[image: image25.jpg]


[image: image26.wmf][image: image27.wmf][image: image28.png]


Entry 3: Writing
Module: Writing at work
Module aims

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

· To write sentences in the past continuous and present perfect forms of the verb
· To write longer pieces of text using conjunctions, complex sentences and paragraphs 
· To write in complex sentences
Module: Formal writing at work
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Main Aim:
We are learning to write sentences in the past continuous and present perfect forms of the verb.

The past tense shows what has already happened. There are several ways of writing in the past tense.


Ola checked the machine.

This shows that Ola checked the machine in the past. She might have checked the machine regularly, for instance:


Ola checked the machine each day.

If Ola was checking the machine at a particular time in the past, we could write it like this.


Ola was checking the machine yesterday.

Something might have happened at that moment in time.

Ola was checking the machine yesterday when the supervisor asked to 
see her.
Making the past continuous form

The first part is using the past tense of the verb to be.


Singular

plural

I was


We were
You were

You were
He/she was

They were

The second part is to add ing to the base form of the verb. There are three rules.

1. For most verbs you add ing to the base form of the verb.


report


reporting
clean


cleaning


2.  For most verbs that end in consonant followed by a vowel (a e i o u) followed by a consonant (CVC), double the last letter and add ing.
	
	vowel
	
	
	Word check

Verbs that end in w or x 
do not double the letter before ing.

mixing       borrowing

	
	
	▼
	
	stop
	Stopping
	

	Base verb
	c
	u
	t
	begin
	Beginning
	

	
	▲
	
	▲
	
	
	

	
	consonant
	
	
	


3. For If the verb ends in the letter e, drop the e and add ing.




charge
charging



lose

losing


but
tie

tying
Task 1: Pick out the past continuous
[image: image30.wmf]Underline the past continuous form in this text about accidents at work. The first one is done for you.
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Task 2: Write in the past continuous
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These sentences are in the present continuous. Write them in the past continuous.  The example shows you what to do.
I am working in Dispatch.
I was working in Dispatch.

	1. 
I am keeping the stock records.

	
__________________________________________________________

	2. 
We are packing the boxes.

	
__________________________________________________________

	3. 
He is running late.

	
__________________________________________________________

	4. 
They are working on the line.

	
__________________________________________________________

	5. 
The next shift is clocking on.

	
__________________________________________________________

	6. 
We are falling behind with the yoghurt run.

	
__________________________________________________________
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Making the present perfect form
You write in the present perfect form of the verb if you want to write about something that happened in the past and is still happening up to the present moment.
If you write:


Ola worked at Better Butter for years.

This shows that Ola worked at Better Butter at some point in the past but does not work there now. The event is over.

Look at:


Ola has worked at Better Butter for years.

This shows that Ola has worked at Better Butter and is still working there now. This event is still going on.

There are two parts to writing this form.

Part 1 You use the present tense of the base verb to have as an auxiliary verb.

I have

We have
You have
You have
S/he has
They have

Part 2 You use the ed form of the main verb. You learned the rules for this when you learned how to make the past simple tense.

For most verbs, you just add ed to the base form of the verb:


Harm

harmed
If the verb already ends with an e, just add a d....hope =hoped 
tie = tied
For most verbs that end in consonant followed by a vowel (a e i o u) followed by a consonant (CVC), double the last letter and add ed.

	
	vowel
	
	
	Word check

Verbs that end in w or x 
do not double the letter before ed.

mixed       borrowed

	
	
	▼
	
	
	
	

	Base verb
	f
	i
	t
	fitted
	
	

	
	▲
	
	▲
	stop
	stopped
	

	
	consonant
	
	
	


If the verb ends with a y, drop the y and add ied:


apply
applied

try
tried
When you use the ed form of the main verb to make the present perfect, it is called a participle. This is a form that can be used as a verb but it can also be used as an adjective to describe something.

Jan has packed the box. 

(present perfect)

Jan gave Stan the packed box.
(adjective)

Some participles you make in the present perfect do not follow the ed rule.
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Negative
When you make the negative form of the present perfect, you write not after the auxiliary verb.

Jan has not packed the box.

