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FILE NOTE

APPLICATION NO. 5/75 - MR. R. SANSON-FISHER

I have now received single copies of all of the
research reports and papers emanating from this project. In
my view, they are of a high standard and demonstrate that this
project has been satisfnctorily_gonclqui;

The titles of the papers recccived are as follows

/,}he Case Against Juvenile Corrective Institutions
Survival Skills - The Disadvantaged Delinmquent

Knowledge of the Law: The Disadvantaged Delinquent?
%;OU”Ah’ Opportunity Rates and the Juvenile Offender

Y | Manual for Coding of Family Interaction Patterns
ot ’

Aborigines in Crime Statistics: An Interaction Between
\_ Poverty and Detectors

%DU*& Skills Assessment

'Sex-Education' Instruction Book

J:,a5 'l.Life in the Community' Tnstruction Booklet
J

If members of the Council would like copies of any or
all of these items, this can be arranged.

David Biles
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1.

2e

e

4.

e

6.

CALENDAR
-In a week there are

In a year there

The sixth month o1 the
year is

A leap year is

In January there are

In one year there are

o'

o

o'

9 days
7 days
4 days

10 months
12 months
13 months

September
May
June

A year with an extra day
Vhen we miss a year

The name given to every
ninth yeaxr

30 days
29 days
31 days

336 days
355 days
356 days



BUDGETTING

‘1o Budget means

2. If you had $10.00 a week for
food to feed two people
would you

3. Accomadtion is an important
expense to include in your
budget

4. “hich o the following is
not necessary to include
in yocur budget

5. You hudgzet your weekly pay

so that you can pay your

6. If you budget your money you
don't

W

Y]

o

2e

To buy something

To draw 2 plan to see

how much money is to be
spent on different things
don't know

buy food each day

.plan each meal for the

week and its cost
spend the money on clothes

yes
no

clothes
tax
entertainment

education expenses
bus fares
don't know

lose your job

run out of money bvefore
next pay day

nothing happens
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TIMB

1e

2e

30

4.

5e

6.

In one day there is

The small hand on = clock
shows

If the large hand ..8
pointing to the siz then

it is

In one minute there ire

oy 5‘
This clock shows 5f}-"?\%\
ﬁéu ,/2?‘

This clock shows

o P

12 hours
7 hours
24 hours

hours

~“minutes

quarter past the hour
quarter to the hour
half past the hour

50 seconds

60 seconds

70 seconds

twenty past two
quarter to four
ten past four

ten to eight
10.40
half past tcn

JOTSREEN
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~ JOB HUNTING

1.

2o

3e

4.

The corrcct w~y to gquit a job is

Waen you mele an appointment
to go for interview, it is
nost important to know

When looking for a job

Jobs are listed under

You can find a job at the
Commonwealth Faployment Services

Yhich of the following are you
often required to take to a job
interview

o P

o)

e e
P Ty .-

A

tell your work mate
you will not be in the
next day

give a wecks notice to
the boss

don't turn up fcr work
the next day

the pay
the address of the firm
the hours

look in the Yomens
Yeekly

watch T.V,

look in the yellow
pages of thie vhonec hook

board and lodgingz
situations vacans
situations warted

yes
no

bank book
bus concession ticket
refercnce



JOB
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4.

5e

6.

APPLICATION

Next of kin on a jcb
application form is

Marital Status neans

Your surnane is

Your girlfriend can srite
a reference for you

Office Use Only on an
application form means

In a written application

which of the followirg: is.

not important

o

your date of birth

a close relative
whether you are married
or single

your middle name
are your parents divorced
are you married or single

first name
last name
niddle name

yes
no

you only ansver if you
are in the office

to be filled in by office
staff

don't know

your telcphone nunmber
which job you are going
for

your weight and height

JEREe S N—



UNEMPLOYMENT BIENEFITS

1e

2.

3

4o

Se

You can apply for
unecniploynent benefit

To receive uncnmployment
benefits you must be at
least

When you are on
unemploynent benefits
you have to

The Cormonwealth
Employnent Offices arz in

then ycu register at the
C.E.S. they will arrzr.ze
for your cheques and also

You reccive Unenployment
Benefits from

[

(¢ ]

0O o p 0O oM

o

if you are not working ‘dut
want work

if you are working but want
a bit of extra money

if you are on strike

15 years old
16 years old
18 yecars old

apply for all jobs offered
visit unemployment office
every day

stay at home

the city centre only
nost suburbs in Perth
the country only

. pay any unpaid bills

try to find you a job
get you accormadation

Unenmployrent Service
ploym

Commonwealth Employment Service

Bank

o]



MONEY CHANGE

1f¢ In one dollar tﬁere are

2. If I wanted to give 20cents
in change I would give you

3¢ If I have $1.00 and I buy
a pencil for 5 cents and a
rubber for 10 cents 7 will
receive '

4. How rany 20 cents pieces in
a 31.00

5S¢ If I had a dollar and
brought cakes for 73 cunts
how ruch change would [ get

6y If I had $10.00 and SP‘:nt
$4.10 I would have

o

O o P Q

o

o M

Te

100 cents
10 cents
1,000 cents

three 5 cents and one 10 ce
two 10 cents
one 10 cents and six 2 cent

80 cents change
85 cents change
70 cents change

27 cents
22 cents
32 cents

$5.90 left
$6.90
$5.10



WEIEHTS AND M=ASURES

1.

2.

3.

4e

5e

6.

How nany feet in a yard

In one pound there are

A pint measures

A rretre is 2 neasure of

Weight is a neasured in

Litres is a neasure cf

c‘

9 feet
5 feet
3 feet

10 ounces
14 ounces
16 ounces

solid food
weizgnt
liquid

weight
volune
lenath

kilograms
netres

- degrees

weight
volure
length

Az



WEIHTS AND MEASURES (CONT'D)

Te

8.

9.

A kilogram is nearly the sanme as

A litfe is more than a pint

A nmetre is

¥1b
21lbs

. 51bs

true
false

shorter than a yard
1onger'than a yard
don't know

e



STREET DIRECTCRY

1e

2e

3

S5

6.

If you wanted to find how to get
by car to an address where you
had never been befcre ycu should
look

Does the Metropolitan Sitrcet
directory show the streets in

a country town

If you are looking for a road in

street directory lovk up

Can you find out where post

offices are in the street

directory
Suburbs are narked on the street
directory maps

Railways are marked in the
street directiory

o O

)

c P

10 R

in the phone book

in the street directory
at the M.T.T. bus
timetable

yes
no

the map of the =area
the index first
don't know

yes
no

yes
no

yes
no
don't know



POSTAL SERVICES

1e

2e

e

4.

Se

then you want to send money

in a letter you should

Stamps can be bouzht at

Post offices are open

Putting a postcode on the

address of a letter.

The best way to send =

valuable parcel or lectter

is to

Surface nail is

a

a

o

11

use only paper noney (notes
as these weigh less

use a money order or a
crossed cheque

ask the people at the post
office to be careful -

Post Office

Branches of news agencies
or chenists

all of the above

10am to 3pm Mon. to Pri.
Qann to 5pm Mon. to Fri.
9am to Spn Mon. to Sat.

does not make any differenc
means the letter gets sorte
quickly S
tells you how rmuch the letd
weighs "

send it ordinary”ﬁail with
inportant written on the fr
of it

registar it

don't know

letters only
nail sent by train or road
parcels only

T |



PHONE BOOK

1e

2.

o 3.
e @
40
o
o 5e
. 6‘
®
‘
.
...

The emergency telephone
nunber is

A trunk call is a ca2ll to

Vhere are the post codes
found in the telephone book

In the yellow pages of the
phone book you can find

*You can’'use a phone brok to

find peoples aldress

Phone bobks have a spccial

sBection for government

departnents

i

-0
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Q
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12
900
000 T -
tﬁé city

the country
the suburbs

in the front
in the back 4
not in the phone book

private phone nunmbers
business and corrmunity
serviccs phone nunbers )
country phone nunbers

yes
no

yes
no

"don't know

- oy

e e+ wE A



PUBLIC PHONE

1e

2e

3

4.

De

6.

On the black vhone which
butten do you press: when-
the other person answers

You dial a number

When using a red phone put
your noney in

If you don't know a nersons
nunber dial for

If the phone is out o' order
ring for '

If ycu nake a S.T.D. Long
Distance phone call you

&Y

o P

- -
s

Tine T

13

Bﬁftoﬁ A Vo N
button B :

before you 1ift vp the pho:
after you 1ift up the phons

before you dial
when the person answers ,
after you dial

trunk calls
dircctory assistant
gervice difficulties

trunk calls
directory assistance
service difficulties

Ring the operater
ring straisht to the nersor

L]

don't krow
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VOTING

e To vote in state or federal

) elections you st be at
®
least

2. Aboriginal people rmust vote

.‘ in the elections

Je

4e
@

Se
®

6e
‘e
.
%

\

Vhen you are old erough to
vote your name rmist zo onto

the list of nanes of the-.
voters

If you.are o0léd enouzh to

vote you rust vcte

There are two main clcctions

The electoral role is

17 years
21 years
18 years

yes
no
don't know

it goes on automaticaily
you rmust enrol yourceli

your parents always onrcl ;

yes
no

State and Federal
Liberal and Labcer
Country and City

The letter which says you
are allowed to vote

order in which we vote
people

list of voters

[P



BANKIHG

1« If you deposit sonme nonrey
you

2. Banks are nornally open
between

Vhen you put a cheque into

your savings account you can

4. Does it cost any money to
have a cheque book

‘5, Vhen you withdraw noncy you

6. Intcrest

O

put it in the bank

take it out of the bank
receive it for saving with
the bank

9anm to Spm
9an to 3pm
102 to 3pnm

take the money at the szme
tinme

nust wait a few days

don't know

yes
no

put it in the bank

take it out of the bank
receive it for saving
with the bank

is money given to you by the
bank for saving with it
noney you put in the bank
noney you receive for having
s cheque account



SHOPPIN G

1e

i 2e
@
® 3.
o
4.
®
@
5e
®
6..
’
.,

If you layby a drass in a
shop

A receipt

Vhen shopping for groceries

If you didn't have enough
noney to buy a fridge but
needed it immediately you
could buy it on

R I s S P

VWnen shopping for groceries
‘renenber '

When shopping remenber to

TP

o p

16

put some money dowvm and pay
the rest off later

take the dress and pay the
next time you go to the shc .
get the shop assistant to k-

it for you until you have sc.

up enough noney to buy it.

shows you ha&e paid for it

means you owe the person nor.

shows you how rmch you stili

owe a Dperson

always go to towm

shop only on the corner deli
shop for specials in local
shops ' -

relayed payments
lay by
hire purchase

bank book
shopping list
nevspaper

give exact amount of monex
check your change
don't know



TRANSPORT

1e

2e

4.
.‘.

i 5.
o

6.

‘e®
L
®

. \

On which of the following
is it nmore expensive to
travel in the city

You can use a bus ticket
again within 2 hours of

buying it

Express trains stop at
every stop

The tine 6-45 pnm is the
same as

The nunber on a bus shows

Working zirls over fiftecn
must pay full adult fare

o P

f)

W
¥ By

bus
train
taxi

yes
no

yes
no

quarter to 6 in the morning
quarter to 7 at nizht
don't know

the way it goes
how many pcople it can carry
if it is an express

yes
no

- m‘l



SEX EDUCATION

1e°

2.

3e

4.

5e

A girl cannot have sexzual
intercourse legally until
she is

A mother is pregnant for

The vazina is a part of the
nale sex organs

Menstration is

Conception is

Another narme for the vonb is

o QP

o

16
14
18

6 nmonths
12 months

9 nonths

yes
no

getting pregnantd

“your periods

hecadaches

joining of sperm and ezz . .

start a baby
preventing pregnancy
sexual intercourse

ovary
vagina
uterus



CONTRACEPTION

1« Contraception is

-2+ The pill is taken

3. Contraceptives can be
obtzined fron

4. Withdrawal is safer nmethod
of contraccption than the
pill

5. The condor: or frenchie is

used by

6. You are most likely to get
pregnant if you have sex

o P

0

oY

the time you have your period
ways to stop having a baby
getting pregnant

twice a day
once cvery day
after mzking love

chenists and family planning
clinics

doctors only

both a and b

no

nale
female

very close to your periods
rizht in the niddle between
each period

don't know

I



VENERAL DIS=ASE

1e

®:
' 4.

!

®
5e

o
® .

Oﬁ

'y

>

V.D. (Veneral Disease) is a

You can get V.D. by a

V.D. a

0 o

If you have had V.D.
and have been cured

o

o

A woman who has V.D. can

give it to her unborn child
a

b

You can tell if a per:zon
has V.D. by looking =t ther

-

o P

20

a disease to the food
a type of head cold
a disease of the sex organc

sitting on toilets seats (c.
having sex with someone whc
has V.D.

eating in dirty places

can be cured by needles and
tablets

cures itself

con't be cured

you can catch it again

you cannot catch it again
it will cure itself this tire

yes
no

yes

[
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COMMUNITY SERVICES
1o Vhen you join a public a it costs 2 dollars per year
4 library b its free '
' ¢ it costs 5 dollars
2. Your rubbish is collected a the local council
¢ by b private rubbish collectors
c the S.E.C.
i 3. If a person . really needs
0. ’ legal help he can a  get the noney from the.
: government
get legal aid
| c don't know
Py
4. A Jjuvenile is a person a under the age of 21
under the age of 15
¢ under the age of 18
® |
5. VWhen you azre arrested by a name, address
a policenran you rust give b age
your c both a and b
L
' ’ 6 Yf there is an electricity a  police
failure in your hcuse the b local council
best place to ring is c S.E.C.
*
®
®



LAUNDRY

1.

