancy, family status, race, religious or political conviction,
impairment, age and gender history.

These outlawed discriminatory practices relate to situations involving work,

accommodation, education, providing and selling goods and services, activities of
clube, spdSETEERENE! ASIISe 12 = IFoUNGCetion
Discrimination complaints

When people lodge a discrimination complaint they do so in relation to an attribute
and for an area. !

The attribute is -@r ,@me@ [p.@S@S Bynination complaint is
being lodged, such as gender, E@y

The area is the type of action in public life that was being undertaken at the time such

:.Sg.e TTF:Z;T:E@K@@j o@i@ﬂ%?@?@med and work for

them as a video games sales assistant (area of discrimination).”

rsfon mester elso will be evelleble

There may be some exceptions and exemptions where it is lawful to discriminate
against people in situations including the following.

issues

Employment in small family businesses (i.e. not employing people non-family).

]
o
8
S
x
S
o
3

Distribution of charitable benefits and provision of targeted welfare services by
relevant organisations.

Compliance with legislation such as not employing someone under 18 for a
position that requires a drivers’ licence or some other legislative requirement.

Payment of youth and trainee wages.

OO O 006

Occupational requirements including, preservation of decency or dramatic or
artistic performance, including modelling.
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Anti-discrimination D

. What is discrimination?

2. How does equal opportunity legislation help prevent and deal with discrimination?

3. Are you likely to face discrimination in a workplace?2 Why not/why so?

4. What would you do if you experience work-related discrimination, or if you see
work-related discsimination oceurring to someone else? Inyin the workplace, or
which agencies CITG@E%E@@S @\%

not copy

Book to be pulblished July 2016
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Discussion '

Although it is against the law to discriminate against an employee because of their
dress or appearance “..an employer can create and maintain an image for their
organisation that best suits their industry and their clients’ needs by setting reasonable
standards of dress, appearance and behaviour.” How might this impact on you?

<
S
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5. Working safely
Employer responsibilities
Employers have a duty of care to provide a safe workplace for all stakeholders. As

part of this duty of care employers are responsible for complying with any laws and
regulations prescribed in the Occupational Health and Safety Act 1984.

Employers must also adhere to any regulations stipulated in The Occupational
Safety and Health Regulations 1996. These general regulations prescribe minimum
standards to be met in all workplaces. The regulations also define an employers’
requirements related to a specific hazard (such as hazardous chemicals), type of
work and/or industry (construction) or work practice (driving). The regulations also
cover licensing and other issues. In some cases the regulations might refer to an
Australian Standard or Australian/New Zealand Standard which must be complied
with. In other cases employers should follow codes of practice or guidance notes
or develop their own work practices that meet (or exceed) these.

Empleyer Respendlsiitfias

“| have to provide and maintain safe “I have to make sure that | have
machinery and equipment.” developed safe systems and processes
associated with all work activities.”

“I need to follow procedures for safe
use, handling, storage and transport of "My workplace has to have safe

e YRS e Enterprise 12 - Bl

“I need to provide facilities such as | T TR 1T
clean toilets, cool and clean drinking information, instructions, training and

water and hygienic eatﬂﬁs[@[r CV' View E@[Lﬂ[r[;@@g“dﬂﬁ::lltﬁ ;h;;nn:; l\‘m]rk ina
“| need to ensure that any customers, .. [m@ﬁ @@E@y

visitors and the general public are
not endangered by the conduct of my

o0k to be published JU

“If needed | should engage experts to "| must keep information and records

e B SEIBH mester also willl be ENRHIELTE ™"

I m expected to monitor my workers'
th and conditions in the workplace.”

issues

Employee rights and responsibilities

Workers have a natural and undeniable right to a safe workplace. This means

that you should not be harmed by the work activities you perform in work-related
situations.

To help protect this right, governments develop and pass WHS (OSH) legislation
that becomes law, e.g. the licensing of tradespeople such as electricians. WorkSafe
agencies enforce these laws, prepare guidelines to help employers and employees
work safely and also offer training. Examples include industry specific hazard control
resource packages, and training such as that offered to workplace safety reps.

o
o
<
S
x
S
o
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You have to be an active participant in workplace safety. It is up to you to ensure that
you follow all WHS guidelines and that you report any safety issues and problems to
the appropriate workplace personnel. This is part of your workplace responsibility.

You also have to take care not to harm yourself or any other workplace stakeholders
while you are carrying out your work activities. If you are unsure about a task or feel
that is potentially unsafe you must ask clarifying questions before doing that task.
As potential employees you trust that an employer has taken all possible steps to
ensure that the work environment and work practices have been designed and
maintained to enure safety for all involved. This also extends to appropriate induction
and training for workers and the supply and use of personal protective equipment.
However, you should always be on the lookout for potential dangers and hazards and
should immediately report them to someone with a position of responsibility.

EmployeelResponsibilities

“| must always follow all
safety guidelines/systems of

“I'm expected to take care of my work according to training and
own health and safety by working instructions.”
safely.”

“| cannot operate any
"I must inform my supervisor ' industrial equipment unle;s |
about potential hazards or ave the appropriate certificate
physical probl(@ENAEEF: @[ﬁ]@ﬂ E[mﬁ@[f‘ﬂ@@ 12 = F@@][ﬁ] Gli@)Rency.”

the workplace.”

“| need to take reasonable care not
to affect the safety of others in what

IR OmpevieWARUID oS E Skolniy o
workplace safe NOT @@[@y needed.

“| must immediately report any injury

Book to be published July 2ot

eversion mester alse Wil b6 eMelleol&ivilities  E

In your workbooks set out a table like the one below. Choose 3 employer and 3
employee responsibilities. For each of these explain how this responsibility is enacted
in a workplace (or workplaces) with which you are familiar.

issues
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Employer responsibility Employee responsibility

At L&M ditchdiggers
the boss gets the
Bobcat serviced every
3 months to make
sure that it is working
properly and that all
guards are in place.

To provide and

maintain safe

machinery and
equipment.
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F

WHS induction

Use the terms to complete the following passage about WHS induction.

Workplace safetyisas responsibility. However, when you are undertaking

work experience or structured workplace learning it is the responsibility of your

employer to ensure that your work e is safe and free from

h____

When working you must use the correct personal p equipment. It
might be your responsibility to be dressed in appropriate c and to
wear safetyb . It will usually be your employer’s responsibility to supply

appropriate protective equipment. You need to be aware of these requirements

b _____you go on your placement.
At the start of your placement you must be given an i tour of your
work environment so that you are made aware of any potentiald . You

must also be made familiar with the location of f facilities, be shown

the emergency safety e and be introduced to the workplaces_

representd@BIGET &NE Enterprise 12 - Foundation

Your employer is also responsible for giving you adequate t and

appropriate s in order to safely carry out your day-to-day duties.

