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                 TLE/TVE - COMPUTER SYSTEMS SERVICING 10 
 
Name: ______________________________________ Date: ____________________ 
 
Grade: ______________________________________ Section: ___________________ 
 
 
 

Quarter: ___ Week: ____ SSLM No. ___   ELC: ____________________________ 
     ELC Code: TLE_IACSS9-12UHT-IIIa-b 

� Objectives: Identify tasks to be undertaken 
Discuss proper tool selection and safe use of tools and 
environmental safety and health program 
 

� Title of Textbook/LM to Study: __________________________________ 
� Chapter: ___ Pages: ___ Topic:  

_____________________________________ 
 
 
 

 
Plan and Prepare Tasks 

What task is being done in each photo? 

 

 

 

 

What is a tool? 

 A tool is a handheld device that aids in accomplishing a task.  Tools range from a 
traditional cutting part of a machine to an element of a computer program that activates and 
controls a particular function. 

 Understanding the basic use or function of a tool is very important to keep tasks done 
efficiently and effectively.  

In preparing for a task to be undertaken you have to consider the following: 

Proper tool selection 

✔ Know and understand in detail the scope of work to be accomplished 
✔ Plan the scope taking into account the sequence of tasks 

1 1 1 
Use Hand Tools 

K-12 BEC CHS Grade 7/8, CHS9 and CHS10 

Plan and prepare tasks to be undertaken 
& Prepare hand tools 

 Let Us Discover 
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Selecting the best tool for each task requires: 

✔ training 
✔ experience 
✔ following manufacturer’s instructions 

Safe use of tools 

✔ Use the tool for which it was designed 
✔ Operator’s judgement must always be based on what is the safest way to use the tool 

Environmental Safety and Health Programs 

✔ All tools be kept in good condition with regular maintenance  
✔ The right tool be used for the job 
✔ Each tool be examined before use and damaged or defective tools NOT to be used 
✔ Tools be operated according to manufacturer’s instructions 
✔ The right protective equipment for the tool and activity be used 

Ponder on this! 

 
 
 
 
 
 
 

 
 
 
 
 
Activity 1:  True or False 

Directions: Write TRUE if the statement is correct otherwise write FALSE. 

1.  When obtaining the tool, all the associated tooling and consumable parts, as  
     recommended by the manufacturer, must be included. 

2.  Preparing for a task includes also the sequence of tasks to be done. 

3.  The safe use of tools depends on using the tool for the purpose for which it was  
     designed. 

4.  Selecting the best tool for each task requires training in the proper use of the tools,  
     field experience in their safe use, and following the manufacturer’s guidance and  
     instructions for that specific tool. 

5.  Preparing for a task includes only knowing the task to be done. 

 

 

 

Why is it important to plan and prepare for the task to be undertaken? 

So that we can prepare all the tools or equipment needed in accomplishing 
the task, this also helps us to avoid making mistakes and more over save us time 
specially when we are actually doing it since we already have a plan and doesn’t 
waste time on thinking what to do next. 

 

 Let Us Try 
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Activity 2.  Multiple Choices 
 
Directions.  Read and select the best answer out from the given choices. 
 
1.  Using incorrect tools in a job will result in _________. 

 a.  efficiency  b. good performance  c.  injury d. good values 

2.  A successful task can be achieved thru ______ planning and preparation. 

 a.  constant  b.  careful and proper  c.  seldom d. courageous 

3.  When you want to make things done with less effort use _____. 

 a.  bench work  b.  space  c. tools   d. lights 

4.  Choosing the right tool is easy but requires a lot of ________. 

 a.  assumption  b.  practice  c.  deduction  d. presumption 

5.  One of the factors to consider when planning and preparing for the task in order to avoid 
accident is _________. 

 a.  materials  b. place  c. safety  d.  waste disposal 

 
 
 
 
 
 
Activity 3.  Plan and Preparation 
 
Directions:  Prepare a matrix on Plan and Preparation in maintaining five hand tools and 
proper usage. 

 
Hand Tools Maintenance/Proper Usage 

  
  
  
  
  

 
 
 
 
 

 Let Us Do 

 Let Us Apply 
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Performance of the learner on Activity 3 will be rated based on the following criteria: 

Criteria Excellent (5) Very Satisfactory (4) Satisfactory (3) 

Content 
Knowledge 

Substantial, specific 
and/or illustrative 
content demonstrating 
strong development 
and sophisticated ideas. 

Sufficiently 
developed content 
with adequate 
elaboration or 
explanation. 

Limited content with 
inadequate elaboration or 
explanation. 

Completion 
and 
Organization 

All 2 components are 
identified and listed. 
Diagnostic plan is 
properly depicted on 
the table. 

Only 1 component 
is identified and 
listed. Diagnostic 
plan is properly 
depicted on the 
table. 

None of the components 
is identified and listed. 
Diagnostic plan is not 
properly depicted on the 
table. 
 

Grammar and 
Spelling 

No error in grammar 
and/or spelling that 
distract the reader 
from the content. 

1-3 errors in 
grammar and/or 
spelling that 
distract the reader 
from the content. 

4 or more errors in 
grammar and/or spelling 
that distract the reader 
from the content. 

 
. 
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