The Languag

Unit 4A/ Foundation

THE LANGUAGE OF EMPLOYMENT LAW

BEING AN EMPLOYER

Exercise 1

uoepunoy/yy Hun

Read this text about being an employer. The most important words are in the key vocabulary below.

Answer the questions that follow using a full sentence.

Key vocabulary

employer secretary
. © employees admin work
“ o staff » payroll
1‘ © manager » part-time

‘My name is Peter Connolly and | am an employer
in the town of Chatsworth. This means that | have a
business and | pay people to work for me. | am the
owner of two shoe shops and | employ a total of 12
employees. Another word for a group of employees
is staff. Some of my staff work in the shops and
some of them work in the office. Our office is
situated above one of the shops. | employ an office
manager and a secretary in the office. A manager
has control of the office. A secretary is a person who
helps the office manager with his or her work. These
two people are my office staff and they deal with all
of the admin work connected with the shops.
‘Admin work’ is short for administrative work. For
example, the office staff order goods to sell in the
shops and they also pay the invoices we receive

salary full-time
pay remuneration
wages . invoices

o order » suppliers

from suppliers. Another duty of the office staff is to
deal with the payroll. The payroll is a list of people
who work for the business. The payroll shows me
who works for the business and what remuneration
each person receives from me each month.
Remuneration is a formal word meaning ‘payment’.
My employees receive a salary. A salary is an
amount of money that an employee receives each
month. Employees who receive payment every week
usually refer to this money as wages rather than
salary. Both salary and wages are sometimes called
‘pay’. Some of my employees work full-time and
some of them work part-time. My full-time staff
work for 35 hours a week and my part-time staff
work for 15 hours a week.’

a What type of shops does Peter Connolly own in Chatsworth?

Answer:

b How many staff does Peter Connolly employ?

Answer:

¢ How many staff work in the office of the business?

Answer:

d What information does the payroll show Peter Connolly?

Answer:

e What does remuneration mean?

Answer:

f Are Peter Connolly’s staff paid weekly or monthly?

Answer:

g How many hours a week do Peter Connolly’s full-time staff work?

Answer:

© Global Legal English
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Exercise 2 ; N
an
peter Connolly neeas : sk g
‘sement in his local newsp per. e e
" aC;Vt?’ftsef;Ut the correct word from the key vocabulary
vocabulary.

complete each definition.

7 ided to put
; i f his shops. He deci
assistant in one O ; o e K
employee to work as a §ales o s from the advertisement a .re in the key
timparal es below the advertisement to

ring letter
- oosnEn d maternity leave cove gd t
» track recor e
» team - |
ell-motivated wide range
o W -
o temporary

o applicant

les team!
An exciting opportunity to be part of our great sa

THE CHATSWORTH SHOE BOX

ly i | g

i r to:
Apply by sending your C.V.and a covering lette

Mr Peter Connolly ﬁ
The Chatsworth Shoe Box -
10 Portugal Place, Chatsworth CH1 .

icati i st.
The closing date for applications 1S 25 Augu

p Wi .

o s away from work before and after the

f is the time that a woman |
b A period O

birth of her baby.

y

p . th USA-

work and what qualifications

together.
is an informal name for a group of people who work tog

d A

i i ies.
of duties means a variety of different duti

" i i is the opposite
is only for a limited period of time. Itis
§f Something thatis

of permanent.

g 7

h A

- ' t an application
b application is the last date that the employer will accep

for a job ap

i The

from someone.

. -
i i of doing that Jo
in a particular job has previous experience
| .
j Anperson who has a o
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What do these words mean?

a sales assistant — a person who sells goods or

window-dressing — preparing a shop window
services in a shop. in an attractive way so that the public are
o - ) . interested in buying things from the shop.
the retail industry — the industry involved in ying g it Shigp

buying goods and selling them to the public. ‘

uoepunoy/yy pun

Help desk -
|
|
T
|

Exercise 3

Peter Connolly received this letter today from someone who is interested in the job at his shop. Read

the letter and decide in each case which is the correct preposition from the two possibilities. Write your
answers in the spaces below.

6 Kenton Road
Chatsworth CH6 2DD
Mobile: 07779 34500

Email: AndreaF@chmail.co.uk
Mr Peter Connolly

The Chatsworth Shoe Box
10 Portugal Place
Chatsworth CH1 1BD

20 August 20XX

Dear Mr Connolly

Job (*) as/of a full-time sales assistant

I would like to apply (a) to/for the job of a full-time sales assistant at The Chatsworth Shoe Box
as advertised (b) in/at Thursday’s Chatsworth Herald. Please find enclosed a copy of my C.V.

My previous jobs include two years as a sales assistant in the footwear department
(c) at/within Selfridges on Oxford Street, London. This gave me experierice of dealing with
customers, as well as basic cashier skills and a good knowledge of the shoe retail industry

I'have good communication skills and also speak basic Spanish and Italian, which may be
useful when dealing with customers whose first language is not English. | am an

enthusiastic worker and enjoy working as part of a team. | returned (d) to/in Chatsworth a
week ago after a year of travelling around Europe and | am free to start work immediately.

I would welcome the opportunity to discuss the sales position with you on the telephone or
atinterview. | can be contacted on my mobile phone or by email (please see details
(e) on/at the top of this letter). | look forward to hearing (f) from/of you.

Yours sincerely

Y,

Andrea Farrell

Example () as a B

© Global Legal English
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Exercise 4

in. Fi in the letter t
Read Andrea Farrell’s letter again. Find a word

for something, such as a job, m

' it means that | have pu

a To

b When | say ‘please ﬁndA my C.V.
together with my covering letter.

e
register at the end of every day.

are the things that you can

o i ike that a
about something, it means that you li

e Ifyouare

i ua
to start work, it means that yo
f Ifyouare
immediately.

e
which it needs an employee.

Help desk

l’
What do these words mean:

i ility to
“ communication skills — a person's ability

; ffective
: other people inan € .
| speak and listen 1o ¢ o0 communication skills

‘\ way. The opposite 0

| is poor communication skills.

or some other business

AN EMPLOYMENT CONTRACT

ith talking abo
e two very important words connected with
There ar

( )
(o aus .

ision i ntained in
» provision (noun): a provision is a term CO

isi con
contract are called the prowsngns of tii[ethe e
‘Clause 1 of the contract provides tha -
means that itis an obligation of the emp

, y

intions of what eac
lause headings’. On the next page are des;:nptlon
‘claus : xt p gess
gf the clauses with the descriptions provide

do well, especially in relation to yo

cash register — the ma

tions, for example, 1.4,

s and conditions of a
‘to provide’, for examp|§,
very year'. This

a contract. All of the term

use the verb
ract. Lawyers often wop ‘
; ployee is entitled to four weeks’ holiday

to give the employee four weeks’ holiday.

o complete the following sentences.

eans to ask if you can have that job.

t my C.V. in the envelope

pusiness has in its cash

re available 10 begin working

ur job.

ctivity and you enjoy doing it.

the company has a job for

ut any contract. These are:

, Pension

© Holidays
t r

o Term of the contrac :
: » Sick pay
$ lobtiis e . Grievance procedure

ing hour
© Working : - Disciplinary procedure
© Remuneration
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Confidentiality,

chine into which @ shop \
puts the money when a ‘

L] X /)
y

tract. Lawyers usually call ihem
h clause deals with. Match the headings

Non-competition

» Termination
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a This clause deals with the payment that the employee will receive in return for working for the employer
The clause heading is

b This clause deals with the employee’s obligation not to tell anyone about certain information that
belongs to the employer.

The clause heading is

¢ This clause deals with the period of time that the contract will be valid.
The clause heading is

d This clause deals with the amount of time that the employee is obliged to work every week or month.
The clause heading is

e This clause deals with what the employer must do if he or she is unhappy with the way that the
employee is behaving at work.

The clause heading is

f  This clause deals with the arrangements for the employee to have money in his or her old age.
The clause heading is

g This clause gives the name of the employee’s job.

The clause heading is

h This clause deals with the time that the employee is allowed to stay away from work to rest and relax
and still receive his or her pay.

The clause heading is

i This clause deals with the ways in which the contract of employment can end.
The clause heading is

J  This clause deals with what an employee must do if he or she is unhappy at work and wants to
complain to the employer.

The clause heading is

k This clause deals with the employee’s obligation after the contract of employment ends not to start the
same business or work for a rival of the employer for a certain period of time.

The clause heading is

I This clause deals with the money that an employer must pay to an employee when the employee is ill
and cannot work.

The clause heading is

Help desk
|
' What do these words mean?

arival - a person or an organisation that is in the
same type of business as you and is in competition
- with you for the same customers or clients.

procedure — the accepted or correct way of |
doing something. ‘

© Global Legal English
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t. Complete each question using the
Exercise 2 |

A new employee has some questions
correct word from the box below.

about her employment contrac

sick pay salary

4 t't e

. provisions

h of the contract mean?
a What does the
It means the duration of the contract.

the of a contract?
b Whatare

i i ract.
terms and conditions contained in the cont

They are all of the

?
¢ What is my job

It is assistant manager.

t my of employment?
d Whatare

Monday to Friday, 9am to 5.30pm.
be?
e What will my annual

£25,000 a year.

can | have?
SR - iti ublic holidays.
entitled to four weeks a year, in addition to p
You are
when | amill?
g Aml entitled to

u must provide us with a medical certificate.

