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READ THESE INSTRUCTIONS FIRST
You may use either a typewriter or a word processor for this examination.
Type or write your Centre number, candidate number and name on all the work you hand in.
Answer all questions.
Type your answers on the separate paper provided. Start each question on a fresh sheet of A4 paper.
Insert 1 is for use with Question 3. Two copies of this Insert are enclosed.
Insert 2 is for use with Question 5(a). Two copies of this Insert are enclosed. Attempt this question only if you
are using a typewriter.
DO NOT WRITE IN ANY BARCODES.
You should read through the paper before answering the questions.
The businesses described in this question paper are entirely fictitious.
If you experience any fault with your typewriter or word processor, tell the invigilator immediately.
The typed Accuracy Test (Question 1) must be attempted first and collected at the end of ten minutes.
At the end of the examination fasten your work securely together, before placing it inside the cover sheet.
The number of marks is given in brackets [ ] at the end of each question or part question.
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Accuracy Test
Produce the following passage in single line spacing.
You have 10 minutes for this accuracy test.

[10]

HEALTH AND SAFETY OF COMPUTER OPERATORS
It is important in the office or in any work environment that correct health and safety procedures
are in place to protect employees from risks and hazards that are harmful to their health and
well-being.
The Health and Safety (Display Screen Equipment) Regulations 1992 were introduced to prevent
injuries associated with the use of visual display units. Organisations and employers have a duty
to carry out risk assessments of all workstations to make sure they meet the requirements of the
legislation. Under these regulations, employers must provide eye tests and information associated
with the prevention of injuries that may be caused.
Screen filters, window blinds, checking work surface heights, adjustable chairs, foot rests and
document holders are just a few provisions that employers can put into place to aid the health
and safety of their employees. Eyes can become strained as a result of staring at a computer
for long periods which may result in headaches, migraines and eyesight deterioration. It is also
important that adequate rest breaks are given in order to prevent repetitive strain injury, eyestrain
and muscle fatigue.
One of the most common causes of muscular pain and discomfort for computer operators is bad
posture when typing. Correct posture at workstations is essential for operators’ health. Chairs must
have adjustable seat height and a back that is tiltable to provide good back support.
Taking simple precautions and reading guidelines provided by employers will assist in the
prevention of injuries or health problems that can occur from bad habits.
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On a sheet of A4 plain paper, display the following newsletter.
Make all corrections as indicated.
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You have received a letter from Mr Emmanuel Khan of Safety Sure Association, 101 Hoover Lane,
Sheffield, South Yorkshire SP 1CX. He has requested a timetable of health and safety courses for
2016.
Using the headed paper provided (Insert 1), compose a letter from the details below. Use today’s
date and the reference BR/your initials. The letter will be signed by Mrs Blessed Rusape, Course
Manager.
[30]
•

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

•

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

•

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

•

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

•

Inform him that discounts are available for bookings for multiple delegates.

•

Mention that a buffet lunch and certificates for delegates are included in the price.

•

In the final paragraph say that a brochure is enclosed in which he will find full details of the
courses and fees.
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Set out the following Minutes of a Meeting using A4 plain paper. Use single line spacing and
number any continuation sheets. Make all corrections as indicated.
[20]
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(a) FOR COMPLETION BY USERS OF TYPEWRITERS ONLY.
Use Insert 2 for this task.
If you are using a word processor go to Question 5(b).
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(b) FOR COMPLETION BY WORD PROCESSOR OPERATORS ONLY.
Set out the following table using A4 plain paper. Rule as indicated.
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