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Human Resource Management 

  إ   ة                

Module One: Review Questions مراجعة الوحدة الأولى 

1) Which of the following is NOT part of the 

definition of Human Resource 

Management: 

a) Recruitment 

b) Employee engagement  

c) Training  

d) Problem solving in general 
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2) Which of the following is not a Key Factor 

influencing Human Resources today: 

a) Technology  

b) Demographical Technology  

c) Globalization 

d) Contingent Workforce Management  
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3) Technology has a significant impact on HR 

because: 

a) It considers the impact of the way work 

is designed and structured  

b) It considers working in expanding and 

foreign markets 

c) It considers the use of the work force to 

manage labor costs 

d) It considers the narrowing of the 

available talent pool 
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4) Globalization has a significant impact on 

HR because: 

a) It considers the impact of the way work 

is designed and structured  

b) It considers working in expanding and 

foreign markets 

c) It considers the use of the work force to 

manage labor costs 

d) It considers the narrowing of the 

available talent pool 
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5) Which of the following statements is TRUE? 

a) Demographics addresses the issue of a 

smaller workforce due to retirement  

b) Demographics focusses on the 

management of labor costs 

c) Demographics focusses on managing 

the workforce 

d) None of the above 
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6) What is Contingent Workforce 

Management? 

a) Bringing in retirees during busy periods  

b) Using contract workers to manage 

fluctuations in demand  
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c) Using workers to manage long term 

labor costs 

d) All of the above  

 

 

  

 

 

7) Which of the following statements if 

FALSE? 

a) Human resources has evolved and so 

has workforce management 

b) We have the ability to create 

workplaces which are fair and sage  

c) We do not have the ability to maintain 

those workplaces 

d) Human resources leverages strengths of 

human resources with the organization  
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8) Which of the following is not a trend in 

Human Resource Management? 

a) Increased Technological Applications 

b) Onboarding 

c) Proactive Recruiting 

d) Lean and Six Sigma Methods 
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9) What is Proactive Recruiting? 

a) The process of bringing new people 

into the company 
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b) Focusing on the balance between work 

and life  

c) Beginning the recruitment process years 

before employees join the company 

d) Encouraging sustainable improvement 
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10) What are organizations focused on 

nowadays? 

a) Addressing the immediate needs for a 

job 

b) Encouraging employee retention 

c) Developing individuals and their careers 

d) Both b and c 
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Module Two: Review Questions مراجعة الوحدة الثانية 

1) Recruiting and Interviewing focus on: 

a) Keeping people in your occupation 

b) Attracting applicants 

c) Attracting and selecting the right 

applicants for the job 

d) None of the above 
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2) The following is NOT a step in the Job 

Selection Process: 

a) Interview 

b) Select 

c) Job Participation 

d) Filtering Candidates  
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3) Filtering Candidates entails: 3  )ص                 زم : 
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a) Attracting the right candidates for the 

position 

b) A structured formal interview 

c) Interviewing every candidate 

d) Not interviewing every candidate 
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4) The following is a part of the model for an 

efficient Interview:  

a) Prepare, Interview, Design  

b) Prepare, Design, Interview 

c) Prepare, Design, Anticipate, Interview  

d) Anticipate, Prepare, Design, Interview 
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5) Design is best defined as:  

a) Making sure you have ample time and 

questions available  

b) Putting the candidates at ease 

c) Listening 

d) Maintaining control of the interview  
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6) The following statement is TRUE with 

regards to bias: 

a) We tend to think people who have their 

arms crossed are open to questioning 

b) When someone is perceived as 

attractive, they are perceived as more 

intelligent and sociable  

c) Paying attention to non-verbal cues is 
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important  

d) None of the above 

 

  

7) When interviewing, one should: 

a) Succumb to bias 

b) Succumb to stereotype 

c) Be aware of stereotypes and bias to 

avoid them 

d) Be aware of stereotypes and bias to 

employ them  
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8) The following statement is FALSE: 

a) During the interview, ask as many 

questions as possible.  

b) Interview questions must lead to bias. 

c) Closed questions are best when 

interviewing potential candidates. 

d) All of the above 
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9) Interviewers should be trained in:  

a) Listening 

b) Bias 

c) Questioning 

d) Both a and c  
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10) Which of the following is not a common 

question which can be improved? 

a) This job requires a lot of walking. Can 

you do it? 

b) Have you ever been arrested? 

c) If you are hired, we require proof that 

you are entitled to work in the U.S. Can 

you provide us with a work permit or 

proof of citizenship? 

d) Are you American? 
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Module Three: Review Questions مراجعة الوحدة الثالثة 

1) How long does it take for someone to 

decide to stay with an organization? 

a) Two months 

b) About two weeks 

c) About three weeks 

d) The first day  
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2) Recruiting cost may include: 

a) A poor selection leading to a 

requirement for another round of 
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recruiting  

b) A person who checks out emotionally 

after joining the company  

c) The cost of paper and pens, as well as 

time for interviews  

d) Both a and b 

 

