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Level 1: Reading
Module: Moving on
Module aims

Main aim
We are learning to read a range of texts for detail using text features to locate information.
Other learning aims
We are reading:

· Information from websites to answer questions about the text
· Learning terms used in job descriptions
· Reading texts on union membership and rights at work to answer questions
Module: Moving on
Aim: Reading websites to find out about getting qualifications in the Transport sector
There are different ways of finding out about training. You can ask your line manager. There may be a union learning representative, also called a ULR, in your company who will advise you. Or you can use the internet to find about qualifications and training courses. If you do not have access to the internet at home or at work you can get free access at many public libraries or learning centres, or pay to use a computer at an internet café.

There are several sites that can help you find out about training opportunities and information about employment. The government has a gateway site which gives you links to many other information sites. One of these gives information on training, qualifications and careers.  
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To find this website you type http://www.direct.gov.uk into the space for website addresses on the top. This is called an address bar and a website address is called a ‘url’. This website is regularly updated so the first page will not look the same as this one.    

Task 1

Match the beginnings and ends of these sentences. The first one is an example.
	
	
	information on education, training and careers.

	You can use the internet to find out
	
	into the address bar on a website.

	Directgov has links to
	
	at many public libraries.

	You type a url
	
	to use computers in an internet café.

	You can get free access to the internet
	
	about qualifications and training courses.

	You have to pay
	
	you can ask a union learning representative.


Task 2: Getting information from a website

If you click on different links or type in a key word into the search box you go to other web pages with more information and links. We used the Careers links and went to http://careersadvice.direct.gov.uk/helpwithyourcareer/jobprofiles/
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If you click on a link on a website, a new page will open. This site gives you more than one way to get to pages with further information. Write down the number or numbers of the parts of the webpage on which to click to:
	
	find out about courses

	
	get information in other languages

	
	e-mail an adviser

	
	assess your skills

	
	listen to a podcast

	
	find a phone number to speak to someone

	
	get help to write a CV

	
	find information about jobs in different sectors

	
	search for information.


To do:  try it yourself. 

Type in http://careersadvice.direct.gov.uk/helpwithyourcareer/jobprofiles/ in the address bar of a website page and then type the name of the job you are interested in or click on podcast and listen to advice from a careers adviser.


Language used in job descriptions.
Aim: To become familiar with language used in job descriptions.

There are many ways to find out about job opportunities in your area or other parts of the country. Large bus, rail and aviation companies often advertise jobs on their websites. There are also job centres and recruitment agencies that advertise jobs in their offices or on websites. This is an example of a job description from an agency website.
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Task 3

We have picked out some of the words or phrases that tell you about:

· duties and responsibilities

· skills and qualities applicants must have

· the qualifications or experience applicants need.
Put a ( to show to which category the word or phrase belongs. The first two are examples.
	
	Quality
	Duty
	Skill
	Qualification and experience

	keen
	(
	
	
	

	shunting
	
	(
	
	

	track safety inspections
	
	
	
	

	eager to progress
	
	
	
	

	motivated
	
	
	
	

	enthusiasm to learn
	
	
	
	

	safety critical
	
	
	
	

	flexible
	
	
	
	

	PTS card
	
	
	
	

	wagon loading
	
	
	
	

	operating heavy equipment
	
	
	
	

	worked in a rail depot
	
	
	
	


Building vocabulary

Aim: We are learning words and phrases commonly used in job descriptions.

Read the job description again. Do you know what the words and phrases in bold mean? If you don’t this task will help you find out.

Task 4

Here are the unfamiliar words from the text. Write them in the table next to their definition. The first one is an example.

	casual
	to source
	new generation
	to exceed

	safety critical conditions
	aptitude test
	selection process
	flat rate


	Word or phrase
	Definition

	
	a test to find out whether someone has a natural ability for a particular type of work

	
	situations where there are many risks and work to prevent hazards

	
	to do better or more

	
	an amount that is the same for everyone

	
	not regular or fixed; temporary

	
	the next group of workers

	
	the method of choosing new employees

	
	to find or get something or someone from a place or group


Belonging to a union

Joining a union

All employees in the UK have the right to join a union. The role of the union is to protect the rights of its members. Unions also help to make sure that workplaces are safe, support employees to get on at work, provide legal and other advice to members and their families.


