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Entry 3: Reading
Module: Starting a new job
Module aims

Main aim
We are learning to read documents for employees.
Other learning aims
We are learning:

· To read an induction text for understanding

· To use text features and layout to find information

· Terms and abbreviations used in workplace documents

· To read a text on employment rights for understanding

· Learning terms used in job contracts
Module: Starting a new job
Aim: We are learning language used in employee handbooks.

Veena has started a part-time job as a catering assistant. Her employer gives her small book called an induction handbook. Read what Veena sees on the first page.
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Task 1

We have underlined words or phrases you may not know.  Write the word next to its meaning in the introduction. The first one is an example.  
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	introduction
	induction
	process
	benefits
	on-the-job training

	timesheets
	emergency
	legally obliged
	do no hesitate
	casual


	
	Things or actions that help you.


	
	Work that is not regular or fixed.  Short-term work.


	
	Do something as soon as you can.


	
	Something serious or dangerous happening that needs fast action.


	
	The training you get when you start a new job.


	
	The first part of a book, a speech or a document.


	
	The law says you have to do something.


	
	Training your employer gives you to help you to do your job better.


	
	Steps you take to complete an action or job.


	
	A form you fill in to show the hours you have worked.



The next page Veena sees is the Contents page. Contents are a list of the topics in a book and the page where they start.
[image: image4.jpg]Topic heading —
what each
section is about

Contents
{*Introduction 2+
[* General information and rotas 3

Uniform
Payment

Timesheets

Health and safety

4

5

6

Customer care 7
8

Fire safety and first aid 0
2

Personal hygiene and food safety

Page numbers




Task 2: Using the contents page
Help Veena find out more about her job. Write down the number of the page where she can find out about:

The first one is an example.
	What she should wear at work
	4


	What she has to do to make sure she does not spread germs
	


	The times when she works
	


	What to do to work safely
	


	What to do if she hurts herself
	


	Her wages
	


	The kind of work she will be doing
	



Veena finds a copy of a timesheet on page 6 of her handbook. On the timesheet you see some short forms of words and abbreviations.  An abbreviation is made from the first letters of the words in a name or a phrase. Short forms of words are also called abbreviations. Examples of abbreviations:

· 
Dr for doctor 

· 
PM for prime minister.

Some abbreviations are made from Latin words: e.g. comes from the Latin words that mean for example.


Task 3

We have started filling in Veena’s timesheet. Can you work out what the abbreviations in the form mean? Write the abbreviation next to the meaning. The first one is an example.

	No
	UK
	DD MM YY
	DoB

	NI No
	hr
	mins


	DD MM YY
	Day Month Year


	
	number


	
	National Insurance Number


	
	United Kingdom


	
	minutes


	
	Date of Birth


	
	hour



Task 4
Can you think of abbreviations people use in your workplace? Write them and their meanings in the table below. You can also write their meaning in your language.
	Abbreviation
	
	Meaning

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Task 5
We have taken out some information from the form. Can you fill it in for Veena?  


Read the text:

	Her name is Veena Kappoor. She lives at 25 Earlsway Crescent, Belston, BE16 7PZ.

	She was born on 23 November 1981.

	On Monday she started work at 8 am and finished at 12:30 pm.
On Tuesday she started work at 7 am and finished at 11:30 am.
She did not work on Wednesday.

On Thursday she worked from 7 am and finished at 11:15 am.

On Friday she worked from 11 am and finished at 3:15 pm.

On Saturday she worked from 7 am and finished at 11:30 am.
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Catering Services: Casual staff time sheet and wage claim form
Title ___Ms_________   Surname (Family name)_________________

        Mr/Mrs/Ms etc

(Please write clearly in CAPITAL letters.)

Forenames __ _______________  




UK Address___25 EARLSWAY CRESCENT________________
_____________BELSTON_______________Postcode ______________

	Week ending
	DD
	MM
	YY

	
	2
	1
	0
	4
	0
	9


(always the Sunday)


Payroll No (from payslip)_00173___ 

	Day
	Start time

24-hr clock
	Breaks

taken

(mins)
	Finish time
	Hours to be paid
	Hourly rate
	For official use only

	
	
	
	
	
	
	Cost

code
	Supervisor’s signature

	Monday
	8.00
	30 min
	12:30
	4
	
	
	

	Tuesday
	
	30 min
	
	4
	
	
	

	Wednesday
	
	
	
	
	
	
	

	Thursday
	
	15 min
	
	4
	
	
	

	Friday
	
	15 min
	
	4
	
	
	

	Saturday
	7.00
	30 min
	11:30
	4
	
	
	

	Sunday
	
	
	
	
	
	
	



Subtotal of hours worked  




£          p



@ hourly rate


       Subtotal to be paid









Tax









National Insurance







Total amount to be paid

I confirm that I worked the above hours.

