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Keywords: 

Moisture – water vapour dissolved in the air makes air moist 

Rust – an orange brown solid that forms on metal and flakes off easily 

Corrosion – something that is being broken down or worn away 

Exclusion – to keep out 

Repellent – a substance that repels or displaces something else 

Oxidises–to combine with oxygen 

Electrolysis–the bonding of a thin layer of metal to another type by using electrical currents 
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8. More reactions of metals with oxygen: rust 

Forming of rust 

When exposed to air many metals rust. Air contains moisture and some 

of the oxygen dissolves in the moisture. The iron in the metal reacts with 

the oxygen and forms a complex compound called rust. Rust contains 

iron oxide. Rust is an orange brown solid that flakes off easily. The 

underlying metal is then exposed to air and also starts to rust. The 

corrosion that results weakens the metal and literally “eats” it away. The 

process is very slow, but over long periods of time it can cause very 

serious problems.  

Rust costs South Africa billions of rand every year. Think about how 

many things that we use that are made of metal. Large industrial plants, 

factories and the construction industry all use lots of steel which contains 

iron. Cars, bicycles, ships, trains house roofs, and gutters all have metal 

parts. The corrosive action of rust weakens these structures over a 

period of time.  
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Ways to prevent rusting: 

Methods used to prevent the formation of rust all involve the exclusion of 

air. Prevention of rust adds cost to an item. On the other hand, corroded 

components weaken structures. This also adds cost, because 

the parts need to be replaced. 

1. Paint: it is the easiest and cheapest way but not the most 

effective. Paint keeps the air away from the surface of the 

metal, however as soon as the paints start flaking 

off the air reaches the metal and the rusting starts.  

2. Oil and grease: moving parts of a machine can 

be covered with a layer of water repelling grease 

or oil but these need to be repeated regularly.  

3. Galvanising: iron or steel is coated with a thin 

layer of zinc. The zinc also oxidises, but it doesn’t 

flake off as easily as iron rust 

does, and protects the metal 

underneath. Metal garden 

furniture, fence wires and water 

pipes are galvanised. 

4. Electroplating: a thin layer of 

metal such as chromium or zinc is 

bonded to the surface of metal by electrolysis. Bath taps and door 

handles are covered with chrome. Chromium and zinc do not react 

easily with oxygen.  

Examples of steel structures: 

 

Ships can rust     Steel constructions like bridges 
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Bicycle chains and gears 

        Trains and railways 

Factories with steel pipes and  

structures      Safety fences and borders 
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Worksheet 8: More reactions of metals with oxygen: rust 

Underline the correct answer: 

1. Metals do/ don’t rust when they are exposed to air. 

2. The iron/ plastic in metal reacts with oxygen. 

3. Rust is green-blue/ orange-brown in colour.  

4. The methods to prevent the formation of rust involve the inclusion/ 

exclusion of air. 

5. Taps are covered with chromium/ paint.  

(5) 

Fill in the missing words 

1. The iron in metals react with oxygen and forms a complex compound 

called ____________________. 

2. Rust contains _________________. 

3. The easiest and cheapest method to prevent rust is ______________. 

4. The moving parts of a machine can be coated with a layer of 

____________________________. 

5. A thin layer of metal such as chromium or zinc, is bonded to the 

surface of metal by _________________. 

(5) 

Answer the following questions 

1. Name 6 examples of steel structures. 

_________________________________________________________ 

_______________________________________________________(6) 
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2. Give a brief description of the following methods to prevent the 

formation of rust. 