During your pIacemMs[@W@ @[ﬁ]ﬂy and undertake
your work a ina n@@i@&gsures that you do not harm

yourself, your c ,the c nor any other person.
If you are ever u@@l&aﬁ@l@y@@@ﬂﬂ?@ u@wya@WHS _____ ,
your s ,a feIIow workmate a safety or union rep or anyone

S ' S .a.lS@ E@@ @'W‘I “u@‘nat you

are not being looked after appropriately, ask to be excused and contact your school

supervisor i

U activities U dangers O induction O shared

O before U environment U practices U supervision
U boots O exits U protective U supervisor
U clothing U Afirst-aid O rep U threatened
U colleagues U hazards O safety U training

U customers U immediately QO senior
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6. Correct pay
Step 1: Check your payslip
Section 7 outlines the requirements on a payslip. Each pay period you need to
check that the following are correct.
v' Hours worked.
v’ Rate of pay.
v" Overtime hours worked.
v' Appropriate penalties and/or loadings.
v" Allowances (such as first-aid officer).
v’ Tax that has been deducted seems an appropriate amount.
v’ Superannuation contributions (if relevant).

Step 2: Know your entitlements (your contract, award or workplace
agreement)

Some payslips might show your award or employment agreement. However, many
will not. So you need to know what your entittements are under the relevant award
or workplace agreement. Your entitlements will also be directly related to your job
classification. (e.g. perhaps a title such as Technical Trainee Level 1 for a 1st Year
Apprentice, or Retail Worker Level 4).

Fair Work Ombudsman

=

Get hetoto find out infarraatian aboukyvour ang=2aares lling
i e-licERaldiEniEijonise L2 TIN5 oa
You should do this before starting a new job.
You can also search through: www.fairwork.gov.au

Step 3: Clarify the I;@[?rl;@w @[ﬁ]ﬂy

Remember mistakes happen an[m CO0N: cted immediately. You should
seek clarification from your manager first. It might be a simple error that you are

overlooking or that your employer has has made a mistake with.

Work out the p@@k{ o[@@; F) uJbll ﬂ@@ JY] |y 2‘@]-»6 person or HR.
Is it face-to-face, by email or phone? It's always best to ask for clarification using a
question. Pegple dogvant to try and help and framing your issue this way can avoid
conflict %rS,I 1S blm aVllie : ®

“There seems to be something wrong with my pay this week, does this look right to
you?”

issues
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“When | work overtime shouldn’t | get paid an extra 15% for the first 4 hours and
then 25% after that?”

My hours worked are different from my timesheet, do you know how that could

happen?”

However, there may be a situation where you are being exploited (i.e. ripped-off)

by an unscrupulous boss. You might need support from an outside agency to help

you deal with this. So what would you do and who would you approach for help? 'é
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AT Dealing with Workplace Issues

236

Investigation or Response

For this task you will complete either a concise investigation into a workplace issue or a
response based on questions related to workplace issues (completed under test conditions).

Your teacher will inform you of which task you will be required to do and the format for
submission.

Note:

Your teacher might add other tasks. If so record these below along with other important
information such as report format, due dates, word length, use of images and multimedia
and others.

Investigation: Response:
Dealing with Workplace Issues Dealing with Workplace Issues

1. Select a workplace issue you are likely | You will undertake a task that requires you
to have to deal with in the early stages |to respond to a series of questions.

of your career life cycle. The task is likely to be conducted under test
2. Discuss generally why this is an issue for |conditions.

workplace stakeholders. The questions might take the format of:
3. Use the UCAR tool to break the issue - Closed questions: e.g.

down and to analyse this issue. Explain the meaning of work /life balance.

: T .. ) - Open questions: e.g.
. Explain the likelihood of this issue being Discuss 3 factors that m @ﬁhf couse health and

i ecareer and Enterprise/ize- Foundetion

- Retrieval chart or overview template: e.g.
will make your workploce experiences . . .
better. Identify 2 workplaces with which you are
familiar.

N

. Summarise the key elements of the issue.

O

o

N

LAf ahnega'r(ijve rzsolution discuss what else Use the table to outline how each workplace

might need to be [m@rgtexpsalvathe

ssve. o PIEVIEW pUkpeSES, Ol and safety issves.
[ﬁ]@ ryofher improvement for each

The task might also include stimulus

Book to be pulblFEHEE Il Jors. o e

Read the case study on workplace
discrimination and then answer the following

r else [oe avallable

eversion mester

Other tasks and important information
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Workplace Numeracy

. Workplace numeracy 5. Measurement in action
Measuring 6. Assessment task
Measurements
Measuring up

. Workplace numeracy: Activities
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F Measuring out 247
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AT Workplace numeracy

Comments:

[For preview purpeses only

. /

Glossary - Workplace numeracy A

In your workboo@@l&@@s@hr@w @ce examples.

List key word/terms below and provide a definition and an example in your workbook.

lon MESLEr &

']
o
&
o
=
[
o
H

numeracy
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1. Workplace numeracy

One way or another, workplace numeracy is a vital skill-set that all employees must
grow and develop in order to perform work-related tasks. You may be expected to
apply numerical skills and competencies differently depending on your industry and
occupation.

However, all entry-level employees will be expected to have the numerical foundation
to enable them to estimate, predict, calculate, interpret, analyse and problem-
solve.

= Estimating

Estimating involves initial planning based on a person’s knowledge, skills and past
experience. Estimating might be supported by quick sketches, job quotes and general
calculations. Estimating things such as size, cost, time, distance and shape is used to
determine a ‘ball park’ figure.

e.g. A tradie will assess a potential job and predict the amount of materials needed; as
well as the likely labour time involved.

= Predicting

Prediction uses past knowledge of events as well as an understanding of sequences
and patterns, to predict what is most likely to happen next. Predicting involves
determining relationships between cause and effect and applying these relationships
to future situations.

e.g. A retail manager will look at seasonal variations in sales data and predicting stock

Ereer e Enterprse iR Foume et ens:

= Calculating
Calculating involves using the skills of mathematics to properly carry out calculations!
This includes simple functions such as addition, subtraction, multiplication and division

- through to more si r-eview UT' 0SES .n‘y aNRyg the correct order of
operations. Calculating ht elﬁjp i i
ate

E}t&e@df@@opment and use of formulae.
e.g. A caterer might have to cal @ od Some people develop their numerical skills

and beverage requirements, within budget, for when young and find that they pursue a career

on ovent such be published Julfy' 2ot =

= Interpreting

Interpretation involves looking at different activitie d ]
recognisifGVASUSHHEN dﬂﬂ? CM‘T[F”"@
data and patterns. Interpreting is a vital skill in making sense

of numerical information. A lot of data is collected and

collated by ICT but a human will need to interpret this

data to support their decision-making.

e.g. A small business owner will need to interpret financial
information when making quotes, processing customer
orders and operating and managing their business.

Q
o
&
o
=
[
o
H

numeracy

Images: lovleah/
iStock/Thinkstock
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= Analysing

Analysing is a key skill as it involves using numerical information to make decisions.
All data needs to have a purpose. Analysing numerical information and data allows
you to make sense of your world and make informed decisions. An accurate analysis
of the ‘numbers’ will guide you to take the appropriate course of action.

e.g. You might analyse your income and spending patterns as part of developing a
personal financial plan; then take appropriate action to reduce your debt.