I have not moved the bales 

Task 3: Pick out the present perfect
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Underline the present perfect form in this text about slipping at work. The first one has been done for you.
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Task 4: Pick out the present perfect

[image: image37.wmf]Read these sentences and then write them in the present perfect form. The example shows you what to do.
He cut his finger.
He has cut his finger

	1. 
I forgot to write that down.

	
__________________________________________________________

	2. 
He makes the bread mix.

	
__________________________________________________________

	3. 
I saw the accident in the loading bay.

	
__________________________________________________________

	4. 
I was in Dispatch.

	
__________________________________________________________

	5. 
She kept the stock check records.

	
__________________________________________________________

	6. 
Talia checked the accident reports.

	
__________________________________________________________

	7. 
Jan reported his suspicions.

	
__________________________________________________________

	8. 
He did not report the accident.

	
__________________________________________________________

	9. 
The supervisor knew about the accident.

	
__________________________________________________________

	10. 
It happened yesterday.

	
__________________________________________________________


Writing longer pieces of text

Aim: This section is about writing longer pieces of text using conjunctions, 

  complex sentences and paragraphs.
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A sentence that makes sense by itself is also called a main clause.

Two simple sentences (or main clauses) joined by a conjunction are called a compound sentence. We learned about compound sentences in the Entry 2 Writing materials.

At Entry 2 we looked at writing compound sentences joined by a conjunction:




and 

but

as

or

Now we can add some more conjunctions to this list.

Group 1: Conjunctions to do with time


	when
	before
	since
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	while
	until

	after

	whenever
	


Group 2: Conjunctions with special meanings


	...although the weather could improve... 
...unless you have a change of mind...

...whether or not you agree with me...

...because we are running late...

...where Connie left it...

...provided it stops raining...

...if we get lunch finished soon...
	


Task 5: Using conjunctions

Read these sentences. Join them by writing a conjunction in the gap. Use a conjunction from the list below only once.  An example has been done for you.

	when
	before
	since
	whether
	because
	unless
	while

	after
	until
	whenever
	although
	where
	provided
	if


Do you notice any problems __________ you start up?
Do you notice any problems when you start up
	1. 
Ola worked for Better Spreads ___________ she came to work here.

	2. 
We need to check the staff roll ___________  the fire alarm rings.

	3. 
Jan can check off the boxes __________ Ola takes them to the rack.

	4. 
Ewa can help in Delivery _______ she has finished working this run.

	5. 
We will run the chicken pies this shift __________ we finish the vegetarian run.

	6. 
We cannot start the run again __________ Maintenance repairs the fault.

	7. 
We cannot complete this run ___________  the track has broken down.

	8. 
We definitely cannot complete the run now __________ the track is repaired.

	9. 
I cannot tell _________ she is telling the truth or lying.

	10. 
It’s been a while __________ we worked the same shift..

	11. 
We can finish the Dispatch schedule____________ the team works overtime.

	12. 
Ola is cleaning the floor_________ Ewa split the grease.

	13.
We are running behind this morning __________ we could catch up this

afternoon


We are learning to write in complex sentences.

A complex sentence is made up of a main clause and one (or more) subordinate clause.  A subordinate clause has a verb but it depends on the main clause for meaning. It cannot stand alone as a sentence.

	main clause

	subordinate clause

	Ola loaded the box
	that Jan had packed.

	We cannot start the line
	until Mary checks it.


The subordinate clause can start the complex sentence.

	subordinate clause
	main clause

	After Jan had packed the box,
	Ola loaded it.

	Until Mary checks it,
	we cannot run the line.


We can put the subordinate clause by the noun in the main clause.

Mary, who checks the line, will be here soon.
The box, that Ola loaded, was packed by Jan.
Some of the subordinate clauses began with conjunctions: until, after.
Some of the clauses began with pronouns:  who, that.
These pronouns belong to a group:
	that
	who
	which
	where
	when


	that and which

show an animal or thing
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	who 




shows a person
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	where



shows a place
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	when 



shows time
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Task 6: Pick out the subordinate clauses
Pick out the subordinate clauses in this piece of text on a case study. Underline them. Remember that subordinate clauses are likely to start with a conjunction or a pronoun. The first one is done for you.  
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When you write long pieces of text, you use paragraphs to set out the writing. You use paragraphs to help the people who read the text. Paragraphs help the reader follow the order of how things happen.
Paragraphs can mark:

	an introduction
	

	We all like holidays but this was one I would sooner forget
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	a change of person – a new person is mentioned    
	

	Ewa found a fire in the store room. She sounded the fire alarm and we evacuated the factory.

