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Cleaning

Introduction to Module 3

The actual job of cleaning involves the use of many different products. Workers may need to check in deliveries of these products and it is important that this is done efficiently. Cleaners, particularly those working alone, should be able to extract the information they require about a product from the product label and make use of this information to use the product correctly. Many products require dilution, which, done incorrectly, can prove wasteful and uneconomic and may also reduce the efficacy of the products in question. Cleaners need to understand metric measures and should be able to extract information from a table.

Cleaners may not meet colleagues and clients face to face and it may be necessary to communicate with them through the use of notes. If this is the case, then clarity and appropriateness are vital.

In this module, learners have the opportunity to practise skills that underpin the processes of understanding a product label and diluting cleaning products, as well as considering reading and writing short messages and checking in deliveries. The material will help learners to:

· read and understand the information on product labels

· understand metric measures of capacity

· approximate liquid measures using a bucket

· measure millilitres accurately using a measuring jug

· use a pump dispenser to measure millilitres

· calculate the correct ratio of product to water

· use a dilution chart

· convert between litres and millilitres

· check deliveries

· leave short notes for clients and colleagues and read notes left for them.

It is important that learners apply the generic skills in this module to their own workplaces. The Word versions of the materials provided on the accompanying CD can be adapted to include relevant material.
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Skills checklist







 3:0

Using cleaning products is a major part of your job. Mixing up the correct amount of product in the right way can reduce waste and ensure the product is effective. You need good numeracy skills to measure out quantities of cleaning product accurately and to dilute accurately. The information you need to use to do this is often found on a product label or in a chart. The skills listed in the table below will help you prepare cleaning products efficiently. You may also have to check in deliveries, leave notes for colleagues or clients, and read notes that they have left for you. Tick the skills you feel confident about now. Complete the activities in this module to help you improve on the skills you have not ticked. Return to the list again later to check any areas where you may need more practice.
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PAGES 3:1–3:4

Labels

Occupational setting

Labels, technical information sheets and data sheets have to contain certain information by law and it is important for anyone using cleaning products to be able to access and understand this information readily. This information is often highly technical and written in small print. However, an understanding of the layout of the information and the different information types, as well as strategies for understanding technical vocabulary, can assist learners to locate information and extract meaning from this material. This theme has three focus pages and one page of tasks.

Materials

Different types of labels, data sheets and technical information sheets from the workplace or a manufacturer’s web site

Springclean label from the Source material (0:24)

Machine carpet cleaner label from the Source material (0:25)

Screen label from the Source material (0:26)

Dictionary

Glossary

Examples of labels that contain specialist vocabulary

Instructions from familiar labels

Learning outcomes

1 To understand key features of labels (focus page 3:1, Task 1)

2 To use the layout of a label to locate information quickly (focus page 3:1, Task 1)

3 To use the technique of scanning to locate information (focus page 3:1, Task 1)

4 To explore different methods of finding the meaning of specialist vocabulary (focus page 3:2, Task 2)

5 To practise finding the meaning of words by analogy (focus page 3:2, Task 2)

6 To check for meaning using reference sources (focus page 3:2, Task 2)

7 To practise re-wording text to check for sense (focus page 3:2)

8 To understand the features of instructions (focus page 3:3, Task 4)

9 To understand the use of the imperative (focus page 3:3, Task 4)

10 To understand how abbreviations are formed (focus page 3:3, Task 3)

11 To understand the value of symbols (focus page 3:3)

Suggested teaching activities

Introduction

· Ask learners how they would pick out a friend in a crowd. Expect: look for particular colour clothes, familiar face, etc. This technique is the same as the one used for scanning text. Ask learners how they choose a film or book. Elicit the idea of getting the gist by skimming a text. What about the small print in insurance agreements? This needs to be read carefully. Ask learners if they have particular techniques that they find useful, such as reading more than once, breaking the text into chunks, finding out the meaning of unfamiliar or technical words, explaining what they have read in their own words.

· Reinforce the idea that the world is full of written material and that it is impossible to read everything, so choices have to be made. We sift information by looking for the gist, using contents pages and scanning for particular information. Only then do we read carefully for understanding. Get learners to ask ‘What do I need to know?’, ‘How am I going to find out?’

· Using a range of different types of label, locate particular information: directions for use, dilution, data, health and safety information, etc. List on the board/flipchart the types of information likely to be found on a label.

· Provide pairs of learners with a product label. Get them to ask each other questions about the label, referring to the list on the board, for example ‘What is the dilution rate for …?’.

· As a whole group, discuss what was easy or difficult about finding the information.

Focus page 3:1

· Introduce the idea of format – labels are set out in a particular way to help you find information quickly.

· Explain that different labels are set out in different ways but there are particular features to look out for. Go through each box on the focus page in any order, thinking of examples from learners’ own workplace products, or using actual workplace product labels for comparison.

· Confirm that when looking for information quickly it is not necessary to read every word. Practise the skill of scanning for a key word to locate information, for example What is this product suitable for cleaning?
· Refer to the labels that must be put on products which are produced in-house and then stored. How are such products labelled?

· Give out examples of workplace products or labels. Discuss scenarios based on these, for example: Where would you look on the label if you wanted to know the dilution rate? This should confirm the use of scanning and subheadings and other features of format particular to the labels.

· Get learners to answer the ‘Try this’ questions on the page and go through the answers.
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Focus page 3:2

· This focus page highlights different methods of finding the meanings of technical and unfamiliar terms.

· Ask learners about their existing strategies for working out the meaning of unknown words, especially technical vocabulary. Expect: looking them up in a dictionary or glossary; asking someone; working it out (or guessing) from the context.

· Acknowledge that there are many valid strategies for achieving a better understanding of specialist vocabulary and therefore of the information in the course handbook/online course.

· Look at some examples of sections from labels and technical information sheets. Confirm that the vocabulary is complex and includes many technical words. Stress that no one is expected to know all these words, but that it is important to have strategies for finding out and understanding their meanings.

· Look at the example label (a full-sized version is provided in the Source material). It might be useful to highlight any technical words or words that learners identify as being difficult. As each technique is discussed, ask learners to practise the skill on one of the highlighted words and then test the meaning out to see if it makes sense to him/her.

· Asking someone about the meanings of words: this is a useful and quick way to find out meanings, particularly at work, but draw attention to the possible dangers in doing this (e.g. the person gives you an incorrect meaning).
· Looking up words: discuss where words can be looked up: dictionary, glossary, specialist website or books. What is the most appropriate place to find a specialist word used in the right context? A glossary will explain a word in your given area whereas a dictionary includes many more words, and all meanings, including many that might not be relevant to a particular vocational area. Check that learners understand alphabetical order and the use of the second and subsequent letters to find words in an alphabetical list.

· Predicting the meaning of words from context: discuss different strategies:
· Many words have different meanings depending on the context (e.g. ‘vacuum’ in the contexts of cleaning or flasks).

· Find similar patterns in words (e.g. formula, formulate, formulation).

· Use prefixes and suffixes in combination with root words (e.g. con + junction, where ‘con’ means ‘with’ or ‘together’).

· Use the patterns of other words (microscope, microlight, etc.).

· Remind learners to check the meanings of words that are predicted using one of the other methods.

· Acknowledge that not all words need be memorised, although some will be vital to the vocational area. At this stage it would be useful to talk about developing a personal glossary (alphabetically indexed notebook) to record important words and their meanings. Mention that it is useful to include examples of sentences in which the word is used correctly in context.

· Stress that knowing where and how to access information is an important skill.

· Demonstrate dividing words into parts in order to pronounce them, for example all/er/gen, form/u/la/ted.

· If appropriate, make some cards with parts of chemical names for learners to match to form genuine names.

· Get learners to complete the ‘Try this’ task using the skills discussed, then go through the answers.

Focus page 3:3

· This focus page concentrates on reading instructions on labels. It would be useful to go through the theme on Safety data sheets in Module 2 (pages 2:20–2:21) before doing this focus page, as it covers work on the typical language of instructions.

· Ask learners for their experience of using instructions on labels. What problems have they encountered? Remind them about technical information sheets, which also contain instructions (see Safety data sheets in Module 2).

· Provide learners with copies of the Machine carpet cleaner label from the Source material (as shown on this focus page) and ask them to read through the instructions. Stress the importance of doing this to make sure everything is to hand before starting to clean and to know in advance the stages to be gone through, time to allow, etc.

· When they have finished reading, do they have a mental picture of the stages to be gone through? They will not always be following a label. Do they have any techniques for remembering what to do? Share ideas as a group.

· To demonstrate that written instructions on a label are a shorthand method of describing a process, ask learners what this sentence means: ‘Before you use the liquid in this bottle you should give it a good shake to make sure all the ingredients in it are mixed together.’ It translates as ‘Shake well before use’. Similarly ‘hand-hot water (max 40°C)’ could be written as ‘Water that is below 40°C is generally considered safe/comfortable to put your hands in. Anything higher than that is too hot and might burn you.’

· Spotting the instruction/command words can help in deciding what and how many things there are to do. Analyse one line from the label, such as ‘Shake well before use.’ Which word tells you exactly what to do? Elicit ‘shake’. 

· Some instructions relate to a particular time or condition, such as ‘When dry, vacuum the carpet.’ Make a list of other conditional words used (e.g. until, before, after).

· Some instructions include words that give more information about how the task should be done (e.g. shake well). Find other examples of these.

· Talk about how abbreviations are formed by cutting out some of the letters in a word or using the first letter of each word in a phrase. Ask for more examples from the learners’ experience – you could ask them to make a note of these in their personal glossaries. Learners should all be familiar with abbreviations used for units of measure as well as acronyms such as COSHH.

· Discuss the use of symbols. Provide examples of those commonly encountered by learners.

· Ask learners to complete the ‘Try this’ task using the skills discussed, then go through the answers for feedback.

Task 1
Scan a piece of text to locate words

Rt/L1.5

· Remind learners that it is not always necessary to read every word when searching for information, and that they can use scanning skills. This task practices the skills discussed on focus page 3:1.

· Remind learners to think about looking for a familiar face in a crowd. Scanning is a useful skill for finding information in longer texts and will be useful when doing research for assignments.

If the learner has difficulty

· Good tracking skills (a visual skill) are required for this task. Some dyslexic learners will find this difficult and may miss out lines or not spot the words, as they are distracted by actually reading the text.

· It might be useful to try scanning the text from the last line upwards.

