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My =8I fL: non-negotiables (XA EAM). on-paper rules (4LEFLNI) #1 flexible
guidelines (GME4550), BEAMERIER—RED A= (requirement / supposed to /
normally expect), fREIREEIESIES (has to be followed / signed off by); fJaz2—ik TEMNIES
i JHEA: essential, no exceptions, comply with, duty, 64 MEEFRIELIRKEMNERL, % [N
KIS Dord; EMNR 2N &, AFDEMLERER &, WRLER I,
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1. non-negotiables - AR RAMNH — AEGIR, Phil (& LZEERE: "this is the rule. You
can't argue with it. You can't negotiate around it. You just have to do this." GX2HNl, FaEF.
AEZE. HAEM.) non-negotiable ABIKAIRIE TRA[IEAINIERR L, BIA5HN T45RE — 5B
52 on-paper rules: 4K EH. SLFpkA, REMZOHE FLETE—AIERE TW—, WAl EREmgE:
B, BB, Uk, BRREREAM,

2. on-paper rules - EMN —— Pippa 1Y7E X : "on paper you're supposed to do something. But in
reality maybe not everyone does it" (4R[H FORRIZAE, EISEHHEFERZEN AR LM, WiEs "it's
just not practical. It's not something that actually happens" (CERISE, SEFREEE) — NS5 HhFT
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ZARiEZ. 5 non-negotiables #Xf: —MEE, —MHEN L, RHIFEAELRIONR: look at the

context, look at who is saying these things. look at what everyone does,

3. we're supposed to - TN Z GRNBEERER) —— AEREGHD A RIERER N 2 —

(requirement > supposed to > normally expect): "We're supposed to leave our cameras on when
we have a meeting." OF&BAINIZIFE RS, ) be supposed to FIbab: FRNPZRN, (HIEH AR
ERRIR TR Mizantt), HEESREERIEHELS NEE . FRIAAFRININH we MidFE I, BRIX
SEAFIBERMAEN ANZE R, &€ you're not supposed to B4 FH 1 5 AHHH,

SN
I~

4. signed off by - H1---- Bt —— Pippa WHRBRIZMSRECA): "It needs to be signed off by..."
Phil fif#: "naming the person who has to sign the form to say that the money can be spent” (st
AR T, HEAEERAI ) sign off & M50 7), IR, &M, RWOBEH, A8E%EQZEENES: W
NI AMITH "there's a process that has to be followed", "there's a system that needs to be

used"—HEEL PR IFUE BN H, Rl EEI X, 1875 be signed off by someone, 5l1%

be,

5. no exceptions - JEHIA — Phil 19 ™44 1: "if you see the phrase no exceptions, that's often
something that you'd put in an email, maybe in bold with lots of exclamation marks

afterwards” (C5#tibAE, Ik, JEHEER—HEIES), fEHZ "make a rule much stricter’, ‘€5 itis
essential that, must comply with. duty [FlJ& MG ——Pippa BXLEREMAIA L, 2
indication (f5%5): XJ/& non-negotiable, 2 on-paper rule, RIS +IIHREHER &G IEAEIER,
H 5 [RS8 E

I . TFba: BN CERR AR

[OF S FSORE L JES 4

follow the rules EESFRLU "How important is it to follow the rules at work?"
systems in place CA A "there are systems in place for a reason"

get in trouble with PR A BRI "you also don't want to get in trouble with your bosses"
rules and guidelines SUESE T "we're talking about rules and guidelines"
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I —, MW =5ifl: non-negotiable

i) 5%
lots and lots of rules

a little bit more
flexible

non-negotiables

argue with it

negotiate around it

—a
—a
—ay

5 S
by contrast

on-paper rules

on paper
a bit more flexible

written down

guidelines or

recommendations
the degree of firmness

as serious as they are

FhCRE X

JR T SR
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RERERMASE (R
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on-paper rules 5155l

{19°% 3

LEPS R

AREALN (A5
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RiE—

|IE

HEAL

a5 BRI

TR

SKRRAR 27

JESL Bl
"Some places have lots and lots of rules"

"a little bit more flexible"

"most places will have at least some non-

negotiables"
"You can't argue with it."

