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Unit 5

How To Know The Workplace
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g‘tmeﬁ 1: Workplace
Source: https://www.theodysseyonline.com/
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1. Tools & Machines
2. Maintenance Work
3. Manual Reading
4. Workplace Safety

3‘Umw1'7i 2: Machine Learning

Source: swisscognitive.ch 620 x 620 AUAWAIN
\Wovnanse
1. Tools & Machines
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What is it? It is a mallet.

What is it used for? It is used for hammering the nails.

What is it? It is a gas welding machine.

What is it used for? It is used for melting work.
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Machines Tools Office Supplies
Freight Elevator Set square Fax machine
Generator Mallet Paper shredder
Grinding Machine Drill Dictaphone
Molding Machine Hack saw PC computer
Car Lift Hoist Projector
Gas Welding Machine Multi-meter Lap top
Evaporative Cooler AC adapter Adding machine
Mainframe Computer C-Clamp Printer
Concrete Mixing Machine Swiss army knife Scanner

Air Jack Rivet gun Photocopier
Abrasive Wheels Screw Dictation Machine
Forklift Trucks Nut Laminating Machine
Stapling Machines Bolt Label Makers
Paint Sprayers Wrench Shredders

Lathe Screwdriver Ruler
Woodworking Dust Chisel Envelope

Cutting Machine Plane Cash Register
Grinding Trowel Paper Clip
Polishing Machine Plumb Bob File

Automatic Plate Spirit Level Cabinet

Injection Machine Mason Square Stapler

Sewing Machine Steel Tape Pen

Packing Machine Divider Glue
Data-Processing Machine Sheer Liquid Paper
Tractor Farming Machine Tape Measure Carbon Pad

Remover Cutter Whiteboard Markers
Vibrating Feeder Nail Index Card
Automatic Assembly Machine Ladder Calculator

Screwing Machine Anvil Whiteboard
Molding Machine Spring Memo Pad
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2. Maintenance Work

Maintenance involves keeping the workplace, its structures, equipment, machines,
furniture and facilities in good repair and operating efficiently and safely. It includes many tasks
including repairing, replacing, servicing, inspecting and testing. The term could also be used in
relation to the importance of keeping your staff safe, fit and healthy.

There are two main types of maintenance work:

1. Routine/preventative maintenance is usually planned and includes scheduled
inspections repairs and replacement to make sure everything continues to work. It can be

compared to an annual service on your car.

2. Corrective maintenance is needed when things go wrong or break downs occur
demanding reactive action to be taken to get things up and running again. It can be compared

to having a repair carried out on your car after a part has failed.

Regular maintenance is essential to keep premises, equipment, machines and the work
environment safe and reliable. It helps to eliminate workplace hazards. Lack of maintenance
or inadequate maintenance can lead to dangerous situations, accidents and health problems.
It is important that a planned maintenance program is in place and that all maintenance work

is risk assessed before beginning the task.

g‘lJm‘W‘f"i 3: Maintenance Work

Source: m.automotive-fleet.com 640 x 430 AUAILAIN
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(Troubleshooting) sausazsasdin1sTenulymuaziuziinsnsuilunazdesiulamiu q fae

n1sanudeldeynn (Problem)

What’s the matter?
What’s wrong with it?

It is out of service.

It is damaged.

AsanuLazuannIsuAlY (Solution)

What should | do?

What do you advice?

You should restart the machine.

You should change a spare part.

Problems Causes Solution
1. Wheels won’t turn. Wheels are fixed to axles. Move wheels outwards on axle
2. Cars goes slowly. Too much weight Reduce amount of materials
3. Range does not heat. Blown fuse Correct voltage
4. No heat at one surface burner. | A burned - out element Clean and tighten connections
5. Surface burner too hot. Incorrect connections Switch wires as required
6. No heat in oven. Element connections loose Clean and tighten connections
7. Oven too cool. Burned — out element Replace element
8. Oven too hot Inoperative oven control Adjust or replace control
9. Appliance fails to heat. Inoperative oven control Adjust or replace control
10. Uneven baking. Range tilted Level range
11. Blocked hose, powder pump | Too high air pressure Reduce air pressure on pump
12. Poor flow Heat up of the metal too slow | Increase temperature
13. Starter turns slow. Dirty, loose, Remove and clean connections
14. Engine runs at any speed. Loose or broken v-belt Replace or adjust v-belt
15. Low motive steam pressure Poor ejector performance Raise steam pressure
16. Car will not start. Dead battery Check battery by voltmeter
17. Clean green water Dissolved copper Metal Gone
18. High filter pressure Dirty filter Filter & Tile Cleaner
19. Pool water loose Minor leak Leak sealer
20. High oil temperature Fuel heater malfunction Replace fuel heater
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Giving Suggestions on How to Use a Basic Tool

should + base form of verb

should not + base form of a verb

Example 1: How to use a clamp

A: Do you have some suggestions on about using a clamp?

