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FEATURES OF THE GU!PE
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The modular format &¥ the guide suggests that the;suser can select those topics

of concern to students Each module stands on its own Instructors would not likely

., work their way through the modules from one to fifteen Rather. they would select

les by topic and branch out from them using supple,r'ngantary materials and

extending to other situations suggested in each module Decisions regarding
selection, adaptation and extension will be influenced by the type of class and the
purpose of the program as well as the individual learner

. Successful\ﬁgmpletson of the objectives for Level 1 does not mean that the overall
objective of the module has been met: Rather steps toward achieving it have been
taken .

g

A . K)

M Qur"
OVERVIEW .

The.overview lists the overall objective, the language functions inherent in the
situation, and examples of grammatical structures and cultural notes In some cases,
the culturataiotes will be dealt with incidentally in the lesson, at other times, a more
direct approach through class activity 1s suggested The cultural notes reflect
common Canadian values and facts

LANGUAGE COMPONENTS . : L

In each module, two pages are devoted to language components of the
situation for each of three levels The situation s analyzed in terms of function,
objective, structure and vocabulary The notes to the teacher list supplementary
resources and suggestions References in the notes to the teacher are given in full
in the section titled Resources at the end of the Introduction

LESSONS FOR THREE LEVELS . .
The lessons suggest language learning activities at yf\ree levels of complexity in
-terms of content and tasks They include informatiom about the équipment and
teaching matenals required to carry out the activities The appendices referred to
are suggested kinds of teaching materiais and are located at the end of each
module They can be easily duplicated Instructors may wish to adapt them to make
them more applicable to therr own locale Tapes are notincluded in the guide, but

where feasible, instructors can cooperate wnth thewr colleagues in taping material
from the guide for shared use

,

] , , *

EVALUATION

¥
Two forfns of evaluation are included ih the curriculum guide One 1s a teachyng
tool which is at the end of each lesson Theé other s in this Introduct:on under
Assessing General Competence in Enghsh p 3 .

¢




The evaluation forms within each module are directly relafed to the objectives of the,

lessons Their purpose is to enable the students, their peers and the teacher to

monitor individual student and class progress The instructor may firid indications of

need for more review, rennforceruent)or additional practice The objectives listed in_ .
the modules can be Used as a classroom tool to give students a sense of . -
accomplishmentand to help them set personal goals related to the course-TFe | ‘
evaluation agreed on between the teacher and §tudent could then become part of

the individual student’s record of achievement When the student moves to another T ‘
class or institution, the record will enable future instructors to see what he can do

and what group or class he should be placed in .

The evaluation is in this format for each level The learning outcomes are hsted and

A]
the student’s performance 5 assessed §
. D \
. . p . .
Is
L) .~ .
w t
. ; Accurately Intelligibly .
and or but \: Inadequately
- Fluently : Inaccurately _ _ |
i N
| — T \ Ot
. - X | v
e g —entify his occupation ; .
i - -~
P N
. " M . . i
“Fluent’” means that-the student can produce the language without undue . ,

hesitation, cfearly and understandably He may have minor errors m grammar as
would a native speaker ‘Inteligible’” means that the student canmake himself
understood but may still need.to improve pronunciation, intonation, grammar,
choice of words or speed Because the objectives in the modules are related to the
-lessons, they-are more specrfrc and detailed than would be needed for 0verall
. assessment of Ianguage competence

& ' <

EXTENSIONS N
’ The ExtenS|ons to Other Situations are included to give students additional
* practice with the Ianguage of the lesson and to see the apphcations of what they ~

have been learning in other related situations Each situation 1s expanded into a brief

story or real context which may serve as a base for tHe instructor to develop

supplementary |essons. . S .

> S ’ . : .
. .
SUMMARY MODULES _ , S~
N

*  Three modules numbers 7 14 and 15 provide situations and Iesson ideas
Teaching tecpnnques outhned n the other modules can be adapted for use in these
abbrewated mddules
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‘PHILOSOPHY AND GOALS ’

3

In this curriculum guide, as in ESL for Adults: A Curriculum Guide, an attempt
has been made to integrate those approaches and techniques found to be effective
in the classroom wuth currentdevelopments in language learning The field of ESL 1s
coming of age. It no'longer needs to allow itself to be victim to the theories of
experts in related fields such as psychology and linguistics. The swings betw
extremes in the past were a resuit of typical insecurity and uncritical acceptance of
theories 1n a burgeoning proLession

s

We now have a body of knowledge and experience in language learning on which to
base development From our present perspective we can select those aspects of
psychological and linguistic theory that have proven vald in practnce and reject '
those that have not N .

The knowledge and experience resulting from the work of the.Modern Languages
Project of the Council of Europe has been valuable to the field of adult language
learning. That project has @mphasized teaching language related to the needs of
adults The importance of providing learners access torreal language in situations
that anise i their experience 1s paramount The identification of language functions
has provided us with a néw way of viewing language 1tis one ‘that broadens our
understanding of the use of grammatical forms and of the relationship between
grammatical structure and appropriateness of language in social situations

Using this curriculugmguide, the teacher helps §tudent§ learn to handle language
functions such as apologizing, expressing a néed, or asking forinformation The
grammatical structures selected are those needed to give expression to such
functions in real situations related to getting and handling ajob Cultural aspects of
language are basic to language learning The lessons therefore include suggestions
for classroom activities that increase cultural awareness in the context of the given
“work’’ situations

The importance of student input in terms of identaficatic;n’of needs and interests aRd -

in the process of theiessons 1s an underlying assumption in the sample lessons. .

?

The lessons are adaptable. Instructors can shorten or lengthen them according to

the requirements of the t2aching situation. The modular format of the guide enahles -

teachers 10 select Or‘adapt situations to make the lessons appropriate to their
students As teachers work with the guide and with their students, new sutuattons
will come to their attention. They can use or adapt teachung techmiques outlmed to
deal with this new content

That the subject matter specifically needed by the learner is of motivational’value is .
an assumption of the guide. Learners at all Is of competence in the language can’ *

benefit from studying language through relevant material Even those wnth no -’ -,

;English can begin with content that matters in their hves . .

’ - -



+ . A,
. \ . "
The goals of the guide are ' .

1 to provide the instructor with suggestions of appropriate content for students
concerned with eptry into and functioning in the workforce; >

2. toimprove learners’ ability to communicate with counsello% employers and
co-workers, and
-

Fi
3 toncrease the learners’ knowledge of. ?
\ )
. a) their nghts and responsibilities in the world of work;
b} ways of dealing with bureaucratic systems in Canadian society, and

¢) the expectations and attitudes they may find in the workplace.
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ASSESSING GENERAL COMPETENCE IN ENGLISH

[y
‘ -

From time to time, instructors need to assess a student’s level of development
in the language acquisition process. This will typically occur when a student enters
or leaves a program or when th&institution needs to report to an outside agency .
such as Canada Employment and Immigration Commission or Ministry of Human
Resources. ~ - ’

~ , ’ ot
The following adaptation of language levels ' relates to general competence in
. English The levels are not a series of goals toward which to Work, but a description
of seven distingt stages adults go through in acquiring another language. The levels
are intended to be used at critical points during the total time the individual spends
in language study The levels are designed to.

1 assist in placing students in groups according to their stage of developfnent in
the fanguage; -

2. assist in enabling students, teaéhers-Or counsellors to indicate learners’ stage of
' competence in istening, speaking, reading and writing. A pre-vocational ESL
-student can be assessed in these four skills If he is mterested in a particular job,
the job can be analyzed in terms of the various language skills needed to handle
l] satisfactorly For example, if a person is applying for a job as a truck driver, the
level of each language skill he or she will need to handle the job satisfactorily can
be estimated If the driver has to comprehend instructions on a radio telephone.
and relay them to workers on a job site, he would have to be ablg to “"follow a
native speaker in an area of (his) interest” (Level V)2 His speaking must be
“adequate related to (his) interests ''2 He must "'find(s) common situations
easy”’2 The job may require minimal reading and writing skills. If, on the other
hand, a person was applying for a job as a room aide in a hotel, the language
requirements would be quite different The room aide would have to
comprehend face to face instructions, report problems, read diregtions on
cleaning materials and fill out forms. These kinds of language demands',jgam.
can be compared to the specific levels the learner has achieved in each of the
skills, __

3 assistin diébussmg with students what their'present competence is and what
their intermediate and long term languageand personal goals )fnght be

L

'V TRM UL M, Developing a Unit Creditggheme of Adult LanguaLeLearnmg Pergamon Press,
Toronto, 1978 —pp 66 ff (Copyright heid by the Council of Europe — A second edition was published
by Pergamon Press in 1980) b

2 gee following adaptation of Wilkins’ Level Definitions (Level V) P
\ o

[}
o~
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The criteria used in the definitions are stated in behavioural terms They can be
observed and tested The items are generalized and do not relate to levels of
{competence In specific grammaticadl structlires or functions.

>
i

The reading and writing levels, as outlined, do not allow for pre-literate or Y,
hon-alphabetic students. In reading and writing, these students would fall below the
lowest level destribed. . . )

4

The definitions of levels are included to assist the learner, the educator and those
involved from the community in identifying the learners’ current stage of language
development. They are nQt intended to pigeonhole or grade students The levels
could be made readily available to those concerned in the community such as CEIC
counsellors and employers who need to be able to communicate about language

. competence




Adapted from TRIM, J. L. M., Developing a Unit Credit Scheme,of Adult Language Learning, Toronto, Pergamon Press, 1978.pp 66 ff.

DEFINITIONS OF LEVELS

Y
.

.

L Listening

Speaking

Reading ,
\

Writing

® can differentiate English

frorp other languages

[® can understand a few words
and phrases

-

|® magrecognize some words

n a stream of speech

.

]

single words

can be understood by
teachers

supborts speech with
gestures

. J
® can understand most.
common signs in Enghsh

Y

x

can copy English

1

3

|® can identify topic when ® dependent on memorized ® canidentify topic ~ * ® can full‘m formsgy
a person sp'eaks but can- speech, not a\ble to create ® can understand gist of ® not creative with languége
not follow content -original sentences public notices . ® can take slow dictation

® frequently misunderstands ® hesitarit, many error's O. can get infQrmation from J

¢ charts, maps A 7 ,

® can only identify topic ® single sentences |® can get topic and mainidea ® can construct sentences but
when listening to normal ® only comgetent to deal with , [® needs dictionary for details not contfnuoué text
conversation between predictable needs ® slow = ® dependent on dictionary

native speakers

-

® not able to iInvent new

® difficulty reading

® can follow speech directed sentences readily kandwriting .
to him or her but needs ® requires a patient histener > ' .
frequent repe?mons ® slow and with errors ‘ >
4 ’
or rephrasings ’
frequently misunderstands ) .
speech on radio. telephope ‘ - L
B <
, ) .
. Y
N . .
-
. . 14
' 4 4
N ;
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. DEFINITIONS OF LEVELS .

| 2

.
\

(Cont'd)

A}

Listéning

Speaking

Reading—

¥

_ Writing

® can foliow formal speech -
directed at him

® difficulty \‘mth colloquialt
speech

® does not get]of(és in Enghsh

can convey most types of ,
information related te his
interests e
fluent enough to interact
with native speakers

l® can read most texts in area
of interestwith imited
comprehension—may have
to reread to extract
information

¢ . fewer errors . - + {® unfamiliar vocabulary can be
. still needs vocabulary deduced from redundancies
. devel‘op_ment ® slow )
R ® can read most handwriting
-

® can follow native speaker
in area of interest, some
ditficulty in follovitwge.
a discussion

o colloqgval speech difficult

adequate related to interests «
may have to plan ahead or
refdrmulate statem&nts

finds common’situations

can read vanety of texts
with high level of
comprehension

slower than native speaker‘

o can understand as much as
native speaker does, except
N unusyal circumstances —
eg. sudd'en tpplc change.
or high noise tevet

v

-

easy ‘a

adequate for areas'of
interest, may have to plan or
.reformulate language
'® may have to clarify

complete comprehension in
areas,of interest ~
r'eading rate may be N
less flexible

® native-like comprehension

2
O

E

Aruitoxt provided by Eic:

of varied styl*and speed ,

|® hke native speaker

® hke native

RIC

+

s

¢

|® can construct continuous
text toreport series

of events or :nfo;mqtlon

® stil needs dictiomary ¢ -

® can write for a variety of
* purposes related to interests
® slower than native speaker

)
® freeof spelling and
grammatical errors

® more problems of style or
choice of vocabulary than
native would'have .

1® native:like proficiency

] ]

—r

competent in area of interest




USING THE GUIDE .
. ASSESSING THELEARNER = t

When students initially come to your program, you will need to -

1 acquire personal information about éach student,
. - " t
2. evaluate each one's general level of language devel@pment, and
\ - L4 ’ .

" 3. make a decision about placement within the program. . .

During the interview, you will peed to getidentifying information—e g, name,
address, education,*family, k.and information about their personal goals Some
suggestions for the interview can be found in ESL for Adults" A.Curriculum Guide,
pp 41 ff If students cannot speak sufficient English to indicate what their goals and
aspirations in Canada are, every effort should be made to get the assistance-of a

* translator

-~

While you are getting this information, you can also be using the intervrew to assess
the student’s stage of development in the language acquisition process. Refef'to the
- seven levels of {anguage development (pp 5 & 6) to see how students’ performance
In the assessment process relates to them. Your observations and analysis, along:
. with information the students provide, will assist you i selecting the-level at which
to start the students, as well as which topics will be of greatest interest.
If, after initial interviews, a rough estimate of their compétence suggests that
certain learners might handle Level 1 or 2 in the lessons, the instructor can ask them
td respond to requests such as "'tell me what skills you have as a carpenter Yor
whatever vocation or igterest the student has indicated in the interview) The |
responses would reveal whether the students can meet an objective fram Module 1,
"Level 1, “express an ability to do something ** Check out other Level 1 objectives in
» this manner If the responses are intelligible or fluent, the student can begin at Level
d ‘2 The instructor should feel free to drop back a level at any time without drayying it
to the students. attention; if the tasks at the selected levekare foo difficult Building
the learners’ confldence through success Is more tmportant than following the
levels faithfully. You should err on the side of underplacement, theteby leaving room
for acceleration through the program or advancung the learner to another level

I )
CLASSROOM MANAGEMENT : .

L]

By recording the information from the evaIuatlon ets in the r‘nodules‘ you
can readily pass on information to other teachers regarding the students’ progress '
in relation t&the content in this guide. ~
The students will benefit from involvement in monitoring their own progress By

doing so, they will be encouraged to develop a sense of accomphshment in reIatn@

¢
) "%

. 1')
» 4 «J



‘In order to make the guide usable in a wide range of kinds of programs and classes

t

to the course. Suggestions for activ;tiee to practise these evaluation skills are in
Module 1, DESCRIBING YOURSELFw ’

In addition to evaluating the students’ progress, teachers may benefit from
evaluating the lessons in the guide, the adaptations they make of the guide and their
own performance. A few minutes after each lesson, taken to note such evaluations
as well as observations about students’ needs and prbblems that have emerged, will
assist in planning future lessons and improving your effectiveness. Taping your
class occasionally can also provide you with useful information to enablé you to

analyze your own performance .

on vaMed schedules, no time frame or unit structure has been provided Such
structure has to be worked out in each particular program. The evaluations in each
module can provide a record of eaclt student’s achievement These records will be a
guide to the teacher. Fer example, a learner who has mastered all the modules of
interest at Level 1, can return to those same modules to work on Levels 2 and 3 In
some cases, the learner who is managing Level 2 in one module with ease, may be
able to handle the Level 3 activities in that module, yet.continue to work on Level 2
in others

If you find you have two or three groups in yaur class at different levels of ability,
you will sometimes have different activities going on in those groups
sumultaneously Refer to Insérvice Development Kit #2, Teaching a Multi-Level
Class . . ?

- -

GROUPING

Thropghout this guide there are references to “'the whole group” and "small
groups "‘l)fhe whole group refers to all those students who are working on activities
at the same level This could be the whole class or any part of it Small groups are
usually made up of three, four or five people with the seating arranged to provide
for optimum interaction Dividing the class into such groups facilitates maximum
student input and minimum teacher domination Some students may be reticent
when they are first asked to work togé'ther in this way. For group activities to
succeed, the studentsmeed to have a clear understanding of wha’t is expected of
them, and to be aware of learning outcomes

l:.LITERATE STUDENTS

~

Almost no attempt has been made to address the problem of literacyin this
guide Some of the lessons at Level 1 can be adapted, and an illiterate student can
be expected to pargioibate in the listening and speaking activities at that level.
Teachets will need to have supplementary matenals available so that any illiterate

-10
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students can be given appropriate reading and writing activities for a specific time
- period very day. A fairly good source for material is

Passage to ESL Literacy (nstructor’s Guide, -
Student Workbook and Pictures),
.+ Arliggton Henghts n.,
>« Delta Systems Inc, 1981

0 It

available from  Monarch Books of Canada, X
: 3547 Bathurst Street, ~~ o
Toronto, Ontario hd

M6A 2C7

. TEGHNIQUES L ‘ .

Books and journals on teaching techniques and methodology are widely
available Some are listed in ESL for Adults A Curriculum Guide The purpose here
1s to highlight a few areas that have been raised as problems for instructors in
evaluating ESL_ACG and in the field tesgag of ENGLISH FOR WORK The

suggestiogs are not exhaustive, but nterely elaborate on directions and assumptions Y
in the lessons
FOCUS ON YOUR LOCALE
The modules are, of necess:ty,/géneral approaches to 1ssues Instructors are
epeouraged to develop local/regigrial resources to supplement this gnde Some
examples might be
b . .
1 economic history of your area including explanations and importance of key
resources.(pulp, coal,.fish, etc }, ‘ Co
) 2 ethnic history explaining different groups arnving atdifferent times and the
contribution of each group, and
3 local employment opportunities explaining types of}oBs available and skills
' _ required '
4 FOCUS ON LEARNEES’ EXPERIENCE o : .
" At the start of each-topic, the instructor should encourage the members of the
class to describe their own personal experience ;egardmg the topic sgthat there :s a-"_.
clear understanding of a shared experience This can be imtiated by means of a
picture, story, film, tape, role play, etc ’ L
INTRODUCING VOCABULARY .

Every time a new body of language is présented, you will need to introduce new )
vocabulary The learning load of new words should be imited to seven or eight per
session for most students

- .

3 / e .

. , ' o _ 11

o
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t

. Plan what you want students to be able to do with new words Do you want them
onfy to recognize and understand them in an.oral context, do you want them to be
able to use them in sp8ech, or. do you also wapt them to be able to read them and
write them with correct-spelling? Native speakérs comprehend much more speech
and print than they produce in speech and writing. Avoid overloading ya“m- students

" with demands to say and write everything they can understand ,

rd

v.

®.

Presentation: ' .

Vocabulary can be&qresented/as information with practice (repeating after a
. ) model, identifying meaning) 1n preparation for listening to a tape, or can be
identified for intensive study after hearing it. You can do both, if the situation
requires it In any casegthe students should practise words and idioms orally before
. ) seeing them in print "By so doing, the student wil learn to pronounce the word
before being confusgd by the spelling of 1t For example, students need to hear the
differénce between words like "rough’* and "‘through’ before being presented with .
them in print When latas examining the spelling, they will learn that this 1s another
example in which the same spelling of word$ does not necessarily mean they will
have the same pronuqQciation, as they \)youl in Spanish or Greek
S 2 . | . -
- Deal with the vocabulary that arises in context rather than teach lists of unrelated '
wards Many words change meaning with context or are meaningless outsxde‘b’f‘WJ—uu .
Take, for example, th words, “'the”" or “unless " If you are able to translate such Y
words, you may onlymake an approximation of their seaning Some languages do e
not have articles like “'the * =

L 4

)

>

Meaning:

J ’ ~ i + & -
. To introduce a:hew word, show pictures, demonstrate, or use it in the context
" of known vocabulary. ee if someone in the cla\ss can supply the word [f not,
provide itlyourself .

Pronunciation:

"Have the studenjs imitate the correct pronunciation, preferably given by a
student Check fog pronunciation and stress For example, in the word ""before,” the
stress 1s on the secpnd syllable, (befére) Students can get further practice using
prepared cards onslanguage master3 or with a tape which allows for istening and
repeating Such activities should 1adt only a few minutes You should then have
meaningful practicé ,qu’ds which name objects can be practised by having the
students ask gne‘another for the object or a picture of it— (e g . certificate}

LY
"Please pass me that certificate’ (pay cheque) (time sheet)

IS . , ~
/
4 . /
3 SeeESL for Adults A Curriculum GU%E, p 55 for a description of this useful piece of equipment
A

-

’
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An example of a way to provide practice of a vocabularQ item (minimum wage) can
be found in Module.8 tn the Procedure fOrEnabllng Objective #3. g

)
Many verbs, such as “print’* or ""sign,’’ can be practlsed b? having students;nstruct
one another to carry out an action—=e.g.. ; .

4’L'>
-
A

t

“Theresa, print (sign) your rrame on thejglackboa

e
~,

S
Nouns thatrefer to concepts such as "height”” or “weight” can be pract|sed by

7
B

havmg twe students ask the teacher the helght and werght of objects or people " L T
e g : . B 1,-_ N ‘}
"What's the height of Golden Ears (or whatever focal mountain r\siat hand)?"” ) P
- . . T ~_
‘Reading and Writing in Vocabulary Develqpment d.-' I

- ¥

- Ifyoualso want the students to_ be ahle to read and write using the new
vocabulary, say ahd write the words on the blackboard and have the students
practise reading them. They can work in pairs, helpgng each other, and you can give
feedback when required Then, have the students read the same words in the
context from which they were extracted A brief dictation of the same or similar. 7
. material is a way to check mastery of the writing of the new vocabulary In giving ~ /
the drctatron follow this procedure .

-

L Read the passage through at normal speed for Irstenrng ~

-

® Readn phrases or sentences, depending on sentence length and ability of
students, allowing time for students to write

-

® Readd once more at average’ speed td‘allow them tb check Repeatmg beyond this_ '
pomt Is not productive

In Module 5, APPLYING FOR A JOB, Appendix E provides an example of a reading

exercise for reviewing meaning. You can adapt this exercise to other lessons Have

the class develop definitions, refine them and put them on cards These can be used

for card games or matching exercises.

‘Spelling: - .

Do nqt assume that students can spell words because they can say them o:
read them" They can practise spelling in pairs or in group games Avoid games in
which the poor speliers get knocked out or in which they will be chastised by their
peers for poor perforfance Encourage them to visuahize the word and to spell in
syllables.* » .

e

tNTRobuc_.tNG NEW GRAMMATICAL STRUCTURES ' e

- If you want to introduce the structure in the sentence "I didn’t get my vatation
pay” (ppst tense, negative) in Module 8, UNDERSTANDING LABOUR LAWS, you
might follow this procedure. .
. . ‘ 4

-

13




1. Play the tape. g
. Ask comprehension guestions
Ask why Consuela called her b,oss.‘ . / .

\ i

Draw attention to the answer If necessary, provide it yoursel

b WN

She didn't get any vacatnon,pay.

24

5 Give two students several S|m|Iar objects that they are familiar wnth leg, coms)
Make the statement: . .

. "Joedidn’t get any nickels "’ ¢

Change the distribution and ask individual students to make snmllar statements —
eg -

"Wrua didn’t get any dimes "’

Have the students make up several statements about the various distributions

Show the contrast e
"Maria got two quarters ”’ )
“She didn‘t get any penmes "’ ®
If any students have trouble with the structure, “She didn’t get any A hold

‘up your hand with fingers extended and, pointing to one finger at a time to
represent each word, have a student say the words Then encourage them to
speed up and get the natural rhythm of the language You can do the same thing
with slots representing words—e g. -«

o e —

(She) * tdidn't)" Llget) (any) {(pennies)

Pomt to the slots and ask thestudents to say the words Then get them to speed

1t up 0 the correct rhythm, stress and intonation—e g .

""She didn’t get any pennies '

6 Return to Consuela. Ask why she called Mr.Sampson. Draw attention to the slots
or your fingers to remind students that they "‘read’’ the needed structure from
them " ’

»
EIN

7. Have the student¥ listen to the tape again and indicate when they hear the
structure, "'l didn’t get any Yo

8 Ask the question .
- “Why did she cali Mr. Sampson?"’ :

9 Practise the whole dialogue as indicated in the lesson
1

The Procedure for Enabling Objective #3, Level 1 in the same an example
“of a way to provide meaningful practice for the grammatical structures, "She got
or “She didn’t get ** Adjust the steps suggested above to the progress of the class




TEACHING PRONUNCIATION, RHYTHM AND ~STRE¥

Inservice Development Kit #4 covers this topic thoroughiy..Y6u should teach
the natural rhythm and speed of the language using the contexts provided in the
lessons. These aspects of language should be taught in response to problems
observed, and in conjunction with other parts of the lesson, rather than as a
separate sfudy See Module 13, Notes to the Teacher, for examples of significant
intonation patterns v

PRACTISING A DIALOGUE

Ta practise’a dialogue does not mean to rememberevery word precisely If the,
students paraphrase correctly, that 1s an improvement on mimicry and should be
R encouraged . ‘

For an example of teachlng a dialogue, see Inservice Development Kit #2, Teaching
a Multi-Level Class Sections 20 and 21 of ESL for Adults” A C‘\Jrnculum Guide also
have models o‘f,‘t,echmqu’es far teaching dialogues

. ?
e 1l
’

CONTACT ASSIGNMENTS

. A comprehensive work celled Contact by Terry Loughrey 1s listed in the
Resources in ESL ACG A few brief hints for success in using this technique are

1 Develop short simple contact tasks that can be done in the classroem, mnitially
-with other students and later on with visitors-e.g..
have students find out where others have lived, avhat jObS they have done
and report to the class to get therh feeling comforta?le with contacts,

2 Develop skills in using the tape recorder and recording one another. Teach ther!
how to ask permission to tape someone and deal with the response

3 Teach them how to listen unobfrusuvely to native speech—e g -
in buses apd in theatre ineups, and to analyze what they hear for meaning -

. 4 Prepare them with the language they need to cope with the contact Use the =

- language they bring back from contacts as lesson material—e g - : N,
"What did she say?” ' g ' ¢
"What did she mean#" '
. “"What was in her mind when she sald 2

< "How else could you say that?"" & -

CLOZE

Cloze is basically a fill-in-the-blanks exercise in which every nth word,
commonly every seventh or ninth, is deleted. The first and last sentences should be -
left intact Do not delete proper names or numbers.

N\ .

Y

e
Ay

{

-~ . N
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. v

The purpase’is to demonstrate and practlse'readlng skills. If a student tan figure out

‘the'corréct word from the context, he is learning to comprehend meaning, to pre,dic't
“and to anticipate appro'prlatg vocabulary. All of these skills are basic in developing
gl;\e ability to read a second, as well as a first, language

" DYADACTIVITY

.

A dyadrefers to a controlled, payred activity Eagh of the two students has some
information that the other needs and the task 1s for each student to ask questions
until he has all the information he needs .

PROBLEM SOLVING S
Problem solving is an activity that i1s learner-centred and gives practice in
spontaneous use of language Itis, therefore, a good activity to conclude a section
ofa Ie§son Be sure that the learners have acquired the needed vocabulary and

structures to enter into discussion The steps in problem solving are

1 Identify the problem —Module 12 suggests several in th tensions Learners
may have suggestions drawn from their own experience Section27.in
ESL ACG deals with identifying a problem

*

. Gather facts —If a student contributes a r&al problem, facts will be available
thebugh questions posod by the others

N

Analyze the facts —Help students t0 think about what hes behind speech and
behaviour . o

4 Suggest and test solutions —List suggested solutions, then test them verbally

.

5 Select a course of action — Students chopse the best solution They should be
gequired to explain why it 1s best ' . .

Introduce this technique by havmg the whole group identify a problem, and then
‘—gather and analyze the facts {Steps 1-3) Then. have thefp work in small groups to
suggest solutions and select a cowsge of action (Steps 4 & 5) Have each group
report the results to the whole class or the teacher When they are more .
experieneed in working with one another and following the process, you can just put
the steps on the board and let them work through on their own - some lessons,
. ~problem solving activities are snmphfled by giving a number of solutions for the
learners to choose from Avoid |nterrupt|ng the flow of speech to correct students
“Note recurrning problems and work on them in future lessons . . -

You can follow up the problem solving discussion with group or individual writing

projects The type of writing exercise chosen would depend on the level of the

class. If the course of action chosen involves correspondence or note writing, thaG.\
- * '

¢

L3




would be a logical task fot more advanced students: W’th students in Level‘ Jsor 2,
. you may want to have them dictate the problem ard the solution to you. Yod could
write what they say on an overhead or on the blackboard use n/‘as a readlng

sexgrcise and have them copy 1t . . b

L
» A e
O ’;D v
. P .
ERIC . ' +
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RESOURCES - . . ' L

TEACHER REFERENCE BOOKS

’ .

B.C. Ministry of Education

Inservice Development Kit #1
‘ . Teaching from a Functional Approgch

. Inservice Development Kit #2
Teaching a Multi-Level Class

Inservice Development Kit #3
Listening and Speaking Activities in'the Classroom ¥ ]

Inservice Development Kit #4
. Teaching Pronunciation Stress anlf Intonation
-available in all B.C post secondary institutions and from the Post- Secondary -
. Resource Centre, Ministry of Education, 7451 Elmbridge Way, Richmond,
BC V6X 1B8 r278-:}433 Local 288) '

- T
. a

Canada Em&loyment and Immlgratmn Commnssuon

' . Canadian Classification and D/ct/onary of Occupat/ons Supply and Services

Canada, Ottawa, 1978 A . - .
-available for reference from College Counsellors or Canada Employment
- Centres ° 7 o

Careers British Columbia Occupatnonai and Career, Analysis Development,

Ottawa, 1980 @

-available for refereﬁce from College CounseIIOrs or Canada Employment
Centres .

GUIde for the Job Hunter, Mifistry of Supply and Serv s, Ottawa, 1979
~available from National Office, CEIC, Place du Porthge, Phase IV, 140
Promenade du Portage, Ottawa, Ontario K1A 0J9

Mowng On! To a Job, and

Moving On! By Staymg 0 Occupatnonal and Career Analysis Development,

bttawa

-available from NatnonaIOffuce CEIC, Flace du Portage, pfase IV, 140
Promenade du Portage, Ottawa, Ontario K1A 0J9

-problem solving exercises for high intermediate students aboutproblems
getting a job and those onthejob °

A

Place. Guided Steps to Employment H‘ead/ness, Occupatlonal and Career

Analysis Development, Ottawa .

-workbook and source book, written for native Englush speakers and not
suitable as a student text but has some interesting ideas and |nf0rmat|on for
the teacher




o ¥
- ~

B

GLABUS, Scott and LAYLIN, Jan; ACCESS—a Pre-employment s'ynabus for
ESL Workers .

-available from Douglas College P.0. Box 2503, New Westminster, B. C .
V3L 5B2 ‘ .
-contains a large amount of inforgnation, some of it specific to Douglas
College but a lot of it appligable to British Columbia

. JUPP, T.C. and HODLIN, Susan; /ndustrial Engljsh, Bdok Society of Canada, '
4386 _Sheppard Avenue, E., Agincourt, Ontarioj1 978.
-teacher reference tex{bn a functional approach to teaching job-oriented
English.

. National Film Board , |

A Right to Refuse? — 13 mins. 30 secs.
-if a worker perceives a health hazard in aparticular task, can he/she refuse -
cy . to do'it without being fired? ~ ,
" STEEVES, John, Your Safety and Your Rights, Legal Services Society, 1982 .
-available from Legal Services Society, 555 West Hastings Street
Vancouver, B.C. V6V 4N6 (689-0741)

TREBBLE, Maggie and WALLACE David; English Language and Basic Literacy
Training in a Trade Union and Work-related Format, Capilano College, 1981.
-available from Capilano College, 2055 Purcell Way, North Vancouver, B.C.
& V7J3H5 .
-teacher reference, a description of a pilot course given to thirty members of
the Garment'Workers’ Union; includes background information, a course
outline and samples of exergises used in the course (

AUDIO VISUAL MATERIAL
Access Alberta—Video Senés and Teachers’ Guide, Ref. é\PN 22\77 - N

. 1 WORKINGIT OUT (Subject: Why Work?) .
! 2 GETTING TO KNOW YOURSELF (Subject Self Assessment)
LOOKING FOR A JOB -(éub;ect Searching for Employment) .
JOB INTERVIEWS (Subject. Interview Skills) -
STARTING TOWORK (Subject: Employer/Employee Relations)
WORKING WITH PEOPLE  (Subject' On-the-job Communication Sknlls)
LIVING WITH WORK  (Subject: Work Oriented Life Style/Leisure).
MOVING ON (Subject Understanding the Payslip/Termination of

i Employment) .

PNOO s W

- available from:- Communications and Marketing
Access Alberta
16930 - 114th Ave. .
Edmonton, Alberta ) . 5
- : T5M 352 )
¢ ’ (403) 451-3160
. ' “‘ November, 1982




qfc. Ministry of Educatian

CLASSROOM TEXTS ’

ESI. for Aduits: A Curriculum Guide
' _-available from Publjcation Servicés, Ministry of EduCatlon 878 Viewfield
Road, Victoria, B.C VOA™4V1 {387-5331)
COST: In Canada—$15.00 (plus 10% postage and handling) ) ~
InUS.A.—$25 00 (plus 10% postage and handling)

DRESNER, Joanne, BECK, Kenneth, MARGANO, Clare and CUSTER; Luise,
It’s Up to You. Academlc Press Canada, 55 Barber Greene Road, Don Mills,
Ontario, 1980,

-student text and tape; a variety of exercises at i‘ntermediate level on

a) personal evaluation,

b) examining the job market, T
c) using want ads,

d) calling about jobs, and
e) going for an interview

JEW, Wing and TANDY, Carol, Using the Want Ads, Janus Book Publishers,
. 3541 Investment Blvd., Hayward, California 94545, 1977
-student w0rkbook at an intermedate level

KAHN, Charles, $ONG, Robert and JEW, Wing. MyJobApp//cat/on File,

Janus Book Publishers, 3541 Investment Blvd , Hayward, California 94545, 19

-student exercise book containing readmgs exercises and a vaniety of sample
application forms.

KOSCHNICK, Kay and LUDWIG, Stephen, The World of Work, New Readers

Press, Syracuse, N.Y..1975 ‘

-intermediate level reading passages for a variety of work situations, much of
the information is American and would not be relevantin Canada. -

LIVINGSTON, Arnold; Janus Job Interview Guide, Janus Book Publishers,

3541 Investment Blvd., Hayward, California 94545, 1977

-student workbook, geared to ydvng North Americans looking for a job but
could be used profitably in an adult ESL class

hat 2

NEMIROFF Stanley A., ROVINESCU, Olivia M. and RUGGLES, Clifton B.;
d/Vords on Work, Globe/Modern Curniculum Press, Toronto, 1981,
a collection of reading passages for intermediate students

RODE%AAN, Winifred Ho; Reading and Following Directions, Janus Book

Publishers, 3541 Investment Blyd , Hayward, California 94545, 1978.

-student workbook with good.variety of activities An extensiQh of the kinds
of actwmes mentioned in Module VI -

RUSSELL, Boma, Heading Out—A Job Search Workbook, University and

College Placement Association, 43 Eglinton Avenue, East, Toronto, 1981

-student workbook designed for native English speakers but could be used
with a good intermediate class.

=
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* .
SAVAGE, K. Lynn, HOW, Mamie and YEUNG, Ellen; English That Works
{1 and 2), Scott, Foresman and Company, Glenview, llinois, 1980.

-student book, teacher guide and tapes; a wide variety of exercises {or
beginners to intermediate level. '

UNDA, Jean, TOBIAS, Kathleen,Jo and BELL, Sheila; Juan Manuel Looks fora

Job, Adult Services.Unit, The St Christopher House, 364 Bathurst Street, T gt
Toronto, Ontario, 19719 - ;

-an 8 page cbllection of pictures, stories and activities designed for an
intermediate level class in Toronto. Most of the material is applicable to B. C

i
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A . . ' 1IN
. DESCRIBING YOURSELF ,
’ K . - - ’ . . ’
- . . ; . . ‘ ‘ . )
~ .
o ~
- . . ]
o
Sergio was at a Canada Employment Centre and found a job he 4 .
wanted to apply for. When he dsked¥or a referral, the counselior .
ssid ““Tell me something about yoursetf.‘;'He didn’t know how to ’
answer. :

B T2
A




OVERALL OBJECTIVE: .
1. Know your personal qualities, skills and preferred working conditions.
2. Be able to describe yourself.
FUNCTIONS: ' : . ‘
R adigney

1. Expressing Ability or "T can use a pneumatic hammer."
Inability to do .
ngething: -

Stating a Preference: "T prefer to work outdoors."

Reporting Personal "I'm reliable."
Information: :

Expressing Intentions "I plan to get my BC certificate."
about Future Goals:

CULTURAL NOTES: ‘ | ? |
. 1. "Selling yourself" is intrinsic to landing a job. Employers
expect applicants to be able to present themselves and-their,
skills positively and relate them to the requirements of the job
they are applying for. ’
. Kndwing the English terminology for tools, procésses and
qué\ifications is essential.
Although many immigrants have been in the work force in their
countries, it it quite 1ikely that they have never gone through the
job-search experience. S :

It is necessary for job seekers to be clear about their preferences-

in a work situation. -,
Employers place ippertance on definite goals. Quéstions within
this area are often used to assess an applicant's potential.
However, sfating a desire to open your own business might not be f

. N o . . S . L J
wise in a job interview situation.

g




A 1

LANGUAGE COMPONENTS

LEVEL 1: : 7
Function Objective Structure ° ) Vocabulary
Expressing . Express ability t6 do/ I can use a occupations
Capability use somethigg. names of tools
, equipment =
v h i - processes
Reporting " 1. Describe conditions;'_ I work indoors. indoor/outdoor
. of occupation. : alone/with other
: people
. Describe personal " I'm reliable . reliable
qualities. ’ . helpful
.organized - -
. careful
Stating . State conditions I 1ike to work part-time/full’
_ Preference he Tikes.: part-time. time .
A o
(a}'i, »
LEYEL 2:.
Function Objective Structure Vocabulary
Reporting . State occupation and I'm a welder. oecupations
’ ’ training. I was an appren- training
tice in Hungary . program terms
for four years. .
."Describe duties of I mix mortar, duties of various
job. occupations
. Identify, tools and It's a trowel.
N de‘scrjbe their use. You use a trowel.
. to spread mortar, .
. Describe conditions of I usua11y'werk shift work
his occupation. regular hours. regular hours
: year round
/ seasonally
. Describe fersonal I'm honest. honest
qualities. ' : punctual
. . ‘ ) co-operative
Stating a . Express a preference. I prefer to ¢
Preference ' follow orders..
— = 28




LANGUAGE COMPONENTS

LEVEL 3- . .
* Functiop Objective ) Structure . Vocabulary
Reporting 1. Describe occupations.
2, Describe a tool or — .
, piece of equipment. kR
. Expressing 1. State inability to do No, I can't but ...
Capability or or us@‘sanething. I'm interested jn
Incapability . learning.
. 1 learn quickly. N
Expressing 1. Express plans for I plan to ... intend to
Intentions short term/long -term. I intend to ... ’
: ‘ - . I hope to ...
' 2. State relationship i eventually -
- ) . between current job ' o ( '
’ and future plans. o "
, —~—

NOTES TO THE TEACHER

1. This module provides an examp]e of the .occupation of a br1ck1ayer
Instructors will need to investigate with their students those occupations
that are relevant to the class in order to teach vocabulary and terminology.

