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	res no.
	style
	title

	HO3
	Handout
	LLN levels card sort – answer sheet


	Entry Level 1
	Entry Level 3
	Level 2

	Read key words on sides of boxes in a warehouse
	Use the index of a catalogue to find an item or locate a supplier in 
a trade catalogue
	Read and understand 
a standard health and safety notice

	Match key words 

to symbols
	Read and complete 
time sheets and 
work-related documents
	Read different reports 
and compare benefits 
of different products and machines

	Understand common signs in workplace 
e.g. no smoking
	Correctly fill in 
an accident or 
incident form
	Look at a range of 
graphs and tables 
and draw correct conclusions

	Write own name and address on work form
	Write an e-mail to 
a colleague
	Plan, draft and proof-read formal letters, appropriate for clients

	Make a note of day off 
the following week
	Write a note giving instructions to a 
fellow worker
	Plan, draft and proof-read a report, appropriate 
for management

	Follow a fellow worker’s single step verbal instruction
	Listen to phone messages and pass on the details accurately
	Listen to complex 
multi-step instructions 
and carry out process accurately

	Greet a manager at work
	Talk to customers 
using appropriate and polite language
	Make effective contributions in work meetings, appraisals 
and training

	Ask for train times to 
a new workplace
	Check own wage slip 
and deductions
	Calculate measurements from plans drawn to scale

	Count reliably to 10 
in a stock check or 
when packing items
	Use a calculator to check cost of new stock
	Find the mean, median 
or mode and use appropriately to compare two sets of data

	Select correct coins for 
a vending machine
	Add and subtract 
amounts of cash
	Calculate percentage increase or decrease on the cost of products

	Check screws of correct length for door hinges
	Understand temperature controls on a fridge 
and store food at an appropriate temperature
	Weigh and measure 
to required tolerances, using metric or imperial measurements 
as appropriate