B: Yes of course.

You should not use an uneven level surface work-piece with a clamp.

You should not allow the jaws to touch the work-piece.

You should protect the work-piece with wood or paper.

You should tighten the clamp carefully by pressing evenly on the work-piece.

Example 2: How to use a power saw

A: Do you mind giving me some suggestions about using a power saw?

B: You should wear safety goggles or a mask.

Giving Instructions

Conversation A.

Student A:

Student B:
Student A:
Student B:

Student A:
Student B:

Excuse me. I’'m new here. Do you mind giving me some suggestions about
using a wrench?

Sure. Don’t use a wrench with sprung jaws. It might slip.

Okay. Could you please tell me about using a chisel?

Well, don’t use chisels with mushroomed heads. Pieces of shattered head
might fly and hit others.

Thanks a lot.

It’s my pleasure.

Conversation B:

Student A:

Student B:
Student A:
Student B:

Student A:
Student B:

Excuse me. I’'m new here. Do you mind giving me some suggestions about
using a drilling machine?

Sure. Don’t hold a drilling machine by the cord.

Okay. Could you please tell me about using a power saw?

Well, disconnect a power saw before servicing, when not in use, and when
changing parts.

Thanks so much.

Don’t mention it.

English-on-the-Job
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2.2 Job Report Form
Ms@gusienu biiagdumsnenuiymessnunsonsedlsinisding 15e5189u
a wa [J 3 PN 1% = s = 1 3 1 I ] Ao o A
NAN1TUHUANUINTUNIEABILUUUNDTH TIFIUUTENDUTDILUUNB UL UDDNLTUN 4 d1undAtyAD
dufl 1 @i (Heading) fimssvysieasiBumieniuiud (Date) fdlas (To) Weulae

A3 (From) Wdeidasesls (Subject)

duh 2 dwAni vivain3ut (Introduction) dnsseyfisgauseasd (Purpose) vad
TBNURALILOMTINETAZIBUUUED 9

@il 3 dauvesilen (Body) imsszyseasideanfileusainisinausliinazduna
nsUfUR Jagvn Yeyaadia vve nsedung
duh 4 dwagy (Conclusion) nsasuiilomNfenITseay Tolausiuy LuININs

wAtgmndeansuaue

Job Report Form

Date submitted: ..oooeeeeeeeeeeeeeeeeeeeeeeeeeee, T . e
O e et ettt ettt et et et st et et e eae st et et e et e e eaesrenes
O e ettt ettt ettt et e et ettt ettt et st entesaeenaenns
ASSIENMENT/TEAUESTEA: ..o
PrOBLIEMS AN GCTIONS: ettt ettt ettt eaeeeeseeaeeee e et e eeeeseeeeaeeenen
NBINIE: et POSITION: oo

(JOB ADDRESS)

(JOB ADDRESS) Da”y Job RﬂpO"t

(JOB PHONE / JOB FAX)

Number:
Weather: (Below 40), (40 - 60), (60 - 70), (70 - 90), (Above 90) Date:
Day of Week:

Description of Work: |

Subcontractor: Crew:

Notes/Deliveries:
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3. Manual Reading

£

Adan1sidaunsal (Manual) dansjavsnaielviinlatuneuvesnisufianulagldaunsal

El
%
Y i <

1y 9 lesgnegnees n1ssugiionsufiRau (Manual Reading) ludsninduiionsufiangnses

Y

Nudesegilotat q  ievianudilansufinu Emsldiesedle  eunsalegnsasidun

e

wazanaveaesluiniu ieldliAndeRanaialunsujifan wasielvguiifnunsuiazdila

Tmsvieslsteu - was mszalensuuRnuIzkandieaiutunaunITInnuntaEay (Flow of

Steps) wanatunaun1sU{UR (Instructions)

N15UBNYTUABUNNS9TY (Instructions) 2 FULUUAR

3.1 One-step instruction. You can use imperative when giving instruction:

Asking for instructions

Positive instructions

Negative instructions

Excuse me. Can you show

me how to use an air jack?