2. Careers British Chdﬂw and Careers Canada (both usually available in every ,
CEIC and high school) and the apprenticeship pamphlets on various trades from
the Ministry of Labour prov1de valuable background information for virtually
every job.

3. Contact persons in the occupational f1e1d may provide the best sources for

current information. .
4. 1It's Up te You contains an excellent unit on describing your tr;#éE’:hich :
would be appropriate for Level 3.

5. Supplementary work on personal traits might .include horoscope ana]ys1s or
. * Chinése New Year's symbolism. .

6. Students can get further experience in assessing themselves by participating
in the evaluation activities at the end of every module.

A

I
/
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" SAMPLE LESSONS FOR THREE LEVELS

_ DEVICES

o~

LEVEL T

LEVEL 1

. Appendix .A

Y. EnablingﬁObjective: State occupation and éxpress ability
) to use a piece of equipment.

. tools/pictures:|- -
- story d ‘Procedure: )
_ & . Use the stor} to outline Sergio's work.  Ask questions based
.0on content - name, job, etc.
.- Have available several tools/utensils, or pictures of them,
in order to practise the phrase, "He can use a M
. e.qg.:
ol
;\ v level, tape measure, trowel, chisel
’ s . Have available other tools or pictures for drilling the
‘y| ~“negative. +e.g.: )
LEVEL 2 typewriter, welding arc, barber shears
. story .a) Can'heusea ~? No, hecan't.
(Appendix C) "«b) Can he use a ? Yes, he can, *

£y

s*

LEVEL 3 )
. Appendix G

| -tools they can use.

. Have students bring in tools or drawings of tools from their
own work. Students identify items,

It's a
&Students state their occupation and report on quinnent or

-~

a) I'ma __ -
.b) 1 can use a_

o
Y




o “ .- SAMPLE LESSONS FOR THREE LEVELS
" LEVEL 2 LEVEL 3~
1. Enabling Objettive: State own 1. Enabling Objective: Desgribexdwn
occupation and training. A occupation.
Procedurg: Procedure:

. Use. Appendi% C to tell the story of
Sergio and his job, or use it as a
model- to develop the story of someone
in ¢lass.

. In small groups, have students ask one
anather_these questions.

a) What's~gour yjob? )
IYm a welder. o ¥
b) Do you have any training? ~
e.g. 1:. ° .

[}

Yes, I was an apprentice Hungary
for four years.

e.g. 2:

I'ma soc1a1 worker.
I went“to university for f1ve
years in Mex1co

. Students report this information to
whole class.

. After exchanging this information, have
students practise the pattern

a) I'ma

. Have students read the outline of

Sergio's job (Appendix G). Examine
what kind.of information it contains -
duties, tools, conditions, tra1n1ng,
etc.

. Ask students- to make questions about ~

this outline. Have them write
questions on the blackboard or review
a prepared list. e.g.: .

) What training does he have?

b) Does_he have a license 6r certifi-

cate? .
) How much experience does he have?
) What are the conditions of his"

work?

. Using these questions as gu1des, have’

students write an outline of the1r own
occupat1ons

. Students describe tpeir jobs orally to

whole group.

-

. Ask'students if they know someone in )

the community in their occupational
field. If so, have student interview

them or invite to class as a “"contact"

person.

. Students should prepare quest10ns for
_the "contact" person so they will be

"able to learn the differences in re-

quirements, tra1n1ng and Jop duties
for.these jobs in British Columbia.

,- (\f
\
'
. -

b) - {was aq_apprent1ce)
(studied )
I- (trained )for yearr
(went to )
*
[ 4
[P ] _f~
Dy ¢
Yy
o vy
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SAMPLEMRESSON (Cont'd) - .
C F—
DEVICES LEVEL 1
LEVEle 2. Enabling Objective: Describe working conditions and state ;
. Drawings which they Iike (do not like). . .
(Appendix A) .
\ Procedure: J
[ . Use story about Serg1o to draw out positive and negat1ve
aspects of work. Maké statement.
"Sergio likes his job. Sometime he ‘works indoors. -
Sometimes he works outdoors. He like to work
_ outdoors." -
. Continue this pattern with:
a) alone/with other people .
b) part-time/full time
LEVEL 2 g '
_—_ . Students practise these phrases. If appropriate, drill with
. story interrogative form. ' s
;ﬁggﬁg?;xég)& “a) Does Sergio like his job?
" Bii, Module 5 b) Does He tike to work oyttoors?
. Once students have mas stered saying what he likes about h1s JOb,
introduce the negal form and have them pract1se talking®
about the conditions he does not 1ike.
a) Sometimes he works indoors. Hé doesn't like to work
. indoors. .
/ b) Sometimes he works alone. He'doesn't like to work alone.
c) Sometimes "he works part- t1me He doesn't like to work .
part-time. — . .
Expand to 1nterrogative form if neceésary. ‘
LEVEL 3 Does Sergio like to work alone? WNo, he doesn't. He ’
—_— 11kes to work with other people. =
. cassette tape | . .- -
recorder . Move from he/she to 1. Instructor can use herself as mod81.
’ igg;gme"t I 1ike my job. I work indoors. 1 like to work indoors.
. Drawings I work with other people. ., ’
(Appendix A) . Develop this pattern withJjndividua1 students.
. Have students write summary based on their own job/
occupation. ! ' .
’ I'ma . I like (don't 1ike) my job. 1 work
I 1ike (don't like) to work .
\ ,
L™ ) \
|

g0
oy



Y
. SAMPLE LESSON (Cont'd)

L

y LEVEDN L " LEVEL 3

N, . . . . . , . .
2. Enabling Objective: Déscribe duties 2. Enabling Objective: Describerhow a
of a spegific occupation. too] or piece of“equipment is used.

v

v

Procedure: Procgdure: ‘
. Elicit duties of a bricklayer (using . Review the tools that Sergio uses on
Appendix C). List verbs on blackboard. his. job (Appendix A).
e.g.:

. . Use a piece of equipment from the
prepairs, builds, mixes, measures * classroom,. e.g.:

a) tape recorder
b) language mastéer
a) mixes . . : c) overhead projector

Describe Ats function to the students:

. Have students make oral sentences:

b) sets

. He mixes mortar. He sets briéks. See
Appendix Bi ahd Bii, Module 5 for othe A Assette Tape Recorder
examples of jobs and their duties. kKN
students "What do yoy do in your jobg%f"‘ It records and plays back taped

_ . . terial. It needs either batter-
If describing the duties is a problem, ma : T
mime might provide a bridge. jes or direct current. A micro

phone picks up sound. It's either

. . Have students wprk in small groups. built-in or remote. By pressing
List the verbs: J certain buttons, you can record,
. v ’ rewind, pause, fast-forwand
ig % 9%%93 ::e 0il pressure. ) advance and play. Cassettes of .
pump gas. : different® length are used with this
. Students®write basic sentgpces, as machine. J// )
above using verbs "as cuejn )
a) check . If passage is written, have students
b) ~ pump ——— - underline verbs. If recorded, have
L — . them check verbs as they are heard.
. Have students bring in a piece of
equipment or a tool that they use in
. their work. Encourage students to
develop a glossary for their work.
Verbs are especially valuable. Assign
students the task of looking up their
own occupations in Careers B.C. and
' ' Careers .Canada to help with the .
creation of the glossary.
.
J
Y .
» . //

- '.()
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SAMPLELLESSON (Cont'd)

e

(Appendix B)
. language master

-

LEVEL 2

. Drawings .
(Appendix A)
or real tools -

. story -
(Appendix C)

. story with
bTanks

LEVEL 3 ~

. worksheet
(Appendix D)

DEVICES | . LEVEL 1 -
: ‘ ~ : : : .
LEVEL 1 3. Enabling Objective: Make statements about personal
. pictures ,qualities, especially if they relate to-work.
. Drawings ' o ‘

Procedure:

". Use pictures from Appendix B to make en]érgements or a

transparency in order te show class.

. I1lustrate through graphics or mime meaning of each
adjective, e.g.: '

helpful, organized, careful, reliable

a)Sergio is helpful. ////,

b) He's helpful.
., Use pictures as cues. Use words as cues, Mix and match,
. Transfer this structure to first person. e.g.:

a) I'm careful. I'm'relfable.”
b) I'm a good worker. P

¥

~ -

e

. Have these words and phrases on language master for further
practice. i

. Students do matching exercise from worksheet (Appendix B).

k .
.




« SAMPLE LESSON (Cont'd) _

s 4
LEVEL 2 : LEVEL 3 .
. 3. Enabling Objective: Identify tools 3. Enabling OQbjective: Express a capa-
and describe their uses.. ‘ biTity or incapability and a willing-
‘ ness to learn.
Procedure: _ Procedure: .

+ Show pictures of tools (Appendix A), or| . Student asks instructor if he can .
use real example. Ask students the speak French, type, and change a tire. '
names. Write on blackboard, The instructor might answer:

L Ask StudEnts what tools Sergio can use. a) No, I can't but I'd like to learn.

e.g. b) Nos; I can't but I'm interested in
learning. 1
’ bg :2 ;ﬁg 3:? g ;;S;E]iine c) No, I can't but I'm w1111ng to try.
) . ~4¥ No, I can't but I }earn quickly.,
*

. If appropriate, expand to an explan- or

ation of the use of these.tools. e.g.: Yes, I can.
* a) what s this for? : . Introduce alternative form - "Do you . 4
. (trowel) - know how to speak French?", etc. —~ v
;ggt:ie it to spread or smooth . Have students question one another. 1n
small groups. In order for quest1ons
ii. (Tevel) ’ to be meaningful, it may be necessary
Wu use it to check the align- to prepare in advance some questions
ment. specific to the occupations of those

in the class. e.g.:

a) Cam you build a boat?

What tools do you use? ’ b) Do you know how to give"a per-
manent?

¢) Do you know how to use a power
sewing machine?

' . Have students ask one anothef:

(1f vocabulary is a problem fer some
students, have them bring in t

tools.)
. Sketch them or describe them. '(See . Use reply paFterns from above.
drawing of trowel - Appendix A.) - . Use idea from Appendix D to provide
e.g.: ' more practice.
It's flat. It's metal.
It's triangular in shape. ! ]
It has a wooden handle. . e S|

4
. Listen to taped story of Sergio
(Appendix C). Students can use
vocabulary to fill in blanks after
listening to tape.

. Have students write a sYmilar outline
using Sergio's story as a model of
their occupation.

\)‘ . ‘ i Ny . '.f‘: . f
‘ v 1-9




SAMPLE LES%pN (Cont'd)

-

DEVICES ) - LEVEL 1
LEVEL 1 4. Enabling Obj;ctive: Express ability to do something. .
. worksheet '
(Appendix D) N
Procedure: Vs }
—_— . ) i
. Ask students <if they.can drive a car: L —

LEVEL 2

. worksheet
(Appendix E)

* well, a-little, not at all
..Have students ask instructor if he can speak French, type,
swim, ski, etc.

. Using pictunes/gestures; work with this question and items
from worksheet (Appendix D), Have students work in pairs
and ask one another these questions,

Noté: If answer is "not at all", whole phrase must be -
e.g. "I can't swim at all.".

Partner checks the appropriate cojumn.

. Students then write out sentences about their own responses
to the questions. e.g.:

I can type a little.

) -

IToxt Provided by ERI




SAMPLE LESSON (Cont"™)

e
LN 9 -
LEVEL 2 ' LEVEL 3
4. Enabling Objective: Describe working | 4. Enabling Objective: Express in-
conditions of occupation and express tentions about future goals.
a preference about them. y
Procedure: Pfocedure:

. Return to picture of Serg1o

. Use worksheet (Appendix E) for inter-

. Questions can be asked in any order.

. Students continue to ask one another

Ask
class:

T: Does he work indoors or outdoors?
S: He works both indoors and outdoors.
T: Which does he prefer?

icit from students other conditions:

a) alone/other people
b} permanent/temporary
c) full time/part-time
d) year round/seasonally

above questions. e.g.:

Does Sergio work year round or
seasonally?

When list is comp]etﬁy have studenfs
ask each other:

Do you work alone or with others?

It may be necessary to introduce ad-
verbs of frequency (i.e. always, never,
sometimes, rarely; seldom). e.g.:

a) I always work indoors.
t) 1 never work shifts.

action activity. Students move around
the classroom and ask classmates ques-
tions based on cues from worksheet -
e.g. give orders/follow orders.

Do you prefer to givé€ orders or
follow orders?

Students cannot ask more than one
question in a row to the same person.

. Draw a time line on the blackboard.

Summer
82

Spring
82 . 84 87

. Ask students what-they plan to do in
summer/Christmas holidays, etc. Mark
down a few responses. e.g.:

a) Study English
to f

b) Work part-time
Make statements:
. Ask questions about what students hope

a) Quon is planning
b) Quon is going to

to be doing in two - five years. e.g.:
a) Quon (plans to visit) his family
in 5 years.
b) Quon (intends to visit) his family
in 5 years.
¢) Quon (is thinking about visiting)

his -family in 5 years.
He (would like to visit) his famity]
in 5 years.

. Explain that short term and long term
goals are considered important in
North America. Employers often ask
questions - i.e.

a) What do you expect to be doing in
?

b) What are your long term goals?
c) What sre your future plans?

. Answers to these quest1ons should be
related to work, education or training.
Use Sergio as an example:

Note: Questions 1 - 6 must use the a) He p]éns to get his B,C. License.
. verb "work™ while a variety of yerbs * b) He intends to do an upgrad1ng
are given in 7 - 11. course for his G.E.D.
c) He plans to continue studying
i Engligh at night school.
(Cont'd) - (Cont’ d)’
l’ ) r~ s
T A vy 1-11




SAMPLE LESSON (Cont'd)

DEVICES

.

LEVEL 1

I

-LEVEL 2 -

. Drawings
(Appendix B)
. worksheet

be
K

W’

(Appendix F) .




SAMPLE LESSON (Cont'd)

LEVEL 2

LEVEL 3

. Ask students what kind of workers

. When worksheet is full, students
return to whole group and share the1r
responses. e.g.:

Who prefers to work alone?
I prefer to work alone. l

. If appropriate, "why" quest1on can be !
introduced.

* k *k k *

.

. Enabling Objective: Express personal
qualities in relation to work.

- from career goals.

. Enabling Objective:

. Have students ask one another these

Separate personal goals
List responses.
Discuss those that may not be rele-
vant to the employment situation.

questions.

. Ask students what employers are hoping

to discover by asking this question
in an interview,

* %k % k %

State the
relationship between job applied for
and future goals.

Procedure:

. Use a student in the class as an ex-

. ample:

Procedure:

. Use pictures from Appendix B to illu-
strate meaning of various adjectives.

employers want. e.g.:

punctual, honest
. Have students read worksheet (Appendix i
F) and discuss together. o }

. Return to list of adjectives on the
blackboard and ask students to choose
. four or five that they feel describe
themselves.,

. In small groups, have students ask .
each-other: .

Are you a good worker? Why do you

think you are?
or
Tell me about xgurself. ’

"Vasilis is working as a kitchen
helper now but eventually he
hopes to be a cook."

. Have studééts make similar statements

based on examples below:

a) file clerk/secretary

b) labourer/carpenter

c) kitchen helper/chef .

d) salon assistant/stylist

e) key punch operator/programmer

f) night security guard/store
detective

g) teacher's aide/teacher

e .
Have students ask partner about pre-
sent situation and future goals.

A: What do you do now?

, or
What kind of job are you applying
for now?

B: I'ma- .

A: What are your plans for the future?
B: Eventually, I intend to be a

[

. Have students report partner's re-

sponse to class.

/

eeg.:

-

cJ

|
|
i
|
[
|



LEVEL 1: EVALUATION
The student can:

Intelligibly

Accurately
and/or but Inadequately
Fluently Inaccurately \ '
1. State his occupation.
2. Identify h15utools and equip-
ment |
ng\ Express ab111‘ to do something.
4. Describe work% nditions of
his occupation .
5. State preference for working
conditions. .
6. Describe p¢rsona?, work related ,
qualities. \ :
A ‘
LEVEL 2: EVALUATION. |
The student can:
Accurately Intelligibly
and/or . . but Inadequately
Fluently Inaccurately , )
1. State his occupation and = o
training. —
Describe duties of occupat1on
Identify tools and describe < S
their use. - = 1
4. Describe working cond1t1ons and |
express a preference, _ . !
5. Describe own personal qualities. . x\ ;
. \\ |
|
, « |
45:!'% |
- ol 49. ) |
e |
e



\

LEVEL'3: EVALUATION .
The student can:

Describe own occupation.

2. Describe a tool or piece of
equipment.\

3. Express inability to do some- . -

thing but- a desire to leafn.

4, Express intentions for the
immediate and distant future.‘

5., State relationship between
current job and futore plans.

'*—;

~N
2

4

L

AccurateTyi

and/or
_Fluently

IntelTigibly

but
Inaccurately

ﬁad&uztely

F
~

v

1-15




+ EXTENSION TO OTHER SITUATIONS

Situation

Worker describes working conditions
-in his native country to a co-worker,

Worker expresses her ability and
outlines her skills to her super-
yisor.

- 3
Job-seeker is offering to do

‘volunteer work- and outlines her
background.

Stgrx

Beh was trained and worked as a nurse
in.the Phillipines. He is descrifing
the kind of training he had and the ‘

- working conditions there.

\

There is an dpening for a warehouse
supervisor'and Kyoko is being con-
sidered. She explains to her boss
that she has experience with stock
taking and inventory control, and
shé has also worked as a manager.

‘Carmella wants to work.as an in-take

clerk in a hospital. She offers to °
do volunteer work in a local clinic
in order to gain Canadian experience.

. ' &
A
|8

P
(2




DRAWINGS
Leve

TR

»

. Sergio is a brick]ayér. He bui]ds'firepTaces,_waITS and buildings.

He can usé many tools. He likes his work.

P, 4

[9'Y
-
-l

1-17



Qe
¢

) . - APPENDIX B

o ;. .DRAWINGS A
’ S ’ (Level l) g

A

LI A P o ‘ ' . % v
>, S > "\‘ .

- - N ;& Sergio helps other workers.
-~ f . - He's‘ .

L d

4

'2. ’ ) ° 2 “
4 - L N cleans i
. i ‘ He o ches his'tools. ,

/- ?V Al i - " He puts them away.
= t/ X R :! il,'\' ‘; »'; . PEEES ) - ﬁ's,

N . .
N ‘ . )
A\ H g . R 9 - wg K

K
noc L)
A L I e , =
. .. .

- b C .

® I — - - . -
~ “ . . A . . .
. LY ~C /\ .
Y ow R
3 A : .
N A
3 = e 8 na & i G - -
- G [ 4
s

] - ” A ‘ ' «
. EELE T}~ ‘ He checks every measurement. .

» - " W P
3 .11 } . . -
.
- P He's -
. N py A2 J »
. . w7 [N .
a ey X F IJJ - . )
- AY .4 A4
N 7 ~ VL r> € ’
- ‘
. < . o
- ! U . R | . .
. ' .

N Ny
v "

i He does good.wo;k and he finishes
Qh‘e, }:ask-. ‘ )

[ * 4 . : —
He's . : ~
» * - . .
. . C e ¢ et )
L . v . .
(] <

" . Write the correct word in the fank. - . . T . i
t . t : . —~ ¥ S
CAREFUL, . RELIABLE, - ° HELPFUL, _ : ORGANIZED

13
L




APPENDIX C
. T . (Level 2)

[

2

Sérgio was trained as-a bricklayer in Portugal. He knows how to do

'S ]

a

- d ]

many{th%ngs. He cah repair old walls and build new ones. In his work, he

+ . 1

measures, mixes the mortar, sets, checks and cleans the Rricks. It's heavy,

physical work.




1.

2.

3.
4.
5.

.6.

v .

H

.

- APPENDIX D
(Level 1)

Choose a partner and ask each other questions ffom this Tist.

e.g.: Speak English.

Speak English
Drive

‘Read a Map : ‘

L4

Type
Cook Italjan Food

Do Bookkeeping

Well

Can you speak English? (Check your partner's answer)

Not at Al1l~-

A Litt]e

Now .wWrite sentences.about yourself, e.g.: I can speak@Eng1ish a'1itt1é.

1.

2'0

6.

I can

I can

I can

I can \

I can i
!
!
!

1 can L

~a
(O

-

.




APPENDIX E°~ .
(Level 2) ° _ ’

Make questigns from these ideas. Ask other students. Circle the one

chosen and write the name of that person beside the question.

e.g.:

10.

11,

.. daytime/night time

indoors/outdoors

daytime/njght time ' N

Do you prefer to work in the dayt1me
or the n1ght t1me7 : Kyoko

s H

shifts/regular hours

alone/with others - )

A D

part-time/full time

with peop]e/with objects

do clerical work/manual work

give orders/fo]]bw orders

have seasonal work/year round employment

have a variety of duties/routine work

have permanent work/temporary work 7

0

1-21
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APPENDIX W
(Level 2)

Exercise A: Read these passages and write in the best word.

1. When Sergio tells a customer he'lT start on '
Tuesday, he does ‘and he's on time.

S
2. He checks the location, the drawings, the

materials and equipment before he starts.
He proceeds in an orderly way. .

3. Another worker didn't want to go tg-the
supplier's by himself. Sergio suggested
they go together after they finished 2 ] T >
putting up the scaffolds.

-9

4. The cement was late arriving so he went

"and picked it up himself. a
L
5. He is able to work on his own without a
Jot of supervision. N
"\._6. After he had finished a job, he found ¢
that it.had taken less time and
materials than he had estimated. \He
-—)<¢3educed his price to the client.
7. He continues to work at a Jeb until
it is done perfectly. . .
, co-operative . reliable ., take initiative
. thorough . , organized . honest

. independent

[N
CO




1.

APPENDIX F

— (Cont'd) .
C : .
Exercise B: Make a statement about these qualities using your _ -
N Do~ own words .« *- * = . >
N ' »
If you're co-operative, you . L
- e §
. 2. If you're organized, jou '
—— N

If you're willing to take 1ni§t1’ve. you

]

i

If ydu're reliable, you

3

5. 1If you're honest, you

6. If you're thorough, you

— .

7. If you're indapendenij/gdig . -
2 , ‘ ,

—

L

LA

. . '::)
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APPEEDIX G
. . (Level 3)

]

Sergia was trained as a bricklayer in Portugal, He knows all the areas

of his trade. He can repair cracked and damaged walls, and he’'can build new

Al

1y

structures .such as walls, f1£5915ces, chimneys, foundations and buildings. He
7 . '

» . 3

takes measurements, mixes the-mortar, sets the bricks, checks the alignment and

N -

cleans the finished wa}ﬂ. Some of the{toofs he uses are a level, sledge hammer,

qﬁise], trowel, plumb line and electric mixer.

A bricklayer &oes heavy work both indoors and outdoors. Sometimes, he

works long hours but usually his job is from 8:00 a.m. - 4:30 p.m. In Sergfo's

i

job, there are times when he works alone but often there are other peop{e ardund.

t

- .
Occasionally, he's in charge and gives instructions to others.

ke

Py
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 GETTING INFORMATION. -

- « . .

¢
- Siu Ping was 8 dressmaker in Taiwan. She is looking for similar work .
: in Canada. She goes to the Canada Employment Centre once a week
and 15 beginning to be upsat because she still has not found a job. '



. QVERALL) OBJECTIVE: C
1. Know where to- find information about job,oppgrtunities.
2. Understand_infonnation about a specific job.
-FUNCTIONS: ' :
: 1. Identifying: "1 was a seamstress."
2: Reporfing Information: "I had my own dressmak1ng shop in Taiwan.'
3: Asking for Information: "Where e1se can I go to look for a job?"
4: Expressing Obligation:  "You have to speak very good English for
, that job." ‘ o
5: Offering/UHderstanding ."Why don t-you open your own bus1ness?"
Advice: ks
“CULTURAL NOTES:
1. Before you start job hunting, know what kind of job you are looking for,
2. Similar jobs are often available in a wide.variety of settings.
3. Job market information can be obta1ned from friends and acquaintances,
Canada Emp]oyment Centres, newspaper advertisements and personnel )
‘ offices of prospective employers. N
4. If you have most of the qualifications (but not a]]), it is still worth
applying for the job. A
Not all jobs are advertised«
Information regarding setting up your own business can be obtained from
~ the Prgvincial Ministry of Labour.
. 7. Employment counsellors in a government office are there to screen
applicants but also to. offer advice on getting a job.
8. Counsé]]ors expect people to volunteer information about themselves.
. -
"

)
»

<
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LANGUAGE COMPONENTS

.

\

LEVEL 1:
Function
Identifytg. 1

® o

Objective
. Identify. the kihd of
job he wants,

~

. Identify possible
work places.

Find out where jobs .
are ayailable. ’

. Ask about basic
qualifications.

Describe minimum re-
quirements for a job.

" Structure

- What do you do?

I work_as a __
I'm a

I work in a .
Whepe can I ?

‘What do I need?

You need a

I have/don't have
a .

=

Vocabulary °

pccupations

places of
employment

Ticence/
experience -

’, 2
Asking for 1.
Information -
' | 2
Expréssing 1.
Obligation
E _J
¢
LEVEL 2: b
Functioq
Reporting 1.
Information
Asking for 1.
Information
: 2.
-Expressing 1.
Obligation

Objective
Describe Work history,
qualifications and
training.

Find out how other
people got their jobs.

Ask for furthgr
information about a
job.

State the require-
ments for a specific
advertised job. ,

Structure
past tense

Question forms
“wh" questions

have to/don't
have to

had to/didn't
have to

Vocabulary

job classifica-
tions

newspaper
abbreviations

apprentice

Y




LANGUAGE COMPONENTS

LEVEL 3: X
Function Objective Structure Vogabulary
Asking far . Ask .for further de- What kind of per- “Pequirement
Information tails of the job son are they Pre-requisite
- using polite phrases looking for? QUa11f1cat1ons
where appropriate, C .. specific job
an you give me
some information vocabu]arx
, about this job? )
Expressing . Explain the steps have to/must/ i
Opbligation necessary to acquire . need .
certain qualifi- . -
cations. , B
. Read a ‘newspaper ad Can/must/should/ "language of
and explain the don't have to - classified ads
requirements. A person who )
Someone with -
Advising . Asking for advice a-  Should 1?7 '

bout getting a job.

. Offering advice a-

bout other possible
routes to employment.

Why don't you‘r__?
You .could

NOTES TO THE TEACHER
You can expand on this lesson by:

] T
1. Inviting college counsellor to the class for a discussion on job hunting.

2?’ Look at Choices, the C3nada Employment Centrg Computer Career Guide or

other career exp]oration kits available locally.

3. D]SCUSS other poss1b111t1es for gett1ng qualifications and experience
(e.! g. vo]unteer1ng to take a ‘course in something you are a]ready qualified to
do in your own language)J .

Discuss starting your own business.

Check with your local Manpower office to find out about any JOb incentive
programs currently available,

6. English That Works - Vol.

2, Unit 4 has a large number of exercises on
understanding want ads. :

1 . . 2-3
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't~dra} interview
BVheet

3

' with the exercise, having one student asking the
, another responding. .

-

nd the exercise to:

. [ € o . 7 ’ : . ‘b
S}. What d1d»you~do in Taiwan? .’,
52: I was a seamstress. ) . &
. & )
. N ’ *g.. - ’ + ’
- ‘, : .
9 - @
. - ) < %
EVEL 3 .
* | . pictures of o v
occupations ) . -
- with qualifi- Nl T - ' ,
- cations for s, : . .
. each writt - .
on c&rds. . o
* ® - . £ o
. i . /,/'\\\ -~ N
K - ‘

. ] . ‘Q' -»
SAMPLE LESSONS FOR THREE evls .
s CX
DEVICES LEVEL 1
LEVEL 1 ! | 1. Enabling Objectiye: Identify occupations.
. pictures: of ) . .
people in b > v -
various / .cedure- :
* occupations. °. : ®
See Module 5 .’Show the pictures to students one-at a time. For each ==
Appendix Bi picture agk "What does she/he do?"
and Bii . .
EWicit response: -
"~ She's a seamstress.. .
He's a carpenter. etc.
o Note: P @
What does he-do7/What .do you do? might. seem-a little tricky®
R B . for beginner students but is one of the*most common ways of . .
. | 4EVEL 2 1 asking about eccupations. . '

. k
. éh* .
@
@ "y “
v, \ B .
) 4
&
i a [ ]
- : \ .
. - \
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a2
SAMPLE LESSBNS FOR THREE LEVELS

LEVEL 2

LEVEL 3

1.

Enabling Objective: Identify occupa=
‘tions & describe the qualifications.

Procedure:

. Pair off the_students and give each

pair an interview sheet. Each student
is to find out.about his partner's pre-
yious.occupation(s) and qualifications.

Sample Questions:

1. What did you do before you came to-
Canada?

. What kind of trainipg did you have?

W,

. Can you do the same kind of job in
Canada?

. Each student then reports back to the

class on partner's responses.

-

1,

Enabling Objective: Identify
occupations & describe the -qualifi-
cations for them, ‘

)

Procedure:.

. Have student idéptify the.occupations

represented in some pictures. In small
groups, hdve them select the appro-
priate qualifications each of the
workers must have. An outline of the
qualifications for each one is written
on a card.

e.g.: complete grade 10.
apprentice for 4 years.
pass an exam. .

,

1. The students then report tc the class

on each of thé occupations.

€.9.: )
S: A carpenter has to apprent1ce for
4 years. Then he has to pass a

written and practical exam.
Note:

This information can be obtained from
the CEIC publication, Careers B.C.
_which s availabte-in any Canada
Emp]oyment Centre or College

_ Counselling Depar)tment‘ [

e
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SAMPLE LESSON (Cont'd)

+ DEVICES ., LEVEL 1

LEVEL 1 ~- ]| 2, Enabling Objactiye: Identify places of employment.

. pictures of -
various job
sites.

(Appendix A) Procedure: } .
. flash cards . Review the names of occupations from previous lesson. Have
. language “ students identify a work Pplace as depicted in Appendix A.
master Expand the exercise as follows:
F T: What does she do? : P

S: She's a seamstress.

T: Whére does she work?

S: Ina fa&tory. ‘ - "
. The students practise asking and answering the questions.

. On each language master card write the occupation and. the
place of employment. Have the students record the appropriate

sentences. .
e.g.: - NURSE/HOSPITAL
S: She's a-nurse. She works in‘a hospital.

. Then have them work in pairs, matching the occupations to the
places of employment. )

' «
. Have the students identify other work places from the pictures.
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SAMPLE LESSON (Cont'd)

v B ﬁ . < - .
LEVEL 2 ° ‘ A T LEVEL 3 ,
- 2. Enabling Objective: Identify a variety of ways of getting a job,
' 1 - b ' \ .
® . “ - e [ 4 . ' . ‘,' . . . -
) Procedure: . - o : .
L J . i
. Have each studeﬁthggkeféxlist of his family members and friends who have jobs. |
For each person, have him name the kind of job and where it is, and describe §
- - how the person got it. ' .
. Each student then reports to the ¢lass. .” A master 1ist of jobs and ways of
getting them is compiled. ' : '
.'\ * ' ) . 5
“ i N
- .
<
' ’
~ -‘ ’ »
LY
. . \
» . J.
= . _ |
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SAMPLE LESSON (Cont'd)

. Hlackboard

LEVEL 2

. cards for
categories

. cards for-job
titles

| LEVEL 3

. notices from a
Manpower office
job board

-

: o
DEVICES N LEVEL 1
LEVEL 1 ' ‘3, Enabling Objective: Identify students' former occupations
and places of employment.

Procedure:

. Expand the previous exercise to talk about the students' own
backgrounds. e.g, .

S.: What did you do in Taiwan?

Id

p—

S,: I was a seamstress.
'S]: Where do you work?
SZ: In a small shop. ' N
S]; What do you d6 now?
. A s%mp]e blackboard story can be created. e.g.

Sui Ping was a Seamstress in Taiwan. She worked in a
small shop. Now she lives in Canada. She is still a
seamstress. Now she works in a factory.




SAMPLE LESSON (Cont'd)

> 4

LEVEL 2

LEVEL 3

3, Enabling Objectiye:- Understand the
job classification system used in
newspapers (and at CEIC offices).

Procedure:

. Give each group of students two sets
of cards. On the first set,have the

. .major categories used in the job ads
-of the local paper.

e.g.:

3

Beauticians/Barbers
Domestic
Trades/Technical .
. On the other set, have a variety of
job titles. Ask the students to put

the jobs in the correct categories.

. The categories used in CEIC offices
are somewhat different. Make another
set using the categories that would be
found in the local employment office.

a . -

3, Enabling Objectiye: Describe the .
kind of person required forsa parti-
cular job.

Procedure:

. Select a number of notices from the
job board at the local employment
office. Have the students describe
the kind of person the emp]oyee is
looking for. - -

e.g.: He wants someone who




SAMPLE LESSON (Cont'd)

\ s
, [
DEVICES . LEVEL 1 ‘
LEVEL 1 4, Enabling Objective: Identify other possible places of
~employment.
. Procedure:

. Elicit other possible p]aces of employment for various
occupations, e.qg.

T: Where else can a seamstress work? .
S: In a department store, a hotel or her own home.

Continue asking students.for alternate places of employment
for all the occupat1ons d1scussed in Lesson 1 of th1s Unit.

f/ . ~N s
LEVEL 2
“ 1. local job ads . .
. guestion sheet L -
- - - , o -
LEVEL 3 ' :
. job ads from" ' X
paper .
. "Profiles" of o 2 .
people - :
looking for ‘ : . )

jobs. ) -
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~ SAMPLE LESSON (Cont'd)

( LEVEL 2

LEVEL 3

4, Enabling Objective: Read and under-
stand job advertisements in a news-
paper.

Procedure:

. Select a few ads which contain common
abbreviations in opder to introduce
students to the use of such abbre-
viations in ads. .

. Give the students a selection of"
appropriate job ads and have them ans-
wer a questionaire about each one.

Sample Questions:
1. What kind of job is this?

2. What qualifications do you- have to -

have to get this job?
3. How do you apply?

4. What other information does it give
you?

4. Enabling Objective:. Understand job
ads and match people with appropriate
Jobs.

Procedure: g

. Review the common abbreviations fo#nd
in job ads.

. Give each small group of students a
"Profile" of a recent immigrant and
a selection of job ads from the local
paper and employment office. The
"Profiles" can be fictitious but it is
usually more interesting to make them
up about ‘the students tn theclass.
Ask the students te select appropriate
jobs for their clients and defend
their choices.

e.g.: I think she should apply for
this job because she is
and has

Example of a "Profile"

Siu Ping was a seamstress in Taiwan.
She came to Canada three months ago. .
She studied English in Taiwan but
doesn't speak it very well. .She has
never had any other kind of job and
hopes to do some kind of sewing work
here.

earre e p——




_ SAMPLE LESSON (Cont'd)

)

DEVICES

LEVEL 1

LEVEL 1
. tape recorder

3

® |LEVEL 2

. sample of job
board notices

. additional
information
sheet

LEVEL 3

. tape of dia-
logue

. Question Sheet

. Cloze Exercise
based on
Dialogue
(Appendix B)

. taped dialogue’

p 3 —
5, EnabTing Objective:; Describe the basic requirements for a
job and state 1f someone is qualified for that job.

Procedure:
. Listen to a tape of the following dialogue between Siu Ping
and an employment counsellor. "
Sju Ping = S Counsellor = C

S: I want to work in a clothing factory.

c: C ou sew? )

S: Yes. I was a seamstress in Taiwan. ..

C:\'Good.’ They need people with experience. .. .
. Ask question such as:

1. What kind of job does Siu Ping want?
2. Does she have any experience?
3. Can she do the job?

. Create similar dialogues for other occupations.
George = G Counsellor = C

I want a job as an electrician.

Do you have a litence? '

No, but I had a 1ot of exzé;;ence in Greece.
.C: I'msorry. You need a Cahadian Ticence.

(> I o B <p ]

. Sample Questions:

1. Does George have experience?
2. Can he work as an electrician?
3. Why not?

. Elicit from the students the basic requirements for the
occupations dealt with-earlier. e.g.:

What does a (nurse) need? ' R
Expand this to a practice with the verb ' ‘can",

"“ST: Can you work as a ?
SZ: No, I can't. I don't have a
or
52: Yes, I can. I have

[KCz 12

w
(o




SAMPLE LESSON (Cont'd)

-

©LEVEL 2

LEVEL 3

5. Enabljng Objective: Read'notices on
CEIC job board, understand %he
requirements and ask for furthgr
information.
Procedure:

(
. Give students samples of job board
notices.- .
Ask them for the following information:
“1. What does it tell you?

€.9.: you have to have a B.C., driver's
licence. )
you have to know the city well,
the pay 'is $5.00 per hour.

2. What doesn't it tell.you?
e.g.: the address of the employer,

3. What do yéu have to dd now if
yqu're interested in the job?

P

. Have them complete-a job request form
(available from employment office).

. Have students work -in pairs to prepare
~ questions they would ask a counsellor *
about a job board notice. Gfve each

pair of students a notice and have

them make a chart to help them

organize the activity.
‘

1
-

e.g.:
What does |What does- [What Ques-
the noticed n't the [tions could
tell you? |notice tell|you ask?
. you?

i

. Contact Assigmment: Take students on
. field trip to the local Canada Employ~
ment Centre. Have each student find
one or two jobs from the Jjob board

and report on them to the class.

| 5. Enabling Objective: Listen to a

taped dialogue and describe the
situation.

’

Procedure:

. Have the students listen to the dia-
logue (see Appendix B) and answer
the following questions: o

1. Where did the conver®ation take
place?

2.-How many people were there?
Who were they?

3. What kind of job did the woman
want?

. Play the tape again and this time ask
the students to listen for the !
following information:

1. Did the counsellor think she was
suitable for the job?

'2. What did-the counsellor suggest she
do?.

"’ Have the students retell the stoiry of
what happeried to S. when she went to
the emp]oymqu office.