= Problem-solving

Problem-solving uses numerical and mathematical calculations, processes, formulae
and equations to develop answers to questions and make decisions.

It might involve each, or indeed all, of the other skills as well as comparing, scheduling,
financing, designing, evaluating, assessing, inspecting or even assembling.

e.g. You are faced with many decisions as you finish Year 12. Problem-solving using
numerical information will help guide you towards the right actions to take.

Numerical capabilities | B

1. Honestly rate yourself in each of these 6 numerical capabilities. Briefly outline
why you are at each level. (Use very good, good, average, below average.)

2. For each of these 6 capabilities outline an example of how you, as a worker
might use these in work-related situations.

and Entenpitss 12 - Foundetders

(=)

[For preview purpeses only
not copy

Book to be pulblished July 2016
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2. Measuring

As part of our day-to-day personal and work-related lives we have to measure many
different things. You can transfer your numeracy skills to work-related situations. For
example:

times for cooking dinner - how much time to prepare and cook diners’ orders
distance for a weekend road trip - or distance to a work site for a tradie

cost of a petrol bill - cost of petrol to run a courier business

mass (weight) of food ingredients - mass (weight) of a catering order

depth of a swimming pool - depth of a foundation hole on a construction site
area (and time) to mow a lawn - area (& time) to complete a lawnmowing round
volume of a gift package - volume of a delivery van

4 4040404033

speed of a motor-scooter - the speed of a scootered pizza deilvery.

Measuring units and devices

A measurement unit is a particular and precise unit that is standard. Standardised
measuring units make it easier to do calculations and comparisons. They also
make it easier for people to communicate more effectively in personal and work-
related situations by sharing a common language, and by developing a technical and
professional vocabulary.

Measuring units are calibrated to produce standard readings on measuring devices.
We can use some of these in our personal lives; such as a thermometer for cooking,

or to asseSEFEEPENCHERTETse! i@ klReundelionm use a
thermometer while working as a chef, or as a vet nurse or as an air-conditioning
mechanic.

C Measuring

[For preview purpeses enly
1. What measuring devices do {m@ﬁn@ home or in work-related

situations?2 What is their unit of calibration?

aversion mester also will [be evallalble
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Units of measurement
Key measuring units you should be familiar with include these.
= Temperature: how hot or cold, measured in degrees Celsius, or °C.
= Length: how long or short, measured in mm, cm, m or km.
= Mass: how heavy or light, measured in pg, mg, g, kg, tonne.
= Perimeter: how far around, measured in m or cm.
= Area: how much spread or coverage measured in mm? cm? or km?
= Volume: how much, or the capacity, measured in ml, I or cc.
= Digital capacity: what size, measured in bytes, GB, MB, TB, etc..

Measuring devices D

1. What do each of these measuring devices measure and what units do they
commonly use? Add 2 of your own.

2. Explain how you might use each of these in personal and/or work-related
applications. Find images of these and include them in your workbooks.

Measuring device What does it measure? Personal or work-related example

thermometer

“Carear

altimeter

odometer

=

scale

speedomet@@k ﬁ@ [@@ E@ﬂﬂ[@ﬂﬂ@h Jﬂﬂﬂy 2@1@

measuring tape  _
Ca%ERS]
meadsuring cups
and spoons

o Wil oe avallaole

wind vane

pedometer

sphygmomanometer
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o
&
o
=
S
o
H

numeracy

your choice:

your choice:
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3. Measurements

Useful and accurate measurements rely on the use and application of estimates,
calibrated measuring devices, calculations, experience and transferable and work-
related skills.

Some measurements rely on estimates and approximates. For example, how much
paint to buy to paint a bedroom, what sized clothing to order online and how far and
the duration of a journey to drive to the beach. Other measurements will rely on more
accurate calculations, such as lengths of timber needed to build a carport, amount

of tiles needed to complete a patterned wall feature and appropriate temperature at
which to safely cook meats such as chicken, or to heat baby formula. By developing
your skills of measurement in personal situations you can transfer these skills to
relevant work-related tasks.

You might encounter macro-measurements in construction, mining and agricultural
industries, such as the mass of concrete needed for an apartment block’s foundations,
floor and structure, the mass tonnage that a mining dump truck transports each trip
from a coal mine or the area of crop that Heavy construction might commanly use
needs to be sprayed with insecticide. macro measurements.

In some cases you might need to know how

to perform accurate micro-measurements,

such as in precision trades like jewellery

making, in health-care for pharmaceuticals

and medicaments, and in engineering and

manufact@reepand iEnterprise 12 - Foundetion

electro-technology devices.

E | Measurements

eview JQM[TE)@@“ ©In

1. List the units that usuall)[@ fo ea e following medsurements.
2. Outline a work-related example for an occu;[)@c%n in which you are interested.

Measurement Work-related example

be rli)u 44 TR Rrebsbn)s ¢ | ]!6 Is and fittings in

mm, cm, metre, km

length
eng mm in order to build to the required length.

mass (we@SYETSION mé[r elso Wil be availeble

area

temperature

volume
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size (computing)

your choice:
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Key measurements

Some key measurements you need to know how to calculate are covered here. Many
of you might have already developed your numeracy skills in using some of these, so
let’'s consider this as a recap and upskill activity.

= Length

Length is a simple measurement. How long is that object? Length measures distance.
Long distance might be better said as ‘how far’; e.g. How far from Perth to London?;
or how close; e.g. “Where are you now?”, “I'm just a km away”. In reality most of the
lengths we measure are quite small such as the length of our body, the length of our
clothes and the length of the distance of our eyes from our screens!

= Perimeter

The perimeter is the distance around an object; or in other words, the combined
lengths of all the sides or edges. Therefore, to calculate perimeter we simply add
up the length of all sides of an object. Note: The perimeter of a circle is called
circumference.

= Area

Area is a ‘how much’ sort of calculation and measures the 2-dimensional coverage of
an object or shape. i.e. How much area does that lawn cover? Surface area relates to
how much of something is needed in 2D to cover the surface of a 3D object, such as
gift wrapping a present.

= Volum E[m
Cereer r ungletion
The volume of an object re r@ers to Eo.v! uchgs(%a%gt occupies me is different

from area in that it relates to 3 dimensions; length, width and height (or depth). In
theory volume is actually measured by how much space an object displaces. However,

oo s o BN ST BIE By -
= Temperature [m@ﬁ @@[@y

Temperature can be commonly referred to as the intensity of heat of an object, fluid,

surface or otheI@an@ ﬂ@[ﬁ]‘“@@ﬂv“ﬂt calibrated

thermometer or similar

= Mass

Mass is tmb@]wm H@This then
determines how ‘heavy’ an object is. Objects of the same size might have a different
mass depending on the density of the matter from which the object is made. Consider
the different mass of a gold bar and a chocolate bar of the same size.