     ب ( 

 

  

3) What is Encounter? 

a) Familiarizing yourself with a company  

b) Filling out forms 

c) Making sure an employee gets to work 

right away  

d) All of the above  
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4) What is Orientation? 

a) Filling out forms 

b) Mandatory meetings 

c) Settling new employees into their roles  

d) All of the above  

 

           جه؟(  4

  لء           ( 

  لإ ز      ج   ع    (ب

               ج   في       م (ج

   ل      ق ( 

 

  

5) What is the role of Human Resources? 

a) To setup technology, safety and other 

training  

b) Provide managers tools to undertake 

their parts of organization 

c) Receive formal and informal 

introductions in the company  

d) None of the above  
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6) What is the role of the manager? 

a) To setup technology, safety and other 

training  

b) Provide managers tools to undertake 

their parts of organization 

c) Receive formal and informal 

introductions in the company  

d) None of the above  
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7) The following is NOT a characteristic of an 

effective orientation program: 

a) The hiring manager is not part of the 

program 

b) Employees receive informal and formal 

introductions  

c) Employees receive required training  

d) The program incorporates technical and 

social aspects of the job 
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8) The following statement is FALSE: 

a) There is tremendous value in making 

sure that every new candidate has an 

equal opportunity to learn about their 

workplace 
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b) It is essential that employees get the 

benefits of a warm welcome 

c) You shouldn’t make an effort to get 

ready for that first day  

d) All of the above  

 

 

  

9) HR orientation may include: 

a) Explaining key policies such as Code of 

Conduct  

b) Explaining the dress code 

c) Provide an Employee Handbook  

d) All of the above  
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10) The following statement is TRUE: 

a) Before the first day of orientation you 

should schedule safety training. 

b) Before the first day of orientation you 

shouldn’t advise where to park. 

c) Before the first day of orientation you 

should leave announcements of a new 

arrival for when they arrive.  

d) Before the first day of orientation you 

should assign computer and login 

information for the new employee.  
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Module Four: Review Questions مراجعة الوحدة الرابعة 

1) How do you become an ‘employer of 1  )ف  ص ح "ص  ب   ع ل     ضل"؟    
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choice’?  

a) By checking in with new employees 

b) By disengaging from new employees 

c) By skipping orientation  

d) By avoiding health and safety protocols  
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2) Checking in will help employees to keep 

from: 

a) Checking in 

b) Losing interest and quitting  

c) Checking out 

d) Both b and c 
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3) Follow up sessions should be based on: 

a) An employee orientation checklist  

b) Irregular interactions 

c) Long, informal hang outs 

d) Both b and c 
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4) When following up with an employee it is 

appropriate to: 

a) Have a short, informal meeting 

b) Ensure the employee they might 

decision by working for you  

c) Follow a checklist  

d) All of the above  
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5) The Gallup Management Group estimated 

that: 

a) 19% of employees are actively engaged 

in their jobs 

b) 50% of employees are actively engaged 

in their jobs 

c) 29% of employees are actively engaged 

in their jobs 

d) None of the above 
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6) When following up, keep in mind: 

a) What meetings and follow ups can do 

to ensure you hired the right person 

b) How the employee feels about the 

company  

c) The level of engagement the employee 

has  

d) All of the above 
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7) It is recommended you:  

a) Set up and follow a regular schedule 

with employees for follow ups 

b) Follow up if and when you feel it’s 

necessary 

c) Avoid follow ups with new employees 

d) None of the above  

7  )              :  
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8) The following statement is TRUE: 

a) Employees are to be taken advantage 

of  

b) Employees should be checked in on  

c) Employees are valuable assets 

d) Both b and c 

 

 :  ع   ة         ص    (  8

         ة                م ( 

   جب   ج ل  ص ل          (ب

           ص ل ق    (ج

 ب   ج ( 

 

  

9) _________ is a critical aspect of employee 

retention. 

a) Scheduling 

b) Checking in 

c) Orientation 

d) Follow up 

 

 .   ج نب   م    ج  نب                  _______ (  9

   ج     ( 

   ج ل    ص ل (ب

     جه (ج

       ع  ( 

 

  

10) Rigidly scheduled follow up is important 

for new hires. 

a) True 

b) False 
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Module Five: Review Questions مراجعة الوحدة الخامسة 

1) Workers who work within the scope of 

legislation have access to: 

a) Medical care and wage replacement 

b) Free healthcare 

c) Unrelated insurance benefits  

d) Both a and b  
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2) What are worker’s compensation 

programs?  

a) Programs which compensate workers 

with wage replacement 

b) Programs which compensate workers 

with medical care 

c) Programs which compensate workers 

with medical care and wage 

replacement if they are subject to injury 

at work  

d) None of the above 

 