Method Description 

Paint  

Oil or grease  

Galvanizing  

Electroplating  

(4) 

Total 20 
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Date:     Heading:       

Reading and viewing: Poem 

 

This is me 

 

You can write for hours on hours, 

Of all the things that you wish you could be, 

But the truth of the matter is simple, 

People are not poetry, 

And I know that you wish you weren’t awkward, 

That sweet words could roll right off your tongue, 

But your time here’s too short just to worry, 

How each single sentence is strung, 

It’s okay to be rough round the edges, 

To be bruised up and broken and scarred, 

But it’s not okay to let people tell you, 

That it’s a reason to change who you are, 

Your hair doesn’t always sit neatly, 

The way a poem sits neatly in lines, 

And sometimes you might feel like a word, 

That nobody has learnt to define, 

You might not be a star that lights darkness, 

Or a bird that can teach us to soar, 

But it’s okay, because you are too complex, 

To be crammed into one metaphor, 

It’s okay not to know what you’re doing, 

Since your feelings don’t have to all rhyme 

Though a poem once complete is eternal, 

You have the freedom to change over time, 

You’re much more than can ever be written, 

There is no title to say, “This Is Me”, 

You can’t be trapped in the lines of a notebook, 

Because people are not poetry. 

 

~e.h 
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Dictionary extract 

 

bruised → verb 
make a bruise appear on 
 
complex → adjective 

1. consisting of many different and connected parts 
2. not easy to understand, complicated 

 
cram → verb (crams, cramming, crammed) 

1. force too many people or things into a space 
2. fill something to the point of overflowing 
3. study hard just before an exam 

 
define → verb  

1. describe the exact nature or scope of 
2. give the meaning of a word or phrase 
3. mark out the limits or outline of 

 
entrepreneur → noun 
a person who is successful in setting up businesses 
 
eternal → adjective 
lasting or existing forever 
 
metaphor → noun 
a word or phrase used in an imaginative wat to represent or stand for 
something else 
 
rough → adjective 

1. not smooth or level 
2. not gentle 
3. wild and stormy 
4. plain and basic 
5. not worked out in every detail 
6. harsh in sound or taste 
7. informal, difficult and unpleasant 

 
simple → adjective 

1. easily understood or done               2. plain and basic 
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Read the poem and have a look at the dictionary extract. Answer the 

questions below. 

 

1.What is the title of this poem? 

_________________________________________________________(1) 

2.What does it mean when “sweet words roll off your tongue”? 

_________________________________________________________(1) 

3.The poem says that it is “okay to be rough around the edges”. What does 

this mean? 

____________________________________________________________

_________________________________________________________(1) 

4.Give the meaning of the word “complex” according to the dictionary 

extract. 

____________________________________________________________

_________________________________________________________(1) 

5.“People are not poetry”. What does this mean? 

____________________________________________________________

_________________________________________________________(1) 
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6.What do you think an entrepreneur is? Give your own meaning. 

____________________________________________________________

_________________________________________________________(1) 

7.Write down the definition of an entrepreneur by looking at the dictionary 

extract. 

____________________________________________________________

_________________________________________________________(1) 

8.What types of words are the following words? Look at the dictionary 

extract. 

8.1 bruised_________________________________ 

8.2 cram___________________________________ 

8.3 define__________________________________  

8.4 eternal__________________________________ 

8.5 rough__________________________________  

8.6 simple__________________________________        (6) 

 

 

Total: [13] 

















Office Administration / Kantoorbestuur Skill level 2 

Follow the instructions below and create the WordArt/ Volg die volgende instruksies en 
ontwerp die WordArt 

 

1. Insert (Ribbon) 
2. Shape 
3. Basic Shapes 
4. Select the fifth shape 
5. Shape styles 
6. Select the first red one 
7. Right click on shape 
8. Add text 
9. Write your name and surname 
10. Select your name and surname 
11. Click on Home (Ribbon) 

12. Select Verdana Font 
13. Select 24 Font Size 
14. Format (Ribbon) 
15. WordArt Styles 
16. Highlight your name and surname 
17. Click on the “A” 
18. Select the 3rd column, last row 
19. Click on Text Fill 
20. Select the fourth red one from the top 
21. Click Text Outline 
22. Select the first red one 
23. Click Text Effects 
24. Select Reflection 
25. Select Reflection variations 
26. Select the last one 
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Emergency plans: 

 

 

Important information. 