- the contract?
wantto

i ust | give if | .
e e employee who can pegin work at t

he time that you leave us.

i i W
Four weeks. We use that time to find a ne

an
ain. Below are some very short extracts from

; o .2 . .
e Exerc’;teaadingg from the blue box with each extract

Exercise 3
Here are the cl

employment contract. Match the correct
Pension
Az 5
Term of the contract Holiday i W ERE
» Sick pay s
- Non-competitio
v Grievance procedure et
e o Terminati
e i » Disciplinary procedure
Remuneration

she
his agreement the Employee agrees that he or

ination of t . :
B ] Employer’s business.

' fter th
‘For a period of 12 months @ ol to oo

will not start a pusiness that is the

The clause is |
yee a salary of £21,000 a year.

a

b ‘The Employer shall pay the Emplo

The clause is I
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¢ ‘If you have a complaint relating to your employment you should follow the procedure attached to this
contract in order to inform your manager about your complaint.’

The clause is

d ‘The Employer agrees to employ the Employee in the position of sales assistant.’

The clause is

e ‘On the first day of your absence from work you must inform your manager. If you are absent for more
than seven days you must provide your manager with a medical certificate signed by your doctor.’

The clause is

f ‘This contract is for a duration of 12 months.’

The clause is

g ‘Employees who wish to contribute to the Fund may do so until the age of 65 years.’

The clause is

h ‘The Employee is entitled to 25 days per year in addition to public holidays.’

The clause is

i ‘The Employee shall not during the term of his or her employment disclose any material information
relating to his or her employment to any third party.’

The clause is

J ‘A'summary of the rules and procedures that the Employer must follow in relation to difficulties with the
Employee’s performance in the workplace is attached to this contract.’

The clause is

k ‘The Employee is required to work Mondays to Fridays between 8.30am and 5.30pm, with one hour for
lunch.’

The clause is

I The Employer may end this agreement by giving four weeks’ written notice to the Employee.’

The clause is

Help desk
What do these words mean? ‘

|
absence - when somebody is not in the place public holiday — a day that the government says |
where you expect that person to be, such as at is a holiday for everyone in the country. The ‘
school or at work, then it is described as an important public holidays in the UK are

absence. The adjective is ‘absent’. Christmas Day and New Year’s Day. In the USA ‘

4 July is also a public holiday.
fund - an amount of money that a person or an i i B

organisation keeps for a particular purpose. It notice — a warning period. When you give notice |
can be to pay for something special, such as a to someone you tell that person that something

college fund to pay for education, or it can be a is going to happen in the future. ‘
way of saving money to spend in the future, such

as a pension fund. contribute - to give money towards something. |

This is often because you want to, and not
because it is an obligation. ﬂ

material — important, significant.
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Unit 4A/ Foundation

D?
HOW CAN AN EMPLOYMENT CONTRACT EN

the exercises
n end and then do

tion about the ways that an employment contract ca

Read this information

that follow.

. loyer that he
i ee informs the emp
Resignation from his or her job. This means that the employ

The employee resigns

ts to work
A se the employee wan
) ; This might be becau e wishes 10
i mployer’s business. in writing that he or s
QnShes Bk worine tgfo;eepmzst usually tell the employer in wri g
The em
for a new employer.

. ; haps
. tice period of per
Il usually work a no 1
< is called a letter of resignation. The employee r\1N lemloloyee who wishes to stop work on L0y
n. This Is

s known informally as

i ta

resig . ans, for example, tha S
r weeks. This means, ) . June. Resigning

- weeKShQV 1:c(J)ruher employer a letter of resignation on 3

must give his

‘handing in your notice’.

y |

i irement is 65 years old.

is a certain age. In many couhtrles the ag:nc;furgehttnoney. oo
e o to take early retirement if they hgve o eR K
e et g C'hoosr? the money they receive from thelr pins aré D e P
i o mU_St e receive from the government. When tU Eythis gl e
e e e sl onth to pay for their pension.. In the O e they o more
it gOVemmegto?:S;)Q;ple also have a private pension plan.
Insurance contribution.

i i m.
money than the state pension gives the

y

i he employer or because
is mi e because business 1S not good for t et of
S T e Trl];serzl%zzlly receives a redundancy payn;f;\';\?;ufsmoney e
Lol R o t)kge employee as a final payment. The a il i
o ot e 'pays ij ends on the number of years that he or e eones 1
i . Stqm:;;nﬁ?esrs fr?e employee training for a new career as p
The employer sometim

J &

. hat they no longer

: the employee and tells hl.m or hgr t e
unhappy with the performance or ber\]: eruéaifse the employee is not qom]%rlhde' Ji(rjmbtr\\Nee‘l‘JSA and as ‘being
have a job. This might be, for e);arg‘i)srr;issal i known informally as ‘being certain procedure of warming
employee is always 1ate for wo! |' w states that the employer m.USt follo\‘lfl Zd to follow this procedure
sacked’ in the UK. Emp!oyment a en. However, the employer is not Qb g pbad behaviour, such as
the employee before‘ th;i&?/norzfg’ss r'nisconduCt- Gross misconduct 1S very
when the employee IS

stealing money from the employer.

; \Y

: : ix months.
' he employer or | ork in an office for six MOf
Plllion Ly St(-)ps worlklng fl(\I)T:iEZh has ended. For example, | agfrif\:;g-month period 1'stop working
for a specific period gfttmr‘ne,contract for six months. At the end 0
is a fixed-ter
My contract is a fixe

for that employer.
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Exercise 1

Choose a word from the previous page to complete these sentences about resignation.

a To

means to tell your employér that you intend to stop working for him or her.
b The correct way to resign is usually to give your employer a letter of

¢ When an employee resigns he or she must usually work a period of
several weeks.

d Inthe UK the informal way to say ‘resigning’ is to say in your notice.

Exercise 2

Choose a word from the previous page to complete these sentences about retirement.

a To
work again.

from work means to stop working with the intention that you will not

b Some people choose to take early
years old, for example.

and stop working at the age of 45 or 50

¢ When a person retires they usually live on the money from a
d A private pension
from the government is not enough.

is @ way of saving extra money for old age in case the money

Exercise 3
Choose a word from the previous page to complete these sentences about redundancy.

a When an employee is made
SO many workers.

it is usually because the employer no longer needs

is a great problem in western Europe and the USA at the moment. This is
because many goods and services are cheaper to produce in other countries.

¢ The final sum of money that an employer pays to an employee can be a very large amount. This is
called a final redundancy

the employee worked for the employer.

and sometimes depends on the number of years that

d  When John lost his job at the car factory he was offered a
skills to help him find a new job.

course in computer

Exercise 4
Choose a word from the previous page to complete these sentences about dismissal.

a The printing company
did not ask his friend to pay for it.

Jason because he did some printing for his friend and he

b | dismissed an employee for gross last year because she telephoned me to say
that she was ill but really she was on holiday in Spain.

¢ My employer did not follow the correct

when he dismissed me. My lawyer says
that | can make a claim against my employer because he breached employment law.

d The informal word for dismissed in the USA is ‘fired’ and in the UK it is ¢

© Global Legal English
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Exercise 5

j lete these
Choose a word from the previous page to comp

the company at the end of t
a lam
b My contrac

ntrac
We cannot employ you after March. Your €O
c

ends on 31 March.

i 1 -
d Your contract will be for a fixed, 12

sentences about the end of

he month because my contra

term of
1 with the airline is for a

+is for a specific ___——————

a fixed-term contract.

ct ends on 31 July.

12 months so | leave next April.

of time and it

term.

e

-

N

I

Exercise 6

a Susan resigned

resignation
b | wrote a letter

.

when you retire?

, .
¢ How much money will you have to live

d | was fired bec
e Resigning from work is sO
f Two employees were guilty

g My contract of employment is

h Last week| informed my emplo
30 September.

i Your employer will pay you

ive as
The amount of money you receive
number of years you wor

j

ACTING FOR AN EMPLOYEE

ro in Chatswo
IEE,r‘:ma Lucas is an employment lawyer in C

Key vocabulary
grievance : ccfnsu|t
procedure tribunal
constructive grounds
dismissal

ployee it is usually

‘ esent an em .
e grievance against an

sa
pecause he or she ha I -l

r. A grievance is a . o
empk’?\:\t em%ﬂoyers must listen to gnevancefoyer'5
:’3’; the employee. Unfortunately some emp

128

late
ause | was always |
: :
metimes known informally as handing

gross miscond

ked for your employer pbefore

rth. Read what she says abo
re in the key vocabulary belo

Match each question with t

work. N
your notice .

uct and they were sacked immediately.

a term of 18 months.

i er
yer that | intend to stop working for h

£10,000.

a redundancy payment

avmentdepends ____————
A zou were made redundant.

the

ut representing employees
w. On the next page you

he correct answer.

in
discrimination bully g- .
. bility unfair dismissa
, disabili
raisal
harassment app

do not do this. Employees often c“c;r\j\vzsc;:ge
pecause the employer has ‘not fq, e e
+ procedure for dealing with a & -
COffer? a‘r,1 employee leaves a job.because -
\clevrrr\\zloyer does not listen to a grievance, X

© Global Legal English

says that it is not fair. Sometimes employees
consult me because although the employer
followed the correct grievance procedure, the
employee feels they were not treated in a fair way.
The employee has the right to make a claim
against the employer in a special employment
court called a tribunal. Most towns and cities in
the UK have a Tribunal Office where an employee
can file a claim. When an employee makes a
claim to a tribunal he or she must state the
grounds for the claim. Here are some of the
reasons that employees give to a tribunal:

Discrimination. To discriminate against
someone at work means to act towards that
person in a different, more negative way from
other employees. Employees often claim that
they had a bad experience at work because of
their age, their sex, the colour of their skin, their

nationality, or because they have some physical
or mental disability.

