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Entry 2: Writing
Module: Taking notes from a training talk
Module aims

Main aim
We are learning to take notes from a talk.
Module: Taking notes from a training talk
Aim: We are learning to take notes from a talk.
Each workplace has a set of rules. You need to take care and follow the health and safety rules. You find out about the rules during induction


Task 1: New words and phrases

Listen to the talk called Rules at work. Write any new words or phrases in the grid below under word or phrase.

	Word or phrase
	Meaning

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


Now listen to the next section of the recording. Listen to the meaning of some of the new words or phrases. Write the meaning next to the word or phrase in your own language if you want.


Task 2: Rules at work


Listen to the talk again. Make notes of any key facts or points from the talk. Remember you do not need to write in whole sentences. When you listen to a talk, you take short notes.
For instance:
Your working hours are from 8 am to 4.30 pm on Monday to
Friday.

You might write:  
Working hours 8 – 4.30 Mon to Fri

After you have noted the key points, find out what happens at your workplace.

	Facts / key points
	What happens at your workplace?

	
	


How did you get on? 

Module 3: Taking notes from a training talk answers

Task 1 answers

Your notes might look like this:

	Word or phrase
	Meaning

	working hours
	the time you are at work

	to put up with
	to cope with

	poor standard of work
	a level of work that is not good enough

	to report
	to let someone know about something

	enclosed space
	within a building

	to dispose of
	to get rid of

	hazard
	something that presents a risk of fire or accident

	risk
	a chance that something will happen

	to consume
	to eat or drink

	alcohol
	Beers, wines and spirits

	drugs
	here it means substances that are banned by law

	emergency 
	an accident or situation that needs urgent attention

	assistance
	help or support


Task 2 answers

Your notes might look like this:


	Facts / key points
	What happens at your workplace?

	Working hours 8 – 4.30 Mon to Fri

Start work 8 am

Half hour morning break

Half hour lunch break

No smoking in enclosed spaces

Smoking outside only

Mobiles only in emergency

No radios or music players

No alcohol or drugs

Emergency call – Code red
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