NUMERACY

Level 1

Numbers

Using Numbers at Work

Working with numers: Using a Calculator
Using Clocks and Watches

Using Calendars and Diaries

Level 2

Keeping Number Records
Reading and Writing about Money
Estimating

Filling Out Time Sheets

Level 3

Reading Tables and Graphs
Measurement Tools
Budgets

Income and Expenses

Loss and Deficit
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Today’'s numbers, also called Hindu-Arabic numbers, are a combination of just 10
symbols or digits: 1, 2, 3, 4, 5, 6, 7, 8, 9, and 0. These digits were introduced
in Europe during the XIl century by Leonardo Pisano , an Italian mathematician.
Pisano was educated in North Africa, he later carried to Italy the now popular
Hindu-Arabic numerals. Hindu numeral system is a pure place-value system, that
is why you need a zero.

Before adopting the Hindu-Arabic numeral system, people used the Roman
figures, which derived from Etruscan period.
The Roman Numeration is based on a system based on fives.

N To write numbers the Romans used an additive system: V + | + | = VI (7) or C
- + X + X +1(121), and also a substractive system: IX (| before X = 9), XCIV (X
<[ before C = 90 and | before V = 4, 90 + 4 = 94). Latin numerals are still in used
e _| today!

T
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3 L_LJI 1 2 3 4 S 6 7 8 9 10
.

I I [ \% Vv Vi VI VI IX X

11 12 13 14 15 16 17 18 19 20

Xl Xl Xl XV XV XVI XVII | XVIIE | XIX XX

21 22 23 24 29 26 27 28 29 30

XX XX XX | XXV | XXV | XXVIE | XXV | XXV XXX | XXX

31 32 33 34 35 36 37 38 39 40

XXX XXX | XXX | XXXV | XXXV | XXXV XXXV XXXV XXXEX | XXXX
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Even and Odd Numbers

The even numbers are blue the odd numbers are green

1 2 3 4 5 6 7 8 9 10
@nE two three four five six seven eight nine ten
11 12 13 14 15 16 17 18 19 20
eleven twelve thirteen | fourteen fifteen sixteen |seventeen| eighteen | nineteen twenty
21 22 23 24 25 26 27 28 29 30
twenty twenty twenty twenty twenty twenty twenty twenty twenty thirty
one two three four five Six seven eight nine
°
31 32 33 34 35 36 317 38 a9 40 [>j
-
thirty thirty thirty thirty thirty thirty thirty thirty thirty forty
one two three four five six seven eight nine <[ _|
41 42 43 44 45 46 47 48 49 50 E L|_|
forty forty forty forty forty forty forty forty forty fifty E >
one two three four five Six seven eight nine LLI
51 52 53 54 515 56 57 58 SC 60 D =
fifty fifgy fifty fifty fifgy fifty fifty fifty fifty sixty Z *
one two three four five Six seven eight nine
61 62 63 64 65 66 67 68 69 70
sixty sixty sixty sixty sixty sixty sixty sixty sixty seventy
one two three four five Six seven eight nine
71 72 7.3 74 75 76 77 78 79 80
seventy | seventy | seventy | seventy | seventy | seventy | seventy | seventy | seventy eighty
one two three four five Six seven eight nine
81 82 83 84 85 86 87 88 89 90
eighty eighty eighty eighty eighty eighty eighty eighty eighty ninety
one two three four five Six seven eight nine
91 92 93 94 95 96 97 98 Eg) 100
ninety ninety ninety ninety ninety ninety ninety ninety ninety hundred
one two three four five Six seven eight nine

1,000 2,000 5,000 10,000 | 100,000 | 200,000 | 300,000 | 400,000 | 500,000 (1,000,000
one two five ten hundred two three four five one
thousand | thousand | thousand | thousand | thousand | hundred | hundred | hunderd | hundred million
thousand | thousand | thousand | thousand

