Методичні рекомендації

до виконання контрольної роботи

Контрольна робота № 5

Завдання до контрольної роботи подані у восьми варіантах. У 6 семестрі студенти виконують контрольну роботу № 5. Студент самостійно обирає варіант контрольної роботи. Номер варіанту роботи відповідає номеру студента в списку групи (студент під номером 9 обирає 1 варіант і т.д.). Контрольна робота перевіряється викладачем лише у разі її реєстрації на кафедрі іноземної філології НН ГМІ НАУ.

Студент отримує позитивну оцінку у разі засвоєння навчального матеріалу, написання контрольної роботи, відвідання всіх практичних занять та активної участі під час них.
Вимоги до оформлення:

1. Обов’язкова титульна сторінка.

2. Шрифт – 14, всі поля – 2 см.

3. Друкуєте спочатку англійський текст, потім переклад.

4. Завдання 2 i 3 виконується у стовпчик:

Insurance – страхування
5. Завдання 4

Питання – відповідь.

Варіант 1

I. Translate into Ukrainian.

Office Safety.

Most people would consider the average office to be a reasonably safe workplace compared, say, with a construction site. However, while fatal accidents are uncommon, minor accidents caused by trips and falls, the unsafe use of electricity, obstructed passages and stairways, failure to use access equipment and poor housekeeping are common.
Fire is, by far, the greatest hazard in offices. Because of the design, location, construction, layout and age of many offices, a fire can spread rapidly from floor to floor. The need for well-developed fire and emergency procedures in offices cannot be over-emphasised. This is particularly appropriate in large multi-occupied offices housed in old converted buildings.
The areas considered below should be paid attention to regarding safety in offices.

Housekeeping

One of the greatest causes of accidents in offices, particularly falls, is that of bad housekeeping. The term 'housekeeping' implies 'everything in the correct place and a place for everything'. Bad housekeeping is frequently the cause of office fires which can be caused by general untidiness, poor storage of flammable wastes, such as waste paper, and people smoking. The following housekeeping rules should be applied in offices:
•Keep the work area tidy. Items that are not in use should be stored away.

• Waste should be stored in waste containers, which should be emptied on a regular daily basis.
• Heavy items, such as ledgers, should not be placed on the top of cabinets or cupboards as they could fall on to someone using the cupboard.

• Harmful items, such as broken crockery, light bulbs and milk bottles, should be separately stored and disposed of. 

• Passages, stairways, entrances and exits, in particular emergency exits, should be kept clear and free from surplus stationery, sacks of office refuse, surplus office equipment and furniture, and other large items.

• Spillages should be cleared up immediately.

• Damaged floor coverings, such as carpets, should be replaced immediately due to the tripping or slipping hazard created.

• An established cleaning schedule should be maintained.
Furniture and fittings
Bad office planning and layout with regard to the siting of furniture and, fittings can result in numerous minor accidents. The following points should be considered. 

• Furniture should be arranged so that employees can move freely within the office and from one office to another.
• Doors and drawers, particularly to filing cabinets, should be kept closed when not in use.
• When using a filing cabinet, only one drawer should be opened at a time due to the risk of the cabinet tipping forward, particularly when the two top drawers are open at the same time.
• Filing cabinets should not be overloaded. Heavy items should be stored in the bottom drawer.
• The bottom drawer of a filing cabinet should always be closed immediately to avoid the risk of people tripping over it.
• Damaged and broken furniture and fittings, such as shelves, chairs and filing cabinets, should be repaired or replaced immediately.

II. Suggest the Ukrainian equivalents of the phrases below:

fatal accident; minor accident; access equipment; emergency procedures; multi-occupied offices; converted building; waste containers; harmful items; broken crockery; surplus stationery; sacks of office refuse; damaged floor covering; tripping or slipping hazard; to maintain cleaning schedule; siting of furniture; filing cabinet; to tip forward; bottom drawer; to trip over smth;

III. Find English equivalents to the following words and phrases:

шафа для зберігання документів; небезпечні предмети; переобладнана будівля; нещасний (смертельний) випадок; надзвичайні заходи; розбитий фаянсовий посуд; розміщення меблів; спотикнутися об щось; незначний випадок; обладнання, яке забезпечує доступ до чогось; контейнери для відходів; мішки з офісним сміттям; дотримуватися графіку прибирання; перекидатися; небезпека спотикнутися або посковзнутися; надлишки канцелярських товарів; пошкоджене покриття для підлоги.