Then the fire officer arrived...
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	a change of place
	

	The flight was delayed at Heathrow and we waited for five hours. Finally, we took off at eight in the evening.
When we got to Paris...
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	a change of time
	

	The production line was running well in the morning without any problems.
Later that afternoon...
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	There are some connective words you can use to show time is moving on.  You can use them at the beginning of a sentence or with a  conjunction in a sentence.


then

and then

next

finally
	

	a summing up or final paragraph
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	The last session was on manual handling and participants found it useful.

Overall, the training day went well and we learned a great deal...
	


Task 7: The match girls’ strike
Look at this text The match girls’ strike. It needs to be split up into paragraphs so it is easier to read. Use the rules about paragraphs to choose where that should happen. Draw a line between the sentences to show where the split should happen. Then, to the left of the text, write the rule to show why there should be a new paragraph.
	
	The match girls’ strike

	Introduction



Change of time
	In June 1888, Clementina Black gave a speech on Female Labour at a meeting in London and Annie Besant, a member of the audience, was horrified when she heard about the pay and conditions of the women working at the Bryant & May match factory.    The next day, Annie Besant went and interviewed some of the people who worked at Bryant & May. She found that the women worked fourteen hours a day for a wage of less than five shillings a week. They did not always receive their full wage because of a system of fines, ranging from three pence to one shilling, imposed by the Bryant & May management. Offences included talking, dropping matches or going to the toilet without permission. Annie Besant also found that the health of the women had been severely affected by the phosphorous that they used to make the matches. This caused yellowing of the skin, hair loss and phossy jaw, a form of bone cancer. The whole side of the face turned green and then black, discharging foul-smelling pus and finally death. On 23rd June 1888, Annie Besant wrote an article in her newspaper, The Link. The article complained about the way the women at Bryant & May were being treated. As a result of the article, the company tried to force their workers to sign a statement that they were happy with their working conditions. When a group of women refused to sign, the organisers of the group were sacked. The response was immediate. 1400 of the women at Bryant & May went on strike.  The women at the company formed a Matchgirls' Union and Besant agreed to become its leader. After three weeks the company said that it was willing to re-employ the dismissed women and would also bring an end to the fines system. The women accepted the terms and returned in triumph. The Bryant & May dispute was the first strike by unorganised workers to gain national publicity. Also, it helped to inspire the formation of unions all over the country.


Putting it all together


So far, you have learnt about:

· using auxiliary and modal verbs

· writing instructions

· the future tense in the reading materials

· the past continuous form 

· the present perfect form 

· writing longer pieces of text in complex sentences using paragraphs, conjunctions and pronouns.

You are going to put all these skills together to look at writing job application letters.

You need to make sure that what you write

[image: image16.jpg]...is clear and to
the point

...can be understood by
the people who need to
read it

...Is set out clearly and
uses formal language

...shows how you can
do the job





When you write an application letter you need to show…
[image: image17.jpg]...you are willing to do ...that you have read the
any training job advert carefully
...that you have planned ...you have the skills to
and edited your letter do the job

...that you have checked
your spelling






 Read the job advert and then read the application letter.
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Task 8: Writing a job application letter
 Here are some words for writing about yourself. If you do not know what 
some of them mean, look them up in a dictionary. Write the meaning in your 
own language.

	Talking about yourself


	friendly
	
	hard worker
	

	responsible
	
	able
	

	honest
	
	reliable
	

	team worker
	
	common sense
	

	good listener
	
	helpful
	

	punctual
	
	keen
	

	independent 
	
	problem solver
	

	pleasant
	
	willing
	

	flexible
	
	loyal
	

	positive
	
	thoughtful
	

	careful 
	
	cheerful
	

	initiative
	
	
	


Here are some frames you can use to write sentences in application letters.

	I have shown that I am a _____________________ person because _____________

	I think that my strengths are ________________________

	In my past working life, I have always _____________________

	I can ____________________________

	I am a person who is _______________________________

	When working as a member of a team, I am able to ________________

	I consider that I am _______________________ because __________________

	I have shown that I can _______________________ when ____________________


Here is a way of setting out an application letter.
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Now look at this job advert.
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Use the letter frame, the sentence frames and the useful words to help you write an application letter for this job.
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How did you get on?