 

An emergency plan is a written set of instructions that outline what workers and others at the 

workplace should do in an emergency. An emergency plan must provide for the following. 

 

 Alarms signalling an emergency. 

 Evacuation procedure. 

 Numbers for notifying emergency services like police, ambulance, fire department etc. 

 Onsite medical treatment and assistance. 

 Good and effective communication between the people at the workplace. 

 Practising the procedures regularly. 

 Training of people in the workplace. 

 

What type of emergencies should be covered? 

 

This will differ from workplace to workplace depending on the hazards found at the 

workplace. But the most common emergencies are: 

 Fire. 

 Medical. 

 Protect action. 

 Bomb threat. 
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What should the workers know about the emergency plan? 

 

 Emergency contact details and where to find them for example fire brigade, poison 

information centre, police etc. 

 Who is in charge of specific roles and responsibilities etc.? First aid, Fire marshal, 

evacuation leader. 

 The different sirens, bells or mechanisms for alerting people. 

 A map of the workplace illustrating the location of fire equipment, evacuation routes, 

first aid equipment, assembly points. 

 

 

Example of an evacuation plan map. 
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DATE: _____________________      ACTIVITY 5:  

 

 

1. Answer the following questions. 

 

a. Does your school have an emergency plan? Yes or No    

 

b. Where is the closest telephone to alert emergency services? 

                      ……………………………………………………………………. 

 

c. Is there a fire extinguisher in your centrum? 

                      ……………………………………………………………………. 

 

d. Do you know where to get first aid help?    Yes or No  

 

e. How is in charge of first aid at your school? 

           ……………………………………………………………………. 

 

f. What is the siren for a fire? 

           ……………………………………………………………………. 

 

g. What is the siren for bomb threat? 

            ……………………………………………………………………. 

 

h. Do you know the evacuation route to the assemble point?    Yes or No. 

[8] 

 

2. Draw an emergency plan for your centrum indicating the following. 

 

 Evacuation route. 

 First aid equipment. 

 Fire equipment. 

 Telephones. 

 Physical structure of the building. 

 Assembly point. 

 Hazards. 
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 DB Boards. 

 

Use the page below to draw your plan. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 [8] 
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Implement and supply sanitation to work environments, equioment and tools 

 

Sanitation 

Sanitation is the application of measures to promote public health and prevent the spread of 

infectious diseases. 

The importance of sanitation cannot be overemphasized. Beauty services bring the Beauty 

Therapist in direct contact with the client’s skin and nails. Understanding sanitary measures 

insures the protection of the client’s health. 

A client or Beauty therapist with an infectious disease could spread it to others. Hence, 

Beauty Therapists having colds, or any communicable disease must not be permitted to 

serve clients. Client’s suffering from an infection disease must not be accommodated in a 

beauty salon. In this way, the best interests of other clients will be served. 

Definitions Pertaining to Sanitation 

1. Sterilise – to render sterile; to make free from all bacteria (harmful or beneficial) by the              

act of sterilizing. 

2. Sterile- free from all germs. 

3. Antiseptic – a chemical agent which may kill or retard the growth of bacteria. 

4. Disinfect – to destroy bacteria on any object. 

5. Disinfectant – a chemical agent having the power to destroy bacteria (germs or 

microbes). 

6. Bactericide – a chemical agent has the power to destroy bacteria (germs or microbes). 

7. Germicide – a chemical agent has the power to destroy bacteria (germs or microbes). 

8. Asepsis – freedom from disease germs. 

9. Sepsis – poisoning due to pathogenic bacteria. 
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10. Fumigant – vapor used to keep clean objects sanitary. 

11. Sanitize – to render objects clean and sanitary. 

 

 

DATE: __________________      ACTIVITY 6:  

 

1. Match the sanitation term in column A with the correct definition in column B. Write the 

correct letter A-F in the answer column. 

 Column A  Column B Answer 

1.1 Disinfectant A a) A chemical agent which may kill 

or retard the growth of bacteria. 

