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Entry 2: Writing
Module: Duties at work
Module aims

Main aim
We are learning to write about work activities using the past and present continuous verb forms.
Other learning aims
We are learning to:

· use helping verbs to show different meanings in simple sentences

· make the simple past tense of verbs
· write sentences in the present continuous.
Module: Duties at work

Main aim: We are learning to write about work activities using the past and present continuous verb forms.
Aim: We are learning about using helping verbs to show different meanings in simple sentences.
In English simple sentences are made up of:

subject – verb – object 
or 
S  V  O 
Sheena checks tickets.    Jan drives a bus.   He wears a uniform.

The subject is what the sentence is about.

The verb is the action that happens.

The object shows what the action is about.

The text ‘What you must do and what your employer must do’ is in the present tense. 
	subject
	verb (simple present tense)
	object

	Employers
	provide
	a safe and healthy workplace

	Employees   
	wear   
	protective clothing.

	Employees  
	use
	safety equipment.


Sometimes, we use a small verb to help the main verb. This helping verb is also called an auxiliary verb. In the text, must help the main verb.
	subject
	verb 
	object

	You
	must follow                     
	the Health and Safety rules.

	You
	must not break                   
	the Health and Safety rules.

	Your employer
	must provide
	training on how to work safely.


Look at these helping verbs.

must

shows something you have to do




You must wear safety clothes.

must not
shows something you cannot do




You must not smoke here.

have to 
shows something you need to or have to do




You have to obey the rules.

could

is used to show politeness or something that might happen




Could you get me a label?




You could get hurt.



You could speak to the manager.

could not
is used to show that something cannot happen




You could not lift that. It’s too heavy.

should
is used to show something that is likely to happen but not certain




You should do the training.

Remember that have is a main verb, too. 

I have my lunch 
does not mean the same as 
I have to have my lunch.

I have my lunch

means that I have the meal in front of me.

I have to have my lunch
means that I need my lunch.
Task 1: Finding the helping verbs

Find the helping or auxiliary verbs in this piece of text. Underline them. The first one is an example.
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Task 2: Put in the helping verb

Here are some sentences with the helping verb missing. Look at the sentence carefully and then put in the helping verb. The first one is an example.
	could

	must
	should
	must not


1. These are the rules. You must follow them.

2.  Didn’t you see the no smoking sign? You _________  _________smoke here.
3. I know I __________ try a different shift. I like starting early in the morning.
4. It’s cold in here. __________ you shut the window, please?
5. That’s a fire door. You _____________ leave the boxes blocking it.
6. I’ll decide if I ___________ go tomorrow.
7. __________ you help me, please?
8.  You _________ wear hi-vis clothing when you work on the track.
Task 3: Change the helping verb

Read the helping verb in these sentences. Change it for one that fits the sentence. There is an example to show you what to do.
	could

	must
	should
	must not


Example:

    I cannot miss the training. I could get up early.
    I cannot miss the training. I must get up early.

	1. I’m very thirsty. Should you get me a glass of water?

	

	2. If you want to smoke, you could go to the smoking area.

	

	3. If you are driving long distance, you could have a comfortable seat.

	

	4. Must you close the door on the way out, please?

	

	5. Your employer should tell you about health and safety.

	

	6. You could keep the health and safety rules at work.

	

	7. You should leave the boxes in front of the fire doors.

	

	8. There are different ways to learn a new route. You must walk, cycle or drive the route or you could learn it from the map.

	


Aim: We are learning to make the simple past tense of verbs.
The text ‘What you must do and what your employer must do’ is in the present tense.
	subject
	verb (simple present tense)
	object

	Employees
	follow
	the health and safety rules.

	Employees   
	wear   
	protective clothing.


Past tense

When we make the past tense, we add ed to the root verb.
For most regular verbs we add ed to the root verb to make the past tense:  


check

checked
If the verb already ends with an e, just add a d:


wipe

 wiped
If the verb ends with a consonant followed by a vowel (a e i o u) followed by a consonant (CVC verbs), we double the last letter:


	vowel
	
	
	

	
	▼
	
	
	
	

	f
	i
	t
	
	fit
	fitted

	▲
	
	▲
	
	
	

	consonant
	
	
	

	
	
	drop
	dropped


If the verb ends with y, change the y to i:



try  

tried
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	simple present
	simple past

	to show
	I show

	I showed

	to lift
	he lifts
	he lifted

	to warn
	they warn
	they warned

	to check
	she checks
	she checked


Some verbs in the text do not follow this rule.

	to be
	he is
	he was

	to do
	she does
	she did

	to drive
	you drive
	you drove

	to find
	they find
	they found

	to know
	he knows
	he knew

	to take
	we take
	we took

	to tell
	I tell
	I told
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	He carried a box.
	He drove a train.
	She spoke to a passenger.


Task 4: Find the past tense

Read this text and underline all the verbs in the past tense. We have done the first one.
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Task 5: Write in the past tense

Write these sentences in the simple past tense. Use the rules you learned to help you. The example shows you what to do.

Mona takes notes during induction.    

Mona took notes during induction.
	1. You talk to your manager about things you do not understand.

	

	2. She keeps the health and safety rules.

	

	3. Her manager tells her about the risks.

	

	4. She protects her feet with safety shoes.

	

	5. I find the rules easy to remember.

	

	6. We do things this way.

	

	7. Rula shows me where to go for first aid.

	

	8. Artur reports any problems to his line manager.

	

	9. I check the oil and water.

	

	10. We know about safety signs and signals.

	


Task 6: Word grid

Look at these verbs. Write them in the past tense in the grid. We have put some letters in to help you.
	protect
	take
	harm
	tell
	do

	keep
	show
	find
	know
	close
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Working in transport
Aim: We are learning to write sentences in the present continuous.
The present tense shows what is happening now. There are two ways of writing in the present tense.