. The students can listen to -the tape
again as a Listening Cloze Exercise.
(The students have a handout' of the

dialogue with every seventh word de-
leted. They are asked to fill in the
blanks.) :

. Have students role play the dialogue
in pairs. Emphasize correct pronun-
ciation and intonation.

c'\
[
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IToxt Provided by ERI

LEVEL 1: EVALUATION
" The student can:
Accurately | Intelligibly
« and/or but Inadequately
Fluently Inaccurately
Identify his occupation, T ! =
2. Identify where he worked
before he came to Canada, * ’
3. Ask another student about his
occupation. '
4. Ask another student where he
works. - = I N
.5. Describe in simple terms the )
basic qualifications for his .
own occupation. :
A
LEVEL 2: EVALUATION
" The student can:
Accurately Intelligibly
and/or . but Inadequately
Fluently Inaccurately ‘
1 1. Describe his own qualifica- '
tions and training.
2. Read a simple job advertise .
ment and explain what is
~reduired.
3. Ask direct questiors to ge
more information about a job, -
\ i
)




LEVEQ 3: EVALUATION
The student can:

Accurately Intelli;;233;7
and/or but -t Inadequately
- Fluently Inaccurately
# ’ )

1. Ask for further*information about
a job using. polite_ questions as
well as direct questions. 7

2. Describe the qualifications and
requirements for jobs other than
his own. »

Ask for advice.

. Offer suggestions about where to
- look for a job and what kind of
jobs are available.

/ .
5. Read and ei’.ain job ads in the
local newspapers.

s . s i

N

; ~
L
A
- o ) _
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EXTENSION TO OTHER SITUATIONS

Situation’

Person does volunteer work to get
some Canadian experience.

»

Worker starts business in own (
home.

Story

An unemployed worker wants to
acquire some Canadian experience
and make some contacts with people
in his area. He goes to the local
volunteer bureau to inquire about’
possibilities. -

7,

A skilled worker decides to set

up his own business. He places an
ad in the local paper, announcing
the services he can offer.

~
)
—— M
¢
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’ APPENDIX B
DIALOGUE

' &
Siu Ping = S.P. Coo “*Employment é unsellor = E'C.-

-~ 1 ¥
. 7

&

:»Hello. I'm jnterested in this job. Could you give me more informatipn about-
it? ' ' o

Gerta1n1y<, Héve a seat. Now, have you had any expemience as a seﬁmstress?a
Pardom? i , 'A . ' \
Did you ever do this kind of work before?

? - »

-t . FR -
»

Oh yes. 1 had my own dressmaking shop in Taiwan. *

Unfortunate]y, thlS employer has specified TRR the appl1canf§must speak
very good Eng11sh . - N
But I'm studying at night schoo] and myAEngl1sh is gett1ng better a11 the
.time. I'm sure I can do the job. '

Izh’sorry. I 8on't think this job would be appropriate.

What should 1 do? I-need a Joh .

€ome back next week. We are a1ways gett1ng new 11st1ngsi'

P-:.'I Have come here twice a week for -gver a month. This is the first time

I have seen a job I want. a S ' .

C.:- Have you tried the newspaper ads? N

Oh yes, but-there is nothing. . ’ ~- @ .
why don't you try going zfougd to various p]aces of bu51ness Many JObS
are never adyert1sed . .

Rea]Jy Where should 1 go to find out about them?

. ‘You could try the stores tyat sell women's clothes. Also, most hotels need
peop]e to Sew. - “You could algp advertmse for some sew1ng work in your Own

home. ’ . /- ~ . ., o

- [y

Thank you for the advice.
Youire welcome. I hope you f1nd something.

™

A
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GETTING THERE
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Atsuko has been trying to find a job since she arnved in Canada.
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4

°

'One of her biggest problems is trying to bécome familiar with a.new

'

city®nd finding out how to get to yarious places where she wants to

spply for jobs.
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OVERALL OBJECTIVE: -

1. Ask for and understand directions for getfting someplace.

-

,2. Read a directory or a map to find own way around.

FUNCTIONS _ . _
1. ‘Asking: "Where is:River Road?"
2. Fqllowing Directions: . “"Turn right at the traffic light."
3. Confirming (by repeating): "The.top of the stairs on my right," .
> - ﬁ - .

A '
CULTURAL NOTES:
1.’ Learning to find your way around any new city can be a harrowing -

-

- experience, . . \ ‘
2. When someone gives you dirtctions, repeat them back to verify that you
« have got them right.
3. Sometimes a job advertisement will giQe a phone number but no address.
In that case, you will have to call to find out how to get there.
4. When you telephone a prospective employer, begiﬁ by giving your name and
the reason for calling. . ) .
* 5. Thé telephone call about a job is often a mini-interview because the
employer wants to interyfew‘in 5erson only qualified people.
6. If you stop someone on the street to ask for directions, you might not
get a comprehensible answer. In that case, ask someone else.
.7° Some people.give directions in terms of landmarks rather than gfreets.
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- LANGUAGE COMPONENTS

¥l

LEVEL 1: .
Function Objective Structure Vocabulary
Reporting . State the location prepositions of at
- of something, place on
' near
. beside
behind
Teft/right
next door
Asking . Ask for the - Where is familiar
Tocation of some- features
. thing or someplace. around the
) school
J .
LEVEL 2:
Functign - Objective Structure Vpcabulary )
eporting State the location ' prepositions of between,.
of a building / . place across. from
’ . h . on the corner
. N of- _
Following Berable to get jmperative . straight ahead 4
Directions from one place to e.g. turn right right, lTeft
. o another by : block
follewing direc- intersection
tions.
)
Asking Ask for the Jo- Where #s
- catien of and
directioens to a
place.
Confirming _ Repeat directions P
in order to veri-
fy them.
' .,’:3
Vi
4
- ‘ N ”
S ’




LANGUAGE COMPONENTS

LEVEL 3:
‘Function Objective Structure Vocabulary

Reporting Describe the location prepositions of North, South, .

of a place on a map. ‘plaee o East, West

parallel,
- runs into

Asking Ask for the location indirect question local place

of and directions to Could you tell me names

a place. where is? )

= or
. Do you know where
. is?

Confirming Repeat directions .

in order to verify

them. o

- L 4
. —
- . 9
_ NOTES TO THE TEACHER
- \1. Fo iety of exercises and 1e§son ideas, s%i It's Up to- You (book and
tape ) - )

2. An extens1on of this.,lesson could be reading bus or other'transportat1on

schedules.

schedules.

English That Works, Book 2 - Unit 2 deals with this.

Use local

3. As a contact assignment, have students col]ect samples of native speakers
giving directions. .

4. Some students may have very limited experience in map read1ng and‘w1]1 need a

lot®f practice before they feel comfortable.

I d




SAMRLE-LESSONS FOR THREE LEVELS.

several streets
in a familiar
Tocal area

LEVEL 3+

. local street .
maps >

" Have the students practise asking and

, across from

.
+ . ’

nswering each other.

x

. Finally, havegsthem draw their own diagrams of the area.

. Extend the exercise by haying them make a diagram of the area

jmmediately around their homes. .

DEVICES LEVEL 1 -
LEVEL 1 1. Enabling Objective: Descr1be where someth1ng is, using
. Diagram of commqn prepositions of place. i
area around ) ‘
SChO?] Procedure: B
, . Draw a simple map of the strebts, arourld the schoo] and indicate
any familian features. . .
| - e.g. the main entrance, the bus stop, a mail box, etc.
. Have the students explain wheré the features are by asking
such questions as: - . -
" T: ‘Where's the (main) entrance to the school?
S: It's on Pine*Street.
LEVEL 2 T: Where's the bus stop?
. grid of $: It's in front of the (main) entrance (at the corner of

N
l||||




SAMPLE LESSONS FOR

THREE LEVELS

LEVEL 2 .

rLEVEL 3

-1. Enabling Objective: Describe the

Tocation of a place.

Procedure:

. Make a simplé-grid to depict the
streets in an area that are well-known,

+ to the students. e.g.
. 1ST STREET
m = .,
- > =
= 4 — =
=2 m
w
— w [ %)
= I - -
2ND STREET

*

. Ask them to locate well-known features
in the correct place. (e.g. the schogl,
a bank, a store, the Canada: Employment
Centre, etc.)

. Have them describe the locations using
such phrases as:

on the corner of

H

on Street, near

on Street between and

across from

]n

A

Enabling Objectiye: Describe the
Tocation of a place on a local city
map.

14
L -

Procedure

. Using a map of your local area,

familiarize students with the basics

-of map reading.  (i.e. North, South,

East, West; the physical features
such as bodies of¢water; and man-made

‘features)
. Have them locate a number o} places.

e.qg.
T: Where's the airport?

S: It's north of town.

-

EYEY
- J
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SAMPLE LESSON (Cont'd)

NEVICES

"LEVEL 1

.. local street 1

LEVEL 1

. pictures of
car, bus, some-
one walking,
someone riding
a bicycle.

LEVEL 2

. grid of down-
town Vancouver
(Appendix A)

LEVEL 3

map with
street index

2. Enabling Objective: Describe how to get from one place to
another, ‘

Procedure:

" Show pictures to illustrate possible ways of getting to school
and have them practise describing the action.

e.g.: She's walking to school.

v

. Have the students ask each other "How do you get to School?"
and respond with either a phrase (by car, on foot, etc.) or
a sente®e ("I drive.™, "I walk.", etc.). ‘

. Expand the answer into a description of the route. C(Create

one or two blackboard stories. .

e.g.: Van catches a #10 bus on Napier Street. He gets
off at Broadway. He transfers to a #4 bus. He
gets off at Oak Street. He walks one,bloqk to

- the school, ~

. Have the students draw a map showing how they get from home
to school. .

. Expand the exercise by having them explain how to get fwem
the school to the Tocal Canada Employment Centre.

-




SAMPLE LESSON (Cont'd) /

\

LEVEL 2

el 3 ‘

2. Enabling Objective: Follow
directions to a place.

Procedure:

. Using a grid with local street names
and places, introduce the students to

the following vocabulary;

map, b]ock, street, intersection, turn
left, turn right, go straight ahead.

(An example of a grid is given in
Aprendix A). .

. Have each student follow, on his own
copy of the map, dijrections for
getting from one place to anothey.

Begin at “X" on your map.

Go straight ahead long Seymour
Street for two blocks. Turn
left for ene block and then
“turn right. The building you
want is in the middle of the
block on your right. .

What is it?

. Give directions to a number of
destinatiéns until the students can
follow them easily.

e.g.:

2. Enabling Objective: Locate a speci-
fic street on a local city map.

¥
Procedure:

, Familiarize the students with the
Street Index of the map. Review
alphabetical order so that the students
can find the streets quickly, Intro-
duce them to the vocabulary they will

~-need to talk about street locations:

parallel to,
etc.

runs into, north of,

. Have students use the Street Index to
help Tocate a specific street. The
first student to find it _can give
more detailed instructions to the
others for finding it.~

L]




SAMPLE LESSON (Cont'd)

DEVICES

LEVEL 1 //’

LEVEL 1

. taped dialogue

. printed dia-
logue with
blanks

LEVEL 2

.grid of down-
town Vancouver
(Appendix A)

LEVEL 3

. (Appendix B
and C)

3. Enabling Objective: Ask for the 1ocatﬁon a place.

-

Procedure:

. Have the-students H=§tén to this short dialogue:
A: Excuse me. Where's Mrs. Wright's classroom?
B: It'g Room_]SO. x

A: Room 150. Thanks. \

. Have them practise it in pairs.

. Change the question to ask about things in your particular
school environment. .

. Give the students a printed version of the dialogue with
blanks for the specific information. Make one list at the
bottom of the page’ of places to ask for and another of
locations.

A: Excuse me. Where's ?

‘B: It's :

A: . Thanks.

e.g.: Places + Locations -
the main office upstairs
the English class the next building

_ Have the students work in pairs, with one asking about a place
and the other finding the appropriate information, and then
answering the question. _ )

Lt I
-

L]




"SAMPLE

SSON (Cont'd):

LEVEL 2

LEVEL 3

3. Enabling Objective: Ask someone for
the location of a p]ace and direction
to it.

Proceddre: .

. Using the grid from the previous exer-
cise, have the students ask each other
for directions.

e.g.:
S]:.pwhere's the post office?

52: On Main Street near 4th Avenue.
51:0 How do I,Qet there? '
X Where are you now?
5 I'm . .
Sy (give directions)
. To ensure a variety of appngpriate

questions, make ™ series ofWards, each
one naming a specific place on the map.

. S] then draws a card and has to ask
about that-particular placé.

3. Enabling Objective: Ask about and
give directions for locating a place
on a map.

Procedure:

. Divide the students into pairs and
give each one a local map from which
certain place names have been deleted.

. Students alternate asking questions in
order to get the information they need
to locate the missing features on
their maps.

. Appendix B and C are examples
of material for this type of dyad >
activity.

. Instructions
Student A:

Ask your partner where the following
places are and locate them on your
map.

1. Cominco Smelter

2. Arena or Recreation Centre and
- Library ’ oo

3. Post Office \

4, City Hall - \

5. Museum ,_;ﬁ

6. R.C.M,P, Station

Student B:

Ask Student A where the following
places are and locate them on your
map. .

. Hospital

. "High School
. Park

. Esplanade Park and Walkway
. Tennis Courts

. Ball Park

3

3-9
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SAMPLE LESSON (Cont'd)

’

s

DEVICES

LEVEL 1 .

LEVEL 1
. floor plans

~

LEVEL 2

. taped dialogue
(Appendix D)
. tape recorder

4, Enabling Objective: Read a simple floor plan and describe
. .

the spatial relationships of places.

Procedure:

. Have the students make a floor plan of the room they are in.

Have them locate where they are and then where some other
places are in relationship to them, (i.e. front of the~room, .
back of the room, beside me, behind me, on my left, etc.) ’

. Extend this exercise to a floor plan of the building you aré

in.

e.g.: The student lounge is beside the cafeteria.

or

- LY

The church is upstairs. -

. Extend it further by tusing the diagram of a local shopping

centre or mall. Make copies of the diagram and have students

locate various stores and services.
[ 4 -

Q ‘ AY
ERIC3-10 -

IToxt Provided by ERI

- J
- Ld
. . -
LEVEL 3 -
. Exercise on . N X -
phoning about '
job,ads from a ‘ q
local paper
*(Appendix E)
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SAMPLE LESSON (Cont'd)

LEVEL 2

LEVEL 3

4. Enabling Objective: Understand
"directions to a place and be able to
repeat them.

Procedure:

. Have the students Fisten to a taped
dialogue between Atsuko Mur1yama and

an empToyment counsel¥gr (Appendix D).

Note: The dialogue in Append1x D
1s js simply an example and is not
intended to be used "as is". The
names and directions need to be

changed to suit each local situation.

. Ask comprehension questions on the
dialogue. Have the students listen
to the part where the directions are
given, take notes and repeat the
important points.

. Dictate other examples of directions
and have them take notes.-

4. Enabling 0bJect1ve Call about a job
advertised in the newspaper and get
directions for getting to the company

Procedure:

. Look at some job ads that would re-
quire making a phone call. Discuss
with students the kinds of things that
would be said in the conversation.

. Give the students the Exercise
(Appendix E) and have them work in
pairs_on the dialogue. When they are

- ready, have pa1rs perform for the

class.
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SAMPLE LESSON (Cont'd)

DEVICES

LEVEL 1

-

LEVEL 1

. sample building|’

directory -
. scrambled

building

directory

L4

LEVEL 2

. floor plan of
school -

LEVEL 3
. taped dialggue

. handout of-.
dialogue 7///

-

-

3 L3 . 0 u' .
5, Enabling Objective: Read a building directory and find out
where someone's office is. )

Procedure:

. Give students a sample directory (e.g. from a medical/dental
building) and ask questions such as:

Where is Dr. Morris?
What floor is he on?
Where is the laboratory?

Make sure the students understand that directories are
usually in alphabetical order. . Give them a scrambled list
of names of people (or companies) and have them arrange ..
them to make their own directory. :

n

j*w

1

A




¢ L S
e T * SAMPLE LESSON (Con"d) ) )
' ‘ ‘_ R, coa,
. a LEVEL 2. ) I Y. LE‘L 3
5. Enab]ing;ObjéEtive: ,Ask'for 5. EnabhngﬁObJectweé Ask for
directions within a 9ui1ging. . directions within a buildeng.

Procedure:

. Practise the following short:dia1ogue
. .for,asking a stranger_ for directions.

S, = Student

1 S2 = Stragger

, S]: Excuse me. Where's €he main
office, please? L

At the top of the stairs, on your

552_:

3 {»;;gh; oF the st ;s
N ne .wp o esa1rs, onmy

1 -right. ,fhaf{E’s’\ . /

_Note Get the students to repeat what
they heard for verificatioy. .Have
them concentrate. on their 1q;onat1qp
r,.‘iw repeat. (A falling
jon-anticipates ‘a response of
4, while a rising intonatfon is
-express some degree of -
uncerta1nty ) - - :

: Use a-floor p]an of the sehoo] and-

have students imagine they are standing

near the entrance and asking for
directions to various 1ocat1ons in the
buitding.

s -~

Lo ??1@'15 T

o
& 4 L

» -

Procedure:
. Have the studenfg lTisten to thef

following short dialogue and fill inm’

the blanks on their sheet.”
D.C.™= Desk Clerk

_D C. 1+ Yes?

. housekeeper's office is?-
D.C.:

You'll have to go outside ‘and
around the building to the "
emp]oyees -entrance;, Her office

- is Just 1ns1d§the door on_ your

o left.

/ “A;:. "Just inside the emp]oyees

. antrance, on the left?

"D.C.:

A Thanks. .o
s - ‘ B

. The students ,are given a sheet with

onlty part 6f the dialogue on it.

- - M
L

A = Atsuko

A.: ,Could you telT me where the

Right.. = . v

L 4

>

e.g.: : T . v ' '
'D.C.: Yes? -\ )
DA 3 - ~
sac. You' 11 have to go

the building .

.A Just

B.C. /jbght’ "
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LEVEL 1: EVALUATION

- _ 4 ]
The student can: £€> ¢ -
’ ) Accurately .| Intelligibly: | .
~ and/or but Inadequately 1
Fluently Inaccurately '
1. Bescribe'wgere somethihg is.
,2. Ask about the location of some-
thing. ’
‘ kY
X \
¥ E *3’ /
. . With Some X /
g L
’ Casily D} FFiculty Not at ATL:
3. Read a building directory,. T ".
. . i R .
- £ ) '.: . -«
Ll KPR :
? Py [ he 'l‘f *. - .“
1 <
LEVEL 2: EVALUATION . ) )
The student.can: - ,
Accurately Intelligibly - .
- . and/or but | Inadéquately
" . > Fluently Inaccurately e
. - e . .
1. Describe where something is_in . Lo
" the local area. o
: 2. Follow directions for getting ‘
B from one place to,another.
« | 3. Ask for location of and
directions to a place. ' - s
v ] * i
[T Y G *
N ' \.‘. . .‘ S ‘ L 4
' M * N ‘ ';




s »
D a . -~
* A .
LEVEL 3% EVALUATION , ~ / -
. The student can: v
' With S;e o~
' , Easily Difficulty | Not at Al
1.7 Read a local street map. ®- -~
@ ) : © .
. ! g ~ - "
‘. . 1‘ ... X - 4 . :
& )D _
o~ 'f..' ‘ ' * - .
Accurately | Intelligibly Co
ISR o and/qr but « - | Inadequately
) ) ’ Fluentty = 7| Inaccurately T 7 7
2. Ask abaut/give directions to a .
place. N '
. . 0
\. )
| 4\ Al
: N N
—t ’ ‘ ' Y
- , « - ’ .
P .
¢ - »
o . ) ; .
- ' 4
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EXTENSION TO OTHER SITUATIONS

¢

.

’ .
+ Situation , Story
Worker phones te make an appoimtment A worker has been referred to 5
with a new doctor and asks for
directions to office. . v an appointment. While she is
’ making the appaintment, she asks

for directions to the office.

¥

R ~

Worker phones the bus‘company for

) R
A worker has been asked to report

iAformation. _, to a different work site next week.
/] He phones the bus-company to find
: ) “out which bus to take.
' '
2 N
1 3
, ,
. r
a ? - —_—
. -’ . i ’

medical specialist and told to make.
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APPENDIX D

* DIALOGUE 'BETWEEN ATSUKO AND AN EMPLOYMENT COUNSELLOR

Narrator:
=
1 v
_Conversation:

0.K., this job is with the Acme Shipping Company at 795 River Road.

for Mr. Wallace.

-

(Leve] 2)

’

The counsellor has beén‘ta]kind to
Atsuko for a few minutes and. thinks she

* might be a suitab]e cand1date for the

job. ‘ .
' . .

Employment Counsellor = E.C.
¥

-

How do I get there?

»

Are you driving or

I have a car .today.

Goda
_turn left.
‘ r 4

Narrator:

2nd Avenue to Douglas,

Turn Teft.
That's right.

+ Thank you.

Go a]ong ‘2nd Avenue to Douglas Street.
Continue along Deuglas for about three mbles.
It's 1n the middle of the second block.

going by bus?

.3 !
¥ N ‘

\

Atsuko made notes wh11e the counse]]or

was taTk1ng. . She yants o be sure she-
. got it r1ght
' 5 S

Turn right.

0.
-

»

Atsuko Muriyam

-

A.M.

Ask

Turn r1ghf at the light,
When you come to River Road

Drive dlohg Douglas to River Road.




- N .t : APPENDIX E _
T *  PHONING ABOUT A JOB . ' .
o ’ (Level 3) »
.- Atsuko saw the fo]]oﬁing ad in\t&g\éewspaper: Can !
. R ‘ T
‘ ° Exper1enced Fu]] Time &‘Part time
i N CHAMBERMAIDS
o " CalY Executive Housekéeper
c o, . " between 9:00 & 11:00 a.m. Weekdays
Villa Inn " ‘ 420- 2860 )

v Firsty she decided to find out the name of the Executive Housekeeper She wanted
to make a good 1mpress1on by knowing her name. . -

‘e : Who did she call?

‘ . . What did she say?
"With a partner, comp]ete this diglogue between -Atsuko and the sw1tchboar9 operator
Then practisé with your partner , - *
0.: Good morning. Villa Inn.- May I help you? *
A':< - "m ¢ ‘ ’
.®0.: It's Mrs. Grohmann. WOu1diyou like to speak to her? )
A . L o .
" 0.: You're welcome. . - " .
s & oa M . . [N .
" Then ‘Atsuko spoke to Mrs. Grohmann. With your ‘partner, practise the conversation
they had. - : o v LS,
Atsukq - : ', Mrs, Grehmann \ )
» 1. Greeting. Tell her who is ca111ng " “1. ‘Ask if she has had any exper1ence
and why. AR ' as a chambermaid®
-2. Answer the quest1on, giving de- 2. Ask if she's interested in working
ta11s o ~ : e full time or part-time,
3. Answer the questiop. : Ask if she can come in for an.
© . . . interview that morning. .
4. Agree.to an interview and ésf 4. Suggest a timpe.
what time. . . -
5. Agree to the time and ask for " 5. Give directions.
| , directions té the hete] where. you .
l are. ) . ~ . .
I' 6. Repeat directions back. 6. Agree.
{ . 7. Close conversation, ﬁ‘ .1 " 7. Close conversation, )
). - |~' s .
i *
\ r"
! v :
I . 3-21
' =
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YING FOR A JOB

»

*

P

==

Eduardo Lopez was-an sccountant beforé he came to Can

He wants 8 job that will make use of his experience.and training, so ,
he is spplying to 3 number of different places. He has just hesrd

abdut an opening st the local hospitsl, . .
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.
. - L]

s

ads.

.
!
.
T .
.
. N
ce -7
PO e
. -
. .
’
.
«
3
-
* . -
. *
f
. Pl
, .
>
- .
- . .
’




L] 8

d;ff e
OVERALL OBJECTIVE:
1. Obtain and fill out an application form..

- <
2. Write a resume and covering Tetter. i
FUNCTIONS: i ' : - -
1. F0110w1ng Instructions: "DO NOT Write in This Space."” Lo -
2. Repbrting: June, 1978  Accountant with Acme "
i to Trading Co.-Ltd., . -
\ . July, 1984  Santiago, Chile. C.
3. Ctlarifying: . "Could you tell me what this sentence. mean;’"
‘ . 4. Requesting: L " "Meuld you be w1111ng to act as a referghce
Lt T e . —for me?"
o * ’t" - * ' ) - ° e
CULTURAE NOTES: ' e S BN
e 1. A1l Questions on an application form should be ‘answered as accurately

as poss1b1e
2. Rather than leave a blank space on a form, you should pyt a slash
mark, write N/A or give an exp¥anat10n for not answering.
3.- It is better, when in doubt, to ask.for assistance rather than to
make a-mistake in completing the form.

- .
+

The app11cat1on form must be completed neatly.
5. You Shou1d emphas1ze your_assets in an app11cat10n 1n order to make a
good 1mpress1on
6. When you go to a personnel office, have your own pen with you to
comp]ete the form. )
7. Resumes are not usualTy needed by peop]e seeking sem1.sk1]1ed or
- ) unskJ]]ed pos1t1ons ‘ Yoo
- 8. Pert1nent documents should be translated and photocopies made of the
' - translatéans so they can be left with the personnel officer if
requested. C . ' -l
9. Personnel officers do not usually make {hg final hiring decision, but -
they do perform an 1n1t1a] screening of cand1dates It is, therefore,

~

important to give tnem a good .first impression.

. 10. Ask penn1ss1on before” you use people’ s names .as references
- - “ 4
o~ N
‘!
' - = '~
] . -

L ] -
. - Gy =




S

2. Ask_someone -to do
something for you.

5
you?

. +ANGUAGE COMPONENTS \
LEVEL 1: .
Function Objective Structure #ocabulary
Following 1, Understand and follow Imperatives, e.g. print/wrike
Instructions the simple instructions circle one. - sign
usually found on an ° ¢
application form. Check the correct
: ) one.
Reporting 1. Give simple personal surname
information orally and first name,
in writing. given name ¢
address
N height, wejght
" Clarifying 1. Ask for clarification Pardon? ' |
. of unfamiliar wdrds. What does this -
dhean?
How do you spell
. ‘ ?
. /’ -
[ * v
LEVEL 2: )
Furiction ‘ Objective Structure Vocabulary
Following 1. Complete an application words on applica-
Instructions form acgurately. tion torm
Reporting 1. Respord td questions past tense major
for persondl infor- ’ certificate
mation. degree
2. Give wotk history and .* .
educational history in ¥ 4
chronological order. -
Clarifying 1. Ask to have SOmethjng Sorry, could you
repgated. t‘repeat that?
2. Ask for assistance in. My what?
' completing a form. -
Requesting 1. Ask someone for some- ,May I have ? .
« “thing. I'd 1ike/I want. N
Could you/would = reference

+




LANGUAGE "COMPONENTS

LEVEL 3: .
Function Objective Structure - Vocabulary
Reporting | 1. Describe in detail - past tensew performed,
duties performed in -- (e.qu I was, 1 had produced, sold,
various jobs, to) - in charge of,
2. Organize personal*in- sequencing -gﬁQgﬁQZ;g]esgir’
formation in "resume" ' 9 . % d i
format up, assisted in,
~ ’ N etc.
Clarifying 1. Ask someone to ex- Indirect quéestions
: - «plain :something fur- e.g.:
ther. Could you tell me
? :
Dg you know . 7
" Reguesting - 1. Ask someone in per-  May I ?
’,_f son for something. Could you ? ‘
2. wr1te a‘letter asking "1 would apprecfate formal businesg
for someth1ng . letter language
e.qg. .
A an‘1nterviews a N
translation, to be Y
reference. _—
’ NOTES TO THE TEACHER ya
1. PLACE: Guided Steps to Empleyment Readiness - Part C, Getting the Job is a

va1uab1e source of information for this Unit.

Chapter II deals with regumes ’

" and documents while Chapter 111 covers letters and filling out application
forms.

2. Heading Out ... A Job Search Workbook, Unit,3, has some usefu] exercises on
writing resamés and covering letters.

It's Ug;to You, Unit 5 has exe*t1ses in filling out app]ication forms.

Job app11cat1on forms sometimes include a section stating that the applicant's
signature authorizes the employer to obtain information regarding previous <

employment/education. If the applicant does not wish present employer to be
approached, note shouid be made on the application form.
]
/, H
. s !
.\‘ s -

‘\,, ~ * \
) \ hr 1]




SAMPLE LESSONS FOR THREE LEVELS

ALEVEL 2

. simple infor-
mation form
(Rppendix C)

. handout for

. "Fipd: Someone

. Who" game

(Appendix D)

N 1]

- 4 LEVEL 3
<« " |'. samples of
application

forms,

DEVICES ] LEVEL 1
‘I LEVEL 1 J. Enabling Objective: Spell own name and jdentify parts of
. bottle . a name. - -
. "name" cards i
¢ ' E 1)
Procedure:

. Review the names of the letters of the‘a1phabet. "Have one.
student go to the board as a recorder while each student in
turn, pronounces his name and thep spells it. ;

_When all the names are up, review them and identify surname,
given name, middle name. Introduce maiden name, last name,
middle initial; family name, first name. ‘

. Play spin the bottle. Have a stack of index cards, each with
one "name" word on itx(i.e. surname, last name, etc.). "It"
takes the top tard and spins the bottle to get a partner.

He asks the partner a question using the word on the card.

e.g.:
51:
52;

51:

What's your surname?
Zapatta,.

How do you speTt it?

o
et




"SAMPLE LESSONS FOR THREE LEVELS

-

~ LEVEL 2

. LEVEL 3

1.

Enabling Objective: Respond to
questions for personal informatioh.

4 14

Procedure: .

. Have students complete the Simple *

Information Form used in Level 1,
(Appendix C).. Remind them that all
questions must bé answered-and the com-
pleted form musi be neat.

. Using the information from the forms,

make up a work sheet (Find Someone Who) '

like the one in Appendix D. Have the
students circulate and ask each other
questions. Before they start, stress.
the following rules:

1. You must find a different person for
" each question.

2. You cannot ask*yes/no- questions.

They must be "wh" questions.

3. If you do not understand the
question, ask to have it repeated.

+ ’.

1. Epabling Objective: Fill out job
application form and ask for *
assistance if necessary.

. Procedure:

. Obtain two or three different
application forms and hdve students
practise completing them.

.. Encourage the students te ask for help

if there is something they do not
understand. + Expand the direct ques-
tion "What does mean?" to a
more polite indirect question, “Could
you, tell me what this means?".

. Try to elicit other polite question
forms from theStuderts. e.g.

a) Would you pleasé tellme *  ?

b) Could you help me?
stand this.

1 don't under-

Note:

’ &
- o

. *Have the students pract1se using
- these forms. :

The word order in an. indirect

question chandes from that in a direct
question and the students will need a
lot of practice with this befare they

_°| feel comfortable.
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- . . , L
¢ SAMPLE Lé&SONS (Cont'd)
" DEVICES LEVEL 1 » ’ .
LEVEL 1 ’ 2:\Enqb1ing Objectiye: ‘State address in an accebt Te form-
, Add;ess Hand-'. bo}h orally and in writing. -
" out o .
(Appendix A) Procedure: !

\

LEVEL 2

. vocabulary
cards .

. Vocabulary
Exercise
(Appendix E)

‘LEVEL 3

, tape recorder
. Taped Dialogue
(Appendix Gg

. Begin with street addresses only. Write some familiar
local addresses on the board and have the students r&ad the
numbers as sets of two digit numbers (i.e. 5424 °--- fifty ‘
four - twenty five) or as single units when there are 5 or
more digits. Do listening exercise for addresses (Appendix A).-
The teacher reads only one of the addresses in a pair and the ™
_$tudents choose the correct one. . T .

-

. Have the, students practise asking and answering "What's your
address?™. ' . o

e

. Introduce rural box numbers (
and postal codes.

. Have the students write their addresses, using the appropriate
punctuation. -

if appropriate), apartmeﬁ% numbers

10 ’ :

A




SAMPLE -LESSONS (Cont'd)

v

. LEVEL 2 LEVEL 3
> ) Enabling Objecfive: Understand - 2. Enabling Objective: Ask for an’
- vocabulary frequently used gn appli- application form,
. cation forms. o . ) Lo
. s - b
Procedure’ - * Procedure: C
. Using the words from the VécabuTary . Listen to a taped dialegue between a
Exercise (Appendix E), have stddents personnel officer and someone.asking
L~ try to match the words and definitions, for an application form. (Appendix G)
Put the words on one set bf cards and .' .
the definitions on another. Have one ’ Q”a‘¥ze the functions of the dialogue.
student read his word and the student 9. .
who thinks he has the: card with the Stating busineg
. correct definition then. reads it,out. * Requesting fur®Wer information
. Give each .student.a copy of the exer- Giving further information
Cise to ‘complete Giving instructions
’ Attracting attention
. Obtain samples of two or three appli- * Stating problem
cation forms from different local ‘ ' "
employers:. Have the students skjm the | . Discuss alternate ways of expressing
forms.to find and circle the words from those functions.
the vocabulary exercise. . . Divide the students into pairs and
| have them createa dialogue with.the
.same functions in it.
\ .
- d ’ s
4, ;
‘ PN -, . ~ . .
4 ,‘ - N + ' .
i) . ‘ -
, . . ’
¢ AN - . *
A > \ 1Y *
| ‘ ‘.. —\““-_—
5 - ;
» t'
< \ w :: 11’” LJ . L7




R
SAMPLE LESSONS "{Cont'd)

J
i N

DEVICES LEVEL 1.
LEVEL 1 , gnabling Object3v§: State telephone number and social
 social insur- ;zsuiizgi number in an appropriate wdy, both orq]1y and
ance card 9.
. f]§sh cards Procedure: [

LEVEL 2

. Employment and
Education
Charts ,

(Appendix F)

LEVEL 3

. The Resume
* (Appendix H)

¥

. Have students practise saying their te]ephone'numbers as

seven single digits with a break after th§ first three.
In pairs, have them ask each other and write down-the

response they hear,

*

(Note: Be sure to paint out that we usually put 2 dash

/.gfter the third digit.) :

identify the kind of number #t is ‘and read

N

£
dm 0

. Do the'same thing with social insurance numbers,

. 'Show the students flash cards with either a telephone -
number or a social insurance numher, or both.

Have them

-

it.

PY

3
>
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SAMPLE LESSONS {Cont'd)

-~

'’

LEVEL 2

——

LEVEL 3

3. Enabling Objective: Fill oyt an
Employment Record and an Education
Record Chart. -

Procedure:

. Using one of the students or the
twacher as an example, draw a t1me line
to illustrate schooling - e. g.

63 . 67 68
1 i i
. | R ] Al
- High School B.A. TJeaching
graduation Unpiyersity Certificate
of Toronto U.B.C.

. Transfer that information to an
Bducational-Record Chart {Appendix F).

. Do the same th1ng for work history.

. Note that a Record of Empldyment

usually goes in reverse chronological
order.

. Have the students complete their own
Records of Employment and Education.

A

il

3. Enabling Objective: Write a resuﬁe
and decide who you might give it to.

i L]
Procedure: )

. As a group, discuss the uses of a
resume (i.e, enclose in letter of
application, leave with personnel
office as additional information, re-
fresh memory when completing appli-
cation form).

. Using the resume format (Appendix H),
work together to create a sample
resume. -

. Try to collect as much information

about the "model” as poss1b1e and

_ then_ decide what will be of interest

to an employer.

Note: A resume is an advertisement |,
for. the person applying for the job.
As such, it muss make that person seem
interesting and worth interviewing.

. Have each stldent write a personal

resume. .

. Have each student compile a list of

possible employers in your area.
Sources for this 1ist could include
friends, employment centres, telephone
book yellow pages, union offices, etcw

t

s

4-9
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SAMPLE| LESSONS (Cont'd) - |
i o

" 7 T v
DEVICES . / LEVEL 1
LEVEL 1 14. Enab11n970bdect1ve£ Fol]ow directions commonly found on a
. Following® form,
Directions
Handout ‘ . .
(Appendjx B) ProcCtHure: ‘ ' ) .
. Introduce vocabu]ary items: R
~ ~ : write, c1rcTe, "check, print (block letters).
- . Have students do exercise ‘in Following Directions (Appendix B).
v If there is a question they cannot complete (e.g. #6), have
. them use N/A in the‘b1ank.
LS
LLEVEL 2 v
. Taped . L. . -
Dialogue ;
(Appendix G) | . ¢
. handout of . -
1/2.diatogue )
- - '}
¢ LEVEL 3—
| . Form of a S _ ) v -
Business “
Letter ’ \
(Appendix 1)
'
1 1 :Jl .- -
—




SAMPLE LESSON (Cont’d) :

LEVEL 3

LEVEL 2 - '
4. Enabling Objective: Ask for an
application form. z \
Procedure: ' " a

. Have the stidents listen to the Taped
Dialogue (Appendix G) and™answer
questions such as%

1. How many people were there?
. Where were they?

B~ SN S B AN

. What did the personnel off1cer give
him?

5. Why did Eduardo go back to the
,personne] officer!' s desk?

. Have the students practise the dialogue®

in pairs and then give each pair just -

the personnel officer's side of the -

dialogue so that the student role-

- playing Eduardo has to create his own -
responses.

.

iy

4. Enabling Objective:

. Using the format illustrated

-a whole to write a model covering
. Discuss the format, organizétion and

. —) M .. -~ . -
What did Eduardo want to do? , . Then have each of the students write

" previqus exercise. . -
. As a follow-up exercise, have the

that either the student o

Write a covering
letter of .application.”

7

Procedure: . ’

(Appendix 1), have the class_work as,

letter-.-to a prospective employer.
language of a business letter,

a letter to a prospective employer.
This employee could be chosen from a-
list of poss1b111t1es compiled in the

students address an envelope for the
letter.
Extension: Look at business letters
the teacher| .
have received.  Discuss the format
and language. (These could include
job offers, rejections, unsolicited
sales pitches or responses from a
bureaucracy. )

. - . v

T 4-11
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SAMPLE LESSON (Cont'd)

.« LEVEL 1

DEVICES *
LEVEL 1 \5 Enabling Objective: Give simple personai information and
tape measure understand that the questions may be ask9d in more than one
) ch1e : way. (e, g What's yoyr height?/How- tall are you?)
Procedure '
» . Introduce the quest1ons "How tall are you?", "How much do
i you .weigh?", "What colour are your eyes?" and "What co]our
* ys your hair?". Introduce.the vocabulary words - he1ght
weight, and colour of eyes and hair. . .
. Have.each student then transfer this 1nfor~mat10n onto a
. simple form, something 11ke this:
- ‘ : ‘
e Name
. N ’ -
LEVEL 2 _
F . sample of Height:
_applicatien Weight: .
forms from . ,
local Colour of eyes:
employers Colour of hair: i
} , — \
A
\
‘ s
~~ '
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oo

T, SAMPLE LESSONS (Cont'd)
——— e e me g e e
. LEVEL 2 v LEVEL 3
— 3 < —

5. Enabling Objective: Fi1l out an 5. Enabling Objective: ¢Get.documents
application form. translated and explained.
Procedure: ) ‘ P Procedure:: R

. — i ———

. Obtain-two or three different sorts of |. Have the students pool any 1nformat1on
application forms from local employers.* they have about getting documents *
Have the students practise ¢ompleting translated. Have ghem consult the
them. -Get them to follow the same pro— Tocal telephone, book, school ‘coun-'
cedure for eaé% one: sellors and Manpower Centres for
1. Read the whole thing thr0ugh before further information.

