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Level 1: Reading
Module: Staff rights and responsibilities
Module aims

Main aim
We are learning to read a range of workplace texts for detail.
Other learning aims
We are learning:

· Looking at the phrases and expressions used in the diagram to understand the meaning
· To understand the meaning of workplace charters
· At the phrases and expressions used in the text to understand the meaning
· Reading text on first aid techniques for meaning; learning to identify the meaning of work terms used in the text
· About the simple past and future tenses
· About COSHH signs you may see at work
Module: Staff rights and responsibilities
During Ola’s induction as a healthcare assistant at Westershire Primary Care Trust, she learns about the Staff Charter. The charter shows the rights and responsibilities each member of staff has. Read the text. Do you know what all the sentences mean?
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Task 1
Aim: We are looking at the phrases and expressions used in the diagram to understand the meaning.
Most workplaces have a staff charter that shows the rights and responsibilities each member of staff has. You may find that some of the expressions you see in this diagram are used in the charter where you work.

Look at these phrases from the charter and match the expression with what it means.  The first one is done for you.
	1.  responsibility for personal development
	3
	your work will be judged fairly and without favouritism

	2.  no blame culture
	
	work in a way that responds to changing needs

	3. having performance appraised objectively
	
	ill

	4. disciplinary
	
	identify your own training needs and do something about it

	5. dispute
	
	being treated fairly at work and have the same chance as everyone else to gain promotion

	6. victimisation
	
	information that is sensitive and private

	7. work flexibly
	
	a complaint against another member of staff

	8. confidential information
	
	being picked on

	9. unfit for work
	
	not holding someone responsible for a mistake

	10. equal opportunity for employment and advancement
	
	punishment for breaking serious work rules


Task 2: Right or responsibility
Aim: We are learning to understand the meaning of workplace charters.
Read the Westershire Staff Charter. Are the statements a right or a responsibility? Tick the box to show what you think.
	
	Right
	Responsibility

	You would like to join a trade union.
	(
	

	You identify further training you need to do.
	
	

	You speak up about ideas to improve the service.
	
	

	You get fair pay for what you do.
	
	

	You report a mistake in procedure.
	
	

	You provide a very good health care service for local people.
	
	

	You are treated equally and have the same opportunities for promotion as other workers.
	
	

	If you are ill, you are treated nicely about it.
	
	

	If you need to know personal information about someone you work with, you treat it confidentially.
	
	

	You are treated well if you hand in your notice to leave the job.
	
	

	You have your performance at work appraised fairly.
	
	

	You work for an organisation that does not blame people when mistakes at work are reported.
	
	

	You work in a way that provides an efficient service to the people who use the PCT.
	
	

	You have good changing rooms and a pleasant, clean staff restaurant to eat in.
	
	

	You work in a way that responds to changes in your working arrangements.
	
	

	You are respected as an individual.
	
	

	You treat other workers’ opinions with respect even if they are different from your own.
	
	


Understanding basic emergency first aid techniques

	You may come across a health and safety emergency such as a fall, choking or breathing difficulties. Your immediate reaction is to check the person’s airway and get help from a colleague. You do not have a qualification to give medical care but there may be someone on the premises who can make a better assessment of what is needed. Talk to the person with the health emergency to keep them calm and ask others in the vicinity to leave the area. This gives the person privacy and makes space for emergency services.

Your employer should give you instructions in the basic first aid techniques such as checking airways and putting someone in the recovery position. There are other useful and simple techniques you could learn quickly such as cooling a burn immediately in cold, running water and applying pressure to prevent severe bleeding. This would give you or someone else time to dial 999 and ask for an ambulance.

The priorities

· Assess the situation – we do not put ourselves in danger.
· Make the area safe.
· Assess the person with the emergency.

· Send or ask for help – do not delay.
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	Record keeping

It is good practice to record any incidents involving injuries or illness that have happened. Your organisation will have a policy about recording significant events so you will need to refer to these and complete any of their documents. Include the following in your entry:
· 
date, time and place of incident

·  
name and job of injured or ill person

·  
details of injury/ illness and any first aid given

·  
what happened to the casualty immediately afterwards (for example, went back 

· 
to work, went home, went to a hospital)

 
name and signature of the person dealing with the incident.
This information can help identify accident trends and possible areas for improvement in the control of health and safety risks.  


Task 3: Word check

Aim: We are looking at the phrases and expressions used in the text to understand the meaning.
Read the text and check that you understand some of the words and phrases used in it. Look at the words or phrases below. Underline the correct meaning. The first one is done for you.