We often use the word ‘weight’ when describing how heavy an object is. But
technically this term is incorrect as weight describes the force of gravity on an object.
(Yep; think about astronauts leaping about on the moon - same ‘mass’ as on earth but
different weight.) But you can use the word weight in most practical applications as
long as you understand that what you are really referring to is an object’s mass!
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numeracy

We commonly measure weight (mass) in grams (or multiples thereof) but there are
other measures of weight (mass) such as carats for gemstones.
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4. Measuring up

Many practical work-related tasks require you to be able to both estimate and
calculate perimeter, area and volume. These measurements all rely on the use of
straightforward formulae based not on mathematical expertise, but on the application
of straightforward logic.

Often these measurements might start as an estimate, even more so as you become
experienced and build your suite of transferable and work-related skills. However,

you will have to calculate exact measurements of objects and numeracy scenarios

to determine exact perimeters (e.g. fencing), area (e.g. fabric cover) and volume
(shipping and transport). Especially when you move from a quote to an actual billing or
buying stage.

Perimeter
= The perimeter is the distance around an object.
= To calculate perimeter we simply add up the length of all sides of an object.

Perimeter: Rectangle A

Perimeter of rectangle

= length + width + length + width
orl+w+I+w ;or(2l+2w)
Calculate perimeter of rectangle:

=35cm + 50cm + 35cm + 50cm

= 170@greerend Enterprise 12

(Note: Nearly all trades use mm < >
50cm
as measurements rather than cm).

35cm

Perimeter: Triangle _

Perimeter of tri E@[T@W PUIPOSES OGN
=length side‘a’ + Iength‘b’+th‘.@ﬁ @

=30cm + 40cm + 50cm
=120cm or (1,200mm)

Book to be published Yyl

Crgmyersionmesteralso will be evailable
Circumference (perimeter) of circle
= diameter x 3.142
(Note: 3.142 is pior m)
or c=dm

=50cm x 3.142
=157.1cm or (1,57Tmm)

Piis always used for circles as it is a mathematical
constant that measures the ratio of a circle’s
circumference compared to its diameter. As
the circle gets wider, it's circumference gets

proportionally bigger!

50cm

A

Y
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Area

= Area measures the 2D surface coverage of an object.
= To calculate area we multiply the key dimensions; the answer will always be in units

Area: Rectangle
Area of rectangle (A)
A =length (I) x width (w)
Calculate area of rectangle:
A =50cm x 35cm 35em
A= 1750cm? (or 0.175m?)

Note: Here the unit, cm, is squared (3. That'’s
because cm is multiplied two times in the
calculation (i.e. cm x cm). And of course you
are working in 2 dimensions with area, hence 50cm

cm?!

A
4

Area: Triangle

Area of triangle (A)
A =1/2 x base x height
(orA=1/2bh)

A=1/2x5cm x4cm 4em
height

Cereeirend Enterprise 412 - Foundet

Now, this formula makes sense because
when you think about it, the right-angled

triangle is basically_half a rectangle. So N >
the formula for cal@[r IEW, E@Eﬂ[r[;@@ S ORENAase g
right-angled triangle is the same gm§p3at
ot copy

calculating a rectangle, but ha

w000 be published July 2016

A =m x radius?
(orA=mr?)_

eveision.master also will{oe evallalb

A =3.142 x 6.25cm?
A =19.6cm?

The radius is half the diameter, or half the
‘width’ of the circle. You know how with
circumference that as a circle gets wider, it's
circumference gets proportionally bigger;
well of course so too does it’s area.
Good old pi again!

']
o
&
o
=
[
o
3

numeracy
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Old-school v nu skUL

= As technology increases we are seeing a growing incidence of digital measuring
devices replacing analog ones. The claims supporting digital devices are that they
are more precise and therefore more accurate, faster and safer.

= Many devices use lasers for measuring levels, distances and angles.
Others are used in technical and construction activities for locating
electrical cables, gas lines, water pipes and other hidden dangers.

= Digital laser rangefinders calculate accurate distances and support one-
person operation. These devices can also store information, perform
calculations and calculate area and other required measurements.

= If you pay enough to invest in state-of-the-art industry-standard devices
then the device can also send data to a smart phone app that can be
stored in a spreadsheet to save having to transcribe while on the job.

= Old school measures involve the user physically making the
measurement and writing the data. This can cause measuring
inaccuracies and transcription errors. But it can have the advantage
of a hands-on approach, whereby a person uses their physical
expertise, their ‘eye’ and their experience to measure (and estimate)
accurately.

Images: (t) nikkitok/ (b) Tuned_In/
iStock/Thinkstock

Volume
= The volume of an object measures its ‘capacity’ or ‘size’ in 3 dimensions.

¥ o gerserent Enterpriise d2 Ferndeon: >

units® because now you are wor nsions!

Volume: Rectangular prism (cuboid) 206:/’
Volume of a cuboid

v=IxwxH=0 Preview purpeses emnly

V =20cm x 50cm x 35cm

V =35,000cm? (or 0.035 [m@ESg@c y

Note: Here the unit, cm, is cubed (3). That’s

because cm ismultiplied,threg times in
the caIcuIatiokcE@ @\I}@ﬂﬂ@[ﬁ Jﬂﬂl]y 2@1@
course you are working in 3 dimensions with
volume, hence cm?!

eversion master also Will be evzllable
Volume: Cylinder A <_>

Volume of a cylinder

V=mnr%h

V =3.142 x (25cm)?x 40cm 40cm
V =3.142 x 625cm? x 40cm

V =1963.75cm? x 40cm?

V =78,550cm?(or 0.079m3)

Q
Q
&
o
=
[
o
H

numeracy
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Measuring out | F

1. Perform the following calculations showing all workings. (Tip: It might be a good
idea to draw a sketch in your workbooks!)

a. The perimeter of a fence around a rectangular yard measuring 10m x 8.5m.

b. The surface area of the lawn of this yard (assuming it goes right up to the
fence).

c. The surface area of a right-angled triangular compost structure located in the
yard that has a height of 90cm and a base width of 2m.

d. The area and volume of a rectangular ‘cubby house’ measuring 2m by 3m
with a height of 120cm.

e. The area of a circular concrete fountain with an edge width of 75cm.

2. The owners are thinking of laying a synthetic lawn. Calculate how much surface
area of lawn remains uncovered after the compost, cubby house and fountain
are incorporated into the yard.

3. How much might a synthetic lawn cost approximately? Go online and find some
more exact prices. What about natural turf2 Which is cheaper and why?

( Calculations
ancd Enterprise 12 - Foundetion
[For preview purpeses only
not copy
Book to be pulblished July 2016
eversion mester also will be avalleble
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G | Stop the goats

Farmer Tone has been living

on his 2.5 acre square patch

of land for many years and as
a retirement hobby he grows
turnips, sprouts and of course his
prizewinning onions.

His peace is shattered when
Starlight Moonbeam and her
partner Krusty Longshanks take
over the vacant plot next to
him. Living out of tents and their
rainbow Bongo Van they pursue
a sustainable lifestyle and as such they allow their goats Marcel, Pablo and Freida
to roam free. The problem is that the goats are getting into Farmer Tone’s vegie
patch and gobbling up all of his hard work.

