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Entry 3: Writing
Module: Workplace information
Module aims

Main aim
We are learning to write instructions for manufacturing.
Other learning aims
We are learning:

· To auxiliary and modal verbs to show different meanings and verb forms
Module: Workplace information
Aim: We are learning to write instructions for manufacturing.
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Instructions are a way of telling someone to do something. They are written as orders or commands. There are many ways you can tell someone to do something. Here are some of them.

	instructing
	Wash your hands now.
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	warning
	Watch out!  
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	advising
	Take an aspirin.
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These sentences are all made the same way. The verb is in the basic form without an ending and there is no subject.
You can write:

	verb
	object
	
	subject
	verb
	object

	Take
	care!
	instead of
	You
	take
	care!

	Don’t ask
	me!
	instead of`
	You
	don’t ask
	me!
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Task 1: Find the instruction or command
Read this text and find the instructions. Underline them. The first shows you what to do.
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Task 2: Write instructions

Look at these sentences. Write them as instructions. The example shows you what to do.

	
You keep a straight back.

Keep a straight back.

	1.
You use safe systems of work.


______________________________________________________________.

	2.
This load is heavy. You get a trolley.


______________________________________________________________.

	3.
You keep your head up when lifting.


______________________________________________________________.

	4.
You do not flex your back.


______________________________________________________________.



There are ways that you can change the sentence order for instructions.

· 
You can add a subject to stress something:




Everyone pay attention.




David, Stop wasting the hot water.


· 
You can begin a sentence with do, don’t or do not:




Do turn off the machine first.




Don’t panic and don’t run.




Do not go off shift without seeing me.

· 
When you talk about yourself as part of a group, you can start the sentence 
with let. In speech, let us is shortened to let’s:




It’s lunch time, so let’s go to the canteen. 

· 
You can soften the instruction with please. It is polite to use please:




Open the window, please.




Please shut the door.




Please keep this door closed.

Writing instructions in order

Aim:  We are learning to write instructions in order.

You can write a set of instructions for something that need to be done in an order. There are words that can help you. For instance:


 before
when

after

until

   next

   then

finally

firstly
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Task 3: Write a set of instructions

Look at the pictures showing how to use a fire extinguisher.


	[image: image7.jpg]



	
	[image: image8.jpg]



	
	[image: image9.jpg]



	
	[image: image10.jpg]





Write a set of instructions to tell someone else how to use a fire extinguisher in an emergency situation. Here are some words to help you.

	before
	then
	pull
	pin
	seal

	when
	finally
	aim
	point
	nozzle

	after
	first
	squeeze
	lever
	sweep

	while
	fire
	carefully
	flames
	release

	next
	re-ignite
	repeat
	process
	unlock
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Task 4: Word grid

Here are the useful words for writing instructions. You can use these words in longer pieces of text to show the order of information you present. Use the words to complete the word grid.
	before
	when
	after
	while

	next
	then
	finally
	firstly
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Aim: We are learning about using auxiliary and modal verbs to show different meanings and verb forms.
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In English helping or auxiliary verbs help the main verb to show a range of meanings such as the time or the type of action.

· I might take some leave next month.

· I will work in packing this afternoon.

· I could work some overtime.

There are two groups of helping or auxiliary verbs.

Group 1: Auxiliary verbs
Three auxiliary verbs are main verbs, too: 


be
have

do

They tell us if just one person is doing something (singular): 


She is starting her machine.

They tell us if two or more people are doing something (plural):

They are loading the lorry.

They show us present and past time.

Present:
She has gone to check the stock.
Past:

She had gone to check the stock yesterday.

	present
past
	
	present
past
	
	present
past

	I am


I was
you are
you were
s/he is

s/he was
we are
we were

you are
you were

they are
they were
	
	I have

I had
you have
you had
s/he has
s/he had
we have
we had

you have
you had

they have
they had
	
	I do


I did
you do
you did
s/he does
s/he did
we do

we did

you do
you did

they do
they did


We will look at Group 2 after this task.

Task 5: Changing the auxiliary
Read the sentences. The sentences show the auxiliary verb in the singular. Then rewrite the sentence changing the subject and verb to the plural. The example shows you what to do.

Example:
I am working the night shift.

becomes
They are working the night shift.


	1.
She has told the supervisor.


___________________________________________________________

	2.
I am helping with the delivery. 


___________________________________________________________

	3.
He is doing the pre-start checks.


___________________________________________________________

	4. 
She has worked seven hours this shift.



___________________________________________________________

	5.
He has clocked on.



___________________________________________________________


Now read the following sentences. They show the auxiliary verb in the present form. Write the sentence changing the auxiliary verb to the past form. The example shows you what to do.

Example:
Do you have the stock code?

becomes
Did you have the stock code?


