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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.

	Level 2

	Unit 20  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 why rights and responsibilities are important in a workplace


	1.1 Explain reasons why rights and responsibilities are important in a workplace
1.2 Understand how rights and responsibilities are established and enforced in a workplace

	2. Understand why employees and employers have certain rights and responsibilities


	2.1 Identify the rights and responsibilities an employee has at work

2.2 Explain the implications of employee rights and responsibilities

	3. Be able to access sources of guidance and information about rights and responsibilities at work
	3.1 Identify key representative bodies for employers and employees who would be able to advise on rights and responsibilities

3.2 Describe the type of advice given by key representative bodies


Scenario
Getting on at work!
Employees and employers have responsibilities to each other. They should also expect their rights to be upheld. These rights and responsibilities relate to areas such as the provision of terms and conditions of employment, privacy of personal information, health and safety, equal opportunities and the right to be paid a minimum wage.

The aim of this assessment is to help you understand what is meant by the terms ‘rights’ and ‘responsibilities’ and how they are enforced.
	Task 
	AC
	Tutor Guidance and Recommended Evidence

	Task One 

In small groups of two or three, look at web and dictionary definitions of ‘rights’ and ‘responsibilities’. 
a) In your own words, write the meaning of these words:

Rights

Responsibilities 

b) Provide TWO examples of employee rights in the workplace and write your answers in the template provided 
c)  Provide TWO examples of employee responsibilities and write your answers in the template provided

	
	A table has been provided for the learner to record their definitions.  
You may want to open with a group brainstorming session on rights and responsibilities before learners look at the dictionary definitions.  

	Task Two

a) Give ONE reason why each of the employee rights that you identified in Task One (b) are important in the workplace. 
b) Give ONE reason why each of the employee responsibilities that you identified in Task One (c) that are important in the workplace.  
	1.1
	A template has been provided for learners to record their answers


	Task Three

Rights and responsibilities in the workplace are enforced in many different ways. 

a) From the list of rights and responsibilities below choose TWO areas to look at in more depth:
· Minimum Wage

· Maximum working hours

· Wearing of Personal Protective Equipment (PPE) such as high visibility clothing

· Providing of first aid boxes

· Rest/lunch breaks
· Disclosure of criminal offences
b) For each topic explain whether the example you have chosen is a right or a responsibility

c) Identify if that right/responsibility sits with the employer or the employee

d) Explain how each example is enforced in the workplace
Record your answers in the worksheet provided
	1.2
	A worksheet has been provided for the learner to record their evidence. 


	Task Four
From the list of workplace rights and responsibilities below, choose:

- TWO rights that you have as an employee and explain the implications of that right for the employee.

- TWO responsibilities that an employer has and the implications of that responsibility 
For example: 

Right: An employee is entitled to one week’s notice for every full year worked.

Implication: An employer cannot dismiss a member of the workforce on the spot simply because they are no longer needed. 

· health and safety

· contract of employment

· pay and benefits

· appraisal, promotion and training; 

· job recruitment and advertising

· dismissal, redundancy and retirement, 

· terms and conditions at work

· privacy of personal information

Present your work in an appropriate format.  This might be a table or a short briefing document. 

	2.1

2.2
	The learner should record their evidence as a short written document. 



	Task Five
Representative bodies such as trade unions, staff associations and trade associations often play a very important role in defending and upholding workplace rights and responsibilities. 
a) Using the internet, articles and other useful sources of information, research the different organisations that protect and campaign for workplace rights and responsibilities. Record your research in a small portfolio of evidence.
b) Choose THREE representative bodies that you have come across in you research and describe the type of advice given by each one. Provide at least one example for each of the representative bodies.
c) Use your research and findings to produce a briefing leaflet for employees.  Your leaflet should list THREE useful sources of support and guidance on workplace rights and responsibilities and give examples of the type of advice each organisation can provide. 
 
	3.1

3.2
	Briefing leaflet 


Evidence Collection

Task One (a) – Definition of Rights and Responsibilities 


    
    Use the space to below to explain your understanding of these words in a workplace context:
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RIGHTS    
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RESPONSIBILITIES 




Task One (b) and (c) 
Provide two examples of workplace rights and two examples of workplace responsibilities and explain why they are important in the workplace:

	Workplace Rights
	Workplace Responsibilities

	
	

	
	


Task Two (a) and (b) – Why are workplace rights and responsibilities important?

Explain why each of the rights and responsibilities that you identified above are important:

	Workplace Right
	Why is this important?
	Workplace Responsibility 
	Why is this important?

	
	
	
	

	
	
	
	


Task Three a, b, c, d – How are workplace rights and responsibilities enforced?
	Workplace right/responsibility
	Whose right/responsibility?

(employer/employee)
	How is this enforced in the workplace?

	1.
	
	

	2.
	
	