Image: Angela940/iStock/Thinkstock

Tone can’t take it any more when he comes out to see all 3 goats greedily devouring
his prize onions. He is even more galled that Marcel appears to be smiling at him

as he chows down on one particular fat bulb that Farmer Tone thought might have a
chance at this year’s county fair.

Tone has helam@ﬁh@[mok

guys, I’'m as reasonable as the next man, but we have to stop the goats.” They reach
agreement to build a fence and share costs.

1. Draw a sketch of_the plan to stop the goats.

2. What length of ﬂ:g[;oal'r l@l@ t@@Mcf the block’s
perimeter from the goats? J.Tﬂ]fywould you recommend? Why?
3. Farmer Tone sees an opportunity in this and thinks he might be able to increase

e cre o (B NG St s

4. Tone uses 40% of the block for his house, outbuildings and other amenities. What

area would potentially be available for an expanded vegie patch?
Tone noﬁce I—®.m. ['Tﬂ aslt.er I@Wﬁﬂﬂfﬁ@@ a.N |k%nking
by these green folks - this could save him some money. He looks online and sees a

cylindrical tank that measures about 1.6 metres in height with an internal diameter
of approximately 200mm.

5. What would be the approximate capacity (volume) of
this tank in litres2

6. How much might a tank like this cost?2 How much might it

Q
o
&
o
3
[
o
H

numeracy

save Tone on his water bill2

7. How long do you reckon this could last to water his
expanded vegie patch?
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5. Measurement in action

The ability to apply numerical understanding to work-related tasks will make you a
more skilled and valuable employee. Some common measurement activities that you
might come across depend on your industry, your occupation and your workplace.

1. Measuring instruments

= Hospitality and food services might use measuring cups and spoon-sized
measures. You will need to be able to convert from ml and gm to cup and
spoon sizes depending on the recipe.

= Construction, trades, textiles, some retail and others will use both analog
and digital measuring tapes and devices. They will need to convert between
different lengths as well as calculating perimeter (e.g. guttering), length (e.g.
dressmaking), area (e.g. landscaping) and other measurements.

= Some jobs require the use of micro scales in cooking, pharmaceutical,
sciences and retail. Macro scales may be used in construction, transport,
wholesale, engineering and other fields. There are strict laws governing the
use of weights and measurements in industry.

2. Materials and inputs
= Goods producers such as farmers and manufacturers need to be able to
predict, estimate and calculate amounts and costs of inputs.

= However, nearly all service providers use various inputs such as components
(e.g. IT repairs), fuel (e.g. courier), ingredients (e.g. catering), raw materials
(e.g. construction) as well as many others.

" o R TS R R

ordering which causes spoilage, waste and unnecessary $ costs.

3. Stock

" ther operatin Db DM IO SIS T, o> o Pt
= Estimating, calculating an E{®NBYh stock levels is vital to ensure

appropriate customer service and to avoid excessive waste and cost. This also
helps avoid ‘stock-outs’ which might see customers buy from a competitor, or
which (F@ektedtepuislishee Julyy 2N

= Workers need to be able to estimate or calculate stock-on hand, as well
as the amount of stock needed for an order (manufacturing) or to meet
rriarersiontmeisterelse Wil béevelelle e
grower, a market wholesaler and a locar florist would approach stock-related
estimates surrounding both Mothers’ Day and Valentine's Day!

4. Labour
= Service providers such as tradies need to add a labour charge to their quotes.

= Labour charges obviously include the cost of a worker's labour on a per
hourly basis based on how long it is likely to take to complete the job.

= But more importantly, labour charges will also need to include an amount to
recoup both fixed and variable costs associated with providing the service.

= Fixed costs include the tradie recouping some of the costs of tools,
equipment and vehicle; whereas variable costs might factor in travel time, fuel
and other variables related to that specific job.

']
o
&
o
=
[
o
H

numeracy
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AT Workplace Numeracy

250

Investigation or Response

For this task you will complete either a concise investigation into numeracy in a workplace
or a response based on questions related to workplace numeracy (completed under test
conditions).

Your teacher will inform you of which task you will be required to do and the format for
submission.

Note:

Your teacher might add other tasks. If so record these below along with other important
information such as report format, due dates, word length, use of images and multimedia

and others.
Investigation: Workplace Numeracy Response: Workplace Numeracy
1. Select an occupation in a workplace with | You will undertake a task that requires you
which you are familiar. to respond to a series of questions.
2. Outline why workplace numeracy is vital | The task is likely to be conducted under test
for employees in this occupation. conditions.
3. Which type of measuring devices and The questions might take the format of:
meqsurirllg uni;s do these employees - Closed questions e.g.
commonty uses Which units of measurement are commonly
4. Discuss 3 examples of how employees in | jsed for lengths of timber2
this occupation use numerical skills on a Caleulate th £ tanale using th
day-'ro- - " Calculate e.ed o a@)ﬁec g e using the
5 oA s o 2 I”U!ihz@lh '| I
5. Assess y' u_“agl)@me[r Se . Ml[m a @[m
: - Open questions: e.g.
to being able to carry out these tasks. ) ) ;
What skills do you need to develop and Which measuring devices are commonly used
how will you develop these? in a workplace you are familiar with¢
6. Outline an exqmy G - ReTrievI chrt or gverview template: e.g.
measurement skill -® n@m@w u M[r[;@e@m ich you are familiar
work-related task. Show qppr 'yey examples of work-related
calculations and an image (if rm@ &0 p tasks in action. Explain how
measuring devices and units are used for
these.
Book to be pulblishechuly. 2008 muius
materials such as a case study, graph,
article or other related resource. e.g.
eversion mester elsowii-oveeveliaole e fan
shown in the diagram.
( \
Other tasks and important information
L
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Volunteering/Experiencing Work

1. Getting out there Safety Audit

2. Action time Evaluation- Work-Related Skills ..260
Induction Checklist Evaluation- Industry Specific Skills 261
Work Placement Journal/Log Assessment task

11. Volunteering/Work: Activities p- Duedake/Done? Comment

A Glossary - Volunteering/working 251 l
v
\

B Getting out there 253 [
/

C What am | going to do? 255

Induction Checklist 256

Work Placement Journal/Log 257

258-

Safety Audit 250

Evaluation - Work-Related Skills 260

Evaluation - Industry Specific Skills 261

AT Work in anc Enterprise 12 ¥ [Foundeilon

L

Comments:

[For preview purpeses only
not copy

N J
Book to be E@Mbﬂnwmmg/working

In your workbooks complete a glossary using key terms and work;

lace examples.

List key vev;r\é/%rrn%llgigw ana provide a aeninirion ana an example’in your weorkbook.

—
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=
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o
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1. Getting out there

All throughout this subject you have been undertaking activities in order to improve
your career portfolio and to help make you more employable. However, the key task
that you can do to improve your chances of gaining entry-level employment is to build
your experience in work-related situations

In order to do this you need to undertake a variety of one-off and ongoing work-related
placements. These will enable you to build generic skills, industry-specific skills,
communication, teamwork and initiative. In essence you will become a more
enterprising young job-seeker with more to offer potential employers. You will also
boost your CV, expand your network and gain valuable referees.

