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Personal information
Unit 12 – Present personal information to employers
Task 1 Personal Information
There will be times when you need to pass on personal information to an employer.

Below are some examples of different types of personal information:

	Full name
	Postal Address


	Brother’s name

	Telephone number
	Nickname used


	Work experience

	Mother’s job title


	Qualifications
	Holiday requests

	Bank details


	Car registration number
	Email address

	Shoe size


	Valid passport or ID
	Evidence of right to work in UK

	Education history


	Passwords
	Date of birth

	Any disability you have


	Regular evening commitments
	Reference details

	Hobbies and interests


	Pin numbers
	Future aims

	Friend’s address


	Number of children
	Doctor’s name and address


Read the examples with a friend and discuss them.

Working together sort the information into three categories under the following headings:
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Justify your decisions by discussing with the teacher and the rest of the class.

Task 2 – Updating information
There are times when you may need to update personal information with your employer.

Complete the chart below or give verbal answers to the questions.

	Situation


	What new information does your employer need?
	Why does it need updating?

	You move house
	
	

	The branch of your bank closes down so your account is moved
	
	

	You get a new phone with a different number
	
	

	You or your partner is expecting a baby soon
	
	

	You book a holiday abroad in a few months
	
	


Compare and discuss your answers with a partner.

Task 3 Dos and Don’ts when choosing a password
We need passwords and pins to access many different websites.

The risk of using weak passwords is:
· People impersonating you to commit fraud

· People accessing your bank accounts
· People purchasing items online with your money
· People impersonating you on social network or dating sites
· People sending emails in your name
· People accessing the private information on your computer.

Research the dos and don’ts when choosing a password and make a note of your findings below.

One website to start with is: http://www.bbc.co.uk/webwise/0/22717881
	DOs
	

	DON’TS
	


Compare and discuss your answers with a partner.
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