Harassment. To harass someone means to act
towards someone in a way that makes that

What is a grievance? (1)
What is a procedure? (2)
What is an employment tribunal? (3)

What does discrimination mean? (4)

person feel uncomfortable or distressed.
Sometimes it is the employer who harasses the
employee. Sometimes it is other employees who
do it. In this case the employer has a duty to
stop the harassment. If the employer does not
stop the harassment and the employee leaves
work, it is constructive dismissal. The
employee can make a claim against the
employer if this happens. Harassment is
sometimes called bullying in the workplace. In
Europe the word ‘mobbing’ is sometimes used.
This word is not used in the UK.

uonepunoy/yy pun

» Unfair dismissal. If an employer unfairly

dismisses an employee, it means that the
employer fired the employee without a good
reason. Most employers do what is called an
appraisal of an employee’s performance every
year. An appraisal is an evaluation or a
judgement of how the employee is doing. If an
employee gets two or three bad appraisals the
employer might not want to continue employing
that person. The problem is, employees often
think their appraisal was unfair.’

What does harassment mean? (5)
What is constructive dismissal? (6)
What is unfair dismissal? (7)

What is an appraisal? (8)

nks that there was not a good

a  [tis a special court. It hears employment cases. It is less formal than a normal court but it has its
own rules, which people must obey.
b Itis when an employee leaves a job because he or she is very unhappy and the employer is doing
nothing to help the situation.
¢ It means treating someone in a different way at work. It may be because that person is a woman or
has a disability, for example.
d It is the accepted, correct way of doing something.
€ ltis atype of assessment of someone’s performance, especially at work.
f It is when an employer fires an employee, and the employee thi
reason for it.
€ It means behaving in a way that makes someone feel very unhappy or uncomfortable.
h

Itis a complaint.

© Global Legal English

129



=
©
-
©
=
s
=
©
[
—
<<
<
b
=
=

Exercise 2 .
Complete these sentences with @ w

a |am sure my employer treats

b | was the only woman in my 0
said that my job was only tom

my employer didn't he

¢ | have made
e

from my employer last wee

d !hadan
am a good em

e |am makinga claim for
only reason was that my em

ACTING FOR AN EMPLOYER

Exercise 1

The employme
Emma says, complete the defi

the correct ending.

nt lawyer, Emma Lucas,
nitions O

(%) Non-contentious work is...
a Legislationis...
b Regulations are...
¢ Aseminaris...
d A duty of care is ...
e Contentious work is...
§f An allegation is...

g To dock pay means...

h To be fired on-the-spot means...

i Atrade union iShes

j Astrike is...
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ord or phrase from the key VO

me badly because | am a foreig)
employer on the grounds of

ffice. The men working there
ake coffee for them. | stoppe

Ip me. The grounds form

a claim against my employer. Th

ployee and | work well with

e
ployer's daughter wanted to h

is going to talk abou
f the words below by

cabulary in Exercise 1.

ner. My lawyer says that | can sue My

t me all of the time and
e it was horrible and

dismissal.

made jokes abou
d working there becaus

y claim were

ment
e case will be heard next month py an employ

K. It was very good. My employer said that |
others.

ave my job.

ployer. Before you read what

t acting for an em it

matching the first half of each s

d talk
a meeting where @ group of people learn an

about a new subject. (1)

i ispute or
work that does not involve any kind of dispu

argument between people.

by a govemment or an

sed
..all of the [2ws P2 European Union. (2)

organisation such as the

thin
a statement that someone has done something

wrong,. However, it is not proven. 3

.10 keep part of somgo
because that person did some

n of workers who unite for better

thing wrong. (4)

__.an organisatio Vo
pay and working conditions. (5)

ne’s salary as a punishment

Exercise 2

Here is what Emma Lucas says about acting for an employer. Choose a word or phrase from the box below
to complete the text.

© docked o legislation
© allegations

© on-the-spot © seminars contentious

© regulations o strike ¢ duty of care © trade union

‘Acting for an employer is very different from acting for an employee. Often my job is doing non-contentious
work. Non-contentious means that the employer is not involved in a dispute with anyone. It means doing
work such as drafting contracts of employment or giving employers some advice about the latest

(@) . There are many (b) that employers need to know about. A lot of
these come from the European Union. It is very important that employers comply with employment law.
This means that employers must follow employment law. To inform employers about new legislation my law
firms holds (c) . These are meetings where groups of employers receive information from
our law firm about how new laws will affect them. The employers can ask us questions if they are not sure
about anything. A lot of new regulations are about health and safety issues. For example, an employer has
a(d) to employees and to any people who visit the employer’s premises. In this
situation, the duty of care is a duty to make sure that no employee or visitor is harmed. This includes

things like making sure that employees have the proper training to do their job correctly and safely. It also
includes making sure that machinery or office equipment is safe.

Sometimes | have to do (e) work. This is because an employee makes a claim against
my client, the employer. Some employees make very serious (f) and it is my job to
defend my client at an employment tribunal. Sometimes the employee’s claim is valid and the employer
must pay compensation. Last month | advised an employer who (g) an employee’s pay
as a punishment because the employee was always late for work. This means that the employer kept part
of the employee’s pay. | explained to the employer that he is not allowed to do this. A tribunal would
support the employee in this situation. Another employer fired an employee (h) for being
late. This means he dismissed the employee immediately and without warning. Again, | explained that this
is not legal. In that case, the employee’s (i) became involved. This is an organisation of
people who work in the same job or profession who help each other when a member has a problem like
this. An employer has to be careful because when a trade union is involved it could lead to a

1) . This is a situation where a group of employees stop working because one of them
ora group of them have a grievance against the employer.’

. (6)
rules that a person of a country must obey. (

LW

an argument petween people. )

eb
a duty to take care and not to harm anyone by

. 8)
your actions. ( | | )
that an employee is dismissed |mmed|ate|fysa:a s
;/;/ithout any warming. The more formal W‘ay ;)r
fired on-the-spot is to say that thg epﬂ{)g?y
dismissed the employee ‘summarily’.
ere a group of employees stop

od of time because of a
(10)

_..a situation wh
working for a per
disagreement with an employer.

: © Global Legal English
© Global Legal English . )
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AN EMPLOYMENT CASE

Exercise 1
Julie Murphy is an emp
Read the information in the box and answer the

loyee. She is making a claim against her employer at an employment tribunal.
questions that follow using a full sentence.

‘My name is Julie Murphy. Today | am atan employment tribunal. | am the claimant. I am making a
claim against my former employer. | must use the word ‘former’ pecause he is NO longer my employer.
My former employer has an estate agency in the town of Chatsworth. An estate agent sells houses. His
name is Keith penhaligon. | worked for Mr Penhaligon as a receptionist in his office for four years. My
job was 10 welcome people who came into the office and give them information about property that
was for sale. | liked my job. | was @ g00 er late for work. | had a good relationship

d employee. | was nev
with my colleagues. During the four years that | worked there | only had two days’ absence.

Six months ago Mr Penhaligon said that he needed an assistant manager. He advertised the vacant
position in the local newspaper. The advertisement said that candidates for the job should be ‘young
and ambitious and with previous experience of working for an estate agent’. | am 27 years old, very
ambitious and | have experience. | applied for the job. 15 other people also applied for the job. Mr
Penhaligon refused 10 interview me for the job. He explained thatitwas a waste of his time o
discuss my C.V. and talk about the job. He told me this was pecause | got married a year ago- He
said that he was afraid | would have @ paby very soon and would need lots of time away from work.
He said he would prefer to employ an older woman or a man. | stopped working for Mr Penhaligon

immediately. | am very angry. | am making a claim on the grounds of discrimination.”

es Julie Murphy’s former employer have?

a What type of pusiness do

Answer:

b Whatwa

s Julie Murphy’s job?
Answer:

¢ Did Julie Murphy have a good relationship with the other people in her office?

Answer:

d How many days did Julie Murphy have away from work?

Answer:

e Where did Mr Penhaligon advertise the job of assistant manager?

Answer:

§f Whatwas the total number of candidates for the job of assistant manager?

Answer:

g What did

Mr Penhaligon refuse to do?
Answer:

h Who would Mr Penhaligon prefer to employ as assistant manager?

Answer:

i How does Julie Murphy feel about Mr Penhaligon’s decision?