3

4o

5e

then washing drip dry clothes
you

We rinse clothes after
washing to

Woollens should be washed in

‘e should change our under

wear

Vhen sorting out a ﬁash

we should separate clcthes
into bundles such as towels,
jeans, etc.,

Which of the followinz nake
ironing sasier

c o

a

a

(&)

o )

% P S
o Sy,

22

put them in the spin a.-
first

put thenm straight onto
line

always wash them in th:
cold water

it is not necessary to
rinse

to remove the soap and .
from then

to prevent yellowing

hot water
luke warnm water

either hot or cold water

every day
every third day

yes

‘no

doesn't matter

water
soap powder
none of the above

[ —



MTSDIBAKEK

e

3

4.

5.

6o

Medibank is

H.B.F. and Friendly Societies

Health Insurance gives
extra nedical benefits

Bvery one gets a Medibank
nunber automatically

A refimd from Medibanlk is.

Medibank levy is

You can clain cn doctors
bills before payinz then

a

©

O]

. |

private health insurance
Government Health insurance
Private Banking

yes
no

a bill
noney you pay to jein Medibar
noney paid back to you

rnoney paid back tec you
noney taken away from your p-
doctors normal fee

yes
nc



FIRST AID

®
"1
o
: 2.
,i
.
: 3
i
|
c @
!
4.
5e
®
6.
'@
’
..

A bruise is caused by

If you get burnt it is

best to

If someone
you should

is having a fit

If you cut

yourself badly
you '

should

When you arz giving routh
to mouth to get a person
breathing you

If sornicone has faindec
showid you

a

Y

24

dark substance forming
broken blood vessel
don't know

cover the burn
burst the blister
put butter on it quickly

leave them alone and clear the
surrounding

hold their arms and legs

yell at them

wash it immediately
apply pressure-to the cut
leave it to bleed for a while
watch their chest rise and fall
pull his hecad straight back and
start breathing

clear air passagc first

sit then down
give then an aspro
lie them down



NUTRITICON

1+ Proteins are needed for

2.

3e

o -
|

P —

Potato, rice, and bread
arc all

A balanced nme=2l is onc
which

Presh fruit sives us

D~

necessary

Carbohydrztes are needed
for

IHilk is a good source of

(]

o2 Lo gt 0 o D

(¢

(¢ TR e SV

PE

N
It

growth and repair of the body
energy
healthy teeth

rrotein foods
minerzl foods
carbohyrategg

hzs plenty of potato and bread
has the same amount of neat as
potato and vaegetabvles

looks colourful on the plate

proteins
vitamins
carbohydrates

growth snd repair for-tue hody
energy

“healthy teeth

calciun
fats
carbohydrates

1
1)
b

i



TABLE SETTING

®
: 1e
o

2.
@

3

e @ ..

o 5.
6.
@
|

The bread and butter plate
goes on the

Which side of the setting
should the soup spoon go on

@asses on which side of the
setting

If you have to sets of
knives and forks which do
you use first

"Vhich side of the setting

should the cup and scucer go

Cultery is

£

o

right
left

right
left

right
left

those on the outside
those on the inside

right
left

cups and saucers
knives and forks
pots and pans
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LETTER WRITING
1. When you arc writing g4 letter a street
which of the following is not b your nare
written in the address c the date
2. A business letter should end a your friend
yours
c yours faithfully
3 A.paragrapn is a a collection of sentences

about the same thing
h a corna, full stop, etc.
G the ending of a letter

4. The greeting (ez Dear Mwn) gocs a  right

on which sidec of thc page b left
c either rizht or left
5 Vhen letter writing to a a to use correct spelling
business company rencenber b the business addresc
c both a and b
5. Wnen 2ddressing an cnvelope a type envelope

it is dinportant to remenher b date
' ¢ senders address
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SEX EDUCATION

Sex education means a lot more than learning about

'the facts of life'. A good sexual relationship is a
loving relationship. It depends on the feelings of two
people for each other more than on a knowledge of the

facts of life about human reproduction.

People need to know about their own bodies. It can help
them have a better understanding of themselves and members
of the opposite sex. But knowing the facts will not

nec essarily help young people have a satisfactory

relationship when they become adults.

FALLING IN LOVE
Most people 'fall in love' a number of times-before they
choose a permanent partner. This is quite normal. The
person who is 'just right' for vj
us at 18 may not be the right 13
person at al when we are 20

or 25 or even 45,

But this 'falling in love'

can be important. A love
relationship does not always
mean a sex relationship, but
it can be a very close

relationship.

So it is important that we
understand our own bodies- - =
how they are made and how GE%?t:;;;:_;;h
they work. This can help

us understand better the part love and sex play in human
reproduction and oﬁr own responsbility in the whole

business of contraception, conception and birth.

.
'
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PUBERTY

As boys and girls approach adulthood, changes begin to
take place in their bodies. More sex hormones (chémicals)
are produced and the different male and female character-

istics become more obvious.

The time when these changes take place is known as puberty.

Girls usually reach puberty earlier than boys, often they
are 11 or 12 years old. But it can be even earlier, or

much later - the time varies with each person.

When a girl reaches puberty, her breasts begin to grow
and her body becomes more rounded. Underarm and pubic
hair begin to grow, and she begins to have menstrual

periods.

The beginning of menstrual periods can be very alarming
for a young girl if she has not been told what to expect.
So it is important for mothers to tell their daughters
wvhen they are quite young what is going to happen and
vhy.

A boy usually reaches puberty a year or two later than

a girl. His sex organs grow larger and hair begins to

grow on his body. His voice "breaks" and deepens.

These changes take place gradually and sometimes it takes
the body a little time to get used to its "new look".
Girls sometimes grow too fat before they settle down to
their adult shape. Girls and boys, particularly boys,
sometimes develop pimples.or acne on their faces or‘
necks. Boys sometimes grow much taller quite suddenly

and feel clumsy with their new size.

v - s



These things are only temporary. Even the acne and
pPimples will go away with time - though for the young
people suffering from them even a year or two is too

long.

The best way to cope is to eat a well balanced diet,
with plenty of fresh fruit and vegetables, and to see

that the skin is kept as clean as possible.

At puberty too, young peopie hegin to take an interest
in the opposite sex. This makes them particularly
sensitive if they feel fat, or spotty, or unattractive
just at the time when they want to look mature and

poised.

R



PUBERTY QUESTIONS

1. Most people fall in love a number of times before
they choose a permanent partner.

TRUE FALSE
2. Vhat changes take place in boys and girls at
puberty?

3. Vhy should mothers tell their daughters about

periods at an early age?

4. What can you do about pimples and acne?

B e T
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THE FEMALE REPRODUCTIVE SYSTEM

The female sex organs are made up of two ovaries, the
Fallopian tubes that lead from the ovaries to the

uterus (or womb) and the vagina.

The ovaries are the store houses for many thousands of
egg cells, called ova. One end of each Fallopian tube
lies close to the ovary, the other is attached to the

uterus which is pear shaped.

The vagina is the highly elastic passage to the outside
of the boyd. The baby passes through this passage at
birth. The point where the lower part of the uterus
connects with the upper part of the vagina is called

the cervix, or neck of the womb.

\/a_a- T  ———f
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FEMALE REPRODUCTIVE SYSTEM QUESTIONS

1. VWhat are the female sex organs made up of?

2. Vhere do the egg cells come from?

3. The opening or neck of the womb (uterus) is called

4. Vhat is the name of the passage a baby passes
through at birth?

er:'.
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MENSTRUATION

About every 28 days after a girls reaches maturity, an
egg is produced in one of the ovaries. The ovaries also
produce a hormone which acts on the uterus and causes its
lining to thicken. This will, if the egg is fertilised,
provide the food the egg will need when it begins to grow
into a baby. o

The mature egg then passes from the ovary, along the
Fallopian tube to the uterus. There, if it is fertilised

it attaches itself to the lining of the uterus and the
baby develops.

If it is not fertilised, it passes out of the.body too.
This is known as the menstrual fiow. For many women the
period of menstruation comes fairly regularly once a
month. But this pattern can vary in different women,

or even in the same woman at different times in her 1life.
For some, the flow lasts for 7 to 8 days, for others only

4.days. All this is quite normal.

Some women may feel edgy and nervoué, or have a headache,
or mild stomach cramps. It is a good idea to take life
a little easy and slower at these times. However there
is no need - as people once believed - to stop bathing,

washing hair, playing sport or even swimming.



MENSTRUATION QUESTIONS

1. If the egg is fertilized what will the lining of

the uterus become?

2. 1If an egg is not fertilized what happens to the

thickened lining of the uterus?

3. How long does the menstrual flow last?

4. Do you have to stop bathing or playing sport if you

have your periods?

5. If the egg is fertilized what does it do?

Y
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THE MALE REPRODUCTIVE SYSTEM

The male reproductive or sex organs consist of two
testicles (or balls) and the penis. The male sex glands
or testicles, are contained in a skin sac called the
scrotum, and produce a hormone which affects his sexual
development. The testicles also produce male sex cells -

these are called sperm cells.

It is these sperm cells that enable a man to become a
father. They are stored in theepididymis and are

released through the penis in ‘a liquid called semen.

Though they cannot be 'seen with the naked eye, these
cells which are tadpole shaped, are able to move along
by wriggling their tails. In one discharge (ejaculation)
of semen thére are millions of sperm cells and any one of

them is capable of joining an egg and starting a new life.

Bladder \
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MALE REPRODUCTIVE SYSTEM QUESTIONS

1. A man's sex organs consist of

2. Male sex cells are cailed cells,.

3. These cells are shaped like

4, VWhat is the scrotum?

5. Where are the sperm cells stored?

{
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MASTURBATION

Masturbation is the voluntary handling or rubbing of the
sex organs in order to give pleasure to the person doing
it. Most males and females masturbate at some time in
their lives. It does not do any harm. At one time it

was thought to cause insanity, to make the person sterile,

and many other tales, all of which are not true.

CONCEPTION

Conception can take place during sexual intercourse, or
coitus, which is the joining of the male to the female

by their sex parts. VWhen the man feels sexy, his penis
becomes hard and increases 1in size. This happens because
his body sends an extra supply of blood into the spongy
tissues of the penis. This is called an erection. Normally
the penis is quite limp. The hard, or erect penis, is then
pushed into the femaless vagina and moved inand out. This
usually brings the couple to climax. A climax is the few
moments of greatest excitement. It is at this point that
the male has an ejaculation. An ejaculation is when the
sperm cells spurt out of the penis. If the penis is

still in the female, as it usually is at this time, then
the sperm cells are deposited near the opening of the

wvomb, or cervix.

At each ejaculation there are about 250 million sperm cells
and these move themselves into the womb and through into

the Fallopian tubes.

Human life begins when the head of a sperm cell joins with

the egg and fertilizes it.
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CONCEPTION QUESTIONS

1.

Coitus is another name for

How does a man have an erection?

WVhen does human life begin?

4., How many male sperm cells are needed to fertilize
the egg? '
5. The release of an egg every 28 days is called

6. Vhere do sperm cells get deposited by the male?

How many sperm cells are there in each ejaculation?
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THE GROWTH OF THE EMBRYO

If an egg is fertilized, it travels from the Fallopian
tubes to plant itself in the lining of the uterus.

Now the conception has occurred, the extra tissue in
the lining of the uterus is not washed away each month
in the menstrual flow. It remains and nourishes the

egg during the early stages of its growth.

For most women the first sign of pregnancy is that she
misses a period. During a normal pregnancy a woman
does not menstruate and no more eggs are released from

the ovaries.

For nine months the baby grows in the uterus of the mother.
During this time, it goes through many stages of development.
For the first eight weeks of its life it is called an

embryo. After +that, it is called a foetus.

As the baby grows, another organ grows too. It is called
the placenta. Through the placenta the mother gives the
foetus all the food and oxygen that it needs right up to
the time that it is born.

The placenta is rich in blood vessels and is attached
to the inner wall of the uterus. It is also attached
to the foetus by a cord. This oord is called an

umbilical cord.

This cord is the baby's lifeline. Through it he receives
all his food and oxygen. Also this cord carries away all
the waste products from the baby back to the mother who
géts rid of them through her lungs and kidneys.

e
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PREGNANCY QUESTIONS

1. VWhat is the first sign of pregnancy?

- 2., VWhat is the difference between an embryo and a feotus?

3. VWhat does the placenta do?

4, VWhat is the umbilical cord?

5. How long is the time between conception and birth?




17

BIRTH OF THE BABY

The baby is born about 40 weeks (280 days) after conception.
At this time the average baby is 18 to 20 inches long and

veighs between 6 and 8 pounds.

Birth begins when the powerful muscles of the uterus begin
to contract. This is referred to as being in labour. These
contractions get closer and stronger as the birth gets
nearer. During this time the cervix opens and the vagina

stretches to let the baby pass through.

During pregnancy the foetus is surrounded in a membrane
vhich contains a speciai fluid. It would be like being
inside a balloon. The special fluid is like a cushion

that protects the baby before it is born. As the birth
approaches, the membrane breaks and the flow of this

liquid to the outside helps make the birth easier. Usunlix
the membrane brecaks before the actual birth. This jis cailed
the "breaking of the waters". A haby is usually born head

first.