 

      ي     ج  ع  ض   ع  ل؟(  2
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3) Why must employers understand provincial 

and territorial rules for each jurisdiction? 

a) To keep employees safe 

b) To protect from fines or lawsuits in the 

case of injury  
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c) To understand their obligations and 

responsibilities in the jurisdiction 

d) All of the above 

 

  

 

 

 

4) Which of the following is not an area you 

can expect to find training in?  

a) Fundamentals of Inspection 

b) Working with Occupational Health and 

Safety Legislation 

c) Hazard Management 

d) Incident Investigation Skills  
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5) Working with Occupational Health and 

Safety Legislation will: 

a) Involve systematic observation of 

worksites  

b) Monitor all aspects of a workplace  

c) Identify root causes of accidents 

d) Provide you with pertinent access to 

rules and regulations 
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6) Incident Investigation Skills are: 

a) About finding someone to blame for an 

incident 

b) Avoiding recurrences of accidents 

 : ه           ق في       ث  ي(  6
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c) Identifying root causes of accidents 

d) Both b and c  

 

  

 

 

 

 

 

 

 

7) Employees who work in places which put 

them in physical risk need: 

a) Specific training before they enter a 

work site 

b) Specific training several days later  

c) No real training, just the correct 

protective gear  

d) Both a and c  
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8) Certain industries which may have specific 

rules include: 

a) Trades 

b) Transportation 

c) Federally regulated industries 

d) All of the above  
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9) Inspections involve: 

a) Observations of work sites 

b) Access to rules and regulations 
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c) Placing ‘wet floor’ signs 

d) Identifying root causes of accidents 

 

 

            ب   ج           ث ( 

 

  

10) Placing a ‘wet floor’ sign may classify as:  

a) Hazard Management 

b) Fundamentals of Inspection 

c) Incident Investigation Skills 

d) None of the above  
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     يء       ق ( 

 

 

Module Six: Review Questions مراجعة الوحدة السادسة 

1) What is violence? 

a) Does not have an exact legal definition, 

but is generally considered as 

intimidation or abuse of authority. 

b) Is directly related to protected areas 

including sex, race, religion, age, sexual 

orientation, or disability. 

c) Can be defined as abuse, threats, or 

assault committed in relationship to 

work. 

d) None of the above  

 

         عنف؟(  1

  س    ه  ع  ف ق ن ني  ق ق،       ع    ع           ب  ( 

 .   إ  ءة       م       

           ة     ن  ق             في       جنس     (ب

 .  ع                 ع          جه   جن ي     لإع ق 

      م     ه        ع   ء        ع   ه ع ى  نه إ  ءة (ج

 .    ب في علاق     ع ل

     يء       ق ( 

 

  

2) What is harassment? 

a) Does not have an exact legal definition, 

but is generally considered as 

intimidation or abuse of authority. 

b) Is directly related to protected areas 

            ش؟(  2

  س    ه  ع  ف ق ن ني  ق ق،       ع    ع           ب  ( 

 .   إ  ءة       م       

     ة     ن  ق             في       جنس           (ب

 .  ع                 ع          جه   جن ي     لإع ق 

      ع   ه ع ى  نه إ  ءة       م     ه        ع   ء  (ج
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including sex, race, religion, age, sexual 

orientation, or disability. 

c) Can be defined as abuse, threats, or 

assault committed in relationship to 

work. 

d) None of the above 

 

 .    ب في علاق     ع ل

     يء       ق ( 

 

  

 

 

 

 

 

 

 

 

 

3) What is bullying? 

a) Does not have an exact legal definition, 

but is generally considered as 

intimidation or abuse of authority. 

b) Is directly related to protected areas 

including sex, race, religion, age, sexual 

orientation, or disability. 

c) Can be defined as abuse, threats, or 

assault committed in relationship to 

work. 

d) None of the above  

 

 

            ج ؟(  3

  س    ه  ع  ف ق ن ني  ق ق،       ع    ع           ب  ( 

 .   إ  ءة       م       

           ة     ن  ق             في       جنس     (ب

 .  ع                 ع          جه   جن ي     لإع ق 

 ءة       م     ه        ع   ء       ع   ه ع ى  نه إ  (ج

 .    ب في علاق     ع ل

     يء       ق ( 

 

  

4) Incidents may manifest as: 4  )ق    ه        ث ع ى   ن     ي : 

   ني ( 
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a) Physical 

b) Veracious 

c) Altercations 

d) None of the above  

 

 

 ص    (ب

    ج    (ج

     يء       ق ( 

 

  

5) The cost of harassment, if unattended is: 

a) Reduced productivity  

b) Poor morale 

c) Absenteeism  

d) All of the above  

 

 

 :         ض     إ    م   م    ق     ي(  5

   ن   ض  لإن  ج   ( 

 ضعف     ح    عن    (ب

     غ ب (ج

   ل      ق ( 

 