Sure. Connect the host to

the exhaust pipe.

Do not locate under the fuel
tank.
Never make it on sand and dirt

area.

Excuse me. Can you show
me how to operate a PC

computer?

OK. Press the start button.

Don’t make it wet.

3.2 Multi-step instructions. If there are a number of steps in your

instructions you can use the following sequence markers:

Asking for instructions

Positive instructions

Negative instructions

Excuse me. Can you show

me how to use an air jack?

Sure. First, connect the
host to the exhaust pipe.
Then, put air jack under
the car next to the wheel.

Finally, start the car.

Do not locate under the fuel
tank.
Never make it on sand and dirt

area.

Excuse me. Can you show
me how to operate a PC

computer?

OK. First, press the start
button.
Then, choose the program.

Finally, do your job.

Don’t make it wet.
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Conversation

A:

B
A:
B

Excuse me. Can you show me how to use an air jack?
Sure. Connect the host to the exhaust pipe.

Oh, | see. What do | do next?

OK. I will tell you step by step.

First, connect the host to the exhaust pipe.

Then, put air jack under the car next to the wheel.
Finally, start the car.

OK, I’'ve got that. Thank you very much.
.co.uk o

Team-

;nlmwf/'i 4: How to use air jack

Source: twitter.com 600 x 487 AUAILATN
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Example of Reading Manual 1

How to Use a Power Drill

First, open the chuck with the chuck key.

Next, put the bit in and tighten the chuck with the chuck key.
Then, plug in the drill.

After that, press the trigger.

Then, touch the bit slowly to the work-piece with light pressure
until the hole is completed.

Finally, back the bit out of the hole slowly.

Example of Reading Manual 2

How to Use a Public Telephone

First, you need to put a coin in the phone box.
You could also be specific and say "in the coin
slot of the phone".

Then, you have to wait until it says "enter your
number".

Next, you have to enter the number that you

want to call to a person.

Then, talk to him.
Finally, put phone handle receiver en in the

place where you'd previously taken it from.

T t‘_‘ﬂ“"r‘h For the final step you could also have said

Finally, hang-up the receiver in the cradle (the part of the phone that holds the receiver).

4. Workplace Safety
dieliAnaulaeadeluanuusynounts 15eu dinau vise eadnseng o Al
fuusesifensinthedydnunifeuseingsedeou Teufth wasdevalunsufifau 438ms
gruvievineanudladydnualing 4 du Sdedunn 2 sghafle 1. nmiteglutie Fuinasdusaina
fieumnlunuiiiuwazansnsavinanudilale ynau nanw way 2. Amdedetiaglutihe dasuiide
floglutihe  azvenmnuvnevesthelifeuinle wasdfidanld  Fsmadeudeuluguuuy

¥

Adengwasavilivateguluy il
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wuud 1. 149 Positive Imperative @8 Verbl + object for instructions, suggestions and
advice. 1% Open your book.

LL‘UU‘T"; 2. 14 Negative Imperative #® Do not or Don’t for negative instructions L%
Don’t put off an ear muff.

LL‘U‘U‘Vi 3. 19 Be or Don’t be before an adjective. 191 Be on time. Don’t be late.

wuufi 4. 14 Do + Verbl + object for strong instructions. 141 Do unplug the
machine.

LL‘U‘U‘Vi 5. 1% Never + Verb1 + object for negative instructions instead of Don’t.
19U Never turn right at the corner.

wuufi 6. 14 No + Verb ing for negative instructions U No smoking in this area.