Check the person’s airway.

	breathing passage
	pulse
	condition


Get help from a colleague.

	person passing by
	person you are friends with
	person you work with


…someone on the premises.

	in the local area
	in the building
	in another building


…a better assessment of what is needed.

	judgment
	information
	care plan


...person with the health emergency.

	person needing lunch
	person needing help
	person needing washing


...others in the vicinity.

	in the next room
	in the next building
	in the near area


applying pressure

	pushing
	pulling
	grabbing


…prevent severe bleeding.

	slight blood loss
	heavy blood loss
	some blood loss



…recording significant events.

	regular
	occasional
	worth noting


…accident trends.

	review of what caused the accident
	more or fewer accidents

	details of what happened after the accident


Task 4: Reading for meaning
Aim: We are reading the text on first aid techniques for meaning.
Read the text Understanding basic emergency first aid techniques again and find the information you need to answer these questions or instructions.
	1.
What is the first thing you should do if you find someone who is having difficulty 
breathing?

	


	2.
If other people crowd around the person with the emergency, what should you 
do?

	


	3.
Name one reason for getting people away from the emergency.

	


	4.
Name one first aid technique you could learn quickly.

	


	5.
What is the first priority for dealing with a first aid incident?

	


	6. What is missing from this record keeping list?

· 
Date, time and place of incident

· 
Name and job of injured or ill person

· 
Name and signature of the person dealing with the incident

	


	7.
Give an example from the text of what could happen to a casualty after an 
incident.

	


	8.
Why do organisations keep a record of all first aid incidents?

	



Preventing the spread of infection
At work, you will be told how to clean up spillages safely and how to dispose of waste.  You must follow the instructions you are given. Read this text on preventing the spread of infection. Some words may be new to you. They are underlined.

Cross infection

Cross-infection occurs when bacteria or viruses are transferred from one person to another where they can cause illnesses. These bacteria or viruses can be transferred:
· 
in the air

·  
in droplets of water (e.g. sneezing)

·  
by touch (e.g. unwashed hands)

·  
eating contaminated foods 

·  
through the use of contaminated utensils,
materials or equipment. 
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Bacteria

Some very common bacteria are carried by many people and do not affect you if you are healthy. However some strains of these common bacteria can quickly make people in poor health very ill indeed. It is for these reasons that you will need to practise ‘universal precautions’ (wearing of gloves, safe disposal of waste, etc.) to prevent cross-infection.

Hygiene policy

You will need to study your organisation’s hygiene policy carefully to understand the recommended measures to prevent cross-infection. There will be regulations about:

· the wearing of disposable gloves and overalls

· removing certain jewellery

· hand washing

· the disposal of waste

· cleaning of spillages.

You must wash your hands thoroughly and frequently. You must wear disposable gloves when dealing with body waste of any kind. You must wash your overalls regularly. Clinical waste includes used dressings, catheter and stomach bags, incontinence pants, etc. This waste must be kept in special bags for incineration. You will need careful induction in all these procedures and you should always ask a colleague if you are unsure about any hygiene practices.
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You dispose of gloves and wash your hands before helping another service user to ensure that you will not be carrying bacteria and viruses from one place to another.  You may need to explain sensitively to service users that wearing gloves is to protect both of you from the risk of cross-infection.  
Task 5
Aim: We are learning to identify the meaning of work terms used in the text.
Here are the words underlined in the text. Most of them are words that you are more likely to use at work rather than in daily conversation at home. Put the number of the word or phrase next to what you think it means (the definition). The first one is done for you.
	1. cross-infection
	
	moved from one place to another

	2. bacteria or viruses
	
	advised as something good

	3. transferred
	
	something that can be thrown away after use

	4. droplet
	
	used to collect body fluids and waste products

	5. contaminated
	1
	moving infection from one place or person to another

	6. recommended
	
	worn by people who cannot control when they go to the toilet

	7. regulations
	
	rubbish that has to be thrown away in a special way

	8. disposable
	
	a person who uses the care service

	9. clinical waste
	
	a tiny drop

	10. used dressings
	
	something that has already been used on a wound

	11. catheter and stoma bags
	
	burning (usually in a special furnace)

	12. incontinence pants
	
	harmful germs

	13. incineration
	
	official rules

	14. service user
	
	infected


Task 6
Aim: We are leaning about the simple past and future tenses.

When you make the simple past tense of the verb, you usually add ed to the end of the present tense:

I walk                


I walked
However, to be has an irregular past tense – this means that it does not follow the usual rules.

I am





I was
You are



You were
He/she is



He/she was
When you make the future tense, you add a helping verb to the main verb.  This verb is called an auxiliary verb.