  

 

 

 

 

 

6) In this event, a manager should: 

a) Ignore the problem 

b) Provide uninspired leadership  

c) Recognize staff for their contributions 

d) Don’t take initiative and ignore bullying  

 

 :في           ،  جب ع ى       (  6

  ج  ل         ( 

    ف   ق   ة غ     ه   (ب

   ع   ف                   هم (ج

     أ          ة   ج  ل      ج  ( 

 

  

7) What does the code POLITE stand for?  

a) Positive, Observe, Listen, Instincts, Talk, 

Eye Contact 

b) Passive, Observe, Listen, Instincts, Talk, 

Eye Contact  

        ي  عن ه      ة    ه   ؟(  7

إ ج    ،    ق  ،       ع،   غ  ئز،      ث،    ص ل  ( 

    ع  

     ي،    ق  ،       ع،   غ  ئز،      ث،    ص ل  (ب

     ع  

     ي،         ،       ع،   غ  ئز،      ث،    ص ل  (ج
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c) Passive, Orchestrate, Listen, Instincts, 

Talk, Eye Contact  

d) Positive, Orchestrate, Listen, Instincts, 

Talk, Eye Contact 

 

     ع  

  غ  ئز،      ث،    ص ل    ع  إ ج    ،  ز   ،       ع،   ( 

 

  

8) When conflict is over the phone, you 

should: 

a) Establish a rapport as soon as you pick 

up the phone 

b) Be grumpy and slouch  

c) Never interrupt  

d) Ask for the caller’s name but not their 

number 

 

 : جب ع   عن           ص  ع ع     ه  ف، (  8

 إن  ء علاق    ج            ه  ف ( 

     غ ض       ن   (ب

  ع م       ع       (ج

   أل ع    م     صل        س  ق ه ( 

 

  

9) An Employer’s Responsibility is: 

a) To ignore complaints which aren’t 

serious 

b) To investigate immediately  

c) To be subjective 

d) To open the matter up to all parties  

 

 

 :  ؤ     ص  ب   ع ل  ي(  9

  ج  ل       ى    ي          ة ( 

        ق ف    (ب

               (ج

     ح     أ    ج         ف ( 

 

  

10) The following statement is TRUE:  

a) If an employer doesn’t acknowledge 

safety risks, they may receive fines 

b) If an employer doesn’t acknowledge 

safety risks, they won’t be held liable  

c) If an employer acknowledges safety 

  :  ع   ة         ص  ح(  10

إ    م  ع  ف ص  ب   ع ل           لا  ، ف     صل  ( 

 ع ى غ     

إ    م  ع  ف ص  ب   ع ل           لا  ، ف         (ب

    ؤ  

إ    ع  ف ص  ب   ع ل           لا  ، ف  ف     ل  (ج

      ؤ    

إ    ع  ف ص  ب   ع ل           لا  ، ف  ف     ل  ( 
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risks, they will be held liable  

d) If an employer acknowledges safety 

risks, they will be held liable  

 

      ؤ    

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Module Seven: Review Questions مراجعة الوحدة السابعة 

1) What are the three important wellness 

behaviors? 

a) Healthy exercising, eating, life-work 

balance 

b) Healthy eating, exercising, life-work 

balance 

c) Healthy life, exercising, eating-work 

     ي             ع ف      لا     ه   ؟(  1

        ص   ،   ن  ل    ع م،       ز           ة    ع ل ( 

   ل   ص ي،              ض ،       ز           ة  (ب

    ع ل

   ة ص   ،              ض ،       ز         ل  (ج

    ع ل

    ل،      ز                  ة   ع ل   ص ي، ( 
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balance 

d) Healthy work, eating, life-exercising 

balance 

 

 

  

2) Wellness should address:  

a) Psychological and cognitive functioning 

of the work force 

b) Psychological and ecological 

functioning of the work force 

c) Psychological, cognitive and ecological 

functioning of the work force 

d) All of the above  

 

  :  ع ف    جب     ع  ج(  2

     ء   ن  ي     ع في    ة   ع ل ( 

     ء   ن  ي      ئي    ة   ع ل (ب

     ء   ن  ي     ع في      ئي    ة   ع ل (ج

   ل      ق ( 

 

  

3) What is a major cause for concern with 

regard to wellness in the workplace? 

a) Preparation for the end of year function 

b) Preparation for a pandemic illness such 

as SARS or Ebola or COVID-19 

c) Preparation for an outbreak of a 

significant magnitude 

d) Both b and c  

 

         ب  ئ  ي     ق ف      ع ق   ع ف   في        ع ل؟(  3

 ه      ع م    ض          ن ( 

      ع       ض ج ئح   ل      س     لإ     (ب

     ع        ي     ض   جم      (ج

  ب   ج ( 

 

  