ІV. Answer the questions:

1. What does the term ‘housekeeping’ imply?

2. What housekeeping rules should be applied in offices?

3. What points should be considered with regard to office layout and the location of items such as filing cabinets, desks and equipment?
V. Translate into English:

1. Офіси, розташовані в старих переобладнаних будівлях, часто бувають вогненебезпечними.

2. Щоб запобігти нещасним випадкам в офісних приміщеннях, слід не захаращувати проходи, сходи, входи і виходи до приміщень надлишками канцелярських товарів та меблів.

3. Пошкоджені меблі та приладдя слід негайно відремонтувати, або замінити.

4. Пошкоджене покриття для підлоги необхідно негайно замінити з метою запобігання травмуванню в результаті падіння.
                                                           Варіант 2

I. Translate into Ukrainian.

5.1.2. Electrical appliances

Misuse and abuse of electricity in offices is one of the most significant causes of office fires. The following rules should be observed:
• Only trained and competent staff should attempt to repair electrically operated machinery.

• Machines should be switched off from the mains when left unattended for long periods.
• Cables should be so positioned that they do not trip people up. Where this is not possible, suitable permanent cable covers should be installed. Flexes should be shortened so that they do not trail across the floor or under desks.
• The use of freestanding radiant-type electric fires, sometimes used to supplement central heating in the winter months, should be prohibited. 

• Cables to electrical appliances should be maintained in a sound condition and replaced when they become damaged.

• The use of multi-point adaptors should be either prohibited or carefully controlled in order to avoid overloading sockets. 

• Electrical appliances should be examined every six months and a record of such examinations maintained.
Lifting and carrying
A substantial number of permanent back injuries are sustained by office staff lifting and carrying heavy items, such as electric typewriters, stationery packages and office furniture. To prevent the risk of such injuries, adequate manual-handling equipment, such as trolleys and sack trucks, should be provided. The general rule must be that no one should lift anything which is likely to cause injuries to the back, hands, arms, legs or feet.

II. Suggest the Ukrainian equivalents of the phrases below:

misuse and abuse of electricity; machines left unattended; cables should not trip people up; cable covers; flexes should be shortened; to trail across the floor; radiant-type electric fire; electrical appliances; multi-point adaptor; to avoid overloading sockets; back injury; to  lift and carry heavy items; to prevent the risk of injuries; manual-handling equipment; to cause injuries to the back; sack truck.

III. Find English equivalents to the following words and phrases:

запобігати перевантаженню розеток; відвернути ризик тілесних ушкоджень; гнучкі шнури слід укоротити; електричні опалювальні прилади випромінюючого типу; адаптер (перехідник) з декількома входами для підключення; оснащення для ручного переміщення вантажів; електроприлади; візок для перевезення мішків.

IV.Answer the questions:

1. What rules concerning the use of electrical appliances in offices should be observed?

2. What are the rules of lifting and carrying heavy items?

V.Translate into English:

1. Електричне обладнання, яке тривалий час залишається без нагляду, необхідно вимкнути з мережі електропостачання.

2. В офісах забороняється використовувати електричні опалювальні прилади випромінюючого типу.

3. Щоб запобігти виникненню тілесних ушкоджень, для піднімання та перевезення важких предметів необхідно використовувати спеціальне обладнання.

                                                              Варіант 3

I. Translate into Ukrainian.

Dangerous Substances

A variety of products used in offices on a daily basis can be potentially dangerous. Such products include cleaning fluids, adhesives, quick drying inks and correcting fluids, all of which emit powerful fumes or vapours. In certain circumstances, such substances can be highly flammable. Other flammable substances include floor polishes and some aerosol-based cleaning compounds. To reduce the risks associated with dangerous substances, the following precautions are necessary:
• Staff should always read the manufacturer's instructions prior to using a potentially dangerous product.
• In certain situations it may be necessary to wear personal protective equipment, such as gloves, apron and goggles, when dealing with substances.
• Staff should be aware of the hazard warning symbols shown on the packages for potentially dangerous substances, eg flammable, toxic symbols.
• Waste should be disposed of safely. This particularly applies to cloths soaked in solvent-based cleaning fluids. In this case, such items should be stored in a metal container with a close-fitting lid and disposed of on a daily basis.
• Dangerous substances should be handled in a well-ventilated area.

