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Introduction

The Employment Rights and Responsibilities (ERR) Workbook has been designed to assist employers and training providers deliver this mandatory element of the Apprenticeship Framework. The content, as laid down by the Secretary of State, is as follows: -

1. Statutory rights and responsibilities under Employment Law.

2. Procedures and documentation that affect the relationship between employee and employer.

3. Sources of information and advice on employment rights and responsibilities.

4. The role played by an Apprentice’s occupation in the organisation and industry.

5. Career pathways open to an Apprentice.

6. The types of representative bodies relevant to the industry and organisation and their main roles and responsibilities.

7. Where and how to get advice on the industry, occupation, training and careers.

8. Organisational principles and codes of practice.

9. Issues of public concern that affect the organisation and industry.

It is essential that the Apprentice can demonstrate competence in ERR and, as a result, is required to provide documentary evidence confirming their achievements. This Workbook aims to provide a guide to meeting the minimum requirements of ERR.

Information For Employers & Training Providers

Evidence of competence in ERR can be gathered via the following components of the Apprenticeship programme.

1. Accreditation of Prior Learning (APL)

2. Induction Programme Content (IND)

3. NVQ Assessment/Verification Content (NVQ) 

4. Technical Certificate Content (TC)

5. Portfolios of Evidence (POE)

The Abbreviations indicated above (e.g. APL) are to be used in the evidence sections of this Workbook.

An employer verification record is included as Appendix 1 of this Workbook and should be submitted with the application for the Apprenticeship Completion Certificate.

Information for Apprentices

Apprentices are required to support their learning of ERR and to produce evidence of competence by: 

1. Ensuring that they positively respond to the instruction provided throughout their programme.

2. Asking relevant questions.

3. Ensuring all relevant documentation is completed accurately and legibly.

4. Authorising the employer verification record when the programme is completed.

	
	SECTION ONE

EMPLOYMENT LAW


	

	ELEMENT
	CONTENT
	EVIDENCE REFERENCES

(APL, IND, NVQ, TC, POE) & DATES ACHIEVED


	Contracts of Employment
	· All employees, unless employment is for less than one month, are required to receive a written statement of the key terms and conditions of employment within eight weeks of starting work (Employment Rights Act 1996)

· Contracts of employment are legally binding on both the employer and employee and become effective when a firm offer of employment is made.

· Employment contracts can be permanent (open ended) or for temporary periods of employment (fixed term) and apply to both full and part-time staff.

· Termination of an employment contract is subject to specific rules, which protect employee and employer. Employees who believe that they have been unfairly dismissed have the right to take the case to Employment Tribunal subject to specific terms of reference.

· Employment Law is subject to periodic change which can impact on Contracts of Employment.


	

	ELEMENT


	CONTENT
	EVIDENCE REFERENCES 

(APL, IND, NVQ, TC, POE) & DATES ACHIEVED


	Anti-discrimination Provision
ELEMENT

	· Legislation seeks to ensure the right of any employee not to be discriminated against on the grounds of gender, race, or disability.

· Equal Pay provision relates not just to wages and salaries but all terms and conditions of an employment contract (Equal Pay Act 1970)

· Discrimination on the grounds of race is covered within the Race Relations Act 1976. Exemptions exist relating mainly to employees working wholly or mainly outside the UK.

· The definition of “disability” relates to a wide range of conditions. The Disability Discrimination Act defines that a disabled person is someone who “has a physical or mental impairment which has a substantial and long-term adverse effect on his/her ability to carry out normal day-to-day activities”. The legislation applies to all employers with 15 or more staff and requires them to make reasonable adjustments to working practices and the workplace to accommodate needs of disabled persons. Exemptions apply to specific occupations/disabilities.

· No age discrimination legislation exists in the UK at present although there are examples where employees need to have reached a minimum age to undertake, for example, shift work or work on specific types of plant and equipment.

· The definition of “disability” relates to a wide range of conditions. The Disability Discrimination Act defines that a disabled person is someone who “has a physical or mental impairment which has a substantial and long-term adverse effect on his/her ability to carry out normal day-to-day activities”. The legislation applies to all employers with 15 or more staff and requires them to make reasonable adjustments to working practices and the workplace to accommodate needs of disabled persons. Exemptions apply to specific occupations/disabilities.

· No age discrimination legislation exists in the UK at present although there are examples where employees need to have reached a minimum age to undertake, for example, shift work or work on specific types of plant and equipment.

CONTENT
	EVIDENCE REFERENCES 

(APL, IND, NVQ, TC, POE)

& DATES ACHIEVED


	Working Hours & Holiday Entitlements

	· The Working Time Regulations 1998 applies to all employers in the UK. They define rules on the hours employees can work and specify rest times.

· Special provisions are contained within the regulations that limit the hours that 16 & 17 year olds can work.

· Exemptions exist in relations to specific employees or situations e.g. the self employed and seasonal working. 

· Holiday entitlement and timing of holidays are governed by legislation.

