
English for Human Resources: Unit 1
1. Complete the following sentences. Choose words from the box.

	pension scheme
	redundant
	unemployment

	unemployed
	notice
	early retirement

	maternity leave
	repercussions
	lay-offs

	reprimands
	liaising
	lump sum


a. 
My boss is 55 years old and he has decided to take_______________.

b. 
Under the rationalisation plan, 10 managers are being 
made_______________.

c. 
Discipline is good here. We seldom have to issue any official 
_______________.

d. 
_______________ closely with the Personnel Department is necessary in cases like these.

e. 
We have three part-timers working here at the moment to cover 
_______________.

f. 
Do you expect to receive a _______________ when you leave the 
company?

g. 
What level of  _______________ benefit do you receive if you have been out of work for six months?

h. 
I was given one month’s _______________ to leave.

i. 
How long have you been _______________?
j. 
Do you contribute to a private _______________?
k.  
The _______________ of the new grievance procedure can be very serious.

l. 
We had over 350 _______________ last year. 

2. Match the words on the left with their synonyms on the right.

	1. A contingency 
	a. Deal with a problem

	2. Dissemination of information
	b. Legally responsible

	3. Recoup a cost
	c. Confront a problem

	4. Address a problem
	d. A financial penalty

	5. A fine
	e. Leave

	6. Liable
	f. Distribution of information

	7. Time off
	g. Provision of information

	8. Disclosure of information
	h. A plan B

	9. Accountable
	i. Responsible

	10. Face a problem
	j. Get money back


3. Select a preposition to fill in the gaps in the following sentences.  

1.
The client agreed to pay ______ instalments.


by
with
in

2.
Unfortunately, it seems that Juhani has handed ______ his resignation.


over
in
up

3.
I’ve been informed that I won’t be paid any overtime for these extra hours.  However, I should receive some time off ______ lieu.


with
in
into

4.
Since the merger many new people have been taken ______.


out
on
off

5.
Thanks for your help, but I think I can manage this ______ my own.


by
in
on

6.
I’m not sure ______ the address.  I’ll have to look it ______ in the 
directory.


of/up
about/up
of/through
7.
If you look at this chart, you can see how the situation has changed ______ the last six months.


over
by
for

8.
I’m happy to go ______ the main points after lunch.


into
from
over

4. Read the text below. Select words from the table to fill in the gaps.

	consent
	skiving
	dock
	adopt

	liability
	clause
	in lieu
	notice


Q&A: Snow chaos and your rights
The unusual volumes of snow have disrupted commuters, shut hundreds of businesses and caused traffic chaos in many parts of the UK. 

So what are your rights if you couldn't get into work or if you are an employer and your staff couldn't make it in? 

Richard Nicolle, partner in Denton Wilde Sapte's employment practice looks at some of the issues. 

Q. I couldn't get to work because of the snow. Can my boss __________ my pay? 

Very few jobs - except perhaps some of those in industries such as construction - have a __________ written into their contract saying that if employees cannot get in to work because of weather they lose a day's pay. 

Employees have statutory protection against an unauthorised deduction being made from their wages, so if the employer has no contractual right to deduct pay and if the employee does not __________, deducting pay would be potentially subject to legal challenge. 

In any event, given the widespread disruption in many parts of the country and travel warnings not to make non-essential journeys, it is unlikely that many managers would take this step. 

Q. My child's school has closed because of the weather and there is nobody to look after them at such short __________. What are the implications at work? 

This is an issue which is really going to come to the fore in the coming days. 

Employees have the right to unpaid time off to deal with emergency situations regarding their dependents but this would not normally apply to a situation where the employee was required to look after their children as a result of not having any childcare arrangements. 

However, it is arguable that a situation where school closures were announced in the morning would be seen as constituting an emergency situation and employees would be entitled to statutory protection for taking the day off. 

Strictly, the day would be unpaid but not all employers would take this approach. 

Many employers are likely to take the view that a day off in these circumstances should constitute holiday. 

It is important that employers __________ a consistent approach and as far as possible provide advanced warning to employees of the approach which will apply. 

Q. Anything else for bosses to bear in mind? 

Bear in mind there is a potential health and safety implication. If authorities are telling people to stay at home unless their journey is essential then, potentially, you may not want to put too much pressure on people to return to work. 

Employers have a duty of care to their employees and a potential __________ may exist if employees were pressurised into travelling by car or foot when conditions were dangerous. 

Employers should therefore take a balanced approach between encouraging employees to make all reasonable efforts to get to work and forcing them into a situation where they feel they have no alternative but to travel to work or risk facing possible disciplinary action. 

Q. I battled in to work - even though it was difficult. Many of my colleagues didn't bother and I feel a bit aggrieved. Should I be entitled to get a day's leave __________? 

I'm afraid not. These sorts of situations can lead to resentment among workers - especially as those who are able to make it (or in some cases, those who choose to make it) may have to work especially hard to cover those who are absent. 

But while there may not be any financial reward, the chances are your efforts won't go unnoticed. 

Clearly your colleagues are likely to have different circumstances than your own - so perhaps try to give them the benefit of the doubt rather than assume they have been __________.
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