After the birth: After the baby has been born, the doctor
ties or clamps the umbilical cord and cuts it about 2
inches from the baby. The short bit left attached to the

baby dires up and usually drops off within a couple of

days. The place where i1t was attached heals and becomes

the navel or "belly button'.

Shortly after the birth of the baby the placenta and the
membranes that surrounded him separate from the wall of
the uterus and pass from the vagina in what is called the

afterbirth.

]
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Vaginal discharges continue for several yeeks after
the birth of the baby but this usually stops. Within
6 weeks of the birth, the mother's body should return

to normal.

. BIRTH QUESTIONS

1. VWhat is the average length and weight of a baby at
birth? ]

2. What are contractions of the uterus called?

3. VWhat happens to the vagina at birth?

4, V¥Yhat does the special fluid that surrounds the baby

do?

5. What is it called when the membrane surrounding the
baby breaks?

6. Most Dbabies are born first.

7. Vhat was the "belly button" of the baby before it

was born? cord.

‘
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IF YOU ARE ARRESTED

WHAT ARE Y OUR RIGHTS?

YOUR RIGHTS

The policeman has rights attached to his job. It is his

job to enforce the law but at the same time it is his job

to obey the law and protect your rights. An arrested person

has rights, and these rights are:

1.

An arrested person is innocent until found
guilty by a Court. The police must prove
that the person has committed the offence.

An arrested person has the right to be
immediately informed of the charge against

him.

The police are allowed to ask questions but

a person does not have to answer questions or
make a statement EXCEPT to give correct name
and address and in the case of juveniles (that
is those under 18 years of age) it is in their
best interest to also state their correct age.
OR _IN - Mector vehicle cases when as well as
their name and address and age they must supply
the name of the owner of the car and if the car
has been involved in an accident also the

registration number of the car.

e T p——



4. An arrested person has the rightAto have a

solicitor.

5. An arrested person may apply for bail.

WHEN CAN YOU BE ARRESTED?

A person may be arrested by a policeman with or without
a WARRANT, ) :

A WARRANT is an official order signed by a judge. It
tells of the charges against the person and is read or
shown to you when you are arrested.

A police officer may arrest a person who has had a
warrant against them without having the warrant with
him. The person has the right to see the warrant as

soon as possible after arrest.

You may be arrested by a police officer when he does
not have a warrant IF .......

a. a person is found by a policeman actually doing

something wrong.

b. a policeman thinks that a person has or is going

to dc something wrong.

If a person resists lawful arrest then a policeman may

use all necessary force to arrest that person.

It is an offence to RESIST ARREST or try to stop the

police when they are doing their duty.

R —-——--.—-—-1
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¥hen a person is arrested it is for his own good that he
should be well behaved and not cause troubje.

HOW IS AN ARREST MADE:
An arrest is made when a person is held or his body is
touched for the purpose of detention. The arrested
person may then ask to be told of the charge.
QuUlz
1. Does an arrested person have any rights?
2. An arrested person is guilty. TRUE or FALSE
3. A warrent is
4. A warrant tells of the
and 1s read or to you when you are

5. Give iwo times when a policeman can arrest you without

g warrant.




10.

11,

What should a person do when he is arrested?

If a person resists lawful arrest wnat may a policeman

do?

It is an offence to resist arrest. TRUE or FALSE

How would a person know they were under arrest?

Does the arresting officer have to inform the person

of the charge?

What is detention?

e »-.....-.-—.:..-4



OFFENCES :

It is important to know that an offence does not just mean
wvrongdoing such as assault, stealing, breaking and entering,
unlawful use of motor vehicle and the more serious unlawful
acts. A person can be arrested for offences such as disorderly
conduct, abusive language, resisting arrest, refusing to

give name and address to a policeman when asked for it, or

giving a false name and address to a policeman.

QUESTIONING BY POLICE

The police are allowed to ask questions BUT an arrested
person is only required to supply the following information:
Correct name
IN ALL CASES:
Correct address

MOTOR VEHICLE CASES: Correct name
Correct address

Name of owner of car

Car registration number

WVHEN QUESTIONED WHILE Correct name:
ON OR LEAVING LICENSED Correct address
PREMISES: Correct age

FOR JUVENILES IT IS IN THEIR BEST INTEREST TO ALWAYS GIVE
THEIR CORRECT AGE AS WELL AS NAME AND ADDRESS AS THIS MEANS
ANY CHARGES WILL BE HEARD IN CHILDRENS COURT.

e



It is not necessary to make any further statements but
remember it is best for the person to always remain polite

and to be co-cperative within requiremenfs of the law.

NOTE: Every word spoken to a policeman no matter how casual,

can be used in Court in the same way as a signed statement.

0Ul1Z

1. What particulars do the police want to know from you

if you have been involved in an accident? (car accident)

.2. Are there any times when you have to answer questiicns

that the police ask you?

3. VWhat questions must you answer if found coming out of

a tavern after closing hours?
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WHAT HAPPENS AFTER YOU ARE ARRESTED?

The arrested person is taken to the police station where
the charge against him must be formally made and recorded

as soon as possible.

There could be further questioning but the arrested person
does not have to give any other informatinn than described

before in "Questioning by Police".

When formally charged the person may have photograph and
finger and palm prints taken. They may also be searched
and in some cases be examined by a doctor. If doctors
examination is required the person may choose his own

doctor.

'Any money or property may be taken from the person and

recorded by the police.

BAIL
If a person is arrested he is entitled to ask for bail.

Bail is when.the arrested person, or a friend or relative,
either pays a sum of money or signs a paper saying they
will pay a sum of money, as a prmise that the arrested
person will appear in Court when required. If bail is
granted the person is free to carry on his normal life

until he appears in Court to answer the charge against him.

If the person granted bail does not keep the promise to

appear in Court the person who put up the bail loses his

money .



QUIZ

1. Bail is

2. VWho usually signs the paper for bail

3. VWhat happens if the person who was arrested does not

appear in court

4, What is a warrant?

5. search women

search boys.

6. A policeman may search a house if he wants to.

TRUE or FALSE

7. When can a person be searched?

,
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8. Where is the charge against the person formally made?

9. WVhat information must the arrested person give when

being charged?

10. The arrested pefson must agree to be examined by the
doctor nominated by police. TRUE or FALSE

11, The police are allowed to take property - money from
arrested person and throw it in a drawer, TRUE
or FALSE

12. VWhat happens to the valuable property of an arrested
person. (things like watch, money, cheque book, etc.)




|
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REMEMBER, THAT IF YOU ARE ARRESTED YOU.HAVE
THE RIGHT TO GET A SOLICITOR, MAKE NO

STATEMENT, AND APPLY FOR BAIL.
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INDEX

The index is at the front cf the phone beek. It lists
everything that you may want to find in the bock. For
example, if you want to know about Interstate calls,
you would look under 'I' in the Index and find:

Interstate calls ....... . pge 10.

Find out the page number cf each ¢f the following: .

Post Offices
Time
Area Ccdes (S.T.D.)

Postal Information .

Sprrts Results

State Government entries

Reminder Calls

Yellow Pages advertising

Directory Information

Abbreviations on place names

In the Index look up Recorded Information Services.

Turn to it in the phone book.
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RECORDED INFORMATION SERVICES

This is when a piece cf information is taped or recorded.
When you ring that number you set the tape going or else
you can hear the tape that is being played non-stop.

If you speak into the phone during the call will anyone

hear you?

Below are some Recorded Infermation Services, look at

your phone book and find whct number to ring.

Time Sports Results

Weather : News

Dial-a-prayer

TELEPHONE TONES

When you use the phone there are several different noises
or tones you will hear. Lcok at page 12 and find out:
1. VWhat each noise sounds like.

2. Whet the noise means.

For example, Dial Tecne : Continuous 'burr' - means that

you can start to dial.

tet et ¢ '/,4__.
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Ringing tone

Busy Tone

Number unobtainable Tone

Pip Tones

Turn to instant call guide (pg 1) and find these telephone

numbers:

Phonograms

I:ternational Calls

Telegram Enquiries

Trunk Calls (within W.A.)

Directory Assistance  (for numbers in Perth)

Enquiries

VYhen you are able, listen to:
a. The dial tone
b. The ringing tone

E?...._p.
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Look up the Index and find Enquiries. What page is it on?

ENQUIRIES

On page there is a list of numbers to ring if you
want to know information regarding telephoning.

Use this page to answer the following questions:

1. What number would you ring to find out the cost

of sending a telegram?

2. VWhat number would you ring to find out a telephone

number in the Perth district?

3. VWhat number would you ring to report your telephone

out of order?

REVISION QUESTIONS

1. What number would you ring to send a phonogram?

2. What is the dial tone?

3. ¥hat number would you ring to find out the time?

4. On what page do you find Recorded Information

Services?

5. What is a phonogram?




EMERGENCY CALLS

Numbers tec call during an emergency are found on the

inside of the front cover of the phone book.

¥What is the number for Fire?

What is the number for Telateen?
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PHONE NUMBERS

The following are telephone numbers of houses.

Our private home phone numbers are listed under our surname
and in alphabetical order. This means that Mr. Brown's

name would come before Mr. Cole in the Book.

For example: Brown EJ 21 Purvis St Ham.H ....... 373419
This man's name is Brown so you look under the letter B
in the white pages. The initials E.J. are Mr. Brown's

first and second name initials.

Find the telephone numbers of ‘the following people:

Barrow D.A. " Kerr R.T.
Potter T.J. James V.V,
Salmon G.C. Major S.A,
Truss J.P. Johnson I.D.
Mounsey N.G. Hall X.V.
Minson A.L. Feldman D.F.
Logan D.M. Clark J.T.

For Mr. D.A. Barrow, did you get 41 1646 ?
For Mr. 1.D. Johnson and Mr., K.¥W. H
76 8650 and 64 21927

, did you get

. AT e e .._._..._.4



Some phone numbers you may have to find will be in
the State or Australian Government sections which are
at the front of the phone book, the Australian Government

Section starts on page , the State Government

Section begins on page .

Find the following numbers from the Government Sections.

Bureau of Meteorology Childrens Court
Electoral Office ’ Chest Clinic
Parliament House Police Dept.
Kalgoorlie Regnl.Prison Art Gallery

Aboriginal Affairs Planning Authority
Commonwealth Employment Service

Nyandi

POST CODES

Lists of postcodes for Australia are found at the end of
the phone book.

Find the following postcodes:

Kenmore (QLD) . Kennett River (Vic)
Miallo (Qld) Noble Park (Vic)
Westwood (Q1d) _ Kalgoorlie (W.A.)
Pingelly (W.A.) - Subiaco (W.A.)
Ferndale (W.A.) . Shott's (W.A.)
Mount Lawley (W.A.) - West Swan (W.A.)
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YELLOW PAGES

The yellow pages lists all business products and services
which are available. The index to the yellow pages is at
the end of the Yellow Pages. This lists where you can find
things.

¥hat page can you find the following:

Beby Sitters
Bankers

Dentists
Kindergartens
Nurses - general

Septic Tanks

Find a rest home in the Mount Lawley district.

REVISION QUESTIONS
1. What number do you ring if you want to send a

telgram?

2. When would you send a telegram urgent rate?

3. Where is the General Post Office?

4. What are the yellow pages?
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5. VWhat do you call a telegram that is sent by phone?

6. How much does it cost to send a telegram at urgent rate? {
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HELP REFERENCE

In the Index you will find a section called 'Help Reference'
wvhich is on page Look up this page. This section
has been included as a Community Service to help people get
. in touch with Organisations or Government Departments when
they need help. As you can see by looking at the headings

there are many different types of assistance offered.

How many headings are there?

Under the Advisory Centres find the number of the Citizens

Advice Bureau

Under the heading Family ‘Guidance and Help find the number

for Australian Department of Social Security.

Under the heading Emergency Advice (personal) find the

following numbers:

Teleteen
Salvation Army Welfare.

Gocd Neighbour Coun cil

Under heading Emergency Accommodation find the following
numbers:

Graceville (women)

Nardine

Tanderra (men)

WVhat heading is the Telephone Interpreter service under?

Is the number 22 33667
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Under Health Service Guidance find the following numbers:

Womens Health and Ccmmunity Centre
Public Health Department

On the very bottom of page T you are told about another
Australian Government Department where you can ge for
any further information you may need. What Department

is 1t?

Did you get 28 0241 for the Public Health Department?

TAKING MESSAGES

When taking messages you must remember three important

things.

1. Understand the message yourself.
2. Get all the information needed.

3., VWrite down the message.

When you are given a message to pass on, you must be sure

that you understand it. Always ask any necessary questions

to be sure that you have all the facts.

Make sure you know:

WHO is giving the message.

WHO the message is for (who you are to give the message to)

Any addresses or telephone numbers if needed.

Any times or dates mentioned.

|
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¥rite the message neatly and briefly.
What are the 3 points you must remember when taking

messages.

Suppose you receive the following message over the phone. -
."Tell Mr. Jones that I can't see him at 10 o'cleck but

I shall call and see him at 9}30 tomorrow".

Vhat questions must you ask the caller? Base your answers
on questions beginning with WHO, WHERE, and WHEN.

What equipment should you have beside your phone to help

you with taking a message?

If you received the following message over the phone what
questions would you ask?
"Please tell Mr. Jones to ring me this afternoon. It is

very important."

P
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Below is a telephone message. On the meséage form f£ill in

all the details.