Work experience/work placement

You should undertake placements in work-related settings that match your career
pathways preferences. These will give you an insight into the day-to-day roles and
responsibilities of workers in occupations in which you are interested. You can also
see if you are suited to these roles - and indeed if you are even interested in this type
of occupation.

You can develop industry-specific skills, learn and apply WHS in relevant situations
and develop teamwork and interpersonal skills. You will also be able to identify your
current strengths and weaknesses so as to develop an action plan to identify your
skills gaps and seek out appropriate training, qualifications and experience to help set
up your career. You will also establish industry contacts - and as you know - access to

hidden vacancies is a key part_of entering the labour market. .
So what eﬁe.‘ @Eﬁ%@)ﬁ%ﬁ%@mcements.

By undertaking these while still at school gives you an advantage with supervision,
WHS induction and coverage for public liability insurance.

Volunteeringlcom[iﬁypvﬁp

Australia has many comm mtiLOP ygﬂ@a% tk@@[!ydriven by volunteer
i’; Q)

labour and expertise. Working fi nisation or a social enterprise

creates a win:win:win:win situation.

1. You get the ﬂﬂ@hn@@ﬂy and build

experience in real work-related tions.

2. You help your community by assisting them to achieve their Is - goals which
wilbbe eveilebl

are usl astentalson 19® EWVe ﬁ, ®
3. You gain access to an expanded network of people to grow your contacts.

4. You demonstrate leadership and responsibility by being proactively engaged
in the community as you
are actually becoming a
stakeholder in making your
community better.

Now it’'s hard to argue against
that set of potential positive
outcomes - not only for you - but

ist!
also for others you assl st! Image: mangostock/iStock/Thinkstock
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Enterprise or personal development activity

Another option you could consider is to develop and run an enterprise or personal
development activity. Some schools will actively support you to do this. In essence you
may be creating your own, short-term, community enterprise.

Planning, organising, doing and reviewing any self-managed enterprise or personal
development activity builds significant enterprise capabilities. This option might suit
those of you who are considering becoming self-employed further into your career
pathway. And undertaking a teams-based enterprise or community project builds even
more skills.

Your activity might focus on a school-based outcome, such as training Year 7s in
health and fitness (ideal if you want to get into sport and recreation).

Or you might initiate a community activity such as doing gardening and maintenance
for elderly locals (ideal if you want to enter a trade or become a gardener).

Really the possibilities are endless. If your school supports this type of program, and 'g
many do, and you plan a safe and ethical enterprise activity, then you will have so

much to add to your CV and to talk about in a job interview.
Getting out there

Outline the advantages of each type of skills-development situation. List other
relevant information about possible ideas, work settings or contacts.

Options, Other information
Ca dati

neelan e NSRS Eal 2 EOURAAtLON

Work
placement

[For preview purpeses only
DO Mot coP

Volunteering/

mmunity | [BOOK 0 e pPublished July 2046

work

AVeErsion master also will 0@ evallaole

Enterprise/
personal
development
activity

other?
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2. Action time

For this section you will be
required to do the some or
all of the following tasks and
activities.

2N

Your teacher will lead your
class through a discussion of
your requirements, the steps
you must take to fulfil your
requirements and relevant

timelines and deadlines. Don't wait for opportunities to happen to you,

make them happen for you!
Image:

Options o
U Identify and source potential volunteer and/or community service opportunities.

[ Undertake volunteer and community service placements.

U Identify and source potential work placement opportunities.

U Undertake work placement(s).

U Plan, organise, do and review an enterprise or personal development activity.

Requirements and activities

As part of@m s == Emetattempdd

others relevant to your IPP and EPP. Some of these tasks can be completed
using the pro-formas included on the following pages.

U Undertake a school-based WHS induction (SmartMove) program before
commencing PIIEFIFNSreViEW pPUrPOSES Ry
U Participate in a workplace oraxter, i tion program.
BT ek
or placemen ry.

U Create and maintain a log boo
U List and comment on daily duties undertaken.

O List commu@'@t[@@htﬂ]@ﬂyt 2088 ctivity or

placement.
S R MR I B B

L Conduct a WHS safety audit.

L Obtain a completed Evaluation - Work-Related Skills pro-forma from your
supervisor.

[ Self-assess using the Evaluation - Work-Related Skills pro-forma.
L Obtain a completed Evaluation - Industry Specific Skills from your supervisor.
U Self-assess using the Evaluation - Industry Specific Skills pro-forma.

 Complete a final report that summarises your strengths, weaknesses, interest
in the job and action plan related to the placement or activity.
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What am | going to do? | C

Outline your requirements related to volunteering, community work, work placements,
and enterprise or personal development activities as directed by your teacher.

Requirement What am | required to do? Deadlines, forms & other information

2.
3.

Cereer anc Enterprise 12 - Foundetion
4,

[For preview purpeses only
not copy
Book to [be published July 2046

5.

eversion mester elso will be avellable

Other information:
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Induction Checklist

Ensure that this induction checklist is completed before and during the work placement.

Student:

Workplace:

Student’s role:

Induction by: Position: Date:

Prior to placement At commencement of and during placement

. Initial Date Initial Date
Activity to be completed when done & time when done & time

Activity to be completed

. = Greet student and provide
= Meet with student. general induction.

= Discuss the operation of the

organisation. = Check for appropriate attire.

= Collect from student

= Determine suitability of appropriate emergency contact

student for work tasks.

information.

= Introduce to supervisor if = Conduct general tour of

appropriate. facilities.

= Describe appropriate attire. = Introduce to supervisor.

= Clarify supply of personal = Conduct specific worksite

protective equipment or work familiarisation.

. Outli s ‘

wear. Outine and Enterprisedi2«{=ovndetion

dangers.

= Conduct tour of first-aid
facilities and emergency exits.

= Negotiate dates, start,

LIS provton i BSEEH-
not copy

Book o [be pullishiser Iy 2046

= Collect and sign appropriate = Introduce to safety rep
forms. or relevant employee with
. respons
> prouce cad ViSO Mester elsowii oeenzileble
absences/lateness. Ou I|ne proper use of persona
these: protective eqmpment

= Conduct training of student
in how to complete work tasks.

= Undertake start-of-day and
end-of-day briefings with

= Supply student with

appropriate literature, student. -
handbooks, etc.. = Host visit from school staff
member.

= Meet with school
representative. = Complete student
evaluation(s).

=

= =
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WO DIFO=FOIM:

Work Placement Journal/Log
Name: Day/date: Times at work/duration:
Workplace/Worksite: Supervisor:

Ti3v1§|§kat Description of the main tasks you performed and/or the duties you undertook during that time.
6992%3,?{ Signed on at 8.36am. Continued with the stocktake in the warehouse started yesterday.