· Encourage learners to use a ruler, card or finger to track each line and not to try scanning the whole text.

Extension

Ask learners to find other labels and technical information sheets. Use these to practise scanning for further examples, including headings.

Task 2

Find the meaning of words

Rw/L1.1

Rw/L1.2

Rw/L1.3

· This task practises the skills covered on focus page 3:2.

· In question 1, learners are asked to decide how to find out the meanings of words. If they decide to use the glossary or a dictionary, ensure they are familiar with alphabetical order. If they decide to use analogy using the clues on the page, point out the final ‘e’ in ‘-cide’ is dropped when the adjectival ending ‘-al’ is added.

· The sentence in question 2 replicates information on the label. It is used to exemplify the use of simpler meanings to replace more difficult ones to make sense of what is read.

If the learner has difficulty

· Support learners in using the dictionary or glossary.

· Learners may need support to interpret dictionary definitions, especially where there are alternative definitions.

· Provide a range of meanings to match the words. This could be done using cards and could be developed into a game.

· You could develop a ‘gap-fill’ activity, providing sentences from which words have been omitted, together with the missing words for learners to complete the gaps.

· Ensure learners enter the words in their personal glossaries.

Extension

Using their labels or technical information sheets, ask learners to highlight unknown words, look them up and reword for sense and understanding.

Task 3

Find the meanings of abbreviations

Rw/L1.1

Rw/L1.2

Rw/L1.3

· Stress that even when the meaning of an abbreviation is discovered, it only has relevance if the learner understands what it is and how it affects the job they do.

· Ensure knowledge of alphabetical order.

· Offer some examples and ask learners to think of abbreviations used in everyday life. Reinforce the concept that some abbreviations are shortened versions of words or phrases (e.g. ‘max’ is short for ‘maximum’) and that in others, each letter stands for a word (e.g. ‘asap’ is short for ‘as soon as possible’).

· Where an abbreviation is in common everyday use, it is possible to find the meaning in a dictionary. Where the abbreviation relates to a technical term, it may be listed in a glossary that accompanies the text.

If the learner has difficulty

Support the learner in the task and in developing a personal glossary of abbreviations and other terms.

Extension

Ask learners to list the abbreviations on their labels and technical information sheets and find their meanings.

Task 4

Find out about the instruction words on a label

Rw/L1.1

Rw/L1.2

· This task repeats work done on focus page 3:3 for learners to work on at their own pace.

· Remind learners of instruction words encountered on the focus page.

If the learner has difficulty

· Which words actually describe an action or something that must be done?

· Provide the alphabet for reference.

Extension

Ask learners to find another label and to highlight on it all the instruction words. Ask them to underline any words they are not familiar with and to find out their meanings.

Theme assessment

· Give learners a label used in their own work situation that includes technical words or jargon. Ask them to find out what the unfamiliar words mean, either by looking them up or asking work colleagues.

· Ask them to ‘present’ the information about a particular product to you or a work colleague.

· Ensure learners include the technical/jargon words in their personal glossaries for future use.

Labels







    (Focus) 3:1

[image: image6.emf]The only way to be sure that a product will do what it promises is by following the instructions on the label. For example, you may need to check for dilution rates or storage requirements.
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Labels







    (Focus) 3:2

When dealing with a new label, you will probably find words that you’re not familiar with. There are several strategies you can use to work out their meanings.
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[image: image17.png]This machine carpet cleaner now includes the revolutionary anti-allergen
additive. It has been specially formulated to bring you the ultimate in

carpet cleaning technology.

® Effective in gently lifting out deep-down dirt and stains.

@ Anti-allergen additive helps combat irritating dust-mite residues that

lurk deep within the carpet pile.

@ Dries leaving a fresh spring fragrance - no sticky residues left behind.

@ Safe for use on all carpet types, including pure wool.

@ Suitable for use on upholstery*.

@ Ultra-low-foaming formulation  requires no additional defoamer.

This machine carpet cleaner
contains amongst other
ingredients: less than

5% Anionic Surfactants,
Nonionic Surfactants,
Polycarboxylates, Phosphate,
Anti-Allergen Additive,
Perfume, Preservative.

Always test on a hidden area for
colour fastness.

*Check upholstery
manufacturer's washing
guidelines.

IMPORTANT

Keep out of reach of children.

In case of contact with eyes,
rinse immediately with plenty of
water and seek medical advice.

TO USE
1. Shake well before use.

2. Pour the required amount of
capfuls (one capful per litre
of your clean water tank
capacity) into the clean
water tank of your machine.

. Fill the tank with hand-hot
water (max 40°C) to the level
indicated.

. Now use your vacuum
washer according to the
manufacturer’s instructions.

5. Do not overwet carpet.

6. For best results vacuum the
carpet when dry.
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For light and general purpose cleaning,
dilute 1:10 with water






Labels







    (Focus) 3:3

The instructions on labels tell you exactly how to use the product and should be followed exactly.
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Look out for these words:

When you see them, read all the information that follows carefully, before using the product. There may be something important at the end.
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Labels







     (Task) 3:4

[image: image45.emf]You are working in a different area for the first time. You have never used Screen before. You need to read the label to find out how to use it. Read the Screen label from the Source material. 

Task 1

1 [image: image46.png]


What is Screen recommended for?

2 How much contact time should there be for each application?

3 How should the product be used in sinks, drains and dustbins?
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Task 2

1 Find out the meanings of the following words. The first has been done for you.

a virucidal

virus-killing________________________________________

b bactericidal

__________________________________________________

c fungicidal

__________________________________________________

2 Fill in the gaps with your meanings:
Screen is a virus-killing, __________________________________________________, ________________________________________________________washroom cleaner.
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Task 3

Find out what these abbreviations stand for.

a MRSA

b HIV

c AOAC

Task 4

Read the instructions below. Underline the words that tell you exactly what to do.
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PAGES 3:5–3:6

Liquid measures

Occupational setting

Cleaners need to be familiar with metric units of capacity, as most of the products used in a cleaning setting will be measured in either litres or millilitres. This theme introduces the basic understanding of measuring liquids that will be required if learners need to measure and dilute products. Further themes look in more detail at scales, ratio, converting between millilitres and litres and using dilution charts. Metric units have been used throughout this focus to reflect modern practice. Additional teaching may be needed if imperial units are still used.

Materials

Containers and measuring equipment, for example measuring jugs of different sizes, measuring spoons/scoops, bottles, other containers of different sizes, with capacity labelled (NB see notes below for further ideas of containers required)

Product labels showing a range of capacities

Learning outcomes

1 To know that millilitres and litres are metric units, and have an idea of the amounts relative to familiar quantities (focus page)

2 To order and compare litres and millilitres (focus page, Tasks 1 and 2)

3 To understand what ‘dilution’ means and how litres and millilitres are used in this process (focus page)

Suggested teaching activities

Introduction

· Ask learners about their experience of using liquid products and products that need to be diluted. How are products measured? They should be able to tell you that products come in, for example, 5 litre containers. They should be able to give you examples of products they use that have to be diluted and explain how they do this.

· Explain the meaning of the word ‘dilution’ and discuss possible reasons why dilution might be necessary when using cleaning products (e.g. it is easier to store and transport smaller, concentrated quantities). Ask why it is important to measure chemicals accurately. What experience do learners have of this? Explain that before dealing with dilution, it is important to understand the measures used.

Focus page

· The focus page deals with the main standard metric units of capacity and the relationship between them. Work through the information on the page, including the abbreviations. Use the ‘Remember!’ box to establish multiplication by 1000 to convert litres to millilitres and ensure understanding of conversion methods.

· Look at the label and ask learners to pick out any measurements they can find. This will include the capacity of the container (500 ml) and the dilution table. Ask learners what units they have experience of using when measuring liquids. They may mention imperial measures such as pints or gallons, in which case you could discuss the differences between the old imperial system and the metric system now in widespread use. The metric system is easier to use because it is based on the numbers 10, 100 and 1000, which are easy to calculate with. Confirm that the metric system is used in the industry and that it is necessary to learn how this works.

· Ask learners to read the descriptions of millilitres and litres and the relationship between them as described in the ‘Remember!’ box. Explain that standard measures are fixed measures, as opposed to non-standard measures such as ‘cupful’ or ‘spoonful’ that can vary in size.
· It might be appropriate at this stage to explain to learners that in the word ‘millilitre’, ‘milli-’ means one thousandth, and that they can use this to help them remember that there are 1000 ml in 1 litre.

· You will need to check that learners understand the decimal notation as it relates to measures (e.g. that 0.5 l is the same as 500 ml). Appropriate support, if needed, can be found in Skills for Life Numeracy Entry 3, Unit 2. Be careful to read 1.5 as ‘one point five’ rather than ‘one and a half’ at this stage. Understanding that these are different ways of saying the same thing is a Level-1 skill that could be covered later.

· An important objective of this focus page is to familiarise learners with relative quantities of liquid (e.g. that 5 ml is a much smaller quantity than 5 l). The best way to do this is through practical experience. Collect a large selection of different containers to compare, such as various sizes of bottles, spoons, measuring jugs, etc. You should also have access to a supply of water.

· Use the containers to demonstrate comparisons. For example, ask learners to estimate how much liquid a glass can hold, and then check the estimate by measuring with a measuring jug. This will provide an opportunity to check that learners can use a marked scale and to support those who are having difficulty. Note that other themes also include work on using scales.

· Have a selection of drinks cans and bottles with the capacity information covered. Ask learners to estimate the capacities, and then check by displaying, uncovering or by measuring.

· Show learners various different-shaped containers that all hold the same amount, for example different-shaped 1 litre bottles, with their labels covered. Ask learners to estimate the capacity of each container, record the estimates, and then demonstrate that they all have the same capacity.

· You could also use the marked containers to demonstrate and practise converting between units. For example, How many millilitres does a 1.5 litre bottle hold? Note that there is further work on this in Converting millilitres and litres (pages 3:17 – 3:18).
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Task 1

Read and compare capacity using standard metric measures

MSS1/E2.7

· Remind learners that 1000 millilitres = 1 litre.

· Explain the task and check that learners know how to record their answers in the required order.

If the learner has difficulty

· Does the learner understand that he/she should be looking at the capacity written on the container, rather than just at the container itself?

· Ensure that learners have read the labels correctly. A ruler or sheet of paper can be used to track the rows.

· It would help if you could gather containers with the same capacities as those shown. This should make it easier for learners to put them in size order. Confirm by filling the containers with water.