4) The effects of negative stress can: 

a) Encourage employees to work harder 

b) Enrich our lives 

c) Lead to mental and physical illness 

d) Both a and b  

 : لإجه        ي        آ    (  4

   ج            ع ى   ع ل  ج       ( 

 إ   ء     ن  (ب

  ؤ ي إ ى   ض ع  ي  ج  ي (ج

      ب ( 
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5) Examples of wellness benefits in the 

workplace are:  

a) Yoga 

b) EAP/EFAP 

c) Free food 

d) Both a and b  

 

  :      ع ى ف  ئ    ع ف   في        ع ل  ي(  5

   ج  ( 

  EAP / EFAP (ب

  ع م  ج ني (ج

      ب ( 

 

  

6) Which statement is TRUE? 

a) Wellness programs, by their nature, can 

result in decreased employee 

engagement and morale.  

b) Increased wellness puts less demand on 

expensive benefit programs 

c) As an employer you shouldn’t promote 

your EAP/EFAP 

d) A happy and healthy workforce is less 

productive 

 

                ص  ح؟(  6

    ج   ع ف  ،     ع ه ،          ؤ ي إ ى  ن   ض  ( 

  .                     ح    عن   

ز   ة   ع ف    ض   قل     ب ع ى     ج      ئ         (ب

      

 EAP / EFAP  ص  ب ع ل    جب ع          ج ل (ج

     ى   ع        ع  ة    ص     قل إن  ج   ( 

 

  

 

 

 

 

 

 

 

7) What can an employer do with regard to 

wellness? 

a) Ignore Risk Health Assessments 

            ص  ب   ع ل      عل ف      ع ق   ع ف  ؟(  7

  ج  ل             ص            ( 

   ف         ب     ع  م      ف             (ب

   ج  ل            غ ئ    (ج
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b) Providing training and education for 

supervisors and managers 

c) Ignore absent employees  

d) Supply donuts for lunch  

 

           ع    ن  ل  ع م   غ  ء ( 

 

  

8) What can an employee do with regard to 

wellness? 

a) Participate and comply with treatment 

b) Refuse treatments 

c) Remember your duty lies with being 

prepared to go home  

d) Don’t make your health a priority  

 

                ف      عل ف      ع ق   ع ف  ؟(  8

                 ل   علاج ( 

  فض   علاج   (ب

       في     ع      ع  ة إ ى      م        ج   (ج

     جعل ص           ( 

 

  

9) Early intervention may come in the form of:  

a) Talking to employees  

b) Being ignorant of their complaints or 

needs 

c) Avoiding goals or setting goals with 

employees 

d) Encourage employees to go it alone  

 

  :ق   أ ي      ل        في   ل(  9

       ث إ ى          ( 

   جهل        م         ج  هم (ب

  جنب      ف               ف             (ج

    ج            ع ى      ب       ( 

 

  

10) An EFAP should provide: 

a) Assistance with locating childcare 

b) Free food and medical care 

c) Financial planning 

d) Both a and c  

 

 :EFAP  جب      ف (  10

      ع ة في             ع         ل ( 

   غ  ء     ع            ج ن  (ب

              ي (ج

      ج ( 
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Module Eight: Review Questions مراجعة الوحدة الثامنة 

1) When giving feedback, one should: 

a) Delay giving feedback for as long as 

possible  

b) Provide it in a quiet place 

c) Become emotional and abusive 

d) Offer it in front of colleagues  

 

 :عن  إع  ء  لا    ،  ن غي     ء   (  1

   أ    إع  ء  لا        ل ف  ة    ن  ( 

  ف    في         ئ (ب

  ص ح ع          ئ  (ج

  ع ضه     م   ز لاء ( 

 

  

2) The following is NOT a type of feedback: 

a) Informal feedback 

b) Formal feedback  

c) Performance Reviews 

d) None of the above  

 

 :     ي   س ن ع            عل(  2

      فعل غ         ( 

          عل         (ب

    جع       ء (ج

        ق   يء  ( 

 

  

3) The 360-degree performance review: 

a) Solicits feedback from people within a 

360-degree radius of the employee 

b) Relies on performance reviews of the 

immediate supervisor  

c) Is used to encourage humiliation of the 

employee 

d) Involves only the supervisor and no one 

else  

 

 

 :  ج  360   ع  ض     ء (  3

     س  لا            ص ض     ئ ة نصف ق      ( 

   ج          ف 360

   ع    ع ى    جع      ء      ف         (ب

      م    ج   إ  ل      ف (ج

     ل ف        ف    س  ي   ص آ   ( 
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4) The Feedback Sandwich consists of: 

a) Make a specific positive comment; Offer 

critique or suggestions for 

improvement; Make an overall positive 

comment 

b) Offer critique or suggestions for 

improvement; Make an overall positive 

comment; Make a specific positive 

comment 

c) Offer critique or suggestions for 

improvement; Make a specific positive 

comment; Make an overall positive 

comment 

d) Make an overall positive comment; 

