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	1. What a employer looks for in an employee


	Educational narrative to achieve learning objectives 
	Learning Objectives

	1.1 Presentation


	These learning objectives relate to preparation for interview, or actually in an interview.

Positive and negative effects of personal behaviour:
It is important that a future employer has a positive impression of you because they need to make a judgment very quickly for someone to work in their company. You need to appear to be: Reliable

Trustworthy

Polite

Clean

Eager, keen and motivated

Sober

Demonstrate a knowledge of the elements that affect the way people see you 
Your dress: always dress smartly not matter what the job is, don’t dress as you would to do the job. Don’t wear your baseball cap and your hoody. E.g., going for an interview on a building site, dress smartly not in working clothes.

Personal hygiene: Make an extra effort for an interview, but don’t wear really strong perfume or aftershave. 

Facial expression: Smile (but don’t grin), look interested, make eye contact without glaring. 
Body language:  If it feels comfortable when you go into the interview shake hands and say your name. When answering questions lean slightly forward. But, don’t slouch,  don’t  pick your nose/ears/teeth, don’t fart, don’t burp, don’t yawn don’t scratch, look alert and interested, don’t stare out of window or at the floor.
Acceptable language: Speak very clearly and be sure that the other person can understand and hear what you are saying. Address the person in the way they have introduced themselves, e.g., if they say their name is Mr. Branson, call them Mr. Branson. Don’t swear, and don’t be too ‘street’ (Jill can you check this!)
Concern for others: If you interviewed in a group, always ask and answer questions and show you are listening to other group members.
Humor: This doesn’t mean trying to be funny by telling jokes in the interview. (Input from writing group)
Don’t drink, smoke or take other substances before the interview. 

You can also get help and advice on getting a job on the internet. Here are some examples:

Tips for the interview:

http://www.direct.gov.uk/Emplyment/Jobseekers/Looking for Work 
How to write an application letter: 
http://www.direct.gov.uk/Emplyment/Jobseekers/Looking for Work
Looking for a job safely:
http://www.direct.gov.uk/Emplyment/Jobseekers/Looking for Work
	1. Recognise the positive and negative effects of personal behavior

2. Identify the elements that affect the way people see you

	1.2 Time Keeping


	Get to your interview on time: 

Work out how to get there – you might need to check bus and train timetables, or ask someone for a lift. Remember that if you get the job you’ll have to make your own way there every day. 

Make sure you leave plenty of time to get to your interview, in time to go the toilet, and find the right room. Arriving a quarter of an hour early would be a good idea. 

What is good time keeping?

This means being ready to start work at the right time and not just turning up at this time. For example, leave enough time before you are due to start work to go to the toilet, get a drink, or whatever.
Get back in time from your breaks and stay to your proper finish time. Don’t start getting ready to leave 10 minutes early.

Good time keeping will help you keep your job, and might even help you to get promotion.

Lateness could lose you pay, land you a warning, or even the sack. 
	1. Recognize the need for good time keeping at work

2. Identify the consequences of poor time keeping

	1.3 Loyalty and commitment


	Identify the personal benefits of commitment

Companies expect their employees to be committed to the company. You can show this by always turning up on time, working hard, being part of a team and willing to learn new skills.
The benefits of doing this are to: -

Make you feel good about work

Help you fit in

Increase you chances of promotion or a pay rise

Gain the respect of your co-workers

Respond appropriately to a challenge to your loyalty
If someone questions your loyalty to your work, try to find out why they feel this way. The reasons may or may not be your fault. If these problems are down to you, try to put these things right because it will help you in the future. If it is not your fault, be assertive and explain what has happened.
 
	1. Identify the personal benefits of commitment

2. Respond appropriately to a challenge to your loyalty

	1.4 Personal Hygiene


	The need for good personal hygiene:

Good Health: Lice, tooth decay, gum disease, stomach upsets can all be prevented with a good personal hygiene routine.
Successful Relationships: People are more likely to be happy to be around you if you have a good personal hygiene routine.
Getting a job: An employer will expect you to turn up for an interview clean and well presented. If you don’t you won’t get the job.
Daily: bath, shower, hair wash, teeth, deodorant, underwear, socks, shave in some cases.

Wash your hands after the toilet, before you eat, before making a meal. 
Weekly: toe nails, shave, finger nails, washing clothes and fumigating trainers.


	1. Recognize the need for good personal hygiene – recognizing the effect on others

2. Identify daily personal hygiene routines

3. Identify less regular personal hygiene routines

	2. Your first days at work
	Educational narrative to achieve learning objectives 


	Learning Objectives

	2.1 Planning your route to work


	Advantages and disadvantages of planning your route:

Advantages:

You need to make sure you have got timetables and enough money for your ticket. 

If you plan your route to work you will know where you are going and it will take some of the stress away of your first day 
If you plan your route to work you will know what time to set off to get to work on time
If you get to work on time you will start off with a good reputation
If you are often late to work you could  get the sack
Disadvantages:

If you are late for your first day you would get into trouble with your boss. 

You would also let your colleagues and team mates down by being late.