Task 5 

Workers in the transport industry belong to several unions such as UNITE, RMT and ASLEF. One of the unions has ten reasons why you should join. We have picked five.  Match the number of the description with the right bullet point. The first one is an example.
	4
	You can earn more
	
	1.
Unions provide courses to help you 
learn new skills, improve existing ones 
and develop your career. They have 
won agreements with employers to pay 
for courses and provide time off for 
employees to attend them.


	
	You get more and better training
	
	2.
Unions campaign to bring women's 
pay into line with men's. Workplaces 
with union recognition are more likely 
to have an equal opportunities policy.


	
	You’re less likely to be injured at work
	
	3.
Unions campaign for stronger 
laws to make it illegal to 
discriminate on the basis of sex, 
race, age, disability or sexual 
orientation. Black and Asian trade 
unionists earn 32% more than 
non-unionised colleagues.


	
	You’re less likely to be discriminated against
	
	4.
Unions win pay rises for their 
members. Average earnings are 
around 8% higher in unionised 
workplaces.


	
	Your more likely to get equal pay
	
	5.
Union health and safety stewards 
are 
trained to minimise the risk of 
workplace injuries and ensure that 
employers meet their legal obligations.


How unions organise

Read this text from the Unite website:
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Task 6
Read the text above and try and work out what the words in bold mean. Now put them in the right space in the sentences below:

	1.
Every member of Unite belongs to a local __________ which is made up of 
people working for the same employer.

	2.
A group of workers had a meeting to talk about __________    ___________ 
like the hours they had to work and the training they needed.

	3.
Workplace representatives are also called ____________. They are organisers 
who recruit members, hold meetings and help to run ballots.

	4.
The  _______  __________ has organised a course on dealing with aggressive 
passengers.

	5.
We want to __________ for Saleem to become our union representative.

	6.
If you want Della as your representative you must put an X next to her name 
and put it in the box.  This is a secret ______________.

	7.
The union representatives who are _________ to go to our national conference 
are called __________.

	8.
The discussions that union officials hold with employers in order to agree on 
issues are called ______________.

	9.
A _____________ is a set of ideas or a plan of what to do in particular 
situations that has been agreed officially by a group of people or organisation.

	10.
The union reps’ meeting, where they discuss issues, plans and ideas, is part of 
the __________-____________ __________ for the rail and bus 
____________  _______________.
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What unions offer their members?
Unions offer many different services to their members. In your company you may have a steward, a health and safety rep and a union learning rep. These are some of the things they do:
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Task 7
Read the different issues some union members have. Which is the best service for them? They can go to more than one.


	Katya’s contract has come to an end. She has found a new job but the hours and rate of pay are lower than before. She has not paid her rent or her gas bill. She has no money left in the bank.
	(
Debt advice

	
	(
Health and safety

	
	(
Financial assistance

	
	(
Union Learning rep


	Ben is a part-time casual worker.  His employer won’t give him a contract and says he cannot have any paid holidays. 
	(
Union Learning rep

	
	(
Shop steward

	
	(
Financial assistance

	
	(
Health and Safety rep


	Sulee drives a minicab. She takes passengers to the airport. Sometimes she has to lift heavy cases into the boot. She has been told about lifting carefully. She has begun to suffer from back ache.
	(
Union Learning rep

	
	(
Listening and support

	
	(
Health and Safety rep

	
	(
Breaks and holidays


	Uni came to England a few months ago. He is a trained engineer and worked on the railways overseas but he speaks very little English. He is working as a station assistant to learn about UK railways. He wants to go back to engineering.  
	(
Debt advice