Offer critique or suggestions for 

improvement; Make a specific positive 

comment 

 

 :   لا               ن    ش (  4

    م  ع  ق إ ج  ي     ؛     م ن       ق              ؛  ( 

     م  ع  ق إ ج  ي    ل

    م ن       ق              ؛     م  ع  ق إ ج  ي    ل؛  (ب

     م  ع  ق إ ج  ي     

    م ن       ق              ؛     م  ع  ق إ ج  ي     ؛  (ج

     م  ع  ق إ ج  ي    ل

    م  ع  ق إ ج  ي    ل؛     م ن       ق              ؛  ( 

     م  ع  ق إ ج  ي     

 

  

5) The following statement reflects the 

Feedback Sandwich: 

a) Hi Paul, I really thought your 

presentation was horrible yesterday.  

b) You’re a strong member of our team, 

and I’m looking forward to your 

continued contributions.  

c) But I think that if you had more statistics 

in your report, you wouldn’t have been 

so terrible at it 

 

 : ع س             ي   ن    ش    لا    (  5

  .    ع ض      ف  ع    س         ل،  ع     ( 

 ن  عض  ق ي في ف   ن ،   ن        إ ى           (ب

  .       ة

      ع     نه إ               ز       لإ ص ء   في  (ج

       ،  م     ل      ف  ع  ج   في    

    يء       ق
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6) The following statement is FALSE:  

a) Giving good, meaningful feedback is 

easy  

b) You should take time for yourself 

c) You should take time to ask questions 

and observe 

d) Employees won’t appreciate the way 

you deliver feedback  

 

 

  :  ع   ة           أ(  6

  إع  ء      فعل ج  ة       غزى      هل ( 

  أ    ق    ن     جب    (ب

  جب     أ    عض    ق     ح    ئ       ق   (ج

                              ي    م  ه     لا     ( 

 

  

7) When offering feedback you should: 

a) Use ‘but’ after a compliment because it 

encourages improvement 

b) Never use ‘but’ because it has negative 

connotations 

c) Never use ‘but’ because it classifies as 

sexual harassment  

d) Always use ‘but’ because it has positive 

connotations  

 

 :عن      م  لا      جب ع   (  7

       م '    '  ع   ج      نه   ج  ع ى       ( 

        م      "    "     ه            (ب

   م      "    "  نه   صنف ع ى  نه     ش جن ي       (ج

    ئ         م '    '     ه      إ ج     ( 

 

  

8) The following statement is TRUE: 

a) You should make sure to use negative 

comments frequently when offering 

feedback 

b) Always use the straightforward 

 :  ع   ة         ص    (  8

 جب ع       أ            م    ع                 ل        ( 

 عن      م  لا    

       ع  لا      م   ئ     ن    ش    لا              (ب

    ل          إ ى       ز ع ى    ع              (ج

    ل          إ ى       ز ع ى    ع       لإ ج     ( 
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Feedback Sandwich without adaptations 

c) Employees tend to focus on negative 

comments 

d) Employees tend to focus on positive 

comments 

 

 

 

  

9) What is the drawback of the Feedback 

Sandwich? 

a) It’s not very tasty  

b) It’s predictable  

c) Employees tend to focus on negative 

comments 

d) Both b and c  

 

 

         ع ب      ن    ش         عل؟(  9

   نه           ة ج   ( 

          ن ؤ  ه (ب

    ل          إ ى       ز ع ى    ع              (ج

  ب   ج ( 

 

  

10) Informal feedback might be:  

a) Recognition  

b) Used with certain benchmarks at certain 

times of the year 

c) A 360-degree performance review  

d) Used to document progress 

 

 

  :ق          ع      غ          (  10

   ع   ف ( 

      م     ع      ع ن  في   ق    ع ن        ن  (ب

   ج  360   جع     ء ب  (ج

      م      ق      م ( 
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Module Nine: Review Questions  التاسعةمراجعة الوحدة 

1) The General Discipline Process involves: 

a) Working with an employee 

b) Obscuring the expectations of the 

employee 

c) Leaving the employee to work on their 

own  

d) Never providing direction  

 

 :  ض   ع       نض      ع م      ي(  1

   ع ل       ف ( 

      ف جب   قع    (ب

           ف   ع ل        (ج

  ع م   ف       ج ه      ( 

 

  

2) The Clarify step of the GDP is best defined 

by: 

a) Letting a problem linger  

b) Clarifying the expectations of an 

employee’s role  

c) Acting with haste to address and issue  

d) Providing adequate direction where 

necessary 

 

  م            ة   ض ح   ن  ج      ي  لإج   ي ع ى  فضل (  2

 : جه     لال

              ق   ( 

    ض ح   قع            ف (ب

    ع ل ع ى عجل   ع  ج   إص    (ج

    ف       ج ه    ن  ب عن    ض   ة ( 

 

