ELSFLDI1
DESIGNING NOTICES FOR AROUND THE OFFICE


TASK A

1. Open a blank page in a word processor. Type out Notice 1. (find on next page)
2. Add your name and the date in the footer area.
3. Check all your typing for errors. Run a spell check and correct errors.
4. Save your work on your disk or in your folder with the file name openingtimes.

5. Print a copy of your work so far.
6. Set the page to be landscape orientation.  (Go to Page Setup in the File menu.)
7. Apply bold and underline formatting to the title as shown.

8. Apply bold formatting to the times.

9. Increase the size of the words to fill the page. You may choose any sizes you want. You can emphasise the title by making it larger than the main text.
10. Save your work to disk.
11. Print a finished version of your work.

12. Close your word processor.

TASK B

1. Open a blank page in a word processor. Type out Notice 2.

2. Add your name and the date in the footer area.

3. Check all your typing for errors.  Run a spell check and correct errors.
4. Save your work on your disk or in your folder with the file name FIRENOTICE.

5. Print a copy of your work so far.

6. Apply  bold and underline formatting to the titles as shown.

7. Centre align the title heading only.
8. Save your work to disk.

9. Print a finished version of your work.

10. Close your word processor.
NOTICE 1 - OPENING TIMES
Opening Times:

10am – 8pm Mon
10am – 4pm Tue – Fri
We are closed Sat & Sun 

NOTICE 2 - IN THE EVENT OF FIRE

STAFF FIRE NOTICE
ON DISCOVERING A FIRE (no matter how small):

Raise the alarm by operating the nearest fire alarm call point
Try to extinguish the fire using the nearest fire extinguisher
Only use fire extinguisher if it is safe and you have been trained. 

Ensure that the Fire Service has been called
ON HEARING THE ALARM: 

Give assistance to people to reach relative safety of a fire-protected stairwell or refuge 

Leave the building by the nearest available exit
ACT CALMLY 

DO NOT USE LIFTS 

CLOSE ALL DOORS (to stop fire spreading) 

Proceed to the assembly point and report to the person in charge of evacuation

Do not return to the building for any reason until authorised to do so.

CALLING THE FIRE SERVICE

THE FIRE SERVICE SHOULD BE CALLED IMMEDIATELY TO EVERY FIRE OR ON SUSPICION OF FIRE
Lift the receiver and dial 999 
Ask for ‘FIRE’. Give operator your telephone number when asked 
When the Fire Service replies say distinctly: 
FIRE AT (and give exact location)
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