	
	(
Listening and support

	
	(
Union Learning rep

	
	(
Shop steward



Task 8: Your rights at work

Ben’s shop steward tells him that it doesn't matter what your boss or your contract calls you, all workers still have a number of basic legal rights including:


· to be paid the minimum wage
· to get four weeks paid holiday (after you have worked for 13 weeks)
· to work in a safe environment
· to be protected from harassment or discrimination.
His employer should give him a contract that includes:
· a job description that lists his duties and responsibilities
· details of his pay
· the hours he has to work
· how much notice he has to give if he wants to leave the job
· how much notice the employer has to give him to end the job
· his holiday entitlement
· what he has to do if he takes time off if he is sick.

Contracts may also include other information such as:
· extra pay you get if you work extra hours (overtime) or if you work on public holidays
· parental leave
· training that you are expected to do 
· training opportunities that you can take if you wish.
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Read the statements below and put a tick to say if they are true or false or you can’t tell.


	
	True
	False
	Can’t tell

	The minimum wage is the most your employer can pay you.
	
	(
	

	You must not do a task that is not in your job description.
	
	
	

	By law all staff should have a contract.
	
	
	

	A bartender tells his employer that he is gay.  The employer tells him to leave. His employer has broken the law.
	
	
	

	Rudi speaks very little English and finds it difficult to understand Pat, his supervisor. Pat gets impatient and repeats what she says more loudly. Rudi thinks she is shouting at him. Pat is bullying Rudi.
	
	
	

	Suresh has been in his job for two months. His sister is getting married in Dubai. He wants to take two weeks holiday to spend with his family.  His employer says he will give him only one week paid holiday. His employer is breaking the law.
	
	
	

	Shamma is pregnant and needs to take time off to see the doctor. Her friend tells her that she is entitled to paid time off.
	
	
	


How did you get on?

Module 3: Moving on answers

Task 1 answers

	If you are a member of a union
	
	information on education, training and careers.

	You can use the internet to find out
	
	into the address bar on a website.

	Directgov has links to
	
	at many public libraries.

	You type a url
	
	to use computers in an internet café.

	You can get free access to the internet
	
	about qualifications and training courses.

	You have to pay
	
	you can ask a union learning representative.


    


Task 2 answers

	1
	find out about courses

	6
	get information in other languages

	4
	e-mail an adviser

	9
	assess your skills

	7
	listen to a podcast

	5
	find a phone number to speak to someone

	2
	get help to write a CV

	8
	find information about jobs in different sectors

	3
	search for information.


Task 3 answers

	
	Quality
	Duty
	Skill
	Qualification and experience

	keen
	(
	
	
	

	shunting
	
	(
	
	

	track safety inspections
	
	(
	
	

	eager to progress
	(
	
	
	

	motivated
	(
	
	
	

	enthusiasm to learn
	(
	
	
	

	safety critical
	
	
	(
	

	flexible
	(
	
	
	

	PTS card
	
	
	
	(

	wagon loading
	
	(
	
	

	operating heavy equipment
	
	(
	
	

	worked in a rail depot
	
	
	
	(


Task 4 answers

	Word or phrase
	Definition

	aptitude
	a test to find out whether someone has a natural ability for a particular type of work

	safety critical conditions
	situations where there are many risks and work to prevent hazards

	to exceed
	to do better or more

	flat rate
	an amount that is the same for everyone

	casual
	not regular or fixed; temporary

	new generation
	the next group of workers

	selection process
	the method of choosing new employees

	to source
	to find or get something or someone from a place or group


Task 5 answers

	4
	You can earn more
	
	1.
Unions provide courses to help you 
learn new skills, improve existing ones 
and develop your career. They have 
won agreements with employers to pay 
for courses and provide time off for 
employees to attend them.


	1
	You get more and better training
	
	2.
Unions campaign to bring women's 
pay into line with men's. Workplaces 
with union recognition are more likely 
to have an equal opportunities policy.