Answer: )

j Whatare grounds for Julie Murphy's claim?

the
Answer.
© Global Legal English
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UNIT 4A VOCABULARY CHECK

Thes i
e are the important words you have

studied i i
ied in Unit 4A. You should make sure that

you know these w
(o
Unit 4B. rds before you go on to

absence
absent
applicant
apply
appraisal
bullying
candidate
cashier
clause
closing date
confidentiality
constructive dismissal
contentious

covering letter
C.V:

disability

disciplinary
discriminate
discrimination
dismiss
dismissal
dismissed
dock

employee
employer
estate agent
fired

fixed-term contract
former

full-time
grievance
gross misconduct

harass
harassment

interview
job title

made redundant
Manager

Maternity leave

©
Global Legal English

misconduct

non-competition
non-contentious

notice period
on-the-spot

part-time
pay

payroll
pension
procedure
provide that
provision

redundancy

redundant
regulations
remuneration
resign
resignation
retire
retirement

sacked
salary
secretary
seminar
sick pay
staff
strike

team
temporary
term
termination
track record
trade union
tribunal

unfair dismissal
vacant position

wages
well-motivated
wide range
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TOLES FOUNDATION EXAM PRACTICE

Exercise 1

Look at the sentences
or a word that should not be there. Puta circl
h sentence. There is an example at the beginning (%).

pelow. Each sentence contains a mistake. The mistake is either an incorrect word
e around the word. Do not circle more than one word for

eac

Example
(x) The telephone company employs thousands o@

1 Your skills are the things that you can do good.

2 Your employer did not make the correct proceduré when he dismissed you.

3 Could you please confirm me that you agree to pay my client for his work?

4 Marco explained me at our meeting that his company dismissed him pecause he is a foreigner.

5 | would like 10 discuss about my salary for next year.

////

Exercise 2
Read the text pelow. There are ten wo
words. The first Jetter of each word has been p

rds missing from the text. In the spaces pelow, write the missing
rovided for you. There is an example at the beginning (%).

DISMISSING AN EMPLOYEE FOR GROSS MISCONDUCT
Gross misconduct is (¥) that is completely unacceptable. When an employee is guilty of gross

misconduct the law does not expect an employer 10 tolerate it. The employer can usually dismiss the

employee without giving him or her any warning. A lawyer would describe this as dismissing the employee
without (1) .

When an employee is dismissed on the (2) of gross misconduct he or she might file @ 3)
against the employer in @ special court called an employment tribunal. The tribunal will take several
(4) into account when deciding if the employer acted fairly. One of the most important things that

an employer must do is make sure that the correct disciplinary () is followed. Even in cases of

very serious misconduct the employer should:
what the problem is, as wel

-+ Inform the employee in (8) | as speaking o him or her about it. This
normally takes the form of a letter.
uss the misconduct. The employer must tell the

Allow the employee @ face-to-face meeting to disC
union representative or some other witness

employee that he or she is entitled to @ have a (7)

present at that meeting.

Allow the employee 10 (8) against the decision if he or she is dismissed.

ry dangerous o dismiss an employee on-the-(9) . This
diately without having a proper investigation. If an employer does
for damages and he or she is very likely to win.

Employers must follow these rules. ltis ve
means asking the employee 10 leave imme
this, then the employee will almost certainly (10)

(%) behaviour

w .~ @ w
o & . i E . e
@ ¢ I m 8 . - i
w f g & - R

(10) s /,,///

® 0
e © Global Legal English

Exercise 3

Read the text b
elow. It is from
a
these words appear in the list be;?mr/, ff;'Ct- SATIe PR D she et !
, but they are not in the same order. Ma;mhdef:lmed. Wl o
- ch the underlined wi i
ords in

the text wi rr m P
t with the correct meani jti rs (A the T

iy ( ) I gS Y Wi it gt e letters ( B..C etC) in the i re IS an example
nin, b riting th . X |

FROM AN EMPLOYMENT CONTRACT

L ( )_..__

30 November 20
: XX unless i i
this Agreement. terminated by either (A) party in accordance with
e with the (B) terms
of

3. The Emplo
yer agrees that (C) r
remuneration idi
s SE¢h g o e afoncler monthratlon shall be paid into the Employee’s bank a
. ccount on

4. The Emplo
yee shall (D) be enti
maxi . __M to norm .
imum of six weeks in any period of 12 fnlorsgsneratwn during sickness (E) absence fo
: ra

5. The Emplo
yee shall b i
A e entitled to (F) contribute to the Employer’s (G)
' ployer may (H) terminate thi pension sche
terminate this Agreement wi s
without notice if th
e Employee shall i
at any time

© Be guilty of gross (I) misconduct.

® (J) Disclose confidenti
= idential informati ;
the Employer mation which has detrime
. ntally affected the i
interests of

(%) AA th .
e duration of th O ——
— € C?”traCt. the period of time for which the cont o
= 7 ract is valid

bad or unacceptable behaviour B

tell, reveal . '

end

the duti it
uties and conditions contained in a contract

to have the right to something

a person
or company who signs a contract

| a period of time a i
person is away from the place they are expected
ed to be

y t
g

payment

©
Global Legal English
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The Languasg

Unit 4B/ Higher

THE LANGUAGE OF EMPLOYMENT LAW

FINDING A JOB

Exercise 1

On the next page you can see some advertisements from the jobs section of a newspaper. In the box
below are some words that are used in the advertisements. Match the words in the box with the meanings
provided below.

© remuneration @ recruitment © absence © temporary

@ training © grievance © track record o legislation

a The collective name given to all of the laws that
have been passed by Parliament and which are
enforced by the courts. The word is

b Something that an employee complains about

to their employer. The word is
¢ Non-attendance at work. The word is
d Payment. The word is

e The process of learning the skills needed to do
a particular job. The word is

f The opposite of permanent. For a limited period
of time only. The word is

g A person’s past behaviour and attendance that
show how well he or she has done their job. The word is

h The process of finding employees to work for a
particular organisation or company. The word is

Exercise 2
Find a word in the advertisements on the next page that matches the following meanings.

a To produce or create something.

The word is (from the Chatsworth and Gatford Bank advertisement)

b A group of things that are different but are of the same general type.

The word is (from the Chatsworth United Football Club advertisement)

¢ A person who has formally asked to have a particular job.

The word is (from the David Ross & Co advertisement)

d Something that is absolutely necessary.

The word is (from the Homefast UK Estate Agency advertisement)

© Global Legal English o
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Unit 4B/Higher

THE CHATSWORTH AND GATFORD BANK

‘If you want to join
a winning team
come and talk to us.’

Branch Manager
Competitive salary ~+ benefils

Do you have a proven track record in
financial sales? Can’you motivate a team

to maximise the commercial potential of your

branch? You could have found the career

you are looking for.

atford Bank is looking for a

Gatford branch. If you

t skills and are

ew business

The Chatsworth and G

branch manager for its
have excellent managemen
confident of your ability to generate 0
opportunities we want to hear from you.
To find out more and apply, email your CV.to
Ali.Makepeace@cagb.co.uk

or call 0771 652 9090.

(closing date 31 March)

David Ross & Co Solicitors
Chatsworth

e e s ey

Legal Receptionist
Havery Road, Chatsworth

£6.80 per hour
16 hours per week
Thurs — Fri: 9am —

5pm (12 Months)

The successful applicant will have
experience of client caré and using a
switchboard. Duties will include meeting
and greeting clients, dealing with clients on
the telephone and other relevant tasks as
required. This is a temporary position for
12 months to cover maternity leave. This is

share position. You will be expected

a job-
om Mon to Wed.

to cover holiday leave fr

informal discussion please contact

For an
on 0771222 0046.

Donna Mclintyre

Closing date 5 April.

CHATSWORTH UNITED
FOOTBALL CLUB

onal assistant to join us
ment. You will be
ger for

Require a pers
within the catering depart
responsible 0 the department mana
a wide range of duties including

e recruitment
and dining room employees

o performance and absence management

of employees
o disciplinary and grievance
e able 10 demonstrate an

owledge of all of the above
nt employment

procedures

You should b
up-to-date Kn
and be familiar with curre

legislation.
Should you wish 1o be considered for this
position please send a C.V. and your

current remuneration to
pamela Howard, Chatsworth United

Football Club, old Highgate,
Chatsworth, CH1 2SG.
Closing date: 1 April.

and selection of new kitchen -

Homefast UK Estate Agency

requires an
Assistant Valuer

A NEW POSITION FOR A
CONFIDENT AND
WELL-MOTIVATED PERSON.

This is a sales role focusing upon aadvising
clients who aré thinking of selling their
home. Good knowledge of the property
selling process is needed, ideally from

ous experience of estate agency or

mployment. However,
ded to the right person

previ
property—related e
training can be provi

experience.

if they have no previous
tial.

Eull driving licence essen

please forward C.V. to:
Brendan Ingleby
7A Station Lané

Burnside, Chatsworth CH6 TFL.

Closing date 1 April.

138
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Exercise 3

a A legal receptionist i ;
receptionistigzgligfere? Ur']red ohRauighRosséuCotpecause the
at the moment is goin T
g to have a baby. e False

b A person ne ;
eds previous experi
= perience of worki
cons : orkin
idered for the job at Homefast UK Estate gAgznacn estate agent to be True Fal
Y- se

¢ The job at the Ch
a
(maybe things nketaSWCg';hp:;\S Gatford Bank offers other advantages
car or medical insuran : e F
ce), as well alse

as a good salary.

d Icanappl '
y for the job at C i
S hatsworth United Football Club until the T
rue False
e The job at David R
5 :
ss & Co is usually done by one employee from Mond
onaay True
False

to Wednesda i
y and by a different employee from Thursday to Frid
ay.

Exercise 4

Look at the adverti:
ertisements agai
gain. Complete the following sentences with the ¢
orrect preposition

a | heard
Stephen Brown
yesterday. He sent me a postcard. He is working in Syd
ydney for a year.

b You can contact me

¢
Do you have up-to-date knowledge

d Do i
you have any experience of dealing with people

Chatsworth 577 9940.

disciplinary and grievance procedures?

the telephone?

y €

Collocation bank

to have previous experience

to apply for a job

Preposition bank

toh
ave a track record in a particular area

‘S
: he has a strong track record in
financial sales.’

to be confident of/in something

.I am confident of my ability to
increase sales.’

to work within/in
a departm
organisation P .