"You can't negotiate around it."

JESC )
"And then by contrast”

"we would call on-paper rules"

"on paper you're supposed to do something"
"It's a bit more flexible."

"something written down that people are supposed

to do"

"guidelines or recommendations"

"the degree of firmness, how serious the rule is"

"in a way that makes them seem as serious as they

are"

BONFIRE, BREZE



R®EIE chenglish.cn

. R SR, WK

gk

a hybrid job

there's a requirement to
they ask us to

they ask us to come in every

Wednesday

we're supposed to

leave our cameras on

we would normally expect

a company policy

a company guideline
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TATEFIE KRB
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NHEIBUR

AFES

D 5. s mansmmm

[EFS
there may be occasions when
change the rule

intonation

FhaCRE X

QUASR S ke

BRI

L

JEZ il

JESZ il

"it's a hybrid job"

4/16

"there's a requirement to be in the office"

"to say they ask us to"

"they ask us to come in every Wednesday'

"A similar expression is we're supposed

n

to

"leave our cameras on when we have a

° n
meeting

"to say we would normally expect"

"this is a company policy"

"This is a company guideline"

"they might have to change the rule"

"there may be occasions when we need everyone"

"hear from someone's intonation how firm they are"
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I 7 5RgRS: requirement | normally expect

[EFS

another scenario
money is involved
expenses policies
claim the money back
use the passive

a process that has to be

followed

a system that needs to be

used

who's responsible for

signed off by

it is essential that

not an option
no exceptions

in bold

HRSORE L

H—

WA

Bl

e, MR

FWENERS

TEMHAIRS

- R (R4

------ A R

TEBIS (ARERHHR)

pilIE e

JESL il

"let's think about another scenario"
"whenever money is involved"

"different expenses policies"

"claim the money back from the business"
"they'll often use the passive"

"a process that has to be followed"

"a system that needs to be used"

"who's responsible for saying that money can

be spent"

"it needs to be signed off by"

"it is essential that"

"It's not an option."
"you see the phrase no exceptions"

"maybe in bold with lots of exclamation

marks"
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[EFS

no alternative

how serious a rule is
confidentiality

keep it secret

a corporate policy
expressed as negatives
forbidden or is prohibited
not allowed to do it

you should or you shouldn't
you need to follow

never disclose

you must never do it

FRSORE L

EEE RN AWIE S

MU 258

{73

B

(RELTUR)

{23

B

NHEIBUR

A E R FE
e IaE T
AVFIX LMY

N7 1% /AN B 1%
TRIL IR ST
HAETR

TRERSASREM

JEZ il

"There's no alternative to doing this"

6/16

"how serious a rule is or whether there's a rule at all"

"is around confidentiality"

"keep it secret, keep it within the company"

"a corporate policy, a written down list of rules"

"expressed as negatives, Phil, right?"

"is forbidden or is prohibited"

"it means you're not allowed to do it"

"they might say something like you should"

"It's something that you need to follow."

"never disclose private company information"

"you must never do it"

BONFIRE, BREZE



R®EIE chenglish.cn

0o [T CIRE

gk

there are no exceptions

avoid sharing passwords

you must comply with

within the rules

duty

something that you have to do
at all times

flexible guidelines

forceful

an indication

SR

A AN

FERLI 2 A
X55 (REEHHR)
(IS GRS
EEES
TS|
A1), SEREE

—MES

JEC il

7116

"there are no exceptions in that example"

"avoid sharing passwords"

"you must comply with"

"what you're doing is within the rules"

"to use the word duty"

"a duty is just something that you have to do

"follow all policies at all times"

n

"those on-paper rules or flexible guidelines"

"sounds a lot more forceful"