	5
	You’re less likely to be injured at work
	
	3.
Unions campaign for stronger 
laws to make it illegal to 
discriminate on the basis of sex, 
race, age, disability or sexual 
orientation. Black and Asian trade 
unionists earn 32% more than 
non-unionised colleagues.


	3
	You’re less likely to be discriminated against
	
	4.
Unions win pay rises for their 
members. Average earnings are 
around 8% higher in unionised 
workplaces.


	2
	Your more likely to get equal pay
	
	5.
Union health and safety stewards 
are 
trained to minimise the risk of 
workplace injuries and ensure that 
employers meet their legal obligations.


Task 6 answers

	1.
Every member of Unite belongs to a local ___branch____ which is made up of 
people working for the same employer.

	2.
A group of workers had a meeting to talk about __common___    ___issues___ 
like the hours they had to work and the training they needed.

	3.
Workplace representatives are also called ___stewards___. They are organisers 
who recruit members, hold meetings and help to run ballots.

	4.
The ___safety___ ____rep____ has organised a course on dealing with 
aggressive passengers.

	5.
We want to ___vote____ for Saleem to become our union representative.

	6.
If you want Della as your representative you must put an X next to her name 
and put it in the box.  This is a secret _____ballot______.

	7.
The union representatives who are ___elected____ to go to our national 
conference are called ___delegates____.

	8.
The discussions that union officials hold with employers in order to agree on 
issues are called ___negotiations_____.

	9.
A ___policy___ is a set of ideas or a plan of what to do in particular situations 
that has been agreed officially by a group of people or organisation.

	10.
The union reps’ meeting, where they discuss issues, plans and ideas, is part of 
the ___policy___-___making_____ ___mechanism___ for the rail and bus 
___industrial_____  ____sector____.


Task 7 answers

	Katya’s contract has come to an end. She has found a new job but the hours and rate of pay are lower than before. She has not paid her rent or her gas bill. She has no money left in the bank.
	(
Debt advice

	
	(
Health and safety

	
	(
Financial assistance

	
	(
Union Learning rep

	Ben is a part-time casual worker.  His employer won’t give him a contract and says he cannot have any paid holidays. 
	(
Union Learning rep

	
	(
Shop steward

	
	(
Financial assistance

	
	(
Health and Safety rep

	Sulee drives a minicab. She takes passengers to the airport. Sometimes she has to lift heavy cases into the boot. She has been told about lifting carefully. She has begun to suffer from back ache.
	(
Union Learning rep

	
	(
Listening and support

	
	(
Health and Safety rep

	
	(
Breaks and holidays

	Uni came to England a few months ago. He is a trained engineer and worked on the railways overseas but he speaks very little English. He is working as a station assistant to learn about UK railways. He wants to go back to engineering.  
	(
Debt advice

	
	(
Listening and support

	
	(
Union Learning rep

	
	(
Shop steward


Task 8 answers

	
	True
	False
	Can’t tell

	The minimum wage is the most your employer can pay you.
Minimum wage means the least your employer can pay you.
	
	(
	

	You must not do a task that is not in your job description.

Your employer cannot make you do a task that is not in your job description, but you can do it if it is reasonable and safe.
	
	
	(

	By law all staff should have a contract.
	(
	
	

	A bartender tells his employer that he is gay.  The employer tells him to leave. His employer has broken the law.
	(
	
	

	Rudi speaks very little English and finds it difficult to understand Pat, his supervisor. Pat gets impatient and repeats what she says more loudly. Rudi thinks she is shouting at him. Pat is bullying Rudi.

Sometimes people feel harassed or bullied because of a lack of understanding. If this happens it is a good idea to talk to someone who can help you.
	
	
	(

	Suresh has been in his job for two months. His sister is getting married in Dubai. He wants to take two weeks holiday to spend with his family.  His employer says he will give him only one week paid holiday. His employer is breaking the law.
	
