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Level 1: Writing
Module: Formal writing at work
Module aims

Main aim
We are learning to write formal reports for work using a range of verb forms and vocabulary.
Other learning aims
We are learning:

· To write in the passive voice
· To write the past perfect form of the past tense
· To use reported speech in formal writing
Formal writing at work
Main aim:
We are learning to write formal reports for work using a range of verb forms and vocabulary.
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Aim: We are learning to write in the passive voice.

An action in a sentence or clause can be described in two ways.


The employer provided the equipment. 


The equipment was provided by the employer.

These two sentences mean the same thing.

· In the first example, the employer is the active part of the sentence. The employer is doing the providing. The clause is in the active voice.

· In the second example, the equipment is receiving the action. The equipment is being provided. The clause is in the passive voice.

In the Level 1 reading materials, the text is A guide for workers. This piece of text is based on it but some of the text has been written in the passive voice.
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Making passives from actives

Step 1
Move the subject of the active verb to the end of the clause. 
It becomes the passive agent. Also, add the word by.

Step 2
Move the object of the active verb to the front of the clause. 
It becomes the passive subject.

Step 3
Change the active verb to passive by using the auxiliary verb be followed by the -ed participle.
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	Active
	

	subject
	verb phrase

	object

	You
	may obtain
	further information.

	
	
	

	
	Passive
	

	subject
	verb phrase
	agent

	Further information
	may be obtained
	by you


Participles

We use the ed form of the main verb to make a participle. This means adding ed to the base form of the verb:   


talk 

talked 

Some participles do not follow the ed rule.

	infinitive
	past participle
	infinitive
	past participle

	to read
	read
	to wear
	worn

	to keep
	kept
	to tell
	told

	to know
	known
	to do
	done 

	to write
	written
	to be
	been

	to bring
	brought
	to take
	taken

	to find

	found
	to have
	had



When to use the passive

You will not use the passive voice much in speech. You use it more in writing. The main use of the passive is to take attention away from the subject in an active clause. This means you can write in an impersonal way if you want to because you can leave out the agent, too.

	For example:


You may obtain further information.


Further information may be obtained by you.



	You will find the passive voice useful for writing reports like accident and near miss reports. For instance, it is more formal and impersonal to write:


Alcohol and drugs must not be consumed during the working day. (passive)

rather than:


Employees must not consume alcohol and drugs during the working day.

(active)

	You will see blue signs on agriculture sites that are written in the passive voice.

For instance: 
  High viz jackets must be worn (by everyone).


Task 1: Make passives from actives

These sentences are in the active voice. Write them in the passive voice using the three steps you learned. Remember you can leave out the agent if you like.  

	1. 
You must report all accidents to your manager.

	
__________________________________________________________

	2. 
Plant sap may affect skin conditions.

	
__________________________________________________________

	3. 
Employers provide adequate welfare facilities.

	
__________________________________________________________

	4. 
You must take reasonable care.

	
__________________________________________________________

	5. 
You must not ignore the safety rules.

	
__________________________________________________________

	6. 
First aiders must carry out first aid.

	
__________________________________________________________

	7. 
You should take care in wet weather.

	
__________________________________________________________

	8.  
Employees can use mobile phones during breaks.

	
__________________________________________________________

	9.
You should keep work areas clean and tidy.

	
__________________________________________________________

	10.
Employees must follow the health and safety rules.

	
__________________________________________________________

	11.
You must use work items correctly.

	
__________________________________________________________

	12.
We provide training and supervision for employees.

	
__________________________________________________________


Making the past perfect form of the past tense

Aim: We are learning to write the past perfect form of the past tense.

In Entry 3 you learned how to make present perfect form of the verb:


He has reminded her to protect her skin.

Now you are learning to make the past perfect form of the verb. You write in the past perfect form of the verb if we want to write about something that happened in the past and the action is finished and over.
The past perfect refers to a time earlier than before now. It is used to make it clear that one event happened before another in the past. It does not matter which event is mentioned first – the tense makes it clear which one happened first.  


Ewa did not cover up and got sun burn.


Mike was not surprised.


He had reminded her to protect her skin earlier in the week.
The past perfect shows that Mike had reminded Ewa to protect her skin before she developed sun burn. The past perfect shows one action happened before the other.

There are two steps to writing this form.

Step 1:  You use the past tense of the base verb to have as an auxiliary verb.