I walk




I will walk
but  I am 



I will be
Look at these sentences.  Tick whether they are in the past, present or future tense.
	You follow the instructions.
	
	past

	
	
	present

	
	
	future

	Cross-infection occurred.
	
	past

	
	
	present

	
	
	future

	Some common bacteria will carry infection.
	
	past

	
	
	present

	
	
	future

	You will practise.
	
	past

	
	
	present

	
	
	future

	It was for these reasons.
	
	past

	
	
	present

	
	
	future

	You studied your organisation’s policy.
	
	past

	
	
	present

	
	
	future

	Clinical waste will include used dressings.
	
	past

	
	
	present

	
	
	future

	You dispose of gloves.
	
	past

	
	
	present

	
	
	future

	You explained to service users.
	
	past

	
	
	present

	
	
	future

	The gloves will protect you.
	
	past

	
	
	present

	
	
	future


COSHH signs
Aim: We are leaning about COSHH signs you may see at work.
COSHH means control of substances hazardous to health. These signs are shown on containers that have something in them that could harm you. When you see a COSHH sign on a liquid or substance you use at work, you must use the protective clothes and equipment you have been told to use. You may see some of these symbols on yellow and black warning signs, too.
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	When you see this sign, it means that the substance is flammable. This means that it is very likely to catch fire or ignite.
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	You will see this sign with the warning written on it. This one warns you that the liquid or substance could harm you but you might also see Irritant on it.
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	This sign warns you that the liquid or substance could harm the environment, for instance, if it got washed into the water system.
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	When you see this sign, it means that the substance is toxic. This means that it is deadly: it can kill you or make you very ill.
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	When you see this sign, it means that the substance is corrosive. This means that it could irritate your skin or burn your skin very badly.


Task 7: Test yourself

Use the information about COSHH signs to answer these questions.
	Which sign tells you that the substance is flammable?

	(
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	This sign tells you that the substance:
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	(
can kill you or make you very ill

	
	(
can irritate your skin

	
	(
can catch fire very easily

	
	(
can harm plants and animals


	Which sign tells you that the substance is toxic?

	(
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	This sign tells you that the substance:
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	(
can kill you or make you very ill

	
	(
can burn your skin very badly

	
	(
can catch fire very easily

	
	(
can harm plants and animals


	Which sign tells you that the substance is corrosive?

	(
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	This sign tells you that the substance:
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	(
can burn your skin very badly

	
	(
can catch fire very easily

	
	(
can harm plants and animals

	
	(
can kill you or make you very ill


	Which sign tells you that the substance is dangerous for the environment?

	(
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	This sign tells you that the substance:
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	(
can catch fire very easily

	
	(
can harm plants and animals

	
	(
can kill you or make you very ill

	
	(
can burn your skin very badly


How did you do?
Module 1: The Criminal Record Bureau answers

Task 1 answers
	1.  responsibility for personal development
	3
	your work will be judged fairly and without favouritism

	2.  no blame culture
	7
	work in a way that responds to changing needs

	3. having performance appraised objectively
	9
	ill

	4. disciplinary
	1
	identify your own training needs and do something about it

	5. dispute
	10
	being treated fairly at work and have the same chance as everyone else to gain promotion

	6. victimisation
	8
	information that is sensitive and private

	7. work flexibly
	5
	a complaint against another member of staff

	8. confidential information
	6
	being picked on

	9. unfit for work
	2
	not holding someone responsible for a mistake

	10. equal opportunity for employment and advancement
	4
	punishment for breaking serious work rules
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Task 2 answers

	
	Right
	Responsibility

	You would like to join a trade union.
	(
	

	You identify further training you need to do.
	
	(

	You speak up about ideas to improve the service.
	(
	

	You get fair pay for what you do.
	(
	

	You report a mistake in procedure.
	
	(

	You provide a very good health care service for local people.
	
	(

	You are treated equally and have the same opportunities for promotion as other workers.
	(
	

	If you are ill, you are treated nicely about it.
	(
	

	If you need to know personal information about someone you work with, you treat it confidentially.
	
	(

	You are treated well if you hand in your notice to leave the job.
	(
	

	You have your performance at work appraised fairly.
	(
	

	You work for an organisation that does not blame people when mistakes at work are reported.
	(
	

	You work in a way that provides an efficient service to the people who use the PCT.
	
	(

	You have good changing rooms and a pleasant, clean staff restaurant to eat in.
	(
	

	You work in a way that responds to changes in your working arrangements.
	
	(

	You are respected as an individual.
	(
	

	You treat other workers’ opinions with respect even if they are different from your own.
	
