Work Schedule Vocabulary

	1. absent-
	not at work, school, or another place that a person should be

I am going to be absent from work on Friday.



	2. break-
	a small amount of time when a person can stop working to eat or rest

Your lunch break is thirty minutes.



	3. call in-
	to telephone the place where you work to let them know that you are going to be absent or late

If you are going to be absent from work you will need to call in to let us know.



	4. change-
	to make something different

There has been a change in your work schedule for Monday.



	5. late-
	after the scheduled time; not on time

The supervisor told the worker that he was five minutes late for work.



	6. overtime-
	time worked more than the regular working hours in a day or week

I worked 3 hours overtime this week.



	7. permanent-
	something that does not change

Here is your permanent work schedule.



	8. schedule-
	to plan that something will happen at a certain time 

I will schedule you to work from 9:00 am until 5:00 pm on Tuesday.


	9. shift-
	the time of day a person works

I do not want to work on third shift because I want to sleep at night.



	10. time off work-
	time when you do not have to be at work

I am taking some time off work, because I have to go to the doctor on Wednesday.



	11. vacation-
	a time of rest from work or school

I am going to take a vacation in July.



	12. work schedule-
	a list of times when a person works

My supervisor gave me a new work schedule.




