Employment Rights and Responsibilities Factsheet
Your responsibilities

When you start work, you will have certain responsibilities to your employer, your colleagues and yourself. Each workplace will be different, but we've listed below some of the things you will need to do in most jobs:

·  Always arrive on time, be reliable, and turn up each working day. If you are going to be late for any reason, ‘phone your employer to let them know. 
·  Check what arrangements you need to make to let your employer know if you are unwell. You will usually need to ‘phone the employer before your normal working time to let them know you are not coming to work. If you are too ill to let your employer know, arrange for someone responsible to do this for you.

·  Ask for help if you are unsure of what you are being asked to do at work. It's better to ask now than to make a mistake later on. 

·  Use common sense and don't put yourself or others in danger. Remember to take a responsible attitude to the health and safety of yourself and colleagues.

·  Show an interest in your work - ask questions about the job, get to know your colleagues and contribute to the team.
Your rights

As well as responsibilities you also have certain rights when you start work.

Equal Opportunities

It is important that you are aware of the term “Equal Opportunities” and what it means. When people apply for a job or promotion or start work, Equal Opportunities means that they are all treated equally and they are judged purely on the basis of their ability to do the job. It is illegal for any employer to discriminate on the basis of:

·  Age

·  Colour

·  Disability

·  Ethnic Background

·  Gender

·  Gender Reassignment

·  Marital Status

·  Nationality 

·  Pregnancy

·  Race

·  Religion or belief

·  Sexual Orientation.

If you feel you have been treated unfairly for any of these reasons, there are organisations which can give you help, advice or support. 

Trade union related rights

Trade unions are organised groups of workers. They aim to represent the interests of people at work and negotiate with employers for better terms and conditions for their members.

 The law gives you the right to join a trade union wherever you work. This right applies whether a union has been recognised or not.

You're protected from being disadvantaged for being a union member. Trade union membership is an unlawful reason to:

·  refuse you employment 

·  dismiss you 

·  select you for redundancy.

The law also gives you the right not to join a trade union. The same protection applies to you as it does to union members. In particular employers can't make all workers join the employer's preferred union.
If you lose your job

If you lose your job for any of the following reasons you may have a case for unfair dismissal: 

·  you are pregnant 

·  because of your sex, race, sexual orientation, religion or belief, age, or any disability, or for being a member of a trade union 

·  you refused to undertake dangerous or unsafe activities which posed a threat of physical injury 

·  you tried to join a union 

·  you 'blew the whistle' on wrong doing at work 

·  you asserted your right to be paid the minimum wage or took action against your employer for a breach of employment.

Find out more . . . .

Helplines for Employment Rights

Advisory, Conciliation and Arbitration Service (ACAS)

Has employment rights information on its website - www.acas.org.uk or ring the ACAS helpline 08457 474747 

 Citizens Advice Bureau

Offers free confidential and impartial advice on most issues including your rights as an employee. Last year the bureau dealt with 2540 employment queries.  Find contact details for your local office plus the answer to many queries on the national CAB website: www.adviceguide.org.uk 

Equality and Human Rights Commission For information and advice on issues relating to discrimination and equal opportunities and rights see their website: www.equalityhumanrights.com

or contact the Equality and Human Rights Commission Helpline: 0845 604 6610 

or 0845 604 6620 textphone
Health and Safety Executive 

For information about Health and Safety at work check out their website on -

www.hse.gov.uk/ or telephone the HSE info-line on - 0845 345 0055 

Trades Union Congress (TUC) 

Has information on young people's rights at work on their website - www.tuc.org.uk or www.worksmart.org.uk, a dedicated site for young people at work. 
Right to time off for study or training

 If you're aged 16 or 17, and have left education without a level 2 qualification - for example NVQ level 2, five GCSEs at grades A* to C, or a BTEC First  or level 2 Diploma, Certificate or Award -you are entitled to time off from work to get a nationally recognised qualification, such as NVQ. This could be done at college, with a training provider or in the workplace

You can find out more on the Connexions Direct website www.connexions-direct.com - click on work then work schemes.

You can also talk to your Personal Adviser or visit your local Connexions centre to find out more. 

National Minimum Wage
The Government sets a National Minimum Wage for UK workers. You are entitled to this whether you work full-time, part-time, on a casual basis, from home, for an agency, or on a short-term contract. There are different current+ rates for 16 and 17 year olds of £3.64 an hour – these go up to £4.92 once you reach 18 and again to £5.93 when you are 21 or over. There are different minimum wage rates for apprentices aged 19 or under or in the first year of their apprenticeship.

Apprenticeship rates

There is a new apprenticeship minimum wage rate – this comes into effect in October 2010. This guarantees an apprentice a minimum wage of £2.50 per hour and applies to:

· Apprentices under 19

· Apprentices aged 19 and over, but in the first year of their apprenticeship.

Some employers will pay more than the legal minimum rates especially after the first year.

+The minimum wage rates given above relate to October 2010 and may change in October 2011. 

For more information on the National Minimum Wage you can go online to www.direct.gov.uk and click on ‘Employment’ then ‘Employment Terms and Conditions’ and then ‘Pay’. You can also call the pay and work rights helpline on 0800 917 2368 – for textphones the number is 0800 121 40442. 
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