Explanation of trainihg )/skills | demonstrated today:

| lo not @@g@y

Book to be published July 2016

Examples of how | used workplace technology today: A WHS practice | followed or observed in action today:

eversion mester also will be evallable

An effective communication tool or strategy | used today: | Special arrangements or requirements for next workday:

Student Date:

signature: S 3
£ 5

Supervisor’s Date: o5

signature: 8 &
c o
2 x
2 3
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Safety Audit
Perform a WHS/OH&S audit of a work environment in your workplace or worksite.

Fill in an additional safety item for each of the 10 categories on the audit.

1
2
3. Add up to 10 other workplace safety risks that relate specifically to this work environment.
4. Draw or photograph 2 workplace safety hazards that are being controlled effectively.

5

Draw or photograph 2 workplace safety hazards that could be controlled more effectively.

amnd Eﬁn[;@i[rﬂé@ 12 = [Foundefion

[For g@[rtvl@w [p)&ﬂ[f‘ﬁ@@@“ only
Do not copy

Book to [be g@uﬂﬂi@[‘m July 2016

e-version master also will b avallable
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Workplace:

Inspected by:

OYy 0O OO0y O 0O00OY 0O OO0y D OO0y 0 OO0V

()

Safety Audit
Worksite:

Date(s): Time(s):

Floors...
Coverings free from holes.
No spills, waste or rubbish.

No stock, boxes or materials on floor.

Aisles...
Free from clutter and spillages.
Proper line-marking and/or traffic signs.

Adequate vision and illumination.

Windows...
No broken panes.

Allowing adequate illumination.

Allowing appropriate ventilation if appropriate.

Illumination...
Proper lighting for area.
Avoidance of shadowing.

Light fittings in good repair.

Workspace...
Free from clutter.
Benches, desks, chairs correct height.

Adequate lighting.

Safety equipment...
Proper protective equipment available.
Equipment in good repair.

All employees using PPE.

O OO0y O OO0y O OO0V

vachinenCEFGET ENC ENterpriseiz« Foundetion

Safety cutoffs accessible and working.
Proper guards in operation.

Adequate lighting.

For oUNROsSEs only

Electricals... [m@ y

Appliances tagged.
No frayed leads.

Appropriate storag ﬁ@ [@@ E@M[@ %l}gmjtnd shown.

L Trained first-aid officer available and known.
d Equipment clean, maintained and locatable.

a Emergency procedures known and displayed.

exi

Career and Enterprise: Foundation 12
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Evaluation - Work-Related Skills
This evaluation needs to be completed by your supervisor in relation to your work placement.

Student:

Workplace:

Student’s role: Date(s):

Evaluated by: Position:

The performance of the student in relation to: Excellent ~ Very Good  Good Basic  Notshown
=> Communicating effectively ..............cccccooveuruenn.... ) CH C ) Cy
= Being adaptable .............cocoooeeeieeeeeeeeeee, o )y CJC
=> Showing initiative (and enterprise)....................... [ ) ( ] [ ] [ ) [ j
5> SOIVING-Problems ..........coeveeeeeeeeeeeeeeeeereeeee, ) Co C ) CyCo
= Managing and leading.............cccccevovvveeeeennn. o )y C)C
= Planning & organising ............cceeeveeeeeeeeeeeenennn. [ ) ( ] [ ] [ ) [ j
= Learning New tasks ..........coovoveeeeeeeeeeeeeeeeeenenan, ) C))CH U
= USIiNg teChNOIOGY ..., CHCH CHYCH o>
= Being Self-aware .............cccocuevevececeeveeeceeeeeeaan, C )y CH CyCy ey
2 e G end Enerprise 42 - Poundation

Briefly describe up to three of this student’s most successful contributions/areas of involvement.

1.

2 Io nof @@py

3.

Briefly suggest areeB @@rﬂggge[@@@ A9 1tod v%ﬂ%fmﬁﬂe 2©il"®

Feel free to comment further. (Add another page or a specific evaluation if necessary.)

Signed: Date:

Career and Enterprise: Foundation 12
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Evaluation - Industry Specific Skills

This evaluation needs to be completed by your supervisor in relation to your work placement.

Student:

Workplace:

Student’s role: Date(s):
Evaluated by: Position:

Specific work-related skills or competencies successfully demonstrated by the student:

e.g. Safely used kitchen equipment including microwave, industrial dishwasher and peeling machine.

ancd Enterprise 12 - Foundetion

lo not copy

Briefly describe up KC@W PB)ilBof involvement.

Briefly suggest areas that this student should aim to develop further.

1.

2.

Feel free to comment further. (Add another page or a specific evaluation if necessary.)

Signed: Date:
|\
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AT Work in Action

Viee For this task you will complete either one of more (or a combination) of the following work-

262

ZIN

related experiences.

Work placement(s)

Volunteering activities

Community service activities and placements

Workplace visits and familiarisation

o000 DO

Enterprise activity or Personal development activity.

Your teacher will inform you of your requirements in accordance with your school’s program.
You must complete the related components of the SmartMove Safety Program and Safety
Passport prior to commencing relevant external placements.

Successful completion of this task will be demonstrated through your fulfilment of a variety
of activities that will be evidenced as part of your ongoing IPP and EPP including:

creating and using a log book of your experiences

reporting on your daily duties that you undertake through a daily journal (log book)
performing a workplace safety audit

listing communication strategies that you used in the workplace

outlining networks that you have accessed and contacts that you have established

obtaining relevant workplace evaluations and references

31.[‘: | h|s@m@w;r'k“;::i in

v summarise your suitability for work based on these experiences.

AN N N N N N

These activities should be included and recorded as part of your ongoing IPP and EPP with
relevant documents -F~ g!fqrt ur Career Portfolio.

Your teacher is also Ii ’Y[m @m@”T@Wloss (or on video) that
summarises your experiences. [ﬁ]@ﬁ @@E@y

Note:

Your teacher m|g 0 @K“ﬁ@ em 7 @on the planner,
along with other i r@gg JI IS ed- . e, ord length, use
of images and multimedia and others.

eversionmaster alse-willeeavallable

Career and Enterprise: Foundation 12
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Assessment Task - Work in Action

" Cerreer end Enterprise 12 - Foundetion

vi. Obtain workplace evaluations and assessments.

[For preview purpeses enly

Name:
Tasks th}i(:;d Due by Done Teacher
Part A: Prior to the placement/activity/experience
i. Negotiate suitable placements/activities. v
ii. Complete SmartMove requirements. v
iii. Get all relevant permissions signed and returned. v
Part B: During the placement/activity/experience
i. Complete onsite WHS induction. v
ii. Complete daily journal/logbook. v
iii. Communicate effectively and list strategies used. v
iv. Conduct a WHS Audit. v

Part C: After the placement/activity/experience

i. Complete personal audit of your strengths and weaknesses.

Reflect on your Qggﬁgm@ﬂ@y@%@"ngh JM& 2(0)1@

role.