· If actual containers are not available, learners may benefit from writing each measurement on a card or sticky note so they can order these instead.

· Learners who continue to have difficulty with understanding capacity will need specific support – Skills for Life Numeracy Entry 2, Unit 4 may be used to reinforce learning.

Extension

Ask learners to find a range of containers from the workplace or home, record the capacities and put them in size order.

Task 2

Read and compare capacity using standard metric measures

MSS1/E2.7

· Check that learners have access to the storeroom. If not, use a catalogue of cleaning products that they are familiar with.

· Remind learners that millilitres are usually used for measuring smaller quantities, and litres for larger quantities.

If the learner has difficulty
· Is the learner reading each label carefully to find its capacity? This activity can be further supported by identifying everyday products and locating the quantity on each.

· Learners who continue to have difficulty with understanding capacity may need specific support; Skills for Life, Numeracy Entry 2, Unit 4 may be used to reinforce learning.

Extension

Convert all the product measures shown in litres to millilitres (by multiplying by 1000).

Theme assessment

Ask learners to put together a collection of labels showing capacity from cleaning products available in supermarkets. What are the smallest and largest capacities available? How do the capacities compare with products available for commercial use? If available, check in the product catalogue or product list to see the range of sizes available.

Liquid measures




    (Focus) 3:5

Some cleaning products have to be diluted before use. This means adding water to them. Diluting generally involves measuring a small amount of cleaning product and adding it to a larger amount of water. Check your measuring skills before thinking about diluting.
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CODE_ | DESCRIPTION UNIT | QTY
Mas7__| MOP HEAD 1 2
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Liquid measures




     (Task) 3:6

Task 1

Put the cleaning products below in order of size. Write the contents volume of each product, in their correct order, in the table.



Task 2

Which cleaning products does your employer buy in millilitres?

Which cleaning products does your employer buy in litres? Look in your stock room and make a list of each.



PAGES 3:7–3:8

Measuring water with a bucket

Occupational setting

Cleaners need to work with a variety of different sized buckets. This theme covers the methods used to approximate measures using partially filled buckets.

Materials

Buckets of various sizes

Simple calculator

Learning outcomes

1 To understand the connection between half of an amount and dividing into two equal amounts (focus page, Task 1)

2 To understand the connection between quarter of an amount and dividing into four equal amounts (focus page, Task 1)

3 To calculate half and quarter of common bucket sizes (focus page, Task 1)

Suggested teaching activities

Introduction

· Explain the difference between approximate measures and accurate measures. Do learners have experience of measuring out approximate amounts of liquids? When are approximations appropriate and when is it more important to be accurate?

· Explain that buckets differ in capacity, as will the amount of water needed for a particular job; it is therefore important to be able to work out approximately how much a particular bucket will hold when partially full.

Focus page

· The focus page looks at the use of appropriate calculation methods to work out approximately how much water is held by different-sized buckets when they are half and quarter full.

· Ask learners what they understand ‘half’ to be. The important concept here is that halving an amount involves dividing it into two equal parts. Draw (or use illustrations of) cakes, pizzas, bars of chocolate, etc. to demonstrate the concept and ensure that it is fully understood.

· Continue by asking learners a simple question that involves finding half of a number, for example, ‘I win £10 in a competition and give half to my daughter. How much will she get?’. Ask what calculation is necessary to get the answer. Ensure learners understand that to find half of an amount, the calculation is ‘divide by 2’ (÷ 2).

· If necessary, continue with other simple examples to reinforce the idea.

· Ask learners to look at the buckets on the focus page, or use actual examples. How much water would each bucket contain if it was half full? Encourage learners to work out the answers mentally, but allow the use of a calculator if necessary (or to check answers).

· A useful mental method for dividing by 2 is to count in 2s up to the required amount, using fingers to keep a tally (i.e. to divide 10 by 2, count 2, 4, 6, 8, 10, giving the answer 5).

· Go on to consider the fraction quarter. Ask learners, If half means divide by 2, what does quarter mean? If necessary, use drawings as before, to reinforce the meaning of quarter.

· Ask learners to look again at the illustrations on the focus page. How would they find out approximately how much each bucket holds when quarter full? Encourage discussion, as learners may know different mental methods, such as counting in 4s (as above).

· One useful mental method for finding quarter is ‘halve and halve again’. Use a simple illustration of a cake or pizza to demonstrate that a quarter is actually half of a half, and then show that to find quarter of a number, it is easy to halve it and then halve it again. For example, to find ¼ of 20, find ½ of 20 first (10), then find ½ of 10 to give the answer 5.

· Some learners may have difficulty finding half of an odd number, for example ½ of 5 = 2.5. In this case you could divide an odd number of items into two separate piles. What happens to the extra item?


Task 1
Find halves and quarters of amounts

N2/E2.2

· Remind learners that to find half of an amount, divide by 2; to find quarter of an amount, divide by 4, or halve and halve again.

· Discuss the importance of estimating answers as a method of checking.

If the learner has difficulty

· Does the learner understand the methods used for finding halves and quarters? Work through the task with them, reinforcing each stage of the calculation.

· Give learners physical representations of the number of litres to divide into two or four equal piles.

· Learners who are not confident with mental methods of calculation should be allowed to use a calculator. Make sure they know how to use the calculator and the order in which to key in the functions.

· Check that ESOL learners are familiar with the layout and language of calculations.

Extension

Ask learners to draw a table to show halves and quarters of whole numbers of litres from 1 to 20 litres.

Task 2

Find halves and quarters of amounts

N2/E2.2

Explain the task and discuss how to answer the question. Each amount must be calculated first, before comparing. Check that learners understand how to record their answers.

If the learner has difficulty

· Does the learner understand the question? Work through the task with the learner, reinforcing the methods used for calculations.

· Learners who are not confident with mental methods of calculation should be allowed to use a calculator. Again, they may need support to do this.

· Check that ESOL learners are familiar with the layout and language of calculations.

Extension

Ask learners how they could measure approximately 30 litres of water into a large container if they had only a 12 litre bucket to measure with.

Theme assessment

Ask learners what size buckets they use at work and to work out how much each bucket holds when it is half and quarter full.

Measuring water with a bucket
    (Focus) 3:7

Buckets come in many different sizes. Here is a selection of different sized buckets that you may come across at work.





If a bucket is half-full, how much water does it contain?
If a bucket is quarter-full, how much water does it contain?


Measuring water with a bucket
     (Task) 3:8


Task 1
1 How much water does a 30 litre bucket
contain when it is half-full? ____________ litres

2 How much water does a 30 litre bucket
contain when it is quarter-full?____________ litres


3 How much water does a 12 litre bucket
contain when it is half-full?____________ litres

4 How much water does a 12 litre bucket
contain when it is quarter-full? ____________ litres


Task 2






Which of these buckets contain the same amount of water? __________ and ___________
PAGES 3:9–3:10

Measuring water with a jug

Occupational setting

Cleaners may need to measure out cleaning products accurately to dilute them. This theme covers the use of labelled and unlabelled millilitre scales, as found on measuring jugs.

Materials

A variety of measuring jugs with scales in millilitres

Simple calculator

Water

Learning outcomes

1 To understand the structure of a millilitre scale, with labelled and unlabelled divisions (focus page)

2 To work out the value of unlabelled divisions (focus page, Tasks 1 and 2)

3 To read and use a scale to the nearest labelled and unlabelled division (Tasks 1 and 2)

Suggested teaching activities

Introduction

· Remind learners that many cleaning products have to be diluted in water before they can be used. Ask learners for their experiences of this, and discuss the need for accurate measurement when dealing with chemicals.

· Remind learners that small quantities of liquid are usually measured in millilitres and that there are 1000 millilitres in 1 litre.

Focus page

· This focus page covers the method used for working out the value of unlabelled divisions on a scale and use of a scale to measure a quantity of liquid in millilitres.

· Look at the scale on the focus page. Go through the features of the scale: the marked divisions (some bold, some not), the numbers next to the bold marked divisions, the words showing millilitre and litre. Note that the scale used shows millilitres in 100s as well as equivalent fractions of a litre. The litre scale is explained in a later theme.

· Use examples of measuring jugs to demonstrate the different ways in which millilitre scales are shown. In particular, point out that not all the divisions are marked, and so it is often necessary to work out the value of the marked divisions before the scale can be used.

· Show learners the correct way to read a scale accurately (i.e. with your eyes at the same level as the liquid). You may need to demonstrate how, by not doing this, it is possible to make inaccurate judgements.

· Work through steps 1–3 on the focus page with learners, ensuring that each step is fully understood. Ask learners to check the calculations either mentally or with a calculator. Check learners understand how to count the number of divisions for each labelled division (e.g. here there are three unlabelled marks between each labelled division, but to count how many there are for each 100 you have to include either the starting label OR the end one).

· If possible, repeat steps 1–3 using other measuring jugs with different numbers of unmarked divisions. Alternatively, draw scales for learners to work with.

· Fill jugs with different amounts of water and ask learners to read the amounts. Again, if you do not have examples of measuring jugs available, draw suitable scales with arrows pointing to different values.

· Some learners may find the concept of working out unmarked divisions difficult. In this case, you may need to start off with very simple examples (i.e. one unmarked division between labels).

· Encourage learners to use mental methods for calculations where possible. If learners find this too difficult, offer the use of a calculator.

· Go on to ask learners to fill different jugs with specified amounts of water, or ask them to point to the correct position on a drawn scale.


Task 1

Read scales to the nearest labelled and unlabelled division

MSS1/L1.4

· Remind learners of the three steps used on the focus page and in particular that they will need to be sure about the value of the unlabelled divisions.

· The scale is the same for each jug. Remind learners to use the millilitre scale on each jug.

If the learner has difficulty

· Check that the learner understands how to find the number of unlabelled divisions and the value of a single unlabelled division. Work through these steps again as necessary.

· Does the learner understand how to use the value of a single division to work out the answer to each question? If not, work through this step together.

· Offer the use of a calculator if necessary.

· Learners with dyslexia or visual problems may need support to read the scales accurately. Try using a guide card to assist this. It may be necessary to enlarge the scale using a photocopier. Support learners in developing strategies that they can use in the workplace.

· It might be useful to use real measuring jugs filled with water for this task.

Extension

· Ask learners to give the measures using the litres scale.

· Ask learners how they would use this jug to measure an amount of 1.5 litres.