I had

We had




You had
You had




S/he had
They had

Step 2:  You use the ed form of the main verb to make a participle. You learned the rules for this in the last task on writing in the passive voice and at Entry 3.
For most verbs, you just add ed to the base form of the verb:




harm

harmed
If the verb already ends in consonant followed by a vowel (a e i o u) followed by a consonant (CVC), double the last letter and add ed:
	verb
	
	Word check

Verbs ending in w and x 
do not double the letter before:

mixed

borrowed

	f  i  t
	fitted
	

	
	
	


If the verb ends with a y, drop the y and add ied: apply   applied
carry   carried.  When you use the ed form of the main verb to make the past perfect, it is called a participle.

Task 2: Pick out the past perfect
Read this text Fire at a farm. Underline the past perfect verb forms. The first one is done for you.
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Task 3: Changing present to past perfect

These sentences are in the present tense. Write them in the past perfect form by changing the verb using the two steps you have learnt. Remember that some participles may not follow the ed rule. The first one shows you what to do.

She phoned the supervisor in the morning.

She had phoned the supervisor in the morning.

	1. 
There is a problem.

	
__________________________________________________________

	2. 
They sign in at the office.

	
__________________________________________________________

	3. 
The workers take care of the equipment.

	
__________________________________________________________

	4. 
Jojo reads the health and safety leaflet.

	
__________________________________________________________

	5. 
The manager knows about the misconduct.

	
__________________________________________________________

	6. 
Hiresh works with Novak.

	
__________________________________________________________

	7. 
Misha writes the accident report.

	
__________________________________________________________

	8.  
Sokol wears his high viz jacket on site.

	
__________________________________________________________

	9.
They use the facilities properly.

	
__________________________________________________________

	10.
Azi tells his manager about the risk.

	
__________________________________________________________


Direct and reported speech
Aim: We are learning to use reported speech in formal writing.
Sometimes, when you write reports of things that happen at work, you need to write things that people have said. 

Direct speech

When you write the words exactly as someone said them, it is called direct speech. 

When you write direct speech, you use speech marks “_” either side of the words to show they were spoken. Speech marks are used to show that it is an accurate record of the words spoken
[image: image4.jpg]Have you had training on the
potting machine, Ewa?

“4&5. | did that during my inductionJ





I asked Ewa, “Have you had training on the potting machine?”

Ewa said, “Yes. I did that during my induction.”

The verb form in direct speech is in the past tense when you write a report because the conversation was in the past.  It has already happened. When you write in direct speech, you need to start a new line or paragraph for each speaker.
	Remember the paragraph rules

We covered the rules for paragraphs in Entry 3. Paragraphs can mark:

	an introduction – the start of a piece of writing
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	a change of place
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	a change of person
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	a change of time
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	a new speaker
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	a summing up or final paragraph.
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Task 4: Using speech marks and paragraphs
Rewrite her text using speech marks and new paragraphs where you think they should be.
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Reported speech

When you write a report of things that have been spoken, you are more likely to use reported speech. Reported speech does not need speech marks. It is a narrative record of what was said.
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When you write in reported speech, it is helpful to have a range of verbs that describe speaking. Otherwise you might find that you use said all the time and your text becomes boring to read.
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Other words for say...she said...he was saying...they had said:
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she told sht:I\ivas feliing she complained...she was
<ha Fad told complalnlng...she had complained

ask (a question)
he asked...he was
asking...he had asked

answer (a question)
he answered...he was
(_ answering...he had answered

= T remark
explain <\ p | remarked...| was

she explained...she was - remarking...I had remarked

explaining...she had explained
report
e — ‘ she reported...she was
shout g reporting...she had reported

he shouted...he was - |

shouting...he had shouted =

insult
’ he insulted...he was
insulting...he had insulted

| mentioned...| was

‘ mention
mentioning...| had mentioned

suggest

swear

| suggested...| was suggesting...|
she swore...she was had suggested
swearing...she has sworn





For instance:
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You read in the paragraph that Jim swore. When you write reported speech, it is not necessary to write the bad language or swear words that each person said. In formal reports, it is enough to describe what happened.

Useful words to describe bad behaviour
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For instance:
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Task 5 Turning direct speech into reported speech
Read the conversation between these two workers. The conversation is in direct speech. Write a short report about the conversation turning it into reported speech.
1. There has been an accident on site today. Rob is asking Jack about what he saw.
[image: image21.jpg]("Did you see the
accident today,
ck?

_| happened
o then?

Yes | did from where | was working.
The workers were moving the sacks
of compost from the lorry to the store.