· In specific instances employees are allowed time off from work to undertake public duties e.g. Jury Service.

· Specific regulations apply to both maternity and parental leave.


	

	Sickness Absence & Sick Pay

ELEMENT


	· All employees are required to notify their employer/training provider of sickness or other reasons that prevent attendance on their programme on the first day of absence.

· Rules relating to the provision of medical certificates must be observed.

· Sick Pay procedures are applicable to all employers. Specific rules apply re Statutory Sick Pay and Maternity Pay.
CONTENT
	EVIDENCE REFERENCES

  (APL, IND, NVQ, TC, POE)

& DATES ACHIEVED


	Data Protection
	· The Data Protection Act applies to all data held about an employee by the employer. It covers both computerised and manual filing systems. Specific rules govern what information can be held, how it should be processed and who can access it.

· Individual employees have responsibilities when processing information. Specific examples are contained within the Computer Misuse Act 1990.


	

	Health & Safety
	· The Health & Safety at Work Act 1974 places responsibilities on both employers and employees.

· This legislation is re-enforced by numerous Regulations & Codes of Practice that relate to specific workplaces and work practices.

· The primary regulations appropriate to our sector are as follows:
· Electricity at Work Regulations 1989

· Management of Health & Safety at Work Regulations 1992

· Provision and Use of Work Equipment Regulations 1992

· Personal Protective Equipment at Work Regulations 1992

· Manual Handling Regulations 1992

· Health & Safety (Display Screen Equipment) Regulations 1992 

· Control of Substances Hazardous to Health Regulations (COSHH) 1994

· Reporting of Injuries, Diseases & Dangerous Occurrences Regulations (RIDDOR) 1995

· Fire Precautions (Workplace Regulations) 1997


	

	ELEMENT


	CONTENT
	EVIDENCE REFERENCES 

(APL, IND, NVQ, TC, POE)

& DATES ACHIEVED



	Health & Safety

ELEMENT

	· It is essential that all employees comply with all relevant legislation, regulations and codes of practice appropriate to their occupation. In addition compliance with individual employer Health & Safety policies, procedures and practices is an essential element of the MA Programme.

CONTENT
	EVIDENCE REFERENCES

(APL, IND, NVQ, TC, POE)

& DATES ACHIEVED

	Internal & External Sources & Representation
	· Information sources available to employers and employees in the Polymer & Signmaking sectors include:

1. Health & Safety Executive

2. Learning & Skills Council

3. Business Links

4. Department for Education & Skills

5. Department of Trade & Industry

6. British Plastics Federation

7. British Rubber Manufacturers Association

8. British Sign & Graphics Association

9. Institute of Materials, Minerals + Mining

10. Rubber & Plastics Research Association

11. Trade Unions

12. Citizens Advice Bureau

· Each of the above organisations can provide specific information and advice. In addition these organisations can and do work together to promote common interest and resolve conflicts if necessary.
· Polymer NTO is the organisation responsible for addressing the skills requirements of the industry sector. It is a valuable source of information and advice on training and career developments

· In-company information is communicated using a variety of methods to include employee handbooks, noticeboards, briefing meetings, and newsletters.



	

	ELEMENT
	CONTENT

	EVIDENCE REFERENCES

(APL, IND, NVQ, TC, POE)

& DATES ACHIEVED

	National & Occupational Standards
	· Individual employers develop policies and procedures relating to the operating of their companies many of which are cross-referenced to legislation and codes of practice. 

· Specific documentation developed and published can include:
1. Health & Safety Policy

2. Mission Statements

3. Quality Policy

4. Personnel Policies

5. Grievance Procedure

6. Disciplinary Procedure

7. Customer Care Policy

8. Equal Opportunities Policy

9. Environmental Policy

· It is essential that all employees fulfil their individual commitments to the effective operation of policies and procedures and should obtain guidance if necessary to ensure compliance.


	

	
	SECTION THREE

INDUSTRY ISSUES & IMPACT


	

	ELEMENT
	CONTENT


	EVIDENCE REFERENCES

 (APL, IND, NVQ, TC, POE)

& DATES ACHIEVED



	Issues within the Polymer & Signmaking Industries
APPENDIX ONE

	· Current issues of public concern relating to the industries include:

· Product Recycling

· Environmental issues

· The industries are addressing these issues by adopting new standards relating to the production and recycling of its products.

· Industry representative groups coordinated by its representative bodies notably the Trade Associations are reviewing and publishing guidance to employers and employees. 

· The industries are working closely with their customers to maximise the positive impact on the environment of new product development.
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Apprentice and Advanced Apprentice
	      Name ……………………………………

       Employer  ……………………………….

I confirm that I have completed the Employment Rights & Responsibilities section of my Apprenticeship Programme.

SIGNATURE. …………………………………….

         Date ……………………….


	Employer/Training Provider

I confirm that ……………………………………  has successfully completed the Employment Rights & Responsibilities section of the Apprenticeship Framework.
Name ………………………………


Signature …………………………
Employer/Training Provider…………………………….

        Date………………………