Task 2

Read scales to the nearest labelled and unlabelled division

MSS1/L1.4

Explain the task and how to record answers on the drawings.

If the learner has difficulty

· Does the learner understand how to work out the value of each unlabelled division and how to count on from marked divisions to the required amount? Work through these steps together as necessary.

· Some learners may read the scale in reverse (i.e. read the 25 ml marking below 100 ml, rather than 25 ml above it). Confirm that 125 ml is more than 100 ml and so the jug will be fuller.

· Offer the use of a calculator if necessary.

Extension

Ask learners to make a rough sketch of the scale shown on the two jugs (or use a photocopier) and label each unmarked division with the correct measurement in millilitres.

Theme assessment

· Ask learners what sort of measuring jugs they use at work. Ask them to make a rough sketch of part of the scale on each one and work out the values of any unlabelled divisions.

· Use workplace measuring jugs to measure set amounts of liquids accurately.

Measuring water with a jug

    (Focus) 3:9

Cleaning products need to be measured accurately before they can be diluted. A measuring jug is a useful tool for this job.



Measuring water with a jug

    (Task) 3:10

Task 1

How much cleaning fluid is in each measuring jug?






Task 2

Mark the correct measures on the jugs.
1 
125 ml

PAGES 3:11–3:12

Using a pump action dispenser

Occupational setting

Cleaners may need to measure out cleaning products using pump action dispensers, which are pre-set to measure out specified quantities of product. This theme develops the skills needed to interpret the instructions for this and use appropriate amounts of product.

Materials

A pump action dispenser

Learning outcomes

1 To understand how to calculate the number of presses required to measure liquids using a 25 ml dispenser (focus page, Task 1)

2 To understand that there are different strategies for calculating the number of presses required (focus page)

Suggested teaching activities

Introduction

· Ask learners what experience, if any, they have of using a pump action dispenser. Learners who have not used one before may need to be shown how it works.

· Remind learners of the importance of reading  the product label before use, to find out how the product should be diluted. Ask learners  why it is important to measure chemicals accurately.

Focus page

· The focus page covers two methods that can be used to work out how to measure a given amount using a pump action dispenser.

· Ask learners to look at the illustration on the page. What information is given on the label? What are the important words to look for when using a new product? (You may want to take this opportunity to do some work on reading instructions – refer to Module 2.) How is the cleaning fluid measured from the dispenser? What are the advantages and disadvantages of measuring like this? Discuss the need to prime the pump before use and to depress the pump fully in order to get the full 25 ml.

· Discuss possible methods for measuring 250 ml of liquid using a 25 ml dispenser. Ask for ideas before looking at the methods given. Do learners have experience of this sort of measuring? Ask learners to describe the method they use.

· Encourage learners to develop a method that is logical to them. It should be a quick simple method that can be used mentally, such as counting in multiples of 25 or dividing the quantity required (250 ml) by the quantity in each press of the pump (25 ml) to give the number of pumps required (10).

· If necessary, go through the two methods given on the focus page, but reinforce the idea that they are not the only methods, and that learners should use a method that they feel comfortable with.

· Learners who continue to have problems could use a calculator to find multiples of 25 up to 500, by adding on. Ask them to write down the list of multiples, and then look for patterns that will help them. For example, look at how the multiples end (0 and 5 alternately), and look at the tens digits (always 0, 2, 5 or 7). 


Task 1
Calculate the number of presses required to measure liquids using a 25 ml dispenser

N1/E3.5

Explain the task. Remind learners of the importance of reading the label before using a cleaning product of any sort. If appropriate, read through the label with learners. Focus on the structure of the chart and how it gives information on the type of task and the amount of product and water required. Module 2 includes work on the format of charts and tables of data.

If the learner has difficulty

· Check the learner has understood the label and chart. Read through the information together and assist the learner in locating the information relating to each question. Use key words (e.g. greasy surfaces) from each question to locate the correct section. They could also use a guide card to help with reading the chart.

· Check the learner understands how to measure given amounts of product in 25 ml presses. Remind the learner of the two methods shown on the focus page.

· Some learners may benefit from making a list of multiples of 25 to help with division.

· Assist learners with any technical words.

Extension

Ask learners to work out how many 25 ml presses you would get from a dispenser containing 1 litre of cleaning solution. How many would you get from 5 litres? How many from 10 litres? You might need to remind learners that there are 1000 ml in 1 litre.

Theme assessment

Ask learners about the pump action dispensers used in their workplaces. Make a list of any examples found, together with the directions from the label. Work out how many presses of the dispenser you would need for each task.

Using a pump action dispenser
   (Focus) 3:11

Pump action dispensers are useful for accurate measuring. Each press of the pump dispenses a fixed amount of cleaning product.







How do I use a 25 ml pump action dispenser to measure 250 ml of floor cleaner?







or



Using a pump action dispenser
    (Task) 3:12

Task 1

Use the information on the label to answer the questions below.



1 How many times must you press the 25 ml dispenser to
measure 125 ml of cleaning product?




________ times

2 If you press the 25 ml dispenser 15 times, will the solution
be suitable for cleaning greasy surfaces?



________

3 How much cleaning fluid will you have measured if you
press the 25 ml dispenser 20 times?




________ ml

4 How many times must you press the 25 ml dispenser to
measure the correct amount of product for cleaning heavily
soiled surfaces? 







________times

PAGES 3:13–3:14

Using ratios on product labels

Occupational setting

Product labels often give dilution rates as a ratio. Cleaners need to understand the meaning of ratio, how it is written and how to use it to measure amounts of product.

Materials

A variety of different measuring containers (e.g. teaspoon, cap, measuring jug, etc.)

Calculator

Products from the workplace showing ratios

Screen label from the Source material (0:26)

Learning outcomes

1 To understand ratio as the number of parts (e.g. 1:10 = 1 part to 10 parts) (focus page, Task 1)

2 To understand ratio as describing a relationship between amounts (e.g. in 1:10, the second part is 10 times larger than the first part) (focus page, Tasks 2 and 3)

3 To know how to measure liquids in a given ratio (focus page, Tasks 1–3)

Suggested teaching activities

Introduction

· Write the ratio 1:10 on the board/flipchart and ask learners what they understand. Do they have experience of ratios expressed like this at work? Have they seen ratios on product labels? Has anyone diluted a product using a ratio?

· Confirm that a diluted product that is too weak or too strong can be hazardous. Give some practical examples of this (e.g. disinfectant can be ineffective if too diluted).

· Learners may have come across ratios in different settings. Confirm that they may be expressed in terms such as 5:2, 10:1, etc.

Focus page

· This focus explains the meaning of a dilution rate written as a ratio, and gives two methods for diluting a product according to a ratio. Stress that, for health and safety reasons, the cleaning product should always be added to water (not vice versa) even though the cleaning product is the smaller volume.

· Together, work through the explanation at the top of the page. Stress that product:water is 1:10 (i.e. 1 volume of product to 10 volumes of water).

· Emphasise the fact that a ratio gives a relationship between amounts, it does not tell you what units of measurement to use. The amounts can be measured using any sized container or any units, but the relationship must stay the same.

· You may wish to demonstrate this using a variety of different measuring containers. For example, if you use a jug to measure the product, you must also use the same jug, filled to the same height, to measure the water. The ratio must always stay the same.

· Explain the connection between the parts of the ratio and multiplication and division: if the ratio is 1:2, product to water, then the amount of water is double (× 2) the amount of product. Similarly, the amount of cleaning product will be half (÷ 2) the amount of water.

· Some learners may find this connection with multiplication and division difficult to understand. Use a number of different simple ratios to illustrate the idea, for example 1:4 (× 4 and ÷ 4), 1:5 (× 5 and ÷ 5). Dyslexic learners in particular may find this difficult.

· Before looking at the methods given for measuring the parts of the ratio, ask learners how they might do it.

· Go on to look at Method 1. This is probably the simplest way to measure using a ratio. What advantages and disadvantages can learners think of for this method? (e.g. the container must always be filled to the same level; mixing a large amount may take a long time.)

· Practise using Method 1 by asking how much water would be used for, say, 2 jugfuls of cleaning product, 5 capfuls, etc.

· Read through Method 2. This method is more useful for mixing larger amounts, but it may be more difficult to work out.

· Ask learners if they can see the connection between 25 ml and 250 ml. They should be able to see that 250 is 10 × 25, and 25 is 250 ÷ 10. In the same way, look at the connections between 1 litre and 10 litres.

· You may need to give other examples to reinforce this concept (e.g. 50 ml and 500 ml, 6 litres and 60 litres, etc.).

· Ask some practice questions, for example, ‘How much water would you use to dilute 15 ml of cleaning product?’; ‘How much cleaning product would you use in 30 litres of water?’

· If learners feel confident with the methods, go on to look at other simple ratios, such as 1:5, 1:4, etc. in the same way.

· Encourage learners to do mental calculations where possible, but offer the use of a calculator where necessary.

· If learners really struggle to understand the concept of ratio, you may have to develop a simple chart showing the quantities of product and water for the products they use most regularly.


Task 1

Understand simple ratio as the number of parts

N1/L1.7

Explain the task, and remind learners of how ratio is written and what it means.

If the learner has difficulty

· Ensure the learner understands that the ratio describes the direct relationship between the cleaning product and the water and how to write a ratio in the form of cleaning product : water.

· Work through the task with the learner if necessary.

· Cover information not required.

· It might be useful to give concrete examples of similar ratios from the workplace.

· Ask ESOL learners how they would express ratios in their own language.

Extension

Ask learners to look at the directions given on the Screen label from the Source material. Is the dilution ratio given for light cleaning of floors and surfaces more concentrated or less concentrated than the ratio given for hospital disinfection? How can they tell?

Task 2

Dilute a liquid in a given ratio

N1/L1.7

· Explain the task and ensure that learners understand how to complete the table.

· Remind learners of the method used to work out the amount of water.

If the learner has difficulty

· Check the learner understands what ratio to use and that the amount of water will be 5 times the amount of cleaning product. Ensure the learner can multiply by 5.

· Work through the task together if necessary.

· Cover information that is not required.

· Offer the use of a calculator if necessary, but ensure the learner knows how to use it.

· Ask ESOL learners to describe the process they would use.

Extension

Ask learners to look at the directions given on the Screen label from the Source material. To clean a shower area, how many litres of water should you use to dilute 200 millilitres of cleaning product?
Task 3

Dilute a liquid in a given ratio

N1/L1.7

· Explain the task and ensure that learners understand how to complete the table.