Workplace English
Language, Literacy and
Kit

Reference Card




N S A0
O&)OK)O OoOOo
OO OO 3% oOOO% OOO 0o
C > @} o~ Co ooooo"O"
OO Oo O O @umbeh OOOOOOO OoOog%%Oo
2 5 N
e
OOOO
35 OO PO ST OTO O PEOO P RRTRPOO
OO
|/l Addition/Subtraction Table
Work with your trainer.
+- | 0O 1 2 3 q 5 6 7 8 9
o 0 1 2) 3 4 5 6 7 8 9
1 1 2 3 4 5 6 7 8 9 10
> [ )
) ~ 2 2 3 4 5 6 7 8 9 10 | 11
o
WS 3 3 4 5|86 |7 |8/ 8/|10]11 12
> {1
Bl _|
7 . q 4 5 6 7 8 9 10 | 11 12 | 13
5 5 5 7 8 9 10 | 11 12 | 13 | 14
6 6 7 8 9 10 | 11 12 | 13 | 14 | 15
7 7 8 9 10 | 11 12 | 13 | 14 | 15 | 16
8 8 9 10 | 11 12 | 13 | 14 | 15 | 18 | 17
9 9 10 | 11 12 | 13 | 14 | 15 | 168 | 17 | 18
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Work with your trainer.

X, ~| 1 2 | 3 | a4 | s 6 | 7 8 9 | 10
1 1 2 3 4 5 B 7 8 9 10
2 2 4 B 8 10 12 14 16 18 20

>_ [ ]

3 3 B 9 12 15 18 21 24 27 30 GRw

<

4 4 8 12 16 20 24 28 32 36 40 L g

>

3

5 5 10 15 20 25 30 35 40 45 50 Z .
6 B 12 18 24 30 36 42 48 54 60
7 7 14 21 28 35 42 49 56 63 70
8 8 16 24 32 40 48 56 B4 72 80
9 9 18 27 36 45 54 63 72 81 90
10 10 20 30 40 50 60 70 80 90 100
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exact = right or correct.
estimate = a guess that is almost right.

range = the smallest number, the largest number and all the numbers in
between e.g. five to sixty degrees Celsius (5 °C-60 °C), the three to five group
(3-5 year olds). The dash (-) between the numbers shows that it is a range
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When do people in your workplace use exact numbers?
When do they guess or estimate the number?

When do you hear people use the term ‘range’? What kind of range are they
talking about?

NUMERACY
 LEVEL 1

For example:

e age range

e temperature range

* weight range.

% When do we use it?
Al Context

We use exact numbers when it is important to get it right:
* when it might affect a person’s health or safety

* when we need to keep accurate patient notes and records
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Some of the times when we use exact numbers include: Q
* in patient notes and records
* making an appointment

* writing down our work hours.

We estimate numbers when being a little wrong is not Your Doctor’s
VEry serious. appointment is at

We might estimate when we are: 10am on Monday
6th.

¢ working out how long a trip will take — ‘We’ll be there
in about two hours.’

e asking for supplies — ‘We need some cardboard to make posters for the clinic.’
History

In the past, people used lots of different ways to measure height and length. They
might use the length of their thumb, the length of their arm or foot, the length of
their step. This was not very exact.

Today, most countries in the world use exact measurements — like using
centimetres or metres to measure length. In Australia, these units of
measurement are called metric units.

We often group children by age. We might put all the three, four and five year old
children into a group called the three to five year olds.

NUMERACY
s LEVEL 1

the 3-5 group

The youngest in this age The oldest in this age
range is 3 years old. range is 5 years old.
The rest of the group are all the children in between these ages. *
143
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In the oven

" . More than 60°C

s

.~ # Safe temperature

In the fridge
Less than 5°C

Safe temperature

On the Table
Between 5°C & 60°C
5°C - 60°C

Danger zone!

NUMERACY
 LEVEL 1

Getting something exactly right can be very important. If we know that what we
are doing might affect someone’s health and safety, then we need to make sure
that the numbers are exact.

But sometimes it is not so important and we can estimate. We can guess a
number close to the exact number

A good estimate can save time and money.

Number ranges put similar things into a group:

* all the temperatures at which food is not safe

* all the healthy weights for a person of this height

Services for children often put children of about the same age in a group (e.g. 3-5
year olds). Grouping children into age ranges makes it easier to plan activities and
to make sure there are enough carers for each group.
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For some tasks, we have to use exact numbers. For other tasks, we can
estimate numbers.

Write the best word for each job shown below — exact or estimate.

Make an appointment. exact

Get more paper for the printer. extimate

Fill in your time sheet.

_Get supplies for your clinic.

_\/Vrite down the weight of a baby.

Worite down a person’s pulse rate.

Write down the time the medication was taken.

_Put condoms in the Well Men’s Clinic basket.

.Get chairs ready for the Mums and Bubs session.