SAFETY
GOGGLES

SMOKING

gﬂmwﬁ 5. Safety Signs
Source: illawarrasigns.com 410 x 355 AUAYATN
Workplace Safety: Safety First Rules: Safety Rules in the workplace
1. S = Stop Mobile Phone Use
Use of mobile phone is strictly prohibited while driving a vehicle or Material
Handling Equipment (MHE) to minimize distractions.
2. A = Avoid Evaluated Loads
Never walk or work under suspended loads elevated by cranes or Material
Handling equipment (MHE).
3. F = Fit For Work
Do not report to work, operate a vehicle or any equipment while under the

influence of alcohol or drugs.
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4. E = Equipment Maintained
Inspect equipment prior to use. Lockout detective equipment.
5. T = Take Five
Take 5 minutes before you begin a task to assess the risks. Control and
eliminate the risks while performing the task.
6.Y = Yes, | am Prepared
Know where to g¢o and what to do during an emergency. Follow Safety Data
Sheet (SDT) guidelines on handling hazardous materials or dangerous goods.
7. F = Fall Prevention
No working at height without authorization. If it is required to work at height,
the required prevention controls must be put in place.
8.1 =1am Accountable
Report all incidents, near — misses and unsafe conditions. Never walk by a
problem.
9. R = Responsible Operations
Operate vehicles or Material Handling Equipment (MHE) at safe speed. Wear
seat belt or Personal Protective Equipment. No passenger on MHE.
10. S = Stand in Line of Sight
Be seen and be safe. Stand at area where truck or Material Handling
Equipment (MHE) operators can see you.
11. T = Traffic & MHE Safety
Check truck or container wheels before loading or unloading. Lock and secure

vehicle or Material Handling Equipment (MHE) when not in active use.

Conclusion

To work with tools and machines in the office, employees need to learn about the
vocabulary, expressions and instructions of each tool and machine in English. To get high
efficiency, directed to work purposed and safety, students should be able to read and
describe the name of each tool and machine and also able to follow the instructions of
each tool and machine.

Tools & Machines

Tools and Machines are used for helping people to make things. It is important for

employees to learn the vocabularies about tools and machines and know how it’s work.
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A tool is a piece of equipment that you use with your hands to make
or repair something such as a drill, set square, a multi-meter.

A machine is a piece of equipment with several moving parts that uses power to do a
particular type of work such as a molding machine, a gas welding machine, a car lift.

Question and answer about the tools and machines name:

Question: What is it? Answer: [t is a mallet.

Question: What is this called in English? Answer: It is called a mallet.

Maintenance Work

Maintenance work is to check for the mistake or problem of the machine and tool for
repairing or solving that problem. In order to do any maintenance work, you need to check
the problem first, and then you should give some advice to solve that problem. A work order
form is a report form of employees or customers to fill in their maintenance requisition and

submit to the mechanics. In the form it will report the problem and solution to any problem

happened.
Question and answer about the problem:
Question: What’s the matter? Answer: It is out of service.
Question: What’s wrong with it? Answer: It is damaged.

Question and answer about the solution:
Question: What should | do? Answer: You should restart the machine.

Question: What do you advice? Answer: You should change a spare part.

Manual Reading

A manual, is a technical communication document intended to give assistance to
people using a particular system. Most manual contain both a written guide and the associated
images. It is needed for employees to be able to read the manual correctly for the best
operation. The employees have to understand the instructions clearly and demonstrate to
the manual in order to know and understand the operation of that things.

There are 2 ways for telling and giving instructions:

1. One-step instruction. You can use imperative when giving instruction:

Positive instructions: Connect the host to the exhaust pipe.

Negative instructions: Do not locate under the fuel tank.

English-on-the-Job
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2. Multi-step instruction. If there are a number of steps in your instructions you can
use the following sequence markers:
Positive instructions: First, connect the host to the exhaust pipe.
Then, put air jack under the car next to the wheel.
Finally, start the car.

Negative instructions: Do not locate under the fuel tank.

Never make it on sand and dirt area.
Workplace Safety
Safety Sign is a significant role in facility organization to alert employees to potential
hazards, simply provide directions, restricting smoking areas and restricting access or
observing unsafe environments. Safety sign contains image and text which is international
meaning for everyone to understand.
There are many way to mention the text in the sign such as:
1. Use Positive Imperative: Verbl + object for instructions, suggestions and advice.
Ex. Open your book.
2. Use Negative Imperative: Do not or don’t for negative instructions
Ex. Don’t put off an ear muff.
3. Use Be or don’t be before an adjective.
Ex. Be on time. Don’t be late.
4. Use Do + Verbl + object for strong instructions.
Ex. Do unplug the machine.
5. Use Never + Verbl + object for negative instructions instead of Don’t.
Ex. Never turn right at the corner.
6. Use No + Verb ing for negative instructions

Ex. No smoking in this area.
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LUUEINIAA

