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Additional Materials: A4 plain paper (9 sheets)
Cover sheet to indicate whether typewriter or word processor used

READ THESE INSTRUCTIONS FIRST

You may use either a typewriter or a word processor for this examination.
Type or write your Centre number, candidate number and name on all the work you hand in.

Answer all questions.

Type your answers on the separate paper provided. Start each question on a fresh sheet of A4 paper.

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.

DO NOT WRITE IN ANY BARCODES.

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.

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

At the end of the examination fasten your work securely together, before placing it inside the cover sheet.
The number of marks is given in brackets [ ] at the end of each question or part question.

This document consists of 9 printed pages and 3 blank pages, 2 Inserts and a Cover Sheet.
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1 Accuracy Test

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

HEALTH AND SAFETY OF COMPUTER OPERATORS

It is important in the office or in any work environment that correct health and safety procedures
are in place to protect employees from risks and hazards that are harmful to their health and
well-being.

The Health and Safety (Display Screen Equipment) Regulations 1992 were introduced to prevent
injuries associated with the use of visual display units. Organisations and employers have a duty
to carry out risk assessments of all workstations to make sure they meet the requirements of the
legislation. Under these regulations, employers must provide eye tests and information associated
with the prevention of injuries that may be caused.

Screen filters, window blinds, checking work surface heights, adjustable chairs, foot rests and
document holders are just a few provisions that employers can put into place to aid the health
and safety of their employees. Eyes can become strained as a result of staring at a computer
for long periods which may result in headaches, migraines and eyesight deterioration. It is also
important that adequate rest breaks are given in order to prevent repetitive strain injury, eyestrain
and muscle fatigue.

One of the most common causes of muscular pain and discomfort for computer operators is bad
posture when typing. Correct posture at workstations is essential for operators’ health. Chairs must
have adjustable seat height and a back that is tiltable to provide good back support.

Taking simple precautions and reading guidelines provided by employers will assist in the
prevention of injuries or health problems that can occur from bad habits.

© UCLES 2015 7101/32/0/N/15 [Turn over



4

2 On asheet of A4 plain paper, display the following newsletter.

Make all corrections as indicated. [20]
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Delivering health and safety courses continues to be a priority and we have now

A2l expanded to the north weSt of the country. We are currently taking the lead on
delivering courses in office safety to schools and colleges.

wsoo* Customer Feedback
o /
We are pleased to announce that feedback from customers on improvementén S

safety awareness in the workplace has bn very positive. As illustrated below,
workplace injuries in Scented Products Ltd were dramatically reduced over the last
three months. This is high recognition of the excellent training by our experts!

A.‘ o [\ Customer feedback can be viewe%on the company intranet.
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0( On this note we shd take every opportunity to ensure that our own mgn’(ﬁy health
and safety reports are excellent in comparison to all our competitors!

o*¥ In-house Training

s
Management feel that if all our office staff were involved in practical issues of health
and safety, they would be more motivated to identify and reduce them. Starting from
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next week it is proposed that training in hazards in the office wl be delivered to all
departments on a weekly basis.

Listed below are dates and proposed short courses?
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| will send an email tomorrow confirming the rooms/times, together with
supplementary documents which | hope will consolidate the event objectives.
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3  You have received a letter from Mr Emmanuel Khan of Safety Sure Association, 101 Hoover Lane,
Sheffield, South Yorkshire SP 1CX. He has requested a timetable of health and safety courses for
2016.

Using the headed paper provided (Insert 1), compose a letter from the details below. Use today’s
date and the reference BR/your initials. The letter will be signed by Mrs Blessed Rusape, Course
Manager. [30]

e  Thank Mr Khan for his letter which was received yesterday (use correct date), expressing an
interest in our health and safety courses.

*  Point out that we are committed to delivering high quality training and use the best instructors.

e  Say that our training products have been developed and are delivered to the highest of
standards.

e Tell him that, as requested in his letter, we are enclosing a timetable of health and safety
courses for 2016.

* Inform him that discounts are available for bookings for multiple delegates.
*  Mention that a buffet lunch and certificates for delegates are included in the price.

* In the final paragraph say that a brochure is enclosed in which he will find full details of the
courses and fees.
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4 Set out the following Minutes of a Meeting using A4 plain paper. Use single line spacing and
number any continuation sheets. Make all corrections as indicated. [20]

(}Rs u Minutes of the Health & Safety Committee held in the Viking Conference
Centre on 18 September 2015 at 2.30 pm

Present

Mark Hussain, (Chairman), Health & Safety Officer
Hinda Khan, Risk Assessment Officer

Stella Banda, First Aid Officer

Soraya Rimmer, Safety Representative

Charles Tshibola, Human Resources

Daniel Beck, Minutes Secretary

A psloqies Cor absence
were feceived From Ha.rr\\j Deluce and Sandrine Lokusa,

LS
A\ocﬁod\es

Minukes of the preuiovs «ma,t‘.nj

A e minutes obth%r::bn; wse propesd bhd' MH and Seconded
%Sﬁmhub\a a true record ob’c‘b‘:rocmm&s
Matkers arising
COSHH ’c'mi.n.i.r\g Bu bochnmicians han ba armnged For F.iwlg.z’
JQ Obler o615, Detalils d(}(:,h.w Lm'm'mg, wl b \0M4eo\ in tha
nast %f.uao\tuap
Fire evacuation
o e usplansed cvacuation e place on Turdey
I W Minol iagues susre ideakiFied. Seme mombes
ofy atef, wsre slow| teluckant to svacuoke the building and

SK WWW &W\Od—'-‘! mashall be a.rfon :

Firsk o
Sé w\.e)‘\rmn.d atl do_f)u)tnwnf/s shd be toauad wwith

© UCLES 2015 7101/32/0/N/15



of mémk.a;d ks . Tt wa—oag-u.d M/ﬁm/ca;a

Follau.uw'n& e updated Lot %6«6&&&0.6 recaad fm
Human Qbsoufcn/s, (wx,bus are now hocated h‘athn. LL%"S

Amq othar  Duoiress
Td

Utth'lr\j to \-ef)ov-t )

Date and. Eme 2 rest nmn.lcr%
U

/lé \la. o.rro.njqcl.

v = - -
- -~ —— e — -

© UCLES 2015 7101/32/0/N/15 [Turn over



——

all

mnktol.d'n.
tHRe atbteched acch

Doctions
Mfort 60rw\

donk

5 (a)

© UCLES 2015

10
FOR COMPLETION BY USERS OF TYPEWRITERS ONLY.

Use Insert 2 for this task.

If you are using a word processor go to Question 5(b). [20]
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(b) FOR COMPLETION BY WORD PROCESSOR OPERATORS ONLY.

Set out the following table using A4 plain paper. Rule as indicated.

HesdR. and Sefgky Covrses
i mebable a() Couwrses — 2016

[20]
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Permission to reproduce items where third-party owned material protected by copyright is included has been sought and cleared where possible. Every reasonable
effort has been made by the publisher (UCLES) to trace copyright holders, but if any items requiring clearance have unwittingly been included, the publisher will
be pleased to make amends at the earliest possible opportunity.

To avoid the issue of disclosure of answer-related information to candidates, all copyright acknowledgements are reproduced online in the Cambridge International
Examinations Copyright Acknowledgements Booklet. This is produced for each series of examinations and is freely available to download at www.cie.org.uk after
the live examination series.

Cambridge International Examinations is part of the Cambridge Assessment Group. Cambridge Assessment is the brand name of University of Cambridge Local
Examinations Syndicate (UCLES), which is itself a department of the University of Cambridge.
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