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WorkSkills sample assignments – user guidelines

· These assignments are meant only as guidance and you should tailor the delivery scenario to suit your context of delivery and the needs of your learners.  

· The evidence collection area is meant as a guidance template and you should amend this as required.  You may also want to choose a different method of assessment and evidence recording.  Please always refer to the delivery guidance in the WorkSkills specifications for further advice on delivery and assessment.
· Please ensure the final assignment used is internally verified
· The assignments have been left as word documents to allow you to amend and tailor.

	Entry 3 

	Unit  14

Investigating Rights & Responsibilities at Work
	Assignment Title: 


	Assignment Issued: ………………………………………………………………………….     Hand in Date ………………………………………………………..


 
Learner’s Name: ……………………………………………………………………………...   Tutor Name: …………………………………………………………………………….

Internal verification date: ………………………………………………….   IV signature: …………………………………………………………………………………………..


	Learning Outcomes
The learner will:
	Assessment Criteria
The learner can:

	1. Understand that they have rights in the workplace


	1.1 Identify aspects of working life where they have rights

	2. Understand that they should respect the rights of others in the workplace
	2.1 Describe how the rights of others can be respected

	3. Understand that they have responsibilities in the workplace

	3.1 Identify aspects of working life where they must fulfil certain responsibilities


Scenario
Employees and the organisations that employ them have certain rights and responsibilities that they must uphold and adhere to. This assignment will introduce you to the concept of having rights at work and will help you to understand the types of responsibilities you are likely to have in the workplace.
	Task 
	AC
	Tutor Guidance and Recommended Evidence

	Task One

a) In small groups discuss what the kind of rights that employees have at work  e.g. the right to a safe working environment

b) Identify THREE workplace rights that employees should have in the workplace.
c) Produce a poster to advertise the employee rights that you have identified.  Your poster will be displayed in a staff common room.
	1.1
	Tutor observation checklist to verify learner’s contribution to the group discussion on employee rights.
‘What are my rights as an employee?’ Poster 

Useful resources: 
http://career-advice.monster.co.uk/in-the-workplace/workplace-issues/what-are-my-rights-as-an-employee/article.aspx

	Task Two

The saying ‘treat people as you would like to be treated yourself’ is very important, especially in the workplace.  
a) In groups look at the company policy statement on employee rights that has been provided. 


b) Discuss why it is important to show respect to your colleagues and identify , for example, THREE ways that you can treat others with respect.  Write your ideas in the worksheet provided.  
Remember in your groups to talk about:

· The right to express opinions and ideas, 

· The importance of respect for other cultures, religions and views, 

· The appropriate use of language, 

· Respect for the privacy of other people’s personal information
	2.1


	The learner should record their ideas in the worksheet provided. 
Essential resources:
Company Policy on harassment attached 



	 Task Three

It is also important to be aware that employees have responsibilities in the workplace as well as rights. 

a) Your tutor will provide the cue cards below.  Sort the cards into two separate piles
           - Employee Rights

      - Employee Responsibilities

b) Write a list of the employee responsibilities that you have identified from the cue cards.  Write your answers in the table provided. 
c) Write a list of the employee rights that you have identified from the cue cards.  Write your answers in the table provided. 

	3.1
	Essential Resources
Employee rights and responsibilities cue cards.  A set of cue cards should be cut out and handed to each group for them to sort into two categories: ‘Rights’ and ‘Responsibilities’. 
Learners should write down the rights and the responsibilities that they identify in the table provided. 
The learner must list at least THREE different aspects of working life where they must fulfil certain responsibilities in order for AC 3.1 to be achieved.

	Task Four

If employees experience problems at work they often need advice and support.  Your tutor will provide you with some cue cards to help you think about the different types of advice available to employees facing problems at work.
a) Think of THREE places that an employee could go for advice on dealing with a problem at work.  Write your answers in the space provided.
	4.1
	Learners should record the THREE sources of help/advice that they have identified in the worksheet provided.
Cue cards with some examples of the types of advice available to employees have been provided to help the learners to identify sources of advice for dealing with problems at work.


Evidence Collection
Task One - Tutor Observation Statement
	Learner’s name:
	
	Unit number and title:
	Unit 14 Investigating Rights and Responsibilities at Work

	Description of activity undertaken (please be as specific as possible)

	Group discussion about employee rights in the workplace 

	Assessment criteria (to which the activity provides evidence)

	1.1 Identify aspects of working life where they have rights


	How the activity meets the requirements of the assessment and grading criteria, including how and where the activity took place

	

	
	
	
	

	Learner’s name:
	
	
	

	
	
	
	

	Learner’s signature:
	
	Date:
	

	
	
	
	

	Assessor’s name:
	
	
	

	
	
	
	

	Assessor’s signature:
	
	Date:
	

	
	
	
	

	Internal Verifier’s signature:
	
	Date:
	


Task Two – How can the rights of other employees be respected in the workplace? (A.C. 2.1) 
Student Name  ……………………………………………………………………………………………………………   Date ………………………………………………………
Why is it important that the rights of others in the workplace are respected?  Think about the discussions you have had and the company policy you have looked at.