Module 2: Writing at work answers
Task 1 answers
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Task 2 answers

	1. 
I am keeping the stock records.

	
I was keeping the stock records

	2. 
We are packing the boxes.

	
We were packing the boxes.

	3. 
He is running late.

	
He was running late.

	4. 
They are working on the line.

	
They were working on the line.

	5. 
The next shift is clocking on.

	
The next shift was clocking on.

	6. 
We are falling behind with the yoghurt run.

	
We were falling behind with the yoghurt run.


Task 3 answers



Task 4 answers
	1. 
I forgot to write that down.

	
I have forgotten to write that down.

	2. 
He makes the bread mix.

	
He has made the bread mix.

	3. 
I saw the accident in the loading bay.

	
I have seen the accident in the loading bay.

	4. 
I was in Dispatch.

	
I have been in Dispatch

	5. 
She kept the stock check records.

	
She has kept the stock check records

	6. 
Talia checked the accident reports.

	
Talia has checked the accident reports

	7. 
Jan reported his suspicions.

	
Jan has reported his suspicions

	8. 
He did not report the accident.

	
He has not reported the accident

	9. 
The supervisor knew about the accident.

	
The supervisor has known about the accident

	10. 
It happened yesterday.

	
It has happened yesterday


Task 5 answers

	1. 
Ola worked for Better Spreads before she came to work here.

	2. 
We need to check the staff roll whenever  the fire alarm rings.

	3. 
Jan can check off the boxes while Ola takes them to the rack.

	4. 
Ewa can help in Delivery after she has finished working this run.

	5. 
We will run the chicken pies this shift if we finish the vegetarian run.

You could have written provided too.


	6. 
We cannot start the run again until Maintenance repairs the fault.

	7. 
We cannot complete this run because  the track has broken down.

	8. 
We definitely cannot complete the run now unless the track is repaired.

	9. 
I cannot tell whether she is telling the truth or lying. 

You could have written if too, but you would not then have it for other answer. 

Whether is better when there is a choice between two things.


	10. 
It’s been a while since we worked the same shift..

	11. 
We can finish the Dispatch schedule provided the team works overtime.

You could have written if too.


	12. 
Ola is cleaning the floor where Ewa split the grease.

	13.
We are running behind this morning although we could catch up this

afternoon


Task 6 answers
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Task 7 answers

	
	The match girls’ strike

	Introduction
	In June 1888, Clementina Black gave a speech on Female Labour at a meeting in London and Annie Besant, a member of the audience, was horrified when she heard about the pay and conditions of the women working at the Bryant & May match factory.

	Change of 
time
	The next day, Annie Besant went and interviewed some of the people who worked at Bryant & May. She found that the women worked fourteen hours a day for a wage of less than five shillings a week. They did not always receive their full wage because of a system of fines, ranging from three pence to one shilling, imposed by the Bryant & May management. Offences included talking, dropping matches or going to the toilet without permission. Annie Besant also found that the health of the women had been severely affected by the phosphorous that they used to make the matches. This caused yellowing of the skin, hair loss and phossy jaw, a form of bone cancer. The whole side of the face turned green and then black, discharging foul-smelling pus and finally death. 

	Change of 
time
	On 23rd June 1888, Annie Besant wrote an article in her newspaper, The Link. The article complained about the way the women at Bryant & May were being treated. As a result of the article, the company tried to force their workers to sign a statement that they were happy with their working conditions. 

	Change of person
	When a group of women refused to sign, the organisers of the group were sacked. The response was immediate. 1400 of the women at Bryant & May went on strike.  The women at the company formed a Matchgirls' Union and Besant agreed to become its leader. 

	Change of 
time
	After three weeks the company said that it was willing to re-employ the dismissed women and would also bring an end to the fines system. The women accepted the terms and returned in triumph. 

	Final paragraph that shows closure on the events
	The Bryant & May dispute was the first strike by unorganised workers to gain national publicity. Also, it helped to inspire the formation of unions all over the country.
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Manchester Echo      6 May 20 _ _


Warehouse Assistant





We are looking for a warehouse assistant to ensure the safe keeping and dispatch of all company products. You must be able to show an understanding of warehouse management and to look for ways in which the company can improve its service and reduce costs. You need numeracy and data entry skills. You must be a team player but also able to work on your own initiative. You must be able to work under pressure and meet deadlines.





