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EMPLOYMENT 
RESPONSIBILITIES 
AND RIGHTS…

‘an apprentices’ guide’.

What is this book for?
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This guide contains notes and information related Employment Responsibilities and Rights.
It can be used as part of the apprenticeship.

You can use this guide with help from your employer and/or trainer.







1.Statutory Rights and Responsibilities

As our industrial society developed over the last 150 years, employment laws were passed by parliament to project the rights of individuals, organisations and the public.

The main areas of employment that are covered by the law are contracts of employment, working hours and holidays, time off when sick (and sick pay), health and safety, data protection and anti-discrimination.

Contracts of Employment
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Working Hours and holidays
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There are special provisions which limit the hours that young workers aged 16 and 17 can work.
There are specific rights and responsibilities that apply in the case of maternity and parental leave.

Time off when sick
There is a statutory right to a prescribed level of sick pay which all employers must abide to. 

Some employers go beyond this and pay additional entitlements if employees are unwell. There are rules as to who can claim Statutory Sick Pay that relate to how old the employee is, how much they earn and whether they have or are claiming any other form of statutory benefit eg: statutory maternity pay or incapacity benefit.
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Health and Safety
The Health and Safety at Work Act 1974 is the main legislation covering health and safety in the work place. Under this Act, employers and employees have certain responsibilities.  The main ones are listed here:
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· Employees have a duty to take reasonable care to avoid harm to themselves or to others by their work activities and to cooperate with employers in meeting statutory Health and Safety requirements. Employees must not interfere with or misuse anything provided to protect their health, safety and welfare.
There are many health and safety regulations and codes of practise that relate to different kinds of work and different sorts of workplaces. There are specific health and safety requirements relating to the employment of young people.
Data Protection
The Data Protection Act 1999 applies to data held by an employer about an employee and covers both computerised and paper based systems. The act covers the processing and sorting of data and covers the responsibilities of both the employer and the employee.
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Anti-discrimination
The right not to be discriminated against on the grounds of gender, age, race, religion or disability is legally protected from the first day of employment and applies to the recruitment process as well as during the periods of employment.
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2. Procedures and Documentation

Many companies have a staff handbook that contains information on aspects such as :
· Pay, benefits and hours of work

· Holidays and other authorised time off
· Sickness

· Health, safety and welfare

· Discipline and grievance

· Joining and leaving procedures

· Anti-discrimination and equal opportunities.

You should enquire whether your company has a handbook and read through it. This should describe how your organisation puts into practise the requirements of employment law as well as describing the systems used within the company.

Here are some of the aspects that they may well appear in:

Health and Safety
There may be specific Health and Safety regulations and codes of practise which apply to the apprentice’s work place and job.

There may be specific measures put in place by the employer to provide protection for the apprentice and others against any risks arising from the particular work being carried out, the environment being worked in or the tools, materials or equipment being used.

Sickness absence and sick pay
The sick pay arrangements are relevant to a particular job that the apprentice is doing.

The rules about how and when employees must notify their employer if they are unable to come to work because of ill health, and the implications of not following these rules.
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Data protection
Who the apprentice reports to on matters to do with their personnel record and the procedure to follow to report any changes in their circumstances.

What type of information is in their personnel and who has access to it.

Anti-discrimination
Equal opportunities policies and procedures in the apprentices work place.

What steps the apprentice should take if they experience or witness discrimination or bullying in the work place. 

This is unacceptable and should not be tolerated by employers.

Bullying can include: unfair and excessive criticism, public insults, repeatedly changing or setting unrealistic work targets, under valuing work effort, shouting and general abusive behaviour.

If you see or are a victim of bullying the first thing you should do is make your manager or the personnel department aware of your problem.

You can also:
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3. Career Pathways

Some skills are very specialised ands relate only to a particular industry, others are found more generally across a range of industries.

A career in engineering can be having a lot of transferable skills that can be developed and take you where ever you want to go! 

See ‘How far will your career take you’ and ‘Which way into engineering’ located in your Apprentice Portfolio.
There are also lots of profiles available on the etcni website: www.etcni.org.uk and I have noted a few below:
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Gavin Hamilton

R&R Engineering

While taking part in the apprenticeship programme Gavin achieved a National Diploma in Engineering and a Higher National Certificate in Electrical/Electronic engineering while working as a Computer Aided Design Technician for R&R Engineering. 

His day to day tasks include producing Computer Aided Design drawings, ordering equipment, preparing estimations and compiling documentation. 
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Representative Bodies
Trade Unions:

Unions represent the interest of their members. Some trade unions have a telephone “help line” to enable quick response to be given, most have a website to answer a range of questions that cover the work place. Unions offer a range of services that include:
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Professional Bodies
In the engineering industry professional qualifications are controlled by the Engineering Council (UK). The council maintains a Register of qualified engineers and the register has three sections: Chartered Engineer (CEng), Incorporated Engineer (IEng) and Engineering Technician (Eng Tech).
Anyone wishing to be on the Register must be a member of an Engineering Institution. 