"that's an indication that these are rules"
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[DFS HSORE

for a reason HEREH

lots and lots of rules R 5 SR

a certain way of doing something FARDRLE %
good advice to use {EAS RN
how often you need to be in the office R 2 5

at least two days a week ISIEEUNIPN
claim the money back MR, ek R
in front of more senior people £ 58 TR IRR N TH A
a written down list of rules 5 RORAIFLNTE
apologies at work B Fh A TE AR

| B v
64 NMAMEANIRE—E, 2IXFER:

Day one at a new company, hybrid role. The manager explains: "there's a requirement to be
in the office two days a week — they ask us to come in every Wednesday. We're supposed to
keep cameras on. We would normally expect replies within a day. There may be occasions
when we need everyone here." Which of those are non-negotiables and which are on-paper
rules? You check the intonation, the context, what everyone actually does. Then you need
new equipment, and money is involved — so out comes the expenses policy: "there's a
process that has to be followed, a system that needs to be used, and it needs to be signed
off by your manager." Two weeks later you break one: "Taking documents home is forbidden
— you shouldn't do it, never disclose client data, avoid sharing passwords, and you must
comply with all policies — staff have a duty to follow them at all times. No exceptions!!!"
The language got forceful — and that's an indication: these are the non-negotiables.

Everything else? On paper.
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U E5E B S BF B . requirement / signed off by / no exceptions / comply with / duty —HEst 2
non-negotiable; supposed to 1 normally expect 2##Y, ENENARLEHN=FOW: FIEHE, &IE
5. BRELLRE M.

v e (PPN )

Pippa: How important is it to follow the rules at work?

Georgie: Um, usually there are systems in place for a reason.

Georgie: And, uh, you also don't want to get in trouble with

your bosses.

Neil: But probably because I've been at work for a long time,

and I think I'm probably aware of which rules are more

important than others.

Phil: In this episode of Office English, we're talking about

rules and guidelines.

Pippa: Hello and welcome to a new series of Office English.

Pippa: Your podcast guide to the world of work.
Pippa: I'm Pippa.
Phil: And I'm Phil.

Phil: Find a transcript for this episode on our website,

Pippa: So, we've just heard from some of the BBC Learning

English team about rules at work.

FEERY) b3Sy MU 2 B
W, @ MR A e RE R

i H, PR T LR,

AL ] REZ
REEATIE

RO IR TIRZ4E,
MR RN EL 531 Fr) B8 B

A (BU7ETE), BB
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Z,

TRETHA th SR R = Fa P

AR AT AEBATIH R R 2 -

bbclearningenglish.com,

NIA AW T BBC Learning
English FIBAJ LA RIS BIER 7 R
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Pippa: So Phil, can you explain some of the different kinds

of rules that there are at work?

Phil: Yes, and again, this may depend on the kind of place
that you work.

Phil: Some places have lots and lots of rules.

Phil: Other places may be a little bit more flexible, but most

places will have at least some non-negotiables.

Phil: And when we call something a non-negotiable, it

means this is the rule.

Phil: You can't argue with it.

Phil: You can't negotiate around it.
Phil: You just have to do this.

Phil: It's non-negotiable.

Pippa: Mhm.

Pippa: Yeah.

Pippa: And then by contrast you might have some rules that

we would call on-paper rules.

Pippa: And this means that on paper you're supposed to do

something.
Pippa: But in reality maybe not everyone does it.
Pippa: It's a bit more flexible.

Pippa: So there might be something written down that
people are supposed to do, a certain way of doing

something, but it's just not practical.

Pippa: It's not something that actually happens.

FE/R, IREEFFFE LA TR LA [E
AL ?