Not leaving enough time to get to work will make you feel stressed 

The need to allow sufficient time:

It is a good idea to rehearse your trip to work before the first day

You should allow enough time for the breakfast, hygiene, collecting money/bus pass, in order to catch your bus for work.
Leave extra time in case something goes wrong, like the bus is late for example
	1. Recognize advantages and disadvantages of planning or not planning a route to work

2. Understand the need to allow sufficient time for your journey

	2.2 First days at work


	Identify concerns you might experience on your first days at work

Most people feel a little nervous when starting a new job, especially if it is your first job after leaving school or college. Nerves are normal.
You might worry whether you will fit in 

You might worry whether you can do the job

You might be worried about having enough money to last to your first pay day

Employ a range of strategies to combat concerns on your first days at work

Remember that you have been interviewed for the job and the company has decided you are the best person for the job

Find out as much as you can about your new job before you start
Find out what you need to take, such as packed lunch, lunch money, uniform, or the right clothes to wear.

Plan your route and make sure you arrive on time

Make sure you get an early night before your first day at work and get a good breakfast

Don’t have a heavy session or a late night before starting work

Work out a sensible budget of how much money you need until you first get paid. If this is not enough talk to someone who could help, such as members of your family or friends, your Connexions worker or the Benefits Agency

If you are experiencing problems you could always talk to your new employer, they might be able to help


	1. Identify concerns you might experience on your first days at work

2. Employ a range of strategies to combat concerns on your first days at work



	2.3 Company Hierarchy


	Recognize a line management structure and Identify own position in a company 

When you start work you will need to find out where you fit into your new company, and who you report to
Your company may have different departments that deal with different parts of your work, such as Human Resources, Health and Safety, Training and Administration.

You will need to find out who you talk to about:

· if you are ill and need some days off work

· you want to book some holidays

· you require some training, such as for health and safety 

You will need to find out if you are responsible for anybody else

Recognize how individuals interact within the line management structure

You will need to find out who are the key people are in your new company

This will help you to behave appropriately at work. For example, if the head of the company makes a surprise visit they may expect you to be on your best behaviour. 


	1. Recognize a line management structure

2. Recognize how individuals interact within the line management structure

3. Identify own position in a company

	2.4 Training and Development


	Recognize that training and development includes both formal and informal approaches

In your new job you may receive two types of training. Formal training which could be things like first aid, health and safety, and career development. Informal training is where you learn from colleagues and other workers, sometimes called on-the-job training. This can be things like how to use particular equipment, or how to do particular tasks.

Identify appropriate training tasks to meet a specific need.

Find out from your supervisor or boss what training you may need to do your job properly.

Find out what training is available to do your job better and improve your chances. 
One of the most important pieces of training you may need is Health an Safety
Your employer should give you Health and Safety training when you start work. 
 There are certain things that you must be aware of to keep yourself and others safe in your job. These are: 
· You must take reasonable care for your own health and safety and that of others 
· You must co-operate with your employer on health and safety. 
· If you have been given protective clothing (for example gloves, hard hats and shoes) you must wear them. 

· If you have to use equipment in your job, you must use it in the way you have been trained.

· If you have been given anything for your health and safety at work don’t mess around with it or break it. 
· If you have any questions on health and safety in your job, first ask your boss, or – if you have one – your safety representative or trade union representative.
If you need more information on Health and safety training you can look on the Internet for training. Some useful sites are:

http://www.direct.gov.uk/Employment/Employees/HealthAndSafetyAtWork/HealthAndSafetyAtWorkArticles
If these sites are not working, type ‘health and safety training at work’ into your search engine and this will lead you to some useful information.
	1. Recognize that training and development includes both formal and informal approaches

2. Identify appropriate training tasks to meet a specific need

	2.5 Dress Codes


	Recognize the need for appropriate clothing for work and identify appropriate clothing for a range of working environments.

You could have got clues on how to dress if you went for an interview. How did other workers in the company dress? How you dress at an interview can be very different from how you would normally dress for work. You would always dress smartly for an interview even if the job required you to wear different clothes.
If you are told what to wear for work or given a uniform, then there is no problem as long as you stick to it. 
Companies will expect you to dress in a particular way.

This could  be because: -

It is what customers expect such as in a restaurant or shop. 
It could be the type of business such as a bank or an office.

Hygiene reasons such as food preparation or health work.

For your own safety like on a building site or factory. 

If you are not sure what you should wear for your new job it could be an idea to ask them.

Identify the direct effect of clothing on working situation
Wearing the right clothes will help you fit in and feel comfortable. The right clothes will also help you stay safe, protect you and allow you to do your job properly. 

	1. Recognize the need for appropriate relevant clothing for work

2. Identify appropriate clothing for a range of working environments

3. Identify the direct effect of clothing on working situation

	3. Your rights at work
	Educational narrative to achieve learning objectives 


	Learning Objectives

	3.1 Working Hours and holiday entitlements


	Identify legal entitlement to holidays and statutory holidays

You are entitled to holidays from work and don’t let your new employer tell you otherwise, or that this just happens in other jobs but not yours. The basic rights and protections that the Government Regulations provide are:

· a limit of an average of 48 hours a week which a worker can be required to work (though workers can choose to work more if they want to). 