., writing anything. rSee lLesson in Section #27 of .

2. Ask showt anything that is unclear. ESL for Adults: A Curriculum Guide.
3. Complete the form nea and

accurately. % )

. N '
» \ -
/ - L3
»
' - )
/‘-r\ —
- ¥
. ~ i‘ -
* fach company uses a slightly
different form, so the students
“should have experience w1th more .
than one type
. — -
17 . 4-18
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2 ~ SAMPLE "LESSONS (Cont'd)
. e N N . iy . = .
DEVICES N . - LEVEL 1 , ' A
“ P B f}? ~ i
1LEVEL 1 6. Enabling Objective: . Fill owt neatly-and-accurately a simple
. simplified form| ~form. - v ‘
for personal, . ' : b A
formation - -
’ Appendix C) Procedure: _ Ca _
. Show the students a. simple information form (Appendix c).
Stress.'that all questioms must be answered accurately and
that the completed form must be neat,
. Make a transparency of the form or gwej@gh student a
~copy. i
. Havi# each student complete the form. .
"1 . Go through the form with them and if, there are'y questmn&.
i have them practise "What does mean"" .
: ¢ E 3 , )
4 - "
» '\
}
~ ‘ b Y
' k > Y
’ <
‘ ‘ ™
<
- o ]
[ L ‘ /
e . .
o - o .
. 1:' n L
' , ¥
BRis]
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SAMPLE LESSONS g

~

! . LEVEL 2 o AND - LEVEL 3

6.- Enabling Objective: Ask égmeqne to he a reference, _

~

Procedure: o
. Discuss role of a reference.and who to a;k.
. Create a dialogue with the following' elements: .
Greeting )
‘ State problem (e.g. I:m applying for a, new job.)
- Make request (Could I ask you ?) :
. -y (Would you be willing ?) %
Clarify )
Information (Correct title; address, etc.)
' Clysing the conversation
\
¢
-~

x4




LEVEL 1: EVALUATION ~
The student can;
' ‘4 ' } 1~ )
\ ‘ Accurately Intelligibly ‘
e : .and/or . but Inadequaéh(y
! .- % F1uent1)( Inaccurately
1. Complete a simple personal 4 v
- information form. - ,
2. Ask for clarification of .
unfamiliar words.
» * 4 \
> . r_‘_
- -
LEVEL 2:° EVALUATION - .
The student can: B
Accurately Intelligibly .
. and/or but Inadequately
Fluently Inaccurately .
"1. Give details of personal history
in chromological order. '
2. Understdnd and accurately com-
. plete a job app]icatiop form.
3. Ask for assistance in completing -
it, if necessary. . '
4, Ask someone to act as a .
* reference. ) .
"
31 R
v l a4




'LEVEL 3: EVALUATION
« The student can: -
» ’ )

v
-

3@

1. Request someth1ng (e. g an
"~ application fgrm, an interview)
both ofally an§ in a budsiness
- Tetter.

2. Organize personal ihformation
into a resume%format

3. Use either direct or indirect
\\gggst1ons to e]ar1fy a problem.

: :
‘

e
<

Accurately
and/or
Fluently

Inte111g1b1y
but
Inaccurately

Inadequately -

'
~ v

4-17




EXTENSION TO OTHER SITUATIONS

Ve
Situation

/ :

Story

Worker applies foh‘day C4re subsidy at A newly employed worker with a pre-
M1n1stry of Human’ﬂbsources office~ school aged child goes to Ministry
. of Human Resources to request a day

//‘”-_=“i‘“““—‘T—L———c&ve subsidy and asks for help

completing form,

P4

t
-

: {

- . .
E

A person mhoeds looking for a job
compdﬁgs/: 1#¢t of possible employers
~ and phones onexof them to find out

_ about.emg]oyment poss1b111t1es

i

Person reQUests assistance in getting:
credent1als trans]ated and-evaluated.

d‘é Sample Lesson in Section #27 of
§L for Adults: A Curriculum Guide.

-




{ _APPENDIX A . ' °

AEDRESSES ’

l s - ' -
.

- ..
Circle the correct address in. each pair.

. 1. a) 2750 Qak Street - -
o , b) 750 Oak Street - '

2. a) 237 Quebec Street’
b)) 1037 Que?ec Street’

3. a) 2001 River Road
- b) - 201 River Road’

4, a) 44738 Main Street - '
b) 44387 Main Street
Q‘ . a "
5. a) " 47 First Avenue
b) 470 First Avehue

6. a) 6519 Grand Avenue
b) 6590 Grand Avenue

¥
»

Now practise saying-each of the addressgs.




-

10.

. Sign your. name:

Circle the correct one:

Print your surnamea

APPENDIX B

FOLLOWING INSTRUCTIONS .

(Level 1)

Mr, . .
Mrs. .
Miss R
Ms.

(Block Letters) -

Print your last-name:

(Block Letters)
Write your given name:
: -

Print your maiden name,
(Block Letters)

Check ‘one: Ganadian Citizen
Landed Immigrant

—wfﬁﬁmr\

How old are -you? Check one:

Check the correet one,.

Circle one: M F

Check one:

i

My. health is:
s

+ +

i

Hinn

v

under 20
20 - 30

S g 30 - 40

40 - 50
over %50

Male

[
,a

O]

-

Ir

L]




APPENDIX C

| v
. " " +
“ R SIMPLE INFORMATION FORM
f (Level 2) o
L N - ; i
' Date:’ . ‘ Social Insurance No.  ~ :
Month Day Year ' ‘
. — :
i Mr.
- NAME (Print) Mrs.-
; Miss - ‘ Surname «Given Name
Ms.® ‘ : . '
ADDRESS:, | *
= oo i No. & Street
| . v
Ciity Province . . Postal Code
' > ! . ‘ v - .
. TELEPHONE NO. : | :
; S N\
DATE OF BIRTH: .
+ Month . Day Year ‘.5
oo .
NO. OF DEPENDENTS: .
' _ Canadjan Citizen? ] ' L
ARE YOU A: Landed Immigrant? [ ] )
i Other? . )
< ' ‘
) — pHstclL_mFORMATiON - t 2
- - ’
¢« HEIGHT: - WEIGHT:
/. - : .
€OLOUR OF EYES: COLOUR OF HAIR:
/ \

. . v ‘ -
- ;\ o 42
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“ . APPENDIX' B . -
. (Leve112i:9-_

A
*

*

Find someone in the class who:

1) has a short surname __ .

(What . T Ty

2) 1ives on ‘the west side of the city

(Where ‘ ?) .
R g
."3) doesn't know his/her-postal code
(What » . ?)
. . . ) - J' l
&) has a birthday in August
(When ?)

%) was born before 1950 A
(What yeér ) ?)

6) has no dependents

»

(How many - - ?)
< *
7{/?desnft have any dependents

{How ?)

) .

8) is taller than you .

(HOW 1 ' ?) .

b
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‘ APPENDIX _E :

' . AbPLICATION FORM VOCAﬁE}ARV
: , (Level 2}

.
“

The words on the left are often found on application forms. Choose the best

definition,

Marital Status a) The police know about you because you did

. something illegal. .
Depéndents ) b} You pay for food and clothing for these

people. y : .

. . r
Employer c) A1l the things you do in your job.
Salary d) The person.of company you work for.
Position es A-woman's last name before she got married.

v . . \
) Occupation .+ f9 Are you married, single or divorced?
B ! . 3 .
Criminal Record g) The kind of job you do.
-”»
Reference . < h) The name (title) of a ‘job. -
' .
& N
Presious Employer i) The person (or company) you worked for
¥ ‘ " before. T

Maiden Name - // J) A person who will say something good about

you. :

(9

Duties g) The person above you in a job.
Supervisor 1) The money you make.

4-23
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APPENDIX F .
. * {Level .2) . 3
- -EMPLOYMENT RECORD ", . . ‘
.List ‘below the‘posifTOns you.bave held, showing the last vosition first.
i " EMPLOYED, | . © . ~ | SUPPRVISOR REASON FOR
NAME & ADDRESS OF £§PLOYER From] To | JOB TITLE DUTIES ° | SALARY & TITLE LEAVING
T / P
& ’ \‘ }
)
. (\ = ' .
EDUCATION RECORD } ’ ’
" v - “l !
: o / ' -, T DEGREE OR
SCHOOL OR COLLEGE - FROM T0 MAJGR COURSE OF STUDY. CERTIFICATE
High School:
’ Y
| Commercial College: J
\ -
Vocational Institute:
University: -
L 4 ) )\ b
'S
Other: ,
/
o)



APPENDIX G

-, .
N X ASKING FOR AN APPLICATION 'FORM
, (LeveT 3)
Narrator: Eduardo Lopez 1is .looking for a job in Canada.
., has just heard about an opening at the General
' Hosp1ta1 '
Conversation: o Personnel Officer = P.O. Eduardo Lopez

N
P.0.: -Good Mo;nfng. May I help yqu?-

E.L.: Yes. { want to apply ‘for a 5ob. < -
P.0.: What kind of job are\you looking for?
E.L.: "~ 1 heard _you wanted an account1ng c]erk.

P.0.: Yes, that's right. Bid you see the advertisement?

E.L.: No. My cousin- to]d me about the JOb He works here, in food services.

P.G.: Have you ha:é/py experience in that kind of work?

E.L.:m I was an acebuntant in Chile.

I4

P.0.: Fine. Fill out this app11cat1on form and return it to me.
over there. :

E.L.: Thank you.

Narrator: When Eduardo read the application form, he found.

something he didn't undeFstand.

E.L.: Excusé me.
P.0.: Yes, i% something wrong?
E.L.: What does "pos1t1on_ mean in this question?

P.O.: (It-means) job.

E.L.: Thanks.

You can sit
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N . APPENDIX H ‘ .

THE RESUME
(Cevel 3)

/

One of the most important ings ‘that you can carry to a job with you is a resume.
This is a story of yougfwork and study life and also gives more personal infor-
mation. It can be 1/2y 1, or 2 pages lang. depending on how many jobs you have

worked at. This is how it looks: - ./

¢ & TITLE (i.e. Resume of _ ) ‘ .o
Personal Information ~ ) ' ’ .
Name: ’ Telephgne:
Address: . S.1.N.
Work Experience: (Start‘with the most recent job and work backwards) )

(Déte)@Mdr., 1978 (Name and address of the place and company in which you
T %o . worked) - .
Jun.,, 1982

Position: (your title, e.g. accountant) ™~

) Duties’: (what you had to do in your job.  You can make-
~ this more than one line) . .

[
Jan., 1972  (Where you worked before Mar., 1978)
» 1o ’
Mar., 1978
' 0

(Same as above) 4
Related (List all the lesser jobs and their dates or voluhteer work
Experience: that yoy have done which you think might help you in, your

i . * ‘new job)

Related Skills: = (Tools and equipment-you can use, languages you can speak) ,
Education:  ~ (Starting from the last place that you studied, 1ist the

dates, the name of the place, the address, what diﬁ}éma or

degree and the~prog;am you were in) - = '
Hobbies and -(What you like to do when you are 635 working) '

Interests:  +°° . ) A
References: (You can give the names, océupation§ and addresses of three
e references or state that they gie available on request)
< -
L 4 1:2
“ -




APPENDIX I

FORM OF APPLLBATION LETTER
(Level 3)

_ Your street address
o =~ (City, Province @
- Postal Code )
- o » ) Date
Name of Employer '
Title or Position . )
¢ Street Address or Box Number ) @ ’ B
“City, Province ;
Postal Code

. : , > ) ‘ ’
Dear (Name) . . @ "
- ;;b; ' € - ’
(Position applied for) @

R

- -

W _ *
. ' (Your qualifications) @)
(Traim‘ﬁg and Experience)
- " (Enclosures, if any) = ® ‘ _e i
. » _ :
(Request for an interview) ' @ . .
I3 i B . - /
e . g T Sincerely yours, |
& " ‘r . 'l“' ' ¥
. (Your signature)
L ] . .
” \ {Your name printed)

Enclosure ‘ . |




\

7

VIEW

INTER

-

PARTICIPATING

IN AN

-

~

e
3

. 8%

I 5

. £2
i

. u.u

_w,wmm

: ?w
H
umm
1

121

Aruitoxt provided by Eric

E\.




. . ~ ' '12‘
OVERVIEW . )
_OVERALL OBJECTIWE: ~ o ' .
1. Be able to participate fully in ah‘iﬂﬁerview. )

FUNEFIONS: X

1. Greeting someone and  "Good morning. . I'm Carmella Alyarez."
’ Introducing Yoprse]f: - :

2. Reporting: @ ‘ _ "I changed beds, bathed patients-and
" kept records."
3, Asking for Infor- "How many people work here?" .
mation: ’ .
4, Advising: | "You should never take a friend to an interview." 7|
5. Leave Taking: "Thank you for seeing me. I hope to hear from * .
. ’ you soon." Q ' .
’ , - ‘ M
CULTURAL -NOTES: -

. . ’
* 1. Applicants should be prepared, to ask the interviewer_questiqns.'

2. Documents, diplomas and certificates are not generally examined durfhg

o .

an interyiew. Resumes are. )
3. Pretending to understand when you don't usually creates a worse -
, impression than admittipd-to a lack of comprehension.
4. It is not advisable to take your friends or family members with you °
to an interview. ” '

5. Interviewers usually make decisions based dbon quick fir%ﬁ impressions.
6. Candidates may be required to do a test - e.g: manual dexterity, a L
repair‘jo‘g balance a bank deposit, typing, etc. - . .
7. The Human Rights legislaéion (Fed. + Prov.) prohibits certain pre-
employment questions - e.g. "Have you made su%tab]e arrapgements for
child care?"
8. An applicant should respond fully to questions and maintain eye.
contact with the interviewer. >

9. The interviewer méy give some signal (e.g. gathering ud_or moving

4

papers on the desk, moving chair back) when the interview is over.

10. An applitant will probably create a bad impression by criticizing former
employers or go-workers, *

11. If an interviewer offers to shake hands, do so, The contact should be .t
brief and firm.

12. Punctuality is valued by Canadians, particu]ar]i’%ﬁAfhe“world.of work., -]

[




v

» ' LANGUAGE COMPQNENTS

-

: L
LEVEL 1: . v
3 ¢ P’ . 3 *
Funct1qn 2, 091ect1ve Structure Vocabulary
| -Advising R 1. Describe expected be- imperatives, e.g. interview(er)
) jour re job inter- Leave early. arrive, leave,
views. ' Dress neatly. " nervous

éreetingﬁ’

. Greet someone.

.
—

2 2. IntYodace yourself, My name is Ms., Mr,, Miss, Mrs.
. ) . _ I'm good morning, “
»3. State Bhrpose. I have an inter- %gg?oafternoon,
‘ ) ) . view/appointment
Identifyiqgf ) 1. Identify job applying cannery worker,
| b ' for. " delivery person,
N ) - warehouse person,
! . lab assistant
. %
Leave Takinﬁ*- 1. Thank someone. . Thank you zs:g;; aid
~ - . - 0 ,
- . ;gr talking with cleaner
2. Say good-bye. Good-bye.
. ) '
LEVEL 2 ¢ o \
Function— Objective Structure Yocabulary
Advising 1. Make §uggestions a- should/shouldn"t  good impression,
o bout how. to prepare : references, prepare,
o for an interview. remember, antici-
pate, fidget,
¢ . . " surprise
Asking fer , 1. Formulate qugstions Do you have any
Information about experience, experience?
’ training. How much?
i _ N What did you do?
Have you ever
k3 7
v 2. Ask gquestions \about -
’ A a job situatioh. ) .
Repoyting 1. Answer tions a- Past tense - e.g.
“ bout expefience and I was " .
trainjfhg. - I did ., etc. . .
‘ 3 Present perfect
" 3 . tense - e,g, r ' +
- % - 1 haye been, - "
p
Q ’ - .
RIC-2 <5




falling vs. rising
intopation patterns
in statements.

2. Recognize which state-
ments require a re-
sponse.

‘ . LANGUAGE COMPONENTS ’
LEVEL 3:- .
'Functioh_ Objective Structure Vocébu]arzn’
" Advising 1. Describe expected be- imperatives - eg, /See Guide to a
v haviour for ar inter- Leave early. Job Hunter.
view. Don't_be late. ' (p. 13)
v 2. Choose best response See’ Guide to a
P to interview ques- Job Hunter.
‘ tions and explain (p. T4)~
] preference.
Asking 1. Prepare and ask sore Question forma-
[ 1ikely interview tign in a variety
_ questions. _ of tenses.
Identijying' 1. 1denf¥fy rising/ . . y//

NOTES TO THE TEACHER

. T A classroom visit from a CEIC counsellor or a company personne] officer would
" be a usefuT addition to this Modu]e

2. Students might find 1t helpful to prepare a brief data sheet about thefselves
that they. can take with them and refer to during an interview.

v

3. Encourage students to follow-up an interview with a telephone call.

4. The CEIC publication, Guide to a Job Hunter has been used in this Module.
Page 13 and 14 from this booklet are included in an abridged form in the
Appendices. .

5. Have stydents observe and write down greet1ngs and leave. takings in a variety

of situations at the beginning of this Unit.

Help students discriminate

between soc?a] registers and situations - e.g. formal, informal$ casual.

-

¢

. R




SAMPLEwESSONS .FOR THREE LEVELS °

DEVICES

-.worksheet

. “tape recorder
. taped story

LEVEL 2

. Appendix D

. Appendix E
. tape recorder
. taped story

LEVEL3
. Guide to a Job

Hunter

. Appendix G

\

. Show picture of Carm

. Have students listen again.

Procedure:

la at an interview and play tape of
the story (Appendix A)N~—Mime or illustrate actions as
tape is playing.

Then have them listen and.
repeat after each phrase.

. Give students outline of story (top half of Appendix A onTy)

. Elicit aspects of expected behaviour for an interview -

- Make a 1ist of "Points to Remember"

to read with tape; then read orally - no tape

~

appropriate dress,
punctuality, )
‘interviewer's name /

(bottom half of

e.g.:

’

Appendix A)

" . Prepare a worksheet, leaving b]anks for the verbs in the

‘\/

. - story. ‘e

-

carmella is going to a job interview. She

*

e.g.:

neat]y and home garly.

Notas Th1s is a good opportunity to review/teach pronun-
ciation of final sounds of 3rd person singular,

/sl 2] [liz/ , oy
. Review list of points and change to Ist person -

-[when I go to an interview] I dress neagiy
' ' I 1eave hom ar1y.

11‘,r
~

LEVEL 1
Lhvel'1 1. Enabling Objective: Understand and state basic types of N
"iAbpendix A behaviour expected for 3n interview.




SAMPLE LESSONS FOR THREE LEVELS

LEVEL 2

LEVEL 3

Eﬁhb11ng ObJect1ve Understand basic
behaviour expectations for an inter-
view and make suggestions about how to
prepare for it.

Procedure: kY

. Show picture of Carme]la at interview.

Introduce story. \

. Have students listen to taped story

(Appendix D) “and ask yes/no quest1ons
to check comprehension. .

e.g.: Did Carmella get up early?

., Ask students if they think Carmella

will get the job. Did she make a good
impression? Why not?

. Elicit from students what Carmella

. Have students work in small groups and .

should do in order to be prepared for
her next interview - =

e.g.: She should get up early,
etc.

complete exercises in Appendix E.

- -

]

]'

. Show student

Enabling Objective: Ungerstand and
state usua®™ behaviour expectations
for an interview,

t
Procedure:

Manpower booklet, but
do not actua®y read it with them at
this point. Discuss the importance
that is placed on a 'good interview'.
Elieit from them suggestions for
making a godbd impression - i.e, Z
punctuality, interviewer's name, et

. Give students sunnmry from Appendix G,

(This list is abridged from p. 13 of
the booklet.} Discuss any troublesome
vocabulary. Discuss meaning of each
point. Ask students if there are any
points not mentioned -

e.g.: thanking employer
asking when you might hear -
from her/him
not smoking or chewing gum

. Have students paraphrase each point

orally.

. Have ‘students wark in pa1rs and

deve]oQ/é "Do's and Don'ts List",

)

Do's Don'ts
. leave early - . be late
. look at inter- ¢ fidget
viewer -
. talk about your , say you need a
skills job

ERIC 129
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«_ SAMPLE LESSONS (Cont'd)

¢

«
rl s

DEVICES LEVEL.] .
LEVEL 1 - 2. Enabling Objective: Identify the job being applied for.
~|. Appendix Bi ‘and| . { , .
Bii . ' ]
. Appendix C . . ) .
. Flash-cards and Procedure: S L ‘ ) B
‘ occupation, . Describe Carmella arriving at yeception area and talking_
titles ) to clerk. )
. Role play:-

Clerk: What job are you applying for? °
Response: A draftsperson/a draftswoman.

: Use pictures ¥§om Appendix Bi and Bii. Make Aransparency
or give copies to class. Have students j ntify each

~-

. F occupation. v
LEVEL 2 ‘ (He's) a .
. Appendix Bij and (She's) a — v > .
*| / Bii . Have names of jobs on flash cards. Students match pictures

to names. . ’ .
. Return to question.
What job are you applying for?

. AN
, Use picture to act as cue. -

/

"a dishwashér" . \

"

Students work in pairs, asking and answering, usimg pictures
as cues., ‘ )

' . . Write on blackboard names of occupations from Appendix C.

Number them. Have students Took at copy of Appendix C and o
lTocate occupation title and match title and number from AN
blackboard 1ist, Write down corresponding number.

|LEVEL 3

s
ggnger t

] ﬁppendix H

. Practise further, ustng above question and these names.

y,




CL . ’ SAMPLE LESSONS (Cont'd)

v , '
Iy 4
LEVEL 2 . ~ LEVEL 3
2. Enabling-Objective: Formulate some 2, Enabling Objectiye: Predict some
typical 1nterv1ew questions and. answer typical interview questions and
them. . . respond to them,
Procedure: . Procedure:
. . To set the scene, shpw'picture of . Suggest to the students that there are
Carmella in the intérview. What some typical questions that are asked:
. questions might an “interviewer ask? during interviews. Ask those studants
Elicit areas of questions - who have participated in interviews
! ' e.g.: experience, preferences, 1f they can remember some quest1ons.
duties, interests, . Hand out copies of Appendix H, Have
. : training, etc. students read this list and go over
. : . . . any difficult vocabulary, .
gl;g:?e;gge-quest1ons Kegarding . Discuss eachrgyéZtion and elicit an
alternate form of each, e.qg.

_e.g.: Do you have exper1ence7

How much? What are your hobbies?

- ‘ " interests?

, : U .
. Use the information for the jobs lTeisudk activities?

described in Appehdix Bi and Bii to help What do you do in your spatre/free
the students role play this section of time?
:2922;2£V1ew. Work through one example . Put quest16hs.on strips or cards. Mix
) them and put in a basket. Have
Do you have experience? students work in pairs and choose two
Yes, 1 was a nurses aide in Malasia. or three question cards to ask each
How much experience do ydu have? $$herh dExchange cards when groups are
One year. nishe ] :
What did you do in that jop” . E1st%;s responses and difficu1t1es
1 changed beds, bathed /patients ogether, '
and kept records, . A contact assignment with an employ-
Ve . ment coundellor would be a good
. follow-up. Students can ask him
. Have the students work in pairs inter- what interview questions azi‘common.
viewing one another about experience

and duties. The applicant has a
card with a description of the duties
and must use that information to
descr1be former job.

14

» R .

. If any students in the class are
looking for a job, use their experiences
' in a job interview as a model. Have
each student describe duties of former
job as thoroughly as possible.

\)‘( . ) . . 1:’)1




SAMPLE LESSONS (Cont'd)
\q

|

o | ¢

o ' |

R -

DEVICES | ~ & LEVEL 1
LEVEL 1 3. Enab]ig§ Objective: Greet someone, introduce yourself and j
flash cards state your purpose. * ° .
with names and ’ ‘ ) .
- time Procedure: - ' , '
. Set up backgrourd for role play in which Carmella arriveJ-
and walks up to Feceptionist, clerk or caunter person. ol B
Greets person: Good morning. |
3 : ) Good afternoon. |
. Hello. |
Introduces self: My name is |
< or I'm
_ students work in pairs and practise entering, walking to
LEVEL 2 counter and making contact.
. tape recorder - Good afternoon. My name 1is N N
. Appendix.{ . Introduce statement of purpgse. .
e.g.: I have an ?ﬁgg;g?ﬂ&"t with Miss Fotini at
1 o'clock.
. Review time phrases) _, ¢ - . ’ n
. numbers ) ?‘c1ock, thirty, fifteen, half past,‘etc.
Review forms o€
address : Mrs., Mr., Miss, Ms,
. Give students eards with name and time.
e.g.: Miss Thom Dr. Pike -
? LEVEL 3 ’ 11:00 ‘ 2:15
. Appendix I . ’
. tape recorder . Students practjse in pairs. Be sure- to include whole pro-
. tape of gues- cedure (arrivipg, greeting, etc.). .-
tions an . . o
' responses )
o
S
% . -
P ’ ‘ . .IU».? . )
1




SAMPLE LESSONS (Cont'd)

LEVEL 2 ’

LEVEL 3

3. Enabling Objective:

Prepare ques-
tions that an applicant might ask
during an interview. .

Drocadure: R

. Using a picture, set the baékground of

the interview. Interviewer has de-
scribed the job; then asks Carmella if
she has any questions. e.g.

" Is there anything you want to ask?
‘Do you have any questions?

Carmella asks about training on the

. job. e.gqg.

" Do yoh train new employees?

Note: An appropriate negative response
might be, "Thank you. I did have some

«questions but you've answered them all

for me.".

Elicit other areas for questioning.

e.g.

number of employees, pe
temporary, overtime, shi
changes, work on holidays,
uniforms, tools, etc.

Ask students who have Jjobs if there
was any information they didn't get
at the bedinning but should have.

nent/

. Use Append1x C or ads from Tocal news<

paper and, in groups of three or four,
have students formulate some questions
for these jobs.

. Practise asking these quest1ons w1th

one another.

¢

3, Enabling ngect1ve Choose best
response to questions and state’
reasons for choice.

/

Procedure: ’ 1

Set interview scene. Carmella is
asked some difficult questions and
does not know how to reply. There

. may be several ways to answer. It is
important to give the best poss1b1e
answer.

. Give example - "What job are you
interested in?"

- Well, your ad said there was an
opening in the laundry.

I1'11 do anything.

What openings d¢ you have?

I'm applying f6r the x Jjob but
I'11 try others.

- I don't want to work in the _x .

. See exercise, Appendix I. Material
can be taped, (It would be ideal to
use a different voice for each response
in order to distinguish among them,]
Students 1isten and check.which
ansyer they think is best.

. With the whole group, discuss re-
sponses and reasons for choice.

. Look at the best answer for each one
and try to decide why they are most
suitable (polite, positive, etc.)

L

pooo 103
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SAMPLE LESSONS (Cont'd)

DEVICES \LEVEL 1 ~
LEVEL 1 ; 4, Enabling Objective: Conclude an interview and take leave.

. language master

. examples of
Teave taking
collected by
students,

| LEvEL 2

. tape recorder

. tape of inter-
viewer's ques-
tions on small

- cards.
(Appendix F)

LEVEL 3 .

. tape recorder

. tape of
Appendix J and
Appendix K

Procedure:

. Use employment counsellor or other. classroom yisitor to role
play formal closing of interview with the following exchange
between applicant (A) and interviewer (1):

I: Well, that seems to be all for now.

A: Thank you, Mrs. Ho . (Standing up)
I hope I can work for you.
Good bye.

I: We'll phone you.

. Students listen again. Use language master with one utter-
ance on each card. Analyze simply by showing that the
applicant thanks, expresses a hope, says good bye. Students
repeat and practise together. S -

. Use examples from other situations (see note§/;o:teacher -
p. 4) to illustrate difference between formal situation
(i.e. an interview) and parting from friends.

N~




SAMPLE

LESSON (Cont'd)

N

LEVEL 2 *

PR

LEVEL 3-*

4, Enabling Objective: Develob re-
sponses to employer's quest1ons.

Procedure: ,

. Use the visit of an employment coun-
sellor or personnel officer from a®
company to develop mock interview situ-
ations. Tape this exchange or tape an
interview using questions from

Appendix F.

. Have students listen again to tape and
interviewer's questions. These can be
written on the blackboard or students
can re-arrange into the correct order
index cards which have questions on
them. Exdmine interviewer's part.

How can interview be divided?

- Usually there are five main sec-
tions.

-

Greeting/opening
Questions about you
Description of the job

Your questions to interviewer
Closing ~

. Develop, as a group, the response to
one or two questions in order to
assist students with whole assignment.

. Using Appendix F but omitting Mrs. Ho's
description-of the job duties ("You
take orders customer"), have
students write their own responses to
.each” quest1on about a job they have
applied for or, about one that .is '
described in Appendix Bi, Bii or .C.

~

= * This lesson is suitable for Level 3

also,.

4 Enabling ObJect1ve'

"4

Discriminate
between statements that do or do not:
require a respense.

Procedure:

. If students are not aware of r1S1ng/
falling 1ntonat1on versus nﬂ§1ng g1ve
several easy examples.

What's his Maqe?
TE/;;;\EEEE-ﬂgpﬁgz? )
3ﬁﬁiETEEEBEH;'E?E'}SE’Q;Ff\iQK?
you s q_§§iqéo?

Did you work 1

But you're work_'ing\gow.
r—-\
gg,ngul .

But you're worki X
If students need extra practlce. put
several examples on language master
carQ§/ Have students practise both,
Can-they hear—»produce the differ-
ence? See Appendix J for a sample
from an interview. It can be taped to
illustrate its use.

. Point out that interrogatiye state—
ments are open-ended, inviting ampli-
‘fication or confirmat1on

. Play tape. Students Tisten one or
two times. -

-

. Students listen and do exercise from
Appendix K. Have them (v/) appro-
priate column, - When complete, have
students mark intonation pattern on
sentences on blackboard.

., Have students work in pairs and prac-
tise saying each of the sentences.
One student asks partner with a rising
intonation, Partner gives best re-
sponse, -

., There are no questiog marks indicated
in the exercise, 50 when you are
making the tape you can.decide which
ones to use as interrogatives.

* Also see Level 2 on this page.

f’-—

vJ
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LEVEL 1:
. The student can:

—
.

oy B W N
« s e e

EVALUATION

~
L
[

Describe expeéted behaviour re -

a job interview.

Greet someone.w
Introduce self.

State h1s/her purpose:

Identify wh1ch job{s) he is
applying for.

Thank someone and say good bye.

p——

4 -

-

Accuraiely’

and/or
Fluently

Intelligibly
but
Inaccurately

Inadeguately
‘-/l

1

1

-

v

LEVEL 2:

EVALUATION ' ’
The student can:

Make. suggest1ons about pre—
paring for an interview,

Predict some typica] interview
gquestions.

Answer questions about owggwork
experience.

Ask_questions about a JOb
situation.

Accurately
and/or
Fluently

Intelligibly
but
Inaccurately

ai

Inddequately

Cyry»
v J




+ .' . < * » ’ . l/
) LEVEL 3= EVALUATION ’
' : S e . gk TR .
\The studept cart; T - ,
Accu§ate1y Infelligiblx. \fﬁ!
- ' h and/or but qrddequately
. Flyéntly Inaccurately \
1. Describe expected behaviour re’
a job interview.
2. Answer typicaf 1ntegy1ew R ) ;
,quest1bns, p - ‘
3. Judge best response to a common ,
interview question and explain
choice. -
4. Recognize and respond appro- . -
- priately to an interrogative ©
*  statement. : .
X . i P II
1 ] . - ‘\[‘ "pA“ '
: : b 4
. ¢
\/,_‘
3 . - £~
LAl B ‘ )
I 4
=%
4 4 ‘
s A8
Z} q
' \
« =
. ";\\ -
. ‘ ‘ ’ ]
) R -
o ).~ N -t .
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A EXTENSION TO OTﬂER SITUATIONS -
Situation Story
A ’ o c - ,
’Cancglling an-interview. ( g Cam Tam has an appointment on Friday’

morning for a job interview. She
‘has decided that she cannat travel -
that far every day for the afternoon
shift. She must phone the inter-
. viewer, explain her situation and
= cancel the appointment.

. - - .
;s
' v - _\// .

Dealing with difficult questions. . Ingrid escaped from East Germany
’ . four years ago. During an interview
B o she was questioned about her politi-
~ cal beliefs. Asking for this kind
of- information during an interview is
: contrary to Human Rights legislation.
- _How spould she respond?

Following up an interview with a . Dimitri wants: to indicate his
telephone call. interest in Ehe job he applied for.
’ ; Duting the ifiterview, he said he

. would phqge later in the week. He
o - " calls back now and mentions his
' interest and availability.




APPENDIX A -

INTERVIEW -
Leve ’

Qarme]ia is going to a job interview. She dresses neatly and leaves

-

home early. She arrives a little early for “the interview. She knows the

T

’intervieﬁer's name. She is nervous but she smiles and looks at the interviewer,

S

At the end of the interview, she thanks the interviewer. and says good bye.
& } T ~ . .

POINTS TO REMEMBER

1. dress neatly .
2. léave homé early
3. arrive early
4. know the interviewer's name L.
5. smile at the interyiewer
6. Tlook at the 1nterv%ewer
7. thank'éhe interviewer

8. say good bye )
9}

Ir*

O - i ‘ . Yr ' ‘ v )
ERIC -1 - 518
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APPENDIX Bi
. (Levels 1 & 2)

' Cannery Worker

Places food on conveyor,
quality. Feeds food into

rts for
chine.

Q

Cleans machine.

Feeds contadners

chine,

Fills, counts, packs

2 T i 33 | -int

k!

containers in boxes. Labels boxes
and move them to shipping area.

Clerk-Typist

©Types 1etters:ﬂﬁi11s, reports and
other information., Reads,” sorts and

files records.

Addresses and fills

" envelopes.

Delivers mail in office. -

Answers telephone. Takes messages,
Runs .machines . e

N

Office Cleaner

vacuum

Cteans insydé of office, ha]lways; E
g rgstrogg;/%hd kitchen area. Uses
dus

ts and removes garbage.

k] .

_Bus_PePsgn, Diningroom Attendant

‘ ] - ’
-+ Sets table} fn-dipingroom with clean
cToths, siiver and place mats. Fills
_glasseg wAth water, refills coffee, -
' “may purchage cigarettes for cugtomer,
- cleaps ashyrays and removes dirty

dishes and takes to dishwashing area.
L] L 4 .

IToxt Provided by ERI oy

\‘l’f "‘ ) . o -
ERICs-18 . Y A :

Sews One part of garfent, counts and
stacks completed.pieces and gives

them to next sewer. Cleans and oils
machine, °- - ’

L - ) ‘ N



oo o APPENDIX .Bii
' (Levels 1 & 2)

i

. . Nurses! Aid *
N Makes beds and replaces room supplies.
Moves patients in and- out of bed/
‘ -

wheelchairs. Delivers equipment.
Feeds, washes and dresses patients.
Sometimes gives- back rubs and takes
temperatyres.

Electronic Assembler

Assembles electronic equipment such
as computers, telephones and stereo
equipment. Uses electronic test
equipment. Follows diagrams-and
blueprints. Tests completed units
and makes necessary adjustment,

we1dg(f::> A i ET

Joins two or more pieces bf metal,
Makes new parts. ,May work with gas
or arc equipment;

, Draftsgerson

Prepares drawings showing plans,
elevations, sections and details,
Makes calculations. May give
estimates of quantities. Uses a
variety of instruments.

-

-

144. : 5-17
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Aruitoxt provided by Eic:
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T4
AECREATIONAL VEPM LE
TECHNICIAN

Quaified person must be ex-
penenced i ihese

Electrical Genersiors
. Shest Mets!

i

A Condmioning
ingtaliation & febncation of
hches & RY  eccessones
Must provice own toois Send
o.M Of 8pEly i person to

U-Hau! 2534 Barnet
[~ W e ds

GENSET MECHANICS

Burmaby manutacturer lookang
Contact Enc at 291 904‘

+

Experienced DESK CLERK
required North Shore  Motel
Phone 588-7101

Wanted fuli time exp ciéanar
& pDresser exc wrkg corc
w/gd'ssiary 421.-485°

APPENDIX C

(Level 2)

gv

_ steady,
1S ADH 10 WOTK Unde! pressure
Disase

Produce Inspector

REQUIRED IMMED

hcations a~d experence
We are ioomng for 8 NBwre
capabie ndvidusl who

phore S be-
twoor 8 30 AM & 4 BM Ash for
Mr George Scott

45 DEAUTICANS or RANBERS
Apprentice required f0r
mo&m ssion pret wil be

given to roeontvy =
qm myv

cations § AM - eml&g

bl'
Hairhnes Heirstyhng

§§

HEAVY DUTY MECHANIC
won avad for ambr-
Truck MEChemc wish

d
o
=

PoCo area €xp packers re
quired 1wt wiscuit lactory Cail
MrHuson 947 9891




»  APPENDIX D .
(Level 2) »

. 4 N
{

Carmella was'really happ& about going to her interview. But right'
from the begigﬁ?;;ﬁeverything went wrong. She got up late and then her drgss
wasn't ironed. She hurried to the bus stop but caught the w;onngne. On the

© way, ghe.mét_alfriend and tﬁeyﬂﬁoth went‘tO‘the‘interview.‘_They arrived late.
Oh, ;o, she.had forgotten her drawings and she couldn't remember ghe inter-
viewer's name. Becaﬁse whe was nervous, she ta]kgq too much and fidget;ed with

her purse. When they asked her to take a test, she was very surprised. She

‘even forgot to ask the questions she had about the job. She left feeling very
unhappy. b ' o

Al




APPENDLX E-
(Level 2) .
\ _

-

Do you think Carmella will get the job? Why not?

List some reasons.

1.

W N

6.
7..v She didn't

- She didn't

She didn't_/
She didn't

She ditin't

She didn't

She didn't

. . or——

What advice cap you give her for her next interview? How should she prepare
herself? )

—, -

Use some of the words at the bBttom to help you make sentences.

e.g. prepare/questions

1.
2.
3.

IToxt Provided by ERI

She should prepare some questions to ask.

\
i v
remember/name anticipate/questions take/references
get/clothes sit/still get/directions
leave/early

‘5-20

go/atone prgpare/test

.