· Remind learners of the method used to work out the amount of cleaning product.

If the learner has difficulty\

· Ensure the learner understands what ratio to use and that the amount of cleaning product will be the amount of water divided by 5. Check the learner can divide by 5.
· Work through the task together if necessary.

· Cover information that is not required.

· Offer the use of a calculator if necessary, but ensure the learner knows how to use it.

· Ask ESOL learners to describe the process they would use.

Extension

Ask learners to look at the directions given on the Screen label from the Source material. To clean toilet seats, how many millilitres of cleaning product should be diluted in 1 litre of water?
Theme assessment

Look together at the Screen label from the Source material. How much cleaning product is in the container? When the container is empty, a hospital cleaner knows he used 1 litre of the cleaning product when he was cleaning shower rooms and wards, and the rest when he was cleaning floors, surfaces and toilet seats. How much water did he use altogether for dilution?
Using ratios on product labels
   (Focus) 3:13

The labels on cleaning products often use ratios to tell you how to dilute them.

On this label, the ratio is 1:10.

You say it like this: one to ten.

A ratio of 1:10 tells you to use 1 part

of cleaning fluid to 10 parts of water.
Ratios tell you the relationship

between amounts. In a 1:10 ratio,
there is 10 times more water
than cleaning product.

          1:10 means 1 part cleaning product and 10 parts water

How do I measure the parts of the ratio?


Using ratios on product labels
    (Task) 3:14

Task 1

Write the following amounts as ratios.

 

Task 2

Complete the table below to show how much water is needed to make a solution of cleaning product to water in the ratio 1:5.



Task 3

Complete the table below to show how much cleaning product is needed to make a solution of cleaning product to water in the ratio 1:5.



PAGES 3:15–3:16

Using a dilution chart

Occupational setting

Dilution rates for some cleaning products may be given in a chart or table format. Cleaners will need to be familiar with this sort of chart in order to extract the information required. This theme looks at the typical format of such a chart and develops the skills required to interpret them.

Materials

Examples of dilution charts

Learning outcomes

1 To understand the format of charts and tables (focus page)

2 To extract information from a dilution chart in order to prepare a cleaning product (focus page, Tasks 1 and 2)

Suggested teaching activities

Introduction

· Ask learners about their experience of using a table or chart to get information, either at work or at home. Learners may have used a mileage chart in an atlas, or they may use bus or train timetables. Ask what sort of problems they have encountered in using this sort of chart.

· Explain that a chart or table is a good way of presenting information, but they do need to be read carefully. Look at some charts or tables from typical workplace products. Do learners understand how to extract information from them?

Focus page

· It is important that learners understand different methods of measuring liquid products before working on this focus page (refer to other themes).

· Look at the dilution chart on the focus page. Point out that the table is organised into columns (going down) and rows (going across). It may help learners if you draw an empty chart, so that the columns and rows are more obvious.

· On your drawing, show that some of the columns and rows cross over each other (intersect), whereas other parts do not.

· The parts of the chart that do not intersect contain the title and the headings for the columns and rows. Point out that without a title and headings, a chart would be of limited use.

· Work through each of the points on the page.

· Title: the title is vital to understanding what the chart is about.

· Columns and rows: ensure learners understand which are rows and which are columns.

· Main heading: point out how different colours and text styles make certain information more obvious. From the information in this heading, a cleaner could mix a solution in any type of container.

· Column headings: check learners understand that if they are using a 5 litre bucket, they need to find the column heading that contains an illustration of a 5 litre bucket. If they work their way down the column using a finger, they will see that they need to measure 100 ml of product, which they could do using the exact marks on a measuring jug, four pumps from a pump dispenser or 5 ball or capfuls.

· Row headings: check learners understand that if they are using a cap or ball, they need to find the correct illustration and track across the row to see that half a cap is needed for a trigger spray, 5 capfuls for a 5 litre bucket and 10 capfuls for a 10 litre bucket.

· Graphics and words: ensure learners understand that the illustrations and words support each other and should be checked against each other.

· Ask learners to read through the three steps involved in using the dilution chart. Go through the method step by step, using the example given. Demonstrate how to ensure that you have the correct amount of cleaning product by using a finger, pencil or ruler to track down the column and across the row. Dyslexic learners may find it useful to use an L-shaped card. Work through several examples with learners to ensure complete understanding before moving on to the tasks.

· If learners have problems using the chart on the focus page, you may like to draw a simpler version with only four outcomes to begin with, before looking at the illustration.


Task 1

Extract and interpret information from a chart

HD1/L1.1

· Explain the task and ensure learners understand how they should give their answers.

· Remind learners how to use the dilution chart by tracing down columns and across rows using a finger, pencil or ruler.

If the learner has difficulty

· Ensure the learner understands how to use the dilution chart to check the given statement. If necessary, read through each statement together, demonstrating how to find each part of the information and check the answer.

· Check the learner uses the correct column and row to check each statement. Good visual skills are needed for this. Demonstrate how to make sure by using a ruler or pencil.

· Support learners who are unsure of any technical information.

· Dyslexic learners may find an L-shaped card useful for tracking across and down the table.

Extension

Ask learners to find a cleaning product that has a dilution table on the instruction label. They can use the table to work out suitable amounts of water and cleaning product for a cleaning job they do regularly.

Task 2

Extract and interpret information from a chart

HD1/L1.1

· Again learners must refer to the chart on the focus page.

· Ensure learners understand that they have to write in the amount of water required in each scenario.

If the learner has difficulty

· Check that the learner understands how to use the dilution chart to find the answer. If necessary, work through the task together.

· Check the learner used the correct column and row to find the answer. Good visual skills are needed for this. Demonstrate how to make sure by using a ruler or pencil.

Extension

Ask learners to use the dilution chart on the focus page to answer this question. If you only needed to use 1 litre of water, how many capfuls of cleaning product would you use?

Theme assessment

Ask learners to look at the directions from a container of cleaning product that they use (or are likely to use) and draw a dilution table suitable to show on the label.

Using a dilution chart



   (Focus) 3:15

Some cleaning products have a dilution chart to tell you how to dilute them.


Using a dilution chart



    (Task) 3:16

Use the dilution chart on the Focus page for these tasks.




Task 1

Decide whether the following statements are true or false.


1 









True/False


2 









True/False

3 









True/False


4 









True/False

Task 2

How much cleaning product will you add to each amount of water?




PAGES 3:17–3:18

Converting millilitres and litres

Occupational setting

Cleaners will need to measure some cleaning products accurately before diluting them. They need to be aware of the relationship between litres and millilitres and to be able to convert from one unit to the other.

Materials

Simple calculator

Measuring jugs with different scales

Learning outcomes

1 To know that 1000 millilitres = 1 litre (focus page)

2 To know how to multiply and divide by 1000 (focus page)

3 To know how to convert between millilitres and litres (focus page, Tasks 1 and 2)

Suggested teaching activities

Introduction

· Ask learners to think back to previous work on dilution. What are the standard metric units used to measure liquids? How are litres and millilitres related? Can they give examples of products that come in packages showing litres and millilitres? (e.g. workplace products, milk, orange juice, other drinks, shampoo, etc.)

· Explain the meaning of ‘convert’ in this context. Ask learners when and/or why they may need to convert units, for example, they may be using a measuring jug that is only marked in millilitres. It is also much easier to compare and relate amounts of liquid when the units used are the same (i.e. to compare litres with litres or millilitres with millilitres).

· Look at a range of workplace measuring jugs and note the scales used.

Focus page

· This focus page looks at methods used to convert litres to millilitres and vice versa.

· Remind learners that the prefix ‘milli-’ when used in metric measures means ‘one thousandth’, so a millilitre is one thousandth of a litre (i.e. 1000 ml = 1 litre).

· Ask learners to look at the illustration of the measuring jug on the page. Can they see any connection between the equivalent litre and millilitre measurements? Someone may notice that the digit after the decimal point in the litres is the same as the hundreds digit in millilitres.

· Do learners know what the difference in place value is between these digits? Someone may be aware that the first digit after the decimal point is in the tenths column, so this digit has a value 1000 times smaller than the digit in the hundreds column.

· You may be able to use this to encourage learners to find methods for changing millilitres to litres and vice versa (i.e. dividing and multiplying by 1000).

· Go on to look at the method for changing millilitres to litres. Go through the method together. Explain that in a whole number, the decimal point is at the end, because it separates the whole number from the parts of a whole number. Relate this to money, where the whole pounds are separated from the parts of a pound (pence) by a decimal point. When you divide by 1000, all the digits move three places to the right, making the original number 1000 times smaller. You may need to demonstrate this method with other numbers. Ask learners to check that the method gives the correct answer by using a calculator.

· If learners are having difficulty, encourage them to write down numbers in columns as on the focus page, so that they can see what happens.

· Go on to look at the method for converting litres to millilitres, demonstrating the method in the same way, but pointing out that this time the digits move three places to the left, making the number 1000 times bigger.

· It is important here to discourage learners from thinking of the method as simply ‘adding zeros and getting rid of the decimal point’, as this shows lack of understanding of place value and will lead to confusion.

· Learners who are having difficulty understanding place value and using these methods may need to start more simply. Start by looking at multiplying and dividing decimal numbers by 10 and 100. If necessary, use a place-value table as shown on the focus page to help learners see what happens to the digits. Additional work can be found in Skills for Life Numeracy Entry 3.

· To help learners remember the methods, point out that multiplying makes numbers larger, and dividing makes numbers smaller.

· Encourage learners to use mental methods if possible when converting units, but offer the use of a calculator to those who continue to struggle. You may need to work with learners to ensure that they understand how to use the calculator correctly.


Task 1

Convert millilitres to litres

MSS1/L1.7

N1/L1.4

· Explain the task and ensure that learners understand how to complete the table.

· Remind learners that they should be dividing by 1000.

If the learner has difficulty

· Ensure the learner understands how to fill in the table. Go through the calculation column together, and then ask the learner to complete the task.

· Is the learner confident enough to use a mental method to divide by 1000? Go through the method again. If learners continue to have problems, allow the use of a calculator. Check that the learner understands how to use the calculator.

· Ask ESOL learners how the decimal point is written in their language. In many countries it is written as a comma.

Extension

· Ask learners to convert 25 ml (i.e. one press of a pump action dispenser) to litres.