‘A new assistant
manager is nee ithi
the accounts department.’ sl

© Global Legal English

to generate new business

» to join a department

to forward a C.V. to
someone

to be familiar with something

‘Are you familiar wi
) with rece
legislation?’ nt employment

» to have experience of a particular job

‘I have five ’
years’ experienc ;
. e of wi
a receptionist.’ orking as

to focus on/upon something.

‘In this compan
- y we have a strong fi
upon client satisfaction.’ & foous
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WORKING IN EMPLOYMENT LAW

Exercise 1
paul Hollingsworth is a partner in the law firm Fre

Today Paul Hollingsworth is spea

working as a solicitor in employment Jaw. Fill the gaps in

» employers » confidential
» judgments > complying
tribunal ; governed

‘It is extremely difficult to describe a typical case in
employment law because there is a lot of variety.
For example, the nature of the work means that
you have to deal with contentious work, such as

acting for a client at an employment
(@) ,and non-contentious

e
work, such as drafting a contract of employment. |
decided to specialise in employment law because
the work is varied and interesting.

Cases are usually of a very sensitive nature and are
therefore highly (b) ,
sometimes requiring very careful handling. | act for
poth employers and employees, although to be
honest, it is usually an employer who is more likely
to be able 10 afford legal (c)

. —
However, it is an area of law, perhaps second only

to family law, where a client’s emotions areé
involved. To work in employment law you need to
pbe able to cope with that, and to understand that

clients feel very strongly about the issues
concerned.

Employment law covers the rights of workers and

the obligations of (d) .
In the UK these rights and obligations come from

the following main sources:

Acts of Parliament, which give rise to
0 rights and
obligations

Employment contracts, which give rise 10
contractual rights and obligations. This area is
largely (f) by the
common law and there is a large pody of law
created by earlier decisions

European Union legislation and

140

eman Smith. He works in the employment department.
king to a group of trainee lawyers and giving them his opinion about

the text with @ word from the box below.

] representation o data
o statutory o safety
» legislation o paternity

from the European

®

Court of Justice

| have been with this firm for 12 years and in that
time | have dealt with all aspects of employment
law. These include:

drafting contracts of employment
, advising employers on (h)
with new Acts of Parliament
at work

» health and (i)

issues
, advising on all aspects of discrimination at work
» advising on family-related issues such as
materity and ()

» advising on pension rights

rights

protection

» (K)
, acting on behalf of clients at employment
tribunals.

It is fair to say that employment law has required an
increasing number of lawyers over the last few years,
largely because employees are a lot more aware of
their rights than they used to be. Also, there has

peen a lot of new ) , some

.
of it from the European Union, so we have 10 keep

employers completely up-to-date with the law. | think

it's true to say that employers feel slightly under fire
at the moment. By that | mean that employers feel
they are being attacked by the law, while employees
are protected by it. Employing people is a tricky
business these days and employers must get good
advice every step of the way.’

© Global Legal English
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’ g Wi
aw

19YsiH/ay nun

Example stat
ement: ‘A new stat - .
The purpose of this seminar is to rl:wt:kwm SIRES ot foGe: BextySar SRy ing i
e employers here in Chatsworth aware ci‘ir:nc_’kmg in the workplace.
eir duties in this area.’
ea.

a ‘As an emplo
yee you are enti
titled to 52 weeks’ leave after the birth of your child r d
egardless of the

number of hours
) you work or the lengt
give the correct peri ngth of your service wi
period of notice.’ with your current emplo
: yer. However, you m
] ust

b ‘Your claim fo o
r unfair dismissa ;
to your allegations.’ I'has been filed and your employer now has 28 days i
ays in which to res
pond

¢ ‘The information
that your com
you on how to safe  BpEny NoUGS on its computers isiHn
guard it; something that most companies are (?cfisrigt;f Lis) Eeces Micanislie
ese days.’

d ‘Your emplo .
yees will receive m
Insurance contributi oney from the govern
ibutions whi ment when th i
employees by Contribuf' while they were working. However, as an : y retire because they paid National
ing to a private retirement fund for,each f tf:ployer you can help your
of them.’

e ‘Inclause 10, whi

, Which deals with terminati
employees must gj - rmination, | have stated i ,

t give you if they wish to end their employr:lr;itm"j['r:mm notice period that your

with you.’

f ‘Itis import
ant as employers to bear in mi
well as to your em 0 bear in mind that you h
ployees.’ ave a duty of care to visit
. ors to your premises
as

P4

g
J

Exercise 3 -

Read Paul Holli
ingsworth’s vie i
following ; w of working as an
questions using a full employment lawyer i .
sentence in Exercise 1 again and a
' nswer the

a Why does Paul
sa iti iffi
y that it is so difficult to describe a typical empl
oyment case?

141




7
? — LISTENIN
' re likely to use his services than an employee ‘ - .
ployer is Mo

m
¢ Why does Paul say thatan € Erarcla 1
_ Why is that? This morning Paul Hollingsworth of the law firm Freeman Smith, is giving a talk to a group of clients. The
s a family lawyer- clients are all employers in the town of Chatsworth. Paul is going to talk about a new Act of Parliament that

eds some of the same skills a

d Paul says thatan employment lawyer ne will affect the way in which employers advertise Job vacancies. Listen carefully and write the missing words
. in the box on the next page.
ise from Acts of
L loyers that arise - . )
d obligations of emp

L
£
A
=
o
<
=
=
=

e —

. i f workers an _ _ |
e How does Paul describe the el ‘Good morning, ladies and gentleman. First of all, thank you very much for coming along to this \

Parliament? breakfast seminar at Freeman Smith this morning. You are all very welcome. My name is Paul “
/// Hollingsworth and as most of you know, I'm a partner in the employment law department here at
Freeman Smith. {

an Smith?

§f How long has Paul been working o FHEST The subject of this morming’s talk is the Age Discrimination Act, a new Act of Parliament that came ‘
’/——//’/”/Z;Tn:re‘/ into (a) a few days ago on 1 October. This new legislation will affect all of you ‘
peen needed in recent years, partly becaof ' as employers and one of the key messages that | have for you today is the importance of complying
g Paul says that more employment lawyers nave ive for the increase in the number with it in order to avoid being taken to employment tribunals by unhappy employees. From now on ’
herr
legislation from Europe. What ot

eason does he & you should be very aware of how you treat employees with regard to their age. The new regulations ’

employment lawyers? \(At/)ll)l have an impact on evecriy aspecT of : codmpany’s ;mployment pc;llicies including pay and benefits, ‘

, dismissal, redundancy and retirement and even training opportunities. |

/m It might surprise you to learn that one of the most important areas for you to consider as employers }
Paul say feels unhappy about curre is the language that you use in advertising job vacancies. When you are looking for new |

h Who does (c) you have to be very aware of the words you use in any newspaper or ’
Internet advertisement as well as in any internal memo you might write advertising a new or vacant ;

position within the company.

To use another country’s experiences as a guide for us here in the UK, our neighbours in the
Republic of Ireland introduced legislation six years ago to prevent employers discriminating against

Collocation bank to be entitled to employees on the grounds of age. Our research on how things have worked out in Ireland is

-to- with . \ . S ha . i yo
. fidential to keep up-t0 9ats leave/holiday interesting. It tells us that most claims in tribunals have been based on discriminatory advertising
highly con the law rather than discrimination in the workplace. In other words, too many employers are using [
to comply with @ discriminatory language in the (d) process. So what do you need to be aware ‘
statute or the law of when you advertise a job? ;
Well, first you should remember not to use certain words in your advert that suggest you only want ‘
people of a certain age. You might for example, face legal action from older people if you advertise for
" nk . — a ‘young, dynamic (e) " to fill a position in your company. These words ‘young’
Preposition ba to hold information on 8 €0 p. -_ and ‘dynamic’ have been interpreted as automatically excluding older people. On the other hand, be ‘
1o work in employment law ‘Al of our clients’ contact details are careful of words such as ‘senior’, ‘mature’ or ‘well-experienced’ as they could be seen as excluding \
‘Jane has worked in employment law for on our computer.” younger people from applying. |
five years.’ -+ ute to something As well as being careful about the words that you use, you also need to be careful about making ‘
to contribute P month to general statements in job adverts. For example, requiring that all (f) fora i
to cope with a problem - ‘My employer cqn d — particular job have a degree if it is not really necessary to do so might be seen as discriminating
‘Solicitors in this area of law .have’ my private pension piafl- against older people. This is because younger people are more likely to have had the benefit of a
with some very emotional clients. Joyment with a © ompany university education. ‘
‘ to end your empio , e : |
a particular issue . ‘e that | will end my employment Just to make local employers here in Chatsworth fully aware of the situation, | have with me a copy of
to advise someone on ‘ ‘| give notice tha 30 April. i , \
] ised members of the ‘ ith the Royal Chatsworth Bank on Thursday’s edition of our local newspaper, the Chatsworth Herald. As you all know, the Herald carries
“This morning | advise with a jobs vacant section every Thursday. It might come as a shock to you to discover that approximately

rs’
local Chamber of Commerce on employe

duties regarding maternity leave. I—— |
‘Under current legisla

25% of all of the adverts in the newspaper this week breach the new legislation. That means that all

tion, employers are of these advertisers are open to claims from potential employees who might feel that they have been

unds

rs et 1o discriminated against on the grounds of age. 1

to increase in nuMber ARgnaieHi=s d not allowed t0 discriminate on the & | , = . . |
increase ' J !