• Any ill-effects experienced by staff following the use of substances should be reported immediately.
                                         Office equipment
Certain items of office equipment, in particular hand-operated guillotines, can inflict serious injury. Guillotines should be effectively guarded and staff trained in their safe use.
Other items, such as scissors, letter openers and knives, should only be used for their main purpose and certainly not, for example, as screwdrivers or for opening tins.

II. Suggest the Ukrainian equivalents of the phrases below:

cleaning fluid; quick drying ink; correcting fluid; flammable substances; floor polish; aerosol-based cleaning compounds; personal protective equipment; to deal with substances; hazard warning symbol; cloths soaked in solvent-based cleaning fluids; to dispose of waste; well-ventilated area; hand-operated guillotine; precaution.

 III. Find English equivalents to the following words and phrases:
ганчіря, просочене очищувальною рідиною на розчинній основі; символи, які застерігають про небезпеку; запобіжний захід; корегуюча рідина; очищувальна рідина; аерозольні очищувальні суміші; позбавитися сміття; займисті (вогненебезпечні) речовини.
IV. Answer the questions:

1. What flammable substances are used in offices?

2. What precautions are necessary to reduce the risk associated with dangerous substances?

V. Translate into English:

1. Необхідно вжити запобіжних заходів проти пожежі.

2. Ганчір’я, просочене очищувальною рідиною на розчинній основі необхідно зберігати у металевих контейнерах з кришкою, що щільно прилягає, і знищувати впродовж дня.

3. Деяке офісне обладнання, якщо його неправильно використовувати, може завдати тілесних пошкоджень.

                                                                      Варіант 4
I. Translate into Ukrainian.

                                                                 Fire Precautions

The majority of fires in offices occur outside normal working hours. The initial cause of the fire will, in many cases, have been created during office hours. To minimise the risk of fire, the following procedures and practices, should be followed:
• On no account should fire exits and designated escape routes be obstructed.
• All flammable wastes should be carefully controlled in terms of storage and removal. 
• The use of radiant-type electric fires should be prohibited.
• Smoking in the office should be carefully controlled, including the use of ash trays. Persons who are careless in their smoking habits should be disciplined.

• All electrical equipment should be disconnected from the socket when not in use or left unattended for long periods.
• Clothing and other items should not be dried close to a direct heat source. In particular, they should not be placed over space heaters.
• Prior to locking the office at the termination of work, a trained person should undertake an inspection to ensure that no fire hazards have been created. In larger offices, designated fire wardens should carry out this task.
• Flammable items should be kept to a minimum for general use. A metal storage cupboard should be provided for storage.

• All staff should be aware of the nearest fire alarm point, the nearest fire appliance and the emergency evacuation plan for the building, including assembly points.

Personal conduct
It is regrettable that many office workers do not envisage their workplace as being potentially dangerous compared, say, with a factory. This attitude can result in accidents, and staff should be trained in the following basic aspects of personal conduct:
• Dress sensibly for work. Do not wear items that may catch in office machinery and do not wear unsuitable footwear.

• Look where you are going! Do not read while walking or carry items at such a level that you cannot see where you are going. 

• Do not run or turn corners quickly when you cannot see what is round the corner.
• Use the access equipment provided when storing items normally out of reach, and not revolving typist chairs or existing shelves.

• Open doors carefully! There may be someone standing on the other side.

II. Suggest the Ukrainian equivalents of the phrases below:

to minimise the risk of fire; on no account; fire exit; ash tray; to disconnect from the socket; direct heat source; prior to locking the office; termination of work; to undertake an inspection; personal conduct; to envisage a workplace as being potentially dangerous; to result in accidents; dress sensibly; items that may catch in office machinery; unsuitable footwear; to turn corners; out of reach; revolving typist chair; access equipment.