· Give them other small amounts to convert (e.g. 15 ml, 45 ml, 50 ml, etc.). What is five presses of the pump in litres?
Task 2

Convert litres to millilitres

MSS1/L1.7

N1/L1.4

· Explain the task and ensure learners understand how to complete the table.

· Remind learners that they should be multiplying by 1000.

If the learner has difficulty

· Check that the learner understands how to fill in the table. Go through the calculation column together, and then ask the learner to complete the task.
· Is the learner confident enough to use a mental method to multiply by 1000? Go through the method again. If learners continue to have problems, allow the use of a calculator. Check that the learner understands how to use the calculator.

Extension

· Ask learners to find out the capacity, in litres, of the buckets they use at work and convert these capacities to millilitres.

· Ask learners to develop a chart showing routine conversions of workplace products from litres to millilitres and vice versa.

Theme assessment

Ask learners to find different-sized containers of cleaning products (in the storeroom at work or in the kitchen cupboard at home), write down the amount each container holds from the label and convert the contents from millilitres to litres or litres to millilitres.

Converting millilitres and litres
   (Focus) 3:17

Diluting cleaning products sometimes involves converting between millilitres (ml) and litres (l).



Converting millilitres and litres
    (Task) 3:18

Task 1

Complete the table below by converting millilitres to litres.



Task 2

Complete the table below by converting litres to millilitres.


PAGES 3:19–3:20

Checking deliveries

Occupational setting

As in retail, checking deliveries may be an important part of the learner’s job. It is critical that the process is understood and the procedure carried out correctly. Good matching skills for words and numbers are required for this.

Materials

Sample delivery notes from the workplace 

Samples of product codes (numbers only) made into cards (two copies of each code) for matching activities (ideally these should be based on workplace codes)

Learning outcomes

1 To read and compare large numbers (focus page, Task 1)

2 To understand and use the organisational features of a label to locate information (focus page, Task 1)

3 To recognise words written as abbreviations (focus page, Task 1)

Suggested teaching activities

Introduction

· Ask learners about their experience of checking deliveries. What are the problems with this task? (e.g. getting the numbers wrong, not understanding what to do, unable to understand the codes)? What might be the problem if the task is not done properly? (e.g. suppliers send too much, too little or nothing; you end up paying for something you haven’t had; the wrong chemicals might be sent – potentially hazardous; you may not have the materials you need to do a job)

· Quickly show learners a series of codes one at a time and ask them to note how many digits and/or letters they see each time. Vary them so that some are composed of four digits and/or letters, some five, some six and some seven. Check learners’ responses and ask which codes they found easier to ‘read’ and which they found harder and why. (The longer the code, the harder it is to see at a glance how many parts make it up.)

· Continue this exploration of the strategies used to handle large numbers by asking learners how they enter a new number into their mobile phone, or dial a number on a telephone. (Divide the number up into threes or other sorts of manageable chunks?) Ask them how they would give another person their telephone number. Get one or two learners to demonstrate by telling you their mobile number; as they tell you, write the number on the board/flipchart in ‘chunks’ in the way they say it. Establish that most people have to use some sort of strategy when handling large numbers (e.g. dividing the number into manageable chunks).

· Link this introductory activity with checking codes on delivery notes and order forms by matching codes on cards (see Materials section). This could be adapted to a game of ‘snap’ or a group activity. For example, choose a set of six codes. Write these on cards in different orders, creating pairs of matching cards, so that there are sufficient cards for learners to have one each. Shuffle the cards and hand one to each learner. The object of the game is to find the person with a matching card.

· Discuss with learners the strategies they used to make sure that they had found the correct partner (e.g. checked off numbers by grouping them into chunks of two digits; matched each digit one to one; used a piece of card/paper as a line guide).

· This exercise could be particularly difficult for dyslexic learners who have a tendency to reverse the order of digits (e.g. 12 can become 21). Other dyslexic learners invert/reverse the actual digit (9 becomes 6). Dyslexic learners with directional difficulties may be heartened by the fact that with codes it does not matter which way you check them off, providing the digits retain the same order.

· You might need to talk about product codes that are a mixture of letters and numbers.

Focus page

· Look together at the focus page and start by asking the learners what products are being delivered. Discuss the type and size of the product. This need not be a long discussion but it will help learners to understand where to look on the delivery note to see what is being delivered.

· Make sure learners are aware of importance of correct identification and accurate reading of codes. They will have to check the codes for accuracy.

· Extend the discussion by asking questions such as: How many packs should there be? What do we mean when we say that there are discrepancies in the order? What does ‘unique’ mean?
· Point out the use of abbreviations for words such as ‘quantity’ (QTY), ‘desc’ (description) and ‘ml’ (millilitre). Remind learners that it is common to make words shorter on forms. Why do you think this is? (space issues) Write five other abbreviations commonly used in cleaning forms on the board/flipchart and ask learners what they think the whole words are. Point out that there are lots of clues in an abbreviation as it is always made up of letters from the whole word.

· Check that learners understand the terminology of checking deliveries (e.g. ‘Check the delivery note against the order form’. What does ‘against’ mean here? What’s the difference between an order form and a delivery note? How can you tell?)

· Check that learners understand the product names used in the workplace and how they are noted on a delivery note.

· Make sure learners understand what is meant by ‘unit’ on the form (i.e. that many single items such as bottles are sent in boxes or packs; the unit quantity gives the number of items in one pack or box).

· Confirm that checking codes is the best way to check a delivery (rather than relying solely on a visual check), as this is the most reliable indicator that the correct product has been delivered.


Task 1

To read and compare code numbers, quantities and other details on a ‘goods received’ note

N1/E3.1

Rt/L1.4

Rw/L1.3

· Remind learners of the strategies that can be used to check one number against another:

· counting the number of digits in each number to see if they agree

· saying it aloud as you check

· noting if there are any parts of the code that are the same throughout a series.

· Guide learners to helpful strategies when doing a task like this (e.g. tick off each number in the task and on the delivery note when it has been found and checked for a match, so that there will be no doubt about which goods have not been delivered). A visual check of the items ordered and delivered will confirm whether the correct quantities of goods have been delivered.

· Make sure learners understand the difference between ‘unit’ and ‘quantity’.

If the learner has difficulty

· Cover up all the rows except the one the learner is working on. This will eliminate visual distractions caused by numbers that look similar.

· Ask the learner to talk through what they are doing when checking numbers, and offer suggestions to improve the method used.

· Cut up the delivery note into separate items for the learner to physically match with the purchase order. Alternatively, photocopy the delivery note and purchase orders onto different-coloured card before cutting up and matching.

Extension

Ask learners to check that the prices and total costs are correct on a workplace order form and invoice, especially where more than one unit has been ordered.

Theme assessment

Have learners use these checking skills to check a delivery note for goods delivered at work against the original order.

Checking deliveries



   (Focus) 3:19

It is important to check deliveries to make sure that the items received are the same type and quantity as those ordered. Most companies have a particular procedure to follow.



Checking deliveries



    (Task) 3:20

Task 1

Check the delivery note against the purchase order and the items delivered. Write down any problems that you find.



PAGES 3:21–3:22

Leaving messages

Occupational setting

Many cleaners work alone and in isolation from the rest of the workforce. Notes are often left for cleaners asking them to do specific jobs such as defrosting the fridge. Cleaners also need to leave messages for ‘day staff’ asking for materials to be replenished, reporting breakages and so on. This can be the main method of communication. This theme focuses on the main features and purpose of notes from the point of view of extracting information and passing on information.

Materials

Examples of workplace notes, including some written using a message form

Message cards from the Source material (0:27)

Learning outcomes

1 To understand the main features and some conventions of notes (focus page, Tasks 1, 3 and 4)

2 To understand how to read and extract the important information from notes (focus page, Tasks 1 and 2)

3 To read and use shortened versions of words (focus page, Tasks 1 and 4)

4 To understand the principles of writing clear notes for other people to read (focus page, Tasks 3 and 4)

Suggested teaching activities

Introduction

· Ask learners about their experience of notes – writing and reading them. In what situations do they do this? (e.g. handover) Have they experienced any problems with them? (e.g. understanding exactly what someone is trying to tell you, writing exactly what you mean to say) What possible problems might there be if messages are not understood?

· Is handwriting a problem? – It might be if a note is written in a hurry. What problems could this cause?

· Look at some examples of notes from the workplace. Look for any common features (e.g. use of short forms of words, informal style).

Focus page

· Look through the focus page, emphasising the need to be clear about who you are writing the note for and to make sure the message is clear. Is it clear what action is needed?

· You might like to check this with reference to workplace examples of notes. Ask learners to say what action is needed for each one.

· Discuss strategies for situations when the message isn’t clear.

· Look at the example of a note on the page and the language used. Show how notes such as this typically use fairly informal style and language – short sentences, no descriptions, use of abbreviations and contractions (short forms).

· Look at the short forms used (abbreviation of the month, contracted forms of ‘do not’ and ‘they have’). Apostrophes for omission are at Level 2 of the Core Curriculum so learners are likely to need plenty of examples and practice in reading/using this kind of short form. Keep this simple. For example – when you shorten two words the apostrophe goes in place of the missing letters: I would = I’d; you have = you’ve. Encourage learners to say the shortened versions of phrases aloud, as they may recognise them better by sound.

· Point out that not all notes leave instructions – some just leave information.

· Discuss the type of language to be used on messages. Note that it is important to be polite (someone else might read it!). It is also important to be clear – think about what you have to say and be sure you are clear about it before trying to write it down. Role-play this if possible, perhaps asking learners to think of a message to pass to a colleague about, for example, a problem experienced with some equipment.

· Discuss other information that might be important (e.g. date, time, contact details).

· Practise abbreviations and shortened forms using text messaging (e.g. ask learners to write a text message of no more than 20 words to a supervisor asking him/her to bring some cloths and mop heads from the stores).


Tasks 1 and 2

Read short messages

Rt/E3.4

Rt/E3.8

Rs/E3.2

· These tasks deal with some of the reading skills involved in workplace messages.

· Ensure learners understand what to do. You may want to do these tasks orally.

If the learner has difficulty

· Learners need to understand who the cleaner is in these messages. Check that they understand this by questioning.

· ESOL learners may have problems understanding colloquial phrases such as ‘special stuff’, ‘double check’. Constructions such as ‘hasn’t been shutting’ may also cause problems. Discuss the meaning of these phrases (e.g. ‘hasn’t been shutting’ tells you that there have been problems with the door for a while).