‘Employment lawyers have gre:at‘zlpc | of an employee’s age B |
in number over the last few years. continued
© Global Legal English 143
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s who are (&)

Ireland last year by
ounts department
her position.

Now let's move on to employee
prought against an employer in
Flanagan. Brenda worked in the acc
normal retirement age of 65 for people in
and intended to make a request 10 continue wor
employer arranged a (h) {raining course
on a new software package that they are goingto u
pe trained because she was retiring soon and it wasn't worth
Brenda took legal action against her employer immediately.

Unit 4B/Higher

Another age- (1) case was prought on
worked in an office where mos
including the manager, often met for drinks on Friday evenin

them. Michael discovered that they discussed work issues 0

undervalued and excluded.

da and Michael were successf

In both cases above, Bren
n at work. | cannot

they had suffered from age discriminatio
important it is to be aware of the new regulations and n

of compensation payments 10 employees.

| have prepared @ fact sheet for you 10 collect at th

stion and answer sessio

© the job title and job descrip
» hours of employment
o salary and expenses
holiday entitiement
sick pay entitlement

» discipline and grievance procedures

144

a female employee @
of a large chemica
This particular lady did n

king when she rec

se. The employer
spending the money on training her.

uite different gro

+ of the rest of the staff are age

n those nights ou

ul at tribunals. Both successfu

e end of the seminar but we W

» pension arrangements

» collective agreements/agreeme

et

working for you. A case was

eived notice of her retirement.

for everyone in Bre
told Brenda that she would

d 25 to 40. Everyone in the office

gs but they didn
t and he felt

stress to you strongly enough how

ot to suffer ()

n based on the new legislation.

termination
- address for notices to be served

e governing law/jurisdiction

ged 61. Her name is Brenda
| company and there is a
ot wish to retire at 65

nda’'s department
(b)

unds. Michael, aged 55,

't ask Michael to join be (b)

ly argued that

because

ill now have a

nts with trade unions

. [0] p .

S
’

5. PAYMENT
The Co
mpany agrees that all remuneration payable (a)
employmt(-:]nt shall be paid (c) the Em
a public holiday falling on a F 'e et 7 e
riday the payment will be made on the followi A
owing Monday.

The
this contract

not
account (d)

6. EXPENSES

)

e(d) _____ bythe Employe
his/her duties in (d) e Employer.for all costs (c) inth
practices ; with the terms of this agreement = peTDMIELEE af
of the Employer’s business which are at thg i?ﬁeagr‘?e;“ent e i the rules and
in (e

7. TERMINATION
The Employer m -
ay terminate this )
Employee at any time: agreement without any period of notice or pay £
' ment if the

7.1 is guilty of seri
serious mi
misconduct or neglect or any other conduct in re
spect of the

Employee’s em

; ployment or pers . .

interests of the Employer personal life which may seriously adversely affect th
e

back to the e
mployee.
yee. Complete the clause by using one of the words in the b
e box below.

reimbursed
accordance remuneration
incurred

| Legal English ©
© Global Legal ENg Global Legal English

Look at clau
se 6 of the emplo
ployment contract above. It deals with expenses that th
e employer must
pay

force

que
Thank you'.
legislation in the U
T o 8 K or abro :
is imposed ad for which a penalty other than a term of impris
e 7.3 b . Isonment
S iSe;:.omes the subject of a bankruptcy order
. iagnosed :
,a,g,,,k e e fW” - L Heal as mentally ill or becomes a pati
alth Act 1983 patient for the purposes of the Mental
7.5 is guilt .
b g y of any material breach of . [
> _ ; the : .
e . carryin - _ provisions of
rying out his or her duties under the terms of thi this agreement or any neglect in
& Such termination will be without prejud is agreement.
Y e T e ST I, ca st the Employee ejudice to any other ri
: ghts of the Employe :
d i ployer against
/// //,’J//,ﬁ///r,m
e T J S
R /1)7)/7_/17,_/ //ﬂj
- Exercise 1
Look at clause 5
of the emp/o
clause b . yment contract above .
Y using one of the prepositions in the box tf(.ell; deals with payment of the employee. Compl
SOME CLAUSES FROM AN EMPLOYMENT CONTRACT w. g plete the
A typical employment contract will contain clauses dealing with: into of
under
- the term of the contract and the starting date , non-competition In oh
tion confidentiality and data protection o
Exercise 2 -
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Exercise 3
Look at clause 7 of the e.mploym.e. i
terminate the contract without giving any

the clause with the meanings below.

. p’ y

i i ct. Answer:
The terms and conditions contained in a contra
a

. L t
b A failure to do something when itis your duty

Answer: //
to do it.

Answer:
¢ Except, with the exception of. .
’ nswer:

d Negatively, badly.

Answer:
e Bador dishonest behaviour.

i i Answer:
£ Forced upon you. You have no choice about it.

i Answer:
g Having no effect on something.

Answer:
h Regarding or concerming.

i Answer:
i To be found guilty of a criminal act.

j Inthis context, it means the person that

Answer:
something happens t0.

a

Preposition bank

to be reimbursed by someone to be in force

‘| was reimbursed by my employer for my

‘There are rules in force as to where
train fare to London.’

employees are allowed to smoke cigarettes
at work.’

in respect of something
‘My employer wrote to me last week in

to be the subject of something
respect of my redundancy payment.’

‘| was the subject of an investigation into a
breach of confidentiality when | worked for

under the terms of an agreement the government.’

‘Under the terms of your contract you are
entitled to five weeks’ holiday.’

AN EMPLOYMENT TRIBUNAL

Employment cases in the UK are heard in Employment Tribunal Offices. An employment tribunal is not as
formal as a court but it must follow the correct rules of procedure in the same way as a normal court.
Employment tribunals have the power to make decisions but there is a period where the parties are

encouraged to reach an agreement before a case is heard. On the next page you can see a diagram
summarising the process of making a claim at an employment tribunal.

Exercise 1

The diagram on the next page uses some important collocations to describe the process of making a claim

at an employment tribunal. Using the diagram to help you, complete the sentences below using a verb or a
phrasal verb.

J3y3IH/ay nun

; True False a First of all a dispute
office on the
llect his or her pay from the company b Th i hould th he di
a The employee must cO : e parties should then try to the dispute.
i month. ‘ ‘
last Friday of each R True False ¢ |If the parties cannot agree then the claimant should advice from a professional.
: : mployee will be pal _ .
b If New Year's Day s On Siday IS d The tribunal will the claim if it is presented on the correct form.
i day.
followipe Mensey bout the company’s True kalse e The tribunal will then a hearing to examine the facts of the case.
ive statement aboutt X
¢ If the employee makes a nei?/txith his friends he could possibly f The tribunal will finally a judgment.
he is at a pa
products when
be dismissed. Tvie False — — —
S she
. olice for driving t00 fast and Exercise 2
lovee is stopped by the P sl

d If thg 2 ‘y of £200 she could possibly be dismiSSed. The diagram contains some formal words and phrases. Find the words or phrases in the diagram that

ool issued an order True False match the meanings provided below.

; d a court has IS
ot pay his debts an
e If the employee cann

ismi immediately.
to say that he is insolvent he can be dismissed imMm

a A process in which the two parties to a dispute are brought together in order to try to find a solution.
Mediation is an example of this.

3 )
<

b The formal answer to a claim.

¢ An order issued by the court which says that the claimant has won the case because the respondent
" failed to file a response to the claim.
Collocation bank - o e o material breach s P
i cost or an expense to be convicted 0 \ d The process in which the parties to the dispute agree on the conduct of the case, for example agreeing
to incur a {0 impose a penalty on | whether expert evidence is needed, what documents must be disclosed to each side and the time
to adversely affect comeone | allowed for this, etc.
something

" © Global Legal Engli
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Claim process summary

Dispute arises

|
Try to sort it out

| Estim?te(é
o m
Get aguesigy @000 e
__--——-‘l' claimnotd
Send claim to — oy MCERLECA]
tribunal office ret £
©
l (e2]

Claim accepted,
sent to the respondent and
conciliation starts o
No response 2
received or response -
not accepted P

Making a claim

pDefault
judgment issued

- e -
- -
-
= e we =
e
e
e

Case Management

eeks
Hearing held 2o

- V s i | Office.
Printed with permission of the Employment Tribuna
rn '
[
) .
e
[
alse.
- i ts are true or f
T e following statemen

i th
Look at the diagram again and say whether

i r
e who is in dispute with his or her employe

irst thing an employe s
§ 1?\?)321 do is file a claim with an employment t
se at

- "inaca
b The ‘defendant’ is known as a respondent

an employment tribunal.
to the claim.
The respondent has just three days to respond
c

i i can
not respond to the claim then the tribunal

S :
T e mant without a hearing.

rule in favour of the clai
nish.

start to fi
The entire process takes about 30 weeks from
e
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True

True

True

True

True

False

False

False

False

False
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Exercise 4

Maggie Redman is an employee of a business in Chatsworth. She is involved in a serious dispute with her

employer. Maggie has some questions about employment tribunals. Complete her questions with a word
from the box below.

with How do When Can

a What exactly do employment tribunals ?

b Where can | get a full list of the categories of complaints that employment tribunals deal
?

c the staff at an employment tribunal office give me legal advice?

long does the tribunal office give my employer to respond to my initial letter of
complaint before | can bring a claim?

e |understand that | have three months in which to make a complaint about my employer.
does the three-month period begin?