"Hullow this is Mrs. J nes, Bill Jones' wife. Could you

please ask him if he would bring home a bottle of milk

after work."
(Mrs. Jones rang at 10.40)

TELEPHONE MESSAGE

TO:

FROM:

MESSAGE:

.. u..,.......-w..el
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BUSINESS NUMBERS

Some coﬁpanies and businesses are listed in the white paper.
The company name is often followed by Pty. Ltd. This stands
for Proprietary Limited. Find these companies in the white

pages.

Cathay International
Edments Pty. Ltd.

Hall and Myers Signs
McQuillan H.J. Pty. Ltd.
Modern Sign Co. Pty. Ltd.
Park Towers Pty. Ltd.
Ross Panel Beaters
Tarbox Arthur and Co.
Keaughran R.M. and Co.

'ABBREVIATIONS OF SUBURBS
Look up the Index for Abbreviations of place names and find
the suburbs listed below:

Thnlie Lnwd
Wlsn Subco
Mnstr. Shly
Dblvw Cgee
Inlco | Cott

Did you get Munster for Mnstr and Shelley for Shly?

In Index, find the pages for trunk calls - operator connected

page

[P



-1

TRUNK CALLS

A Trunk call is a call made to another town in W.A. or to
another state or to another country. Trunk calls are long
distance calls.

An operator connected trunk call means that you must ring

the operator and ask her to connect you to the number you

want.

For example, if you want to ring York 321, first you would
ring the operator for calls within W.A. When she ansvers
you ask for York 321. The operator will then ask what
your telephone number is (61 4840) so she can charge you
for the call. Then the operator will ring York 321 and
tell you when you can talk.

Look on page 10 and find the numbers for the following:
Trunk calls within W.A,

Trunk calls interstate

Trunk calls to ships

i
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PERSON _TO PERSON (PARTICULAR PERSON) CALLS

This is a special type of trunk call. Perhaps you may
want to ring someone but you are not sure whether the
person is home and you don't want to waste money. 1In
this case you would make a person to person call. VWhen
you ring the operator you say - I would like to place a
person to person call to Mr. Ron Bloggs at York 321. The
operator will ring the number and ask for Mr. Ron Bloggs.
If he is not home, the operator will tell you and you
can hang up. This call will cost you less because the

person you asked to speak to wasn't there.

Can you think of any time you might want to make a pzrson

to person call?

REVERSE CHARGES TRUNK CALL

Reverse charges 1is used when making long distance calls.
It means that if you have no money or don't want to pay
for the call you can ask the operator to reverse the
charges. The operator asks the person you are ringing -

"Will you accept a reverse charge call from .....7"

If the person you are ringing agrees to pay for the call

the operator will put you through.

Can you think of any time you may want to make a reverse

‘charges call?

What number do you ring to find out how much a reverse

charge call costs?

S——



Now you know the area code and you must know the person's
telephone number.
For example - Area code Number

098 23 1042

You dial S.T.D. - 98231042 and you will get straight through

to the person you want.

The S.T.D. calls are charged for the same as normal trunk
calls, but you do not get 'pips' every three minutes as
you do with trunk calls so you should time your S.T.D.

call.

UESTIONS

1. VWhat does S.T.D. stand for?

2. How is a S.T.D. call similar to a trunk call?

3. How is a S.T.D. call different from a trunk call?

4. Cal all towns in Australia be rung by S.T.D.?

5. VWhat is an area code?

6. Vhat is the area code of Bega (N.S.W.)?

7. If the area code is 032 and the persons phone number is

41 2312, what number do you ring S.T.D. to that person

T r—— v--———.’n‘



Look up in the index and find out which page S.T.D.

information is on

SUBSCRIBER TRUNK DIALING (S.T.D.)

'S.T.D. stands for Subscriber Trunk Dialing

Write and underline the words four times

S.T.D. is a type of trunk call, but instead of ringing the
operator, you can dial straight through to the town you want.
Only some towns in W.A. and other states can be rung by S.T.D.
Other towns must be rung by normal trunk calls.

To ring a number S.T.D. you must first ring the area code.

The area code is the number for that particular town,

All S.T.D. area codes are listed on page

Find the area code for these towns:

Baldivis (W.A.) Rye (Vie) ___
Vasse (W.A.) Yolla (Tas)
Canberra (A.C.T.) Badin (Tas)
Bathurst (N.S.W.) ' Yundi(S.A.)
Peel (N.S.W.) Laura(S.A.)
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REVISION QUESTIONS

1. VWhat is a trunk call?

2. VWho is the operator?

3. VWhat does she do?

4, Explain what a person to person (particular person) call

5. Why would you make one?

6. What is a reverse charge call?

7. VWhat would you say to the operator if you wanted to

make a reverse charge call?

8. What number would you ring to placé a long distance call?

.



The last page of the phone book has information on what?

Metrics is becoming more important as we use it more.
Finish these sentences.

The volume of fluids is measure in

Kilometres per hour and knot for navigation are units of

Length is measured in

The familiar units for mass are

N



TELEPHONE CALL CHARGES

When making phone calls over a long distance it costs

more depending on how many miles away the place is. Also
it is cheaper to make a trunk call between 6pm and 8am the
than during the day. The calls are charged over 3 minute

periods.
Day rate Night rate
Albany 1.43 ' 0.95
Now find the cost to ring the following places. Check

the page number in the index.

Day rate Night rate

Carnarvon

Kalgoorlie

Sydney
York

Bunbury

Beverly
Pt Hedland

e e ol
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TELEGRAMS

Telegrams can be sent over the telephone. These are called
phonograms. To ring through a telegram ring 015, read out
your message and the operator will send this telegram on.
Telegrams can be sent by ordinary rate or by urgent rate

if you are in a hurry.

How much would it cost to send an ordinary rate telegram

of 12 words?

How much does each word after 12 cost?

How much is Urgent rate?

What number do you ring to send a telegram?

POST OFFICES

On page there is a list of Post Offices in the
state. So if you want to know where the nearest post

office to where you live is, you can look it up.

Find the phone number of these Post Offices:

South Perth - Fremantle

Wilson Balga

Medina ' Tuart Hill .
Bentley General Post Office

H
[
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INFORMATION SHEET FOR BANKING LEVELS 1 & 2

1. VWHY DO WE HAVE BANKS?

If we did not have banks where would we keep our spare
money? In a sock? A jar? A hole in the ground, or

under our mattresses?

It would be silly to leave money in any one of those
places, because anything or anyone could get at it and

destroy or take it.

So, do you carry it around with you, so you can pay

accounts and buy things in shops?

That would be dangerous, especially if someone else thLinks

they'd like some of your money.

These are some of the many reasons why we have banks.

A bank is a business organisation which trades in
money. Banks are essential to modern businesses. They

provide a number of very useful services such as:

(a) A safe place for keeping money.

(b) A way of saving money and earning
. interest.

(c) Making money available for such
things as buying a car, or building
a home. '

(d) Easy payment that is the bank takes

your money out of your account and
pays your bills.



i

2. All over the world there are hundreds of different
banks. -Every country has its own banks. For example

in PFrance they have the French Bank, in England they have
the Bank of England.

In Australia some of the States also have their own banks.
In New South Wales they have the Bank of N.S.W. The Bank

of Adelaide is in South Australia. VWestern Australia's

own bank is the R. & I. (Rural and Industries). Most

banks have bfanches spread over a large area, so that

more people can use their services. The Bank of New South
Wales hasvbranches in every state of Australia, so that they
get more business and they can be of more service to people
than just those who live in New South VW-les. The French
Bank which is in France has a branch here in Perth (Banque

Nationale De Paris).

In Perth there are a lot of different Banks and branches
of these banks.

Some of them are:

1. The Bank of New South Wales (known as The VWales
or the Bank of N.S.V.)

2. The Commercial Banking Company of Sydney Ltd.

(c.B.C.)

3. The Commercial Bank of Australia Ltd.
(The Commercial)

4, Australia and New Zealand Banking Group
(A.N.Z.)

5. National Bank of Australasia (The National)
Rural and Industries Bank of Western Australia
(R. & I.)

7. The Bank of Adelaide

8. The Commonwealth Banking Corporation (The Commonwealth)



Building Societies are not Banks.

The money that you deposit with a Buiidihg Society 1is used
as an investment in land. People borrow from Building
Societies to build their homes, but not for cars or other

things.

It is importént to remember that when you wish to borrow

mcrey from the Building Society they charge you much higher
rates of the loan than banks do.

Building Societies only operate in this one way, you cannot
have a cheque account with them and you cannot always withdraw

your money when you want to.

3. BANKING HOURS: The hours which Banks are open to the

public for business are Monday to Thursday, 10 a.m. to 3 p.m.

On Fridays the banks are open the same time but they close at

5 p.m. Banks are not open for business on Saturday.

]
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Apart from Banks people can also do their banking at

Post Offices, Chemists, Newsagents, and other small shops.
These are mainly in areas where there aren't any Bank
Branches near them, so the bank makes a little branch in

the shop for the convenience of people.

"4, THERE ARE TWO TYPES OF BANK ACCOUNTS

1. SAVINGS
2. CURRENT (CHEQUE)

SAVINGS ACCOUNT A Savings Account is where you have a Paésbook,

you earn interest for the money you save. Savings Accounts are
popular and convenient among people who have small amounts of
money to spare. Either general or special purpose accounts;

or both, may be operated at any Savings Bank. Money may be
deposited or withdrawn at your convenience during Banking
hours. Although the interest rate is not very high, your

savings are safe and there is no risk of losing them.

CURRENT OR CHEQUE ACCOUNT This is when you have a cheque
bock and are charged for the book and for the bank keeping the

account. It is convenient for people if they have to make

payments quite regularly. Payments by cheque make it

(B
N2 ’
L . (s J,
s

A
NI
unnecessary

payment may be obtained, and an accurate record of all
deposits and withdrawals is available. Both businesses and

private individuals may operate cheque accounts.

S



5. HOW TO OPEN A SAVINGS ACCOUNT It is very easy to open

a Bank Account, all you have to do is go into any bank and

tell them at the Enquiry Counter that you would like to

OPEN a Bank Account. They will give you a form called a

New Account Form and put your name, address and how much

money you want to put into your Account. You sign the form
twice so that the bank has a copy of your signature. Then the
Bank gives you a pass book with your name and address in it.

In this Passbook with your name all the deposits and withdrawals
are written down in it so you can easily see how much money

yecu ‘have saved.

HOW TO OPEN A CURRENT (CHEQUE) ACCOUNT

Again all you have to do is to go to the Enquiry Counter
and fill in a New Account Form. But you must pay about
$1.50 for your cheque book, and of course you must deposit

some money before writing out any cheques.

549187

PAY OR BEARER

THE SUM OF

"54‘]98" 032""888":26""2794"

|
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HOW YOUR CURRENT ACCCUNT

OPERATES

L)

WVhen you want to deposit money in ycur current account ycu

still fill in a depnsit slip just the same as when you-
The teller will credit

Vithdrawing money from

put mrney in y~ur Savings Acc ‘unt.
the amcunt of
a cheque book

amount of the

At the end of
Statement.
that you did in the last month.

money to your balance.

cheque is debited to your balance.

the month the bank sends you out a Bank

is easy, all you do is write out a cheque, the

This tells you of all the deposits and withdrawals
By sending this tc you, you

can check with your own cheque book tc see that you have made

no mistakes in workihg out the balance.

The Bank Statement

also shows the charge for the cheque book (which is $1.50)

and the fee for keeping the account.

MR.
64 TOORAK ROAD
WEMBLEY
PARTICULARS DEBIT
May 74
May 74 23409 29.C0
May 74 23410 30.00
May 74 Deposit
Jun 74 Cheque Bock 1.50
Charge
Jun 74 Cheque A/C 2.00
Fee
Jun 74 23411 40.00
Jun 74 Deposit
Jun 74 23412 500.00

NOTE WELL:

CR means Credit,

6013

PETER JOHNSTON
ACCOUNT NO:

CREDIT
Brought Forward

81.C0

100.00

BALANCE

379.
356.
320.
.50 CR

401

400.

398.

358.
458.
.00 OD

42

and OD means rverdrawn or

5C¢ CR
50 CR
50 CR

00 CR

00 CR

00 CR
00 CR

Debit.

e



HOW YOUR_SAVINGS ACCOUNT WORKS

WVhen yoﬁ go to a bank to put some money in your Savings
Accnunt, you fill in a Deposit Slib, then you take the
Deposit Slip as well as your Passbcok and money to the
teller. The teller is the man who stands behiﬁd the counter,
he takes your money, passbook and deposit slip off you and
then Credits the money to your account and your passbook
has a new Balance. With the deposit slip the teller stamsp
it and signs his initials on it. He puts the money in a
drawer under his desk and hands you back your Passbcok

with its new Balance in it. Vhen you wish to withdraw
money from your savings account, you must fill in a
Withdrawal Slip and éign it the way you usually do {(or you
might have difficulties in getting your money). Then you
give the Withdrawal slip and passbook to the teller. Heo

- gives you the amount of money you asked for and debits it
to your passbook. That is he takes the amount of money

he gave you off of your balance. Therefore the balance in
your passbook is smaller. Of course you cannot withdraw
more money from your passbook than you have in your balance.
The teller then gives you your money and passbook with the

new balance in it.

BRANCH: City SAVINGS BANK OF AUSTRALIA LTD.