111




APPENDIX F

YOU AND THE INTERVIEWER
(Levels 2 &3)

L

-

~ Lot

‘Secretary: What can I do for you?
You:

Secretary: Which job are you applying for? -

You:

Secretary: Mrs. Ho will see you new. \\

You: )

yrs. Ho: Come in and have a seat. It's difficult to find work these days,
isn't it?

- N
You:

p-

N . %~ - v
Mrs: : Tell me about your work experience.
You: 7

Mrs. Ho: Have you ever worked with very 1ittle supervision?
You: ’ ,

Mrs. Ho:  You have a driver"s licence?

You: .

Mrs. Ho: We need someone who's a good worker, reliable and can deal with the
" public. 7

You:

Mrs. Ho: This job is part-time for now. 4 - 5 hours a day. The pay is $4.85
an hour. You take -orders over the phone, write them up, ,ﬂ'epare the
bills, package them and then deliver the orders to the customer. _
Think you can handle {t? ' .

" B J
Do you have any questions? ’

0.K., that's all, for now.

J

We'll be letting you know.




2.
3.

Al

Know what your skills are.

APPENDIX G

PREPARE YOURSELF FOR THE INTERVIEW
(Level 3) -

‘ *
Learn -about the firm, fits proddéts or its services before ‘Yyou app]y.'

Bring an extra copy of your resyme.ig

Give yqurself enough time so that you won't arrive at your appointment late
and breatpless. . e '

Cleanliness, neatness and good “grooming are important.

‘Greei the employer or interviewer cheenfuT]y.

s

Be polite and Eonfident.

. 'Look at the pérson to wﬁom you are speakiné.

If you are nervous, breathe deeply and speak deliberately.

Answer questions‘in a straightforward way. Avoiding a question is a danger

signal to the employer. g

-

.

Inquire about a specific job or jobs.

. _Outline your training, experience, ability and interests briefly.

8

Know what you can contribute to the firm;,QOn't talk about your need for work:

4

Leave the matter of wages, hours End benefits for discussion after the job hés
been offered to you. '

If you are asked, be ready to:provide references, take a physical examination
or vocational tests.

e
Leave ;)bmptly when the interview is over, with a good-natured courteous fare-

L 3
well.

];E{I(;i-zz ,

IToxt Provided by ERI

=




APPENDIX H

SOME QUESTIONS EMPLOYERS ASK
(Level 3)

7

-

1. Why do you think you woald like tdriark fqr our company? -
Have you had ahy’experience in this type of work?
What are your long-term career plans? e
What do you know about our company?

Why did you lgave your last job?

D 0N 2w N

What are your hobbies?

.7. Would you be prepared to work in another city?
8. Nbu]d'you takeafurthér'training jf it was required fog this position?

9. What do you‘qonsideﬁ your special abilities are? E h¢
1. Do ygu prefer working with others or-by.yqurée]f? )

11. Do you like routine work?

- . $ ]
» ’ B
. -~ B R

‘ - C - 5-23
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) " APPENDIX I
APPENDIX T
(Level 3)

* Listen to the following questions. Each question has sevefa1 answers. Listen,
to all of them and then check (v) thé one you think is the best.

P I 4

.1. Do you have any Canadian exper1ence7

-~

I've done volunteer work in my child's school and I have good-
references.

Why is Canadian experience so important?
No, I don't. ) .
How can I get Canatlian experience without a Jjob?

2. What salary do you expect?- -
I don't know. o J=
v . I have a lot of experience so I want a good wage. ’ .
You can pay merwhatéver you think is fair.
I don't want to work for minimum wage.
Similar jobs to this pay $5.75 an hour.

3. Why do you want this job? ‘ .
Because I need the money . - _ - .
Because I haven't worked in three months. : ’ -

Because its related to my field and thers are opportunities for
permanent work.

) / »
Because my friends work here. -

4. Why did you Teave your last job?
Everyone's getting laid off.
I didn't 11ke the people I worked with.

My boss thought:that there would. be more work after the winter but
there wasn't. -

- ® .
It's none of your business.

el

Why are you asking?

§¥, Would you say you get along well with other people?
Well, there are eleven people in my family.
Yes, I hate working by mysetf. ’ o

It depends who they are, -
Yes, I enjoy work1ng with others but I can also work well on my own.

-




APPENDIX J
(Leve] 3)

¥ape this short exchange from a dialogue:

oo .

3 - o , ‘J

~

Ihtgpwiéwer: Well Carﬁe]]é;‘l see that you worked for an engineering company

-
in Mexico?

4

-

’

: '\Carmella: "~ Yes, it was a civil engineering company and I worked for them for

three years.

[
4

2

" Interviewer: So you think you can do this work?

~

Carmella:~ Yes, I do. I worked on a large highway project which included

- drafting tunnels and bridges.
v -

[3

.
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- O APPENDIX K
- (Level 3). " .

“

e
« . 3

Listen to the following‘ientences;l Some of them go hb (ris%hg) at the end, some

- go down (failing). Check each one for up ‘o;“ dows.

¥ *

s

T | wisingl | rofTheg
P - - N e -
1. You've had a Tot of different jbbs._ ' ‘ -4
2. 1'see that you stUdigd computer repair in ' SR
Japan. - - i
c . ) . . ‘ . . ) . . N »
. - : - ’ . : -
3. _You'd prefer to work afternoon shigt. - ‘
T n : d
- ” /\\ ‘
~4. Your health seems good.
5. So you think you can d¢ this job. - S S
6. But you're working ndz.' )
@ a ‘ » ‘~ ., : / - "
7. 1 understand that you did architec ural\ . .
renderings, too. i
N . Y . "' N * N * .
8. Now, you have a drider's licence.
9. Your English is very good.
10. You've never worked in Canada. .
L
., - ' .15’); N
‘ ' . [,
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Ming just got a job in a hospital and today.' is hus first day on,the job. " . " .
. . @ is not at all sure about what will happen on his firstay so he is
- e NBrvous. . - . . -
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¢ . ' ¢
 OVERALL oaascrrys U

1. Xndw what to expect when starting a new job,
e . s .

+ FUNCTIONS:

, 1. Identifying: "Thére's the lunch room."
» 2. Clarifying: . - "I'm.sorry. How do you say ygur first name?"
3. Predicting: "I will have to fill in some fdwms," ° ’
CULTURAL NOTES ON THE TOPIC: : ! :

1. Whert you begin a job, it is often necessary to take the initiative and
' introduce yourself,
2. Firs},impressions are important in any job because they are hard to

change. . :
3. Part of‘makjng a gob& impression is showing an inférest in the company
y or institution rather than simp]y doing a job and col]éctihg the. pay
cheque. ’

. 4. One of the most common complaints from emp]oyers is that a new employee
will try to muddle through rather than ask when something is unclear.
~5.  Large cdmpanies usually provide new employees with Some sort of printed
ﬁ1nformat1on about regulations and benefzts but in smaller firms this
1s usua]]y done orally, .
6. Ih addition to the formal rules, there are usually some "unwﬁitten"
rules of conduct which a new employee. must be aware of in order to

be accepted by fellow employ®es, c

’ . : 1.';" .

~

w
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; 5
LANGUAGE COMPONENTS .
o
LEVEL 1: \
Function’ Objective Structure Vocabulary
Identifying . Introduce self or a This is hello, hi
third party. * I'm , *
. Point out and name Here's the —sign-insheet— ]
places or objects The js over time clock
on a work site. there. washroom
) . Tunchroom
- names of obJects
spec1f1c to a job.
Asking .. Ask somedne to re- What's yeur name? . coffee break
peat a name. sick {
. Find out about the Question words, ‘§%g$EV1S°r"
regulations in & when, what time, - finish
new job. - how long, what general vocabulary
any work situation
. Find out where Where is or specific voca- -
something is. bllary for a
particular job.
3
LEVEL 2:
Functjon . Objective Structure Vocabulary
Identifying . Introduce self or formulas of
. a third party. introductions
. .
1 .
Let me in¥roduce
you to , ‘
Clarifving . Ask for repetition What's your name pardon, sorry,
of someone's name. again.:ﬂp ~ repeat, catch
; I didn'Mcatch probationary
. Ask for an explana- your-namey, etc. period
tion of further de- / hourly rate
tails of written % statu{ory
regu]at10ns . .)‘ annual
“disciplinary
Predicting . Ant1/‘Eate what will futdre tense names of forms
1ikely“happen in a (will, going.to) . specific job
specific job situ- vocabulary
ation. . .
. Make a value judge- I think impression
ment of how others , comparatives

will react to .
specified behaviour.

e.g. friendligr,
more interested

123 .
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«  LANGUAGE COMPONENTS -

Expressing an

2. Ask for further ex-

planation of printed

specific job situa-
tion.

1. Decide on best solu-

*a

1

question words and
question forma-

I think that

1 expect that

passive ~ e.g.:
I will be intro-
ducled.

Should

Opinion . tion to a problem , If eonditionals

' ' and state reasons e.g.: ' )

. for choice. If she did that
‘N ’ she would

. : ﬁr' —
} . LEVEL 3: LY R . ) -
» Function ' Objective ' Structure Vocabulary
Identifying 1.  Introdquce self or a  This is- . hello, hi
e L “third ‘papty. ‘ I'm . -
Clarifying , - 1. Ask for rgpetitioh What's your name pardon, sorry,
) of .someone's name. . again. repeat, catch
’ I didn't catch probat1onary
your name, etc. period

vdcabulary from
employee handbook

information, tions .

¢« ‘Reporting 1. Use someone's an- past tense

SN swers to a.series of passive voice.
questions as the . ' .
basis for a coherent =

- , report. »
Predicting 1. Anticipate what will  future tense - likely
. likely happen in a I'm sure that . probably-

" NOTES 10 THE TEACHER

- 1. Some situations -dealing with prob]ems on a new job can'be found in tbe
fo110w1ng publications of: Employment and Immigrat1on Canada, .

a) PLACE: Guide Steps to Emplqyment Readiness ~ Part D; and
b) Moving Onl By Staying On, :

The language in them, however, will probabl;_have to be adapted to the 1eve1
of your students.

2. This Unit does .not include any forms because forms are dealt ‘with in detail in
Modules 4 and 10. It would, however, be appropriate to familiarize students
with TD] forms and app11cgt1ons for medical benef1ts

- .
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SAMPLE LESSONS FOR THREE LEVELS

-~

DEVICES

<

LEVEL 1

E]

LEVEL 1

-

‘| LEVEL 2 AND 3

. Taped Dialogue
(Appendix C

1.'Enab1ing Objective: Make and respond to introductions.

Procedure:

. Have students practise introducing each other-to a third
student. (This is less artificial if you are lucky enough
to have a new member of the class.) Have the third student
respond using the name of the person. If he didn't cat€h

_ the name, have him ask for.a repetition. e.g.
S]: _George, this is Van Thieu.
153: Hello, Van Thieu o A\
SZ: Hello, George.

or
S]: 'George, this is Van Thieu.

53: I'm sorry. What's your name? ,
52:' Van Thieu..
53: Hello, Van Thieu.

. Extend this by having one student g?eet another and introduce
himself. Have the second student respond appropriately.
e.qg. oo

S.:- Hello, I.'m Van Thieu.

1
. 52: Hi, Van Thieu. I'm George.
' N\
ST Y
-
\. N‘ .
¢
-t
<4 4 .
oo




‘ SAMPLE LESSONS FOR THREE LEVELS

v

LEVEL 2 - AND LEVEL 3

Make and respond to introductions.

1. Enabling Objective:

e T4

Procedure: _

. Play tape of Introdyction (Appendix C) and ask comprehension questions,
Focus student's attention on the introduction of Ming and Zya. Have students

“practise it. Discuss Wlternative ways of dealing with not understanding the
other person's name. e.g. .o
a) What's your name agafn?
b) I didn't get your last name.
d)$Sorry.
Have them also practise saying their own names clearly and responding appro-
priately to a request for clarification of the name.
. Have the students practise introducing each other in groups of threes.

Could you say your name again, please? - ‘ .

6-5
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SAMPLE LESSON (Cont'd)

. DEVICES

LEVEL 1

LEVEL 1

. ‘Story &f Ming .
. (Appendix A)

. language masten
or index cards
with story.

. index cards
with simpli-
fied rules

LEVEL 2

. Appendix D
A, B and C.

S

LEVEL 3
. Interview

Sheet
~ (Appendix GJ

2. Enabling Objective: Understand some procedﬁres for first
iasy on the job.

Procedure:

. Using the™tory of Ming's new job (Appendix A), introduce
vocabulary {fi11 out forms, supervisor, show around, rules,
meet). Tell the story of MIng to the class. Put each
sentence of the story on a separate language master card or
an index card and scramble them. “Havé the students-put-them -
into the correct order.

., Give students a copy of the story with the new vocabulary
and have them do_the fill-in-the-blanks exercise (bottom
part of Appendix A). y )

! * x k *k *

3. Enabling Objective: - Ask about the regulations on a new

-7

Job. . «
| ]

Procedure: ‘ ’
. Review the story of Ming's first day on the job.

. Try to elicit from the students the sort of rules the super-
visor told him about. e.g.:

hours of work, length and time of breaks, calling in
sick, smoking. ‘

put some simple rules on index cards and distribute them to
the students. e.g.:

a) You start work at 8:30.

You finish work at 4:30.

Coffee break is 10 minutes.

Lunch is at 12:00.

The lunch break is 1/2 hour,

If you are sick, call your supervisor,

b)
c)
. d)
e)
f)

_ Give students the subject of the rule and a question word or
phrase: » Have them make questions and, when the gquestion is. |
asked correctly, the person with the appropriate card can
read the rule. e€.g.:

What time/start work?

51: What time do I start 52: Lunch is at 2 o'clock.
work? .
How long coffee break?

Sy: Mow long is coffee So: Loffee break is 10
break? minutes.

. After practising, they can make a list of the rules,

-
<
~1




SAMPLE LESSONS (Cont'd)

\

( LEVEL 2

LEVEL 3

.

2. Enabling Qbjective:; Understand and
try to predict the procedures for a
first day on the job.

Procedure:

. Have the students read the stories of
-Gus and Ming (Appendix D). Discuss
any new vocabyTary and have them com-
pare the two people's experiences.

. If any of the students have a job,
have them relate their own experience
of starting a job. Particularly
emphasize the following points:

Was it a large institution or a
small company?

How did the employee learn the -
rules and duties of the job?

What exactly was the new employee
shown?

. Have the students talk about what sort
of job they would like to get and in
what setting. Have them predict what
they will need to be shown or told on
the first day. Then have them com-
plete the story (Appendix D) about
beginning a job.

2. Enabling Objectivei Understand, -
report and try to anticipate pro-
cedures when starting a new job.

v

Procedure: .

. If one student in the class has a jop
or has had a job recently, the stu-

dents can interview him/her about
first day procedures, If a number of
the students are working, divide the
class into small groups for the
interview. Use Interview Sheet
(Appendix G). Each group then re-
ports back to the class and they com-
. pare the different experiences of the
people they interviewed. Have them .
note the difference between a large
institution and a small company and
the different kinds of things people
are shown depending on the type of
job. (If no one in the class has a
job, have them interview someone
~outside of class and report back.)

. On the basis of this information,
have each of the students predict
what will happen in his/her parti-
cular occupation when s/he starts a
new job. (This can be an oral pre-
sentation or a written composition.)

Note: Some of the questions on the
interview sheet are in the passive.

e.g.
What were you shown?
You should therefore introduce this

structure and have the students work
.with it throughout the exercise.




' SAMPLE LESSONS (Cont'd)

»

DEVICES ‘ LEVEL 1

LEVEL 1 4, Enabling Objectiye: Identify some common features of a .
work place.

. pictures from
a local work 3
environment or ‘. ,

Appendix B Procedure: -

. Using pictures (Appendix B) or other pictures appro-
priate to your students' work enviropment, haye the stu-

~dents—identify the objects and then Complete the sentences

with the appropriate word.

: . Have the students role play, showing-someone around (use
the classroom or any other available area). Use the
exprssions:

Here's the . and
\ The is over theve.

LEVEL 2 with appropriate gestures.

. Exerzise on
Emplovee Hand-
books .
(Appendix E) - ,

. (Appendix D)

LEVEL =

. employee hand-
books from one
or more local .

. emplnyers. . .,

e _
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SAMPLE LESSONS (Cont'd)

-

LEVEL 2

LEVEL 3 |

-
:
—
|

3 Enabling Objective:

. D%scuss with the class regulétions,

. Review how Ming and Gus found out about]

. Explain the function of empl

. If any of the students have printed

Understand and
ask about the regulatioms and bene-
fits in a new job.

Te

Procedure: ¢
rules, duties and benefits.

the rules and duties of their new.job
(Appendix D).

oyee hand«
books to them. Use the exercise on
asking about duties, regulations and
bengfits (Appendix E),

sheets or booklets from their jobs,
have them bring them in and talk about
the information they contain.

/

3. Enab]1ﬁg;9bjective: Read and under-
stand the regulations found in an
employee's handbook.

Procedure:

. Obtain copies of employee's handbooks
from some local employers. Explain
what they are and the varw kinds
of information thg;,conta1n.

. Have the students read the sections
that would be most common to a
variety of jobs. (i.e. reporting off
sick, probationary period, types of -
leave, safety regulations, benefits)

. Encourage them to ask about anyth1ng
they do not understand.

16 '6-9



= “ ‘
SAMPLE LESSONS (Cont'd)
DEVICES LEVEL 4
LEVEL 1 5. Enabling Objective: Ask someone/show someone where some- .

¥

. taped dialogue

LEVEL 2
.. Appendix F

| LEVEL 3

. Appendix G

. Problem ~
Solving
JAppendix H)

thing is,
{
Procedure:

: Play a tape of the folTowing short dialogue-betweeﬁ two
workers. _ - '

Ming: Hey Zya, where are the trays? . .
Zya: Over there. Under the counter.
Ming: Where?

lya: *‘H show you.

. Have the students practise the dialogue in patrs and then
have them ask about objects in the classroom. Make sure ’
they get some practice using prepositions of place (beside,
under, in, on,"etc.).




# .

SAMPLE LESSONS (Cont'd)

[l

LEVEL 2

LEVEL 3

4. Enabling Objective: Understand and
discuss what 1s involved in making a
good impression.

Procedure: ’

. Discuss the importance of first
impressipn with the class and try to
elicit what th#Ags create a good
impression on:

a) the boss, B
b) other workers, and =~ 7 7 »
c) customers

. Use the exercise on Making an
Impression (Appendix F) to bring out
the importance of introducing your-

self to gthers, being sure you under-
stand whdt is expected and taking an

interest in the company.

. Have“the students work in small groups
to discuss the stories and reach a
consensus about why one person made a
better impression than the “other.

4, Enabling Objgcéiée: Understand some
of the probl hat might arise in
a new job and chppse an appropriate

solution to the problem.
Procedure: .

. Discuss the problems that people have
had when they start a new job (refer
back to Interview Sheet, Appendix
GJ. .

. Have the students, in.small groups,
discuss the prob]emszéggghé"exé?ET§é
(Appendix H). Each gpoup must
reach a consensus about the best way

to deal with the problem.

-

., Create other problem sttuations based
on your students' experjences, oOr-use
the situations in Moving On! By
Staying On available from Employment
and Immigration Canada.

~
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CLEVEL 1:  EVALUATION \ - L
‘The student can: - : ' - )

‘ Accurately Intg11{gib1y e
PG and/or but Inadequately
. Fluently Inaccurately | - .

1. Make and respond to intro- .
ductions. 7 p : T~ R -

Ask about regulations on the job.
Ask where something is.

—
i ™ ~ )
1
) - - - \
LEVEL 2: EVALUATION
The student can:
Accurately Intelligibly |
and/or but ‘Inadequately
Fluently Inaccurately _, : .
f. Make and respond to intro- -
ductions.
2. Identify what s/he will need to
know before beginning a new job. ~ _
3. Make a value judgement about : ?

acceptable behaviour on the job.




¢
LEVEL 3: EVALUATION !
* The student can: - | , ‘
. ol > Lo . .
Accurately Intelligibly - '
- and/or but .Inadequately #
Fluently’ Inaccurately
1. Make and reﬁpond to intro-
,"_ductions, , -
2. Identify what s/he will need.to J
" know .before beginning a new job. ]
3. 'Make a valué judgement about how
to resolve a problem that arises
on the job. ) =
,f
. With Sorfie c
Easily Difficulty Not at All
4. Read -and understand an employee's )
handbook.
¢ v

i .
LR J >
.
f
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) . EXTENSION “TO OTHER SITUATIONS
¢ .-

s - Situa;wn ( “" SV , Story °°
Afovmg to a new JOb within the company. , Jen Ling took advantage, of a trammg
. - / course: within the company and has
- . ' . received ' promotion as a result of
R 4 that. She starts in her new position
-7 _ today.
. . . . i
- - o ) S - », &

Training a new co-worker, A new employee has just joTned the
coe 2 . group -agl the boss has asked David
.ok o » to help train him. David will be
- ; cspacted to work with the new
- ‘ employee for a week m order to show
him the ropes.

»7
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. APPENDIX'A '
STORY OF MING
Q(Leve1‘73

b - ‘

Ming started a new ‘job this morning. First he filled out some forms.

,_pext.his'supervisor, Mrs. Martin, told him the compahy rules. Then, she showéd

him around. He met other workers. Finally, he started working.

v
4 —
B -~ - L
a
_.Ming started a new job this morning. First he some
Next, his supervisor, Mrs. Martin, told him the company Then she
him He other workers. Finally, he started working.
filled out ) . forms
showed ' rules .
met . around
Oo ~ . ‘.
\ ‘ . )
, ~
. K
b 3 L.
. o
- [} |
o . 8 'Y A
- - 4 8
: \
] <
- &R A) .
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. APPEN?IX B ", ’ , .
R ' + (Cev ¢

These are some of the things #Mrs. Martin showed him.

s | ‘
» - L 3
) HQ P 1. He eats lunch in the
v - N — )
X . oS
| I 1
3 i ™ " .
- g% pr 2, He wears a ’
| ' - ’ ” at work,
? L 4
3, There isone __~  for
men and 6ne for
- . women. :
E ———————
sRULESS - , .
LYou must wear 4. He puts his clothes in’
. a uniform .
. ) is .
. 2 Nosmoking | —_— _ >
on. duty- ‘
= . ’ 4 ,
‘ ’ /1
5. "The, shows. when .
: . PR )
he starts work, '
. [ 4 e 3 .
Yo
- .
’ told
‘ 3 “’ (3
6, Mrs. Mart1? gave him ,
) g some of the PR
AEIRIE ) \\ LT ~ . .
ET (111 1A
n.lu.u\(\lm \\ ’
;o A.
J .
Y 1 [ _‘ A
. AV “
B ¢ . l .
. * ~

-
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APPENDIX C -

» ~ INTRODUCTIONS -
\ (LeveTls 2 and 3)

Conversation: Ming
Supervisor
Zya

nnn
N w» X

¢ <.

M: Good morning Mrs. Martin.

t day on the job?

4

S7 0Oh, good morning Miqg. A1l set for y
M: Yes, I am.? A
S: Good! Let me introdﬁce you to Zya. He'll be working with you and can help
you'out if.there's any problem.
‘ Zyé,.this is Ming. Hé']] be working with you this morﬁinéi

Z: “Hi. ; |

M: Hello. Sorry,\I‘didn‘t catch your name.

Z: Iya. I1-Y-A.

M: Hi Zya. >




APPENDIX D
(Level 2)

- A -

This morning, Ming started working at the General Hospital on the
kitchen staff. When he arrived at the hospital, he went to the personnel
department. He had to fill out a 7D 1 form, and forms for medical insurance
and union membership. The personnel manager § ve hig an_Employee Handbook and
}01d him to read it carefully. : .

Then, the personnel manager took him to the kitchen and introduced him
to his supervisor, Mrs. Martin. -Mrs. Martin showed him around the department.
She showed him the time clock, his locker and the lunch room. She gave him a
tour of the kitchen. She showed him everything he needed for his job. She told

him what she wanted him to do.
. . . ' W ~ .
Finally, she introduced him to one other worker- Then, she said,
"If you have® any questions, please come and ask me.". P - .
S ..

ar - L4

This afternoon Gus started working at Manor House Restaurant as-a bus
boy. When he arrived at the restaurant, he went to the manager's office. Thew
. Manager, Mr. Aceman, gave him some forms—£6r income tax and medical insurance.

. He said, "Fill these out and bring them back tomorrow.".

Then, Mr. Aceman showed him around. He showed Gus the dindng roomy
the kitchen, the bar and the staff lunch room. He explained the rules and told
him everything he had to do. - .

<§:;;;::xfiﬁh11y, Mr. Aceman introduced Gus‘}o the other. bus boy'and the
wait i . ‘

]

4 —_— [

-C -

STARTING A NEW JOB
. , 4

Imagine you are going to start a new job tomorrow. Try towguess what
wi1 happen to you on the first day. Finish the story about yourself. -

L

. Tomorrow, I'm going to start working at as a .
[ feel — . _
‘ 4hen 1 get there, 1 will go to the office. I will have to fill
out . Then, will probahly- show me around. )
will show me the . and __
I hope - will intrdduce me to i
Y
0y
A v

L




APPENDIX E

EMPLOYEE INFORMATION
(Level 2) .

Here is some of the information Ming found in his Emp¥oyee Handbook.

Read it carefully, Then ask questions about each section.

1.

.watéh your work and make two reports about you,

-

Every employee has a probationary period. During this time, your hourly
rate is a little less than the regular rate, Your department head wil].

,
°

(a) Ask about the LengXh of the pnobattonany anLOd
How Long

(b) Ask‘about the howlly rate. .
- What \\&7 ?

If there is a vacanCy in the company, there will be a notice on~the bulletin

".board Please tell the personnel department if you want to apply.

(a) Ask about the bulletin boand ‘
Where ?

All permaﬁent emp]oyees get an annual vacation in addition to eleven
statutory ho] idays. .
{a) AskR about the meaning of "Statutcng Holidays" .
What [ -

(b) Ask ‘about the annual vacatioh. . /
How many days -~

?

If you are late or unablg to come to work, tell your supervisor right
away.

(a) Ask about the .telephone number. -
What

+{b). Ask about needing a doctor's centificate L6 goa ane s4ick.
Do I have to ?

. Except in an emergency, you may not receive persona1 telephone ca11s at
work.

(a) Ask about making a teﬂephone call dun&ng gdun break
Can 1 .

The fo110w1ng are grounds for discip11nary action:

- Drinking, gambling or fighting on company property
- Abuse. of Sick Leave.
- SmokTng in prohibited areas.

(a) Ask about the meaning of "ULACAPZAnang Action”.
What

(b) Ask about-the meaning of "Abuse of Siek Leave"
Whai .




APPENDIX F

MAKING A GOOD IMPRESSION
(Level 2)

Here are some stories about workers who have just started new jabs.

In each pair, choose the one you‘think has made a good first impression.
o
) ] -
. } _

1. a) Maria has had her job for a-week and knows a few of the people she has
to work with. Whenever she is wdrking with someone she doesn't already
know, she introduces fterself right away.

e . L4
Helen has been working for a week and’ knows a few of the people she has
_ to work with. ‘Whenever she is working with someone she hash't met-
before, she waits until the other person speaks to her first and only
gives her name if someone asks her. : .

When Mohinder started working, 2ﬁ§fgoss explained the job to him.
Then, he said. "Is that clear? Do you have any guestions?", Mohinder
wanted to make a good impression so he said, "Yes, I understand,".
Then he started working. When he wasn't sure, he watched the other
workers,

When Rajan started working, the boss explained the job to him, Then,
he said, "0.K.? Any problems about that?". Rajan thought he under-
‘stood but he wanted to make sure, He repeated everything the boss
had just told him, .

George quickly learned his job and now he does it.very well, He knows
exactly what to do and he does only that, He doesn't pay attention to
the kinds of jobs other workers are doing. He knows his own super-
visor's name and he hasn't- tried to find out about, anyone else in the
company. ) : y - .

4

John quickly learned his job and he does it very well. He likes to
know about other jobs in the compapy too, so he asks questions when he
talks to other people. Hé knows the name of his own supervisor and

also the names of some of the other people in authority.
] -

¢ ’\ . ‘ .




APPENDIX G

INTERVIEW SHEET
(Level 3)

Ask the following questions to find out what happens the first day on

Name of Company:

. Is it a large or a small company?

]
Kind of Job:

Who did you report to on the first day?

Were you introduced to anyone? Lt\izs‘NhO?
wefe you shown anything? If so, what?

Were you given anything to read? If so, what?
Did you have to fill aut any forms?

How did you find out about your duties?

(
Did you have any problems on the first day of the job? If so, what were

they? = °° .

*




APPENDIX H
PROBLEM SOLVING ~ _ .
(Level 3) .
‘ ) )

You_are introduced te someone and he is not sure of the pronunciation of
your name. When he asks you to repeat it, what should you do?

a) Think up an English name thét will.be easier for him to say.
“ ) .
b) Repeat your name as clearly as you can.
c) Tell him he can say it any way he likes. ‘It doesn't matter to you.

d) Spell it for him.

Ming started a new job this morning but ‘no one told him what time he could
take a break. What should he do?

a) Keep working until someone tgi1s him to take a break.

\ B o
b) Work until he sees someone else go for a break and then go too.
¢) Finish everything he was told to do and then take a break.

d) Ask one of his co-workens about the usual procedure for taking breaks.

Helen's boss is explaining the way they do things in her new job. In her
last job, Helen did almost the same kind of work but the system in that
company was different and Helen thinks it was better. What should she do?
a) Tell tﬁe new boss right away about the other system.

b) Forgef about the other system and do the job the way this boss wants.

c) Try the system in the new company for a while and then suggest changes
to the boss. . - .

o e N ol |
¢) Say nothing to the new boss but use the other, better system when she
js doing her work. - — L |
o ‘
e e e e e ' '
T i ~-~-t‘-l-~t e " o < \ 1
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OVERALL OBJECTIVE:

-

1. Be able to follow and give instructions. ‘ ‘
FUNCTIONS:

1. Clarifying: — “Do I have to turn off thg alarm, first?"

2. Confirming: - "You've got the (right) fdea."

-~

CULTURAL NOTES.:
1. It is expected that tasksﬂﬁﬁch include a series of activities will bé
carried out sequentially.
2. Providing information on the dera]] process or ptan, in addition to
specific information on*one task or aspect, may facilitate understanding.
3. If the instructions are not clear or you are confused, it is betfer to
ask for repetition or clarification than to try and muddle through,

4
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NGUAGE COMPONENTS

Structures
1. Imperatives - verb + nounaknegative)
(Don't) mix these two solutions.

2.. Sequence adverbs .
first, then, next, after that

3. Demonstrative pronouns
this/that these/those

\

hazardous product codes
corrosive, flammable,
poisonous, combustible

laundry care codes
dry cleaning, washer,
dryer, detergenty spin,
wring, drip dry, hand
wash

traffic symbols

NOTES TO THE INSTRUCTOR

_ Some resource books which are useful are:

Reading and Following Instructions, Winifred
PubTishers, Hayward, California, 1978.

Consumer Canada, Laundry Care Charts.

These are good for further practice or enrichmentl
ities
leader, drawing a picture from

transiated into a variety of games and activ
card games, secret destinations, follow the
oral instructions, treasure/scavenger hunts).

order -to confirm correct comprehension.

\ -
Ho Roderman,\danus

This material can be
(board games, maze games,

 Have the students develop the habit of repeating all new instructions in

-

bl
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SUGGESTED TOPICS AND ACTIVITIé%
-
1. Sidns and Symbols
‘Tg?s is part1cu1ar1y beneficial for lower level students w1th Timited

literacy skills. < However, it can be adapted to all levels. They can
be considered one sentence instructions.

. Hazardous-Product Symbols

- examine a variety of contaipers - guess meanings, learn vocabulary
and-related warnings. (e.g. This is flammable; Don't in¢inerate;
Keep away from flames.)

What is it?

Where can it be used?
Where is it safe?
Where is it dangerous?

Have students bring in examples.

. Laundry Care Symbols
- examine labels on a variety of clothing types (i.e. different

faprics and materials). Relate colour and symbol codes.
[ 4 .

. Public InformationySigns
- show an example and elicit what it means.
Where do you find these signs )

>
Have students give examples of others (e.g. stairs, washrooms,’

.exit, information centre) ’

. Road and Traffic Signs
- use Motor Vehicle Drivers' Instruction
Manual. Match symbol with written” form.

No Parking . ‘
Don't Park Here/There

Include awareness of shape

2. Oral Instructions

. Give directions for speeific locations within the schoo] building
(e. g. wasthoms, office, library, nurse) / . '

—a-'"
e
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Teach directional words (e.g. left, r1ght, straight ahead, forward
continue) and related prepositions (e.g. .across form, besade)

See Modu]é 3, GETTING THERE for further practice.

Concoct some food in the class. Epr'beginners, try something simple

(e g. popcorn, pancakes, lemonade, fruit salad). Students work in small
groups with one or two students in each group providing directions. ’
Recipes can be written out together. Note the language of recipes -
structures can be very §1mnle (e.g. wash the apples, cut in small pieces)

or more coﬁg?ex - e.g.: '

When you have heated the oil, you ....
After heating the oil, you ..

in? -
Once the 0il is hot, you ....

. Have students‘give instructioné for using a machine (e.g. language master,

lawn mower, tape recorder, blender). Include warnings:
Keep your feet away from the machine. ‘

Always wear shoes. <
Teach sequence words - first, next, after thate

[

Mime actions for a series of situations:

Starting.a car
Making a cup of coffee

§ - -
One student can -perform while others. have to guess. the action. It helps

if preSenter, indicates at the beginnﬁng how many steps are in the aékies.

. Instruct students on how to “deal with an emergency (e.g. phone for
ambulance, police, firemen). ngigw up by reading- instructions ‘from phone
book . Teletra1ners are an excellent A. V. aid for telephone work. ' ;

N

. Ask students i what other situation$ they have to g1ve 1nstruct1ons
e : .. ; Y i

out11n1ng to babysitter routjnes and duties for an evening; '
. giving directions to children for preparation of -a meal, .
tidying the1r room, cutting the grass, etc

<

Y

Studénts often get ‘confused” by 1nstruct@ons that have a ser1es of po1nts
Practice and preparat1on for‘more comp11cated tasks=can be’ accomp115hed .
by recording a series of 1nstruct1ons on cassette tapes which rEquire .

some" amn%ﬁw%&hw%mtasks e,g-,_ e e e e i e e

find the name of "X"- company 1n the phone book and write
it on anvenvelppe3 ' o

8 4 -~
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e - - _. '
. find five blue books in the cupboard and bring them to the
table.” ' * ;

Tape the instructions at a normal rate of speaking. When the first
series can be accompl tshed fairly easily, increase thg complexity and’
the number of points within each task. . i

IS . . -

.o Delivering messages is another producti@e exercise. Have students relay
inforpation to the office or another instructor.

3. MWritten Instructjons

. Use labels from strong cleaners. Find words'that indicate warnings or
cautions. Match meanings with new vocabulary. Rewrite warnings in
students own words. e.g.:

* DO NOt INGEST - Do not swallow or eat. : -
Fill in the blanks: - )
It L:_;______means inside the body (internal).
Provide every other line of; instruction. Students write in missing LI
-ones. ° ’ .

N

. Examine directions from prescriptioﬁchugs. “Students give oral

. directions to one another. Include clarifying questions. e.g.:
Can I take it with coffee? ’ \ .
Is it 0.K. to drive?, ) ) . ) y

. Follow directions to make some food from a package_(e.@, jello, pizza °

dough, pancakes, etc. ). :

. Reéq directioﬁg‘for a nel appliance or machine.

, Show students drawing of pay phene [Appendix A). Work through
instructions. - Ask them tq_pring.in written examples of other

3

@

Py
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. $ ' -
* | EMERGENCY' NUMBER J ' ' C OINST 5.
Can - cp T ro
. - J » o‘ } * ’ (’ 2‘5'
8th Avenue & Fir Street : . o
872-916} t g
< ( ) ‘ -
L2 R N
- ABC D GHI * :i,
. 1 "2 3 -
~ 7z . ) .
.r ‘:,\ . . / \JKL M ’ PQR -
. ’ . . ¢ 4 5 -6
DR STU .V v ® o
. .7 .8, 9 .
s o \
1 ‘ - A4 - 5
v - 'a > ' . . P
_ LOCAL CALLS -~ . " DEPOSIT 25¢- MAKE CALL
e ' ~ ) ’ s " .

LONG DISTANCE

\‘ ERVICE CALLS

STATION T0 STATION

-

PERSON TO PERSON
(D1a1 0 *.area code + number)

. (Dial 1122+ apea code + number) -
k

ANY NUMBER (Dial 112 + area, code + numb;r)

D;REETORY ASSISTANCE (D1a1 113)

" REPAIR SERVICE - ¢ (Djal 114)
y e

(dig1 0)

'OPERATOR ASSISTANCE

r3

R .
- s rvd
\

; . — - .
«“ -THIS PHONE DOES NOT MAKE GHANGE .
. ..

"~
G S I ' B ,
- FOR

COINS,
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UNDERSTANDING
LABOUR LAWS -

Consuela has just changed jobs. When she left her former job, she
expected to get her yacation pay on her last cheqye but she did not

recenve it . ‘

v - ~ ,
. . 1‘1) -

.

¢
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OVERALL OBJECTIVE:

1. Be aware of'workers rights undeb the EmpToyment Standards Act.
'Q(.
2.

<

Have the language tools to assert thewr r1ghts \

. . . & B ' - : R
FUNCTIONS: - ‘ T

T. Reporting: -, "I dide't get any vacation pay on my cheque."

&

2. Réquesting{ ‘ "Will you please send.me the vacation pay you
. T v . owe me. .

CULTURAL NOTES:., - 4 ~ | Y

‘]." Th& Emp1oymenk£taadards Act has been revised recently. Brochures

summar1z1ng the legislation are ava1]ab]e from the Ministry of Labour
' and are ava11ab1e in translation in Chinese, Punjabi, Italian and French.
- 2. - Werkers- shouldxtry-te sort out- a—broblem~w}th—an emaloye¥‘$4¢%t -and then,
=if they get no satisfaction, complain to the M1n1stry of Labour.
workers can fjle a complaint under the Emp]oyment Standards Act up- “to
six months after an incident. . e
When you, cnmp]a1n to the Ministry of Labour, you can ask’that your name
fot be disclosed to theaemplog®dF.  \ « "
A worker or: an.emp]oyerﬁmay appeal a dectsion made about a comp]aint
It is agaihé% the law to %eﬂminate,‘disc Tine 'pena]1ze or 1nt3m1date
an empﬁoyee because he has comp]ained'pr n information to the
Emp]oymen§ ‘Standardy Boardﬁor‘the Ministry of Labour.
. , ) ?