NUMERACY
s LEVEL 1

Your baby weighs 5 kg. What is:

Age Average weight Dose

1 - 3 Months 4.2 - 6.0 kg 0.6-0.9mL
3 - 6 Months 6.0 - 7.8 kg 0.9-1.2mL
6 - 12 Months 7.8 - 10.2 kg 1.2-1.5 mL
1 -2 Years 10.2 - 12.6 kg 1.5-1.9mL

The smallest dose of medicine you can give him?

]’he big_gest dose of medicine you can give him?

Language, Literacy and
Kit
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Tom estimated the weight of a dog. He checked his guess by measuring the dog's
weight on the scales.

Which of these is most likely the exact measure of the dog’'s weight? Place a tick
next to the right answer.

about 10 kilograms 9.5 kg medium size

Mary needs to replace a flyscreen. She estimated the length of the window and
then measured it using a tape measure.

Which of these is most likely the estimate of the window length? Place a tick next
to the right answenr.

105 cm about a metre 1.05m

We can use different instruments to measure exact numbers. Draw a line to
match the job to the instrument you might use.

NUMERACY
« LEVEL 1

Measure a new piece of pipe for
plumbing repairs.

Check water temperatures in houses.

Measure how much drug to give a dog.

Wprite down the time a water sample
was taken.

Measure the right amount of pesticide. *
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Use the chart above to work out the safe dose of medicine for each child. Write
your answer in the dose column.The first one has been done for you.

Age Average Weight Dose

2 Months 5 kg 0.6-09mL
10 Months 9.6 kg - mL
4 Months 6.8 kg - mL
1 1/2Years 11 kg - mL
8 1/2 Months 10 kg - mL

You are taking these children to a local play group. The play group is split into
three areas — the babies (0-18 months), the toddlers (18 months-3 years) and

the pre-schoolers (3-5 years).

Which group should each child join?

NUMERACY
s LEVEL 1

Emma 5 months Ben 2 vyears Tina 4 years

Chris 4 years Kim 18 months Sally 2 3/4 years
Zeb 2 1/4 years Tom 5 years Amy 11 months
Babies Toddlers Pre-schoolers
0 -18months 18 months - 3years 3 - 5 years
Amy Ben Chris

Emma Sally Tom

Kim Zeb Tina
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When do you see people working with numbers or doing sums? When do you see
people using a calculator? Find a calculator in your workplace.

% When do we use it?
A ] Context

In the workplace, we do sums when we work out:

* how much pesticide to use

* how many supplies we will need.

Sometimes you work the sum out ‘in your head’. Ask yourself:
*  What is the unit (e.g. millilitres)?

* Do | add, subtract, multiply or divide?

NUMERACY
 LEVEL 1

¢ Does the answer make sense?

Sometimes you can use a calculator to help you work with numbers, but first you
need to have a good idea of what the answer is.

When you have finished working something out on a calculator, always ask
yourself, ‘Does the answer make sense?’

Calculators can help you to:

_I_ add X multiply
or or
times

plus

subtract, divide by
minus or or share
take away equally

Information Card Page |







Copy the words into the right place on the table.

divide by, share equally times, multiply
plus, add, add up, total equals, makes, is
minus, take away, subract decimal point
Symbol Words for the symbol
+

> X

g -

E -

:

J

Z

« LEVEL 1

Think about when you have to use numbers at work.
When do you add up to get a total amount?

When do you take away?

When do you multiply (times)?

When do you divide?




Find a calculator, and turn it on. Write the number you can see: .......

Read

The dose of a drug is 15 mg/kg every 4 hours. To work out how much to give you
have to:

* weigh the patient

* write down the weight in kilograms (kg)

* multiply (x) the weight by 15. The answer is how many milligrams (mg) of medicine
to give.

Tom weighs 21 kg. To work out his dose, on the calculator, press 21x15= Answer
on screen: 315

2 1 X 1 o} = 315

This means Tom can have no more than 315 mg every 4 hours.

Fill in

Fill in the keys you press to find the dose for: Jack, who weighs 10 kg.
(Remember you have to multiply (x) the weight by 15)

NUMERACY
s LEVEL 1

Answer on screen

Ann, who weighs 31 kg.

X =

Answer on screen

Peter, who weighs 4.5 kg.

Answer on screen

Language, Literacy and
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Draw a line to match the term with the right symbaol.
divide by, share equally %
equals, makes, is +
plus, add, add up, total -
minus, take away, subtract X
times, multiply =

decimal point +

percent

Find a calculator and turn it on. Write the number you can see:

NUMERACY
 LEVEL 1

C Press the ‘clear’ button. You are now ready to start.

When Wonem Art Centre sells a painting, the art centre takes 40% of the money
and the artist gets 60%.