Well, lvan was moving some of
the sacks when he tripped on the
stones outside the store.

= Washe
using a
trolley?

No he was carrying the sacks on
his back.

How is he
now?

Well...he’s seen the first aider
and it looks as though he’s
sprained his ankle badly.





Write the report for Rob:

[image: image22]


2. Boris is having lunch in the canteen. He sits at a table with friends. Ken is sitting at
    another table.
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down a bit. Please don’t
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Ken, I’'m asking you in front of other ProsoaTrey

people to stop talking to me like that. It’s
offensive and if you carry on, I'll report it.

well
report it then!





Boris is reporting the incident. Write the report for him:
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Fact and opinion

When you write a report at work about an incident or an accident, you need to decide what to include in your report. You should always stick to the facts about what happened and not make judgements or offer your thoughts and opinions. 
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	It’s better to write:

Ken was un-cooperative about following instructions this morning.
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	not...
	

	
	Ken was difficult to instruct this morning. I think he is having problems at home.
	X


If you do need to express an opinion, make sure it is clear from the language you use.
Ken was un-cooperative this morning, possibly 
because he may have personal difficulties at the moment.

Task 6: What is fact and what is opinion?
Look at these conversations about an incident. Make a list of the things that are facts and the things that are feelings, thoughts or opinions.
1.
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	“What do you think about the accident this morning?”
	

	
	“I heard Tina caught her finger in the machine again.”
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	“Yeah...she’s really careless that girl. Didn’t wait for the machine to stop before she cleared the jam.”
	

	
	“Her mind always seems to be on other things. Did she hurt herself badly?”
	[image: image30.png]




	[image: image31.png]



	“She’s been to first aid. She’s OK but her finger is badly bruised.”
	

	
	“I think we need to revise her health and safety training.”
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	“I hope she takes more notice this time.”
	


	facts
	feelings, thoughts or opinions

	________________________________

________________________________

________________________________

________________________________

________________________________

________________________________
	________________________________

________________________________

________________________________

________________________________

________________________________

________________________________


2.
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	“Right. We need to get this accident report completed. What happened in the yard today?”
	

	
	“Well...Mike was climbing up a ladder when the ladder slipped and he fell off it. He took a nasty fall and hurt his leg. So we called an ambulance. He is at home now. The doctor said he’s fractured his ankle.”
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	“Did you have a look at the ladder.”
	

	
	“Yes...It seems to be OK. Don’t think it was damaged before he used it.”
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	“And do you know if Mike checked it first?”
	

	
	“Can’t really say...You’d have to check with him. The ground there is very uneven. He might not have footed it properly.”
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	“Well, that’s difficult to tell now.”
	

	
	“No, it’s just that it’s not the first time Mike has had a near miss. He’s a bit careless sometimes.”
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	“Have they been reported?”
	

	
	“Some of them have.”
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	facts
	feelings, thoughts or opinions

	________________________________

________________________________

________________________________

________________________________

________________________________

________________________________
	________________________________

________________________________

________________________________

________________________________

________________________________

________________________________


3.
	[image: image44.png]



	“Well, thank goodness it’s all calmed down. What on earth went on this morning?”
	

	
	“It was when Jane signed in this morning.  She met Talia in the staff room.”
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	“Then what happened?”
	

	
	“Jane says Talia started winding her up about something she said yesterday. I’ve heard Talia’s not always great first thing in the morning. I think sometimes she’s a bit hung over.”
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	“Well, she needs to be fit to work each day.”
	

	
	“Yeah, well, Jane said she was a bit off. Anyway Jane had a go back at her and it all got a bit out of hand. They’ve had disagreements in the past.”
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	“What happened then?”
	

	
	“It ended up in a real slanging match. Fortunately, Maria, their supervisor came in and put a stop to it. She’s had a word with them both and told them they’ll get an official warning if it happens again.”
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	“Well. I think Talia may have some personal problems going on.”
	

	
	“That’s as may be, but I think Jane’s got it in for her anyway.”
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	facts
	feelings, thoughts or opinions

	________________________________

________________________________

________________________________

________________________________

________________________________

________________________________
	________________________________

________________________________

________________________________

________________________________

________________________________

________________________________


How did you get on?

Module 1: Formal writing at work

Task 1 answers

	1. 
You must report all accidents to your manager.

	
All accidents must be reported to your manager (by you).

	2. 
Plant sap may affect skin conditions.

	
Skin conditions may be affected by plant sap.

