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Entry 2: Writing
Module: Writing accident reports
Module aims
We are learning to write in simple and compound sentences.
Module: Writing accident reports
Aim: We are learning to write in simple and compound sentences.
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When you work in agriculture, there are times when you need to write in simple and compound sentences.

You use sentences when you write:
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	notes or letters
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	‘near miss’ and 
accident reports


In English simple sentences are made up of:




Subject – verb – object 
or 
S  V  O 

Sokol pots the plants.    Esha is wearing her wellingtons.   I push the trolley.
The subject is what the sentence is about.

The verb is the action that happens.

The object shows what the action is about.

You can join two simple sentences together with a conjunction. A conjunction is a word that joins two sentences. This makes a compound sentence.

These are conjunctions you see a lot.




and 

but

as

or

Lech waters the plants and he prunes the roses.

Jojo drives the dumper but she does not drive the fork lift truck.

I am calling the first aider as Jan has cut his finger.

You work in the greenhouse or you work in the fields with Mike.
and joins two sentences about a similar subject. 

but joins two sentences when the second sentence refers back to the first.

as joins two sentences when the second sentence shows the reason for the first or shows the time when something happens.

or joins two sentences where they show a choice between two things.

Task 1: Using conjunctions
Join these sentences together. Use the conjunction that suits the meaning. The example shows you what to do.
	and
	but
	as
	or


Example: Talia came to work on Tuesday and she worked on the potting machine

	1.
Tran looked everywhere for Mike______ he did not find him.

___________________________________________________________

	2.
Work with Boris this morning ______ he needs some help. 


___________________________________________________________

	3.
He mixes the compost ______ he fills the plant pots. 


___________________________________________________________

	4. 
You use the hand trolley to lift that _____ you can use the fork lift truck. 

___________________________________________________________

	5.
I can drive the tractor  ________  I cannot drive the combine. 


___________________________________________________________

	6.
He fills the crates with apples _____ then he loads them on the lorry. 


___________________________________________________________

	7.
You must not drink alcohol at work _____ you will get the sack. 


___________________________________________________________

	8.
You are working inside the poly tunnels _____ it is raining heavily outside. 


___________________________________________________________

	9.
Lech looked for the dibber _____ he found it by the potting machine.

___________________________________________________________



Task 2: Using conjunctions
Read this text about Tran. Then write the passage again using these linking words.

	and
	but
	as
	or


Only use them where you think it helps the text to make good sense.
	Tran reported for work on Monday. He signed in at the office. Then he went to look for Mike. He could not find him. He saw Jojo, his supervisor. She told him to work with Boris that day. Boris drove the fork lift truck. Tran drove the digger. Tran used the digger. He has not passed the fork lift test yet.  In the afternoon, Jojo said they could work in the poly tunnels. They could work on the potting machine. They decided to work in the poly tunnels. Boris picked the strawberries. Tran packed the punnets. They had a good day. It was hard work.

	___________________________________________________________________


___________________________________________________________________


___________________________________________________________________


___________________________________________________________________


___________________________________________________________________


___________________________________________________________________


___________________________________________________________________


___________________________________________________________________


___________________________________________________________________


___________________________________________________________________


___________________________________________________________________


___________________________________________________________________




Using punctuation
Each sentence starts with a capital or upper case letter:  A  T  H
Each sentence ends in a full stop . 
You use a capital letter for names:

· people’s names, for instance Ola or Mary

· place names, for instance London or Manchester

· days and months, for instance Monday or January

· company names for instance Browns Ltd.

When you write about yourself, you use a personal pronoun ... I.


Task 3: Using punctuation
Look at the writing. It needs some punctuation. Put in the correct punctuation. The example shows you what to do.

	
Tran works with Boris on friday


Tran works with Boris on Friday.


	1.
on Tuesday i picked the apples.


___________________________________________________________

	2.
Tran worked in london before he came here. 

___________________________________________________________

	3.
you must not drink alcohol at work

___________________________________________________________

	4. 
Can you work all day on thursday? 

___________________________________________________________

	5.
My name is jojo i live in norwich.

___________________________________________________________

	6.
he is starting work next monday.


___________________________________________________________

	7.
Please help me with the crates i am loading the lorry.


___________________________________________________________



Remember in Duties at work you looked at:


· using helping verbs to show meaning
You must do that.