To work out how much money the artist would get if a painting sold for $1000. on
the calculator, press 1000 x 60%

Answer on screen: 600 This means the artist gets $600.

For each painting sold, fill in the keys you press on the
calculator to find out the amount of money the artist gets.

)
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For a painting that sold for $800

Answer on screen

This means the artist gets

To change the Wonem Health Centre constitution, at least 75% of the members
need to vote YES at the Annual General Meeting (AGM).

NUMERACY
s LEVEL 1

To work out how many people need to vote YES if 23 people are at the AGM, on
the calculator, press 23x 75%

Answer on screen: 17.25

This means 17 people need to vote to change the constitution.

If 44 people are at the AGM, fill in the keys you press on the calculator to find
out the number of people that need to vote YES.

Answer on screen

Language, Literacy and
Kit
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a.m. = morning (before 12 midday).
p.m. = afternoon and evening (after 12 midday).
analog clock = clock with hands that move around a circle.

digital clock = clock that shows numbers and if it is a.m. or p.m.

Look at different watches and clocks in your workplace. Do they show the
numbers in different ways?

% When do we use it?
A) Context

NUMERACY
 LEVEL 1

In the workplace we use clocks and watches when we write down:

e the time we start work

* the time we finish work
* appointment times.

There are two different sorts of clocks and watches:

digital clock

Information Card Page |




Before there were clocks, people used the sun to help them keep track of time
during the day - like we still do today. People also used candles and sand to measure
time, by knowing how long it took the candle to burn down, or by knowing how long
it took sand to fall through a hole (as in an egg timer).

For many tasks in the workplace, it is important to check the time carefully. For
example:

* The meeting will start in 15 minutes.

* Please take Mr White’'s pulse for one minute.

NUMERACY
s LEVEL 1

We have to keep some records for legal reasons. We often use digital clocks when
it is important to record an exact time — such as on time sheets or when a baby
is born.

Being exact about time is not always that important. You might tell your family that
dinner will be ready by 6.30 p.m. But does it matter much if it is a few minutes late
or early?

Workplace English
Language, Literacy and
Kit
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Do people in your workplace
* read or check the time?

* write using the 24 hour clock?

% When do we use it?
Al Context

In some workplaces (such as health centres and hospitals), people write the time
using the 24 hour clock.

One day and night has 24 hours in it.

Analog clock 24 hour clock

NUMERACY
 LEVEL 1

0600 hours

1200 hours

Information Card Page [&




2200 hours

2400 hours

When we use the 24 hour clock we don’t use the same numbers twice. In the
afternoon we add the hours and minutes on to 12 (because midday = 12 hours).

So the time is written like this:

s LEVEL 1

>_

@

12 hour clock (analog or digital) 24 hour clock <[
0

9 o’clock in the morning 0900 hours %
11.45 a.m. 1145 hours )
1600 hours Z

4 o’clock in the afternoon
(12 + 4 hours)

2220 hours
(12 + 10 hours and 20 minutes)

People use the 24 hour clock when it is really important to get the exact time.
If you use the 24 hour clock you won't get mixed up between morning times and
afternoon times.

O,
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Fill in the gaps in the table.

Analog form Digital form
9 o’clock 9:00
6 o’clock
>_ [ J
O~
Half past 8
e
W
S >
LL
-
B .
5.15

Quarter to ten

ten to 8

7.05
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When you look at a meeting time, it is important to know whether the meeting is
in the morning or afternoon. The letters ‘a.m.’ or ‘p.m.’ tell you this.

a.m. = before midday

Noon = middle of the day (12 o’clock)

p.m. = after midday

P
L
¥
C

Midnight = middle of the night (12

o’clock)

NUMERACY
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Fill in the times on this table and write whether they are a.m. or p.m.

How would you write this time?

ten o’'clock in the morning

10:00 a.m.

five twenty five in the afternoon

fifteen minutes after noon

ten minutes before noon

half past three in the afternoon

twenty to twelve in the morning

Language, Literacy and
Kit

0,

.50.
% Z s
SANWELL 7 e



NUMERACY
 LEVEL 1

Before taking a water sample you let the water flow for 1-2 minutes.

Work with a colleague or your support person. Find a watch with a second hand.
Estimate (guess) how long 1 minute is. Ask a colleague to use the watch to measure
how close to 1 minute your estimate is.

Read this story:

An antibiotic drip is started at 0800 hours and will go through in 8 hours.
What time will the drip go through?