	3. 
Employers provide adequate welfare facilities.

	
Welfare facilities are provided (by employers).

	4. 
You must take reasonable care.

	
Reasonable care must be taken (by you).

	5. 
You must not ignore the safety rules.

	
Safety rules must not be ignored (by you).

	6. 
First aiders must carry out first aid.

	
First aid must be carried out by first aiders.

	7. 
You should take care in wet weather.

	
Care should be taken in wet weather (by you).

	8.  
Employees can use mobile phones during breaks.

	
Mobile phones can be used during breaks (by employees).

	9.
You should keep work areas clean and tidy.

	
Work areas should be kept clean and tidy (by you).

	10.
Employees must follow the health and safety rules.

	
The health and safety rules must be followed (by employees).

	11.
You must use work items correctly.

	
Work items must be used correctly (by you).

	12.
We provide training and supervision for employees.

	
Training and supervision for employees is provided (by us).


Task 2 answers
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Task 3 answers

	1. 
There is a problem.

	
There had been a problem.

	2. 
They sign in at the office.

	
They had signed in at the office.

	3. 
The workers take care of the equipment.

	
The workers had taken care of the equipment.

	4. 
Jojo reads the health and safety leaflet.

	
Jojo had read the health and safety leaflet.

	5. 
The manager knows about the misconduct.

	
The manager had known about the misconduct.

	6. 
Hiresh works with Novak.

	
Hiresh had worked with Novak.

	7. 
Misha writes the accident report.

	
Misha had written the accident report.

	8.  
Sokol wears his high viz jacket on site.

	
Sokol had worn his high-viz jacket on site.

	9.
They use the facilities properly.

	
They had used the facilities properly.

	10.
Azi tells his manager about the risk.

	
Azi had told his manager about the risk.


Task 4 answers
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Task 5 answers

1. You might have written something like this
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2. You might have written something like this
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Task 6 answers

Your notes might look like this
1.
	facts
	feelings, thoughts or opinions

	Tina caught her finger in the machine.

The machine had not stopped.

Tina went to first aid.

Her finger is badly bruised.

Her health and safety training will be revised
	Tina is careless.

Her mind is on other things.

Hope she takes more notice of the health and safety training.


2.

	facts
	feelings, thoughts or opinions

	Mike was climbing a ladder in the yard.

He slipped and fell off the ladder and hurt his leg.

An ambulance was called.

Mike has a fractured ankle.

The ground in the yard is very uneven.

Mike has had some reported near misses.
	The ladder was not damaged before use.

Mike might not have footed the ladder properly.

Mike is careless sometimes.


3.

	facts
	feelings, thoughts or opinions

	Jane and Talia were in the staff room.

Jane says Talia was winding her up.

Jane and Talia have had disagreements in the past.

There was an argument between Jane and Talia.

Maria stopped the argument.

Maria has told Jane and Talia they will get an official warning if they argue again.
	Talia is not great in the morning.

Talia has a hangover in the morning.

Talia has some personal problems.

Jane has got it in for Talia..
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A guide for workers





Your rights are explained by this information. The organisation you are working for has a legal duty to ensure you receive your legal rights. Safe systems of work are set by your employer. All Personal Protective Equipment (PPE) is provided.


Any problems, risks or hazards should be discussed with your manager or supervisor. 


Further information may be obtained from your safety representative or the Health and Safety Executive.





Remember�


An auxiliary verb helps the main verb.





consonant
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Fire at a farm








A stable housing nearly 200 cattle was destroyed by fire last June. Around 140 animals died in the fire or were put down at the scene.


A passer-by had noticed smoke coming from the stable at 7am and had notified the emergency services. The firefighters had contacted the farmer who arrived at the burning stable about five minutes before the emergency services.


The farmer said that it had been a terrible sight to see. There had been a lot of damage and nothing could be done until the fire was extinguished. He was able to save the animals that were still alive. The farmer had insured the stables although he is not sure what he will do now.





I was called to an incident at the centre today concerning one of the workers. We had just started work after lunch when Yannic phoned me from the west side of the site. You’d better come quickly he said. Mike has backed the dumper truck into a greenhouse. No one’s hurt but he’s done some damage to the dumper. The greenhouse is unsafe, too. I think Mike’s been drinking. I can smell alcohol. I went to the west side of the site immediately. Yannic had cordoned off the area and he was talking to Mike. I could smell alcohol on Mike’s breath. I said Mike, you smell of alcohol. Have you been drinking at lunch time? He said I only had a pint or so. I said You know that’s gross misconduct. You’ve had an accident now and someone could have been hurt. I’m afraid you need to collect your things and leave the site.  Yannic helped me walk Mike back to the staff hut and he collected his things. We walked him off the site.