III. Find English equivalents to the following words and phrases:
здійснювати огляд; ні в якому разі; закінчення роботи; призводити до нещасних випадків; поза межею досяжності; речі, які можуть потрапити в офісне обладнання; завернути за ріг; пряме джерело тепла; пожежний вихід; непідхоже (невідповідне) взуття; вимкнути з розетки.
IV. Answer the questions:

1. What procedures should be followed to minimise the risk of fire in an office?

2. What basic aspects of personal conduct should a staff be trained in?

V. Translate into English:

1. Використовуйте спеціальне обладнання, щоб дістати предмети які знаходяться поза межею досяжності.

2. Перед тим, як замкнути офіс, наглядач-пожежник має оглянути приміщення, щоб переконатися у тому, що в офісі не виникла вогненебезпечна ситуація.

3. Персонал повинен знати, де знаходиться пункт, з якого надходить автоматичний пожежний сигнал, протипожежне приладдя та план евакуації на випадок непередбачених обставин.

                                                               Варіант 5
I. Translate into Ukrainian.

Office Health and Safety Audit

Using the audit, shown below, make a report about your office health and safety.

1. If more than 20 persons, or more than 10 persons on any floor other than the ground floor, are working in the building, has Certificate been obtained?

2. Are all furniture, fittings and furnishings in a clean state? 

3. Is there sufficient space for people to work, bearing in mind the overcrowding standards quoted in the Workplace Regulations? 

4. Is the temperature reasonable?

5. Is the means of heating safe and without risks to health? 

6. Is a thermometer provided in a conspicuous place on each working floor of the premises? 

7. Is ventilation adequate?

8. Is the lighting adequate?

9. Are enough toilets provided for both male and female staff?

10. Are there suitable and sufficient washing facilities for both male and female staff, together with soap and drying facilities?

11. Is there an adequate supply of drinking water? 

12. Is there suitable accommodation for external clothing not worn in the office? 

13. Are there adequate and suitable seating arrangements? 

14. Are all floors, passageways and staircases in a good state of repair and free from obstruction? 

15. Do staircases have handrails?

16. Have dangerous parts of machinery been guarded? 

17. Is there a suitable number of fully equipped first aid boxes?

18. Are there enough trained first-aiders available during normal working hours?

19. Is the Emergency Evacuation Procedure established and displayed? 

20. Are the roll call lists up-to-date? 

21. Are fire precautions records being maintained? 

22. Are all fire appliances correctly located and regularly serviced?

23. Are all areas free from accumulations of combustible materials? 

24. Are all fire exit doors clearly marked, unobstructed and operational? 

25. Can all escape route doors be opened easily? 

26. Are all fire-resisting or smoke-stop doors closed and fitted with appropriate door closing gear? 

  27. Can the fire alarm be heard in all parts of the premises? 

28. Has the fire alarm been tested recently? 

29. Has a fire drill been carried out in the last 12 months? 

30. Have persons been trained in the correct use of fire appliances?
II. Suggest the Ukrainian equivalents of the phrases below:

sufficient place to people; reasonable temperature; means of heating; conspicuous place; washing/drying facilities; supply of drinking water; suitable seating arrangements; obstruction; handrails; fire precautions; fire appliances; escape route door; door closing gear; fire alarm.

III. Find English equivalents to the following words and phrases:

протипожежні пристрої; автоматичний сигнал у разі пожежі; місце, що впадає у вічі; постачання питної води; протипожежні запобіжні заходи; механізм для закривання дверей; двері запасного виходу.

IV. Translate into English:

1. Більшість людей вважають роботу в офісі відносно безпечною і тому недооцінюють такі ризики, як пожежа.

2. Погано налагоджена адміністративно-господарська робота може бути однією з основних причин нещасних випадків в офісі.

3. Багато предметів офісного обладнання та устаткування можуть бути небезпечними, якщо їх неправильно використовувати.

4. Експлуатація електричних приладів та обладнання з порушенням правил може призвести до пожежі.