Exercise 1: Listen the questions and choose the correct answers by looking the
pictures.
1. What percentage of school leavers and graduates believe that it is important to have fun

at work? a) 50% c) 79%

b) 32% d) 83%

2. Which country was paper invented in?
a) China

b) America

) England
d) Japan

3. What percentages of workers believe having access to social media platforms helps them

to be more productive? -
a4 oc\Akw\ a) 20% b) 39%
Na* ¥3/ 0) 65% d) 53%

4. Which company allows colleagues to bring their dog into the office in UK.?

BRING YOUR
DOG: WORK

a) Amazon b) lkea ) Microsoft d) Samsung
5. How many minutes a day does the average office worker spend looking for lost files and

other items?
‘\*» . a) 20 minutes b) 15 minutes

c) 50 minutes d) 35 minutes

English-on-the-Job '
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6. During an average day, how many miles does a typist's fingers travel?

_. “‘~< /Q;,;{y

Typm

; ‘ /‘/ Jobs o
a) 6 miles b) 3.5 miles c) 12.6 miles d) 9.7 miles

7. How often is the average manager interrupted?

a) every 20 minutes b) every 8 minutes

c) every 17 minutes d) every 40 minutes

Exercise 2: Learning vocabularies of tools and machines in the workplace.
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Exercise 3: Learning vocabularies of tools and machines by filling them with their

usage.

1. A is a machines that is used to lift the car up for maintenance.

2. A is a tool that used for holding small pieces of wooden sheet
together.

3. A is a tool that used to measure electric voltage and current.

a. A is an office machine which record sound.

5.A is an office machine which consist of a processor, monitor and key
board.

6. A is a tool which consists of folding pocket knife with various tools.
7. A is @ machine that generates electricity.

8. A is @ machine use to weld metal sheet together.

9. A is a tool that is used for cutting metal.

10. A is an office machine that is use to destroy document.
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Exercise 4: Practice with your partner.
Conversation 1: How to use a power plane.
Student A:  Excuse me. I’'m new here. Do you mind giving me some suggestions about
using a power plane?
Student B:  Sure. Never yank the cord or the hose to disconnect it from the receptacle.
Student A:  Okay. Could you please tell me about using a lathe machine?
Student B: Well, secure work with clamps or a vise, freeing both hands to operate the tool.
Student A:  Thanks a lot.
Conversation 2: Describing you colleagues
A: What do you thing about Meredith?
B: She is bossy.
A: Why do you think that?
B: She tells everyone what to do.
Conversation 3: Talking about the office problems
A: What’s Jane’s problem?
B: She can’t open the door of the office supplies. It’s locked.
A: What should she do?
B: She should get a key.
Exercise 5: Rearrange the steps of how to clean cartridge contacts by putting the
number 1, 2, 3, ..............
To clean cartridge contacts
CAUTION: The cleaning procedure should take only a few minutes. Make sure that the ink
cartridges are reinstalled in the product as soon as possible. It is not recommended to leave
the ink cartridges outside of the product longer than 30 minutes. This could result in
damage to both the print head and the ink cartridges.
1. Check that power is on.
2. Open the cartridge access door.
3. Wait for the print carriage to move to the ink label part of the product.
4. Press tab on the cartridge indicated in the error message, then remove it from slot.
5. Hold the ink cartridge by its sides with the bottom pointing up and locate the
electrical contacts on the ink cartridge. The electrical contacts are four small

rectangles of copper or gold-colored metal on the bottom of the ink cartridge.
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cartridge
problem 1] Elctical contacts

6. Wipe only the contacts with a damp lint-free cloth.

7. On the inside of the product, locate the contacts in the print head. The contacts
look like a set of four copper or gold-colored pins positioned to meet the contacts
on the ink cartridge

8. Use a dry swab or lint-free cloth to wipe the contacts

9. Reinstall the ink cartridge

10. Close the access door, and check if the error message has gone away

11. If you still receive the error message, turn the product off, and then on again.

Clean merely the dealing by a humid fabric.

Depress belt on the cartridge presented within the error information, therefore get rid

of slot.

Apply the arid broom and fabric for rubbing the dealing.

Watch the print carriage for removing toward the ink label part for the goods.

Carry the ink cartridge with its areas by the floor spotting or raise the electrical

dealing upon the ink cartridge.

Equip the ink cartridge again.

Discover the cartridge entrance the goal.
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Exercise 6: Read the passage given and fill in the job report form.