	6.
He is checking the warehouse.


___________________________________________________________

	7.
You are working the day shift. 


___________________________________________________________

	8.
Does it matter?


___________________________________________________________

	9. 
They have started their machines.



___________________________________________________________

	10.
I do not work that day.



___________________________________________________________



Group 2: Helping or modal verbs

The other nine helping verbs cannot be used as main verbs.  They are called modal verbs because they show feelings, attitude or judgement.


	can
	may
	will
	shall
	must

	could
	might
	would
	should
	


These verbs do not have different forms. They do not have an s form. We do not write: 



 He coulds do that.

We use these modal verbs to write about things that are possible or probable. We use them for things that are certain, likely or necessary.

A new machine will arrive tomorrow.

That sounds definite.

A new machine could tomorrow.


That sounds likely but not certain.

A new machine may tomorrow.


That sounds less likely to happen.

A new machine might arrive tomorrow.

That sounds less likely to happen, 







too.

These modal verbs express politeness, too.


	could
	might
	would
	should
	may


Could I book some leave? is more polite than Can I book some leave?


You might want to think about that.


Would you open the door please?


You should wrap up warm. It’s cold outside. 


May I do that for you?

Must expresses duty or obligation.


You must arrive on time for work.

These modal verbs express future time.



      shall
     will

We shall be there tomorrow.

He will do the morning shift.

Task 6: Find the modal verbs

Read this passage and underline the modal verbs. The first one is done for you
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Task 7: Put the auxiliary verb in the gap
Read the sentence and then write the auxiliary verb in the gap. The example shows you what to do.
	do
	can
	may
	will
	shall
	must

	have
	could
	might
	would
	should


Example:
That’s a fire door. You _______ keep it closed.
That’s a fire door. You must keep it closed.
	
1.
________ be careful. That’s very sharp.

	
2.
There is some training on fire evacuation next week. You have not 

done any yet.  You _________ put your name down.

	
3.
_______ you help me lift this crate, please?

	
4.
You ________ wear a hard hat in the warehouse.

	
5.
If you really want to change shifts, then you ___​​​____.

	
6.
I don’t mind when I work next week so I _________ change shifts to nights.

	
7.
That’s really important. I _________ make sure I do it.

	
8.
I __________ offer to do some overtime but I cannot manage the hours at 

the moment.

	
9.
I _________ worked six hours overtime this week.

	
10. 
I’d quite like to earn some more money. I _______ do some overtime but I 

need to check with my partner first. I’ll let you know later.

	
11.
I’d like a quick chat later if I ________.


If you have been working with another person on this task, discuss your answers with them. Some modal verbs are a matter of personal choice.


Task 8: Word puzzle
Use these auxiliary verbs to complete the grid.


	could
	must
	should
	may
	have


When you have filled it in, you will find another auxiliary verb in the yellow boxes. Write the words across the grid.  There is a letter in the grid to help you.
[image: image15.jpg]



How did you get on? 

Module 1: Workplace information

Task 1 answers
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Task 2 answers
	1.
Use safe systems of work.

	2.
This load is heavy. Get a trolley.

	3.
Keep your head up when lifting.

	4.
Do not flex your back  or  Don’t flex your back.


Task 3 answers

Your instructions might look like this.

[image: image17]
Task 4 answers
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Task 5 answers

	1.
She has told the supervisor.


They have told the supervisor.

	2.
I am helping with the delivery. 


We are helping with the delivery.

	3.
He is doing the pre-start checks.


They are doing the pre-start checks.

	4. 
She has worked seven hours this shift.


They have worked seven hours this shift.

	5.
He has clocked on.


They have clocked on 

	6.
He is checking the warehouse.


He was checking the warehouse

	7.
You are working the day shift. 


You were working the day shift

	8.
Does it matter?


Did it matter?

	9. 
They have started their machines.


They had started their machines

	10.
I do not work that day.


I did not work that day.


Task 6 answers
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Task 7 answers

	
1.
Do be careful. That’s very sharp.


There’s only one choice of auxiliary here that makes sense. It is used to stress

the need to take care.

	
2.
There is some training on fire evacuation next week. You have not 

done any yet.  You should put your name down.


Should makes the advice stronger than could. Will makes the advice sound 

more like a command.

	
3.
Can you help me lift this crate, please?


You can also choose could or will. Can and could make the request 

more polite.

	
4.
You must wear a hard hat in the warehouse.


There’s not another choice here. This is something that has to happen. You 

will also gives a sense of something that must happen.

	
5.
If you really want to change shifts, then you shall.

Shall gives a sense that something will definitely happen but you can use 

will, too.

	
6.
I don’t mind when I work next week so I could change shifts to nights.


Could suggests that this might happen if all goes well. Should suggests that

the person has a duty to change shifts, which is not true.

