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Workplace Skills Access

m Develops customised training resources across a range of industries

m Offers customised industry training that develops employees”
workplace communication skills

m Complements existing training programs to assist workers who may
need extra support in English language, literacy, numeracy or basic
computer skills

m Assists workplaces with other training consultancy services such as
training needs analysis, development of training plans, improvement
of workplace documentation and general workplace communication
reviews.

Other resources developed by Workplace
Skills Access

Aged Care

m Aged Care Documentation — You can do it (manual)

w It All Adds Up (video and training manual)

m Safe Food for home care workers (video and training manual)

Food Safety
W Keeping Food Safe (video and training manual)

Horticulture
m Understanding Farm Chemical Labels (manual)

m Healthy Harvest— Controlling germs during vegetable production (video,

training manual and trainer’s notes)
[ Health & Safety in
manual)

Other

m Report Writing in Corrections (interactive CD ROM)

m Scene Savers.
ROM)

m /t's Not a Board Game — Safe work practices for plasterers (DVD and
manual and trainer’s notes)

w Straight to the point — Infroduction to map reading (CD ROM including

trainer's notes)

For more information about Workplace Skills Access and

the resources contact:

Workplace Skills Access

Swinburne University of Technology TAFE

369 Stud Road, Wantima South, VIC 3152

Ph: 92101170

Fax: 9210 1966
tbandopadhayay@swin.edu.au

Web:  www.tafe.swin.edu.au/access/wsa10.htm
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Working Words
in Aged Care

Working Words in Aged Care is a vocabulary
booklet designed for people working in aged
care.

It covers vocabulary for:
M Care and assistance
W Moving

W Food

W Personal hygiene
M Social

W Behaviour

W Medical

It also has sections covering:
W abbreviations and

W useful phrases.

The booklet was funded under the Workplace English Language and
Literacy Programme by the Commonwealth through the Department
of Education, Science and Training.

Key Features
W The resource:
— provides correct spelling
— contains useful, specific terms
— comes in a plastic pocket for protection.

M Itis a flexible resource that can be used when:
— completing notes and documentation
— writing reports
— reading notes and reports
— describing work
— undertaking training.

W Users can add definitions or translations of terms.

B Develops confidence in using a wide range of vocabulary
when completing documentation.

W Extra space is provided for adding abbreviations and words.

Organisational Uses

While the booklet provides correct spelling and word
choices, it is important that it sits within a larger
training plan. This can happen in a number of ways.

W The booklet can be introduced as part of an
induction program for new employees.

W The booklet can be used as part of on-going
education programs, including refresher courses,
communication and documentation training and
staff meeting discussions.

W Individuals can be guided in its use by a colleague
in a one to one coaching/mentoring situation.

W Small groups can meet to review the booklet's
content to ensure its relevance for the facility.