4
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LANGUAGE COMPONENTS

§
N ' * [}
- | LEVEL 1: . ) ]
Functioh . ‘Bbjective ) Structure Vocabulary
Reporting 1, Report to- emplayer/ I didn't get the minimum wage ’
Employment Standards °~ minimum wage on my vacation pay
- that he did not get cheque. cheque
‘ money to which he ‘ .’ ’
is entitled.
Requesting 1. Ask employer to®send - Will you please
. . money to which she . send me my va- % *
. " is entitled. cation pay?
< ‘ . ) $
‘ .
)
a Q\\ - v
1 ) ’
' B . > ‘
a ' I T
LEVEL 2! ’
Function Objective Structure ,r\\!oéabu]arzf
. | Reporting 1. Report to employer/ - 1 didn't get any , minimim wage - ?
T Employment Standards vacation pay on my overtime
e’ - that he did not get cheque. vacation pay
) money to which he | ' separate -cheque
is entitled. . delay —
: -8 earnings
P : ' be entitled to
Reaﬁbsting 1. Will you please gposs pay
. ‘ send fMe the money receive .
4 you owe m¢ for my = by the end of the
\ vacation pay? month
: 2. Ask Employment” Please tell me
. Stafards repre- what to dg.
sentative for ad-
vice. 3 e
N » - )
SN 4 ,
* o »
. ". , - '
’ Q’ ‘ ‘ 'p -
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LANGUAGE COMPONENTS
LEVEL 3: o .
Function . = . Objective Structure Vocabulary
Reporting 1. Report gd employer/ I didn't get any va- minimum wage
: ‘:géfﬁ%¥eﬁmenp Standards cation pay on my . vacation pay
.-~ that he did not get cheque. overtime
money.to which he . statutory
. is entitled. holiddys
‘ o leave of absence
farm labour-con- |-
R tractor .
. uniform *
Requesting 1. Ask employer to send “Would you please according to 'my
i money to which he send me the va- caleulations
, is entitled. ' cation pay to which (I) expect to
' _ I am entitled? (receive)
. Can you please ad- f;;:iﬁsiompla1nt =
‘vise7me how to pro- former employer
- . ceed” ;
. . terminate
. X S contact
w . L ¢ forward
A f
[ Y ‘ ’
_ " NOTES TO THE TEACHER o
1. Be sure to famitiarize yourself with the Employment Standards Act before
séafting this Module. g . ’
. - ) ‘ N .
2. Some students may-be very reluctant to complain about an employer to qu}oyment
v Standards, but they should be aware of their rights. . '
. 3 o Make sure the translated brochures are given to stidents who can use them.
‘ Extend the lesson by developing activities around filling outsthe Information
and Complaint form for the Ministry of Labour. See Module 105,REPORTING AN
IIIJURY, for some suggested agtivities. Obtain a copy of the complaint form
1 from‘ths Minisiry of Labour. . .. i -
. > AR o . ‘
\ . L . " - =~ -
- * . . a
i o A e > '




Consuela work-

ing in a fabric
store.

. picture of

Consuela work-

ing as a cash-

jer in a super-
market.

. transparency or

copies of
Consuela's last
cheqqe -
(Appendﬁx A) (f
+ .« {overy
LEVEL 2 '
. picture of

Consuela work-
tng a fabric
store. .

J picture of
Consuela work-
ipg in a’ super-
market.

. copies of Read-

ing, Consuela's
Problem,

(Appendix B)

. Copies, of Bm-
ployment Stand-

ards Problems

(Appendix C)

. copies of/bro-

chure DZ; New

Emplo t «

. Standa %2.

LEVEL 3

. Employment
-Staridards
Questionnaire
(Ap?endix D)
. Employment
“Standards -
Problem '
(Appendix E)

L4

L W
- ) - T -
. ™ SAMPLE LESSONS FOR THREE LEVELS® " ’
a - ~
DEVICES ) LEVEL 1
‘|LEVEL 1 1. Enabling Objective: Understand Employment Standards Act
. picture of about vacation pay.

. Show students the pictgzg,of Consuela working in a super-

. Show students the picture of Consuela working in a fabric

14

“'What did she do?" »
2 N\!She was a salesclerk." -
. Put transparency of Consuela‘'s last chaque (Appeﬁdix B) on
the overhead projector. If no overhead is available,
distribute ind#vidual copies.
- Tel1 students: -"This is Consuela's last cheque from
) the fabric store." .
*Ask students:  “How much did.she get paid?" - L

.. Explain the concept of vacation pay to the students.

- . ’ ’ ..,
b) Distribute tyamslated copies of the brochure on the

- 4

Procedure= -

market.

. Tell students: "This is Consuela. She has a new job."

Ask students: “Where does she work?"
- “In a supermarket." |

' . . "What does she do?" .
“She's a cashier." -

~

store. . *

Ask students;

[

"Where did Consuela work before?"
“In a fabric store." .o .

Point out to students by circling the empty cgtégory

cheque "and . V.
tell studentss "Consuela did not get any vacation pay."

on the

’

.a) A worker gets two weeks vacation,every year: Shgfgets
paid for those two weeks. : .9

. Employnient Standards Act which are avai]ab]g from the
Minjstry of Labour. Students could find the Section
on Vacation Pay and read it in-thelr ewn language.

' ’ bonfd....,

"
[

e
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SAMPLE LESSONS FOR THREE LEVELS N

LEVEL 2

LEVEL 3

-

.1. Enabling Objective:

Identify vio-
Tation of Employment Standards Act,

Procedure: .

. Introduce Consuela using a picture of
her working in fabric store. Have

students discuss what kind of job she -

had and what 3’e 'woqu‘do on -the, job.

. Tell students €hat Consuela gquit this
job and she now has a new job as a

‘cashier in a supermarket. Have stu-

._dents discuss her new job and suggest
some reasons why Consuela might have
quit. )

’

. Have students read "Consuela' é Problem"

(Appendix B) and discuss meaning of
vocabu]ary .

-

. Have students complete the
hension questions on th

) d and discuss the Emp]oymenp
Standards Problems (Appendix C) and
identify the violation.. .

. F'd ) , 4 )
a) The minimum wage is $3.65 (]38 years
of age and over).

b} Workers who work more than 8 hours
a-day are entit]ed to‘overtime
.(Have studenis find the information in
the Employment. Standards brochure off

Minimum Wages and on Vacations.

. Distribute translated copies of fhe
brochures to students of Italian,
Punjabi, French or Chinese origin.

L

. Enabling Objective:

‘Identify vio-
Tation of Employment Standards
legislation.

Procedure: b

. Introduce toc by telling studen;cs

that they are'going to discuss the

Tabour laws of B.C.
1

. Distribute copies of Questionnairea

(Appendix D) to the students and have
them circulate around the room asking
each other questions until they find
someorie who can answer,

s - ~

.

. Have-students report the answers,

clarifying vogabu]ary and concepts -
as you go.

e.g. leave of absence, ~
Tabour contractor

. Have students check the relevant »

section of the Employment Standards
brochure for clarification of these
or any further questions.

. Have students, in pairs, discuss all

or some $f the Employment Sfandards
Problems (Appendix £). Have them
identify: )
. . .

a) if a law is being broken and ex-

plain why or why not.

L .t

b) the page number of the Employment

Standards brochure where they

can find information about the

. problem. ,

. Discuss:  + Vo

a) labour laws and condigioms in

LA other countries; and/or  _
( -
¢ . b) the experiences of students who
. - have worked in Canada. - ' “
- D)
3
Q .
- 8-5
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SAMPLE LESSONS (Cont'd)

DEVICES

/ LEVEL®]

. co

LEVEL ]
-, copies of bro-

chure, The New
Employment
Standards: A
Guide‘for Em-

loyees and -
1T Em io ers

(Available from

the Ministry of]|.

Labour in Eng-
1ish, Chinese,
I1talian, Pun--
jabi, French)

- H*—»'

. p1cture of boss
in fabric store

. taped conver-
sation

3 tape recorder
. LEVE! 2

. taped conver-

satfon |

[Appendix F)

. tape recorder

. copies of Em-
ploymerit
Standards Pro-

blems *
[Appendix C)

LEVEL 3

. taped conyer-
sation e

. tape recorder

ies of Pro-
blem Solving

Activity

(Appendix G)

. Appendix

. copies of Em-
ploymept
Standakds

v Prqblems

* (Appendix E)
Jy { ~

Ny

““~\£§U‘on her cheque.
» .

E ol

" P]Sy the following

F .

] » i - > . : *
Distribute copies of the same brochure in English,
students find.the section "Annual Vacation".

* % % % %

Have

— *

2. Enab11ngj0b3ect1ve “nderstand conversation between worker
tand former employer abowt owed vacation pay

.

Procedure:
. Introduce conversation: : .

Consuela quit her job. .She didn't get any vacation

. Draw students a picturel of Mr.
- the fabric store.

sampson, Consuela's.boss, in
Tel] students: "Con5ugla is calling her bos;\
1L1sten)

-

conversat1on'two or three times.

n(;Or)suela: He]fo Mr. Sampson. This. is Consuela.

Mr. Sampson: Yes, what is it, Consuela? -

Consuela: *> 1 didn't get any vacat1on pay on my '
cheque.

~- Mr:'Sampsgd: I'm sorry. I']] send you a cheque.

Consuela: Thank you very much.

. _ » ]
Ask Students:  Who is Consuela's boss? ¢
' What did she say to Mr. Sampson? :

qut did Mr. Sampson say?

. Stutlents practise‘dia>ogue in<£aivs:
, . .
. . . . / L IS Y ¥

. -
- N =~ v ' " -~
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W . . SAMPLE LESSONS (Cont'd) .

A

LEVEL 2

LEVEL 3

2. Enabling Objective:' Ask-employer for
money owed under Employment Standards
Act. .

Procedure: N

. Ask students what Consuela should do
about her vacation pay.

-~

(Best answers- Call her employer and
ask for the money politely. There
could be an-aversight or deldy.)

. Get students to predict what Consuela.
will say to her boss.

. §tudeﬁt§"listéﬁ“tﬁftﬁémtaped conver-

sqtion (Appendix F) and identify: -

al’hqw Consuela stated the probTem.
b) how she asked for the money. ‘

c) what reason‘Mr:‘Sambson gavé for
not giving the money.

. Have students, in pairs, make -up a
conversation for one of thé problems
in the Employment Standards Problems
(Appendix C).

. Enéb]ﬁngﬁObjective:' Ask employer for
money owed under Employment Standards
legislation.

Procedure:

. Have students discuss various strate-

gies for Consuela to get the money
from her employer (Appendix G). °

. Have sfudents listen to the conver-

sation (Appendix F)" and-identify
which strategy she has chosen. -

. Have students transcribe the conver- °

sation. a
<

. Have students.identify the functions

in the conversation. .

. ldentify and discuss the appropriaté-

ness of some other forms of asking-the |
boss for a cheque.

. Ha&e students make up comversations

«for another Employment Standards -
Problem (Appendix E).

. Have pairs of students role pTéy their
“conversation and discuss the tone and

appropriateness of the language.

8-7




SAMPLE LESSONS (Cont'd)

i

DEVICES

CLEVEL 1

LEVEL 1

. ov&rhead and
transparency of
Ken's cheque
(Appendlx A)
or copwgs of

. Ken's cheque.

LEVEL. 2 AND 3

. Letter

_ (Appendix 1) .
- Appendix E

A}

3. Enabling Objective: . Ask employer for money owed under
Emploxment Standards Act. \

. Show students transparency or coples of "Ken Ng's cheque
(Appendwx A).

A

Procedure:

Tell stldents:

Ask students:

Tell students:-

Ask students:

"This is Ken's cheque.
restaurant.”

He works jin a

"How.much did he get paid?"
"Ken worked 80 hours."

~

"How much did he get paid for 1 hour?*

Cnd

. Write words - minimum wage.

. To_explain-the concept of minimum wage, uSe the fo]]owiﬁg
brocedure. : -

a) List wage levels for a number of employee$ - e. g,

Ken $ 3.00 Bruna $2.00
. Maria - 3.65 Gurmail  2.50°
Tom 2.80 . MAntonio ‘3,65
_Jim 3.65 g Amir 3 5
b) For each employee, specify either:
)  Maria got the minimum wage. or e
Tom didn't get the minimum wage.
c) Ask students: "What's the minimum wage?"
Tell students: "Kew didn't get the minimum wage. That's

against the law.'
. List some people who do not get minimum wage

.~Make up a coaversat1on with the students for Ken to cadl hlS
p1o¥er

-~

en: = Hello, Mr. Thompson. This is Ken Ng.
Boss: Yes, what is it, Ken? - - ~
Ken: I.didn't get the minimum wage on gy. Cheque.
1]
. ‘o
-
-
M . ¥
LY
;{. ’- .




SAMPLE" LESSONS (Cont'd) .

LEVEL 2

© LEVEL 3

3. Enabling Objective: Write a ]etfer to
employer asking for vacatiqn pay
which is=due.

Procedurt:

. Teii students that after 2 weeks
Consuela did not get her money from

" Mr. Sampson. Ask them what she should 4
do. .

(Best answer:- Write a letter asklng
for the money and keep a copy.)

. Make up a 1etter with the stydents for
Consuela to send to Mr. Sampson. See

© +. Appendix I for a model,

. Have students use Consuela's letter as
a model to write a letter for Ken to

send to his employer. (See Appendix E,
Problem #3) : ’

;‘Enab11ng Objective:

. Have students rewrite the lettégi

Write a letter
to employer asking for vacatlon pay
wblch 15 due.

»
.

Procedure:

. Have students read a letter Consuela’

wrote, to Mr. ‘Sampson (Appendix 1). -~

. Have them identify how Consuela

a) asks Mr. Sampson to send her the
money. '
-

.b) gives him information about the

situation;
c) tells him what she wants.
using
the following éxpressions: ; g

"to which 1 am entitled™
"according to my calculations"
"1 expect to" -

. Have students write a letter for Ken

g N to send to his employer. (See
. R Appendix E, Problem #3)
g A N 4
‘ . S ®
' -
- 1"..‘ v
A ® . .
. . s
4 "ﬁ*.
) e ,
- 3
= 1
. . Q
“— ’ . ‘ ' LY
- N
' 1% , 8-9
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Ex T SAMPLE £ESSONS (Cont'd) . LT
] RN { T T
.DEVICES LEVEL 1
TLEVEL 1 4, Enao‘\hg~0b3eotivé' f1te Netter to employer ask1ng for
v N *
" copies of- ¢ vacation’ pay wh?ch is due.
Consuela's t
letter . . -
(Appeqdix‘H) Procedure: _ ‘ .
kkk Tell students: " "Consuela didn't get any vacation pay .
. ) : from her boss, So she wrote hima
. copies. of- . . letter." . -, | —_ k
: ~
N $22z2$1a S ot . Students read Consuela's letter (Appendix H). ¢
(Appendix ) .- Have students write a letter for Ken {See Appendix C)
. sentences re-" asking for the money owed to him. Make up a local address
corded orf lan- for Ken and for the restaurant. Make sure students copy
. Buage master the fofhat of the letter accurately. They will have to
g cards , substitute "the minimum wage" for "my vacation pay".
. language master| - -, x ko -
copies of story y
with blanks. 5. Enablipg Objective: Write a letter to the Ministry of
LEVEL 2 . Labaur about an Employment Standards problem. !
* |. copies,of Em- ) .
ployment Stan- Procedure: - .
gzr?zsbggchune 1. Te11 students: "Gonstela didn't get her money from
._Coﬁs ela's - _ Mr. Sampson. He is breaking the law.
Tetter ' She cari tell the Ministry of -Labour."
(Appendix K) . Have §tudents ‘read the letter {Appendix J) Consuela wrote to
. taped ve(sjon the M1n1stry of" Labour .
?Zf&i;a%};;ng . Have students 71sten to description of Ken's s1tuat1on re-
about his job. _corded on language master cards and fill in the blanks in -
Appendix CJ ) the fo]]ow1ng sentences: A'\
L‘EVEL 3 I worked for (M_BQEM from ( "/
. copies.of bro- "to (AZfaé_élﬁélL)- I worked (g0 ) hours. 1 was paid
chure, The New ’ . . . R
Employment ‘3 0O0) an hour. 1 did not get -the (Wg#g).
Standards: A ) S . ’ -
Guide for Em- I am }9 years of age ;
loyees apd 1
'Eﬁpiozers . Students write a ]etter for Ken to- send ‘to M1nlstry of Labour
. copies of using the above paragraph. .
' Consuela's
Jetter . Extension: Studgnts 1isten for details in other accounts
(Appendix K) - of problem situation and _recopy the paragraphs.
EKCB—m - 49"
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SAMPLE LESSONS (Cont'd) -
. -LEVEL 2 <~ LEVEt 3, -

4. Enabling Objective: Write a letter 4. Enabling Objective: Write-a letter
to the Ministry of Labour about an " to the Ministry of Labour abdet an
.Employmept Standards prohlem. ] Emp]oyment Standards problem.

“ Procedure: - Protedhre: ‘ j
= . Tell students: ’ . ..Distribute.copie® of the brochure, - i

The Netw Employment Standards: A
Guide for Employees artd -Employers, »
and have students find the Ministry
of Labour offlce ‘closest to Consue]a

Consuela didn't get her money from
Mr. Sampson. He is breaking the law
so she can complain to the-Ministry

of: Labour. A " and closest to' them.
. Distribute cqpies of the brochure, The | .. Students<read the letter Consuela
“New Employment Standards: A Guide for wrote to the Ministry of Labour
Employees and Employers, and have stu- (Appendix K) and identify how:
dents find the Ministry of Labour
office closest to Consuela and closest - a) gonsue1a states the purpose of her |
them. g etter )
- . /) .
. ,dents read the Tetter (Appendix K) b) she reports-the problem.
Consuela writes to the Ministry of -¢) -she reports what she has ~done about
Labour'about her problem. the problem. .
. Students decjde what Ken needs to say d) she asks for help from the Ministry
to.write a description of his situation _of Labour

by guessing the wordg. to filT in the
blanks in the followihg paragmaph:

- . ) . following expressions:
¢ , . Clark's Restaurant

. Students rewr1te the letter us1ng the '

, file a‘comp1a1nt against

i
o
. September 13 Sebtemper 24, “my former employer 3
» ; B0 HoUTS * poT -, . to whom.it may concern {
. T —— —— . on terminating my employment }
v, $3.00 an. hour. . . contacted Lo
. T . .. ’ , i forward ’ A
the m1n1mwn\hqge. I~am .19 years: advise me how to proceed’
age! - = | .
Note: See Leve] ] for complete trans- . ) ‘ ) e
script of paragraph. I . . . k
. Students listen to a tape 6f Appendix C ‘ .
and check«their sentences . - 7 : ' -
. Students write a letter to the Ministry s L ’
“of Labour by 1ncorporat the above . )
_ paragraph and using C6 sueia s letter . I
as a mode] - P 1 oot NP
\ ‘ é »
L ' “. * — .
’ 10- ‘ <
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LEVEL 1:

. d1d not get the minimum wage.

EVALUATION
The student can:

<u

Y

t .

" Accurately’

and/or

Fluently.-

“Intelligibly
but .
Inaccurately

!;adequate]y.

Identify the minimum-wage. k

Report to an‘Empﬁoyer that he

-Report to an employer tbé¥;he ’
d1d not get any-vacation pay.

Wr1te a letter to an employer
asking for money owed.

]

Write a letter to the-Ministry

of Labour to report a violation
of the laws on minimum wage or

vacation pay. .

Fill»in a complaint form for the
Ministry of Labour.

]

.'\

|
:
1.
ik

LEVEL 2:

Fi1l in 4 Ministry o
" complaint form.

-EVALUATION
The student can: -

-

Accurate1y
and/or

- Fluently

but
Inaccurately

| IntelTigibly

_ Inadequately | .

fdentify the minimhm wage,
Sfa%e the laws about wyacation pay.

List thgee strategies
with a violation of the
ment Stantdards. :

Report to employer about not
ting correct amount of money:

Write a letter ‘to an emp?oyer
asking for money owed. N

Write a letter to the Ministry of
Labour to report a violatton of
the laws on minfmum.yage or
vacation pay.

loy-

bour

dealing A

. &

. i;BJ};L§-12 “' - | ) \\l!‘
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LEVEL 3: EVALUATION ' i /
The student cqnz .

1. Identify whether a given situ- _
_ation violates the Emp]oyment
Standards Act.

2. Describe what to do if faced with

a violation of the Employment
Standards Act.

3. Report a violation of the Employ-

¢

ment Standards Act to an “ 1,

employer,

4. Write a letter to an employer
asking for money to which hé is
entitled. '

5. Write a letter to the M1n1stry

_of Labour to reportra violation .
of the laws on minimum wage or
vacation pay.

6. Fill in a Ministry of Labour
complaint form.

)%

-

Accurately
and/or

Intelligibly
but
Inaccurately

Ina

¥

eguately
\

Fluently

N




Situation

Worker reports & violation to the Human
Rights Branch.

B

\
Worker asks the Human Rights Branch
to investigate a situation. *

¢ .t

~

Worker asks for maternity leave.

-t

o

<

p“l_ iy
“ A
\

EXTENSION TO OTHER SITUATIONS

« Story

Onkar applies for a job as a security
guard. During the interview, he is
told he would have to wear a uniform
on the job. Onkar says he will not .~ =
be able to wear the cap because, as

N a Sfkh, he has to wear a turban.
Then he is told he would not be con-
sidered for the job. Onkar then
decided to complain to the Human
Rights Branch about the situation.-

Ca®in is a lab technictan. She re-
sponded to an ad for a job posted at
an employment centre. The job asked
For five years of Canadian experience
but she feels her twelve years of ex<
perience in Sweden would be sufficient
for the job. However, she is told‘by *
personnel at the employment centre
that -they will not refer her\:OF the
job. Carin has heard th@® turning
applicants away because of lack of _
Canadian experiénce can be against

the Human Rights Code. She decides

to ask the Human Rights Branch to
investigate the situation.

£ v

a

’

Maﬁ Ling is expecting a baby in three -
months. She calls the personnel office
and asks how to apply for maternity
leave. Then she writes a letter for-
mally applying for-maternity leave,

-

4
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APPENDIX A
CONSUELAS LAST CHEQUE

KEN'S CHEQUE
(Level 1)

80 |. 7.00{560.00 10.03| 2.18| 74.82| 473.01 [19/3/81] 1548
*Tay

Hours [Rate of|Gross Vaca- Income New 2 | Cheque
Period No

horked | Pay | Pay | 50" |C.P.p.|U.T.C| Tax |Other | Pay | ndinc
: .

‘ « March 26 19 82

, Fashion Fabr1cs§ . T
Ma1n Street
~Pent1cton, B. C.‘ :

i

B <

Pay to the : .
Order of Consuela Diaz de Sandi . 5 473.01
2 Four hundred and seventy-three 01 Dollars

Bank of Montreal ) ~100
- Main Street
Penticton, B.C. ' /& /Z W

G.E. Sampson

.Y 80- | 240.00 3.27 681 ' 236.05 [19/3/81| 247
Hours Gross zﬁgﬁ' ' Inconle Net PZi?od- Cheque
Worked Pay Pay C.P.P. JU:I.C. | Tax, Other Pay Ending No.
- Li .
March 26 19 82
: A
Clark's Restaurant ..
Main Street . - /
~Prince George, B.C. '
» .
Pay to the i -
| Order of Ken- Ng ‘e - : ) $ 236.05
: )
. Two. hundred and thirty-six 05 Dollars
. «I*." -Bank of British Columbia - ’ 100 \
o [ .+Main Street . . gif?,Af;. [LZALA,I&) /
. E Penticpon, B.C. - | L.G. Clark .
: -9,
n’ - - '
Q . ‘ -

ERIC - - - 1053~ 8-15
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_ APPENDIX B-

T " . READING: CONSUELA'S PROBLEM : :
(Level 2) . ‘ . ¢

Consuela Diaz de Sandi used to.work as a salesclerk for Fashion Fabrics

in Penticton, She waqrked there for one yeé? but quit her job to take.a job as a

>

cashier with a supermarket. The pay was better and the store was clpser. to her

home.. o L o

t

3 > . .

» v . .
Consue1a just got her 1ast cheque from Fashion Fabr1cs. She'was paid
$ 473.01 for the last two weeks’ she worked. She did not get any vacation pay. ’

She should have got some vapafion pay as well.

*

s . ‘

The law says that you are entitled to two weeks vagation:with pay if
you have worked in the same place for one year. The vacation péy is 4% of your

.earnings for the year. If you quit or if you 1ose your job, you st111 are

entitled to your vacation pay. Even,1f you don't workK & full year, you are

still entitied to 4% of your earnings in vacation pay. N
v * ' ' [, .

' / : L . = :

Vocabulary: . vacation pay - entitled to : earnings
Comprehension: o - ) , ‘ .

1 . .
* . P . ° v

1. Where did Consuela usedgto.work? o E ’

2, How long did she work there? o * . ,
" 3. .Why did she qu1t7 ' S ~ T ) ‘ ¢ A
4. - Did she .get any vatat1on pay on her last cheque7 . *

*

5. Consuela egrned about $.13,000. 1ast year. _How mucrbvacatipn'pay should she

"

Ta

get? ’ . e ' . ' '
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~ ARPENDIX C - K
' ' . EMPLOYMENT STANDARDS PROBLEMS *
. L’ (Level 2) ‘
* o
“\ .
. -, n
e’ hd
s -‘

/a) Ken. Ng is 19 years old. He worked in.a. restaurant for two weeks\?nd

-

then got laid off. He worked forty hours each week. He got a cheque

for $ 240.00.

&

b) 'Natgsha Gorski works for a catering service. Uﬁgngeek she woxked” Tong hours.

P

* Monday: 8 hours . (&\
Tuesday: 8 hours l
Wednesday: 8 hours

Thursday: 10 hours

Friday: :10 hours A . L
Saturday: 4 hours * .
She earns $ 5.00 an hour and her gross pay was $ 240.00 for the week. T/
\* * -~
\
Qo 1_(’7

ERIC . | Ve ' 8-17 -
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APPENDIX D -

-T1.

. ‘How much‘vécatién pay should you get? _ \

- * EMPLOYMENT STANDARDS QUESTIONNAIRE
(Leve1 §7

»

* Find someone who can answer-the fo]]ow1ng questions:

PN * m
what is the minimum wage in British, - -
- Columbia from someone over 18 years of
age7 i

-

» < .

. When should you get your final pay .

theque if you quit your job? .

Y

- ’

. How much should you get paid if you work N

-~

more than e1ght hours a day?

.
* 4
. .
. ¢

. How much should you get paid_if you work

more than eleven hours a day

.

. How many weeks vacat1on should you get . ~

after one year?

. - [}

”

.

, 'y
.. What are the nine paid holidays? ) -

@

,How long a leave of absence can you get

if youAhaVé’a baby?

-,

¢

y . Does a fann 1ab0ur contractor have to

. Who pays®for your
_orie for your 3067

have a }1cence7

. . . ’

\

uniform-if you need

)

»
’
w
)
i

107




APPENDIX E .
AR L=

- EMPLOYMENT STANDARDS PROBLEMS
. {Level 3).

i

1

Is a Jaw being broken in the following situations? ’If so, what is wrong?

. Consuela Diaz de Sandi worked as a salesclerk in a fabric store for eight
months. On her last cheque, she was paid for the last two weeks she worked.
She did not get any vacation pay. She did not take any vacation duridh her .
employment. : , ‘ ’

. Natasha works for a catering service. She gets paid $.‘.>.OO per hour. *.Last

week she worked the following hours: ‘ ) )

o . .
Monday: 6 hours
Tuesday: 8 hours
Wednesday: 8. hours
Thursday: 10 hours
Friday: 10" hours
Saturday: 12 hours

Her gross pay for the week was $ 270.00.

. Ken Ng worked 40 hours per week for two weeks in a restaurant that sold.
submarine sandwiches. At the end of* twp weeks. he got laid off. He got-a
cheque for $ 240.00. . ) >

. Virgilio works as an orderly in a private hospital. Last year he worked .
Christmas Day and Boxing Day but he got December 28th and 29th of f instead. -

. Carmen s as a receptionist for“an insurance agent. Last year she took
her holidays the first two weeks of September. She told her employer that
she would take an extra day around Christmas time. Her boss told her 'she_had
taken all the vacation time to which she was entitled. . . !

. Tony works at a service station. He often gets grease on his clothes. ,He .
asked his boss to pay for a uniform but his boss refused, = = *

R, )

. Teiko works as a travel agent. She -is exn@cting'a baby W ;Hree monthsif
She wants to work until the baby is-born ard come back to work when the baby
is three months old. Her boss told her she had to stop work next month ard .

¢

come back six weeks after the ¢hild is born. . . vt

8. Helen is caretaker of an apartment building which "has. ten §h1tes. \Speﬂgéts
. paid $ 306.00 per month plus free rent for her suite! et

9. Sukvinder is a farm worker in the Fraser Valley. She wbrks‘(ofﬁi.farm )
labour contrac;or. She’ has worked two weeks now and has askig for her pay.
contractar' told her she would have to wait until the end ®f the season.

10. Manuel quit his job as a delivery man on March 8th.. Hfsiemﬁldyer said he.
would be mailed a cheque at the end of the month. S

L J

’

- ”




Level 2

Consuela:
‘Mr. Samps@p:

Consuela:

Mr. Sampson:

Consuela:'

Level 3

Consué]a:
Mr. Sampson:
Consuela:
Mr.‘Sampson:
Consuela:
Mr. Samésoﬁ:

Consuela:

Didn't you take some holidays in February?
. J ' N

I8
f .
. C /7

.o APPENDIX F | /
CONVERSATIONS [
(Level 2 and 3) L

| |
o
- f’

Hello, Mr.. Sampson. Thﬁs is Consue?f speaking.

rd

Yes, what is it, Cohsueia? - . B

I just got my chque in the mail qnd I didn't get any‘vacation pay.
Are you going to send me -a separate cheque?

Yes, I'11 send it out today. Sorry about the delay.

That's okay. Thank you | ‘ a

=

4‘
|
|
|

.
) .
s -
i
» i

Hello, Mr. Sampson. This is Consuela speaking.
What.can I do for you,; Consuela? /
I just got my cheque in the mail and I didn't get any vacation pay.

Were you going to send me a separate cheque?

No, Fhat was Marta. . -
Okay, I'11 send it out today. Egrry about ‘the delay. _

That's okay. Thank you.




o B APPENDIX G
PROBLEM SOLVING .
(Level 3) '

’ E 3

Do you think Consuela should cons1der the folTowing actions to get her vacation
pay? i , .
. .. Yes Mo

-

LY

1. Ask her husband to go 1nto the fabrit store and threaten
Mr. Sampson. .
\L L 4

. ~—¥

2. Send in 2 complaint to the Ministry of Labour.
v »

3. Call Mr. Sampson and beg him to send the money, exp1a1n1ng
all .the expenses she has

9

14

-

Send a letter to "Action Line" in the Province newspaper.
-~

5. Ask the Better Business Bureau to investigate the
s1tuat10n . .

6. Wait a little bit Tonger for Mr. Sampson to send the
mortey. ‘

.

7. Call Mr. Sampson and ask him politely to send the money ’

8. Take a crowd of relatives and refuse to 1eave the’ store
until she gets her money. - ~

b RN
. N : . & .
For the ones you checked [ yes |, list the one yo# qu1d do first, second, etc.
~ 7

Be prepared to explain your decisions to the rest of the élass,

' 8c21
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APPENDIX H
! CONSUELA'S LETTER TO MR, SAMPSON. -

. . . (Level 1)
. .
” Al
| , Z . ' 2192 Montreal Street \ ,
A ¢ - Penticton, B.C.
April 20, 1982.
> - Pe
. s A
Mr. G.E. Sampson ] X
Fashton Fabrics ' : .
2203 Main Street .

‘Penticton, B.C. _ ‘ .

Dear Mr. Sampson:

.

-

Will you please send me the money for my vacatiom pay?

‘ "
. . \

Yours truly,
Ccrn4u41ybu)£:LAH?/¢1L4/J24“£‘)
1 . ' Consuela D1az de Sandi

+ ! ’ ‘ ‘ ' .

®
'n.w'i*
A -

L



APPENDIX I - A .

CONSUELA'S LETTER TO MR, SAMPSON
“(Level 2 and 3)

. ¢

2192 Montreal St)eet
. Penticton, B.C.
' . April 20, 1982..

s .
» -
. .

Fashion Fabrics .
2203 Main Street e '
. Penticton, B.C. n

-

Dear Mr. Sampson:

Would you p]éase send me the money you owe.me for my'vécation pay.

My gross pay from April 22nd, 1981 to March 19th, 1982 was $ 1§,440.00. -; ,

The;efor' you-'owe me $ 537.60. \

'y

would like to receive this money by the end of :the month.

1

% sYours truly,

) ’ | iﬁ ‘ (erdaautlaxj ILELAL;V O[t/z<¥‘L*4£tJ

Consuela Diaz de Sandi
N

.
{ . -

. - 8:23
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o APPENDIX J - S .. e
t T CONSUELA S LETTER TO THE MINISTRY OF LABOUR . . .
‘ (Level 1) I .
. {
! N

'

. . _ 2192 Montrea] Street
’ : . Penticton, B.C.

. ) . May 2. 1982. .
.. ' - ' , ‘ e
) f
[y J )
v .- r.
Ministry o Labour . . | ‘
#206 - 1626 Richter Stre
Kelowna, B.C. e‘
V1Y 2M3 ,
~

. . A

Dear Sir€or Madam: ~
I worked for Fashion Fabrics in Penticton from April 22, 1981 to

L

March 19, 1982. 1 asked for my vacation pay magy times but I did pot get it.‘
Please tell me what to do. ‘
o Yours truly, .
v (Lrnaa-u£aj Aglclﬂa'CLL/,<£;qoaﬁuJ

. Consue]a.D1az de Sandi

-




P T oA
o .- o " APPENDIX K

CONSUELA'S LETTER T0 THE MINISTRY OF LABOUR
“(Level 2 and 3)

. A
[ 8 ’
. o .
o - 2192 Montreal Street
. . . ' Penticton, B.C. :
F L ’ May 2, 1982.
- !
' /
K
Ministry of Labour o .
#206 - 1626 Richter Street | »
Kelowna, B.C. _ ' . ' Y
] V1Y 2M3 = ' )
Dear Sir or Madam: ‘ ‘, . N
! ‘ » . M

. T would 11ke to complain about Mr. G. Sampson of Fash1on Fabrics,
2033 Main Street, Penticton.

I worked for Fashion Fabrics from Apri] 22, 1981 to March 19, 1982

and I did not receive any vacation pay. .

I have called Mr. Sampson three “times for my money and 1 have a]so
B wr1tten him a letter and asked him to send me a cheque,

~

‘., Pleass tell me what to do. - ‘ -

-

Yours sincerely,

~

Consuela Diaz de Sandi

Py .
Ld p ’
\
4 .
- N >
e b
S
" M
-~
a
Ny, »~
O ‘f‘\}d

- 8-25 ¢
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Jatinder Gill is a clerk for a sawmill. Usually he works in the office
prepering invoices. Today his boss is talking to a prospective
" customer and asks Jatinder to bring him some plywood.

f)l'-
e
"‘\J-.J .
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OVERALL OBJECTIVE:
1. Be aware of the safety Rrecautions that will preveni accidents.
2. Be able to understand and use language related to safety on the job.

FUNCTIONS: s
1. Expressing a Need: < "I need a hard hat."
2.. Reportigg: "The crane droppéd a big pile of lumber
P yesterday."
3. Asking for Information: "Where's a hard hat?" ' v

o
4

CULTURAL NoTES® . !

4 ) 4
1. Workers' Compensation Board has an Accident Prevention Branch. They have
' safety inspectors who visit job siteg to check that working conditions
are safe.

2. workers who are concerned about their working cond1t1gns can place a
call to W.C.B. and ask for an 1nspef%1on This can be an gnonymous
» phone call. : 1
- 3. The W.C.B. has a book of safety regulations.
- 4. It is the emp]oyer S 0611gat10n to provide safe working cond1t1ons, not
the employee's to work in unsafe conditions. - )
. _—~ 5. MWorkers have a responsibility to themselves and to other workers to

‘
develop safe work habits.

9-1
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- LANGUAGE COMPONENTS

LEVEL 1: LT - 0 .
¢ Function R \ Objective ’ Structure Vocabulary
- Expressinq a Need 1. Exzégss aneed fora I needa.... hard hat
. e piete of safety ’ mask
" equipment. . I need some- life jacket
‘ * ) gloves
> : . ear muffs
r Asking for’ 1. Ask where to find a  Where's a hard yard
Information " pifce of safety hat? - office
about location equipment. ’ ' coffee room
o . . : supply cupboard
Warning < 1. React to verbal and  imperatives
- ¥ _ non-verbal warning. - e.g.: look out
. ) ;,
. - l 4_
= g -
»
LEVEL 2: . ’
_ Functign{;?*' " Objective o Structurg Yocabu]arx
. .=.] Expressing a-Need 1. Express a need for = I need .... safety equipment.
\‘ . _— piece of sdfety I want .... items (See
_ NG © equipment. . I'd 1ike ....  Level 1)
Reporting- 1. Give an explanation The crane dropped jobfrelatéa
for needing a piece some lumber vocabulary
. of equipment. -
Warning ' 1. React to verbal and '
A non-verbal warnings,
Expressing 1. Ihdicate safety have to .,...
NecesSity. - requirements, .
T ] .
* L
. 5 .
JA" /
P 200
e
’




. LANGUAGE “COMPONENTS

LEVEL 3: . &,

" Function . Objective® Structure Vocaéu]arz
: . ., “u s .
Reporting Y 1 State under what con- conditionals with safety equipment -
: . ditions he will carry if and unless items (See
) out instructions, ° e.g.: . Level 1)
& . K . I'11 do it if .... )
. R o 4 I won't do it
‘ ™~ . . unless ....
¥
* -
» 7
- s
f

2.

available free of ‘charge,

s

~Usefu1 reference:
STEEVES, John, Y

NOTES TO THE TEACHER

Films and Poster Division,
Workers' Lompensation Board,
5255 Heather Street,
Vancouver, B.C,

V52 3L8

our Safety and Your Rights, 1982. v

Ava?ﬁab]e from:

Legal Services Society,
555 West Hastings Street,
Vancouver, B,C,

V6V 4N6 (689-0741)

WOrkers Compensat1cn Board has a varwety of films for loan and posters
Contact the folTowing for cata1ogues

9-3
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SAMPLE LESSONS FOR THREE LEVELS

DEVICES

AEVEL'] " R
a* . - “ =

LEVEL 1

. pictures of

a) Jatinder

working .in an
office.»

b) sawmill.

c) boss
talking to a
customer

. a piece of
*p1ywood

LEVEL 2

. W.C.B. lasu-
alty Report
Poster #0978
."Copies o

‘rea "Hard
~Hats Save
Lives™
(Appendix B)

LEVEL 3,

. W.C.B. Casu-

alty Report ~
Poster #0978
. Copies of

" reading "Hard
Hats Save
Lives” -
(Appendix G)

1. Enabling Objective: Describe "the wqrﬁing situation of an.
_employee as depicted in a series of pictures. .

el

[ 4

Procedure: ' - ' .
. Identify name of'person in the first'picture,i“Thfé is
Jatinder." : ..
Ask: Where does he work? <
He works in an office. . .
. Show the second picturef a '
Ask: Where doeseJatinder work? ‘ .
- He works in an office ina sawmill. ‘
Ask: What does he do? B :
He's a clerk. : :

. Show the third picture. Identify the people in the picture:

This is Mr. Ji anson. He's Jatinder's boss.
This is Mr. Robinson. He wants some plywood.