· using the present tense


He helps her.

· using the present continuous

She is picking fruit.

· using the past tense



We finished yesterday.


In this section you looked at:

· using linking words to join sentences

· using full stops and capital letters.

You are going to use these skills to write short reports at work.
Task 4: Writing accident reports
Sometimes accidents happen at work. All accidents must be reported. Ivan is talking about his accident with Rob. Read what Ivan says then write a report for him.

Write in sentences and try to use the linking words. The first one is an example.

[image: image3.jpg]Ivan...| saw you heading off
to first aid. What happened?

I've had an awful time today. I've got to go to
the hospital now. | was cutting open a bag of
compost and | caught my finger with the knife.
I've seen the first aider. She's packed me off to
hospital. She thinks | need a couple of stitches.





	What does Ivan write?
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	Ivan writes
	[image: image5.jpg]I was cutting open a compost sack
and I cut my finger with the
knife. I saw the first aider. She
sent me to hospital for stitches.








1. Read about Jojo’s accident.


[image: image6.jpg]rGoodness, Jojo. What on earth have you done to your leg? \I

Hi Mike. I've had a bit of a fall. | was moving some crates of
apples...you know...onto the lorry...and the ground was like.
..uneven. | just caught my foot on a stone as | turned with the
crate and then...wham! Just fell over..tried to get up...my leg
was killing me. Seen the nurse and I've sprained my ankle.

r That's rotten luck. | hope you're not off for too long. ]






Write the report for Jojo
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2. Read about Azi’s accident.


[image: image8.jpg]Hi Azi. It's good to see you back. | heard you B
went to hospital yesterday.

Yeah, | had a bit of an accident in the farmyard...| was
climbing up a ladder...as you do...put my foot on the second

rung and...bang...foot slips through...I fell backwards and
whacked my head on the ground.

\

@Ilmey! That was nasty.J ‘ Yeah...I was lucky | was OK.






Write the report for Azi
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3. Read about Tran’s accident.


[image: image10.jpg]=) Yep...I've done my back in. |thought the crate was OK to lift
but as soon as | picked it up...my back went...just like that. |
“ think I've sprained it. I'm off to the doctor to check. 'm cross
with myself...should have used a trolley.

‘ You had better rest your back. Hope it gets better soon. j






Write the report for Tran
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Sickness self-certificate

There are times at work when you need to write in sentences on forms. When you are ill at work, you need to fill in a sickness self-certificate. You have to write about your illness.

This is an example of a sickness self-certificate. Your workplace will have its own version.

Look through it and pick out any key words or phrases that you do not know
	PERSONAL DETAILS (Please use block capitals)

	MR/MRS/MISS/MS

	FAMILY NAME

	FIRST NAME(S)


	PERIOD OF SICKNESS

	FROM (first day on which you were sick)
	(day)
	date
	month
	year

	TO (final day on which you were sick)
	(day)
	date
	month
	year

	DETAILS OF SICKNESS

	Please give information about the reason for your absence:



	Is the absence because of an injury that happened at work? (Please tick the appropriate box.)
Yes             No 

(If YES, you should complete an Accident Report Form from HR.)

	Do you consider you have a disability (as defined by the DDA)?    Yes            No


Is the absence because of the disability?                                         Yes            No

	DECLARATION BY EMPLOYEES

	I declare that the above information is correct.

Signed:..............................................................................................................


Key words and phrases

You might have picked out


	period of sickness    
	the time you are off work ill
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	details of sickness
	information about the illness
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	absence
	not at work
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	reason for your absence
	why you are not at work
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	disability
	not being able to use your body or senses fully
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	DDA
	The Disability Discrimination Act – this is a law that says that employers have to support people with a disability: there are disabilities named in the Act
	

	Injury
	getting hurt in an accident
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	Accident Report Form
	a form at work that you fill in if you have an accident
	[image: image18.wmf]

	declaration
	signing that something is true
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Filling in days and dates
If the form asks for a day, you must write the name of the day:


	Monday
	Tuesday
	Wednesday
	

	Thursday
	Friday
	Saturday
	Sunday


If you are asked for a date, you can write it in numbers. For instance


	17   10   2008
	Is the same as
	17th October 2008


Illnesses that might stop you working
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	flu
	 a migraine
	a skin infection
	an accident
when you were 
not at work
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	diarrhoea
	sickness or vomiting
	upset stomach
	



Task 5: Filling in a sickness self-certificate
Fill in the sickness self-certificate. Use your own first and last name. Use these notes to fill in these sections
	PERSONAL DETAILS (Please use block capitals)

	MR/MRS/MISS/MS

	FAMILY NAME

	FIRST NAME(S)


	PERIOD OF SICKNESS

	FROM (first day on which you were sick)
	(day)
	date
	month
	year

	TO (final day on which you were sick)
	(day)
	date
	month
	year

	DETAILS OF SICKNESS

	Please give information about the reason for your absence:





	Is the absence because of an injury that happened at work? (Please tick the appropriate box.)
Yes             No 

(If YES, you should complete an Accident Report Form from HR.)

	Do you consider you have a disability (as defined by the DDA)?    Yes            No


Is the absence because of the disability?                                         Yes            No

	DECLARATION BY EMPLOYEES

	I declare that the above information is correct.

Signed:..............................................................................................................


How did you get on?
Module 3: Writing accident reports answers


Task 1 answers


	1.
Tran looked everywhere for Mike_but_ he did not find him.

	2.
Work with Boris this morning _as_ he needs some help. 

	3.
He mixes the compost _and_ he fills the plant pots. 

	4. 
You use the hand trolley to lift that _or_ you can use the fork lift truck. 

	5.
I can drive the tractor _but_ I cannot drive the combine. 

	6.
He fills the crates with apples _and_ then he loads them on the lorry. 

	7.
You must not drink alcohol at work _or_ you will get the sack. 

	8.
You are working inside the poly tunnels _as_ it is raining heavily outside. 

	9.
Lech looked for the dibber _and_ he found it by the potting machine.


Task 2 answers

Which linking words did you use? Your text could look like this:

	Tran reported for work on Monday and he signed in at the office. Then he went to look for Mike but he could not find him. He saw Jojo, his supervisor and she told him to work with Boris that day. Boris drove the fork lift truck and Tran drove the digger. Tran used the digger as he has not passed the fork lift test yet. In the afternoon, Jojo said they could work in the poly tunnels or they could work on the potting machine. They decided to work in the poly tunnels. Boris picked the strawberries and Tran packed the punnets. They had a good day but it was hard work.


Task 3 answers

	1.
On Tuesday I picked the apples.

	2.
Tran worked in London before he came here. 

	3.
You must not drink alcohol at work. 

	4. 
Can you work all day on Thursday? 

	5.
My name is Jojo. I live in Norwich.

	6.
He is starting work next Monday.

	7.
Please help me with the crates. I am loading the lorry.


Task 4 answers

Your reports might look like this


	1.
	[image: image27.jpg]I was moving some crates of apples and
I tripped on uneven ground. I caught my
foot on a stone. I have sprained my ankle.

I was climbing up a ladder in the farmyard.
I put my foot on the second rung and my
foot slipped. I fell backwards and hit my
head. Then I went to hospital.

I was lifting a crate. It was too heavy and T
sprained my back.






	2.
	

	3.
	


Task 5 answers

	PERSONAL DETAILS (Please use block capitals)

	MR/MRS/MISS/MS

	FAMILY NAME

	FIRST NAME(S)


	PERIOD OF SICKNESS

	FROM (first day on which you were sick)
	(day)

TUESDAY
	date

9
	Month

4
	year

20___

	TO (final day on which you were sick)
	(day)

THURSDAY
	date

11
	Month

4
	year

20___

	DETAILS OF SICKNESS

	Please give information about the reason for your absence:

I had a stomach upset with sickness and diarrhoea. 

	Is the absence because of an injury that happened at work? (Please tick the appropriate box.)
Yes             No 

(If YES, you should complete an Accident Report Form from HR.)

	Do you consider you have a disability (as defined by the DDA)?    Yes            No


Is the absence because of the disability?                                         Yes            No

	DECLARATION BY EMPLOYEES

	I declare that the above information is correct.

Signed:..............................................................................................................








�Agriculture





Word check


These are called proper nouns
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