My name is Thomas. | am a maintenance technician for Airbus Co., Ltd. Mrs. Ann from
Information Technology department called me yesterday at 9 pm. to repair some things in
her department. The details are as followed:

- a photocopier is jammed,

- the wifi on the 2™ floor doesn’t work,

- the internet connection is out of service.

She needs to use everything on this coming Friday 25" January no later than 11 am.
By the way, | just order some spare part to fix the wifi adaptor today. So | need to work

overtime on Wednesday and Thursday to repair everything in order to submit it to her on

time.
Job Report Form

Date submitted :............ ettt ettt ettt ettt eaeees

TIME: oo, (2 ettt ettt ettt et ettt ettt ettt ettt ettt
e R (B et ettt ettt ettt
From: oo, () ettt ettt ettt
AsSIGNMENT/TEQUESTEA: (D)oo

Problems @nd @CHIONS: (6)... ..ottt ettt et et e e et e e e e eenaees
NamMe: ..o ettt ettt et e ettt et ettt ettt een
Position: ......cocvevvveeen. () ettt ettt ettt ettt

Exercise 7: Read the safety rules of this company and answer the questions by using
activity 5W + 1H

Companies should establish rules to govern the conduct and actions of their employees.
These rules should leave no room for discretion and argument. The rules must be enforced and

action should be taken every time a rule is violated. Since safety programs already contain the
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assignment of responsibilities and safe work practices/procedures, rules should be kept to a
minimum.

General rules

> All accidents must be reported immediately to your supervisor/foreman, and prior

to leaving the workplace.
> All workers must have proof of training indicating that they are trained in WHMIS.
» Workers must wear appropriate PPE when and where required.

» Workers must perform all work following safe work practices and safe job

procedures.
» Workers must maintain good housekeeping.
» No fighting or horseplay is permitted at the workplace.
P No theft or vandalism will be tolerated at the workplace.

» No possession or consumption of alcohol or illegal drugs is permitted while at the
workplace.

> You are not permitted to arrive or remain at work if your ability to perform the job
safely is impaired.

1. What is it in the passage?

2. Who is followed this rules?

3. Where is it taken place?

4. When is it followed?

5. Why do you follow this rules?

6. How do you follow?

Exercise 8: Read these sentences and write ‘true’ or ‘false” in front of them.
1. This sentence is written in the imperative. >> “You need to get your hair cut.”
2. This sentence is written in the imperative. >> “Book now for the circus.”

3. Tom, leaves the washing up for now.
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4. Turn right at the church.

5. A recipe would be written in the imperative.

6. An instruction manual would not be written in the imperative because it tells you what
to do.

7. Travel directions would be in the imperative.

8. You find “Click here’ in an manual reading.

9. This sentence is not polite. >>> | would like you to look at this.

10. This sentence is written in the imperative. >>>>"Stop.”

Exercise 9: Rearrange the safety rules into the correct sentences.

1. hardhats / yourself / falling / wear / against / objects / protect / to

2. falls / roof / use / jacks / to / and / guard / planks / against

3. from / hazards / keep / free / slipping / ladders

4. safety / workplace / employees / and / in / the / for / responsible / are / health

5. record / a / of / orientation / the / of

6. company / rules / are / explain / that / to / specific / safety / your

7. employee / training / the / if / ask / taken / any / has / he / safety

8. protections / work / must / in / these / before / place / be / start / you
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LUUNAEUUSER1 Unit 5

Directions: Choose the best answer.
1. What is this called in English?
a) It is called a concrete mixing machine.

b) It is called a vending machine.

) It is a molding machine.

d) It is a hack saw.

2. Ann: What’s wrong with it?
Bob: It is

a) dirty
b) sparked

) jammed

d) malfunction

3. Before the machine. Make use that you unplug it already.

a) stopping
b) repairing
C) restarting

d) throwing it away

4. Technician: | submitted the for your consideration yesterday.
Supervisor: Ok. | will check it again.
a) tool
b) machine
c) payment

d) job order form

5. Which of the following is NOT a guideline for safe lifting?
a) Lift with leg muscles.
b) Keep the object away from the body.
) Bend slightly at the knees and hips but do not stoop.

d) Do not lift any item that you cannot get your arms around or that you cannot see
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6. Who is responsible for health and safety in the workplace?
a) Seller
b) Buyer
c) Customer

d) Employee

7. What should you do if you’re seriously concerned about a safety hazard in the workplace?
a) Down tools and head home.
b) Keep it to yourself and try to avoid hazard.
) Keep on working and mention it to the boss later.

d) Tell your co-workers and report it to your manager immediately.