A A AR, IXATREBUAR TR AR
H75

A7 BT b FR R,

ARG ATRER TG — L, (ERZ U
71 20— non-negotiables

(XA R EARHIE).,

HIAHEFAEARFTFR N non-
negotiable (AR, FEEZE: X
HUEA

IRABEER &5,
TRBEIRGEE BN,
TR RERR L.
EIRH HE R,

I

CH

I,
M,

MR, VRATREIE S IE B — L FRA THR
2N on-paper rules (4RHEFN)
Hl,

REE: AR EORMOIZ S,

CEELIUNE S AN N8
ERIE L,

AT DARTRE A LE S 7E4R ERTER— A
11 TR FZHEAM7 A —EE
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Kb EFHEA N2 Mo

B 5h I3 E
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Phil: Um, another thing you might have are guidelines or
recommendations, which are things they might not be a rule
that you absolutely have to stick to, but it might be good

advice to use.

Pippa: Mhm.
Pippa: Yeah.

Pippa: And what's difficult with rules at work is sometimes
the degree of firmness, how serious the rule is, is not always

clear from the way that people talk about rules.
Pippa: And that's certainly the case in the UK.

Pippa: Um, a lot of businesses will have lots of rules, but
people don't talk about them, um, in a way that makes them

seem as serious as they are.

Pippa: So today we'll talk about some different rules at work,
and we'll talk about how serious they might be based on the

way people are talking about them.
Pippa: OK, let's imagine a scenario.

Pippa: Someone is starting a new job and it's a hybrid job,
which means they work sometimes in the office and

sometimes at home.
Pippa: Their manager is explaining what that means.

Pippa: So what kind of language might they use to talk about
the rules of hybrid working?

Phil: OK, well, of course, when we're looking at hybrid
working, there are lots of rules usually about when you need
to be in the office, how often you need to be in the office,

who needs to be in the office.

Phil: Um, and in some places that's very strict and in some

places people don't necessarily follow those rules.

WE, 5 —MyRATREIB R 2
guidelines (51 ¢
recommendations (&) —&
(ITATREAS R RO ZE T TS AR,
BB MR

I]/ u%’" o
Xt

BN A RAE T U™ A

JE—UERZN— RN
MRS 75 2R T HK,
FESEEJCHAN

R nmlERZHN, EATHREE
M7, eIk EH KRR
/Z—\Pzi/‘lo

Pt DA KA TNER 7 B LA RO
W, PAREZM AR SR A e
ME 2,

4, ME—M7R,

£ NI AR — hybrid job GR&7)

NHTLIE): ANEDRE, ANTE
%O

M IEAE MR REIZ EIRE T 200

IR AT ARIRUES, I At2
FERIIES?

i, SR, WERADA, EHAR
RN A A RHBRAIREIN A I
REm, WRIMTET,

AR TR RS, AT TR
BT AREE R,
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Phil: So one way that you might explain to someone what
the situation is, you might say 'there's a requirement to be in

the office at least two days a week'.

Phil: Or 'there's a requirement for everyone to be in the

office on Wednesdays'.

Pippa: Another way that you might phrase it is to say they

ask us to.

Pippa: So 'they ask us to come in every Wednesday', for

example.

Phil: A similar expression is we're supposed to.

Phil: 'We're supposed to leave our cameras on when we have

a meeting'.

Pippa: Another phrase that people use when talking about
this kind of situation is to say we would normally expect,

and this again, is is talking about different guidelines.

Pippa: We're using 'we' here again.

Pippa: So if you need to explain rules to someone, saying
'we' instead of 'T'is kind of suggesting that this is a company

policy.

Pippa: This is a company guideline rather than something

that you're specifically asking for.
Phil: Yes.

Phil: And then we've got one, one other one here which we

could use, um, I think, in this situation.

Phil: So 'there may be occasions when we need everyone in
the office'.

12716

IRAT DUX 2 fifFEBLIR : there's a
requirement to be in the office at
least two days a week (F#K:
A= DHRAETRZE) .