Account No: 123009 ‘In Account with: Mr. JACK BROWN

DATE AMOUNT IN WORDS DEPOSIT WITHDRAWN BALANCE OFC D.STMP
Brcught Forward

Sixty Dollars - 60.00
9.5.74. Nineteen Dollars 19.00 79.00
17.6.74.Five Dollars 5.00 74.00
30.6.74. INTERBST 1.90 . 75.90

R
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BOOK 1 INSTRUCTIONS

There are 8 beooklets in this skill of job hunting.
Each booklet provides information on a topic and
then asks you questions. In the spaces provided

you must write an answer.

At the end of each booklet there is a test on
everything you have learnt in that booklet.
Answer the test questions then ask your Group

Worker for the Answer Book. Mark and correct

your answers, then write your score on the graph
sheet. )

E e e



BOGOKLET 1 Looking for a Jab

So now you've left school and want to find a good job to
earn some money to pay for all the little things you

need each day and juy yourself a few little luxuries.

1. List some things you would buy and do with your

weekly wage.

Where do vou look for jobs?

Name some places you would look or go to find a job.

Did you get these: Newspaper, Commonwealth Employment
Service, Shop Windows, Factories, Also perhaps your

friends, welfare officer, or parentg may be able to help

]
A

you.
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BOOKLET 1 TEST

1. Name three places where you would look to find a job.
i)

ii)

iii)

2. VWhat does C.E.S. stand for?

3. V¥What does the C.E.S. do?

4. VWhat section of the newspaper do you look under fer

jobs?

5. What is the abbreviation for 'experience preferred'?

6. How do you apply for a job which is advertized in a

shop or factory window?

7. What are the Yellow Pages?




2. Newspapers

Newspapers always have a section advertising jobs.
When you are job hunting, it is very important to get
the morning newspaper as early as possible so you can

ring or write for an interview,

If you leave this task till later in the morning you
will find that many jobs have already been filled.

When you get the newspaper, look up the index and find
the Classified Ads section. Listed under this heading

will be the Situations Vacant column

The situations vacant column is where employers advertise
jobs. Often these jobs are written out in a short form

to save the cost of advertising.

It is important that you know what these abbreviations

stand for so you can understand the job being advertised.

Here are some examples:

EXP ceessssees.. €Xperience
TQ «seseseeess. required
PeWse <eseessssss per week
conds .......... conditions
pref. .......... preferred
nec cesiesesss NECeESSATY
lic cesessesss license
typ veesesssss typist

ess esessessss €Ssential

B a—— |



Junior iyp regq. Exp pref
speed ess. good conds.
850 p.w.

This advertisement means:
Junior typist required. Experience
preferred, speea essential. Good

‘conditions. $50 per week.

Now see if you can write out these advertisements. in full:

1. ‘Shop ass req. neat app. 323 p.v. junior pref,

2. Factory hands req. imm No exp nec.

t
e o e



Make sure you have pencil and paper ready. In the
newspaper read through each job carefully and
consider all the things we discussed in the previocus

section (wages, distance, etc.)

Now circle any jobs which you consider suitable. When
you have finished reading the paper, write down the
jobs you have circled in order of preferrence. For
example, write down the most suitable jobs first,

then 1list all others in a similar order.

Some jobs have only a phcone number listed, therefore
you must ring for an interview. Other jobs ask you

to apply in writing.

QUESTIONS

1. Why should you get the newspaper as soon as possible?
2. ¥hat section of the paper do you look under for jobs?
3. What do these abbreviations mean?

(a) exp. ’.‘. ® @ 8 & 6 0 0 F 0 6 0 0 8 0 6 2 2 0 0 00
(b) pref. ...evveo... et ee e
(c) conds. vevewieereenennannnseenns

(a) p.w. N



l’h.a.«:‘....
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4. What does "apply in writing" mean?

Check your answers in the answer booklet.

3. Shop and Fectory Windows

Quite often shops or factories put up a sign to advartise
a job.
e.g. Junior Girl required

Apply within,
Factory Hands needed.

Therefore it is often useful to walk around the area in
which you require employment, e.g. down local shopping

centres, factories. Check to see if there are any signs.

To apply for these jobs, simply go to the main office on
the site and enquire about the job.
.e.g. Excuse me, I would like to apply for the jcb
as Junior girl which you have advertised in

the window.

‘
;
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Yellow Pages (formerly Pink Pages)

The yellow pages of the telephone book lists all businesses,
services, etc. available. YOU can use these pages to ring
up babysitting agencies, domestic services and employment

agencies.

Use the Index of the phone book to find the page number for
each of the following: '
1. Baby sitting

2. Domestic Services

3. Employment Agencies

Employment agencies are privately owned organizations who

could find you employment,.

If you ring Baby sitting agencies or Domestic Services
you would ask them for employwrent although they haven't

advertized.

Look 'in the Yellow pages and write down the phone number

and address of three employment agencies.

l'_téq)_\a.-]~ <trea,



COMMONWEALTH EMPLOYMENT SERVICE

One of the main tasks of the Commonwealth Employment

Service is to help people who are looking for jobs.

The staff will try to find the type of employment

which is suited to you and which you are qualified for.

1. ¥ould you be qualified to be a doctor? VWhy?

2. Would you be qualified to be a Shop Assistant? Why?

In the telephone book, you will find the address of your
nearest District Employment Office. There are offices

in all major cities and in many smaller country towns.

In what suburb to you live?

Look up the phone book and find the Commonwealth Employment

Branch nearest to you. ¥%rite it down.
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If you want to, you can talk to the staff there about
jobs you are suited for, jobs available, etc. The
employment office might suggest jobs that had never
thought of doing but for which you are qualified.

So if you have any problems-about finding jobs, cr
would like to find out more - go to the C.E.S. and
they will give you any help you need.

8. How would you find out where the nearest

Commonwealth Employment Office is?

9. .Once you have the paper, how do you list jobs?

10. VWhat does this abbreviation mean?

rq.

e

!

- !
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ACTIVITIES

On a large sheet of paper, make up a poster showing
where you can look or go for jobs. Use textas or

cut out pictures from magazines.

1
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JOBS

Booklet 2

W¥hen choosing a job, consider the following points:

Your abilities: It is important that you know your

own abilities, so you can decide what type of work

is most suitable for you.

How well have you done at school? This may be a
guide to your ability. You must be capable of doing
the job without finding it toc difficult, too easy

or uninteresting.

Location: Some jobs which may be suitable to you
may be located quite a distance from your home.
Sometimes the job you choose may mean that you

- will have to live-in at the job (e.g. nursing) or
find accommodation (a place to live) closer to your

job.

Cen you think of any jobs which may require you

to live-in or to live closer to the job?




Foive o

Even if you can live at home, you should nat how

far you will have to travel to your
whether you will have to catch more

or change trains.

The further you have to travel, the
you. Heavy bus fares soon eat into
Therefore you should decide how far
travel, how much it will cost yecu -
it?

1. Why should you consider the

job, and

than one bus

more it will cost
that good pay.
you need to

is the job worth

location of a job?

Vages

When choosing a job, you should consider several things.

1.

must pay for, e.g. board, food, H.B.

fares, etc.

2.

¥ill the money I get cover tihe essential things I

F., bills, bus

A lot of jobs you will apply for have set wages,

depending on age, qualifications, experience, responsibility,

etc.
the Government, e.g.
SHOP ASSISTANT AGE
15
16
17

If you are in charge of a shop and therefore

This is called the Award wages, and 1s set down by

PAY

330 per
335 per
341 per

week
week
veek

have more

* responsibility, including junior staff, you will also

get more pay.



3. You should check out the possibilities for advancement

in your job. For example, you may begin in an office as a
Girl Friday, then after you have been working for a while
and proved that you are responsible, you may be promoted
to typist or receptionist, etc. and therefofe get an
increase in wages.

W¥hen thinking about wages, what three things should you

note?

Hours of work When choosing a job you should consider what

hours you must work. Most people work an 8 hour day, and
often this is from 8.30 a.m. to 5 p.m. But it could
involve weekend or night work and you might not like
this. Some jobs may involve your working different
hours, e.g. Kindergarten assistiant may work 8.0C to 2.00.
Therefore, when you chcose a job you make sure that you
want to work the hcocurs set down. Consider your social
life, shopping and banking times, etc. Why should you

think about hours of work when'choosing a job?




Working Conditiocns

If you can, find out what your working conditions will be
like. 1Is the place well 1it? 1Is factory very noisy?
Are there enough safety precautions? Tin sheds can bug

you 1if you have to work in them 48 weeks of a year.

¥hat are working conditions? Name some.

OTHEK

1. Holidays: Check (i) how long must you work before
having hclidays; (ii) how many weeks holiday are allowed

each year; (iii) do you get paid while on holidays.

(a) How many weeks holiday do most people get?

—~
r
-

Bo they get paid while on holidays?

e eemeed



2. Sick Leave

Check (i)

how many days sick leave you are allowed.

If you are sick more days than allowed you lose pay.

(ii) Do you need to have a Medical Certificate as

proof. (A Medical Certificate is a piece of paper

which states why you were off work and is signed by

a doctor).

A MEDICAL CERTIFICATE

Dr. G.M. Blogg
2 Swanlake Road
PORTSEA

To whom it may concern:

May Sidebottom was unfit

for work 1.2.74. - 3.2.74.
suffering from an upper
respiratory tract infection.

Dr. G.M. Bloggs

What is a Medical Certificate?

Do you get paid 1f you are off sick?




3. Training Scheme:

Some employers train their workers on the job and also

provide extra training schemes for them.

TEST
1. List four things you should consider when choosing

a job.

2. VWhy is it better to choose a job which is fairly

close to where you live,

3. V¥hat is an Award Wage”

i

R —



4. VWhat are working conditions?

)

5. How long must you work before getting holidays?

6. What is a Medical Certificate?

7. Why should you think about how much schooling you have

had, vefore choosing a job?

Match up the words with the meanings:
8. Award wages a. Off work with illness
9. Training scheme b. Salary set down by Government

10. Sick leave c. Teaching on the job
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ACTIVITY

1. With your abilities, list some jobs that are suitable

for you.

2. What hours do you work in each of these jobs?

2. From a Groupworker, find out their conditions of

sick leave (time allowed, certificate needed, etc.)

o
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WRITTEN APPLICATION

Your letter of application is your first contact with
the employer, therefore you should try to make a very
good first impression.

When the employer reads your letter, he can't see what

a bright, intelligent, reliable, honest and good looking
person you are. He gets the first impression of you

from that piece of paper.

So work on it! Those dull letters you write in English-
sessions can pay off. They are well worth the trouble -
right down to the dots and commas, all in their right

places.

The fact that you do take care with your writing, check
your spelling, punctuation arnd set it out carefully,
tells the boss that you know and can do the right thing -
that's a good start. ‘

1. Why should your application letter be neat and tidy?

- :..v‘ﬂ-._._.,..-—.J



Points to Note:

(a) Be brief and to the point. The imployer does not

have time to read the long or waffly letter.

(b) State clearly the job you are applying for. Often
large businesses advertise several jobs on the one day.
Therefore you should specify the job. It may also be
helpful to state the date and the name of the newspaper
where the jcb appeared.

e.g. "I would like to apply for the job as Junior Clerk
vhich was advertised in the “West Australian on the 16th

September."

(c) Qualifications Include in your letter a brief

summary of your qualifications:
Name and address
Date of birth
Highest level of schooling
Any other training (e.g. Business College)
Previous work skills or hobbies which may help

you in this job.

(d) State the date you will be able to commence work.

S —
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(e) Ask for an interview.

(f) Enclose references.

-)
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UESTIONS

List 6 important points to
application letter.

remember when writing an

——d
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Here is an example of a job application letter.

Nyandi,
3 Allen Court,
BENTLEY WA 6102.

16 September 1974

Dear Sir

I would like to apply for the job as Junior
Typist, which was advertised in the West Australian

on 16th September.

I am 16 years old and was born 2.10.58. I completed
2nd year at Bentley Senior High School and then trained
at Edwards Business College for 2 years where I studied
Typing, Filing, Duplication, Book-Keeping and Business

procedures.

I have had no actual work experience but have done

typing for a local youth group in my spare time.

I am eager to start work and put my studies into
practice and therefore I would be able to commence as

snon as possible.

Yours faithfully

L ¢ tmrape T reeane - e———



Has this letter included all the important points?

Check them:

Brief and to the point
Job title stated

‘Where job was advertised
When job advertised

Name and address

Date of birth-

L.evel of schooling

Other training

Previous work experiénce
Special skills

Date able to commence
Ask for interview
Correct setting out
Correct punctuation

Neat

S .,....._,_..‘



Now practice writing a letter, applying for this job:

West Australian 4th July

Wanted: shop assistant for small shop. exp. pref.
between 15 - 19 yrs, Apply in writing
to Mr, Brown, Latex Food Shop, 4 Shepperton
Road, Vic Park.

i e, |
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When you have finished check your letter.

Brief and to the point
Job title stated

¥here job advertised
Name and address

Date of birth

Level of schooling

Other training

Previous work experience
Special skills

Date able to commence
Ask for interview
Correct setting out
Correct punctuation

Neat

Did you put down all the necessary points?

If not, correct your letter
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BOOKLET 3 TEST

1. Why is the application letter very important?

2. VWhy should your letter be brief and to the point?

3. VWhat points should you list under your qualifications?

—

4. Why'is it necessary to state the job for which you are

applying? e

e _,4
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5. Write a sentence, politely asking for an interview.
6. ¥hy should you state when you are able to start work?
7. In the following letter there is some information
left out. List 4 things which should havé been included.
6.3.74.

Dear Sir

I would like to apply for the job advertised in
the West Australian.