Over thirty-five Institutions and Associations are affiliated to the Engineering Council (UK) who can be contacted at www.engc.org.uk
For advice on careers, qualifications and awards, contact these organisations:

Engineering Careers Information Service
www.enginuity.org.uk
Connexions





www.connexions.gov.uk
City & Guilds





www.city-and-guilds.co.uk
EdExcel (for BTEC Awards)


www.edexcel.org.uk
EMTA Awards Ltd




www.eal.org.uk

The main employer organisation is the Engineering Employers Federation (EEF).

The EEF represents Engineering and Manufacturing in the UK. It is a federation of 13 regional Associations and the ECIA, the Engineering Construction Industry Association.

The EEF has membership of close to 6,000 companies of all sizes, employing over 900,000 people from every sector of engineering, manufacturing, engineering construction and technology based industries.
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Industry Training Support. Engineering Training Council (ETC) is the main organisation that supports training in the engineering sector and its activities include:
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This book is designed to give you notes on topics which are relevant to your employment.





It is normal to cover these topics in your place of work as this is where they will be most appropriate.








Portfolio





Manager of Section





ERR Information





Further Education








Trainer





Agreed Training Programme





Regular Review Sections








NVQ Assessor





Trainer: A person who has the technical expertise to guide you and to be able to assess of what you are doing in your place of work.


Portfolio: This is where you record the evidence of the skilled tasks that you have completed for your NVQ.


NVQ Assessor: The assessor will assess your tasks to ensure they meet the standards of the NVQ.


Review Sessions: These are vitally important. Without these your apprenticeship may just ‘drift along’. These sessions allow feedback from all concerned and enable the training to remain focused on the requirements of the NVQ.







































































































































































































































































Employment contracts are legally binding on both the employer and the employee and serve to protect each others rights and responsibilities.


The employment Rights Act 1996 entitles all employees to a written statement of the key terms and conditions of their employment within two months of starting work, providing the contract is to last for more than one month.


Employees who believe that they have been dismissed or otherwise treated unfairly have the right to take their case  to an independent employment tribunal, providing certain rules are met about how long they have been employed, and the procedures that have been followed by their employer





The working time regulations 1998 apply to all employers in the UK, regardless of sector or organisation size. They set rules about the amount of time that employees can work and the amount of rest time to which they are entitled. They are enforced by employment tribunals combined with inspections by the Health and Safety Executive.








Employers must safeguard as far as is reasonably practicable, the health, safety and welfare at work of all people who work for them.  This applies in particular to the provision and maintenance of safe plant and safe systems of work and covers all machinery, equipment and substances used.








Working hours and holiday entitlements.


The working hours for apprentices, and the rest periods they are entitled to. 


What steps the apprentice should take to ask for time off work and the rules that apply to time off work for different reasons.





Keep a diary of any instances of bullying


Consider formal grievance procedures


If your health is affected, seek appropriate medical advise


In extreme circumstances you may wish to contact a solicitor





Julie O’Boyle


FG Wilson


The opportunities available in engineering and the chance to gain more qualifications and experiences are what encouraged Julie to join the Apprenticeship Programme. 





Julie's day to day tasks involve internal wiring of diesel generators and control panels in FG Wilson. 


The benefits for Julie are that she is not restricted to an office, doing the same tasks on a daily basis. In engineering she is able to develop experiences in a wide variety of areas. 


In the future Julie hopes to become a fully qualified engineer. 








He believes the apprenticeship has given him a better chance of getting a job in the future as he now has years of experience in a working environment. 


In the future Gavin would like to become a Design Engineer. 








Researching and identifying skills requirements and training needs.


Representing the industry’s training needs to government.


Promoting government initiatives including NVQ’s.


Developing national training models including apprenticeships.


Promoting engineering careers to young people.


Encouraging and supporting life long learning.


Developing occupational standards and products to support skills training and development.





Information and representation on employment rights issues. 


Information and representation on health and safety and environmental issues.


Compensation for members who are injured at work, are unfairly dismissed or suffer from discrimination on matters of age, gender or race.


Pension and legal advice


Information on training and learning





For more careers information, check out the below websites:


� HYPERLINK "http://www.insidecareers.co.uk" ��http://www.insidecareers.co.uk�. Employment opportunities for engineering graduates.


� HYPERLINK "http://www.engineering.org.uk" ��http://www.engineering.org.uk�. Campaign to Promote Engineering makes the UK public aware of the important role that engineering plays in our quality of life and national wealth....


 � HYPERLINK "http://www.careersserviceni.com" ��http://www.careersserviceni.com�. Careers advice and guidance


� HYPERLINK "http://www.wisecampaign.org.uk" ��http://www.wisecampaign.org.uk�. Women into Science, Engineering and Construction.











As the largest sector employers organisation in the UK, the EEF is independent of political allegiance 


and strives to influence the decision of both UK government and 


European institutions in order to create the most favourable 


business environment for its member companies.


EEF can be contacted on � HYPERLINK "http://www.eef.org.uk" ��www.eef.org.uk�








Engineering Training Services (ETS) would like to wish you every success as you begin a very worthwhile and rewarding career in engineering. We are with you every step of the way so please if you have any questions or are unsure about any aspect of your apprenticeship then please call:


Jim McIlveen on 07767 392924


Gillian Winters on 07789 757778


David Cree on 07825 988588









16 of 16.      
(Information extracted from EMTA ERR-001)
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