A fork lift licence would be preferred but is not essential





Please apply to:


Maria Gomez, Better Warehouses, Glackin Street, Manchester MC10 9AU





�





86 Wharf Road�Eastcliff-on-Sea�Wessex WH10 9JU�Manchester MC10 9AU


Maria Gomez	86 Wharf Road�Better Warehouses	Eastcliff-on-Sea�Glackin Street	Wessex WH10 9JU�Manchester MC10 9AU





6 September 20_ _�


Dear Ms Gomez


Warehouse/Operations Manager


I am writing about the job advertised in the Manchester Echo dated 3 September 20 _ _.


I feel I have many skills and qualities that I could use in this role. I consider that I am an ideal applicant for this role. I have previous experience of managing warehouse operations, having worked at Better Spreads for five years as deputy warehouse manager.


In my working life, I have shown that I am a reliable, honest person who is responsible for ensuring that the work is completed on time. I have shown that I can work flexibly and solve problems when they occur. I am a positive person, who gets on well with other people and can work as part of a team.


Please feel free to contact me if you would like to discuss this further. I look forward to hearing from you.





Yours sincerely


(sign your name)


Your name


Your home phone number


Your mobile number


Your e-mail address (if you have one)





Your name�Your address�Your postcode


Company contact name�Company address �Postcode�Date





Dear Mr/Mrs Name  (If you don’t know it then try and find out, or use Sir or Madam.)





Put job title here that you are applying for and any job number shown in the advert.





I am writing about the job advertised in (put name of website or paper in here) dated (day month year). I feel I have many skills and qualities that I could use in this role. I consider that I am ...........................





Please feel free to contact me if you would like to discuss this further. I look forward to hearing from you.





Yours sincerely (if you use Dear Sir/Madam put Yours faithfully)





(sign your name)





Your name�Your home phone number�Your mobile number�Your e-mail address (if you have one)





Case study�


This is a case study about Jeff. Jeff had worked at Better Foods �since he left school at sixteen. He always felt comfortable carrying �heavy boxes at work because he was fit and healthy. He did not �mind carrying the loads although he always made sure they were �not too heavy. He used a trolley whenever it was necessary.  


However, he did not expect to have his fitness taken away.


One day, while he was carrying a box through the cold store, Jeff slipped on some ice that had built up around the door. His knee was shattered during the fall which also caused a fractured skull. He had a pin inserted in his knee cap. He was left with a permanent limp which affected his daily life.


Before he had the accident Jeff was a keen footballer, who played for his local team. After the accident he was out of the team for a season. He hoped he would get back on the pitch provided he returned to fitness. He soon realised that his fitness would never be the same.


After he returned to work Jeff lost trust in his company and left his job. His employers, who were aware of the ice around the broken door, were fined £15,000 for their negligence. They changed the door to the cold store where the accident happened. Jeff’s life was shattered because of a broken door which allowed the ice to form.


Ice on floors is a risk to employees. Always clear ice away quickly if you cannot stop if from forming. 
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A West Country food company was fined £7,500 in June. This �followed several serious and preventable slip accidents. Ice had�built up around the entrances of industrial freezer units. This had �led to a worker slipping and being injured twice in two days. 


On the first occasion the worker hurt his ankle. He was working in the units. He was walking out of the door of one of the freezer units when he slipped on the ice. He sprained his ankle as his foot hit the yard surface. He reported the accident and pointed out that something needed to be done. However, no action was taken. 


Two days later he slipped on ice again. This time he was working in a different freezer unit. He was pulling a pallet of frozen food to the edge ready for the fork lift truck to take it away. He was stepping down from the doorway of another freezer when he slipped again. The accident was far more serious this time and he fractured his ankle. 


The company was aware of the risks to do with the ice build-up and that employees were slipping on the ice. Employees were reporting the problem all the time. A risk assessment highlighted the issue. An inspector had raised it at a previous visit, but nothing had been done to address the problem. 





A food production company has identified a sudden rise in slip accidents. This has happened after they have changed a food production line. The new product was a tomato sauce. The floor at the factory was red and any spills from the new tomato sauce product could not be seen by workers.