5. Персонал повинен знати про небезпечні речовини, які використовуються в офісі і про необхідні запобіжні заходи.

                                                         Варіант 6
І. Translate into Ukrainian. 
                                                   What is Stress?

Recent statistics show that 75 per cent of workers indicate they feel stress on the job. Stress is a term which is rarely clearly understood. Various definitions have been put forward over the years, as follows:
1. Any influence that disturbs the natural equilibrium of the living body.
2. The common response to attack. 
3. A feeling of sustained anxiety which, over a period of time, leads to disease. 
4. A psychological response which follows failure to cope with problems.
Generally, a stressful circumstance is one with which an individual is unable to cope successfully and which results in unwanted physical, mental or emotional responses. Stress can be perceived as a threat, it can produce the classic 'flight or fight' response, it may create physiological imbalance and can certainly affect individual performance. It is particularly concerned with how people cope with changes in their lives at work, at home and in other circumstances. It should be appreciated, however, that not all stress is bad. We all need a certain amount of stress (positive stress) in order to cope with life situations.
Classification of stressors
A stressor produces stress. There are many forms of stressors, namely:
1. Physical stressors ─ extremes of temperature, lighting, ventilation and humidity, noise and vibration.
2. Chemical stressors ─ dangerous chemicals: gases, vapours, dusts, etc
3. Biological stressors ─ bacteria, viruses, etc.
However, most people associate stress with social or psychological stress which may be brought about, perhaps, by isolation, rejection, pressure and a general overloading of the body systems (distress). The demands on people at work include:  

•  psychological demands ─ machine-paced work, the quality of supervision, hazards, monotony of the task;
•  physical demands ─ the effort required, as in manual handling activities, the potential for fatigue and exposure to hazardous substances;
•  demands related to the construction of displays and controls on machinery ─ vision screen equipment, fork lift trucks, machinery;
•  environmental demands  ─  noise, pollution, poor lighting, etc;
•  working hours ─ shift work, unsocial hours, night work, the frequency of breaks; 
•  payment arrangements ─ piece work systems, compliance with quality standards.
Sources of stress among managers may be associated with many factors ─ their role in the organisation, career development, the organisational structure and climate, relationships within the organisation and certain factors which are specific to the job. There may also be demands from outside the organization. Personal factors are important in this case in terms of individual personality, a person's tolerance for ambiguity, ability to cope with change, level of motivation and specific behavioural patterns.
IІ. Suggest the Ukrainian equivalents of the phrases below:
failure to cope with problems; physiological imbalance; to affect performance; to cope with changes; to cope with life situations; extremes of temperature; overloading of the body systems; the demands on people at work; manual handling activities; vision screen equipment; pollution; unsocial hours; compliance with quality standards;

IІІ. Find English equivalents to the following words and phrases:
неспроможність справитися з проблемою; антигромадські години; упоратися зі змінами; відповідність стандартам якості; перебороти життєву ситуацію; крайності температури (надто низька, або надто висока).

ІV. Answer the questions:
1. What is meant by “unsocial hours”?

2. What are the sources of stress among managers?

3. Give definitions of stress.

4. What are the demands on people at work?

5. What personal factors are important for coping with stress?

6. What types of stressors do you know?

V. Translate into English:

1. Фізичні, хімічні та біологічні чинники можуть викликати стрес.

2. Робота, темп якої завдається машиною, позмінна робота, робота в нічні години   ─  це лише деякі чинники, які можуть викликати стрес.

3. Причинами стресу можуть бути психологічний клімат в організації, проблеми кар’єрного зросту.
Варіант 7
І. Translate into Ukrainian. 
Role Theory

Role theory views most large organisations as comprising systems of interlocking roles. These roles relate to what people do and what others expect of them. Problems arise as a result of:
1. Role ambiguity. This is the situation where the role holder has insufficient information for the adequate performance of his role. Potentially ambiguous situations are in posts where there is a time lag between action taken and visible results, or where the role holder is unable to see the results of his actions.
2. Role conflict. This arises where members of the organisation, who exchange information with the role holder, have different expecta​tions of his role. Each may exert pressure on the role holder and, commonly, satisfying one expectation could make compliance with the other expectations difficult. This is the classic 'servant of two    masters' situation.
3. Role overload. This results from a combination of role ambiguity and role conflict. The role holder works harder to clarify normal expectations or to satisfy conflicting priorities which are frequently impossible to achieve within the time limits specified.
Research has shown that when experience of role conflict, ambiguity and overload is high, then job satisfaction is low. This may well be coupled with worry and anxiety. These factors may add to the onset of stress-related diseases and conditions such as peptic ulcers, heart disease and nervous breakdowns.