My name is Sue and I have just finished 2nd year
High School.

Could T please have an interview.

Yours sincerely,
Sue . .

(a)

(b)
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(c)

(a)
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ACTIVITY

Make up a sign or poster showing pictures and
statements on information you should include

in a letter of application.

]
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BOOK 4 - TELEPHONE APPLICATION

Many jobs listed in the newspaper only show a telephone
number and no address. Therefore you must ring up and
ask for an interview. Once again you must appear

confident and follow these points:

1. Speech: You must speak clearly, slcwly and loud

enough to be heard. Don't use slang and try to answver

all questions briefly without "ums" or "ers". Be polite.

2. Before you ring, have a copy of the advertisemeni
handy and also pencil and paper. Why do you think

this 1s necessary?

3. Write down any information you may need before
dialling. The person on the other end may want to know

your date of birth, when you left school, subjecis you

passed, etc. Make sure you have this information ready.

|
P'—’TL:
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4, Have a list of things you may want to ask. e.g.
what is the address of the firm? If you are given an
interview you must know where to ask for the name of
the person to whom you are speaking, or the name of the
person to ask for when you arrive for an interview. It
could help to ask the bus number or easiest way to get
there.
WVhy should you have a list of questions you may want to
ask the employer? .
5. ¥hen you phone, stéte your business - as in the previous

booklet, - state the job title, where and when it was
advertised. Why should you state the title and where it

was advertised?

6. Ask for an interview, Make sure it is a time suitable

to you also.

7. VWhen you hang up thank the person for their help.

When you telephone, the person receiving the call gets to
know you by your speech, politeness, confidence, et:,
Telephoning for a job is probably something new to you
and usually a bit scarey. So PRACTICE. Get a friend

or adult to playact with you until you are confident

in how you speak, etc.



What are some points to remember when telephoning for

an interview?

1.




APPLICATION FORM

Most firms ask you to fill in an application form when
you apply for a job. This gives them a lot of information
about you. There are many words on this form which may be

new to you, some you may already know.

1. Christian name: This is your first name, e.g.

Mary Jones, christian name is Mary. What is your

christian name?

2. Surname (Family name) This is your last name.
e.g. Mary Jones, surname is Jones. What is your

surname?

3. Natiionality: Your nationality refers to the country

in which you were born. e.g.
Born 'in Australia - Australian

Born in America - American

¥hat nationality are you?

4, Next of Kin: This means your closest living relative.

e.g. your father, mother, aunt, etc.

Yho 1is yéur next of kin?

5. Physical Disabilities: This means have you any sericus

handicaps such as diabetes, partially blind, epileptic, etc.

Have you any physical disabilities?

Came e mera an



6. Highest Education Standard Achieved: This means what

year at school did you complete. Do you have an
Achievement Certificate, Leaving, or did you complete
2nd year, etc.

What is your highest level of education?

7. Technical Commercial Education: This covers any studies

you may have done at a Business College doing typing, filing,

book-keeping, or at Technical school. Have you done any

technical or commercial studies?

Where?

8. VWork Experience: You may be asked to list the most

recent, jobs you had, who you worked for and for how long.
This gives the employer an idea of how responsible you are,
etc. Name the last two jobs you had, who you worked for

and for how long?

9. Hobbies and Interests: This covers almost any leisure
time activity which you like, such as dancing, listening
to records, swimming, basketball, etc.

WVhat are your hobbies?

4
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10. References: A reference is a letter from a responsible
person in the community (Minister, Emplecyer, School Teacher,
etc.) who has known you for some time. The letter states
how long the person has known you and whether he has found
you to be responsible, honest, hardworking, etc. The thing
about gocd references is to keep them: Get them to someone
wvho can type two or three copies. Have them type "COPY" on
the top of the page. Make sure she types in the signature.
Then you can send the copies in with your application. You
keep the original.

Who could you get to write you a reference?

This reference was written for a boy leaving school who

stole everything he could lay his hands on.

TO WHOM IT MAY CONCERN

John Smith wvas admitted to this schocl on
6th February 1969.
He left it on 19th August 1971 because he

couldn't take it with him!

Jeremy Munt

Principal

11, Marital Status: This means are you married or single.

Whatv 1s your marital status?

'
AL
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APPLICATION FORM

Full Name

(Block letters - Surname Last)

Date of Birth

Home Address

Fostal Code

Telephone No.

Male/Female

Netionality

Married/Single

No. of children

Next of kin

Address

Physique and Health

Height Weight

Physical disabilities

What i¢ ycur present health

[+
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(2) Technical Commercial Education:

Course(s) Studies

Year(s)

Subjects completed

Certificates/Diplomas/etc. held

School/College attended

Work experience (list in order all positions you have held,
commencing with your present position)

Position Firm/Organization Dates
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Hobbies and Interests: (give brief details of your main

hobbies and interests).

References (give the names and addresses of two persons

vh know your background and experience, excluding relatives).

e e

When would you be available to commence work?

SIGNED

DATEL

ez
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BQOKLET 4 TEST

1. How should you speak when on the phone? Why?

2. VWhy should you state the job title and where it was

advertised?

3. VWhat information should you have ready before dialling?
(i)
(ii)

4, VWhat is an application form?

5. What is a Surname?

6. VWhat does'next of kin'mean?

7. VWhat is a reference?

8. What does 'marital status' mean?

9. VWhat does 'Nationality' mean?

10. VWhat does 'Highest Education Standard' mean?

R
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THE INTERVIEW

The interview is your chance tc show that you are the
right person for the job,

Before you go to the interview try and find out a iittle
about the firm and what it does. This will show your
interest and you will be able to ask good questions.
Prepare any papers you may need to take, such ;s school
bertificate, réferences, etc. Have these handy in case.

the employer asks for them.

Vhat is a reference?

BE PUNCTUAL
Know the time that has been set for the appointment and

BE EARLY - never late. If you are kept waiting, remember

"walls have ears"., Watch what you say and what you do.

You may get a glimpse of the person you are going to see,

you may hear him speaking to other job hunters. Listen
to the sort of questions he asks them and practice your
ansvers.

Why shouvid you be on time for an interview?

|
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GROOMING:
Hair VWhen being interviewed look your best. Make sure
your hair is clean and well brushed. Keep it off your

face, employers do not like hair dangling everywhere.

Face 1If you are wearing make-up use it with care. Use

eyeliner and rouge sparingly.

Clothes Make sure your clothes are clean and neat. VWear
a dress of suitable length, stockings and clean shoes.
Your appearance will have a lot to do with your success

so spend time on looking your best.

Posture The employer will notice the way you walk, stand
and sit. When you walk, don't shuffle your feet, keep

your shoulders back and your head up. Don't -hurry.

When sitting - keep your feet, ankles and knees together

as much as possible. Make sure your dress is not creased
or hooked up. Look at the interviewer while he talks to

you. This will make him feel that you are really

interested in the job.

Don't fiddle with a hanky, ycur bag, your hair, etc. and

don't put your fingers near your mouth. You have a better

chance of being heard if your hands are neatly placed in

your lap.

i
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UESTIONS

1. How should you dress for an interview?

2. How should you sit when being interviewved?

SPELCH Don't mumble. This is your big chance. You've
got yourself all smartened, up-clean teeth, clean shoes,
shiny hair, nice smell - don't try and bury yourself

nov that you've got in there. You've got something to

say. How else can the employer sort out whether he

wants you for the job. Try and say a sentence when you
answer., 'Yes' and 'No' don't get you far even if you

say them nicely. Speak the truth. If you give yourself

a big build up you might get the job. You might even keep
it for a week or two, but it won't take them long to sort

you cut.

MANNERS When you are shown into the office greet the
employer "Good Morning", "Hello". If you know his name,
use 1it.

Rememver, he owns the furniture. If he wants you to sit

down on it he'll tell you to.

When you leave say something like "Thank you for seeing
me" and smile as you say it. All these things help you.
Also you should ask the employer if he minds before you

light a cigarette or wait until he offers you one.



QUESTIONS

fAfter the employer has spoken to you, he may ask you if
you have any questions. Now is your big chance. Check!
Do you know everything you want to know. Here are some

questions you could ask.

Do I need to wear a uniform?

What is my salary?

Is there any training on the job?
How much leave can I get?

Do I work any overtime?

What are some more questions you could ask thz employer?

e e



OTHER POINTS:

l. Listen carefully to details ebcut the job.
2. Answer au=2stiorns prdporly.
3. Be reclaxed.

Be able to explain why ycu 1re interested

PN

the job.
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There is usually more than one person applying for
jobs, so the boss won't make up his mind until he
has seen them all. He usually says something like
"Thank you for coming in. I will telephone you

or I will let you know by post just how we decide.”

And if you miss out, SO WHAT! Try again.

———r —n e



GOING FOR AN INTERVIEW

Would your grooming meet interview standards?

Give yourself a personal grooming checkup. Rate

yourself, on each item using a scale of:

1 = Never 2 = Seldom

3

Usually 4 = Always

Then total the number of points.

HOW NN -

Is your hair clean and shining?

Does 11 look neat and attractive?

¥as your make-up skilfully applied?

is your make-up appropriate for an
interview?

Are your finger nails neatly manicured and

if you have nail varnish is it suitable?

Are your nails clean?

Are your underarms free of hair?

Do you shower each day?

Do you use an effective deodorant daily?

Lo yon guard against period odours?

Are your legs free of noticeable hair fuzz?

Are you wearing stockings suitable for an
interview?

Are your shces clean and in good repair?

When you wear perfume or cologne during

the day is it just a faint trace of a

light fragrance?

Are you wearing clothes that are appropriate

for an interview?

Are they neat and clean?

Do the colours of your clothes match?

TOTAL:

et e rnd]



A total of between 53 to 68 =
You meet the interview standards.
A total of between 43 to 53 =
Employer may give you a job if they

are desperate.

Below 43 = Beware! Maybe your best friend
should tell you! '

¢ e e



10

BOOKLET 5 TEST

1. What papers do you need to take with you to an interview?

2. VWhat does "be punctual" mean?

3. How should you dress for an interview?

4. Describe what you would wear?

— e C—— — ————-s fr— ———

——
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How should you sit when being interviewed?

6. How should you speak when being interviewed?

7. What are 3 questions you could ask at the interview?

y
i
e ........4’
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8. Why should you listen carefully?

— —— — . —— ———————— — ——

9. ¥Vhat should you say to the employer when leaving the

interview?

— - — ——— —— — —

10. Should you wait for the employer to ask you to sit

‘down? Why?

o e s ——
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ACTIVITY:
Make up a poster showing how you should dress and act
in an interview. Use magazine pictures or textures.

Label things (e.g. clean shoes, etc.)

12
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_BOOXLET 6 WCRK HABITS

Once you have a job it is important to keep it. Here are

some points to help you.

Good work habits

1. Always be on time. The émployer expects you to be

ready for work on time, also other people in the firm may
rely on you to be able to do their jobs, e.g. if you work
in a factory or process line. Therefore you should planr
your time to enable you to always be on time.

Think, how long will it take to walk, catch the bus or
train etc. What time does the bus leave. How long does
it take to get showered, dressed and eat breakfast. What
time do yoh need to get up, always allow a little extra
time, its better to be early than late. Pretend you'have
a job and start at 8.30. You live in Bentley and work in
town.

(a) How long will the bus trip take?

(b) Hew long will it take to get dressed, eat breakfast

etc?

(¢) Allow extra time (10 - 15 mins)

{d) VWhat time do you need to get up?

If for some reason you are going to be a little bit 1late,
you should ring the office and explain that you will be
late and why. This will show that you are courteous, and
if you have good reason, the eﬁployer will usually not be
cross, especially if you offer to stay at work a little

bit later that night and make up the time.

—
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2. Give a days vork for a dayé pay. The employer pays

you for a full days work. Therefore you should not waste
time by chatting to other workers, day dreaming, reading
books, etc. Be prompt in returning from morning tea and
lunch breaks. The boss will notice if you are late. If
you follow this rule, the employer will be happy with your
performance and is more likely to give you time off when

you really need it (appointments, etc.)
(a) What sort of things do people often do in working
hours which is-not "giving a days work for a days pay"

(e.g. reading books)

Try and give yourself targets or goals for each day,.e.g.

Finish all typing

Produce 100 articles that day

Leave desk or work area spotless

If you were working as a shop assistant, what would be

some targets you could give yourself?

3

3. Dress properly for the job.. The way you are expected
to dress will differ for different jobs.

Factory: wusually these are messy jobs and so jeans or
overalls are allowed. But they should always be washed

and you should still look neat and tidy. When working

with machinery don't wear scarves or loose blouses, etc.

as these can get caught in the machinery. Also hair should

be tied back.

R ——
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¥hen your job involves you meeting people (shop assistant,
receptionist, etc.) you should dress to a high standard.
Dress, stockings, hair tidy, etc.

When working near food, hygiene is very important. Tie hair
back, make sure hands and nails are clean. If you are in
doubt as to what to wear, ask your boss. What do you

think you should wear if you worked in a hospital?

4, Use and care of equipment

Wherever you work you will use some equipment. Make sure

you take care of it as if it were yours. Don't be wasteful
with stationery (paper, biros, etc.) If you use a typewriter
cover it each night before you leave, clean 1t regularly and
treat it with care. Also any factory machines should be
cared for in a similar matter. Switch off any electrical
equipment straight after you use it. .

Switch off any lights and ‘heaters before you leave weork.

You are the one who will be using this equipment so take

care and it will make your job easier.