Show §tudents a piece of plywood and tell them the name.
. Repeat the questions:

Who's this? . ) )
Where does Jatinder work? .

What does he do?

Whats does Mr. Robinson want?

. Students create a blackboard story about the pictures.
e.g.: *

Jatinder works at a sawmill. He is a clerk in the .
office. His boss 4s Mr. Johanson. Mr. Johanson

js talking to Mr. Robinson. Mr. Robinson is a

customer, He wants some.p1ywood.




SAMPLE LESSONS-FOR THREE LEVELS

“LEVEL 2

LEVEL 3 ) f;

1.

.T. Enabling Objective: Understand the
need.to use protective safety equip-
ment. .

Procedure:

. Show students Casuaity Report Poster
#0978 from the Workers' Compensation
Board. This poster depicts a worker
.being struck on'the'head by a heavy
object.

. Students describe what is happening in
the picture and read the headlines:

"Hard Hats Save Heads ..

. Discuss the vocabulary students need to °
read the passage, "Hard Hats Save Heads”
(Appendix B8),

. Students read the passage and complete
the comprehension questions. .

. Wear Them!"

)

Enabling Objective: Uﬁderstand the

need for protective safety. equipment.

]
Procedure:

. Show s#udents Casualty Report Poster

#0978 from the Workers' Compensation
Board. This poster dep¥cits a worker
being struck on the head by a heayy
object.

. Students ref and discuss the incident

described im Appendix G.

. Students complete the vocabulary and

comprehension on‘the reading.

. Students discuss and compare

industrial work1ng conditions of their
own countries.

‘

S




“ | . e
] e SAMPLE LESSONS (Cont'd)
. DEVTCES. . LEVEL 1
LEVEL 1. 2. Enabling Objective: Understand conversat®n between an
. ‘: R hard hat . employee and his boss N
| . a piece of ﬂ
~| + plywood < .
.- taped conver- Procedure .
sation ) Clarify vocabulary which appears 1in the .dialogue
. égg; ;icg:g?r 1 hard Rat, R1ece of plywood, outside, coffee room .
1ogue_with Students listen to taped conversation two or three times:
deletions Boss: Jatinder, go outs1de ang get a1p1ece of plywood K
. please.
Jatinder: Sure . but I need a hard hat .
: Boss: Yea ... Use mine.
»
LEVEL 2 ’ Jat1nder Where 1s it?
picture of a Boss: In Fhe coffee room
sawpill i
. taped conver-

sation .
(Appendix D)

Ask questions about‘the conversation
1.

What does Japinder's‘boss want? He wants (a piece of)
(some) plywood ’
tape recorder 2. Where is the Flywood? It's outside
. copy of dia- . s .
Togue with 3. What*does Jatinder need? He needs é hard hat ] -
deletions ) 4.+ Whose hard hat does he get? He gets the boss's hard hat
v . N .
5. MWhere is the hard hat? It's in the coffee room.
. Students ljsten and f111 in blanks in the conversat1on
Boss: Qh;;&nder, go and get a piece ‘of
" /' pledse.
_ Jati’er; Sure®... but a
LEVEL 3 ! . ' ‘-
o~ Boss: Yea ... Use mine. ' .
ql taped conver- e i s
sation . Jatinder: is it? ’
(Appendix D) Boss: the
tape recorder Bt




= .
o . SAMPLE LESSONS (Cont'd)
\ ) ,) T - L
LEVEL 2 ) LEVEL 3

4
Pt ¥4

2. Enabling Objective:

. safety equipment, :

.
A 4

k

i

. Procedure:

. If necessary, clarify: what a sawm11] is
by picture or exp]anat1on .

.*Play the port1on of the tape - (Appendix
D) giving the backaround information.
Ask comprehension questions. y

. Give students the following copy \f the 7

dialogue,
conversation and identify:

Have them 1isten to th

1. how Jatinder asks f3r~e~hard hat.

2. how the -boss pushes Jatinder to work
without a hard hatr

3. how Jatinder expresses his need for
safety equipment.

Boss.: Jatinder?
? Jati der: Johanson,

Yes, Mr.

Bo%s:
yard?
Jatinder: I'm not sure.
Boss: Will you go and check
please?
Jatinder: Sure ... ‘ ?
Boss: .
J
Jatinde;c .
Boss: Oh, use ?ém's.ﬁ He's

" upstairs having coffee.

1

Express need for |.

How much plywood is in the ‘

2.

-

. for safety equipment.

* Procedure: '

Enabling Objective:

Express need

. Students listen to the taped con-

versation (Appendix D) between
Jatinder and his, boss.

. Students answer comprehension

questions about the dialogue.

a) What kind of work does Jat1nder
. do? -
b) What was he doing when h1s boss

interrupted him? )
c) What did his boss want him to do?
d) What did Jatinder need? Why?
Why did Jatifder's i%ss;want him

to do the job without a hard hat?.
. Students identify phrases that™

a’) boss uses to g1ve instructions to
- Jatinder.
b) Jatinder uses to ask, for a hard -

hat. .
c) boss uiii to pressure Jatinder.

d) Jatinder- uses to express his need
- for.a hard hat.

i

.



SAMPLE LESSON (Cont'd) 9 .

. r

DEVICES

LEVEL 1

LEVEL 1, 2 AND 3

2

. protective

equipment:
hard hat
safety boots
safety gloves
goggles

Tife jacket
ear mufs$s

gas mask

. 8" x 9" non-
* verbal warning

signs from the
Workers' Com-
pensation
Board.*

N Anjyer:

3, Enabling Objective: Understand the.me&ning of warnings to
use §afety equipment. . -

Procedure:

s

. Identify the names of the safety equipment items you have
brought to class. Some of the students may know the names
of some items. QQ{aw on’ their knowledge, :

. Make a list of ﬁhe names on the board.

. Match equipment with its corresponding non-verbal warning
sign from the Workers' Compensation Board.

. Distribute signs .to individual students. Have the sthidents
ask you: ¢

* What does this mean?

Wear a hard pat. n ’ -
. Have the students ask each other:

What does thi§ mean?

Wear séfety boots. .

3
T

oo
‘\l
~

ne .




§AMPLE LESSON (Cont'd) : ,

L]

3 [}

LEVEL 2

o

-

LEVEL 3°

3. Enabling Objective: Understand the
meaning of warning signs.*

Procedure:

. Identify the names wof the safety equip-
ment items you have brought to class.
Some of the students may know the names
of some items.

. Make a list of the names on the board. -
Match equipment with its corresponding
non-verbal warning sign from the
Workers' Compensation Board.

. Distribute. signs to individual studqﬁis.

Have the students ask you: ~
What does this mean?
Answer: ’
Wear safety boots.

. Distribute the other non-verbal safety
signs and have students guess the
meanings of these signs. -

. The class as a group compiles an
accurate list of what the signs mean.

e.g.:

Don't push the button.
Watch out for vehicles.

Draw<on their Enow]edge.

3. gggplind Objective: Understand the
_meaning of warning signs.

Procedure:

|
- .

|

|

& .

., Identify the names of safety equip-
ment items you have brought to class.
Some of the students may know the
names ‘of some items.

. Have the students gueés the meaning
of the W.C.B."non-verbal warning
signs:

Doesn”t that mean to use goggles?
I think that.means . J. .
have to use

Doesn't thap mean
a ....

I think that'?\eans

L S
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L 3
SAMPLE LESSONS (Cont'd) {

DEVICES

LEVEL 1 -

LEVELS T AND 2

.. teacher con-

structed set
of playing
~cards with

* warning sym-

“bols (7 pic-
tures x 4 =
28 cards)
W.C.B. has a
poster with-

- small versions
bf the warning
signs. These
can be cut up
to make the
cards.

.

LEVEL 3

. game board
* set of teacher-
ade playing
ards (See
Level
. set of game
instructions
(Appendix F)

4, Enabling Objective: Ask a Pellow worker/supervisor for

safety equipment.

Procedure:

. Have students in groups of 3, 4 or 5 deal out a deck of
cards. . : |

{
. Al11 students look at their cards and group thém. The
DbJeCt of the game is to collect a set of 4. If a student
is dealt a set of 4, he puts the set on the table.

. The first ‘player asks another player for a card needed
to make a set: -

e.g.:' Joe, I need a hard hat..,nr

. If player #2 has that card, she gives it to player #1.
If not, she€ays "I can't help you."

. If player #1 gets the card asked for, he gets another
turn_to ask. If not, the next player to the 1eft‘gets a
turn. B il

As players collect set%’of 4 cards, they put them on the
table.

. The game is over vhen qne player has ng_cards left.

Note: The game can be ddapted to teach literacy skills.
Design the set so there are two picture cards and
two word cards.




[y

’ » . F 4
- 4AMPLE LESSON (Cont'd) )
) .
LEVEL 2 b - LEVEL 3
- - , ’ ‘ '
4. Enabling Objective: Ask supervisor/ 3. Enabling Objective: Ask sppervisor/:
fellow worker for safety equipmeqf; _ fellow worker for, safety equipment.
. /7 . 3
=" Procedure: . . Procedure: ' .
(See Level 1) , .. 5 . Give students a set of gamé instruc-
. N . ; tions (Appendix F) and have them
- : . figure out how to play the game.

Students play the game once or twice.

Elicit from students other structures
for asking for something: v :

Please give me

' I Will you givg me. ..:?
- ‘ . Can you gjve mge . ..7 -
¢ ’ I'd 1ike ... - e
) I want . -
~May 1 have 2%
: . . Students discuss the apprSpriateness/
' //// politeness of different fohfs.

4 . Students play the game again. Thi§;5

time they have to use a different
" request than the previous player.

L4 »

!
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" . SAMPLE LESSONS (Cont'd)

DEVICES

. W.C.B. .Posters
#7305 or #7008

-

LEVE% 3

. teacher-made
bingo game

.

LEVEL 1

LEVEL 1 5. Enab]ing,dﬁéective: Understand verbal wardings.

. teacher-made o .
bingo game ‘

R Procedure: ' ’

. teacher or '’ . Develop a bingo game using,the W.C.B. poster with small
studeat#made " versions of the warning signs to make cards with either 9 or
diagram of a 25 signs. Students_cover the sign with a chip or coloured ...
‘workplace piece of paper when' they hear an appropr1ate warning, and F

call out "Bingo" when they have 3 or 5 in a row. ‘

* % * % % :
6. Enabling Objective:

» iy

¢ 7 d ) N
LEXEL—i -, . Procedure . ,
’ E?ﬁgoe;;mgde i Ident1fy names ‘of areas of the workplace shown in the d1agram

* % % coffee room, office, supply room, yard

. Tell or demonstrate the function of each area. ™~

. Have &tudents repeat the following dia1ogue; ~—
Where”s a_hard hat? ‘

Boss: In the coffee room. |

. Write the dialogue on the board with key vocabu1ary repre--
sented by slots as follows: ) “

Where's, ?7 . \
Boss: In the A . o,

. Call on individual students to act the two parts in the
dialogue’, Give students cues to complete the dialogue by
showing a EL}Z B. poster, or point to part of the workp]ace
diagram. o

. You can teach singular or p1ura1 forms 1n this context
e.g.:
Where is a hard hat? (where's) = J/ ’
Where are some par muffs? (where are)

Jatinder:

) Jatinder:

W




SAMPLE LESSONS (Cont'd)

LEVEL 2

LEVEL 3 .

-

5. Enabling Objective:

6. Enabling Objective:
working conditions and understand that¥

Understand berba]

-

Procedure:

rnings,

ligmny L ¢

. Devefbp a bingo game using the W.C.B. postér with small versions of the warning
signs to make cards with either 9 or 25 signs.

Students cover the sign with a

chip or coloured piece of paper when they hear an- appropriate warning, and call

out "Bingo" when they have 3 or 5 in a row.

* % % * % : »

Identify unsafe

workers do not have to work in such
_unsafe cond1t1ons
Procedure:

. Show students picture(s) of unsafe

working conditions. W.C.B. Poster

#7305 or #7008 are useful for this pur-

ose. You may want to come up with
your Qwn picture. Discuss why the
condions in the picture are dan-
gerous.

. Ask students:

"What, can you do when it's not safe?"
List options:- ' '
a) Fix it. ' -
b

) Telltyour supervisor,

) Tell your empYoyer.

d) Tell your union representative.
)

TeTl the Workers' Compensation
Board.

e

. Have students jdentify poté%!ia] '

hazards in their own occupatigns.

W

~

6. Enabling Objective: Identify unsafe
working conditions and understand
that workers do not have®to work in
such unsafe cond1t1ons
Procedure: |

. Ask students how they would have

responded if they had been in
Jatinder's position.

. Point out how Jatinder's request is

seen as more reasonable once he
points out the hazards of working
without protective equipment.

. Show students picture(s) of unsafe

working.conditions, W.C.B. Posters
#7305 or #7008 are useful for this
purpose. You may want to come up
with your own picture. Discuss why
the conditions in the picture are .
unsafe.

. ‘ldentify with the students somey
~options when faced with unsafe con- .
ditions (See Level 2).o




SAMPLE LESSOB (Cont'd)

safety equip-
ment

LEVEL 2

. W.C.B. Poster
#7781

. pictures of
warkers doing
various jabs

. Appendix E

“|LEVEL 3°

. W.C.B. film
., film projector'
. Appendix E

~
AY

_ DEVICES. LEVEL 1
LEVEL 1 . 7. Enabling Objective: Read and uﬁderstand instructions about
Copies of using safety equipment,
Matching 9 -
Exercise . :
(Appendﬁx A) Procéedure:
. variety of . Demonstrate to the students that "Use & hard hat,", "Wear

a hard hat." and "Put on a hard hat." all mean the same
thing. ’

. Have individual students read some sentences aloud,
| -

e.g.: Wear gloves f
Put on goggles |

Use a life jacket i

-

and demonstrate, the meanihg\by putting on the appropriate
piece of equipment. ;a P
. Have students comp]eteZ;h Métching Exercise (Appendix A).
. _\ L -

—~

§

,/////

/




2

. A B N

SAMPLE LESSON (Cont'd) - | )

/

v e

LEVEL 2

LEVEL 3 °

7. Enabling Objective: Identify safety .
_ ‘equipment and procedures used in one's
own occupation. ~-

Procedure:

. Show students W.C.B.#Poster #7781
(welder performing task without proper
safety equipment), Students identify
what’ kind of worker] is shown in the picH
ture and what equipgment he needs,

* ., Show students pictures of other workers
and have them identify what equipment
is advisable on the job, e.g.:

a) He works on road construction.
b) He wears bright clothing. °

. Have students identify what équipment
and procedures they need for their dwn
jobs. e.g.:

a) I'm a hairdresser.
rubber gloves.

b) I'm a cook.
hair.

. Show one of the films avafTEb]e from
the Workers' Compensation Board on
safety procedures in various occu-,
pations. (See Appendix E for annotations
of some films for this purpose.)

You could a]gb ‘lﬁck with Tocal em-
ployers for training films which would

I have to wear

I have to t1e back my

be suitable for classroom use. T

and/or . .

Plan a contact assignment by having
students visit an employer in an area
of occupatjonal interest and report on
safety procedures used by workers.

. Prepare students to ask questions and |
have them predict some things they will
hear.

. Students can ask permission to tape
some< of the visit, to work on in sub-
sequent classes.

7. Enabling Objective:

identify safety
equipment and procedures used in
one's dccupation.

.

Procedure:

. In groups or pairs related to the same

occupation, have students identify
what equipment and procedures they
need for their own jobs. *

" and/or

, Show one of the films available from~

the Workers' Compensation Board on
safety procedures i various occu-
pations. (See.Appendix E for anno-

tations of some f11M§ for this pur=\ 1,

pose.)

You cou]d also check with 1oca1 em-
p]oyers for-training films, and/or
have students visit an emp]oyer in«the
area. (See Level 2)

* Prepare students to ask questions and-

have them predict some tgjngs they
will hear. d

. Studehts can ask permission to tape*
ome of the visit, to work on in
ubsequent classes, -

‘ X

J o o 201 .

K
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NI SAMPLE LESSON (Cont'd)

N

LEVEL 1

€
t ?u )
; 1
a:,Q '
LEVEL 2 - ]
. Copies.of the '
Reading e
(Appendix C)
o ' ‘
.
. - ' ’
." ¢ (’_—\
LEVEL 3 !
L AN
. Copies of the
Readtng i
(AppenpixﬁH)_ ) -
K
/7 '}
. 1 200

1

¢
ERIC 9-18

IToxt Provided by ERI



¢ T . ~ SAMPLE LESSON (Cont'd)

L

LEVEL 2 7

LEVEL 3 !

li

.8. Enabling *Objective:

‘ Ask supervisor
for proper safety.equipment.

Procedure:
 —
. Have students read the description of a
worker's situation (Appendix C),

. Check students' comprehension by asking
- questions. Clarify vocabulary where

necessary. ,//"

. Ask students:

wﬁgt ddes. the.sign mean7
b) What does Betty need?
<) Why does Betty need gloves?

. Have students complete the following
dialogue:

Supervisor:_'w111 you ?
‘ You can use this,
Betty: Sure ....

[y

You don't need any.' It
won't take too long.

Supervisor:

Betty:

: - g

Supervisor: You'll have to go to the
supermarket. We're out of

-

rubber gloves.

. -Extension:

Clarify meanings of other .signs which
. appear on‘hazardoug,products.

"8, Enabling Objective: Ask supervwégL
for proper safety eﬁuipment

Procedure:

., Have students read the description
o{ a worker's situation (Appendix
H).

. Check students' comprehens1on by
asking questions, Clarify yocabulary
where pecessary, by explanation,
pictures or a real object.

. Have students practise using the
forms:

1 won't do it un]gss v
1'11 do 1t if .

. Have students make up a dialogue
between Betty and her supervisor.

&s
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LEVEL 1:

L]

EVALUATION
The student can:

\

State a need for a piece of
safety equipment,

Follow verbal warnings to use
safety equipment.

Ask about the location of
safety equipment.

Explain about non-verbal warning

"signs using safety equipment. -

4

Accurately
and/or
f1uent1y

Intelligibly
but -
Inaccurately

Inadequately

LEVEL 2:

.on the job.

- EVALUATION
The student can:

L]

N -
e ,
State the need for a piece of
safety equipment.

Explain verbal and non-verbal .
warning signs about the use of
safety equipment.

Follow verbal warnings to deal
with common job- hazards.

Ident1f} safety equ1pment and -
procedures used in own
occupation.

Ident#y some étrateg1es for
dealing with unsafe cond1tions

\

Accurately
and/or
Fluently .

Intelligibly
but -

Inaccurately |

s

-Inadequately

P

.

2

-




LEVEL 3: EVALUATION
'The student can:

’ I, - v
s

1, State a need for a piece q{ safety
equipment.

Expiain non-verbal yafning signs.
Follow: verbal warnings to deal
with common job hazards.

4, ldentify safety equipment and pro-
cedures used in own occupation.

5. Identify some strategies for
dealing with unsafe conditions on
the job,

=

6. Understand instructions for safety
procedures on hazardous products.

v

~

-
¢

4

Accurately
and/or -
Fluently

Intelligibly
but « -
Inaccurately

Inadequately

Completely

Partially

Inadequately

L]

-

%)
Iy
g L‘ 5
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EXTENSION TO OTHER SITUATIONS

(I A

Situation | Function . o Story

Worker reports a potentially Reporting Anna werks-for a drafting firm.

hazardous health situation to - . One day she notices fumes coming

a supervisor. from a blueprint machine and re-
ports it to her supervisor.

.

New worker is told about Understanding Balbinita works as & nurse's
safety procedures '‘and then Instructions aide in a private hospital. The
given a handbook to read. . management is concerned about the
. number of back ipjuries workers
are gettingigpd/gives a lecture -
# . and demonstr&tion on proper .
i 1ifting procedures. Afterwards,

the workers are given a handbook-
to read. =

’

Worker is reprimanded by Apologizing Carlds has just started work as
- fellow worker for creating . Asking for a carpenter's apprentice. Today’

hazardous situation. Clarification he is working on building a

' . staircasefwith a journeyman car-

penter named Bil11, When they
finish work for the day, Bill re-
primands Carlos for not-roping
off the stairwell so other workers
won't fall down it.

)




PR . Co APPENDIX A , \

- . o READING )
- (CeyeT T) ‘

@

. 4
Match the warhing sign on the left with its
meaning on the right. - : '

~

.

_'74 Wear & hard hat.

k]
/ )
/ Put on goggles.
3
’ Use ear muffs.
- i
‘ Wear safety boots. "
priear Safery.
- ‘.
’ ] Wear gloves.
Qo . ’ . : . Oy =~ ‘ ,
ERIC 227 e

a
A ruText provided by Eric . Y



APPENDIX. B ~ . -
————— v

HARD HATS SAVE LIVES
’ & (Levet 2)

Joe works for a steel company. One day he was working near ,a crane,

The crane dropped a heavy piece of steel on Joe's head. It destroyed his Gard
Y

‘hat but, luckily, Joe only got a mild concussion. S

* . ~ S~
In dangerous areas, the law says all workers have to wear a hard~

hat. ' .
i

Questions ; . .

1. Who doe:s Joe work for?

L]
. e
¢

N ‘ 2. Where was he working one day?
3, What h@ppened to Joe?

4, "What happened te his hat?

€

-

5. Was Joe hurt?

v

“

N - - 6. What is the law about "hard hats?
% ’ il .
0'7!‘\
A....;»
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+ APPENDIX € %

READING
(Level 2)

Betty had-éust been hired as a__
cleaning person in a small rest home.
The second day on the job, her supérvisor
asked her to clean the area behind the
stove in the kitchen. He ‘gave Betty somi////
cleaning fluid to use. The bottle had
this sign on it:

9-23




APPENDIX D :
DIALOGUES )
Alevel 2 and 3)

4

Dialogue - Level 2

Boss:
Jatinder:
Boss:
Jatinder:
Boss:
Jatinder:
Boss:
* Jatinder:

-

Boss:

Narrator: Jatinder Gill works as a clerk in a sawmill, Today,
. he is filing some forms. The boss is talking to
someone who wants to buy some plywood. He calls to
Jatinder. ‘ -— {

Jatinder? -

Yes, Mr. Johanson?

How much plywood is in the yard?
I'm ﬁot sure.

Will you go and check, please?

Sure ... Where's a hard hat? /

You don't need one. It will only take a few minutes:’//
Mr. Johanson. I want a hard hat. The crane dropped a pile of lumber

yesterday. '
Oh, use Tom's. He's upstairs having coffee.

-

Dialogue - Level 3

Boss:
Jatinder;
Boss:
Jatinder:
Boss:

Jatinder:

Narrator: Jatinder Gill works-as a clerk for a sawmill, Today,
he is working in the office preparing invoices. His
boss is talking to a prospective buyer, He calls to
Jatinder,

~—
Jatinder?
Yes, Mr. Johanson?
Can you go out to the yard and check how much 1/4" plywood is there7
Sure - where s a hard hat. ‘

1

You don' t need one, It will on]y take a m1nutef Hurrx up, I need
the information right now, . ‘jA '
I won't do it unless'I have a hard hat. The crane dropped a big pjle

of lumber yesterday. .

<




\ APPENDIX E

ANNOTATION OF W.C.B. FILMS AVAILABLE ON SAFETY PROCEDURES ' ‘ .
, (Levels 2 and 3)

1. "Dining Room Safety ' Colour - 10 min.
A film for kitchen and d1n1ng room personne] Ways to avoid '
accidents are shown.

-,

2. Don't Push.Your Luck ., . Colour = 12 min,
A well-presented film on the need for wearing eye protective "
equipment. Dramatizes factual .personal exper1ence Suitable
for any industry. .

3. Down and Out . Colour - 10 min.
Film emphasizes the seriousness of falls and offers advice on
avpiding“them. Demonstrates how people fall and what to do \\\
about ladders, steps, obstructions, overreacting, slips and
so on,

'y

4. 1 Never Had an Accident on the Job in My Life\// Colour - 18 min,
Safety in meat-cu ting'bperations is discussed; hazardous
working conditiorfs, unsafe ‘practices and the types of pro-
tective clothing that meat cutters should wear are discussed.

e . .
5. Kitched Safety  \ —_— . Colour - 10 min.
rns )
- 6; - Kitchen Safety ‘ Colour - iO min.

1 “Cuts and Strains

7. Kitchen Safety . o ’’ o - Colour - 10 min.
Falls '
A
8. Kitchen Safety - Colour - 10 min.

F]
Machine injuries

9-25 -




APPENDIX E
s ", (Cont'd)

On 'Every Hand

This film demonstrates how to escape serious hand injury
from commonly used but potentially dangerous equipment.

This is a basic training film and could be used for any

_industry. :

Personal Protective qujpﬁent (Four films on one reel)

This is a series of four, 3 minute films, dramdtizing in
a comic upbeat fashion the following subjects: eye pro-
tection, hand protection, the hazards of slips and falls
and the necessity of watching where you are going and
what you are doing. )

~

Sound Off . ’

"protect your hearing" is the theme of this film which
graphically demonstrates the proper safeguards for workers.
Most employees knoew about goggles, hard hats, safety shoes,
gloves and helmets for personal protection, but do not
“realize that noise also affect both health and efficiency.

L ]

Skilled Hands, Sure Feet

This film uses authentic work situations to illustrate the
wisdom of protecting hands/gnd\feet from iqjury.

Use Your Head, Use Your Hard Hat

This film il1lustrates the reasons for wearing hard hats:
it discusses ‘the manner in which a hard hat prevents injury,
- the care and maintenance of.a hard hat, the abuses to be
avoidég/and the good Sense of wearing a hard hat.
/ -

~

/
wrond/Time, Wrong Place, Wrong Shoes
f

This| film dramatizes the need for safety boots.

You a;d Office nge;x \

Offers a humorous approach to the matter of common-sense
safety in the typical office si?n. The hazards of
swinging doors, file cabinéts and Cellisions are commented
on in a lighthearted way. *

L ) . * - ()r,,) -,
0-26 o

B4 W- 10min.
k -
] /" A
4
Colour -.12 min. .
2 “
Colour - 10 min.
Colour - 15 min.
Colour - 8 min,
»
Colour - 15 min.
& {«'_ 7
. ¥
Co]ou} - 10 min.
I




APPENDIX ' F -
GAME INSTRUCTIONS
(Leyelig).

t

You .have a deck of 28 cards. Four people c;ﬁ play the game,

1.

Shuffle the cards. -

‘One person, the dealer, deals seven (7) cards to each player.

A11 players look at their cards and put the cards 1
all the hard hats together.

The object of the game 1is to co]]ect 4 cards . 4 hard hdts) in order to
make a set,

The player to -‘the right of the dealer, P]ayer 1, }ooﬂﬂfgt his cards and asks .

~any other player\for a card he needs fd? a set,

"Ping, I need a hard hat "
4
1f this player has the card asked for, he gives it to Player 1.

-

If Player 1 does not get the card he asked for, P]ayer 2 takes the next
turn

Y

If Player 1 gets the card he asked for, hé has another turn to ask.
. g

A

If a player collects a set oiaﬁpur, he puts it dowr on the tab]ef’

A ~
i3

The person to cql\ecf the most sets wins the game,

@ -
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APPENDIX G

HARD MATS SAVE LIVES
v o . (Level 3)

“
Joe worked as a shipper foa a steel company. One day, a crane was
0 . . *

1ifting a heavy load and, due to mechanical failure, dropﬁea a 150 pound object

" which hit Joe on the head. His hard hat was demolished but Joe only got a mild
'concussion. o ) %
Industrial Health and Safety regulations state that "Safety headgear

shall be worn by workers in all areas in which a potential hazard to the head

exists from falling, flying or thrown objects.” o

v

QUESTIONS

1.- What kind of work did Joe do?
Hbw was Joe injured? ' :

What kind of injury did Joe get?

W N

.

." Joe might have been killed if

-

5. wWhat does the regulation say? (Use your.own words)

4

. ;’3
Find an under]inedtWGrd or phrase % the read{né which means:
a) completely destroyed. - - - ‘ s
). something you wear on your head. .f
¢) a machine which lifts heavy objecty. ' B . i v
d)"something which coald hdrt'yodi ‘ ] j ( 3
Je -

e) 'when.a machine breaks.

f) (gn jnjury to the head.:

L

.
\
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‘ © APPENDIX H ‘

READING
(Level T) .

»

Betty had just been hired as a cleaning person in a small rest home.
The second day on the job, her supervisor asked her to clean the stoves in the

kitchen. He gave Betty some cleaning fluid to use. The bottle had these —”
instructions. - ‘ Ca
CAUTION: Contents under pressure. Conta.iner may e;p1ode if .

heated. Avoid contact with eyes. Do not place in hot water.

or near radiators, stoves or other source§ of heag: Do not B
puncture. or incinerate container or store at temp”ératures

over 1200 F. Avoid inhaling spray mist. Wear rubber gloves.
Recommended for use only oﬁvporce1ain enamel, iron, stainless

steel and chromeisurfaces. Avoid use on metal trim on stoves

as this trim may be highly polished,aluminum ané not chrome. . tad
For gas ovens, avoid- spraying on pildt light. Keep spray off

electrical connections. ¥

1. What protective equipment does Betty need? ) .
2. List four (4) things Betty should avoid doing: ’

i) avoid
i) avoid B ) : ' -
i1i) avoid ‘ !
iv) avoid . - RN

3. _List two (2) things Setty must-not do: ) ' o

i) do not:

ii) do not

-3

. -“Identify one thing Betty must do:

205 e
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" 'REPORTING AN INJURY
' ' ‘ ‘ - f' B -

< ¢ Onehotday last summer she tried%0 open & window 1o let in some air.
= ! : The window was Stuck and she hurt her back as she was trying'to open it.
She was unable to work s0 98 applied for benefits from the Workers’

Compehsation Bosrd. - / . .

. P L S ek e s * 9
h e x&l%"’ & % { % ‘w
5 Xaa SRR 1 :
T | 25 St (Y 22,
) ” c""“"‘-hbﬁ it pd SN i) 2.
. - . J . . . :
) { ot A ! : ) ;. ' *
e Anng works in 8 garment fa’.tory which is in an old byjlding downtown. -



ra.

OVERALL OBJECTIVE: s ,
1. Be able to claim Workers' Compensation benefits if necessary.
. b o )

»

» ~ .
"

FUNCTIONS: . . ° ' ‘ L
- 1. idgntif}?ng: ST ' "My name is ..." k
2. Reporting Information: "I twisted my back when I was tﬁying to open
’ . . : and old window." . ) -
. 3. Asking for Information: "When wjl] I receive my first cheque?"
: : - .
_INFORMATION ABOUT THE TOPIC:
1. Workers should report an injury right away to the first aid attendant
or their supervisor. . . .
Workers should get a witness to sipport their statement.
Emp]oyers’provide the funds for the Workers' Compensation Board. “An
individual employer's rate can_go up if there are many ciaiﬁk for,
injuries by his emp]oyees."
4. An employer-may argue that an injury, particularly a back injuryg -
* didn't happen at work. Documen;qtion or witnesses are part{CU]arly
{mportant for this type of injury. . L
5. Unioﬁ‘bersonhe] often act as advocates for injured workerélin dealing
" with the Board. - , | ”
6. Yoh can appeaf a W.C.B. decision to cut off your benefits.
7. If you are co]]ectfng benefits, yobgmust see’ your doctor regularly
' Eﬁa\kgs;oin contact with the W.C.B. o
You do not have to pay tax on W.C.B. benefits. .
Be sure you understand a document before you sign it.
10. Farmwo?keré\?re now eligible for Workers' Compensation.

-
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LANGUAGE EOMPONENTS

LEVEL 1=
Function Objective * Struéture Vocabulary
Identifying 1. Give personal informa- - last name i
. tion on a W.C.B, first name
. application form, print
. 2. Answer personal in- My name is .... :ggggis
formation questions My address is .... postal code
from a W.C.B. officer. ?y te]ephgne M.  telephone &
Psa&"ﬁémed * date of birth
My S.T.N is' marital status
Iywa' Bo;n at'j" social insurance
S »+++ hefght, weight
) numbers
! single, married
separated, divorced
Reporting 1. Report an injury to a [ hurt my back. parts of the body
. © W.C.B. officer. I was opening a
, window. '
Asking 1. Ask about getting a When will I get
St cheque. my cheque?
‘ ' "How much will I
( get?
LEVEL 2: .
Function Objective Structure Vocabulary
Identifying 1. Give personal informa- ' Same as Level T
: tion on a W.C.B. i . .
application form. .
Reporting 1. Describe circum-* I hurt my back at hurt/injured
.stances surrounding 10:00 on Monday. _ first aid
an injury. . )

2. Sequence a series of " 1 was opening a sequeﬁcing words,
events related to an window, phrases and
accident. . clauses,

3. Tell a W.C.B. officer I earn $7,00 per  gross earnings
about conditions of hour, ‘

’ mrk. 4
Asking 1. Ask about benefits. Can you tell me -
when I'11 get
- some money?
i




£y

LANGUAGE COMPONENTS

. LEVEL 3:
Function Objective Structure Vocabulary

Identifying 1. Give personal informa- ) Same as Level 1
tion on a W.C.B. . )

D . gross earnings
¢ application form. - . normg] working

_ . * bours
Reporting 1. Report an injury, I twisted my back. strained,

) .- describe how it I tried to open wrenched ’
happened, and tell an old window. pulled my back
about the circum- I didn't feet-it out -

] stances. until the next notified
— < morning. defect
Making an 1. Tell what’she thinks It must have. witnesses
Inference caused the -problem. happened then. remises
. : previous™
on reverse if
- ) %app]icabTe
Asking - 1. Ask about benefits. When can I expect. disability
s my cheque? n
How long will it
. . be before .... \
) ] NOTES TO THE TEACHER 1
' 1. To give students more informatjon about the Workers' Compensation Board, |

) ]

extend this Unit with the W.C.B. film, The Breadwinners, or arrange for a-
visit from a representative of the Workers' Compensation Board. .~

See Section 2 of English as a Second Language for Adults: A Cupf{culum Guide

6 more important
/

ccident
situations. It would also be interesting to dramgult comparisogs between
rights or problems of injured workers in different countries,

2.
for another unit on reporting.
3. Presenting information in an accurate, compréhensib]e way
in this Unit than structural accuracy. ,
4. At various points in the Lesson, draw on students' experieng

257 | 7
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SAMPLE LESSONS FOR THREE LEVELS

DEVICES

_= )
‘ LEVEL 1

ALL LEVELS

. picture of ™

Anna who has
just wrenched
-her back. A -
co-worker is
he1p1ng hen/}

. picture of a

supervisor.

. picture of a

doctor.

. addreéssed en-
- velope with

W.C.B. form.

1, Enabling Ogject%ve:
an accident at wor&.

ES
- - “»

Understand procedure'for dealing with

_Procedure:
."Show students the picture of Anna and ask:

a) Where does she work?
b) What's hef job?

" ¢) What happened? ‘
d) How did she do it?

e) Can she work? .
. Ask sStudentss
What should Anna do?

. List on board: .,

a) Tell her supervisor.
b) See a doctor. - * ' .

. Show the students an envelope with Anna's name and address

on it. Point out the return address of Warkers' Compen-
sation Board. Show students the application form for W.C.B.
benefits. Add to the Tist on the board.

c) Fill out W.C.B. form. -

EKCm 4




" SAMPLE LESSONS FOR THREE LEVELS

LEVEL 2 AND ¢ LEVEL 3
1. Enabling Qbjective: Ynderstand procedire far dealing with an accident at >~ ™
- work. .
»
Procedure:

. Have students describe what has happened to Anna in the picture.

. If any of the students have had an accident at work, have them describe what
happened. ™ -,

. Have the student report what he did after the injury and 1ist on the board.

e.g. I told my partner.
I told my supervisor. -
I saw my doctor. = N
W.C.B. sent me a form and I filled it out. - -

OR :
. List the steps workers neeffjko take if they are injured on the job.
. Circulate copies of the W.C.B. form for students to see.

. Introduce and clarify the meaning of the term "witness" by using the picture
and by explaining it. _ , -

. Students should be aware of the importance of having a witness whe can describe
the accident. If ho one actually saw what happened, they should tell a fellow
worker right away, if possible.

e

oo
b
P s
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SAMPLE LESSON (Cont'd)

.~ Taped mono«
logue of Anna
Tape.recorder

2

LEVEL 3

. Transparency
of Simplified
Form
(Append¥yw B)

. overhead'pro-
jector

. Dyad Activity
(Appendices

C and D)

¥

K
-t « . BEVICES ; T LEVEET - - -
LEVEL 1 2. Enabling ObJect1ve' Give background information about
. Cards With Anna. .
information *
about Anna Procedure: . E
. Distribute cards showing information about Anna:
- Anna Slozski- ‘ -
T - April«22, 1926
- 142 pounds ' .
y — - 5 feet .2 inches ’
- married
- 417 Columbia Street, New Westminster o
- V5K 2J8 :
- 526-7932
} - 729 835 109
LEVEL 2

. Ask students questions about Anna, e.g. -

When was Anna born?
How tall is she?
. What's her telephone number?

. Students ask each other questions about Anna,

. Create a bléckboard story summarizing the information-abodut

Anna, e.qg.

Anna Slozski was born en April 22 1926,
She is 5 feet 2 inches and weighs 142 pounds
Qhe is married. Her addreéss ....

ro
(3

—




SAMPLE LESSON (Cont'd)

-

LEVEL 2 . LEVEL 3

14

2. Enabling Objective: Give background |2, Enabling Objective: Ask and answer

information about Anna from listening questions about an accident situation,
to a tape. . 1 -
Procedure: . Procedure: .-
. Have students listen to the tape of . Project a transparency of the simpli-
Anna talking. fied W.C.B. form—{Appendix B)using
, : an overhead projector,
My name #s Anna Slozski. I was . Elicit some question forms for each
born on April 22, 1926. I weigh {| . category of information on the form,
142 pounds and I am 5 foot 2 inches e.g. -

tall. I am married. 1 Tive at

417 Columbia Street, New Westminster, ‘When did the accident happen?

My postal code is V5K 2J8. My tele- || - How much do you earn? ,
phone number is 526-7932. My social . Give pairs of students copies of the
insurance number is 729 835 109. dyad exercise (Appendix C and D).
- = — The two. forms are complementary.
. Students answer "wh" questions about . Students alternate asking questions -
the tape - e.g. . in order to get the information tiRy

Where does Anna work? need to complete the form.