5% there's a requirement for
everyone to be in the office on
Wednesdays (F%K: &R=fH
NERERIP A,

H—REEE: they ask us to (ftAf]
BERBAT)6

teln: they ask us to come in every
Wednesday (fATTEERFA1E & =2

) o

—PNERUFRIER we're supposed

to (FAIRLIZ: )0

We're supposed to leave our

cameras on when we have a
meeting. (FFRNBATNV X E FL
ko)

MITRICIX G BN I 5 — NS
s& we would normally expect (3%
EFHE) — XX
Ei=E1

XHOEM 1A,

FIT DAGH SRR TR ZE A 5 AR, 35
T mAE T3, BERR: X
B AFIBUER,

XEAFRImAHES], mAZERDA
HIZK,

Xfo

XAz N IEA — ) AT DA

There may be occasions when we
need everyone in the office. (i
HEGERNFERENIDAZE,)
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Phil: It doesn't mean there's a choice.

Phil: It means that at certain times they might have to

change the rule and that you have to be there.

Pippa: Yeah, and with a lot of the phrases that we just used,
it might not be that clear whether these are non-negotiable

rules or on-paper rules, Phil.

Pippa: So how can people try and understand whether this

is something they absolutely have to do?

Phil: Sometimes you might be able to hear from someone's

intonation how firm they are.
Phil: Again, look at the context.

Phil: Look at the culture in the company that you're working

for.

Phil: Look at who is saying these things.
Phil: And yeah, look at what everyone does.
Phil: OK, let's think about another scenario.

Phil: Um, if you're explaining to someone what they need to

do when they have to buy things for the business.

Phil: So a company might need to buy some new software or

some new equipment.

Phil: And whenever money is involved, there's usually a lot

of rules around that.

Pippa: Yes, so when people are talking about money and
different expenses policies, um, which is what we call when
you spend money and then you need to kind of claim the

money back from the business, they'll often use the passive.

Pippa: So they might say 'there's a process that has to be

followed', 'there's a system that needs to be used'.

13716

ENEVARIE,

B R R AT RER AL
R, TR AE,

xt, i ERAA REKE AT, AlRE

WA HE 2 non-negotiable (%
FERM) B2 on-paper (LRI

ny, FE7R,

IBNTVE2AIWIX SR A2
fig?

AIFIREEM— D ANRIETE BT i fl
ENH

HEE,

BIRFIHE R~ RIS,

B IIX TR AR I,

4, HEH TR

BRI IREE S N RE . DA RIRIE AR
PN IZE A0

ONF] ] RERR B ST A BRI A5

AR R, EEMEE—KHEM

il

Ko MBS expenses
policies (i) I ——l2Akh
RS, FAATHREAUE—
A5 BN RS,

ftfI TR ES21: there's a process
that has to be followed (H—/
HUESFIAR) . there's a system
that needs to be used (F—"1"H%

(FEENESZ N
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Pippa: Um, and that's a very common way to talk about

these kinds of guidelines and rules.

Phil: Yes, and part of that process is often who's responsible

for saying that money can be spent on something.

Phil: So you might say something like, 'it needs to be signed
off by' and you're naming the person who has to sign the

form to say that the money can be spent.

Pippa: Yes.

Pippa: Another phrase we'll often hear in this context is it is
essential that and using 'essential’, that's quite a clear
marker that this is a very serious rule that you have to

follow.
Pippa: It's not an option.

Phil: And if you see the phrase no exceptions, that's often
something that you'd put in an email, maybe in bold with

lots of exclamation marks afterwards.
Phil: Um, to make a rule much stricter.

Phil: 'No exceptions!!!' There's no alternative to doing this

through the rule.

Pippa: Yeah, and actually finding rules that are written
down is often quite helpful if you're not sure about how

serious a rule is or whether there's a rule at all.

Pippa: Another area where there are often rules at work is
around confidentiality, and this just means whether you can
share the information that you're told at work, or whether
you need to kind of keep it secret, keep it within the

company.

Pippa: And this is somewhere where we would often see a
corporate policy, a written down list of rules around

confidentiality.

Pippa: And a lot of the rules around this are expressed as

negatives, Phil, right?