Exercise 5

On the next page is a leaflet that Maggie Redman has picked up from her local tribunal office in
Chatsworth. The information needed to answer Maggie’s questions from Exercise 4 is contained in the
leaflet. Answer Maggie’s questions using a full sentence. Each sentence has been started for you.

a An employment tribunal

b You can get

¢ The staff at

d The tribunal office

e The three-month period
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What does the Chatswor;h
Employment Tribunal do*

|s hear cases and .
ke decisions onamatters connec’ged Wéth
g ?oyment. Employment matters mc;lu e
(Zrans%s in the area_s o; ‘dugfég\;;:\:;gphaea\th
unfair dismissal,

\glr(\);k;afety regulations and a ra:(r;éetigfg o
claims dealing with payments

wages and redundancy.

Employment tribun

' at
If you want a full list of the cq)r(w;\pl;;:t(s: ;:
i Is deal with,
employment tnbun_a s des
co|lth a full jurisdiction list frodm V::le; L the
Chatsworth Tribunal Office or do

list from our website.

Further information

i er
The staff at this tribunali office g?\?oj\rrr\;\;vion
general enquiries and give you |W gt
about how the tribunal syste_m iy ad;/ise
cannot give you legal adyncelu a
u as to whether your claim wi aim
yO ssful. If you need help with your |
Suzcsan cc;ntact a solicitor, or seek he pber
¥?om your trade union if you are a member.

Information ne_aeded
to make a claim

i itions
Your claim must meet certain conditio

be
pefore it can be ac_cepted. It tr;\gs(;(orrect
submitted to the tribunal on

Exercise 6 .
Look at the leaflet agai

() ‘\Wj\ listen to a case
e

a \rlj‘o employment matters
L -
—

n. In each of the examples belo

' |
form provided by an employment tribuna
office. You must tell us:

d address
your name an
the name and address of the res_po?dent
that you are making a claim agains

the details of your complaint.

aking a claim

note that pefore m h
P:ﬁxa::ould write to the resPon(E(Zrl\Jt an
éive details of your cong:)l:(ljgtr;t .

the res
hould then allow _ . ¢

io reply before pringing your claim to
tribunal office.

How much time do | have to
make a claim?

u have three months 10
This time limit is verye
strict and if you wait longer tt:)a:en ;t‘::to
months the tribunal may not i
doal with your S T pioymert
i ith the date

bi%lgj \cl;lr when the event that you ari3 ion
. laining about took place. In exp p e
Cqmp stances more time may be given.
C|rC‘rjnmle if you were in hospital at the time
fr)::t ch))uuz claim should have been made.

In most cases YO
make your claim.

Where to send your claim

i rth
You can send your claim to the Chattst:/\(/ao
Tribunal Office or you can c_omplete
online version on our website.

ation.
tick the box which uses the correct colloc
W,

[v a case

/| hear

| employment affairs
A

\ 7\ unfair dismissal

7 L search for help

b | \ unjust dismissal - 4
L

c \j seek help L

¢ | | pringaclaim i

e TW“‘J draft a claim form |

| doaclaim

~ | complete a claim form

© Global Legal English

AN EMPLOYMENT CLAIM
Exercise 1

If you want to make a claim at an employment tribunal you must check that the nature of your claim is
covered by the tribunal’s jurisdiction list. On the next page you will see ten types of claim that are covered by

the jurisdiction list. Look at the employees’ complaints below. Match each employee with the correct type
of complaint.

Anna Kingston ‘| am a machine operator in a factory in Chatsworth. | have worked here for two years. |

have just discovered that a man who works here is paid £2 an hour more than | am for
doing exactly the same job as me.’

David Cainley ‘' work in the office of a publishing company. | had to attend a disciplinary meeting last
month because | was accused of using the Internet to look at football websites during
paid working hours. | was dismissed at the end of that meeting. | was extremely angry
because my employer refused to allow my trade union representative to attend the
disciplinary meeting with me.’
Arthur Bentley ‘| am 55 years old. | work for a travel agency. Last month our manager resigned and the
job of branch manager became available. Despite the fact that | have 20 years’
experience of this type of work, a younger man in my office was promoted over me. The
area manager actually told me afterwards that although they were impressed by me at
my interview they thought that | was too old to handle the new technology that the
company were planning to introduce over the next few years. | feel that this is extremely
unfair.’

Simon Cole ‘I am 45 years old. | applied for a job working in a petrol station in Chatsworth. The job

advertisement said applicants should be ‘young and dynamic’. | was not selected for
interview, despite lots of previous experience of doing similar jobs. | believe the
employer only wanted people who were younger than me.’

Brian Hedley ‘I'am 19 years old. | work for a sole trader who runs a gardening business. Last month |

decided to take out a loan and the bank asked for my last three months’ payslips. My

employer pays me in cash at the end of every day and refuses to give me payslips.
Without proof that | earn money | can’t get a loan.’

Jack Walsh ‘I am 23 years old. | do seasonal work for a local fruit grower near Chatsworth and | pick

fruit for eight hours every day. The law says that my employer must pay me at least
£5.35 an hour but my employer only pays £3 an hour.’

Deborah Clark ‘| worked in the office at a local brewery. My employer needed to reduce the number of

administrative staff last month because there wasn’t enough work for everyone. Two of
us in the office, my colleague Jane and |, have young children and we only work 20
hours a week in comparison to the other employees who work 37 hours a week. The
boss made Jane and | redundant, although we had actually been there longer than
some other employees.’
Alex Harmon ‘l am 41 years old and | have worked for all of my working life in a factory that produces
furniture. The factory is due to close in two months and we will all be made redundant.
It is really difficult to get a new job at my age but to make matters worse my employer
refused to let me have a morning off to go for an interview.’

Dan Beale ‘I work for an advertising agency based here in Chatsworth. My employment contract

clearly states that | will be paid on 26th of each month but my employer always pays
me later than that. | have had a few financial troubles as a result.’

Maggie Redman ‘| used to work as a manager of a restaurant business until | resigned last July. | didn’t

want to resign but when my employers found out that | was expecting a baby they
treated me very badly and | didn’t feel that | could stay.’

© Global Legal English o
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Jurisdiction list

a You have suffered a detriment or have been dismissed as @ result of your employer’s refusal to allow
you to be accompanied at a disciplinary/grievance hearing.

Employee name:

b You have a complaint pased upon breach of contract.

Employee name:

¢ You have a complaint pased upon a discriminatory advertisement.

Employee name:

d You have suffered discrimination in the workplace on the grounds of age.

Employee name:

e Your employer has failed to provide equal pay for equal work.

Employee name:

£ Your employer has failed to allow time off 10 seek work during a redundancy situation.

Employee name:

g Your employer has failed to provide @ written pay statement.

Employee name:

h You have suffered a detriment or have been dismissed on the grounds of pregnancy.

Employee name:
i Youhave suffered a detriment or have been dismissed as a result of your employer's failure to pay
the minimum wage.

Employee name:
j Youhave suffered less favourable tréatment or have been dismissed as a result of being a part-time
employee rather than a full-time employee.

Employee name:

e mT— . e SRS —————— sn

| Collocation bank

f
|

| o unfair dismissal o to meet certain conditions o to attend a meeting

|

» to seek help o astrict time limit ® to be made redundant

i
. -
| Preposition bank

| |
| |

| e tobe promoted over someone | ® in compatrison to/with something/someone
q ‘Sandra has worked here for seven years 1\‘ ‘We are paid well in this country in
% now and three people have been promoted \1 comparison to/with workers who make cars
;‘ over her.’ \ in other countries.’
, \
3 » to have time off work \‘ o to be paid in cash .

4 had a lot of time off work last year due to \1 ‘Many illegal workers are paid in cash.’

family problems.’ |

S T
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Exercise 2

Read the news
paper story on th
th ; i e next page. It i
e gaps in the text with a word from the ﬁoxlé és/oa story about a hearing at an employment trib
w. ribunal. Fill

© suspehded 3
» earnings e Gt hearing
@ a 5
warded o alleged Wi admitted
o distressed
Exercise 3

Read the news
paper sto ]
ry again and answer the following questions using a full
ull sentence.

o ]
What was Maggie Redman’s job at Casa?

b Wha i
t was Maggie Redman’s yearly salary at Casa?

c
Who were the owners of Casa?

d How long had Maggi
aggie R -
a baby? ggie Redman been working at Casa when she discovered sh
she was going to have

y

M R
Vi

g When Maggie R
edman returned
offence . to work, how did )
s such as making late payments to Supp”e'\r/lsr?a”d Mrs Roeder financially punish her for alleged

h Wa i i
s Maggie Redman fired from her job at Casa?

gg

L4

i

© Global Legal English
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Unit 4B/Higher

Tribunal rules in favour of

A Chatsworth woman who was asked by her
employers {0 choose between her unborn baby
and her job was (a) £60,000
in damages at 2 tribunal today.

