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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 1

	Unit 21 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 what ‘rights’ and ‘responsibilities’ are


	1.1 Explain what ‘rights’ are
1.2 Explain what ‘responsibilities’ are

	2. Understand how to respect the rights of individuals
	2.1 Explain the factors that may affect the rights of individuals
2.2 Explain how to respect the rights of individuals

	3. Know laws that can protect the rights of employees
	3.1 Identify laws that can protect employee rights

	4. Know that employers have certain responsibilities
	4.1 Identify employer responsibilities in regard to

• fulfilling a contract

• health and safety

• Equal opportunities and prevention of discrimination.


Scenario 
Getting on at work!

Everyone has the right to be able to work in a healthy and safe environment and the right to be treated fairly and with respect. The area of rights and responsibilities at work and how it affects the people you work with, is an important subject. This assessment provides an introduction to your basic rights at work and how these rights can be enforced through guidelines, company policies and legislation.
	Task 
	AC
	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) Give TWO examples of workplace rights and TWO examples of workplace responsibilities 

	1.1

1.2
	Use the table below to record your research

	Task Two

Imagine you work in the Human Resources department of a large company.
a) Produce a leaflet for new employees to explain what their workplace rights and responsibilities are.  Your leaflet needs to include the following information: 
· Three different factors that may affect your rights as an individual. Give an example for each, explaining how each factor may affect your rights.
· Three different laws that protect the rights of individuals at work

b) Write a short code of conduct for your organisation that explains the company’s policy on respecting the rights of employees and colleagues and add this to your leaflet.  You should think about the following factors:

· use of appropriate language,

· politeness in communicating with others 

· not putting others in danger or at risk through inappropriate behaviour in the workplace

· showing tolerance and respect for differences and diversity, 

· avoiding unfair discrimination against others


You may want to work in small groups for this task.

	2.1

3.1

2.2
	Learners should research laws protecting the rights of employees using the internet, articles and other sources of information.

Guidance leaflet for new employees: 

Rights and responsibilities at work: A guide for new employees

Code of Conduct on respecting the rights of individuals in the workplace.

	Task Three 

Look at the following statements and describe the employer’s responsibilities at work for each of the bullet points: 

· health and safety

· contractual

· working conditions

· equality of opportunity 

· confidentiality of company or organisational information

	4.1
	Use the template below to record your evidence


Evidence Collection

Task One – What are rights and responsibilities?

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



Examples of workplace 

rights: 


RESPONSIBILITIES 




Examples of workplace 

responsibilities:

Task Three – Employer Responsibilities 
	Workplace rights
	What is the employer’s responsibility for each of these examples?

	Fulfilment of contract


	

	Health and safety


	

	Working conditions


	

	Equality of opportunity 


	

	Confidentiality of company or organisational information
	

	Pay 
	