________________________________________________________________


________________________________________________________________


________________________________________________________________


________________________________________________________________


________________________________________________________________


________________________________________________________________


________________________________________________________________


________________________________________________________________


________________________________________________________________


________________________________________________________________


________________________________________________________________


________________________________________________________________


________________________________________________________________


________________________________________________________________


________________________________________________________________








Word check


A narrative is a record of something that has happened. It is written in the order that the events happened.











I asked Ola if she had had training on the potting machine. She said that she had done it during induction.





I asked Mike if he had been drinking. He said that he had only had a pint. He said that he felt all right to work.  I said that he needed to leave the site.





There was an incident in the canteen today between Jim and Ivan. Jim had been teasing Ivan all morning. Ivan took offence.  At lunch time, Jim started teasing him again. Ivan asked him to stop. One of the other workers told Jim he had gone too far. Jim became very angry and more abusive. He was swearing at Ivan and was very aggressive. Two of his friends were trying to calm him down. I asked Jim to come to the site office with me and he did.





Jojo came to see me yesterday afternoon. She has been concerned because one of the other workers, Brian, has been harassing her. She told me that the harassment began shortly after she started work at the centre.


Brian has been making comments about her and other women working at the centre. She tried to deal with it herself and has asked him to stop.   When he continued, she used Maria as a witness. She warned Brian that if he did not stop, she would make a formal complaint.


Today Brian made some racially offensive remarks to Jojo and she came to the office to make an official complaint about his behaviour.





________________________________________________________________


________________________________________________________________


________________________________________________________________


________________________________________________________________


________________________________________________________________


________________________________________________________________


________________________________________________________________


________________________________________________________________


________________________________________________________________


________________________________________________________________


________________________________________________________________


________________________________________________________________


________________________________________________________________


________________________________________________________________





________________________________________________________________


________________________________________________________________


________________________________________________________________


________________________________________________________________


________________________________________________________________


________________________________________________________________


________________________________________________________________


________________________________________________________________


________________________________________________________________


________________________________________________________________


________________________________________________________________


________________________________________________________________


________________________________________________________________





Fire at a farm


A stable housing nearly 200 cattle was destroyed by fire last June. Around 140 animals died in the fire or were put down at the scene.


A passer-by had noticed smoke coming from the stable at 7am and had notified the emergency services. The firefighters had contacted the farmer who arrived at the burning stable about five minutes before the emergency services.


The farmer said that it had been a terrible sight to see. There had been a lot of damage and nothing could be done until the fire was extinguished. He was able to save the animals that were still alive. The farmer had insured the stables although he is not sure what he will do now.





I was called to an incident at the centre today concerning one of the workers. We had just started work after lunch when Yannic phoned me from the west side of the site. 


“You’d better come quickly” he said. “Mike has backed the dumper truck into a greenhouse. No one’s hurt but he’s done some damage to the dumper. The greenhouse is unsafe, too. I think Mike’s been drinking. I can smell alcohol.”


I went to the west side of the site immediately. Yannic had cordoned off the area and he was talking to Mike. I could smell alcohol on Mike’s breath.  


I said “Mike, you smell of alcohol. Have you been drinking at lunch time?”


He said “I only had a pint or so.”


I said “You know that’s gross misconduct. You’ve had an accident now and someone could have been hurt. I’m afraid you need to collect your things and leave the site.”


Yannic helped me walk Mike back to the staff hut and he collected his things. We walked him off the site.Yannic helped me walk Mike back to the staff hut and he collected his things. We walked him off the site.





Jack saw the accident to Ivan this morning. He said that the workers were moving sacks of compost from the lorry to the store. Ivan was moving some of the sacks when he tripped on the stones outside the store.


I asked Jack if Ivan had been using a trolley to move the sacks and he told me that Ivan had been carrying the sacks on his back.  


Jack reported that Ivan had seen the first aider and he has a badly sprained ankle.





I am making a complaint about Ken’s behaviour towards me. Today, I was sitting in the canteen with my friends. Ken started to make some unpleasant remarks and I asked him not to talk to me that way. Ken started shouting at me. He insulted me and my friends and used offensive language. He swore at us. I asked him to stop and told him I would report him if he carried on. He swore again and told me to report him.