I. Suggest the Ukrainian equivalents of the words and phrases below:
adequate performance of one’s role; satisfying expectations; servant of two masters; stress-related diseases; heart disease;
IІІ. Find English equivalents to the following words and phrases:
взаємозалежні ролі; відставання в часі; справляти тиск на когось; виразка органів травлення; нервовий розлад; напад, атака
IV. Answer the questions:

1. What is the main idea of the role theory?

2. What are the stress-related diseases?

3. What does the role overload result from?

4. What is role ambiguity?

5. When does the role conflict arise?

Варіант 8
І. Translate into Ukrainian. 
The Effects of Stress

Stress effects vary considerably from person to person. Typical effects of stress are headaches, insomnia, fatigue, overeating, constipation, nervousness, minor accidents, palpitation, indigestion and irritability. Many more effects and symptoms could be added to this list.
The two principal psychological effects of stress are anxiety and depression.
1. Anxiety. This is a state of tension coupled with apprehension, worry, guilt, insecurity and a constant need for reassurance. It is accompanied by psychosomatic symptoms, such as profuse perspiration, difficulty in breathing, gastric disturbances, rapid heart beat, frequent urination, muscle tension or high blood pressure. Insomnia is a reliable indicator of a state of anxiety.
2. Depression. This has been defined as ‘a sadness which has lost its relationship to the logical progression of events’. Its milder form may be a direct result of a crisis in work relationships. Severe forms may exhibit biochemical disturbances, and the extreme form can lead to suicide. Another definition is 'a mood, characterised by feelings of dejection and gloom, feelings of hopelessness, futility and guilt'.
Typical stressful conditions
• Too heavy or too light a workload.
•  A job which is too difficult or too easy. 

•  Working excessive hours eg 60 or more hours per week. 

•  Conflicting job demands ─  the 'servant of two masters' situation. 

•  Too much or too little responsibility. 

•  Poor human relationships.
•  Incompetent superiors, in terms of their ability to make decisions, their level of performance and their job knowledge. 

•  Lack of participation in decision-making and other activities where a joint approach would be beneficial.
•  Middle-age vulnerability associated with reduced career prospects or the need to change career, the threat of redundancy or premature retirement. 

•  Over-promotion or under-promotion.
•  Interaction between work and family commitments.
•  Deficiencies in interpersonal skills.
II. Suggest the Ukrainian equivalents of the words and phrases below:
constant need for reassurance; psychosomatic symptoms; difficulty in breathing; rapid heart beat; high blood pressure; feeling of hopelessness; guilt; excessive hours; conflicting job demands; ability to make decisions; lack of participation in decision-making; joint approach; reduced career prospects; over-promotion; under-promotion; work and family commitments; deficiencies in interpersonal skills; workload;
IІІ. Find English equivalents to the following words and phrases:
напруження м’язів; переїдання; часте сечовипускання; небезпечність, ризикованість; шлункові розлади; рясне/надмірне потіння; начальник; передчасний вихід на пенсію; скорочення штатів; відчуття смутку, пригніченості 
ІV. Answer the questions:

1. What are the typical stressful conditions?

2. What is anxiety?

3. What is depression?

4. What are the typical effects of stress?

V. Translate into English:
1. Тривога супроводжується такими психосоматичними симптомами як надмірне потіння, часте сечовиділення, прискорене серцебиття, шлункові розлади, високий кров’яний тиск.

2. Депресія − це настрій, який характеризується відчуттями пригніченості, смутку, безнадії та провини.

3. Однією з умов, які призводять до стресу, є уразливість людей середнього віку, пов’язана з загрозою скорочення штатів, або передчасного виходу на пенсію.