Answer: The drip will go through and finish at 1600 hours.

There are lots of ways of working this out. Talk about them with your trainer.
Some things you need to think about are:

1. Will the drip finish in the morning or | It will be in the afternoon, because

the afternoon? there are only 4 hours until the end of
the morning (midday).

2. Count 8 hours from 0800 hours. 0800 hours + 8 hours = 1600 hours
(4pm)

Try the following:
1. An antibiotic drip is started at 0900 hours and will go through in
4 hours. What time will the drip go through?

2. An antibiotic drip is started at 1030 hours and will go through in
8 hours. What time will the drip go through?

.
B
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You can work out the 24 hour time by using your watch to count on from 12
noon. So if it is 2 o'clock in the afternoon you count 13 instead of 1 and 14
instead of 2. So you know it is 1400 hours.

Clock face am or pm 24 hour time | What things am | doing
time at this time of day?
8am
>_ [ ]
am £) «
<
03S00 LL] LI
S >
am LI
J
s
10.30 am
am
1300
pm
5.30 pm
pm
2200
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Practise saying these times:

03810 hours = oh nine ten hours

_’I 340 hours = thirteen forty hours
_1 245 hours =

1620 hours =

0805 hours =

.1930 hours =

> Say and write the times when you:
g i _ar‘r‘ive at work =
0 i | see your first client =
L g have lunch —
2 LI go home =
N _J

B .

Fill in these tablets to show:
e when Anna needs Amoxil, and
* when Steven needs his pulse checked

Anna needs Amoxil every 2 hours Steven needs his pulse checked every
4 hours

B am 0600 hours 9am 0900 hours

8 am

Practice Card Page |
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24 hour times
24 hour times analog times
0100 hours 1 o’clock a.m.
0200 hours 2 o'clock a.m.
0300 hours 3 o’clock a.m.
0400 hours 4 o'clock a.m
y\-% 0500 hours 5 o’clock a.m
0600 hours 6 o'clock a.m.
0700 hours 7 o’clock a.m
S . y% 0800 hours 8 o'clock a.m
O~ 0800 hours 9 o’clock a.m
é i | * 1000 hours 10 o’clock a.m.
L g 1100 hours 11 o'clock a.m.
% H 1200 hours 12 midday
B .
1300 hours 1 o’clock p.m.
1400 hours 2 o'clock p.m.
1500 hours 3 o'clock p.m.
1600 hours 4 o’'clock p.m.
1700 hours 5 o'clock p.m.
% 1800 hours 6 o'clock p.m.
y 1900 hours 7 o'clock p.m.
2000 hours 8 o'clock p.m.
yi% 2100 hours 9 o’'clock p.m.
2200 hours 10 o’clock p.m.
2300 hours 11 o’clock p.m.
2400 hours 12 midnight




Telling the time

Short (hour) hand = o’clock

Long (minute) hand = minutes I
12
...tO...__» 11 1 4_~..past...
10 2
9

...0’clock

1 minute = B0 seconds

The seconds hand is the fastest.

\.

>.
a quarter to... 3 @ gquarter past... (<—[) Nl
0 —
LI
8 4 TS
>
7 5 D
i x

half past...
1 hour = A (1 hour = ) (5 minutes (5 past) + 5

15 minutes (quarter past)
+15 minutes (half past)
+ 15 minutes (quarter to)

+ 15 minutes (o’clock)

30 minutes (half past) +

30 minutes (o’clock)

J

minutes (10 past) + 5
minutes (quarter past)...

5 minutes (5 to).
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1 hour = 30 minutes + 30 minutes (60 minutes)

1 hour = 15 4+ 15 + 15 + 15 (B0 minutes)

1hour=5+5+5+5+5+5+5+5+5+5+5+5
(60 minutes)

Reference Card 3
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12

2 1 day = 24 hours
1 hour = B0 minutes

3 1 minute = B0 seconds

7
6 5
Days, weeks and months
1 week 1 fortnight 1 year
= = — [ ]
>_
7 days 2 weeks 12 months Q-
- ’ <
14 days 52 weeks >
_ 2
J
365 days Z e
Monday Monday Monday January 31 days
Tuesday Tuesday Tuesday February 28 days
Wednesday Wednesday Wednesday March 31 days
Thursday Thursday Thursday April 30 days
Friday Friday Friday May 31 days
Saturday Saturday Saturday June 30 days
Sunday Sunday Sunday July 31 days
August 31 days
September 30 days
October 31 days
November 30 days
December 31 days
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