…………………………………………………………………………………………………………………………………………………………………………………………………………………
…………………………………………………………………………………………………………………………………………………………………………………………………………………
…………………………………………………………………………………………………………………………………………………………………………………………………………………
Identify THREE ways that you can respect the rights of others in the workplace 
1 ………………………………………………………………………………………………………………………………………………………………………………………………………………
…………………………………………………………………………………………………………………………………………………………………………………………………………………
2.………………………………………………………………………………………………………………………………………………………………………………………………………………
…………………………………………………………………………………………………………………………………………………………………………………………………………………
3.………………………………………………………………………………………………………………………………………………………………………………………………………………
…………………………………………………………………………………………………………………………………………………………………………………………………………………
Task Three – Employee Rights and Responsibilities Cue Cards (A.C. 3.1)
Write down the employee rights and responsibilities that you identified from the cue cards:

	Employee Rights
	Employee Responsibilities

	
	

	
	

	
	

	
	

	
	

	
	


Task Four – Where would you go for advice on dealing with a problem at work? (A.C. 4.1) 
Give THREE examples 

1.……………………………………………………………………………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………………………………………………………………………
2. ……………………………………………………………………………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………………………………………………………………………

3. ……………………………………………………………………………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………………………………………………………………………

RESOURCES SECTION
Dignity and respect at work policy-harassment and similar acts of unwanted conduct

Company Policy Statement

This employer is committed to:

· Provide a working environment which is free from any form of harassment or similar acts such as intimidation, bullying or victimisation, which is personally offensive to the recipients. 


· Ensuring equality of opportunity and the rights of its employees and other people who use its premises to be treated with dignity and respect.

This employer will not tolerate:

· Harassment or similar acts against its employees, whether by physical contact, verbally, or any other unwanted forms of behaviour, nor will it tolerate similar conduct against those who use its premises, such as visitors. 

Dignity and respect can be threatened by discriminatory acts such as harassment and other conduct which is unwanted and personally offensive to the recipient. 

If an employee is subjected to this unwanted behaviour it can have a serious adverse effect on their confidence, health, morale and performance at work. 

Every employee has the right to complain if they believe they are subjected to unwanted conduct which is offensive to them personally. Their complaint will be acted on promptly and decisively, and any employee found guilty of such unwanted behaviour will be disciplined. 

Definition of Harassment and Similar Unwanted Behaviour 

Harassment, and similar acts such as intimidation, bullying, victimisation means: 
· Any conduct based on age, sex, sexual orientation, gender reassignment, disability, HIV status, race, colour, language, religion, political, trade union or other opinion or genuine beliefs, national or social origin, association with a minority, domestic circumstances, property, birth or other status which is unreciprocated or unwanted and which affects the dignity of men and/or women 

· Any behaviour which is unsolicited, personally offensive, and fails to respect the rights and feelings of others. 

Further Definitions and Examples of Harassment and Similar Acts of Unwanted Behaviour 
‘Harassment’ is unwanted conduct, or unwanted contact which is offensive to the recipients and creates worry, stress, or tension. It can be of a sexual, racial or any other nature.
Bullying is unwanted teasing, persecuting an employee to create physical or mental anguish in that employee. It is often based upon unwarranted use of authority or power.
Intimidation is where action against an employee is designed to create fear, tension sufficient to influence the conduct of that employee.

Victimisation is conduct designed to make an employee suffer by exceptional treatment. Some examples of the above are:

Physical Conduct Unwanted physical conduct including touching, pinching, brushing against another, staring, following, abusive threats or gestures

Verbal Conduct/Abuse Offensive jokes, insulting language (including racial name calling or reference to different parts of anatomy) innuendoes. Taunts, pressure for sexual activity 

Non-Verbal Conduct Including display of offensive material objects, making insulting sexual gesture, written materials or graffiti 

Rejecting or Isolating an employee Refusing to converse or work with an employee, exclude from normal work social activities, not include in training and development opportunities 

General Conduct Behaviour that is threatening or intended to ridicule an employee. 

NB    It should be noted that under the various legislations e.g. Sex Discrimination Acts, Race Relations Act, employees can be held personally responsible for acts of harassment.

Task 3 – These cue cards list employee rights and responsibilities. Separate the cards into TWO separate groups:
1. Employee Rights

2. Employee Responsibilities 
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Task Four – Sources of advice for dealing with problems at work:


Line Manager

Human resources department          Supervisor

Health and safety advisor
                     Occupational health officer    

   


  Staff Handbook


Company policies



Intranet




DRESS APPROPRIATELY FOR THE JOB











BE PUNCTUAL 











CONTRACT OF EMPLOYMENT











PROVIDE PROTECTIVE CLOTHING AND SAFETY EQUIPMENT 











A CLEAN AND SAFE WORKPLACE














FOLLOW INSTRUCTIONS











APPROPRIATE USE OF COMPANY EQUIPMENT











PROTECTION AGAINST DISCRIMINATION














REGULAR BREAKS 











FOLLOW COMPANY CODE OF CONDUCT











CONTACT LINE MANAGER WHEN ILL









































FAIR PAY 