	(
	

	Shamma is pregnant and needs to take time off to see the doctor. Her friend tells her that she is entitled to paid time off.
	(
	
	


If you need legal advice and there is no union at your workplace you can contact the Citizens Advice Bureau. You can find the address from a telephone directory, the library or from the website www.citizensadvice.org.uk. It helps everyone not just citizens. 
You can also contact an organisation called ACAS, www.acas.org.uk , telephone: 08457 47 47 47. ACAS works with employers and employees to solve problems in the workplace.

Legal advice from both organisations is free and confidential.
�Transport











Health and safety reps work to make the workplace as safe as possible. They can:


	talk to the employer on behalf of members on any health, safety and welfare matter


	inspect designated workplace areas at least every three months


	investigate any potential hazards, complaints�by members and causes of accidents, dangerous occurrences and diseases.








Designated workplace area: the part of the workplace that the  health and safety rep is responsible for.  


Designated means chosen for a special purpose: e.g. the kitchen is designated for preparing food.





Stewards are the main union representatives. They:


	recruit and organise members 


	talk to members about workplace problems and advise them 


	represent members in the workplace.





Rep is short for representative.





Unions also offer welfare advice and help. UNISON is a registered charity. It runs a confidential service offering advice and support just for UNISON members and their families. For example it offers:


	debt advice


	listening and support


	financial assistance


	breaks and holidays


	personal advice.





Here harassment means to annoy, bully or upset someone.  This may include threatening someone, teasing someone because of the way they look, their sex or their race. Bullying at work is not acceptable.





Here discrimination means to treat someone badly because they are different from the majority in a group. It is against the law to discriminate against an employee because of their race, gender, sexual orientation, religion, disability or age.








Some union learning representatives will advise you even if you are not a member of their union.












































































































































































































































Union learning reps promote the collective and individual learning needs in their workplace. They may: 


	negotiate with an employer for learning facilities


	negotiate for time off to learn


	help a member to find the right course for them


	support someone learning a new skill.





Unions organise their members in branches. Each branch is made up of employees who do similar kinds of work or face common issues in their workplaces.


Members elect workplace stewards and safety reps and vote for branch officers. Branches are supported by regional centres where union staff work with elected members.


Each union branch elects its representatives to attend national delegate conferences and vote on behalf of all local branch members.


Each industrial sector in Unite has its own policy-making mechanism and its own conference – so there are many opportunities for members to influence what Unite says and campaigns for nationally.


The decisions of the industrial conferences are debated at the Unite national conference, which is held every two years. Members can attend, vote and speak at these important conferences and help shape what the union does.


Members are also elected through an annual individual ballot to join the union’s executive council. This body helps decide policies and activities and works with staff to support members. Regional offices provide support for branches in local negotiations and representation of members.








A logo is a design or symbol that represents a company.





VACANCIES FOR RAIL TRACK OPERATIVES





Salary: 	£11 per hour / £17,160 pro-rata


Location: 	Belston


This is a wonderful opportunity for keen and motivated individuals to join a dynamic company within the UK Rail industry. Our client will be using these casual positions to source a new generation of permanent staff.





Role description


You will join the Ground track team and undertake all aspects of depot based roles including:


shunting


wagon loading


track safety inspections


operation of all heavy and industrial depot equipment.


The company believes that organisation and preparation are key to running a busy rail depot, therefore, you will be trained to exceed industry standards in your role.





Required experience


Ideally, you will have at least some experience of working within a rail depot under safety critical conditions in a similar role. All candidates must hold a current Personal Track Safety (PTS) card and have some rail experience.


As this role is classed as safety critical, we expect candidates to take an aptitude test as a part of the selection process.





Benefits package


Our client is offering candidates a flat rate of £11 per hour with full industry training in every area of your role. Permanent, full time positions may be available to candidates who show flexibility, enthusiasm to learn and eagerness to progress further. These casual roles will provide you with the opportunity to show that you should be next in line for a permanent position.








CV stands for Curriculum Vitae: a written description of your work experience, educational background, and skills.





If you are a member of a union
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