8. Your employer is responsible for your health and safety at work.
a) True
b) False
c) May be

d) I’'m not sure.

9. What is one thing that a supervisor should NOT do?
a) Make sure workers follow the law and the company’s safety rules.
b) Make sure workers use safety equipment properly.
c) Tell workers about any job hazards or dangers.

d) Leave the new worker to learn on their own.

10. If you get hurt in the workplace, what is the first thing you should do?
a) Tell the supervisor.
b) Get first aid and treatment.
c) Get medical care if necessary.

d) Arrange for transportation to get medical care, if needed.
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NANTIUNTSITBUNTHRU: I5N1960UIULUY Task - Based Learning (TBL)

Fumauil 1: Pre - Task (Listening and Speaking)

1. Pre - Task 1.1 Elicit from students laglgAanssu Questions and Answers 910
Exercise 1 §1u2u 7 o 1Wuns aunitevndeuaifeafuanulszneunslagldsuamuszneu

2. Pre - Task 1.2 [Aans5u Pictionary same iietevmemdniieiuniosdiowdesdns
udalfasuste 10 Al Exercise 2

3. Pre — Task 1.3 14Aans3u Shouting Dictation Wuséwiiedesiiawniesdns Taenades

wazgnesnLUayaly Exercise 3

Sumauf 2: Main Task (Speaking & Reading)

4. Main Task 2.1 Hnvinwen1seunnalagldiassy Pair Work ves Conversation 1 - 3 Tu
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7. Main Task 2.4 finvinwennse1u General rules TngldAanssu 5W+1H dWendneud

Y ¥ 4 .
gnAessnsLileisadly Exercise 7

Sumaufl 3: Post Task (Writing)

8. Post Task 3.1 Language Focus lagldfianssu Group discussion iiern1s3aszsinas
4 Imperative verbs Tdamnuiitinualst True or False lu Exercise 8

9. Post Task 3.2 Language Focus lagldfanssu Group work wieviinisesaisuslmdu
ﬂiziﬂﬂﬁgﬂéfmmmwﬁﬂhEﬂﬂiﬁllﬁmﬁU Safety rules in the workplace Tu Exercise 9

10. Post Task 3.3 ueumnemsvhuuunageuUsE e uazsthdejaeuiionsivaeunay
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Exercise 1
l.c
3. b
5.¢c
7.b
Exercise 2
1. Concrete mixing machine
3. Hoist
5. Projector
7. C-clamp
9. AC adaptor
Exercise 3
1. air jack
3. multi-meter
5. PC computer
7. generator
9. hack saw
Exercise 4: Practice with your partner
Exercise 5
6 >4 >8>3>5>9>2
Exercise 6
1. 21°" January
2.9 pm.
3. Thomas

4. Mrs. Ann

=) LY
LRAYLUUNNYA

2.2
4.3
6. C

2. Evaporative cooler
4. Drill

6. Lap top

8. Scanner

10. Grinding machine

2. C-clamp

4. dictaphone

6. swiss army knife

8. gas welding machine

10. paper shredder
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5. a photocopier is jammed/the wifi on the 2™ floor doesn’t work/the internet connection is

out of service

6. Order some spare part to fix the wifi adaptor and work over time on Wednesday and

Thursday to repair it.
7. Thomas

8. Maintenance Technician
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Exercise 7

1. General rules 2. Workers / You
3. In the workplace 4. During working
5.1t is the safe procedures. 6. You must follow strictly.
Exercise 8.

1. False 2. True

3. False 4. True

5. True 6. False

7. True 8. False

9. False 10. True
Exercise 9

1. Wear hardhats to protect yourself against falling objects.
. Use roof jacks and planks to guard against falls.
. Keep ladders free from slipping hazards.

. Employees are responsible for health and safety in the workplace.

. Explain safety rules that are specific to your company.

2

3

a

5. Maintain a record of the orientation.

6

7. Ask the employee if he has taken any safety training.
8

. These protections must be in place before you start work.

1RAYUUUNAFDUUTZI Unit 5

1.a 2.d 3.b 4.d 5b
6.d 7.b 8.a 9.d 10. b
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