  

3) The Assist step of the GDP is best defined 

by: 

 : فضل  ع  ف     ة      ع ة في   ن  ج      ي  لإج   ي   (  3

              ق   ( 

         ف  ض ح   قع      (ب

    ع ل ع ى عجل   ع  ج   إص    (ج
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a) Letting a problem linger  

b) Clarifying the expectations of an 

employee’s role  

c) Acting with haste to address and issue  

d) Providing adequate direction where 

necessary  

 

    ف       ج ه    ن  ب عن    ض   ة ( 

 

  

 

 

 

 

 

 

4) The Act Quickly step of the GDP is best 

defined by: 

a) Letting a problem linger  

b) Clarifying the expectations of an 

employee’s role  

c) Acting with haste to address and issue  

d) Providing adequate direction where 

necessary  

 

 :  م            ة      ع       ن  ج      ي  لإج   ي     لال(  4

              ق   ( 

    ض ح   قع            ف (ب

    ع ل ع ى عجل   ع  ج   إص    (ج

    ف       ج ه    ن  ب عن    ض   ة ( 

 

  

5) Progressive Discipline is best defined as: 

a) A method of behavioral innovation 

b) A method of behavioral correction 

which builds on the strengths of the 

non-existent policy  

c) A method of behavioral correction 

which builds on the strengths of the 

existing policy  

 : فضل  ع  ف  لانض          ي   (  5

        لا            ي ( 

         ص  ح       ي    ي   ني ع ى ن        ة في  (ب

          غ       ج  ة

         ص  ح       ي    ي   ني ع ى ن        ة في  (ج

                 

         جهل       ي ( 
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d)  A method of behavioral ignorance 

 

  

6) When Managing Incompetence one 

should: 

a) Meet to clarify the expectations of the 

job 

b) Be guarded with the employee 

c) Don’t act promptly  

d) Ignore the employee’s ability to 

perform the job  

 

 

 :عن  إ   ة ع م      ءة  ن غي     ء   (  6

       ء    ض ح   قع           ( 

                 ف (ب

    ص ف ع ى         (ج

   ج  ل ق  ة      ف ع ى    ء    ه   ( 

 

  

 

 

 

7) When Managing Misconduct one should: 

a) Dismiss the employee immediately 

without cause 

b) Take into account the seriousness and 

frequency of the misconduct  

c) Delay your action plan 

d) Don’t document anything that happens 

 

 :عن  إ   ة   ء         جب ع ى     ء(  7

 فصل      ف ف          ب ( 

     ع ة     ة          ء        (ب

  أ          ع ل (ج

      ق  ي  يء    ث ( 

 

  

8) The following is an example of an 

Aggravating Factor: 

a) Whether the misconduct was 

intentional 

b) The employee’s dietary history  

c) Whether the issue was isolated 

 :ف      ي    ل ع  ل     (  8

    إ         ء          ع    ( 

      خ      ف   غ  ئي (ب

    إ     ن           عز    (ج

      ج ( 
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d) Both a and c  

 

 

  

9) An example of a Discipline Meeting is: 

a) When an employee performs admirably 

b) If the admirable behavior continues, a 

supervisor arranges a formal meeting 

c) If undesirable behavior continues, 

another formal meeting is arranged 

d) All of the above  

 

 

 :   ل ع ى  ج   ع   نض      (  9

 عن       م      ف  أ  ء   ئ  ( 

               لإعج ب،    م      ف      ب  إ         (ب

  ج   ع    ي

إ                غ       غ ب ف ه،   م     ب  ج   ع  (ج

    ي آ  

   ل      ق ( 

 

  

 

 

 

 

 

 

10) When in a Disciplinary Meeting, one 

should:  

a) Put off gathering information for the 

meeting  

b) Keep the meeting focused on the 

individual, not the behavior  

c) Conduct the meeting in front of 

colleagues 

d) Have the authority to enforce 

consequences  

 

  :عن         في  ج   ع  أ   ي  جب ع ى     ء(  10

   أج ل ج      ع       لاج   ع ( 

       ،    س ع ى       إ   ء   ج   ع    ز  ع ى  (ب

 ع     ج   ع    م   ز لاء (ج

           ه        لإن      ع  قب ( 
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Module Ten: Review Questions مراجعة الوحدة العاشرة 

1) When in the second stage of the 

Progressive Disciplinary Process, one 

should: 

a) Discuss the dismissal with HR  

b) Discuss the dismissal with a superior to 

ensure you have authority to dismiss 

the employee 

c) Both a and b  

d) None of the above  

عن         في             ن        ع        أ              ، (  1

 : ن غي     ء   

               ن ق      صل        ( 

 ن ق      صل     ئ س  ض                 فصل  (ب

      ف

      ب (ج

     يء       ق ( 
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2) The following statement is FALSE with 

regard to documentation: 

a) Paperwork should be disorganized 

b) Your documentation should be 

excellent 

c) Notes should be signed and dated 

d) Employees should sign and date notes 

as well  

 