In the short term the company has painted the floor a different colour from the tomato sauce. Workers can easily spot any sauce spills on the floor. The cleaners can see any spillages easily. The contrasting colour has made it easier to do a thorough cleaning job.


In the longer term the company has set about redesigning the machines and the way they are used to reduce spillage. They have introduced drip trays to reduce the risk of spillages getting onto the floor.


The costs to the company were quite small, just floor paint, drip trays and changed methods on the production machines. The changes have led to a noticeable reduction of slipping accidents.























�





Warehouse/Operations Manager


Job expectations


You will manage all aspects of the warehousing and distribution �of the company’s products.


Duties


You will manage the warehouse in a safe and effective manner. You will ensure the handling, storage and dispatch of all goods distributed by the company. You will handle the dispatch of orders in the fastest possible time while keeping the company’s good name for high quality. You will purchase services, equipment and materials and ensure that all equipment that is used in the warehouse is maintained to a level that provides good health and safety practices. You will manage the security of the warehouse including locking up at the end of each working day.  





To apply please write to:


Maria Gomez, Better Warehouses, Glackin Street, Manchester MC10 9AU





infinitive	past participle		infinitive	past participle


to tell		told				to fall		fallen	


to find		found				to forget	forgotten


to keep	kept				to see		seen


to know	known				to do		done


to cut		cut				to be		been


to make	made				to lead	led



































Case study


This is a case study about Jeff. Jeff had worked at Better Foods �since he left school at sixteen. He always felt comfortable carrying �heavy boxes at work because he was fit and healthy. He did not �mind carrying the loads although he always made sure they were �not too heavy. He used a trolley whenever it was necessary.  �However, he did not expect to have his fitness taken away.�


One day, while he was carrying a box through the cold store, Jeff slipped on some ice that had built up around the door. His knee was shattered during the fall which also caused a fractured skull. He had a pin inserted in his knee cap. He was left with a permanent limp which affected his daily life.�


Before he had the accident Jeff was a keen footballer, who played for his local team. After the accident he was out of the team for a season. He hoped he would get back on the pitch provided he returned to fitness. He soon realised that his fitness would never be the same.�


After he returned to work Jeff lost trust in his company and left his job. His employers, who were aware of the ice around the broken door, were fined £15,000 for their negligence. They changed the door to the cold store where the accident happened. Jeff’s life was shattered because of a broken door which allowed the ice to form.�


Ice on floors is a risk to employees. Always clear ice away quickly if you cannot stop if from forming. 























�





�





			Remember: a simple sentence is made up of:


			subject		verb			object


			The workers		were			in the canteen.


			The visitors		arrived.








A West Country food company was fined £7,500 in June. This �followed several serious and preventable slip accidents. Ice had�built up around the entrances of industrial freezer units. This had �led to a worker slipping and being injured twice in two days. 


On the first occasion the worker hurt his ankle. He was working in the units. He was walking out of the door of one of the freezer units when he slipped on the ice. He sprained his ankle as his foot hit the yard surface. He reported the accident and pointed out that something needed to be done. However, no action was taken. 


Two days later he slipped on ice again. This time he was working in a different freezer unit. He was pulling a pallet of frozen food to the edge ready for the fork lift truck to take it away. He was stepping down from the doorway of another freezer when he slipped again. The accident was far more serious this time and he fractured his ankle. 


The company was aware of the risks to do with the ice build-up and that employees were slipping on the ice. Employees were reporting the problem all the time. A risk assessment highlighted the issue. An inspector had raised it at a previous visit, but nothing had been done to address the problem. 








A food production company has identified a sudden rise in slip accidents. This has happened after they have changed a food production line. The new product was a tomato sauce. The floor at the factory was red and any spills from the new tomato sauce product could not be seen by workers.


In the short term the company has painted the floor a different colour from the tomato sauce. Workers can easily spot any sauce spills on the floor. The cleaners can see any spillages easily. The contrasting colour has made it easier to do a thorough cleaning job.


In the longer term the company has set about redesigning the machines and the way they are used to reduce spillage. They have introduced drip trays to reduce the risk of spillages getting onto the floor.


The costs to the company were quite small, just floor paint, drip trays and changed methods on the production machines. The changes have led to a noticeable reduction of slipping accidents.
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