" e iErSIon mesuer alse will b avelleble

Prepare/submit final report in suitable format. v

Give presentation report to the class (if required). 'é

-~
Additional information:

Career and Enterprise: Foundation 12
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AASM providers 168
academic factors 152-153
accommodation options 218
active listening 122

agent 220

analysing 238-239
anti-discrimination 230-231
apprenticeship office 56
aptitude tests 94

area 243, 245

attitude 123

attributes 40

Australian Apprenticeship
Support Network 164, 168
Australian Apprenticeships
160-168

Australian Defence Force 165
AWDC 56

bank statement 197

being SAVI 40

bill shock 197

bond 212

bond lodgement form 220
budget 207

budget deficit 206

budget surplus 206
budgeting 206-208
calculating 238-239

capital investment 28-29
career and enterprise 4-7
Career Centre WA 24-25
career development 42
career influences 46-47
career investigation 50-52
career life cycle 182

CMC - pro-forma 98
career management
competencies 8-9

career pathways 2-4
casual work 187

cold canvassing 56, 59, 62-65
cold-canvassing - letter 82
commission 195

g%n;Tumcatlon tec @ar eer Ejn

community service 159
community work 252, 254-255
condition report 220
contemporary work settings 33
correct pay 235

course application form 172
course fees 173

courses - application process
170-171

courses - applying 169-173
cover letter 82

deduction 204

demand 13

DIDO 35, 187

digital natives 30
ecommerce 29

education 43

employer responsibilities - safety
232

employment 17-19,
employment trends

21,23
employment trends 18-21, 23, 46
enterprise activity 159, 253,
254-255

enterprising behaviours 4-7
enterprising career development
1-11, 22

entertainment costs 213
entry-level employment 16

equal opportunity 230-231
estimating 238-239

evaluation - Industry Specific
Skills 261

expression of interest 76-77

Fair Work Ombusman 235
FEE-HELP 173

FIFO 35, 187

financial documents 196
Financial Management 193-208

finding apprenticeships 163,
167-168

flexible work arrangements
187-188

flexitime 187

food costs 212,214

formal training 43

functional flexibility 186-188
Future Skills WA 162

Gaining a Job 53-98

getting around 215

getting assistance 24

goal setting 36, 44-45, 139-143
goals - academic factors 152-153
goals - achievement 150-159
goals - overcoming barriers
156-159

goals - personal factors 150-151
goals - social factors 154-155
goals - societal factors 154-155
hidden job market 69
home-based work 183
hot-desking 187

income 195

income tax 202-205

income tax brackets 203-205
income tax return 202
Independent Living 209-223

Individual Pathways Portfolio 8-9,

10, 178

induction checklist 256
industry growth 19

informal training 43

interests 40

interpreting 238-239
interview questions 119, 125
IPP audit 10, 178

job advertisements 70-73

job application - letters 77, 82-85
job application - process 66-67
job applications - advice 78-79
job applications online 81

job appllcatlons written 80-
job applications 59, 78-89

job description 70
job interview - answers 129
JOb |nterV|ew evaluahon 136

scenarios

| p [rw gg ;;S

itk plieesies

markets 13-15

mass 243

measurement - labour 249
measurement - materials and
inputs 249

measurement - stock 249
measurement - workplace 249
measurement - workplace
instruments 249
measurements 242-243
measuring 240-241, 244-248
measuring devices 240-241, 246
measuring units 240-241
medicare levy 204

micro factors 21

mobile bill 197

mobile work settings 34
money matters 194

multiple career pathways 3
multiple intelligences 147
multi-skilling 187

myfuture 24-25

networking 42, 56, 60-61, 163
numerical flexibility 186-188
Occupation Investigation
Summary 52, 114

off-the-job training 43
on-the-job training 43

open job market 68
outsourcing/contracting 187
part-time 187

pay - correct 235

pay slip 196, 235

payment in kind 195
perimeter 243-244

personal competencies 41, 145,
146

personal development 42
personal development activity
159, 253, 254-255

personal factors 150-151
phone bill 197-198

predicting 238-239

private training providers 169
problem-solving - ‘what/how’
156-157

problem-solving 238-239
problem -solving scenarios

jlc>2b9|nterV|ew queZ[im@tE@

job interview - SAO 126-127
job interview - STAR 128
job interview prep: Get ready

Boeikfie-bepubll

job interview prep: Go 120-125
job interviews - advice 107-109
job int erwews group 102-103

jOb mterwews panel 102-103
job interviews - preparation 101,
104-105

job interviews - remote 106
job portals 48, 56-58

job search - strategies 59

job specifications 70

job vacancies 68-69

Jjobactive 165

job-seeking process 55
job-sharing 187

journal/log 257

labour market 14-15, 46
labour market information 46
landlord/landlady 220

length 242-243

living costs 212-217

living independently 210-211
macro factors 21

Hﬂng 36- 37
renting 2I8-

résumé - sample 92-93
résumé - sections 91

retainer IS

safety audit 258
salaries 195

selection criteria 86-87, 128
self-employment 183
sharehouse 218-219

skills 40

skills audit 148-149

skills gaps 157-159

skills shortages 26-27, 46
SMART goals 142-143

social competencies 41, 145, 146
social factors 154-155

societal factors 154-155
sources of jobs 56-58
spreadsheets 201

STAR 87, 128

strengths and weaknesses 144-
145, 148-149

stress 189

stress management 189
superannuation 201

Career and Enterprise: Foundation 12
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supply 13

TAFE - application form 172
TAFE - applying 169-173
TAFE 169-173

TAFE fees 178

tax file number 203
technological change 28-29
technological evolution 30-31
technology - communication
30-31

telecommuting 187
telephone use 74-75
temperature 243

tenancy - fixed term 220
tenancy agreements 220-221
tenant advice line 221

TFN 203

The Job Interview 99-136
time management 185
traditional work settings 32
traineeships 160-168
training 42, 43

transferable skills 41, 146
transport costs 213, 214-215
unemployment 17-19
utilities 212

values 36-38, 40

VET FEE-HELP 173

virtual workplaces 34
volume 243, 246
volunteering 159, 252,254-255
Volunteering/Experiencing
Work 251-262

wages 195

wealth 199-201

websites - jobs 48, 56-58
‘what/how’ problem-solving
156-157

Where are The Jobs? 11-52
work environment 32

work in action pro-forma 263
work |nduct|on checklist 256

work placements 158

work settings 32-35

work/life balance - causes 180-
181

work/life balance - employment
183

work 183
work/life balance - self-
employment 183
work/life balance 180
Work/Life Balance 189-192
work/life choices - managing
190-191

||fe settings 182-184

rce Development Centres

[lywork/life balance - home-based

worklng safely 233-234
workplace change 29-31

SAO 87-89, orkpla ce ondmons 235
tI ts 235
mester elsgWill he avelliellenz:,

specific sk|IIs 261

workplace evaluation - work-
related skills 260

workplace flexibility 186-187
workplace issues - dealing with
225

Workplace Issues - Problem-
solving 223-237

workplace issues - UCAR strategy
225-229

workplace issues 224
Workplace Numeracy 237-251
workplace numeracy 238-239
workplace safety - employee
responsibilities 232

workplace safety - employer
responsibilities 232

workplace safety audit 258
workplace safety induction 234
workplace technology 28-29
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