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Paper 3  Text Processing
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2 hours
Additional Materials: A4 plain paper (9 sheets)

Cover sheet to indicate typewriter or word processor used

READ THESE INSTRUCTIONS FIRST

You may use either a typewriter or a word processor for this examination.
Write your Centre number, candidate number and name in the spaces provided on the cover sheet.
Answer all questions.
Type your answers on the separate paper provided. Start each question on a fresh sheet of A4 paper.
At the end of the examination, place your answers inside the cover sheet and fasten them securely
together before handing them in.

The number of marks is given in brackets [  ] at the end of each question or part question.
Insert 1 is for use with Question 3. Two copies of this insert are enclosed.
Insert 2 is for use with Question 5(a). Two copies of this insert are enclosed. Attempt this question only if
you are using a typewriter.
You should read through the paper before answering the questions.
The businesses described in this question paper are entirely fictitious.
If you experience any fault with your typewriter or word processor, tell the invigilator immediately.

INSTRUCTIONS TO SUPERVISORS

The typed Accuracy Test (Question 1) must be attempted first and collected at the end of ten minutes.
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1 Accuracy Test

Produce the following passage in double line spacing.
You have 10 minutes for this accuracy test. [10]

HEALTH & SAFETY AT WORK

The Health & Safety At Work Act 1974 was designed to ensure that healthy and
safe working conditions operated in the work place. It encourages high standards
and the protection of the law is afforded to all people at work. 

The duties and responsibilities under the Act are applicable to employers,
employees and the self employed. For instance, it is the duty of the employer to
ensure safe entry and exit routes in and out of the work place, to provide adequate
welfare facilities and safe equipment and systems of work. The employee has a duty
to take reasonable care for his or her own health and safety and that of other people
who may be affected by his or her actions.

Each country has its own health and safety laws and enforcement agencies. Some
of these laws have been in existence for decades; others, such as the Swaziland
Occupational Health & Safety at Work Act of 2001, are relatively new or newly
updated.

In the United Kingdom, health and safety legislation is enforced by the Health and
Safety Executive (HSE) and by local authorities through their environmental health
departments whose officers are responsible for dealing with offices and shops in the
area. HSE inspectors investigate factories and other industrial sites.

It is now becoming obvious that stress is the cause of much absenteeism from work.
Medically, it is a known fact that people who suffer stress for much of their working
lives are likely to suffer an increased risk of heart attacks and strokes in their old
age.
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2 Produce a copy of the following Staff Notice on A4 paper.

Make all corrections indicated and pay attention to display.

No ruling is required. [20]
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3 The Health and Safety Executive (HSE) has received an enquiry from Parker Construction Ltd,
26 Nottingham Lane, Thatcham, RG4 6WY concerning health and safety regulations applicable to
the construction industry.

Compose a reply from the following details.

Use the headed paper (Insert 1) for your letter.

Use today’s date and the reference PG/MW. [30]

• Thank Parker Construction Ltd for the letter which was received recently.

• Point out that there are many specific regulations relating to the construction industry.

• Explain that a safety officer will need to be appointed for each construction site.

• Explain that regular inspections of all sites are made by HSE and firms who do not obey the
law may be fined.

• Mention you are enclosing a booklet setting out the regulations for the construction industry.

• Offer to send an inspector to talk to them about health and safety regulations.
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4 (a) Produce the following memorandum on A4 plain paper.

The memo is from Human Resources Manager to Departmental Heads.

The heading is Health and Safety at Work.

Use today’s date and the reference KT/MW. [15]
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(b) Produce a copy of the following Agenda on A4 plain paper. [5]
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5 (a) Attempt this question only if you are using a typewriter.

If you are using a word processor, go to Question 5 (b).

Complete the Accident Report Form (Insert 2) with the details given below.

All work must be done on the typewriter. [20]

At 10 am today, eighteen year old Alice Ndebele of 69 Bright Street, London WC2 3BJ, who
works in the Sales Department, tripped over some trailing telephone wires in the reception
area.

She hurt her right knee and bruised her right arm.

The accident was witnessed by Geoffrey Marchant who also works in the Sales Department.

Alice had a plaster put on her knee and her arm was bandaged by Tina Khan, a company first
aider.

Alice returned to her duties immediately after the accident.

The accident was reported by the Sales Manager, who will be signing the form.
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(b) Attempt this question only if you are using a word processor.

If you are using a typewriter go to Question 5 (a).

Set out the following table.

Use A4 plain paper.

Do not rule the table. [20]
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