	
7.
That’s really important. I will make sure I do it.

Will is used to show this is definitely going to happen. Should sounds less 
certain.

	
8.
I would offer to do some overtime but I cannot manage the hours at 

the moment.


Would is more polite. Could sounds like the person does not care.

	
9.
I have worked six hours overtime this week.


Have is an auxiliary that is also a main verb. It is used here to make the 

present  perfect form. It is the only auxiliary that makes sense.

	
10. 
I’d quite like to earn some more money. I might do some overtime but I 

need to check with my partner first. I’ll let you know later.


Might is used to show possibility. Could sounds less certain.

	
11.
I’d like a quick chat later if I may.

May shows politeness. Can and could fit the sentence, too.


Task 9 answers
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Good handling techniques for lifting


Training for manual handling is important. Remember that it  �cannot overcome bad working conditions and a lack of lifting aids.


There are some simple rules you need to remember. Always plan your lifting Remove anything that is in the way. You could rest the load on a table halfway if you are moving the load a long distance. Stand with feet slightly apart with one leg slightly forward for good balance and keep the load close to the body. You should start in a good posture. Bend the legs and keep your back straight as you pick up the load.


Don’t flex the back as you lift up the load. This can happen if you begin to straighten your legs before starting to raise the load. Don’t twist your back or lean sideways if you can avoid it. You should keep your shoulders level and in the same direction as your hips.


If you follow these simple guidelines, you will protect your back from injury.�


.
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A performance review


When you work for a company, you should have a review of your performance. This may be called an appraisal, a discussion or an assessment, too. A review can help you think about the job you do. You could think about qualifications you might want to do.


You will have a meeting with your supervisor. You should prepare for this meeting. You could think about the things you are good at and the skills you would like to develop. Also, you should think about any issues you have.


You could write some notes to help you. You must talk clearly and ask any questions you may have. After the meeting, your supervisor will give you a record of what you agreed. You should make sure that the outcomes happen.





�





Remember that in a sentence


The subject is what the sentence is about.


The verb is the action or feeling that happens.


The object shows what the action or feeling is about.





Using a fire extinguisher





Firstly, pull the pin out of the extinguisher. This unlocks the lever.


Then point the extinguisher nozzle at the fire. 


Next squeeze the lever above the handle. This releases the contents of the extinguisher.


Sweep the extinguisher from side to side. While you do this, make sure you cover the flames.


Sweep the extinguisher back and forth until all the flames appear to be out.


Finally, watch the area. If the flames re-ignite, repeat the process.














A performance review


When you work for a company, you should have a review of your performance. This may be called an appraisal, a discussion or an assessment, too. A review can help you think about the job you do. You could think about qualifications you might want to do.


You will have a meeting with your supervisor. You should prepare for this meeting. You could think about the things you are good at and the skills you would like to develop. Also, you should think about any issues you have.
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Using a fire extinguisher





_________________________________________________________


________________________________________________________________


________________________________________________________________


________________________________________________________________


________________________________________________________________


________________________________________________________________


________________________________________________________________


________________________________________________________________


________________________________________________________________
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________________________________________________________________


________________________________________________________________


________________________________________________________________


________________________________________________________________


























The subject is what the sentence is about.


The verb is the action that happens.


The object shows what the action is about.





Commands can be written with just a verb.


			      Help!		Stop!		Go!		Walk!
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Good handling techniques for lifting


Training for manual handling is important. Remember that it  �cannot overcome bad working conditions and a lack of lifting aids.


There are some simple rules you need to remember. Always plan your lifting Remove anything that is in the way. You could rest the load on a table halfway if you are moving the load a long distance. Stand with feet slightly apart with one leg slightly forward for good balance and keep the load close to the body. You should start in a good posture. Bend the legs and keep your back straight as you pick up the load.


Don’t flex the back as you lift up the load. This can happen if you begin to straighten your legs before starting to raise the load. Don’t twist your back or lean sideways if you can avoid it. You should keep your shoulders level and in the same direction as your hips.


If you follow these simple guidelines, you will protect your back from injury.
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Start up a procedure


Before you turn on your machine, do your pre-start checks. Carry out the checks and make a record on the appropriate sheet.


First, place the trays on the conveyor belt. Then press the start button to start the conveyor.


While the conveyor is moving, remove the pies from the tins and place them on the nets. Stack the nets on the stillage and place greaseproof paper on the top when the stillage is full.


Next put the empty tins from the end of the conveyor on the rack. When the rack is full, the trucker will take it away.


Then the new operator at the end of the line gets a new full rack to begin again.


Finally, at the end of the shift, after you have ensured the reject bins are empty, clean the work area.
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