 

1.2 Fumigant B b) free from all germs.  

1.3 Antiseptic C c) A chemical agent having the 

power to destroy bacteria (germs or 

microbes) 

 

1.4 Sterile D d) Disinfect – to destroy bacteria on 

any object. 

 

1.5 Sterilize E e) Vapor used to keep clean objects 

sanitary. 

 

1.6 Disinfectant F f) to render sterile; to make free 

from all bacteria (harmful or 

beneficial) by the act of sterilizing. 

 

           … / 5 
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Methods of sanitation procedures 

 

Sanitising with disinfectant 

1. Wash implements thoroughly with soap and hot water. 

2. Use plain water rinse to remove all traces of soap. 

3. Immerse implements in a wet sanitizer (containing 

approved disinfectant) for that required time. 

4. Remove implements from wet sanitizer, rinse in water 

and wipe dry with clean towel. 

5. Store sanitized implements in individually wrapped 

cellophane envelopes or keep in cabinet sanitizer until 

ready to be used. 

 

 

 

 

 

 

Sanitising with Alcohol 

To sanitize manicuring or other implements, immerse 

them in 70% alcohol for 20 minutes. Implements having a 

fine cutting edge are best sanitized by rubbing the surface 

with a cotton pad dampened with 70% alcohol. This 

application prevents the cutting edges from becoming 

dull. Electrodes may be safely sanitized by gently rubbing 

the exposed surface with a cotton pad dampened with 
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70% alcohol. 

After sanitation, place implements into a dry sanitiser until 

ready for use. 
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Sanitizing floors, sinks and toilet bowls 

The disinfection of floors sinks and toilet bowls in the beauty salon calls for the use of such 

commercial products as Lysol, CN, pine needle oil or similar disinfectants. Deodorants are 

also useful to offset offensive smells and for imparting a refreshing odor. 

Whatever disinfectant is being used, make sure that it is properly diluted as suggested by the 

manufacturer. 

 

 

 

 

 

 

Safety Precautions when sanitizing 

The use of chemical agents for sanitation involves certain dangers, unless safety measures 

are taken to prevent mistakes and accidents. Follow these safety rules: 

1. Purchase chemicals in small quantities and store them in a cool, dry place; otherwise                  

they deteriorate due to contact with air, light and heat. 

2. Weigh and measure chemicals carefully. 

3. Keep all containers labeled, covered and under lock and key. 

4. Do not smell chemicals or solutions, as some of them have pungent (strong) odors. 

5. Avoid spilling when diluting chemicals. 

6. Prevent burns by using forceps to insert or remove objects from the source of heat. 

7. Keep a complete first aid kit on hand. 
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Sanitizing Rules: 

► Chemical solutions in sanitizers should be changed when necessary. 

► Manicuring tools must be kept in a disinfectant solution (70% alcohol) during the process 

of giving a manicure. 

► All articles must be clean before being sanitized. 

► Facial bowls, manicure bowls and pedicure foot spas must be sanitized before and after 

each use. 

► All manicuring implements must be sanitized after each use on a client. 

►Sanitise electrical appliances (facial steamers, magnifying lamps) by rubbing the surface 

with a cotton pad dampened with 70% alcohol. 

► All cups, soaking bowls or similar objects must be sanitized before being used for other 

clients. 
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DATE ___________________       ACTIVITY  7: 

1. Use the words in the word block to complete the following sentences. 

Sanitised Chemical Client Disinfectant Tools 

 

1.1  ……………………………………… solutions in sanitizers should be changed when 

necessary. 

1.2  Manicuring …………………………………... must be kept in a ……………………… 

solution (70% alcohol) during the process of giving a manicure. 

1.3 All tools must be clean before being ………………………………………….. 

1.4 Facial bowls, manicure bowls and pedicure foot spas must be sanitised before and 

after each use. 

1.5 All manicuring tools must be sanitised after each use on a ………………………… 

[5] 

2. How should electrical appliances be sanitised? 

    ……………………………………………………………………………………………….. 

    ……………………………………………………………………………………………….[2] 
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