	(


Task 3 answers

Get help from a colleague.

	person passing by
	person you are friends with
	person you work with


…someone on the premises.

	in the local area
	in the building
	in another building


…a better assessment of what is needed.

	judgment
	information
	care plan


...person with the health emergency.

	person needing lunch
	person needing help
	person needing washing


...others in the vicinity.

	in the next room
	in the next building
	in the near area


applying pressure

	pushing
	pulling
	grabbing


…prevent severe bleeding.

	slight blood loss
	heavy blood loss
	some blood loss


…recording significant events.

	regular
	occasional
	worth noting


...accident trends.

	review of what caused the accident
	more or fewer accidents

	details of what happened after the accident


Task 4 answers

	1.
What is the first thing you should do if you find someone who is having difficulty 
breathing?

	You should check the person’s airway.


	2.
If other people crowd around the person with the emergency, what should you 
do?

	You should ask them to leave the area.


	3.
Name one reason for getting people away from the emergency.

	It allows the person privacy   

or

It makes room for the emergency services.


	4.
Name one first aid technique you could learn quickly.

	You could learn to cool a burn using cold, running water

or

You could apply pressure to prevent severe bleeding.


	5.
What is the first priority for dealing with a first aid incident?

	Assess the situation.


	6.
What is missing from this record keeping list?

· 
Date, time and place of incident

· 
Name and job of injured or ill person

· 
Name and signature of the person dealing with the incident

	What happened to the casualty immediately afterwards.


	7.
Give an example from the text of what could happen to a casualty after an 
incident.

	The casualty could have:

gone back to work

gone home or

gone to hospital.


	8.
Why do organisations keep a record of all first aid incidents?

	Organisations keep records to identify accident trends and possible areas for improvement.


Task 5 answers
	1. cross-infection
	3
	moved from one place to another

	2. bacteria or viruses
	6
	advised as something good

	3. transferred
	8
	something that can be thrown away after use

	4. droplet
	11
	used to collect body fluids and waste products

	5. contaminated
	1
	moving infection from one place or person to another

	6. recommended
	12
	worn by people who cannot control when they go to the toilet

	7. regulations
	9
	rubbish that has to be thrown away in a special way

	8. disposable
	14
	a person who uses the care service

	9. clinical waste
	4
	a tiny drop

	10. used dressings
	10
	something that has already been used on a wound

	11. catheter and stoma bags
	13
	burning (usually in a special furnace)

	12. incontinence pants
	2
	harmful germs

	13. incineration
	7
	official rules

	14. service user
	5
	infected
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Task 6 answers


	You follow the instructions.
	
	past

	
	(
	present

	
	
	future

	Cross-infection occurred.
	(
	past

	
	
	present

	
	
	future

	Some common bacteria will carry infection.
	
	past

	
	
	present

	
	(
	future

	You will practise.
	
	past

	
	
	present

	
	(
	future

	It was for these reasons.
	
	past

	
	
	present

	
	
	future

	You studied your organisation’s policy.
	(
	past

	
	
	present

	
	
	future

	Clinical waste will include used dressings.
	(
	past

	
	
	present

	
	
	future

	You dispose of gloves.
	
	past

	
	(
	present

	
	
	future


	You explained to service users.
	(
	past

	
	
	present

	
	
	future

	The gloves will protect you.
	
	past

	
	
	present

	
	(
	future


Task 7 answers

	Which sign tells you that the substance is flammable?

	(
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	This sign tells you that the substance:
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	(
can kill you or make you very ill

	
	(
can irritate your skin

	
	(
can catch fire very easily

	
	(
can harm plants and animals


	Which sign tells you that the substance is toxic?

	(
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	This sign tells you that the substance:
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	(
can kill you or make you very ill

	
	(
can burn your skin very badly

	
	(
can catch fire very easily

	
	(
can harm plants and animals


	Which sign tells you that the substance is corrosive?
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	This sign tells you that the substance:
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	(
can burn your skin very badly

	
	(
can catch fire very easily

	
	(
can harm plants and animals

	
	(
can kill you or make you very ill


	Which sign tells you that the substance is dangerous for the environment?

	(
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	This sign tells you that the substance:

	[image: image52.png]



	(
can catch fire very easily

	
	(
can harm plants and animals

	
	(
can kill you or make you very ill

	
	(
can burn your skin very badly
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Remember


When you work for some organisations like the National Health Service, they use an abbreviation to shorten their name. When you see:�


NHS      it means National Health Service


PCT      it means Primary Care Trust








Abbreviations or shortened words


etc. means and so on.


It comes from a Latin phrase et cetera.





Abbreviations or shortened words


e.g. means for example.


It comes from two Latin words that mean for example.





























In this text you will see examples of modal verbs. These are called helping or auxiliary verbs.  They help the main verb. 





For instance:


You may come across.........shows possibility          


This would give you.............shows advice


Your employer should give... shows obligation












































Word check


let is something that can be added to the end of the base word to change its meaning. This is called a suffix.


let	 means	little or tiny


drop + let 	means 	a tiny drop


pig + let	means	a little pig
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