5. Be willing to listen

When it comes to work matiters, vour boss or any senior
employee will probably know more than you, so when someone
corrects what you are doing cr explains something new,
listen carefully. Try out their suggestions, if you still
disagree do so properly. VWhat do you think the employer

would do if you argued with him?

Don't argue, ask for further explanation or discuss the
matter with him., This way you will get the job done quicker

and you will keep friends in the firm.

e e o=



6. Ask when in doubt

If you are not sure of anything, ask someone, preferably

the person in charge. They will be sure to help you and
this will save you time and prevent you doing anything

vrong.

. Follow the rules

T
‘If there are rules, follow them. They are made for a

purpcse. Some rules will .be about procedures:
e.g. Turn off lights

Closé door after you-
(ther rules may be about safety:

walk slowly

turn off when not in use

no smoking
If you follow these rules you will prevent accidents and
your job will run more smoothly. '

Name some safety rules:

=
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RATING MYSELF

Put'

> No's to yes?

a check mark for yes or no after year question.

_ Yes
Do I read directions carefully?
Do T do my share when working with
others?
Can I add and subtract well?
Do I ask when I am not sure?
Can I work well with my hands?
Can I multiply and divide well?
Can I spell well enough? -
When I am absent do I tell the boss?

Do I keep myself clean and tidy?
Do I follow instructions?
Am I polite? ‘

should have very few mno's. How can you change

No

all

d
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RESIGNING FROM A JOB

Sometimes, for many reasons, you may want to leave your
job.

— you may find it too difficult

- Yyou may want more pay

- you may be shifting or getting married
There is a right way to resign.
Tell the boss that you would like to resign and give
the reason if you can. Some firms ask for a set amount
of notice, e.g. 1 week, 1 month , etc., This will give

the employer time to replace you.

Also in this time you can start looking for another'job
to go into so ycu still have money for rent, bills, ctec,

vithout eating into ycur savings.

Before you leave, you should ask the employer for a

reference which will help you obtain your next job.

What is the correct way to quit a job?

What does resign mean?




Wrive a letter to an employer, saying that you are
leaving the job.

ST s T e P
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BOOKLET 6 TEST

1. List 4 good work habits.
(i)

(ii)

(iii)

(iv)

2. VWhat things should you consider when working out

vhat time you should get up for work?

3. Vhat does "Give a days work for a days pay'" mean?

4. How should you dress for a fgctory job?

5. Why should you take care of equipment?

v ooam e
\
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6. VWho should you ask when in doubt?

7. Why‘are rules made?

oo}

Name two safety rules?

| ek
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9. VWhat should you do if you are going to be late for work?

10, What is the proper way to resign from a job?

e e st oo



ACTIVITY

Make up a poster showing the 7 good work habits
CR

Choose 1 or 2 good work habits and make up a poster

on these.

12
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BOOKLET 8 MONEY MATTERS

Youth in the Unions

Almost whatever your occupation, there is a union you

can join.

Unions are a group of individuals all with a similar job,

e.g. shop assistant union, Building Labourers Unions,
Industrial Unions, School Teachers Unions.

Together they have stronger power than an individual in
a job. Unions are conceirned with things like pay,
wvorking conditions, holidays,.etc. Unions bring about
equality of all workers in that job. e.g. All shop
assistants of a certain age should get the same wage

no matter who employs them. To join the union you must
fill in an application form and you will pay a small
amount of money out of each pay packet to your union to

cover costs they have.

What is a Union?

Name some Unions

‘\, \V\r \'e,.\bC" C\(, {*91"5 :;
Wieee }" / Soliok \f~r-
I D»}ﬂ’ﬂ A

Y ‘
A

BT



Insurance

ds

Insurance is a way of guarding against possibilities.

e.g. you insure your house in case of accident; you

insure your life in case of death.

important thing we have to insure.

Qur life is the most

Our death is certain,

but not its timing. Therefore most people insure their

lives. 1if they die, the person

father, husband, etc.) gets the

Also it 1s a way of saving.
out is for 10 years, at the end

get the money you have paid plus interest.

insurance you take

they have chosen (mother,

money they have paid.

)

of that 10 years you will

The money you pay on life insurance is also a tax deduction.

Insurance, then, offers you security and a way of saving.

What is insurance?

List some things you can

..\.Q’M ' ""‘—7
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PAY DAY

Pay day will be an important day for you, probably as long
as you are working. Vill you spend your money wisely?
Obviocusly there are certain things you must spend your
money on: board, travelling, clothes, health, entertain-
ment, saving. People get paid in different ways. Some
fortnightly, some weekly, with cash or cheque and. some
people arrange for their pay to go straight to their

bank account. You will find that some money is taken

out of your pay packet before you get it.

TAX:

No matter how much money you ear, some will be taken out
by the Government for tax. This money is spent on things
liKe libraries, swimming pools, institutions, defence,
roadé and parks.

At the end of each financial year you must fill in a tax

return., (The financial year goes from 1st July - 3Cth June).

In June or July you will receive from your employer a Group
Certificate. This is a statement of how much you earnt

and how much tax you paid.

¥hnat is tax?

Vhat is a group certificate?

When is the Financial Year? _

e N,
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OPENING A BANK ACCOUNT

When opening your first pay packet, it is a good idea
to open a bank account. Even if you only put a few
dollars in, it will encourage you to bank more for

something special.

Go to a bank near you and say "I would like to open a

bank account'.

Give some reason why you think it is good to open a

savings account?
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IYPES QF_ JORS
Before deciding on one job, you shculd look around and

see if there are any other jobs you could +{rain for.

FOR _ABORIGINALS

‘The government provides a special assistance grant to
young people who are starting their first job or who
vent to train for a job. If you are living awvay from
home, you are given money each week to help you pay .

board, etc

Up to 16 years - $14 per week
16 to 17 years - 312 per week
17 to 18 years - $10 per week

You can also receive a clothing grant of $45 when you

start your first job.

If you want to train for a job, the Commonwealth
Employment Service will find a suitable employer

who will provide the training. This scheme is to help
vou find a good job, so ask about it when you go to

the Comnmonwealth Employment Service.

Leaving Schocl

i5 years is the legal age for:leaving school, It is
agaiusy the law to work if you are under 15 years of
ag2 unless you have a school exemption. A school
Lxemption can only be obtained from the headmaster of
the school you attend, and only if you have a letter

from an employer, saying that you have a job.

e o e ool



BOOKLET 7 TEST
1. VYhat is a union?

D)

first job?

2. Name two unions

3. VWhat is insurance?

4. Vhat are two advantages of insurance?

5. The money the Government takes out of your pay is called?
6. What is a group Certificate?

7. Can Aboriginals get money assistance when starting their

o
. da
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8. If you are Aboriginal and you want to train for

a job, what wiil the Commonwealth Employment Service don?

9., Vhat is the legal age at which you can leave school?

10, Name two things for which money can be taken out of

your pay packet?

e



ACTIVITIES

Look up Unions in the yellow pages of the phone book.
Make a list of ten unions and the people who would
belong to them.

e.g. Shop Assistants Union - people who work at Coleé,

Freecerns, Woolworths.

—
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UNEMPLOYMENT BENEFITS

Looking for a suitable job?
Having difficulty finding a job which you can manage?
Shortage of job vacancies foir the type of work you can do?

When you don't have a job you are unemployed. Would you
say that a carpenter who cannot work because of wet

wveather 1s unemployed? .....u.icierieerecsciacocscocanns

In your attempts at job huntiﬁg, the Commonwealth
Employment Service may be able to help you.- The staff
will try to find the type of employment which is suited

to you provided you have the necessary qualifications.

While waiting for a job to be found you may be eligible
for Unemployment Benefits or the "dole".




Answer YES or NO to the following questions.

1.

Are you unemployed but capable and willing to

undertake a suitable job? ......... ceoessaas

Are you a man aged 16 - 65 or a woman aged 16-607

Have you lived in Australia for the past 12 months

or intend to live here permanently? ......ccc..0...

Is your wveekly income less than these amounts?

Single aged 16 - 20 $39.00
Single aged 21 or more $42.00
Married man $66.00 ceeseiaana

Increase these amounis by 3$7.00 for each child under

16 years or full time dependent student over 16 years

of age in your care.




If you answered yes to all of the questions you
should register for employment at the nearest

office of the Commonwealth ....c.ceeveveeeococs .
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Look up the telephone book and write the address
of the nearest branch of the Commonwealth Employment

Service (C.E.S.) in the space below.

. L] ® 2 06 ¢ 06 0 068 00 00 000 0 LI N L] ® ¢ 0 00 060 0000000 08 [N .
[ ® 5 06 06 06 069 0 0 00 008 0006 ¢ 0800000 ® @ 0 0 0615 060606 0 0 0 00 045 0 080 ¢ v v s s - 0
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uestions

1. Another name for unemployment benefits 1is the

2. You can register for unemployment benefits when

yvou are 15 years old. True/False

3. You must be capable and .....c.vveve0esse. 1O
- undertaké a suitable job offered by the .....

B 12 A 2 TP

The C.E.S. will help you to find a job. If you have

tried to find work and the Service can't find you a
job you will be asked to fill in an unemployment

benefits claim form.,

Ansver the fcllowing questions wvhich are in the

ullemploymeﬁt ® & 9 6 0 9 5 0 0 0 6 6 & 5 0 06 0 v S e 0 80 s 00 0800 form



Place and date of birth ......c.00iiiiiiivneeseenens
Have you previously claimed unemployment or sickness
benefit? L iiieeeeerinoaoctsoteenasencronracenonenans
What was the last date on which you worked?.........

WVhat was the reason for ceasing wvork?....cceceeceesee

@ @ 0 2 0 0 0 0 0 0 8 C 0 00 00 08 00 0 4T O S EE T OO0 PO 0O 009 00 s e e e 000

You must sign the form stating that you are unemployed

capable and willing to undertake work.

Hand the form in at your nearest office of the C.E.S.

Once you have been granted unemployment benefits an
appointment will be made for you to visit the office
at a later date to see if you have a job and review your

situation.

You must apply for all the jobs the service offers
you. TFailure to apply results in your benefits being

stopped.

R
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Payment of Unemployment Benefits
The benefit is payable from the 7th day after you
register for employment so you will not receive
your cheque until 2 weeks after you have registered.
A cheque is posted each week to your home address.
Rates of payment
Single rate $36.00 a week
Married ' $60.00 a wveek
87 a weck added for each child.
uestions
1. Your first payment will come 2 weeks after you

register for employment. True/False (“%
2. Cheques then come (a) every 2 weeks (b) every 1 f

week in the post (c) you must collect payments.

3. Payment feor a single person iS seeeesseesesesses
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Other Points

You cannot receive unemployment benefit if you
already get age, invalid, widow, sickness or

special benefit.

If you are participating in a strike and are not

working you are not allowed unemployment benefits.

Free hospital and medical insurance is provided
for those receiving unemploymeni benefits and
their dependents also a social work service is

available to help people with personal problems.




Questions

1. You can get unemployment benefits if you are on
strike. True/False

2, WVhat are the two extra services yocu get besides

the payment of unemployment benefits?

9 0 ¢ @ 0 6 0 5 0 0 0 2 0 0 0 ¢ P NP OO OO B S O 6 000 O NGO S OO SO 0000 0o

Revisicn Questions

1. When are you unemployed? ...cceeeeresoscccsssncas

2. WhatistheC.E.S.? ® 0 86 0 0 000 00000 800 000 e e s 0

3. You receive unemployment benefits from the

(2) Unemployment Service
(b) Commonwealth Employment Service
(¢) Bank !

4. If you don't feel like apblying for a job the C.E.S.

finds for you, do you still receive the benefits?

5. In order to receive unemployment benefits you must be
(B) Ulueeeviroeeroenoonnons
) T
(C) Cuovewreesennnononnennns

to undertake suitable work.

34
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Once you have been granted unemployment benefits
an appointment is made to chat about the weather.

True/False

What then is the purpose of the appointment?

7.
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This. package bas been made up to let you know or your rights im

the Ccmmu*lny.

Iﬁ tells you dkau the police may do and how you must behave,

There is a section on Courts and what is expected of the offender

in Court.
Legal Aid and the AborlgLndl Legal Serv1ne are covered opriefly,
The ’aot sect:on.ls about ©ohool. It tells of how you should

behave and also what te aohcrs are allowed to do and not allowed

15 de.
( MNTENTS
1. POLICE
2. _COURTS
3, IEGAL AID
l1e ABCRIGINAL LEGAL SiVICE
5. SCHOOL
P
SR f,‘g;@ = -
. \_)311“:9 - vooD 1. Arrest

2. Answering qucstions
3¢ Being searched
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1., ARREST ’ . .
A person may be arrested by a polieeman with or without a
WARRANT,
A WARRANT is an official order signed by a judge., It tells
af the charges against the person andiis read a shown to &oa
when you are arrested. N
A polioe officer my arrest & person who has had a warrant
against them, without havingithg warrant with him, The person s
the right to see the warrant as soon as possiblee.
You may be arrested bty 2 police officer if he doesn't
have & warran¥ IF weees - “ -
(4) a person is found by a pcliceman actually doipg somtning
wrong.
{2) a policeman thinks that & person has or is going tb éo

sonething wrong.

If a person resists lnrful arrest then a polioemn may e
all nfjoessary foree to arrest that person, - -
‘ It is an offenoe to REJSIST ARREST or itry to stop the ;
poliee when they are doing th:ir duty. ' ;

When a person is arrestcd heé should be well behsaved aﬁd
not cause trouble., This good hehaviour.means that the omlmrges '5;"
against him are not so bad.

