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Entry 3: Reading
Module: Duties and responsibilities
Module aims

Main aim
We are learning to read texts about duties, rights and responsibilities at work.
Other learning aims
We are learning:

· Forms of verbs used in job descriptions
· The terms used in workplace forms
· Terms used in documents about pay and conditions
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Module: Duties and responsibilities
Aim: We are learning the language that describes what we do at work.
Read this description of a railway assistant’s job.
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Task 1

Now look at the job description for a railway ticket inspector. We have taken out some of the verbs. Can you put them back in the right form? There are two examples.

Remember: most of the verbs in the text will end in -ing, one ends in -ed and one is in the simple present.

	work
	check
	sell
	answer
	deal

	operate
	report
	cover
	depend

	follow
	promote
	make
	sit



[image: image3]

[image: image4]
Task 2

Aim: We are learning work related words.  
Donna is a driver based at Westby Garage. Read what she does when she arrives at work. Some of the information is missing from the form. Can you copy in the right information from what Donna says?
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     Driver’s Time Card

Day:  Monday                        Date:  30 April                     Garage:  Westby
Name:  Donna Jones             Driver’s Number: 376

	
	
	
	
	
	
	
	
	
	

	Duty no.
	Running card
	From
	To
	Driving time
	Bus no
	Known defects

	
	
	Time
	Place
	Time
	Place
	Hours
	Min
	
	

	
	
	
	WHS
	
	S.Gar
	4
	29
	
	Yes/Nil

	
	18
	
	S Gar
	
	WHS
	4
	08
	
	Yes/Nil

	
	
	
	
	
	
	
	
	
	Yes/Nil

	
	
	
	
	
	
	
	
	
	Yes/Nil

	Paid time (From sign on to sign off less breaks)
	9
	18
	Accidents in service

	Office use
	
	
	Yes*/No



	Note known defects for reporting at depot

	*An Accident report form must be completed after an accident.


Your rights and responsibilities at work

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.

From 1 October 2008 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 worker on a short-term contract

You are entitled to the minimum wage.
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Task 3
Aim: We are learning words to do with your employment rights.  
Tick (  yes if the statement is true. Tick (  no if it is not true. 
	
	Yes
	No

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

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

	A part-time worker works fewer than 35 hours a week.
	
	

	A casual worker works the same hours every week.
	
	

	Aldo answers telephone queries and arranges travel bookings from his home. He is a homeworker.
	
	

	Someone employed for three months has a short-term contract.
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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 4: Test your 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 railway assistant’s duty to check tickets.

	(
	A task that makes him angry.

	(
	A task he has to do.

	(
	A type of uniform

	(
	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 inspector is treating her badly so she has asked to 
speak to the human resources 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 company 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


Task 5: Word grid

Here are the meanings of some words from Task 4. Work out the word. Write it in the word grid. There are letters in the grid to help you.
	an agreement between you and your employer
	time away from work

	the things you are entitled to
	amount of time
	when you tell your employer you are leaving your job

	what the law says you should have
	tasks you have agreed to do for your employer
	action an employer takes when workers break the rules

	a complaint to your employer
	the money you get when you are ill
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How did you get on?
Module 2: Duties and responsibilities
Task 1 answers
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Task 2 answers
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              Driver’s Time Card

Day:  Monday                        Date:  30 April                     Garage:  Westby
Name:  Donna Jones             Driver’s Number: 376


	
	
	
	
	
	
	
	
	
	

	Duty no
	Running card
	From
	To
	Driving time
	Bus no
	Known defects

	
	
	Time
	Place
	Time
	Place
	Hours
	Min
	
	

	2603
	18
	14:38
	WHS
	19:07
	S.Gar
	4
	29
	2731
	Yes/Nil

	
	18
	19:47
	S Gar
	23:55
	WHS
	4
	08
	2731
	Yes/Nil

	
	
	
	
	
	
	
	
	
	Yes/Nil

	
	
	
	
	
	
	
	
	
	Yes/Nil

	Paid time (From sign on to sign off less breaks)
	9
	18
	Accidents in service

	Office use
	
	
	Yes*/No



	Note known defects for reporting at depot

	*An Accident report form must be completed after an accident.
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Task 3 answers

	
	Yes
	No

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

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

Maximum means the most you can be paid.

Minimum means the least that you can be paid.
	
	(

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

	A casual worker works the same hours every week.

A casual worker does not work the same days or hours a week. He or she does not work regular hours.
	
	(

	Aldo answers telephone queries and arranges travel bookings from his home. He is a homeworker.
	(
	

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

The opposite of short-term is long-term.
	(
	


Task 4 answers

	
	1.
It is the railway assistant’s duty to check tickets.

	(
	A task that makes him angry.

	(
	A task he has to do.

	(
	A type of uniform

	(
	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 inspector is treating her badly so she has asked to 
speak to the human resources 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 company 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


Task 5 answers
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Word check


Look at the verbs at the start of each bullet point and in bold. They all end in -ing.  -ing forms have many different uses in English.  Here they tell you about something someone does every working day. Working in the last sentence is used as an adjective. If the verb ends in -e you drop the e when you add -ing: make becomes making.