14 /16

IXZRICIZZEAE T AL ER 5 L
AIBiTE,

Xf, XA AR E A —PNE
2 WA BAEX EEA] DAL,
fRAIDABE: it needs to be signed off
by... GXFZEH--- T, <

A RIER 28T, SHHEAEERRY
}\O
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essential that (- M) ——
il essential 2 MNEWRES: XE—

SRALHTURE ST (T A AR

EAEANETTL,

R EE] no exceptions (FEAIAM)
IXANEIE, BB L e, []
REDMAEL, fSTHIERE — A IS,

N7 LERREE A

No exceptions!!! (GefilFh! 1) X
PSR ER 2 AN T 2o

X, HSNRIRAE — S MNIHE %
e BREBRA A IS, R
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B B — AN A R s 2
confidentiality (ff%) —&&
B PMETAEP R ERNELR, R
REXTAMI =, ERFEMRE, HEE

NHEINER,
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Phil: Yes, so you might see when you're looking at a policy, a

list of things saying something is forbidden or is prohibited.

Phil: So it could be 'taking documents home from the office
is forbidden' or is prohibited, and it means you're not

allowed to do it.

Pippa: Yeah, they might be written a bit more simply these
rules, in which case they might say something like you

should or you shouldn't in the negative.
Phil: Yeah.

Phil: And while we often say that should and shouldn't are

used for, um, advice, it's definitely not advice here.

Phil: It's something that you need to follow.
Pippa: Yeah.

Pippa: Another way to talk about rules is to say never.

Pippa: So, for example, never disclose private company

information to family'.

Pippa: And that's very clear that you must never do it.
Pippa: It's, it's there are no exceptions in that example.
Phil: Yeah.

Phil: Another expression avoid, 'avoid sharing passwords' or

'staff must avoid sharing their password with anyone else'.

Pippa: And something that you might see written often in

rules is 'you must comply with'.

Pippa: And that means you must do what the rules say.

X, BBORSCHEN, YRATREE 2 —4
HEERHE is forbidden (WZE1l)
8¢ is prohibited (#™%%),

Lkt taking documents home from
the office is forbidden Bz [H]
IR — B IR VF
RN/

IXEER R RE S 1S B 2R, ARFERY
TEAAT]122 3 you should 85 & 1
you shouldn't (R IZ/ R 1%) o

Xfo

BIRTATHE B should #1 shouldn't
ARG, BIEXEEAN T2
I,

ERIRRUE ST I H,
Xﬂ‘o

PRI 75— 22 A never (O
o

Ekdn: never disclose private

company information to family
CEENEE NG INCILIRAEISN

IXARETERE RGN BEML

XA B H TGS,

Xfo

HH—PFRIE avoid GBEFR) : avoid
sharing passwords (=%
), 5% staff must avoid sharing
their password with anyone else

TGRS AT NI RD)

(7

FU L DL 55 — D5 52 you must

comply with (FR&AJEST).

BRI TH,
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Pippa: You must make sure that what you're doing is within

the rules.

Phil: Another way that we can say this is to use the word
duty.
Phil: And a duty is just something that you have to do.

Phil: So you might see in a policy, 'staff have a duty to follow

all policies at all times', for example.

Pippa: Yeah.

Pippa: And you might notice that all of this language sounds
a lot more forceful, a lot more serious than some of the

examples we talked about earlier.

Pippa: And that's an indication that these are rules that are
likely to be more non-negotiable rules than those on-paper
rules or flexible guidelines that we talked about at the start

of the programme.

Pippa: That's it for this episode of Office English.

Pippa: We'll be back next week to talk about apologies at

work.

Phil: If you're ever worried about speaking at work, why not
listen to another podcast we have called Beating Speaking
Anxiety, and you'll find that in the Learning English

Conversations feed.

Pippa: Or you can find it on our website,

bbclearningenglish.com.
Pippa: See you next week.

Phil: No exceptions.
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