Maggie Redman, aged 29, originally from
Manchester, had worked as (b)

at the fashionable restaurant ‘Casa’ in Beaumont
Street, Chatsworth for just two months when she
informed her employers, restaurant owners
Michael and Sarah Roeder that she was g0ing to
have a baby. She was initially ()

from her £30,000-a-year post, but returned to the
restaurant to resume work last May, the tribunal
was told. Miss Redman claimed she was then
forced out by a campaign of harassment.

Miss Redman told the tribunal that she had
informed her employer garah Roeder as soon as
she knew that she was expecting baby. Miss
Redman described Mrs Roeder’s response to her
news as ‘brutal’. Sarah Roeder yesterday
(@ o saying, ‘1f you keep this
baby, I don’t think we can keep you. We have put
everything we have into this business and we have
to prioritise it above everything else’. According t0
Miss Redman, who is unmarried, Michael Roeder
approached her later on the same morning and
asked her how strong her relationship was with
Glenn Taylor, the father of her child. Miss
Redman told the tribunal, ‘Michael was furious
when he heard my news. He asked me deeply
personal questions about my relationship with
my partner and encouraged me not t0 continue
with my pregnancy. I was shocked beyond belief
by his attitude and was too (€)

154

page 12

The Chatsworth Herald www.cbatsworthberald.co.uk

manager suspended from top restaurant

woman asked to choOs€ between
her baby and her job wins £60,000
for constructive dismissal

of the day. Michael’s response to my distraught
condition was to suspend me on the spot. I had
no choice except to 0 home. 1 left work that day
at 11am’.

Although Mr and Mrs Roeder suspended Miss
Redman from her post that day, she later

returned to work. She eventually
® fast July after being given
what she termed ‘an inaccurate, negative work
appraisal that portrayed me as liar and an
opportunist’. During the three-day tribunal
€3] , Miss Redman told of being
verbally abused by the Roeders and of having her
salary docked for (h) offences
that she had not committed, such as failing to file
important invoices and making late payments

to suppliers.

After today’s judgment, Miss Redman told the
Chatsworth Herald , ‘The Roeders made my lifea
misery when 1 worked for them and for many
months after. They suggested to me and to other
staff that 1 came t0 work at Casa with 2 deliberate
plan to take 2 highly-paid post and then have 2
baby immediately to take advantage of statutory
maternity rights. Nothing could be further from
the truth’.

At the tribunal Miss Redman alleged constructive
and unfair (@) as well as sexual
discrimination. Her claims Were upheld, resulting
in damages of £60,000 for harassment, sexual
discrimination and lost () Asa

result, the Roeders, who have since sold Casa, nOW

face financial ruin. They were not available for
comment after the tribunal today.

.
by the conversation to work efficiently for the rest

L —
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USING YOUR KNOWLEDGE

Collocation review

1ySiH/gy Hun

a Please élo not di isi
t disclose this information to anyone, as it is
confidential.

b Ifyou
you upon your return.

any expenses o i
" . .
your training course in London the company will
will reimburse

¢ Do you have an
Yy .
e - experienc e

eone who won’t need very much training e of working in a bank? We are ideally looking for

d [|have
. . for a job wi i
interv : ith a major law fi ;
iew, as there is sure to be a lot of comrjetitlzvr\: firm but I'm not sure that | will be selected fo
. r

e ltisvital to
: up-to-date wi i
c , w
arfiplywith many dities and obligations ith changes in employment law because employers h
. ave to

f Employees h

ave been

moment a affected b o
nd many people have lost their jobs as a r)éstgﬁ bad economic situation that we have at the

g The employee’s di
s dishonest behavi
viour amo
c , un
ontract and he was dismissed immediatelyted ©e

breach of his employment

h !f you have been
job in the police force.

of a serious crimi
riminal offence i
in the past yo
u are not eligible fi
ora

i |have
to retire at the age of 50.

j  The European Uni
nion
legislation penalties upon memb
; er countries that breach i
ch its employmen
t

Vocabulary review
Comple
plete these sentences with a word that you have s
een.

a The successful
be a good leader of staff.

b Mothers of n i
_ ew babies are enti
legislation. entitled to 52 weeks’ maternity
according to current

) clause of thi

bring the ¢ Is contract explain i

g ontract to an end without notice to thepempslgl;s circumstances in which the employer can
e.

unfair

d She was fired
from her job wi
Job without good reason and she is bringing a claim against h
inst her employer for

e Employers are not allowed to

or religi |
o against employees on the grounds of age, sex

© Global Legal English
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Unit 4B/Higher

§ Ifyou areill and you ar

g Inth

h Employers are obliged to give

i The work of an emplo

pay
i ' ou
ay from work your employer 1S obliged to pay y
e aw

for a certain number of weeks.

4 w y =

pay to men and women if they aré doing

the same job.

i ispute is known as
involve any kind of dispu
that does not invo
yment lawyer

work.
N ioh is designed to keep
d legislation these days, which is g
j re is a lot of health an e
: Egr?ployees safe from harm when they are at W

e

BEE———__

e

Preposition review

¢ lwas reimbursed

e Harrods on 23 April of this year.

| ..
d | give notice that | will end my employmen

his or her bank account on the last day

e The Employee’s salary will be paid directly

 S—
to terminate his employment.

a wide range of complaints.

. . .

g Employment tribunals hear cases relating o "
my employer on the grounds O

i laim | »
e any this year but a you

| thought | would be made a manager at my comp y
i pbecause .
i 1am veryangry iy
man was promoted | o
i clock and my
interview for a new job because it was attwo O

ble to go toan i

S s e the afternoon .

employer refused to give M
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TOLES HIGHER EXAM PRACTICE

Exercise 1

Read the contract clause below. The missing prepositions are in the list below. For each gap choose the

preposition which best fits into the space from the options provided. Use each option only once. Write your
answers in the box below. There is an example at the beginning (x).

FROM A CONTRACT OF EMPLOYMENT
7. HOLIDAYS
The Company and the Employee agree as follows:

7.1 All of the Employee’s holiday dates shall be agreed with the human resources department of
the Company a minimum (*) six weeks (1) advance of holiday being taken.

7.2 The Company shall be entitled to require the Employee to work any public holiday including

Christmas Day if any such holiday falls (2) a day on which the Employee would normally
be required to work.

7.3 In the event that the Employee leaves the Company he or she shall be entitled to pay in lieu
(3) any holiday entitlement that may have accumulated.

7.4 In the event that the Employee leaves the Company and he or she has received paid holiday in
excess of holiday entitlement the Company is entitled to deduct any overpayment (4)
any other sums due (5) the Employee from the Company.

(AA) of (A) upon (B) from (C) in (D) of (E) to

B) AA @ 2 3) ) (5)

/ H -
‘ = Listening

Exercise 2

Listen to this conversation between a lawyer and his client. Decide if the following statements are true or false.

Mr Winter had already filed a claim against his former employer before his visit to the lawyer.
Mr Winter was employed as an office worker in Birmingham.

Mr Winter was dismissed two weeks ago.

Mr Winter was injured by a woman when he tried to stop her fighting with her husband.

Mr Winter has now completely recovered from the injury he sustained to his ear.

Mr Winter suffered no broken bones in the attack upon him.

Mr Winter’s supervisor was very sympathetic about his medical problems.

Mr Winter’s supervisor telephoned him to say she intended to file a defence to his claim.

Mr Winter has only worked for six weeks since the attack upon him.

10 The lawyer thinks that Mr Winter's claim will be unsuccessful.

© 0 N O U1l D W N

True or false?

© Global Legal English 17
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% (*)  Mr Keane
= Exercise 3
¢ Look at the letter below. A lawyer has written it on pehalf of his client. Parts of the letter aré written in an (1)
’g inappropriate way- They are underlined. Rewrite the underlined words in a more appropriate way- There is
an example at the beginning ( *). )

3)

13ysiH/ gy nun

McKay, Browne & Co (4)

11 Cardogan Square
Liverpool (5)
L1 3BQ
17 July 20XX (6)
Mr Fergus Keane | 7
General Manager )
Carlton Engineering
Unit 33, Broome Industrial Park ®)
Liverpool
123 5CH 9)
Dear () Fergus Keane Esquire (10)

Our client: Neil Hoffmann

| (1) write about your letter of 14 July 20XX, sent to Mr Neil Hoffman at his home address,
44 Willow Gardens, Merton, Liverpool. Mr Hoffman has (2) talked to McKay, Browne & Co
and | will be representing him (3) about this problem.

| am instructed by Mr Hoffmann that, (4) opposite 10 what you now claim, he was not
informed at any stage of the company’s official (5) process to complain, nor was he offered
an interview at your head office on the afternoon of Monday 2 July.

Mr Hoffmann insists that he was involved in a heated argument with his supervisor,

Mr Kevin Radcliffe, on the morning of 2 July and was subsequently asked to leave the
company’s (6) puildings by you in your capacity as General Manager. Mr Hoffmann then
received notification that his employment contract had been terminated without notice on
the grounds of his (7) terrible pehaviour by @ |etter dated 3 July.

ferrpl€ Delld===

My client insists that the (8) argument he had with Mr Radcliffe on 2 July was oné of several
similar incidents and that his repeated attempts 0 speak to someone in authority in order
to make a formal complaint were not taken seriously.

| have advised my client that he has excellent grounds 10 make a claim against Carlton
Engineering for (9) unjust firing. | have instructions to issue proceedings against you if we do
not receive reasonable proposals for settlement of this matter within (10) two weeks after
he date written on this letter.

the date written on this ===

Yours sincerely

8. (andbr—

Brendan Lambton
Partner
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