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Health, safety and welfare

A. Choose the correct words from the box to complete these sentences. Each word comes after safety.

audit o committee o feature o iregularities e egislation  offence
officer  precautions  regulations e representative

1. Behaviour at work which can cause a hazard is called is safety

2. Actions to try to make sure something is safe at work are called safety

3. Anofficial who checks places of work and work methods to make sure they are safe is called a
safety

4. Acheck of the workplace to see how safety regulations are being implemented is called a safety
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A group of people set up to examine the health and safety policy of a particular company is called a
safety

6. When a place of work is not safe for its employees, customers and contractors (usually because the
management have not made sure it is safe, or have not followed safety rules), we say that it has.
safety

Rules that make a place of business safe for employees, customers and contractors are called safety

A union member who checks that a company and its methods are safe is called a safety

9. Agovernment law to make sure that places of work are safe is called safety

10 Something on a tool or machine which prevents it from injuring the person using it is called a safety
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B. Match the words in the first box with the words in the second box to make safety features that you
should find in a place of work.

emergency o fire o fistaid o assembly e smoke

access o alarm o blanket o bucket e detector ¢ door ® escape
exit o extinguisher o hose e kit/box e officer ® point e post
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Personal qualities

At job interviews, candidates are assessed on their suitability for the job they are applying for. In addition to
their qualifications and experience, interviewers have to look at the other qualities that make a candidate
suitable for a job or not.

The same qualities are also considered when staff receive appraisals and assessments.

Use the nouns and adjectives in the box to complete the sentences. One word can be used twice. The first
one has been done for you.

abrasive ¢ ambiion e conceited e confidence o confrontational  critical
decisive e impulsive ® industrious ® udgement e motivation e obstinate * popul
practical e professional ® punctual e rapport e relationship  reliable  reserved
sensible o sensitive o selfish e sociable e wiling
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12.
13.

She's very__popular _: everybody likes her, and enjoys working with her.

She isn't very good at making decisions. She's not very

He works well with everyone: he has excellent with his colleagues.

He always arrives on time. He's very

He's always 1o cover for others when they need to take time off.

I you ask her to do something, you know she will do it because she's so

She's always pointing out people’s faults. She's so

He quite and gets upset when people point out his faults.

She's very 1o the needs of others, and will always help people if they have problerms.
She deals with problems well and makes good decisions, and in that respect she's very
He shows excellent when making difficult decisions.

She seems to be rather and doesn't mix well with other members of staff.

His main problem s that he is extremely and rarely thinks carefully before making
important decisions.
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14.
15.
16.

17.
18.

19.
20.
21

22
23

24,

25.

He's extremely. and almost never takes others' advice.

He never shares information, and never helps others. | think he's basically

She's a very worker, and really enjoys spending time with her colleagues both inside and
outside the office.

He's very , and always works steadily and hard.

He has a very approach; he's clearly well-trained and good at his work, and always does a
good job.

She's rather : she thinks she's much better than everybody else.

He clearly has and is keen to move up the company ladder.
Ithink he lacks sufficient ; he doesn't seem very keen, and always has to be told what to
do.

She's always arguing with everyone. She has a very poor with her colleagues.

One of his main problems is that he lacks : he always seems worried and nervous, and
always has to check that he's doing the right thing.

He has a very manner when you speak to him, and s a result people don't go to him
with their problems.

People complain that he's very and is always starting arguments or making people angry.
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Rewards and benefits 2

Exercise 1

Complete the text with appropriate words and expressions from the box. The first one has been done for
you

acceptance bonus  ©  attendance bonus basic * benefits * commissions e comradeship
development o direct o duvetdays e extras o extrinsic o fixed
flexible e gainsharing e growth e incentive e indirect e insurance e intrinsic
motivation e pensions  performance-related  premium bonus * production bonus
profitsharing e recognition e satisfaction ® securty e share e skill e status
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Rewards for work fall into two main groups.

The first, and in many opinions the most important, is that of 1. _direct _or 2. rewards. These
are real, material rewards, and include 3. pay (a quaranteed wage or salary paid by the hour, or on
aweekly or monthly basis), and 4. pay, which is linked to how well an employee or a group of
employees works. This includes 5. - money paid to a salesperson or group of salespeople which
is usually a percentage of the sales made. Some companies also offer 6. pay, usually given only to
individual employees who work particularly well, or who make a significant contribution to the company.

7. which is similar to this, is extra money paid to a group or company for increased productivity,
and s often offered in order to increase 8. :itis also sometimes known as a 9. ffan
employee takes less than the standard time to finish a task, she might receive a 10. Some
employers also offer an 1. for employees who are very rarely absent from work. If an employer
is particularly keen to recruit somebody, they might offer him / her an 12. when she agrees to
join the organisation. 13. the practice of dividing profits among the employees, is another reward
which s often offered
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In addition to payment, other rewards may be offered. These include 14. (known informally as
15. such as a company car, 16. free meals, 17. option schemes,
holidays, health 18. and 19, (a new concept, especially common in the USA, in which
an employee can call their office and say they do not feel like coming to work even though they are not il).
Benefits are usually 20. which means that the employee is not able to choose what she gets, but
some companies offer 21. benefits, where the employee can choose from a menu of benefits on
offer. 22. plans, which offer employees increased rewards and benefits for good attendance,
behaviour and productivity are becoming increasingly common.

The second group of rewards are 23. or24. These are non-material, and include
2. (people enjoy being in an important position or a position of authority), job 26.

the opportunities for personal 27. the chance to learn a new 28. and career

29. opportunities. Safety and 30. atwork can also be included in this group, and for
most employees, 31. (being with a group of people you like and get on with) is also a very
important reward.