 :  ع   ة           أ ف      ع ق       ئق(  2

  جب                غ    ن    ( 

  جب            ئ       زة (ب

  جب   ق      لا       أ   ه  (ج

   جب ع ى              ق       لا           خ      ( 

 

  

3) The following statement is TRUE: 

a) Part of your documentation comes from 

the employee 

b) Employees must agree with the 

documentation to sign and date it  

c) Employees do not have to agree with 

the documentation to sign and date it  

d) HR is never involved in the 

documentation process 

 

 :  ع   ة         ص    (  3

 جزء       ئ    أ ي         ف ( 

   جب ع ى               ف   ع ى      ئق    ق عه        ه  (ب

    ع   ع ى               ف   ع ى      ئق    ق عه   (ج

        ه 

                              في ع           ق ( 

 

  

 

 

 

4) When deciding to terminate an employee, 

one should: 

a) Become over-emotional and make rash 

decisions 

b) Discuss your decision-making process 

 :عن        ق     إنه ء      ف،  ن غي     ء   (  4

      ع             ق        ه  ة ص ح  ( 

  ن ق   ع                                     (ب

   ص ح             غ  في       عل (ج

  إع  ة   ن   في   ق   في        ( 
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with HR 

c) Become stressed and overreact  

d) Reconsider your position in the 

company  

 

 

 

  

5) The following is NOT a question you 

should ask yourself before dismissing an 

employee: 

a) Am I being too soft on this person 

unnecessarily? 

b) How serious were the infractions or 

performance issues that led to this? 

c) What are the implications of releasing 

this employee in terms of backlash to 

the company, my work unit, and my 

professional integrity?  

d) Do I still believe that they are worthy of 

termination? 

 

 :     ي   س  ؤ    جب ع       ه ق ل فصل      ف(  5

  ل  ن          ج              ص       ع؟ ( 

     ى     ة              قض        ء    ي     إ ى  (ب

    ؟

    ي  لآ             ع ى إ لا     ح          ف     (ج

ن ف ع ى       ،     ة ع  ي،  نز   ي   ث       عل   ع

     هن  ؟

  ل    ز    ع     نه      ق  لإنه ء؟ ( 

 

  

6) The following Statement is TRUE: 

a) Having second doubts about dismissing 

an employee means you shouldn’t do it  

b) Having second doubts about 

disciplining an employee means you 

should do it  

c) It’s normal to have second thoughts 

about dismissing an employee 

d) None of the above  

 :  ع   ة         ص    (  6

 ج          ن     ل فصل    ف  عني  ن     ن غي     ( 

    عل    

       ن     ل  أ  ب    ف  عني  نه  جب ع     ج    (ب

       م     

         عي               ف      ن     ل فصل    ف (ج

     يء       ق ( 
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7) When dismissing an employee, one should: 

a) Let the employee drive home by 

themselves afterwards 

b) Communicate it in a drawn out, 

informal meeting 

c) Communicate it in a brief, professional 

meeting 

d) Keep the meeting filled with bias an 

insults  

 

 :عن  فصل    ف،  جب ع ى     ص(  7

  ع      ف           ه إ ى    نزل         ع      ( 

 إ لاغه في  ج   ع غ      ي   ن  ب (ب

      صل في  ج   ع قص     هني (ج

     ء   ج   ع    ئ        ز إ  ن إ ( 

 

  

8) Why shouldn’t you dismiss an employee on 

a Friday? 

a) It can affect their mental health  

b) They may damage the companies’ 

assets  

c) It’s a great way to start the weekend  

d) Both a and b 

 

                      م   ج ع ؟(  8

           ؤ   ع ى ص  هم   ع     ( 

  ق   ض   ص ل         (ب

   نه          ئع     ء ع    نه         ع (ج

      ب ( 

 

  

9) If career transition assistance is provided: 

a) The terms of service should be ignored 

b) The terms of service should be outlined 

in a document 

c) The employee shouldn’t sign and date 

the letter 

d) Let the employee keep his/he keys and 

access cards  

 

 :إ    م     م      ع ة في   ن   ل       ي(  9

  جب  ج  ل             ( 

  جب                   في       (ب

    جب ع ى      ف   ق                 ه  (ج

         ه     ق        ل ع      ف        ( 
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10) After a termination meeting:  

a) Do not unwind  

b) Blame yourself for the decision and 

stress out  

c) Document that the meeting took place 

d) Have a party  

 

  : ع   ج   ع إنه ء(  10

         ي ( 

  إ   ء     م ع ى ن                   لإجه   (ب

        أ    ج   ع ق  ع   (ج

     ص ل ع ى      ( 

 

 