Artur works for City Transport.
This shows that Artur regularly works at City Transport.

Artur is working for City Transport.
This shows that Artur is working for City Transport at that moment.
Making the present continuous

The first part uses the present tense of the verb to be.


singular
plural


I am

We are


You are

You are


He/she is
They are

The second part is to add ing to the root verb. There are three rules for this. 

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


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

	
	▼
	
	
	
	

	f
	i
	t
	
	fit
	fitting

	▲
	
	▲
	
	
	

	consonant
	
	
	

	
	
	stop
	stopping


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



change

changing
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Task 7: 

Underline the present continuous in this text about Artur. The first one is an example.
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Task 8: Change the form of the verb

These sentences are in the simple present. Write them in the present continuous form using the rules above. The example shows you what to do. 

The allocator tells Artur what to do.


The allocator is telling Artur what to do.
	1. Cam helps Anna to check the tickets.

	

	2. The mechanic repairs the oil leak.

	

	3. Idi stops the train at the red signal.

	

	4. Carla gives Artur a first aid box.

	

	5. Ali learns a new route.

	

	6. We give information to customers.

	

	7. Tran contacts the control room.

	

	8. The baggage handlers unload the plane.

	

	9. Nina helps the passenger in a wheelchair.

	

	10. Mila cashes up.

	


How did you get on?

Module 1: Duties at work answers

Task 1 answers
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Task 2 answers

1. These are the rules. You must follow them.

2.  Didn’t you see the no smoking sign? You ___must_____  ___not___smoke here.
3. I know I ___should___ try a different shift. I like starting early in the morning.

4. It’s cold in here. ___Could____ you shut the window, please?
5. That’s a fire door. You ____must not_____ leave the boxes blocking it.
6. I’ll decide if I ____should____ go tomorrow.
7. ___Could____ you help me, please?
8.  You ___must_____ wear hi-vis clothing when you work on the track.
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Task 3 answers

	I’m very thirsty. Could you get me a glass of water?

	If you want to smoke, you must go to the smoking area.

	If you are driving long distances, you must have a comfortable seat.

	Could you close the door on the way out, please?

	Your employer must tell you about health and safety.

	You must keep the health and safety rules at work.

	You must not leave the boxes in front of the fire doors.

	There are different ways to learn a new route. You could walk, cycle or drive the route or you could learn it from the map.


Task 4 answers
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Task 5 answers

	1. You talked to your manager about things you did not understand.

	2. She kept the health and safety rules.

	3. Her manager told her about the risks.

	4. She protected her feet with safety shoes.

	5. I found the rules easy to remember.

	6. We did things this way.

	7. Rula showed me where to go for first aid.

	8. Artur reported any problems to his line manager.

	9. I checked the oil and water.

	10. We knew about safety signs and signals.


Task 6 answers
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Task 7 answers
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Task 8 answers

	Cam is helping Anna to check the tickets.

	The mechanic is repairing the oil leak.

	Idi is stopping the train at the red signal.

	Carla is giving Artur a first aid box.

	Ali  is learning a new route.

	We are giving information to customers.

	Tran is contacting the control room.

	The baggage handlers are unloading the plane.

	Nina is helping the passenger in a wheelchair.

	Mila is cashing up.
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Duties at work 


When you work in transport, there are rules you must keep. You have to do induction training when you start work.


You must follow all the fire safety rules. For example, you must check your fire safety equipment. You must wear non-slip shoes. You must lift heavy objects carefully.  Your employer should give you training in safe manual handling.


You should ask your manager if you do not understand anything.





Word check 


Hi-vis is short for


high-visibility.





Artur is a trainee driver for City Transport. Read what Artur says he does.





Today, I am learning to do a pre-shift inspection. I am walking round the outside of the bus to make sure there are no scratches or dents. 





Artur finishes his exterior check.





The exterior of the bus is fine. Now I am checking inside the bus. I am switching on the interior lights. Yes, they are working fine. I am checking the bells and the indicators. I am trying the brakes.





Health and safety at work 


Mona found out about health and safety at work during her induction. She asked her manager when there was something she did not understand.  


During induction, the manager told Mona about the rules she must follow. Mona listened carefully. Now she knows the rules.


Her manager told her how to work safely. Her manager showed her what to do in an emergency. Mona took notes to help her remember. She reported any problems to her manager. Mona is happy at her workplace.





Word check 


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


fix			fixing		


tow 			towing























Health and safety at work 


Mona found out about health and safety at work during her induction. She asked her manager when there was something she did not understand.  


During induction, the manager told Mona about the rules she must follow. Mona listened carefully. Now she knows the rules.


Her manager told her how to work safely. Her manager showed her what to do in an emergency. Mona took notes to help her remember. She reported any problems to her manager. Mona is happy at her workplace.








Artur is a trainee driver for City Transport. Read what Artur says he does.





Today, I am learning to do a pre-shift inspection. I am walking round the outside of the bus to make sure there are no scratches or dents. 





Artur finishes his exterior check.





The exterior of the bus is fine. Now I am checking inside the bus. I am switching on the interior lights. Yes, they are working fine. I am checking the bells and the indicators. I am trying the brakes.



























































Duties at work 


When you work in transport, there are rules you must keep. You have to do induction training when you start work.


You must follow all the fire safety rules. For example, you must check your fire safety equipment. You must wear non-slip shoes. You must lift heavy objects carefully.  Your employer should give you training in safe manual handling.


You should ask your manager if you do not understand anything.





Word check 


You do not double the last letter for CVC verbs ending in w and x.


fix    	       	fixed


borrow        	borrowed
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