1# AVVARRAIJT iS 0.0.'.0099.6D‘.CCQ....O.....0.0.J‘JD‘UD’.‘0.0C.‘.

RV

OAwarrant tel].s Of t:’E .'l‘.."‘...’.o...-....00.."‘.“ and
Sread Or ® 9 & 80 00 80 80 to I,!:u When you are €T & &0 &5 00O E& G oo 8 sO OO [
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3, Give 2 times when a polizeman can. arrest you-without-a-warrant.

o

pQOO'O.-"‘OIO.G...OlU..OGGI.'..OGO......'.I".OI..........'...‘..‘
-~

b).cﬂ‘o‘e...t'...'.’.@ﬁﬂ""..............O.'.".‘....’.‘..."...-.00
L. What should a person d> when he is arrested? seveccecceccescso

D..’.D...Q..9..‘...’-..vﬂ‘ol.loo..D'O.Qe....‘....é.ﬂ'ﬂ....,g..‘.."'oo

%; If a person resists lawful arrest whalt may a policeman do?

. 0.00Q'Q...’.".Ql‘-.o.'.o'.t“'..ﬂc".‘ﬂ.o'ﬂ..l...‘.‘..'...O."'..‘G

b, It is an offence to resist arreste TRUE...... O FALSE....,.»

2, ANSWERING QUESTIONS

The police are allowed to ask questions but a person does

not have *to answer questions or mlke a statement EXCEPI IN THE

-FPOLLOWING CASES ...

a) Motor wvehicle cases =

¢

It a driver is stopped for coeeding, drunk drivind, reckig:-
 driving eye. he must also giﬁc the poliee his NAME , ADDRESS (or
‘place of business) and the NAII3 OF THE ONNER OF THE CAR, If the

driver Ims an accident he pusi alse give the car's NUMPER PLATE

e
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b) Offences-

if a policman. finds somconc doing somcthing wrong or he
thinks: that the perscn has done something wrong then that persc
must give his NAME AND ADDRESS.

c) Licensed premises~

a person nust give his correct I/ME, AGE and ADDRESS o
the policc if he is found coming out of a hotel, iaveran or clul
after closing hours. Tou nmust alsoc give you cerrect WAME, AGE
and ADDRESS if you arc questioned about being on licensed premi

4) Loitéfing~’

-this means to wandzr around doing nothing., I & person

Y3

found lying or loitering in o public place and a polic
to know what hc is doing there then that pergon must giv
REASON FOR BEIVG WHERE HE IS!

Every word spoken to a poiiccman no maetter how casual can be
used in Court in the sawme way 28 o signed stotenent.

QUIZ:

. Vhat particulars; do he police want to know from jyou if you
have been involved in an accident? (car accident)

9 ’ s
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3.
2, What is-an offence?
3., You must state your j ’ , and
‘u, Loitering means _ o

5,Is what you say to a policeman used in Court the same as a

signed statement? YES or NO

6, Are there any times when you have ti answer questions that the

police ask you ? .
7. Name 3 times when you must give your name and address,

. . .

ca) - Dl

B)

.C)

30 BETNG SEARCHLD

~

A police officer may scarch & perscn or a car if ue thin’

sl

there may be stolen goods on shat person or in the car.
POL ICEY OMEN usually search WCOMEN and GIRLS.
POLICENEN usually search MEN and BOYS,
4 policeman may scarch a house if the owner allows him or if he

has & warrant.

1o What is a warrant?

2, search women, search boys.

3. A policman may search a house if he wants %o, TRUE or

FALSE °

e e e}
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.~ 5. Whencapn—a persco_be-searched?.

Bail is when a friend or relative signs a piece of paper

to say that they will pay a sum of money’to the Court if the

’

arrested person does not appear.in Couri, If the arrested person

. does not appear in Court then the peréon who put up the bail loses

his mongy.

2. What does loitering mean? _

« Whe usually signs the paper for bail?

L7

T

3
L. What hoppens 4 the person who was arrested docs nct appeir in

1

Court?
Corir
‘é':/) e/ !‘- ? coan o ! )

There are CRIMINAL anl CIVIL oourts, Criminal courts are
for crimes that pecple have done, Civil courts are foo claims
about wills, divorees and ﬁuny other'mattcrs, n
Both these courts have HIGHER and LOWER courts,.
"The -HIGHER courts deal with the very complicated and serious <.

L

cases.,

et rre— s b
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The- LOTER “courts deal with minor offences—or—amaller—casess -

/
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There is a special court for children under the age of 18

years., T2is court is called a2 JUVENILE court,
The two main JUVEWILE courts in W,A. are:

(1) CHILDREN'S COURT (2) CRANE HOUSE

PIER STREET 18t FLOGR
PERTH E EIGH STREET
N FREMANTLE

1, Name 4 t%pes of courts.

2, What doces a LOWER court deal with?

3. A CIVIL court is for crimus that people have done, TRUE

or FALSE ' o
Ly, The J s,

-

5 Write Juvenile 3 times.

is for children,

6, Where is the Perth Children's Court?

7. The Fremantle Children's Ccurt is on the

of

o~y
in g

8. Is a 25 year 0ld person called a JUVENILE?

/

Street,

A juvenile is & persocn under the age of 18 years, When a

i

juvenile has to go to court they must be neatly

'T@ay should look at the Juuge when he speaks to

AN

~

dressed and tidya.

them and when thev
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'~speak»to_him¢
These two points are importanﬁ beéause the Judgeﬁpoticeé
your good behaviour ané this helﬁs yow when:he gives %he sentence.
When you enter the Court Houwme you will be'éeateévin a- WAITING Ry
until yoﬁr name is called. Whcn your name ié'aalled you enser the
Court roonm witﬁ your parents or who ever is in charge of you.
If you have to weait with the police it is importaniz to be
polite and ask niéely when you want to know something
The Judge maf give you a YFPINE O RELEASE! or order you to
pay restitution, This neans that you must start paying the fine
the day you arce rcleased from detention,
DETENTION means to be held in a plece %e.g, NYALDI) for a
qertain nuaber of dayse.
If the fine is IMMEDIATE and you cannot pay it Lhen you
serve DEFAULT for this'fine vhich is éB ver dz2y, Thé‘ccurt cosh
ere included‘in the DEITPAULT.

S84z ¢

1, What is a JUVENILE? * ' o v

/ -
prear 1in

2. Two points a Juvenile must consider when they have to &
. P

COUI't aI‘e c e a0 o0 a) . v - ' _’
P} . ' A
3. ‘Where do you wait -for your nam e to be ealled? /.

J o

] /

L, What poinits should you consider when waiting with poliagwomen

it - o s P

5. 4 ! PINE ON RELEASE' is . -

sd*

U |
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.6, DEFAULT" means o :

7. DETENTIGH means - .

it

JUVENILE cgurts arc closed to the public to protect the

children who have to go ther€. Parenis are expeoted to go with their

children and in more serious offcences probation officers reporté &
are looked at iy the.Judge before giving sentence,
THE GOURT TRIES TO IELP RATHER THAN PUNISH JUVENIIE
.,‘ |  OFFENDERS. '

| X i . -
1( Juvenile oourts are open to/the public, TRUE or FALSE

2} The Court tries to ! rathor than. Juvenile
i . " ;
' !,
offenders. : [
3. A JUVEKILE is ' ’ .
{
7.

[ P

4. Game the 4 types of Couris,

T A ¥
o
i

vy -

5. Where is the Fremantle 3ﬂildren‘s Court?

‘
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If a person reclly nceds g2l help and ccnnot afford it, 2
he nay in some cases get L3EGAL AID.

There is a LAGAL AID orgenization in each state. You rust
pass the Law Society nmecens test. The MEATS T3ST is similar to the
onc you have given to 30u by the Corr onwealth IEmppoyment Bureau,
The Low Society 2lso has a LiGAL ADVICE BURGAU, which gives
legal advice for §

fborigincs have thier own help programme for legal matters,
It is cailed the ‘fboriginies LEGAL SERVICH.

i1 the staff arc Aboripgininal except the lawvers. Legal
help is available free to anyonc vwho is full or pert aboriginal,
The head office is ii an o.d house at;

119 ABERDIZH  STREAT
EAST TSRTH,

Quig

1.  How rmuch does the Le;;xl Advice Bureauw charge for legal

QAVICE? seosveoeesserrocsacorssrsasssoscosososnsassooss
2. Is therc a Lesgal Aid organization in every state?
YCSeeoreeeevOr HOurtvoruoenanns
3. The fboriginal Legal 3ervice 1Seeeeescescercionrsoces
G s ececenceses o ec s rec o eaceseserssstses e st eeses o
4, What is the address of the head office for the Aboriginal .
LEGAL SRV IC Y. it eiensatasosassossosootosssocasotsocoeans
5. Thie means test 18 Lo iveevvivsiveiiosnonracacosocaannas
m e s s s eesense s s auas (sesesescesesses st s sessss e es0e e

t
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All pecple whether they ere ABULTS or CHILDREH have RIGHTS.
RIGETS ore thoe privileges that ycu have ond should be able to do
without being stopped. .They can also ve token away from you if
your RESPFONSIBILITIES ARZ not net, ,

For exeanple: Every pers-n is ollowed to speal when he wants to
but-if that person sweard while speaking in public then he-is znot

being respon md using inspropriate speaking in the strecet,

He may losc his right of redorm of specch and be arrcsted and

charged,

We a1l have RIGHTI and RESPONSTBILITIES in the community.
Most of the things we do ir the community are our RIGHTS an& no
ori¢ will stop us doing thern if we arc RESPONZIBLE.
Ve are going to look at the right's of schocl children.
and it is bzlpfvl if we all know our rights and
. the rights of others arbundfyou, '
In the
it tells us what the rights 2nd responsivilitics

4

| I I &)

teachers and
school children are. X
1) A chiid rust do whot he is told whon he is told to do ti by
a teacher ot school, o
2) A teacher may'punish.e.cnzld Ly keepins hin after school if
e) the child hos bew. lazy
b) the child was let: to closs

¢} the child hes beer navghty and has nob dene as he vas

DUCASION ACT ( which is alaw passced by parlimient)
of

-
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d) onything clse BXCEPT if the child has trouble learning

soncthing.
3) A teacher connot kzep achild in class during i

but nay do so at lunch time or APTER SCHCOL, for 30

cigs (playtine)

pinutes only.

4) The headnaster or s:eone vhe is given the right

nastern rnoy punish o c.:.1d by snocking.

59 The headniaster is +' ¢ omly person alloweéd %o use
)

6] Children nay be puni.:hed for deins cheeky, being

>

or for bcing rude.

by the head-

the canec.

disobedient

7) The cone must only be hit on the paln of the hend. (S€ction 33

of the Education Act).

8) Fo girl 12 vears or ovir is allowed to be hit wi

Iy

or cane, If a girl under 12 yeors has been very noug

only a wonan teaclier may sun ish her,
9. A child nay leave sheccl in the thid term of 3rd
school, If achild wonits tc leave schiool hefore thoat

have specizl pernission o the Dducotion DNepatnen
(o

th the hand

hty then

ye ar high

they nmust

’

L
[T

10} Children ore not allow:d o he expziled fron schocl., If o

headpaster thinks that th: trouble is Half then the ch:ild oy be

Suspended fron schecol until thﬂ Director General of
decideg whether the chil: buoulo be expelled or not
QuiZ

t. What are RIGHTS ?...,..,....,...;.................

® 8 ® 9 0 8 8 902 0 2 0 0SSP P O PO OGP N RO eSO PN E O s eleeerr

2. If you are use obscenc lenguage in public what can hapnen to you?

® @ 0 8 C 0 0O P O 0 & OO O LSS LS 0TSO0 6000 9T P BSOS

8 00 06 00 0 60009 06060069009 e 05" s 000 SIS0 00 0 P00 e s 000

Education

o & o 8 & 0 0 ¢ 0

® 8 0o 0 ¢ 8 9 90 0 00
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3

%, Onlt adults have rights and responsibilties.......TRUE or
ceeaes TALSE
4. K teacher can keep o child back at schiool in the afternoon for
At hour B2 hours C 30 rnimites D 45 ninutes
Circle the correct onwsecr.
5. Give 3 rcasons wny a teacher nmigh t kecp you back at school in
the afternoon . T....ii. it erenaenns ‘
et iereiassrseasnsoaasaa

i 2

. %ho is allowed to canc children?.....cveeereesresscecscoanins
. fre 10 year old girls lowed to be caned? ¥es.......or Ho....
Sihe nust he hit across the lepgs., TRUS,..... or FiLB8E........

O 0 3 O

. Give 3 reasons when a child night be punished,
Teeeesoeosoensosctronnsnonn
2t teere ittt et e
o
10. VWrite a few lines about beuing expelled from school.
L A I I A NI AR A I A S A S I A A I I I AT SO B AR B SIS B S AT S RCR A BN 2K I I I RN R ISR B B I R |
B S R R R R R R R
T T
L T R N R S R R N A R A A T N R R R R R I S S S A A I I I I AT A B A R I

L RN AR B A I R I I I R N I I I A R R R I T I A A A I LA B B B A A A A A I L O 4
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. YWrite resposibiliteis 3 bineS... ciiecesevonenn ' .

¥
9 ® 8 06 6 0 5 ¢ 0 0 8 o v & & 2 8o
T2, What does OBGBCEHD MEEN . ittt erervesvoesstosrsoncssoconons
>