Remember we also use them to explain how something is done after the word by. They learn the job by working under the supervision of an experienced person. 














Railway station assistants usually work on station platforms. 


Their job of dealing with customers includes:


answering questions from passengers


helping passengers with large luggage, pushchairs and prams


assisting people with special needs, such as wheelchair users


checking tickets and making sure people are in the right place to catch their train


keeping a sharp lookout for any problems


doing their best to see that people have a safe, pleasant and trouble-free journey.





Other work on the platform includes:


giving signalling instructions to train drivers


keeping electronic information boards up to date


making customer announcements about arrivals, delays and platform�changes over the loudspeaker system


keeping the station clean and tidy.





They may also work in the ticket office:


selling tickets


giving information about train arrivals and departures


helping passengers to plan their journey.





The work may involve lifting and carrying, long periods of standing or sitting, and some walking.


They do a short company induction course when they start their job, followed by on-the-job training in a station, working under the supervision of an experienced station assistant.


If they do extra training, they can be promoted to senior station assistant, station team supervisor or leader, assistant station manager, or even station manager.  There may also have the opportunity to train as a driver or guard.








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


An inspector earns more than a railway assistant.


A driver earns less than a road transport manager. 








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 the transport sector.





Ticket inspectors or conductors work on passenger trains, making sure that travellers are safe, comfortable and have paid for their journey. Their work varies depending on the route they are __working__ on, but their responsibilities generally include customer service, safety and revenue protection. This includes:


__checking___ passengers' tickets and making sure that they are valid for the journey


where appropriate, ___selling____ tickets to passengers who do not already have them


making sure passengers are __sitting___ in the right area and in the correct seats


___answering____ queries and giving information about the journey and�connections


___dealing____   with any problems on the train, such as rowdy passengers


___operating____  the doors and making sure passengers get on and off safely


___reporting____ and dealing with any on-train incidents.�


Training for new entrants normally lasts up to six months. It __covers__ the rules of the TOC, health and safety, the skills and knowledge needed to ___follow_____ and interpret timetables, and issue tickets, and customer service skills. Conductors may work towards an NVQ at Level 2 in Rail Transport Operations (Passenger Services).


Railway train conductors may be ____promoted____ to senior conductor or train crew team leader, and then train crew manager or train manager. They are also in a good position to be considered for training as a driver.








Key words and their meaning


allocation		share of work


defect			a fault or something that is not working


schedule		a list of planned activities, a timetable


summary		a short version of a longer text


vehicle	a formal term for a car, bus, lorry or other machine that is driven





















































































































































































































































Look at your contract.  Does it have sections on these topics?  Look out for these words in headings.





Word check


minimum		the smallest amount


part-time worker	someone who works fewer than 35 hours a week


casual worker	a temporary worker; someone who does not work regularly


short-term		a short period of time


entitled		have the right to something





no is short for number.


min is short for minutes.





I report for duty each day at Westby Garage. I use three different tables to find out about my duties. I have to write my duties down on my driver's time card.


I use the duty schedule to find my duty number for the day is 2603.


On Monday the duty summary report says:


my running card is number 18


my start times are 14:38  and 19:47


my finish times are19:07 and 23:55


I start from Westbury High Street (WHS) and I finish at South Garage (S.Gar)


on my return journey I start at 19:47 and return at 23:55.


I find out:


how many hours and minutes I’ll be driving


how much time I’ll get paid for.





I use the vehicle allocation sheet to find out I’ll be driving bus number 2731.





Word check


Appropriate		suitable or right in some situations


entrant		someone just starting in a job


interpret	 	work out what the timetables mean


TOC	Train Operating Company – companies like First Great Western, Eurostar and Arriva are TOCs 


NVQ	National Vocational Qualifications – the type of certificate you get after successfully completing a training course with assessment


TOC and NVQ are short forms or abbreviations .They are made up of the first letters of each word.











Ticket inspectors or conductors work on passenger trains, making sure �that travellers are safe, comfortable and have paid for their journey. �Their work varies depending on the route they are _________ on, �but their responsibilities generally include customer service, safety and revenue protection. This includes:


__________ passengers' tickets and making sure that they are valid for the journey


where appropriate, ________ tickets to passengers who do not already have them


making sure passengers are ________ in the right area and in the correct seats


__________ queries and giving information about the journey and�connections


_________   with any problems on the train, such as rowdy passengers


_________  the doors and making sure passengers get on and off safely


__________ and dealing with any on-train incidents.


Training for new entrants normally lasts up to six months. It _______ the rules of the TOC, health and safety, the skills and knowledge needed to ________ and interpret timetables, and issue tickets, and customer service skills. Conductors may work towards an NVQ at Level 2 in Rail Transport Operations (Passenger Services).


Railway train conductors may be ____________ to senior conductor or train crew team leader, and then train crew manager or train manager. They are also in a good position to be considered for training as a driver.
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