Signed (Employee) ___V.Kappoor_____________ Date__20/04/09__

Signed (Supervisor)____L. Waters_____________Date_20/04/09___


Your pay

The law says that all workers in the UK aged 16 or over, with a few exceptions, must be paid a minimum amount per hour. Every year the government reviews the rate and any increases start in October.
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	From 1 October 2008 to 30 September 2009 the rates are: 

· 
adults (which means people aged 22 and over), £5.73 an hour

· 
workers aged 18–21, £4.77 an hour 

· 
young people (16–18), £3.53 an hour

	If you are:

· 
employed by an agency

· 
a homeworker
· 
a part-time worker

· 
a casual worker

· 
a pieceworker
· 
a worker on a short-term contract

you are entitled to the minimum wage.


Task 6

We are learning words to do with your employment rights. Tick ( Yes if the statement is true. Tick ( No if it is not true. The first one is an example.

	
	Yes
	No

	An employer cannot pay a waiter aged 24 less than £5.73 an hour in July 2009.
	(
	

	The maximum someone aged 18 can earn is £4.77 an hour.
	
	

	Cooks working in their employers’ home are homeworkers.
	
	

	A part-time worker works less than 35 hours a week
	
	

	A casual worker works the same hours every week
	
	

	Aldo is paid to cook 50 dishes a week.  He is a pieceworker
	
	

	Someone employed for three months has a short-term contract.
	
	



Your contract

Employers must give their employees a contract of employment.

A contract of employment is an agreement between an employer and an employee. Your rights and duties, and those of your employer, are called the terms of the contract.

Your contract starts when your employer offers you the job and you accept it. Your employer must give you the terms of your contract in writing within two months of your first day of work. The terms must include information about your:

· 
pay

· 
hours of work

· 
holiday entitlement

· 
sick pay arrangements

· 
notice periods

· 
information about disciplinary and
grievance procedures.

Your employer may give you a short statement with the main terms and other documents with more information.

There are a lot of difficult words in contracts.  Look them up in a dictionary if you can. Take care as many English words have more than one meaning.  

Here are some meanings that may help you:

	duties
	the tasks you have agreed to do for your employer and the things he or she has agreed to do for you.  Legal duties are what the law says you must do.  Your employer’s duty is to give you a safe workplace.  Your duty is to work safely.

	disciplinary
	the action an employer takes when an employee breaks the rules at work. For example, smoking in a restaurant, not following health and safety rules. This is sometimes in a separate document.

	entitlement
	something you have the right to do or have.  The law says you are entitled to a minimum wage.  Your contract may say you are entitled to a free uniform.

	grievance
	a complaint to your employer if someone treats you unfairly or bullies you. This is sometimes in a separate document.

	notice
	when you tell your employer you are leaving your job. When your employer tells you to leave your job

	period
	amount of time. A week’s notice means your job ends in a week.

	rights
	what you are entitled to.

	sick pay
	the pay your employer gives you when you are too ill to work.



Task 7: Test you vocabulary

Read the sentences and look at the word or words we have underlined.  What to you think they mean?  Tick ( the box to choose the answer.

	
	1.
It is the kitchen assistant’s duty to wash the pots and pans by hand..

	(
	A task that makes him angry.

	(
	A task he has to do.

	(
	A type of detergent

	(
	A method of working.


	
	2.
All employees have the right to 4.8 weeks paid holiday in every full year 
they work.

	(
	Something employers can give them if they want to.

	(
	Something employees have to do.

	(
	Something employees are entitled to.

	(
	Something employees have to fight for.


	
	3.
Isha feels that her supervisor is treating her badly so she has asked to 
speak to the restaurant manager about grievance procedures.

	(
	Procedures for leaving the job

	(
	Procedures for changing her job

	(
	Procedures for retraining

	(
	Procedures for making an official complaint


	
	4.
In our restaurant new employees have an induction period.

	(
	A set amount of time

	(
	A training course

	(
	A full stop

	(
	A trail


	
	5.
All employees have an entitlement to join a union.

	(
	Something you must not do

	(
	Something you must do

	(
	Something the law allows you to do if you wish

	(
	Something the law says you have to do


How did you get on?
Module 1: Starting a new job answers

Task 1 answers
	benefits
	Things or actions that help you.

Benefits are also extra things that your employer offers or gives you.  For example ‘all employees have free membership of the company gym’.


	casual
	Work that is not regular or fixed.  Short-term work.


	do not hesitate
	Do something as soon as you can.


	emergency
	Something serious or dangerous happening that needs fast action.
A fire is an emergency. An accident where people are badly hurt is an emergency.


	induction
	The training you get when you start a new job.


	introduction
	The first part of a book, a speech or a document.


	legally obliged
	The law says you have to do something.


	on-the-job training
	Training your employer gives you to help you to do your job better.


	process
	Steps you take to complete an action or job.


	timesheet
	A form you fill in to show the hours you have worked.


Task 2 answers

	What she should wear at work
	4


	What she has to do to make sure she does not spread germs
	12


	The times when she works
	3


	What to do to work safely
	8


	What to do if she hurts herself
	10


	Her wages
	5


	The kind of work she will be doing
	3


Task 3 answers

	DD MM YY
	Day Month Year


	No
	number


	NI No
	National Insurance Number


	UK
	United Kingdom


	mins
	minutes


	DoB
	Date of Birth


	hr
	hour


Task 5 answers

Title ___Ms_________   Surname (Family name)__ KAPPOOR___

        Mr/Mrs/Ms etc

(Please write clearly in CAPITAL letters.)

