UNIT 12: MODAL VERBS

1 Choosethe correct word or phrasein italicsto complete each sentence.

1 Youmust/needn'save a file before you turn the computer off, or walllose it.

2 I'm afraid this is a non-smoking office, so ymyven't got to/can$moke in here.

3 Employees are reminded that tieystn't/needntise the office phone to make personal
calls.

4 Youneedn't/mustn$end that reminder to Eastwood's — they paid thgidevthis morning.

5 In countries like Iran, yodon't have to/canbuy or sell alcohol.

6 This income tax forrmust/neednie completed and returned to the Inland Revenue within
30 days.

7 You mustn't/don’t have toome to the meeting if you have more important thingio.

8 This information is highly confidential, so youstn't/needniiscuss it with anyone.

9 As you are from the European Union, youstn't/don't have tbave a visa to go to France.

10 Drivers wishing to hire a camust/aren't allowed tbe over 21 and have a full driving licence.

2 Write down what the following people might say in these situations usng must needn't or
mustn't

1 A supervisor in a supermarket hears a check-out igpdraing rude to a customer.

2 A clerk in a store is explaining to a customer te&inds cannot be given without a receipt.

3 A pension salesman is explaining that there ishtigation to pay contributions every month.

4 You have just heard a colleague give a territdegntation. Give him some advice.

5 You notice that a colleague uses the “save' facilityi@nomputer every ten minutes. You
know that the computer has an 'auto-save' facility.

6 You overhear a temporary secretary discussing!trsaigance with a travel agent. Your

company has a policy that covers all the employees.

3 Look at these notesthat a Personnel Manager wroteto explain company rules. Then use
the notesto complete a briefing he gave to some new employees on thefirst day at work.

Choose from have tq don't have tq can, can't, shouldor shouldn't.

sign letter about working hours, leave building during fire drill
Not necessary: send holiday form to persomnel immediately

Necessmr‘y:

Permitted: volunteer to work extra hours, take 3 weeks holiday,
smoke outside buildir\zj

Prohibited: make staff work long hours, take all holiday time together

Good idea: speak to head of department about excessive hours, give
notice to head of dept. about holidays, read fire actices

Bad idea: block fire exit

D i e P s U WA
‘Um. Excuse me. Good morning. Er, good morning. I've called you to this meeting to explain to you all some
of the basic health and safety rules that we have here. Um, first of all, working hours: it's not our company
policy to make staff work excessive hours — it makes people unproductive and can endanger health. Um,

managers (1) ........... 9.4\.'.\..‘i ........... make any of their staff work more than an average of 48 hours per week,
although anyone (2) ......cccvevveveviiereinenne volunteer to work more than these hours, but they

() J P sign a letter from the company to say that they want to do this. Any member of staff
who is worried that they are working t0o many hours (4) ......c.cccoecrerinrennennnes speak to their head of
department about it.

Um, all employees (5) ...ccocvvrvrvercerrennnnnnns take a minimum of three weeks' paid holiday per year, but you

[(G) take all this holiday off in one block. Staff (7) ..c.cccoevevceirvcrnne. give their head of
department as much notice as possible about their holidays, although they (8) ........ccccoveeecuervernnnnee send their

holiday form off to personnel until a few weeks before they go.

Next, er, fire drills. We have a fire drill about once a month — don‘t ignore it. You (9) ......cvevereereverveerneennn.
leave the building immediately that you hear the bell, and of course you (10) .......ccovvevrreececcnenane. block the
fire exits. Fire notices are posted throughout the building. Employees (11) .....cooovvrveerrereennne. read these
notices regularly. In the case of a real fire, don't panic and follow the fire procedures.

And lastly, for you smokers, I'm afraid that smoking is not permitted anywhere inside the building, although
YOU (12) o smoke just outside the front door.

I think that covers everything. Does anyone have any questions? No ... Yes...’