· Contractions using an apostrophe are a Level 2 skill, so expect learners to find these difficult. It helps to say the words aloud and to read them in context.

Extension

· Learners can make a list of common abbreviations and shortened forms of words used in workplace notes.

· Ask learners to look at other workplace notes and be prepared to explain them to a colleague.

Tasks 3 and 4

Write short notes

Wt/L1.2

Wt/L1.4

Ww/L1.2

Ws/L2.4

· These tasks cover some of the writing skills involved in leaving workplace messages.

· Ensure learners understand what to do. You may want to go through the tasks orally first, then encourage learners to try out a few drafts of words/messages.

· Emphasise the need for the message to be clear and polite, especially if writing to a supervisor.

If the learner has difficulty

· The most common error in contracting words is to put the apostrophe in the wrong place – usually the space between the two words (e.g. is’nt instead of isn’t). Ensure learners understand that the apostrophe indicates where the missing letters go (sometimes this is in the space between the two words). Often learners will spell the contracted word as it sounds (e.g. hasent). Give learners the correct forms of contracted words and encourage them to write these in their personal glossaries.

· It is easier to work out the contracted forms if this activity is done orally.

· Dyslexic learners are likely to have difficulty creating the note. Use sticky notes to help construct the parts of the note. It might also help to use a message pro forma (i.e. showing ‘message to ...’, ‘message from ...’)

· Learners with poor handwriting should be encouraged to find a style that can be read by others (e.g. printing, using upper-case).

· Confirm that absolute accuracy (e.g. of spelling, punctuation and grammar) is not critical in workplace notes such as these, but that it is really important that a note can be read and understood by colleagues – handwriting and clearly expressed information are therefore important.

Extension

Ask learners to select a ‘message’ card from the Source material Message cards. They write a note to pass on the information described on the card. They should check the note for errors. It might be a good idea for learners to read each other’s notes to check for ease of understanding.

Theme assessment

Ask learners to bring in examples of messages from the workplace that they have written. These should show evidence of using contracted forms of words and be written using polite, clear language. Handwriting should be legible.

Leaving messages




   (Focus) 3:21


Notes are a quick way of getting and passing on information.

Messages should explain who needs to do what.








The message should be short and easy to understand.



Look out – this type of message is too short:


Leaving messages




    (Task) 3:22

Task 1

Read this note then answer the questions.

1 Who wrote the note?

____________________

2 Who is the message for?

____________________

3 Which two things is the cleaner being asked to clean?

_______________________________________________

_______________________________________________
4 What do you think the ‘special stuff’ is? Tick your choice.


__ Computer equipment

__ Telephones


__ Cleaning products


__ Presents for the cleaner

Task 2

Your supervisor has left you this message. Read it carefully,

then answer the questions.

1 Write down the full version of these shortened words
from the note.

a hasn’t =

b It’ll =

c Wed =

d Aug =

2 What action do you need to take? Tick your choice.
__ Check the main door in the morning and evening
to check it is working.
__ Leave the main door open when you leave.
__ Shut and lock the main door if you go out during
the day.
__ Check the main door twice when leaving work in
the evening to make sure it is shut properly.

Leaving messages




    (Task) 3:23

Task 3

This note to Raffi could use shortened words and still give a clear message.

Fill in the spaces with shortened versions of the highlighted words to create a new note.




Task 4

You are required to clean the office furniture in two days’ time but you notice that you haven’t got any furniture spray or dusters. Write a note asking your supervisor to order these items for you.

The note should include this information:

· what you need

· why you need it

· when you need it for.







































� EMBED PBrush  ���





_____ ml





_____ ml





That’s it.





Right, so an anti-allergen is something that stops an allergic reaction?





It’s something that causes an allergic reaction.





What’s an allergen?





ultimate the best of its kind





Try this


What does additive mean?


What is another word for combat?


On the label above, does fastness mean: a the speed of cleaning or b not fading or being washed away?





If you find the meaning of a word from a dictionary, glossary or by asking someone, try putting it into your own words or explain it to someone to check that you’ve got the right meaning.


Once you understand the meaning of a specialist word, try to use it.





Do a combination of any or all of these!





Look it up on a specialist website on the Internet.





Look it up in a glossary.





A glossary is an alphabetical list of specialist words and their meanings, e.g.


phosphate a chemical that contains phosphorus phosphorus a poisonous, yellowish-white chemical that shines in the dark and burns when in the air.





Use the other words around it, or other words like it, to work out the meaning.





Ask somebody else to explain it.





‘anti’ can mean against or preventing. You may find parts of some words in lots of other words, e.g.


anti-aircraft


antibiotic


antibacterial


anticlockwise


antidepressant


Once you know that ‘anti’ means against or preventing, you can guess that an anti-allergen is something that is against or prevents allergens.





A dictionary is a list in alphabetical order of all the different meanings of words.








For example, ‘to bring you the best in carpet cleaning’





Look it up in a dictionary.











Tips


Remember to include who the note is to and from.


The message should be short, clear and polite.


Make sure your handwriting is neat!





Tip


When you shorten two words, the apostrophe goes in place of the missing letters.


For example:


I would = I’d


you have = you’ve





Raffi


_______ noticed that the fridge _______ working. _______ defrost it when _______ next in on _______ 2nd _______.


Chris





Raffi


I have noticed that the fridge is not working. I will defrost it when I am next in on Monday 2nd February.


Chris





Tips


Read the whole note.


Think about what ‘pm’ means.





Tip


Read the full sentences to get an idea of the overall meaning.





Main door hasn’t been shutting properly. Double check it when you leave pm. It’ll be fixed on Wed (15th Aug ).





Thanks





Tip


Think about what the cleaner is being asked to do.





Adele





My computer screen and phone need a clean – there’s some special stuff in the store room.





Thanks


Sanjay





What do these words mean?





Tip for writing notes


The message should be short, polite and to the point but clear enough for others to read.





Tip for reading notes


Consider whether you are being asked to do something.





Say the message aloud – does it sound polite?


What will Marie think she has to do?





Don’t clean rooms today – set up training.





Short


You can use shortened words like those highlighted .


Easy to understand You do not have to write in full sentences as long as you include all the important information.





Please don’t clean rooms 4 & 5 today (12th Jan) – they’ve been specially set up for a training session.





Does anyone need to take any action?





Who asked for this?





Who is the message for?





Marie





Please don’t clean rooms 4 & 5 today (12th Jan) – they’ve been specially set up for a training session.





Steve





OK. I mustn’t clean rooms 4 and 5.





UNIT PRICE:


the cost per item





UNIT:


the number of items included in one purchase





ml = millilitres





CODE:


Each item is identified by a unique set of letters or numbers.





DESC = DESCRIPTION	QTY = QUANTITY = amount





Understanding the words and abbreviations used on the paperwork helps the checking process.








DELIVERY�
�
CODE�
DESC�
UNIT�
QTY�
UNIT PRICE�
TOTAL�
�
Z584�
ZAP 500 ml�
1�
18�
£1.70�
£30.60�
�






When a delivery is received





If there are any discrepancies or problems, ask your line manager for advice.





Open the boxes.��������Do they contain the stated contents?�Are any items damaged?





Check the delivery note against the items received.�������Are they the correct items?�Are all the items there?





Check the delivery note against the order form.������Are the items the same on both?�Are the quantities the same?





PROBLEMS:





Remember!


Divide by 1000 to change millilitres to litres.





litres�
calculation�
millilitres�
�
0.3 litres�
0.3 × 1000


�
300 ml�
�
0.25 litres�
�
_______ ml�
�
0.75 litres�
�
_______ ml�
�
0.15 litres�
�
_______ ml�
�
0.05 litres�
�
_______ ml�
�
0.005 litres�
�
_______ ml�
�






millilitres�
calculation�
litres�
�
1250 ml�
1250 ÷ 1000�
1.25 litres�
�
2500 ml�
�
_______ litres�
�
4000 ml�
�
_______ litres�
�
5500 ml�
�
_______ litres�
�
10 000 ml�
�
_______ litres�
�
12 500 ml�
�
_______ litres�
�






Remember!


Divide by 1000 to change millilitres to litres.





Tip


When you multiply by 1000, all the digits move 3 places to the left.





Tip


When you divide by 1000, all the digits move 3 places to the right.





How do I convert litres to millilitres? To change litres to millilitres, multiply by 1000.


Example:


1.75 litres = 1750 millilitres�(1.75 × 1000 = 1750)


0.9 litres = 900 millilitres�(0.9 × 1000 = 900)





How do I convert millilitres to litres? To change millilitres to litres, divide by 1000.


Example:


1500 millilitres = 1.5 litres �(1500 ÷ 1000 = 1.5)


2000 millilitres = 2 litres�(2000 ÷ 1000 = 2)





Here are some useful conversion facts:


1000 millilitres = 1 litre


500 millilitres = 0.5 litre





I’ll add _____ ml of product to a bucket containing 5 litres of water.





I’ll add _____ x 20 ml capfuls of product to a bucket containing 10 litres of water.





I’ll add _____ ml of product to a trigger spray containing 0.5 litres of water.





If I measure 5 litres of water into a bucket, I need to add 10 x 20 ml capfuls of cleaning product.





If I measure 10 litres of water into a bucket, I need to measure 200 ml of product with a measuring jug.





If I measure 5 litres of water into a bucket, I need 5 presses of the 25 ml pump dispenser to measure the correct amount of cleaning product.





If I measure 0.5 litres of water into a trigger spray, I need to add ½ of a 20 ml cap of cleaning product.





Remember!


Trace down the column


Trace across the row


Read the box where the row and column meet.


Using a finger or a ruler can help.





I need 10 litres of water for the cleaning job I’m doing.





The dilution chart tells me to press the dispenser 8 times.





I’ll use the 25 ml pump dispenser to measure the cleaning product.








�
�
�
�
�
�
�
�
�
�
�
�






How do I use the dilution chart?





Step 1: Choose the amount of water you will use for your solution from the amounts shown in the column headings.


Step 2: Choose the method you will use for measuring the cleaning product from the methods shown in the row headings.


Step 3: To find how much cleaning product to measure, trace


down the column


and across the row 











Read the box where the row and column meet.





Row headings use symbols and words to show different methods you may use for measuring the required amount of cleaning product to add to the water.


For example, you could use:


a measuring jug


a 25 ml pump dispenser


a 20 ml cap or ball.





Column headings use symbols and words to show the different containers and amounts of water you may use for your solution.