Forenames __ VEENA _______________  




UK Address___25 EARLSWAY CRESCENT________________
_____________BELSTON_______________Postcode BE16 7PZ

	Week ending
	DD
	MM
	YY

	
	2
	1
	0
	4
	0
	9


(always the Sunday)


Payroll No (from payslip)_00173___ 

	Day
	Start time

24-hr clock
	Breaks

taken

(mins)
	Finish time
	Hours to be paid
	Hourly rate
	For official use only

	
	
	
	
	
	
	Cost

code
	Supervisor’s signature

	Monday
	8:00
	30 min
	12:30
	4
	
	
	

	Tuesday
	7:00
	30 min
	11:30
	4
	
	
	

	Wednesday
	
	
	
	
	
	
	

	Thursday
	7:00
	15 min
	11:15
	4
	
	
	

	Friday
	11:00
	15 min
	15:15
	4
	
	
	

	Saturday
	7:00
	30 min
	11:30
	4
	
	
	

	Sunday
	
	
	
	
	
	
	



Subtotal of hours worked  




£          p



@ hourly rate


       Subtotal to be paid









Tax









National Insurance







Total amount to be paid

I confirm that I worked the above hours.

Signed (Employee) ___V.Kappoor_____________ Date__20/04/09__

Signed (Supervisor)____L. Waters_____________Date_20/04/09___

Task 6 answers

	
	Yes
	No

	An employer cannot pay a waiter aged 24 less than £5.73 an hour in July 2009.
	(
	

	The maximum someone aged 18 can earn is £4.77 an hour.
	
	(

	Cooks working in their employers’ home are homeworkers.
	
	(

	A part-time worker works less than 35 hours a week
	(
	

	A casual worker works the same hours every week
	
	(

	Aldo is paid to cook 50 dishes a week.  He is a pieceworker
	(
	

	Someone employed for three months has a short-term contract.
	(
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Task 7 answers

	
	1.
It is the kitchen assistant’s duty to wash the pots and pans by hand.

	(
	A task that makes him angry.

	(
	A task he has to do.

	(
	A type of detergent

	(
	A method of working.


	
	2.
All employees have the right to 4.8 weeks paid holiday in every full year 
they work.

	(
	Something employers can give them if they want to.

	(
	Something employees have to do.

	(
	Something employees are entitled to.

	(
	Something employees have to fight for.


	
	3.
Isha feels that her supervisor is treating her badly so she has asked to 
speak to the restaurant manager about grievance procedures.

	(
	Procedures for leaving the job

	(
	Procedures for changing her job

	(
	Procedures for retraining

	(
	Procedures for making an official complaint


	
	4.
In our restaurant new employees have an induction period.

	(
	A set amount of time

	(
	A training course

	(
	A full stop

	(
	A trail


	
	5.
All employees have an entitlement to join a union.

	(
	Something you must not do

	(
	Something you must do

	(
	Something the law allows you to do if you wish

	(
	Something the law says you have to do
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Look at your contract.  Does it have sections on these topics?  Look out for these words in headings.





With a few exceptions means that employers can pay less than the minimum wage for a few jobs.  Employers cannot pay less than the minimum wage in catering.





141





00





15





40





3














60




















£8




















160








Many documents you see at work have lists like this:


In the handbook you will find information on:


	how to fill in your timesheet


	your pay


	your uniform. 


We call these bullet points. They tell you that this is a list of important information on a particular topic. They help you find information more quickly.











Introduction


Welcome to Catering Services. This handbook is part of your induction into working as a casual member of staff within Catering Services. 


So why do you need an induction? The induction process has benefits for you as well as for us. It gives you a clearer idea of what we expect of you while you  are working with us.   It is part of your on-the-job training which tells you how to do your job.


In the handbook you will find information on:


	how to fill in your timesheet


	your pay


	your uniform.


You will also find information that, as your employer, we are legally obliged to give you: 


	health and safety


	what to do if there is a fire or other emergency.


If you have any questions about any of the information contained in this handbook do not hesitate to ask your supervisor.





























DD MM YY tells you to write the date in numbers.  01/04/09 is 1st April 2009.


YY means write the last two letters of the year – 09.


YYYY means write all four numbers of the year: 2009.





A phrase is a group of words in a sentence.


Do not hesitate is a phrase.
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The form says to use the 24-hour clock.  When we use the 24-hour clock we write 13:00 for 1 pm, 14:30 hours for 2.30 pm and so on till 24:00.





Remember


The form says (Please write clearly in CAPITAL letters).  


Capital is another word for upper case.





National Insurance number: �all workers must have a NI number.  


You can apply for one from Jobcentre Plus or telephone 0845 91 57006.


National Insurance is a tax that is used to pay people who are too ill or old to work or who have no job.  We call these payments benefits.





We use words like more than and less than when we are comparing two things.


The head chef earns more than the sous chef.


The kitchen assistant earns less than the commis chef.
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