· a limit of an average of 8 hours work in 24 which nightworkers can be required to work. 

· a right for night workers to receive free health assessments. 

· a right to 11 hours rest a day. 

· a right to a day off each week. 

· a right to an in-work rest break if the working day is longer than 6 hours. 

· a right to 4 weeks paid leave per year. 

Recognize that there is a work time directive

These rights are called your ‘Work Time Directive’.  There are special rights if you are young when you start work. These are:

Young workers may not ordinarily work more than: 

· 8 hours a day 

· 40 hours a week 

These hours worked cannot be averaged out over a number of weeks and you cannot choose yourself to opt-out of these. You may work longer hours where this is necessary to either: 

· maintain continuity of service or production, or 
· respond to a surge in demand for a service or product 

and provided that: 

· there is no adult available to perform the task 

· the training needs of the young worker are not adversely affected (For example, it does not cause you to miss your health and safety training) 

If you are a young worker who is employed on ships or have joined the armed forces you will probably be required to work longer than these limits.  
You can look up current information on working hours and holidays on the internet at:

http://www.dti.gov.uk/er/work_time_regs/index.htm


	1. Identify legal entitlement to holidays and statutory holidays

2. Recognize that there is a work time directive

	3.2 Minimum Wage Laws


	Identify your minimum wage entitlement

The national minimum wage means all workers are treated fairly. It sets hourly rates of pay below which your pay must not fall. 

The National Minimum Wage has increased again in October 2005

The minimum wage is your legal right if you are above the school leaving age. There are different minimum wage rates for different groups of workers: 

· The main rate is for workers aged 22 and over. On 1 October 2005 this rate was raised to £5.05 an hour, from £4.85
  

· The accredited training rate is for workers aged 22 and over who are receiving accredited training in the first six months of a job with a new employer. On 1 October 2005 this rate of the minimum wage was raised to £4.25 an hour, from £4.10.
  

· The development rate is for 18-21 year olds. On 1 October 2005 rate of minimum wage was raised to £4.25 an hour, from £4.10.
  

· The development rate for 16-17 years olds. This rate is £3.00 an hour.
  

NB: 16 and 17 year old apprentices are exempt from the young workers rate.

Identify sources of information related to current minimum wage levels
Minimum wage allowances change from time to time. The minimum wage might have changed since these figures were published. Don’t worry - if you need more information on Minimum Wage Laws you can look on the Internet. Some useful sites are:

http://www.dti.gov.uk/er/nmw/index.htm
If these sites are not working, type ‘Minimum Wage Laws’ into your search engine and this will lead you to some useful information.


	1. Identify your minimum wage entitlement

2. Identify sources of information related to current minimum wage levels

	3.3 Basic Rights at work


	The learner will recognize the need for a contract of employment and a wage slip

A contract of employment is an agreement between you and your employer. It will tell you things like how many hours you are to work a week, what work you are expected to do, how much holiday you will get and your wages. 

It is important that you get a contract of employment because it will make sure that you are treated fairly. It will also explain what your responsibilities to the company are.
A wage slip shows you how much you have earned, how many hours you have worked and what tax and other deductions have already been taken from your pay. These are important if you have a disagreement with your employer and you should keep these somewhere safe.

The learner will be able to identify their employment terms and conditions, including grievance procedures 

When you start job job you should be treated fairly. When you start work, you are entitled to:

· A payslip show much you earn and any deductions made from your pay. 

· A minimum wage

· Working time rights – this means you are entitled to breaks, holidays and a maximum number of hours you should work per week

· Equal pay with members of the opposite sex, race or disability if they are doing the same job as you

· Not be discriminated against for reasons of your sex, race or any disability

· Work in a place which is safe

If you do have a disaggreement with your employer, such as you think you have been underpaid or you have been asked to do something which you don’t think is safe, you can make a complaint. This is known as a grievance procedure and your company should have a copy of this that you can read.
It is alsways worth trying to talk to your line manager or supervisor if you have a grievance. 

	1. The learner will recognize the need for a contract of employment and a wage slip

2. The learner will be able to identify their employment terms and conditions, including grievance procedures

	3.4 How and who to complain to


	To be able to recognise unfair treatment and identify who to raise a complaint with

You will often be asked to do things you don’t like, but this might be part of your job. 

Unfair treatment might be things like:

Bullying
Treated differently because of your race, sex, religion, disability or ethnicity

Being asked to do something which is not safe

Being asked to so something other people who do the same job have not been asked to do

If you feel that you are being treated unfairly talk it through with somebody in the company first, and if you are not satisfied then you may need to speak to someone who is independent such as a trade union representative or the Citizens Advice Bureau.
Use assertive techniques to make their point
Sometimes when you think you may have been treated unfairly, you might feel angry and over-react. Showing aggression will not usually get you what you want and may cause problems for you in your job. You may be able to use some of the following ideas to help you get your point across.  

5 Points for assertiveness:- I think……
	1. To be able to recognise unfair treatment

2. To identify who to raise a complaint with

3. Use assertive techniques to make their point