For example, you could use:


a trigger spray with 0.5 litres of water


a bucket with 5 litres of water


a bucket with 10 litres of water.





The title tells you what information is contained on the chart.


Example:


This chart is about mixing a cleaning solution in the ratio 1:50.





Information is organised in columns     and in rows 





MIXING THE REQUIRED SOLUTION


Use the following chart to mix the appropriate cleaning solution for your cleaning task.








 �





Remember!


In a ratio of 1:5, divide the amount of water by 5 to work out how much cleaning product you need.


Example: 500 ml ÷ 5 = 100 ml





Ratio�
Cleaning product�
Water�
�
1:5�
100 ml�
500 ml�
�
1:5�
_____ ml�
750 ml�
�
1:5�
_____ litre�
10 litre�
�
1:5�
_____ litre�
20 litre�
�






Ratio�
Cleaning product�
Water�
�
1:5�
50 ml�
250 ml�
�
1:5�
60 ml�
_____ ml�
�
1:5�
1 litre�
_____ litre�
�
1:5�
5 litre�
_____ litre�
�






Remember!


In a ratio of 1:5, multiply the amount of cleaning product by 5 to work out how much water you need.


Example: 50 ml × 5 = 250 ml

















10 capfuls of water





25 ml


of cleaning product





250 ml


of water





1 litre


of cleaning product





10 litres


of water














1 capful of cleaning product

















10 full jugs of water

















1 full jug of cleaning product





Tip


If you start with the water, divide by 10 to work out how much cleaning product you need.


If you measure the cleaning product first, multiply by 10 to work out how much water you need.





Tip


You must use the same size container for the cleaning product and the water. You must fill it to the same level each time.





Method 2


Use millilitres or litres to measure the cleaning product and water.


Example: The following mixtures are both in the ratio of 1:10.














		         +











		         +





Method 1


Using a convenient sized container, count out the correct number of parts.


Example: The following mixtures are both in the ratio of 1:10.











		         +























		         +





Remember!


Always add the cleaning product to the water.





1 press = 25 ml





SORBIT MULTI-PURPOSE CONCENTRATED SURFACE CLEANER








Directions:


Task�
Product�
Water�
�
Lightly soiled surfaces�
125ml�
10 litres�
�
Heavily soiled surfaces�
225ml�
10 litres�
�
Stained surfaces�
375ml�
10 litres�
�
Greasy surfaces�
500ml�
10 litres�
�






Remove excess waste. Wipe surface with diluted solution.


No need to rinse.





		Dilute cleaning products 		precisely.


		Too strong a solution may 		be harmful. 


		Too weak a solution may 		not clean properly.





Remember!


Step 1:	Measure the


		water into the


		container


		you are going


		to use.





Step 2:		Use the pump


			action dispenser


			to measure the


			cleaning product


			into the water.





Use the method that is best for you.





Work out how many times you need to press the dispenser to measure 250 ml:





Volume	volume of	number of


	    ÷		      =


required	pump		presses





250 ml ÷ 25 ml = 10


so, 10 presses = 250 ml





Count in 25s with each press of the dispenser until you have measured 250 ml, like this:








25 … 50 … 75 … 100 … 125 … 150


… 175 … 200 … 225 … 250





1 press = 25 ml





A pump action dispenser helps you to measure the correct amount of cleaning fluid. You must prime the dispenser before you use and then press it down completely to make sure you get 25 ml.





Remember!


ml is short for millilitres


l or L is short for litres





The product label tells you how much water and how much cleaning product you need. Look under headings such as instructions or directions.





275 ml











_____ ml





_____ ml





Tip


Make sure you use the right scale on the jug.





Step 1


Look for the scale that shows millilitres.





Step 2


Look at the marked divisions to see how the scale works.


Example:


Every 100 millilitre marked division is labelled, but the divisions in between are not labelled.





Step 3


Calculate the value of each unlabelled division.


Example:


Each 100 ml has 4 divisions, so 1 division = 100 ml ÷ 4 = 25 ml











Check by counting up the scale.





Now that you know the value of 1 marked division, you can work out every part of the scale.





		Cleaning products are 		poisonous.


		NEVER measure cleaning 		products with a jug that 		will be used for food.





Tip


Instructions for measuring cleaning products are usually given in millilitres.





Half-full 12 litre bucket





Quarter-full 24 litre bucket





Half-full 10 litre bucket





Remember!


Divide by 2 to find half of an amount.


Divide by 4 to find quarter of an amount.





12 litre bucket





30 litre bucket





Tip


Divide by 4 to find quarter of an amount.





A 20 litre bucket that is quarter-full contains 5 litres. (20 ÷ 4 = 5)





It depends on the size of the bucket! A quarter-full 10 litre bucket contains 2.5 litres. (10 ÷ 4 = 2.5)





Tip


Divide by 2 to find half of an amount.





A 20 litre bucket that is half-full


contains 10 litres. (20 ÷ 2 = 10)





It depends on the size of the bucket! A half-full 10 litre bucket contains 5 litres. (10 ÷ 2 = 5)





30 litre bucket





25 litre bucket





20 litre bucket





	Buckets are 	useful for 	measuring approximate amounts. For accurate measuring, use a measuring jug.





10 litre bucket





Try this


Check the size of the buckets that you use at work. Write down a description of each bucket and its size in litres.





Bought in litres ____________________


________________________________


Product____________________size__


________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________





Bought in millilitres _________________


________________________________


Product____________________size__


________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________





Smallest�
�
�
�
Largest�
�
_200 ml___�
__________�
__________�
__________�
__________�
�






Remember!


1000 millilitres = 1 litre





Millilitres are standard metric units for measuring small amounts of liquid. You sometimes see millilitres shortened to ml.





Litres are standard metric units for measuring larger amounts of liquid. Litres is often shortened to l or L.





How much liquid is in 1 litre?


Water and fruit juices are sold in litre bottles or cartons.





1 large bottle


of water = 1 l





How much liquid is in 1 millilitre? 1 ml is a very small amount.





1 medicine spoon = 5 ml





Try this


Put these litre measures in order of size, starting with the smallest:


15 L     1.5 L     10 L


0.5 L    2 L        1 L





Try this


Put these millilitre measures in order of size, starting with the smallest:


200 ml     10 ml     100 ml


500 ml     250 ml     5 ml





Remember!


Millilitres are 1000 times smaller than litres.


1000 millilitres = 1 litre


500 millilitres = 0.5 litres


To convert from litres to millilitres, multiply by 1000.





Tip


‘-cide’ means killing. A germicide kills germs.





Tip


It is important to know what these things are and how they can affect you and your work.





Apply the diluted product with a cloth or sponge and allow contact time.





Rinse with fresh water and wipe surfaces dry. Remove all excess moisture.





Tip


Use the bold words to help you find the information.





Tip


An enlarged copy of the Machine carpet cleaner label can be found in the Source material.





Try this


On the Machine carpet cleaner label, find all the words in the ‘to Use’ box that tell you exactly what to do.


Does the symbol mean:


the product is safe to use on wool carpets or


the product is safe to use on sheep?


How many instructions are there in the ‘to Use’ list?


What must you not do?


How many capfuls should be put in a 5 litre tank?





Symbols


These are a useful as a quick reference.


°C = degrees Celsius





Abbreviations


Can be used for:


measures, for example:�ml = millilitre�l = litre


or for words, for example:�COSHH = Control of Substances Hazardous to Health





If something puzzles you – ASK.





Look out for negative information:


NO, do not, NEVER, don’t





Look out for the


words that tell you


exactly what to do.





If the list of instructions is numbered, it probably means you have to do things in a particular order.


Bullet points mean the order is not as important.





INSTRUCTIONS FOR USE





TO USE:





DIRECTIONS





WARNINGS





These are often put in capital letters.





details about where you can find out more about the product


This might be made obvious by a change of print.





Try this


How quickly can you spot the word DILUTION above?


What are the subheadings on the label above?


Does the list use numbers or bullet points?


Where can you find out more information about this product?


What are the warnings on this label?





information set out in different ways�It could be in a list with numbers or bullet points, or in a table.





subheadings�These might be written in: CAPITAL LETTERS bold italics or Underlined





key words�You don’t need to read the whole label. Just search for the word you want, as if you are looking for a familiar face in a crowd.





You can find the information you need by looking out for:





What’s the dilution rate for using this in a trigger spray?





Curric. refs�
NOS/NVQ�
Key Skills�
�
Rt/E3.4


Rt/E3.8


Rs/E3.2


Wt/L1.2


Wt/L1.4


Ww/L1.2


Ws/L2.4�
Unit 003�
N/A�
�






Curric. refs�
NOS/NVQ�
Key Skills�
�
N1/E3.1


Rt/L1.4


Rw/L1.3�
Unit 001�
�
�






Curric. refs�
NOS/NVQ�
Key Skills�
�
MSS1/L1.7


N1/L1.4�
�
N1.2�
�






Curric. refs�
NOS/NVQ�
Key Skills�
�
HD1/L1.1�
�
N1.1�
�






Curric. refs�
NOS/NVQ�
Key Skills�
�
N1/L1.7�
�
N1.2�
�






Curric. refs�
NOS/NVQ�
Key Skills�
�
N1/E3.5


N1/L1.3�
Units 010, 011


& 012�
N1.2�
�






Curric. refs�
NOS/NVQ�
Key Skills�
�
MSS1/L1.4�
�
N1.1�
�






Curric. refs�
NOS/NVQ�
Key Skills�
�
N2/E2.2�
Units 010, 011


& 012�
N/A�
�






Curric. refs�
NOS/NVQ�
Key Skills�
�
MSS1/E2.7�
�
N/A�
�






Curric. refs�
NOS/NVQ�
Key Skills�
�
Rt/L1.1


Rt/L1.4


Rt/L1.5


Rw/L1.1


Rw/L1.2


Rw/L1.3


Rs/L1.1�
�
C1.2


�
�






Skills for cleaning�
Now�
Later�
�
Find information on a label and use it to follow instructions�
�
�
�
Understand millilitres and litres�
�
�
�
Use buckets to measure liquids�
�
�
�
Measure liquids accurately in millilitres�
�
�
�
Measure out cleaning products using a pump action dispenser�
�
�
�
Understand and use ratios to dilute cleaning products�
�
�
�
Use a dilution chart�
�
�
�
Convert between millilitres and litres�
�
�
�
Check in deliveries correctly�
�
�
�
Write short notes to other people and read notes left for you�
�
�
�
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