_She works in a garment factory. Note: Demgnstrate the procedure in
Students ask each other questions a Targe group before asking the

. about the tape. s . students to do—fii’ijf}y1ty in pairs.

b

gt]
~a
()

Ved
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SAMPLE"LESSON (6ont'd)

LEVEL 1

or blackboard
-copy of simpli-
fied form

~

LEVEL 2

. Simplified form
(Appendix B)
. overhead pro-
jector

. transparency or
blackboard copy
of s1mp11f1ed
form -

LEVEL 3

." transparency of
a W.C.B. claimp

™f
T\tggTes of W.C.B.

claim forms
\_Yocabulary
Matching Exer-
cise

(Appendix F)

DEVICES
LEVEL 1 3. Enabling Objective: Give personal information on a
Simplified simplified W.C.B. form.
Eorm ) ’ -
Appendik A .
. bean bag Procedure:
. overhead pro- . Introduce the simplified form by projecting.a transparency
jector - onto an overhead projector (Appendix A).
. transparency

. Ask students questions about Anna and fill in the form as
you go.

. Have the students, individually, put the information about
_Anna onto the simplified form. Make sture they put one

“letter in each box; check the box for marital status; and
put their, house number and street in the correct order.

. Have them complete the bottom of the form with a signature,
the date and the location

. Review “wh" quest1ons with” the students Throw a beanbag
as you ask a questjon. The person who gets the=beanbag
must answer -the qeustion, e.g. -

4
h -
T -

What's your name?
My name is ...

. The students can a]so throw the beanbag and ask questions.

. Have the students £i11 out the form with information about
themselves—"

-

o .
XY
o
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SAMPLE LESSON (Cont'd)

Vs

LEVEL 2

LEVEL 3

3. Enabling Objective: Give personal
~«.pformation on a simplified W.C.B.
. wa,ﬁ o~

Proczhhfeg ' ‘ )
. Introduce the form (Appendix B) by

pjecting a transparency of the form
using an oyerhead projector,

*. Ask the students what Anna needs to
write in each section of the form.

/
.c Fi11 out thé form as you go. Students
can.also complete fndividual copies of
the form at the same time.

~

e

4,

4

[l
N

3. Enabling Objective: Report an injury
on a W.C.B. claim form. )

r~
~—

Procedure: °

. Project a transparency of an dctual
. W.C.B. claim form onto an overhead
projector.

. Discuss the layout of the form.
. Clarify the instructions.
. Discuss the vocabulary.

. Students complete the Vocabulary
Matching Exercise (Appendix F)

. Students fil1l in the form with.
information about Anna.

10-9




SAMPLE LESSON (Cont'd) )

(Appendix A)

LEVEL 2

. props for mime
activity, e.g.
box, vege-
tables .

. Simplified
Form

(Appendix B).

DEVICES LEVEL 1 ) ‘
LEVEL 1 4. Enabling Objective: Reporﬁ information aboyt an injury on
s _a simplified W.C.B. form. :
. ‘picture of . : .
Anna.
. bandages . ' . ’
. simplified Procedure: : !
form | . Show students the picture of Anna.

Ask:  What happened?

Anna hurt her back.

[

. Put bandages on individual students.
_Ask: What happened?
Students answer:

I hurt my hand.
I hurt my foot.

- Hﬁlm
™N¥

I hurt my knee. : . .
* Write the question and the answer on the board: ,
. Ask question: o o

How did it happen?
“Elicit/give students the response:
' »*  She was opening a window.

‘Clarify the meaning of the sentence by using the picture.
. Repeat question and answer until it js clear. Write the
. que;;ion and the answer on the board, \

. ¥

Mime the followingkactivities. Have students ask the
questions:

N
What. happened?
How did it happen?

I hurt my back. I was lifting a box. .

J 1 hurt my hand. I was chopping vegetables.
I hurt my foot. I was moving a desk.
I hurt my back. I was opening a window.

Ve
. Write the sentences on the board. Students ‘copy the
sentences. .
. Students compiete the simplified form by answering the \\\
questions: ‘ ‘ . 4
What happened? R
How did it happen? -
Q10 . v
. L -

H
L
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SAMPLE LESSON (Cont'd)
LEVEL 2 LEVEL 3 .

©

4. Enabﬂ1ng Objective: Report infor-
~-mation about an injury on a simpli-
fied W orm. o -° N -,

t

Procedure"

! Mime Anna's activit
injury for the stude

and resulting
ts, and identify,

e.g. - Q. . .
I was opening a w1ndow I hurt
my back. .
. Mimé other acti&ities and injuriesy =
and identifj, e.g..
I was lifting a box - 1, burt my N
back.
I was coeking french fr1es I . -
" - burnt my hangd., '
ig "I was chopp1ng vegetab]es I cut .
. my hand. .- .
~ #flal students mime these , '

ivities and injuries, and the other
dents identify the actions. Write .
tHe sentences on the board.

. Gige the studqnté ather vérbs ‘to de-‘§ - ’

pi

an injury (e.g. broke, sprained,

twisted) and have th

to describe pictures’

use .these qpes {. '
1n3ur1es

. Hayg the students ¢ te theesimpli-
fic® form (Appendf’x by writing the
type of injury and what caused it.

. Have students pract1se Comb1n1ng the ) ' ’
sentences as follows: .
As -1 was 1ifting"a box, I hurt my '
. . back. r - ¢ ) .
g . Hav.stud’ents write the new sentences, ' L., s
SN . - R o ><::\\\ ) ~— .
[ - ! b ] ‘ - )
s, .
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\

cloze &ergise
. taped conver-
sation
. tape recorder

¥

LEVEL .2

| . picture of

Anna talking to

4 W.C.B. repre- .
sentative

. transparencies
of Appendix C
and D |

. overhead pro-
jector:

. Dyad Activity
(Appendix C
agd D

language master
.cards and

LEVEL 3
language masten
or tape re-

*corder '

. Using Time
Phrases
N (Appendix G)

sentat1ve

. Students Tisten to a taped conversation between Anna and a

. W.C.B. representative.

. - SAMPLE LESSON (Cont'd)
1Y
: DEVICES LEVEL 1
. .| LEVEL 1 5. Enabling Objective: Ask a W.C.B. representative about
o | picture of getting a cheque. ‘
Anna talking tof ) S
a W.C.B. re- .
presentative Procedure: .
. copies of . Draw a picture of Anna ta]king to a W C.B, repre-

Anna: Here's my form, Is it okay?
W.C.B.: Yes, it's fine.-

.. Anna: Will I get some money? '
w.C.B.: We'll let you know in a couple of- weeks. °
Anna: Thank &Ou '

Students are given the following copy of the dialogug and

_asked to 1dent1fy key words and expressions,

<

Anna: Here's my Is it ) ?

W.C.B.: Yes, it's f1ne

Anna: some money.

W.C.B.: in a couple of
- weeks, s

Anna: Thank You, ,

. Students practise the conversation in pa1~ ’

/’-”\ .

N

e

(S

&




S

SAMPLE LESSON (Cont'd)

LEVEL 2

LEVEL 3

"y

5. Enabling Objective: Ask and answer
questions about an accident. -

Procedure:

. Draw a picture of Anna talking to g
W.C.B. representative. Tell students
that Anna received her form in the
mail but had trouble completing it so
she took it in to the W.C.B. office
to get help.

. Project a transparency. of Appendix C
onto an overhead projector. Have
students Wdentify the questions Anna
will be asked in order to complete the
form. Repeat the procedure with
Appendix D. ~

. Give pairs of students copies of the
Dyad Exercise (Appendix C and D).
The two forms are complementary.
Student A and Student B alternate
turnsyasking for the information they
need }b complete the form. )

. Enabling Objective:

Sequence a
series of events and use time phrases
to report them. )

Procedure:

. Stullents identify statements.about

Anna's accident which have been
recorded on language master cards or
a tape recorder. (See Appendix 6

for statements).

. Students arrange the statements in a

logical order.

. Students complete the exercise on

Using Time Phrases (Appendix G).

. Students report the events to each

other.

-

o
| P
A
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SAMPLE, LESSON (Cont'd) ,

& .

DEVICES

* LEVEL 1

*:
LEVEL 2 -

language master
and language
master cards or
.tape recorder

LEVEL 3

reading copies
of description
of Tony's
situation
. text book exer-
| xcises of the
-1 form "must
have"

P
it

L




SAMPLE LESSON (Cont'd)

- LEVEL 2

LEVEL 3

6. Enab]!ﬂéﬁObJectivé: Sequence a
series of events and use time
phrases in reporting them.

Procedure:

. Students Tisten to the fo]]owing re-
corded statements about Anna's accident
on language master cards or tape
recorder.

Note: These are in the correct order,
Scramble them for the exercise.

¥

1. As I was trying to open a w1ndow,
I hurt my back.

. My friend came to help-me.
I told my supervisor.
My supervisor sent me home.

[S 2 IS ~ TP U5 S AN

I went to the doctor.

. Students put the sentences in ‘a -
Togical sequence.

. Students orally report the serijes of
events in the exercise to each other.

' : List the sentences on the board.

. Elicit or give time phrases to add
to the sentences as fol]ows:

1. Last Tuesday .
Right away
Then g

o .

P

That afternoon - o

.
A

5. Enabling Objective: Make an
inference about the cause of an
accident.

Procedure: .

. Students read the situation described
below: .

Tony Moniz works as a warehouseman
[ for a wholesale company which dis-
tributes home entertaimment items
such as stereo equipment and” “teles
visions. He generally loads bdxes
containing radios, amplifiers and
speakers onto the delivery truck.

Last Tuesday, Tony was asked to
unload a special shipment of tele-
vision sets. ' He worked most of
the day unloading the T.V.'s

After work, Tony went home and
spent the evening, as usual, with
his family. The next morning, he
woke up with severe backpain and
was unable to go to work.

. Have students identify the following
information in the passage:

[
_a) Tony's job
b) his mormal job duties
c) his assignment last Tuesday
d) when he first felt back pain

. Ask students: . .

Does the reading tell you how
Tony hurt his back?

. Point ouv¢ that the reading does not
say how Tony hurt his back but the
reader can make an inference.

. Tell students that "must have" is
used in English to make an inference.

. Have students complete the following

sentence:

Tony must have hurt his back
when . ...

, Have students do additional practise
with the form “must have" .- e.g.:

Marja is not here yet. She
must have ....

10-15




SAMPLE LESSON (Cont'd)

DEVICES LEVEL 1

LEVEL 2

. taped conver-
sation
(Appendix E)

. tape recorder

. teacher-made
cloze exercise .

LEVEL 3 ‘ S ,

. taped conver- , _ _—
sation ) , . - 1
. tape recorder .. ‘ ’ : |
. Improving .the ) v
Dialogue
(Appendix H)

|
|

|

L4 ' ‘ . i
. ~ |

* N |

i

|

|

I
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SAMPLE LESSON (Cont'd)

LEVEL 2 LEVEL 3
. 7 Enabling Obiective. Ask and answer 6. Enabling Objective: Ask and answer
= questions in &n interview with a questions in an interview with a
-W.C.B. representative. - . W.C.B. representative.
Proceduyre: L % Procedure:
. Students listen to Part I of the i . Students predict what kind of
taped ‘conversation between Anna and questions a W.C.B. representative
a W.G.B.- representat1ve and identify w0u1d ask apout a back injury.

the questions Anna is asked. . Students listen to taped conversation

. Students Tisten again and 1dent1fy and identify the questions asked
Anna's answers, . - (Appendix H{

. Students identify questions Ania -'gaggmnlony s answers to the x
might want to ask a W.C.B. repre~ / .
sentative. . a) What kind of impression does he

make on W.C.B.?

. Students Tisten to Part Il of the b) How could he .improve .It')(

tape and identify the actual question
Anna“asks and thd answers she gets. . Point out the importance of being
specific and volunteering information '

. Students practise making polite in such a &ituation.

questions with the form "Can you tell
me....?" . Have students complete the exercise

. on Improving the Dialogue (Appendix
. Students Tisten to the whole tape and H), This may be done, eitner as

complete a cloze exercise based on a large group or individual activity,

the tape, depending on the abilities of the
. Students make up a dialogue between students. '

another worker and a W.C.B, repre-

sentative based on the following

information:

Tony Moniz works as a warehouseman
for a company which sells T.V.'s
and radios. Last Tuesday, he hurt
- his' back when he was Toading some
heavy T.V.'s. He told his fellow
worker,-Tom. Then he told his
boss, who told him ta go to the
doetor.

0o
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; I
LEVEL 1: EVALUATION

The student can:-

Accurately

Intelligibly

Inadequately

and/or but
. - Fluently Inaccurately
1. Describe procedures for dealing N
with an accident at work.
2. Describe the circumstances of an
accident.
3. Ask a W.C.B. representative about
getting a cheque.
4. Give personal information on a ) .
simplified W.C.B. form.
5. Report an injury on a simplified
W.C.B. form.
) ) i '
H
S
LEVEL 2: EVALUATION
The student can:
Accurately Intelligibly
and/or but Inadequately
Fluently Inaccurately
* | 1. Describe procedures for dealing
with an accident at work. -
2. Describe the circumstances of
., an accident. v
3. Report a sequence of events re-
lated to an accident using time
phrases.
1 4. Ask questions about W.C.B. bene- .
fits. ’ .
5. Give personal information on a
simplified W.C.B. fomy.
6. Report an injury on a symplified
W.C.B. form. b
b . /
Q .
' ‘ 8 Bl
10_13 ® ~o g




A

. LEVEL 3: EVALUATION

The student can:

Describe procedures for dealing
with an accident at work,

Describe the circumstances of an
accident.

Report a sequence ti"events using
time phrases.

. Make an inferenke abouf the cause

of an accident.

Ask questions about W.C.B. bene-
fits.

Give pé‘sona] information on a
W.C.B. form.

Report an injury on a W,C.B.
form.

Accurately Intelligibly
and/or but Inadequately
Fluently Inaccurately
-




EXTENSION TO OTHER SITUATIONS

" Situation

‘A worker reports an injurf. to his

supervisor.

>

{

A worker describes an accident
* in which a fellow worker: is
injured.

A worker finds‘out from a union
official how to appeal a W.C.B.
decision to cut off benefits

-

.('."b

{ * Story

A worker uses the wrong solvent to
clean his hands of grease. He
immediately develops a painful,
itchy rash. He tells his boss what
happened. .

bad

s

td

As Manjeet was loading some flats
of raspberries onto a truck, an
inexperienced truck driver put the
truck into reverse and backed into
Manjeet. Manjeet was injured and
had to be taken to hospital. - His
friend Jaswinder was with Qim at
the time. Later Manjeet i5 asked
by the W.C.B. to describe the cir-
cumstances of the accident. -

-

Because of a back injury, Helga has
been on Workers' Compensation for
one year. The Board has decided
that Helga is now able to return to
work and, has discontinued her bene-
fits. waever, Helga says her back

job. She approaches a union
official to find out how to appeal
the Board's decision,

is not strong enough to do her former -

D)



APPENDIX A

SIMPLIFIED FORM “ __
(Level 1)

WORKERS' COMPENSATION BOARD OF BRITISH COLUMBIA

5255 Heather Street, Vancouver, B.C. V5Z 3L8  Tel: 266-0211
. ot

PR

|_LAST NAME (Please Print) -
. - 1

ad

FULL ADDRESS

-

~ Street & No. : City Postal Code

‘Telephone No. Social Insurance No. Date of Birth
&

Month Day VYear

Marital Married[:;]
. . . Status 5‘99?3 {::]
Weight : . in, - : Other [}

sy

1. What happened?

2. How did it happen?

-~ »

Y

Signed at: Signature inA%;k (do not print)‘

-




APPENDIX B ‘ )
_ SIMPLIFIED FORM .
{Level 2) N
- _ WORKERS' COMPENSATION BOARD OF BRITISH COLUMBIA
5255 Heathe Street Yancouver, B.C. V I\}ﬁ 266-0211

ANSWER ALL UESTIONS ON THIS FORM IN INK, SIGN AND MAIL TO.THE BOARD AT THE
ABOVE ADDRESS.

b

[AST NAME (print print] = -1 6
Mr. .

Mrs.
Miss

1 -
FIRST NAMES(S) '

FULL ADDRESS'

i

Street & No. City :PostaT Code
Télepqape No—{Social Insurance No. Date of Birth

Month Day Year

. Mar1taT Married ]| ™ .. Y
' , status Sin9le [} ) o
Weight . Height  ft.  ims. . Other [ ]
1. + DATE AND TIME OF INJURY. ‘
19 at ~ A.M./P.M.

2. INJURY WAS FIRST REPORTED TO YOUR EMPLOYER - -
on . 19 - at L AM. /PN~

Application for Compensation & Report'of Injury or Industrial Disease

= [3
3. STATE ALL INJURIES RECEIVED.
4. DESCRIBE WHAT HAPPENED.
4. (a) Have you had trouble with your back before? g . . .
5. DID YOU RECEIVE FIRST AID IMMEDIATELY? [::] YES [::] NO
3 ) N
(I; 6. ~YOUR GROSS EARNINGS AT TIME OF INJURY. ”
N " per hour $...... per day $...... per week $...... per month $*.....
H 7. DATE AND TIME YOU LAST WORKED.
E ’ 19 at A.M./P.M.
R . - r — -
LE‘ \ate. L . Signedtat: S1gnature in 1nk’(,do not print)
( , B.C.

L8 Balts )

‘nuJ




APPENDIX C

.

& « ¥ ' : DYAD ACTIVITY

@% ' (Levels 2 and 3)
r ‘—;\ WORKERS' COMPENSATION BOARD OF BRITISH COLUMBIA ’
5255 Heather Street, Vancouver,'B.C. V57 3L8 Tel: 266-0211

ANSWER ALL QUESTIONS ON THIS FORM IN INK, SIGN AND MAIL TO THE BOARD AT THE

-y

| +wisted my back
4. DESCRIBE WHAT HAPPENED.

)

4. (a) Have you had trouble with your back before?

>0 ABOVE ADDRESS. -
(%]
© |.LAST NAME (print r1nﬂ
2 | Mr,
- . = /’
™ 188 i . )
S {
glalniNlal |} | |
£ [FIRST MAMES(S)] . | ' ! e - g
« [FULL ADDRESS - -
> %11 Columbia S't-/ Ne w \.LIQ.S'Em'mS{C.v- \
21 Street & No. City N\ Postal Code N
S [Telephone No. [Social Insurance No. Date 0% Birth /
05| 52p-1932 : 4 - 22 2b
e g i Month Day/ Year
2 | Marita1 Merried I
&lida B -
s ‘ Status S\wng]e‘ [
< Weight ™  Height ft. ins. Other ' [}
=5 | 1. DATE AND TIME OF INJURY. ’
2 February 2 1982 at /0:15 @M)/P.M.
Q
2 | 2. INJURY WAS FIRST REPORTED TO YOUR EMPLOYER.
S on 19 at AM./P.M.
L i.\
L 3. STATE ALL INJURIES RECEIVED. -
c ,
< |
(-2
L2
a
Q.
(-4

No .

5. BID YOU RECEIVE FIRST AID IMMEDIATELY? [:] YES D NO .
I 6. YOUR GROSS EARNINGS AT TIME OF INJURY. ‘ |
n per hour $.7.Q% per day $...... per week $...... per month $..... .
H 7. DATE AND TIMELYOU LAST WORKED.
E 19 at AM./P NI
R Date: Signed at: ‘ Signature in ink (do not print)
‘% Feb 4{32, New UQS’{'.mms“‘.'ev- '

ebruatry e , B.C.< M ﬂoﬂk)

- — 10-23




Application for Compensation-& Report of Injury or Industrjal Disease

. -APPENDIX D ‘ ~ ‘ .
Y DYAD ACTIVITY * =

(v\(\ (Levels 2 and 3)
N JUORKERS' COMPENSATION BOARD OF BRITISH COLUMBIA
5259 Heather Street, Vancouver, B.C. V57 3L8 Tel: 266-0211

ANSWER ALL QUESTIONS ON THIS FORM IN INK, SIGN AND MAIL TO THE BOARD AT THE
ABOVE ADDRESS. ] -

- LAST NAME (print print)

Mr. -

Miss S L O Z S |< ( ‘ . °
Alu N |A
L FIRST NAMES(S)

FULL ADDRESS .

. V5K 278
Street & No. City Postal Code
Telephone No. |Social Insurance No. Date of Birth

729 %3S 109
Month Day VYear

Marital Married B

status Sin9te [
Weight Height § ft. 2 ins. Other [}

1. ~DATE AND TIME OF INJURY. :
19 at AM./P .M.

2. INJURY WAS FIRST REPORTED TO YOUR .EMPLOYER. .
o February 2 1982 at 10:30 (.M)/P.M.

3. STATE ALL INJURIES RECEIVED.

4, DESCRIBE WHAT HAPPENED.
| was trying to open a uumclow for fresh anv.

4, (a) Have you had trouble with your back before?
) i

Y

Aruitoxt provided by Eic:

5. DID YOU RECEIVE FIRST AID IMMEDIATELY? vEs- [ WO
6. YOUR GROSS EARNINGS AT TIME OF INJURY. ' =

per hour $...... per day $...... per week $...... per month $......
7. DATE AND TIME YOU LAST HORKED.

Febroary 2 1982 . at 1015 (@.M)/P.M.
ate: Signed at: Signature in ink (do not print)

February if/ﬂz Nﬁ-w \.destmms{ev . B.C Atrtow WJ
o .

1)

10-24 - X ~u !




JQ.C.B.:

Agna‘

W.C.B.:

Anna:

3

I

APPENDIX E

. @ DIALOGUE

{Level 2)

14

-

Hi. I'm John Levitt. Can.’'I help you?

Yes. .My name is Anna Slozski. Can you helpfme with this form?

Sure ...
[ 4

Well, 1 hurt my back as I was trying 100 open an-o]diﬁinQOw at work.

I trie® to work but my back hurt too much. Then I told my superyisier

A ]

: . What did you do then?

a

. Tell'me about your accident. . o

and she told me to go ﬁbme¥ '

é

Have‘you.had troub]e;qith Your bg@k before?

No, never. -

I éet $ 750 an hour.

.:" How much do you efrn%
. ey

.

~

-

.+-»0kay. \fhat's all wegmeed. . Jdgt sign here.

LI 2T SN
s

Can you:te11 me when ' get a cheque?

Jf will probably be a cbuple of weeks. Call me if you have any problems,

. Thasgle you. Goodbye.

]



| APPENDIX F
, VOCABULARY MATCHING
, ) - (Level 3)

>

-

Match the térm in List A from the Workers' Gompensat1oh Board application fihn

with the best meahing in t1st B.
List A List B

, notified . ’ ] the building or property your
' boss owns .
¢ _
. on reverse if this is what happened to you
-~ ‘
. if applicable ' an example would be:
! 7:30 a.m. to 3:30 p.m.

]

. qualified practitioner . the money you earn before deduc-
tions (e.g. for UIC) :

. witnesses ) ' before

7

emp]oye;'s premises told-.

. previous - ) a person who has a license (Tike
a Eﬁﬁropractor or physiotherap1st)

0
, defect or disability people who see something happen
. :

*

. gross éarnings "‘ i} a physical problem

'y
14

10. normal working hours on the other side
.’ ) ‘ .

+*




i \..
/ 4
- . N [ ’ l
' ‘ .. / ¢ ‘»
* . APPENDIX G - .
‘ “USING TIME PHRASES '
. {Level 3) B
1. Match the phrase from L1st A‘with a sentence from List B.
7. Rewrite the sentence using the time phrase. .You should change the order of
%  some of th&sentences. _ R .
3. Report the.events to another student or the teacher using the time phrases. ..
- N " . ’ .
LY , . List A . List B
After coffee break T was working.
When, it happened I tried to open a window because it was
hot.
Then ) 1 hurt my back.
Last Tues&az . My friend came to help me.
The next day I tried to work but my back hurt too
. much,
. As I was trying to open the © -+ 1 told my supervisor and she told me to
window . s go home.
After - I couldn't bend over.
_That evening ) I saw my doctor.’
‘ . i Vi
N ) o . . ‘ . s
1. 1 was working tast Tuesday. M

3- %7 \ p
» ’ ‘
4 -
5 ‘ ) : .
»— ;
6. * ~ !
7. - .
8 = . '
/
/ o~
) X
ﬂ Ty £
. "fl\)) -
w ) |
- . Y S 10-27



APPENDIX H.

" DIALOGUE
(Level 3) -

W.C.B.: He}ib. My -name is Jéhn Levitt. Can I help you?
Tony: Yes. Tan you help me with this form?

W.C.B.: A back injury, eh? cees Tell me what'happéned.‘
Igny: { ;as loading some heavy T.V. sets onto a truck.
W.C.B.: Is that the kind of work you normally do?

Tony: ‘;és. ) \ ‘
W.C.B.: When did you first notiée the

ﬂTony: The next morning.- ")

W.C.B.: wh;; did you report your condition to your employer?
Tony: I called him the next morning. |

W.C.B.: Have you had any trouble with your back before?’

Tony:  No.

'W.C.B.: 0.K. Thag's fine. Just sign here.

Have Tony make a better case to W.C.B. by:

. 1. Giving specific details in answer to%the question "Te11 me what
happened?" e.g.. date, time, weight of object, distance he had to
carry it, etc. Also make an infekence about the cause.
D1st1ngu1shrng between his normal Job dut1es and the circumstances
of his acgident in answer to the quest1on "Is that the kind of work
you normally do?",

Descr1b1ng the nature and exfent of the pa1n in answer to the
quest?on "When did you first notice the pawn7"
' Asking some questions.




13

L]

. BEING A UNION MEMBER"

-

4
o= Moshens’asecumyguardmlshoppmgmau He 1s a member of a p
Workers Union. One week he works day shift from ~-
m.— 600 p.m. The next week he works from 2:30 p.m.—11.00 p.m. :

Hournamodwith two small children. His wife works svenings in the
same shopping mail. When they both work evenings, they have to

2= hire 8 babysitter. Sometimes, his boss wants him to change his shift

, the next dby. it is a problem for him to find & babysitter on short notice.
Q -

ERIC R 265
» U

.
Aruitoxt provided by Eic: " . v
.

§A1t‘
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OVERALL OBJECTIVE: ~~ :

1. Understand the role of the union in the workplace.

. FUNCTIONS:
1. Refusing: - "I'm sorry. I can't,"
2. Expressing 0b11gat1on "You have to give me five days notice."

‘
L]

CULTURAL NOTES: \
1. Unions are not illegal nor subvers1ve in Canada. '-
2. Unions were formed so that workers could collectively improve their

wages and, working conditions. ~ )
3. Some unions are international; that is - based in the U.S.A. Others
are Canadian based, ) ¥

4. Workers who are.reprtsented by a union'sign a collective agreemeﬁt with
thégr employer. This collective agreement specifies the terms of
employment for a specific period of time.

5. If you get a job with an employer who has sigped a collective agreement

.with a union, you must jogn the union, : "

6. If you belongto a union, you will pay unipn dues once a month. These
dues will probably be deducted from your pa;'cheque by your employer. .

7. One worker in each workplace is a union representative or shop steward.
He can explain the collective agreement to the workers.

8. Unions are democratic organizations in which leaders are elected by the

‘ members. The membership of the union also votes on what policies the
union “as a‘v‘vho]e will adopt.

* 9, Unions hold regular meetings. It is importani to attend é%d'participate
.in order to express your opinion about 1ssue5 that concern you, .
' 10. Unions often send printed communications to their members, Many have a
newspaper

11. WOrkers usually get begefits, such as a dental plan, because the union
negotiates for benefits as well as for wages..

12. A union representative may be ab1e to act as an advocate for a worker
in a dispute with an emp1oyer, the-Workers Compensation Board or the

‘ Unemp1oyment Insurance Corporation ]

13, Unions can also he1p ‘to enforce Emp1oyment Standards Legrslat1on by
“incorporating it into their collective agreement.




LANGUAGE COMPONENTS

-

LEVEL 1:
Function Objective Structure Vocabulary
Refusing L. Refuse a request. I'm sorry. I can't.
Expressing 1. Explain a refusal. I have to .... family members
Obligation ’ times
' ' look after/pick
up
. doctor
L dentist
’ airport
© »
- Y
-
" LEVEL 2:
Function Opjective Structure Vocabulary
Refusing 1. Refuse instructions I'm afraid 1 .
which contravene a can't.
collective agreement.
Expressing 1. Inform an employer/ you ™St ) i motice
Obligation supervisgr of the have to) 9 contract -
employer's obligations Ses N Junch break
under the collective Egtgl:e days repart for work
agreement. !
- k]
o ”
/\
]
) (’IOLOc
R v \ -
?‘ ‘1




LANGUAGE COMPONENTS

LEVEL 3:
Function Objective Structure Vocabulary -

Refusing . Refuse instructions It's impossible for .

: which contravene a me to change shifts,

collective agreement. I don't think 1 have
) . to because ....
Expressing . Inform an employer/ You're obliged to according to ...
Obligation supervisor of his/ violate/
- her obligations contravene

under the collective
agreement.

1 am entitled to

stapdard working
shift

The contract states vacation pay

» - that you have to 2 years service
R monthly premiums

leave of absence

0'.'
You're required to balance/deducted

Doesn't the con-.
tract state that .
you have to ... '

-1 believe the con-
tract says ..... s

It seems to me
that ....

NOTES TO THE TEACHER

1. " Instead of using the Level 2 reading, you could interview 2 union representa-
tive in your area and make up a similar reading.

2. Instructors should play particular attention to students' stress and intonation
Lt in patterns used for refusals and expressions of obligation. Students should
sound assertive but not rude.

3. Some students may be very uncomfdrgable with the idea of refusing a super-
visor's order for fear of losing théir jobs. These feelings need to be
discuésed openly along with some strategies for the more reluctant student
e.g. comply with the order this time, but ask the shop steward for advice on
what to°do next time. . . . -

Ff-. -

0o




\

SAMPLE LESSONS FOR THREE CEVELS -

-

DEVICES

¢ ' LevirT

LEVEL 1

. picture of a
security gquard
at a shopping
mall

. draw:

a) a sales-
clerk in a
shoe store
b) two young
children

c) a super-
visor

LEVEL 2

. Reading Passage]
(Appendix B)

. Interview
Questions

_ (Appendix D)

LEVEL 3

. Reading Passage
(Appendix G)

. Interview
Questions .
(Appendix D)

1. Enabling Objective: Ask and respond tb "wh" questions on
the pictures showing background information about worker
and his family,

¥

Procedure:
. Show picture of-Moshe, the security guard, working at a

shopping mall,
the picture.

Who's he?

Have the students ask "wh" questions about

Moshe.

What's his job?

He's a security guard.

Where does he work? He works at a shopping mall,
. Show picture of Moshe's wife working in the shopping mall,
Repeat the above procequre.

Who's she?
What's her job?
Where does ipe work?

Sarah. She is Moshe's wife,

She's a salesclerk,

She works in a shoe store in
a shopping mall,

When does she work? She works in the evening,

. Show picture of Moshe's and Sarah's children,
procedure. '

Who ara they?

Repeat _

They are Moshe's and Sarah's
children,

How old are they? They're two and four.

. Show picture of Moshe's supervisor and repeafiirocedure.

Who's he? He's Moshe's boss.

>

. #ut students in three groups. Give one student a picture

and have him ask the others questions about it., Groups
switch-pictures when they are ready,
i o Ly
.
X '()I'\’l § /
‘vu-/




SAMPLE LESSONS.FOR THREE LEVELS

LEVEL 2 AND }ZVEL 3

1. Enabling Objective: Understand how a union can help ifs members.

*
Procedure: . -
. Discuss these questions with the students: '

a) What are unions? >

b) What do unions do?

. Introduce read1ng by d1scuss1ng kQ( vocabulary and coricepts used in the reading.

. Students read story and answer questions (Level 2 - Appendix B; Level 3 -
Appendix G).

. Arrange for a representative of a union to visit the class,

. Sfudents make up questiOns to ask (See Interview‘Quest§0ns - Appendix D).

. Assign questions to 1nd1v1dua1 students to ask the visitor,

. Students interview visitor. ’ Cs

hd - -~ 11-6




LEVEL 2

. tape recorder
. taped dialogues
(Appendix A}

. written
description
and background
information

. tape recorder

. tape dialpgues
(Appendix A)

LEVEL 3 =

. tape recorder

. taped dialogues
(Appendix A)

<

PLE LESSON (Cont'd) o
DEVICES LEVEL 1
LEVEL 1 2. Enabling Objective: Refuse a supervisor's request, giving

an appropriate explanation.

Procedure:
. Tell the students to listen to Moshe talking to his boss.

. Play taped conversation two or three times. Then put
sentences from the dialogue on the blackboard as follows:

you at 2:00 tomorrow. L 3
I'm . 1 . 1
1ook after my children.

. Students listen to the d1a1ogue and identify the missing
words. Then repeat the sentences aloud as a group and

indjvidually for pronunciation practice, particularly stress
and intonation.

. Students practise the conversation in pairs,
/

\
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SAMPLE LESSON (Cont'd)

-~ LEVEL 2

*
LEVEL 3

2. Enabling Objective: Report and
discuss an interaction in which a
worker refuses a supervisor's in-
structions.

Procedure: .

. Students read background 1nf0nnat1on
for the dialogue. (See title page-of
this module.)

. Ask the students questions about the
story to make sure they have under-
stood it.

. Ask the students what they would do if
they were in Moshe!s position.

. Students listen to taped dialogue
(Appendix A}).

. Ask the students questlons about the
dialogue:

2. Erabling Objective:

Report and
discuss an interaction in which a |
worker refuses a supervisor's in-
structions.

Procedure:

. Students listen to the d1alogue and
summarize it,

. Students discuss the 1nteract1on (See

questions for Level 2.)

-

. Students describe what kind of person
_ they think the supervisor is and what
“kind of person the worker is.

. StGdents report how they would have
handied the situation.

. Discuss students® experiences with,
being bullied or threatened on the job,
and what they feel is the best way to
deal with it,

a) What did the.supervis r.ask? .
b) How did Moshe answer? . Analyze the dialogue with the studeats
c) What did the supervisor say then? for language functions and corres- -
d) How doés the supervisor feel? ponding structures. Consider a1ternate
e) How does Moshe feel? ways of expressing the same language
f) How would you feel? functions, e.g.
g) Has this ever happened to you° . . N
h) Will Moshe lose his job? Why not? Commanding: gomsn;n ;gmz;row. -
i) How ean Moshe get help from his ) y T
union? I can'/t .....
_ . Refusing: It's impossible for me
, o to ... o
T ) 1f you-don't ....,
) » IR S B R
s Threaten1qg. You'd better .... or
. e 4 ...
. Exbressing :ou ;e ob11ged to ....
- Obligation® o4 Nave o ...
. You must ....
. * AR )
{ ~ - N
. e )
v ' 4 : ’
) A
L] «
Y a - :
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DEVICES

LEVEL 1

. clock with
moveable hands
. pictures of
family members
. pictures of:
car
doctor
dentist -
airport

LEVEL 2

. Worksheet
(optional)

.

LEVEL 3

.|. Language Forms

47 Yor Reft¥ing
(Appendix H)

. Refusal-Exer-
cise T
(Appendix I)

LEVEL 1
3. Enabling Objéétive: éefgse to-do something and state a
reason. ’ )
Procedure:

. Review how to tell time using a cardboard clock with
q'nmveab]e.hgnds.

. Have students repeat the first sentence from the previous
dialogue using the time indicated on th? clock.

e.g.: Can you come in at 4:00 tomorrow?

": Review the vocabulary for members of the family using
pictures or diagram on the board.

. Have students repeat the second 1ine of the dialogue, using
a different family member in the excuse.

. Give individual students a Car5<$?th the timé printed on it
or a picture of a family member. Students with the time
cards ask the students with the picture cards. Students make
up a question or answer according to the card they have.

e.g.: I'msorry, I

s r.

ae:g.: 5;: Can you'cqme in tomorrow at 3:00 ?

52:
Expand the exercise by introducing other verbs and phrases
| .as part of the excuse.. T

I'm sorry. I have to look after my son. -

..

. . airport.) -
e.g.: 1 have to Eiggteu g my son ;2; the doctor. )
pick up dentist.)
& . . ‘docter. ) N
1 1 have &0 go to the dentist.) .
1" a airport.) - . ‘ .

-
-

. Extend this even fﬁrther by asking the students to do some-
thing outside the regular®routine of the class..

‘e.g.:, T: Can you come in at b o'clock?
b - % .
.S: " I'msorry. 1 have to make supper. )

) ‘go th work.s ) .

. As an evaluation activity, give each student a card with
~either a time indicated on it or a picture which gives students
"a cue for their explanations. Have students work in-pairs,
making and refusing requests, using the information on the

cards._ ; d
air rt'
| 2treere

-

W

.

e.g.: S0 1 3:30

1"




, . S
' SAMPLE LESSON (Cont'd)
K 4 . »
-
LEVEL 2 ', LEVEL 3
. "-

3. Enabling Objective: . Identify . Enabling Objective: Identify
Tanguage forms used for refusals and Tanguage forms used for refusals and
explanations. explanations. .

[
Proceddre: Procedure:
———— —_—_—

. Students reconstruct the dialogue by
listening to the conversation 11ne by
line (Appendix A).

. Introduce each line with a question
‘and instruct students to identify the
missing words in the sentences. These
are the key words for the functions..
Students can work from the board or
from a worksheet.

e.g.

How does -the' supervisor ask Moshe to
change his shift?

Moshe, « Work
afggnnOOns tomorrow.
How does Moshe refuse?

) charige

shifts--this week.

What reason does he give?
>~ P
Took after my

chi1gren.

How does the superv1sor threaggp
Moshe’

be here or
a job. -
How does Moshe answer?
give me 5 days .

notice.

. Point out to the students the formula

for refusals: - -
- requa} followed by an explanation -

Students should be made aware that a
refusal without an-explanation,
particulary for someone in a sub-
ordinate's position would be con-
sidered very rude. .

. Elicit from students 1ahguage'forms

for refusing (Appendix H).

4]

. Point out that Canadians generally

preface their refusal with an apo]ogy
as wellq to make their refusdl more
po11te .

. Students complete the exerc1se on

refusals (Appendix I).

. Discuss with the students the !
appropriateness of Moshe's responsein |

this 51tuat10n

’ ¥

. Students choose other. forms that he

might also use in the same situation.

I3

!

i

1
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SAMPLE LESSON (Cont'd)

o ®

. -

.
°

4

L

“r - : _k,\\\\ .

| LEVEL 2 AND 3

‘. Articles of a

. sample of a :
collective . '
agreement - ’

;TArtic1es‘of a
Collective

* (Appendix E)

. Vocabulary’
Exercise :
(Appendix F)’

LEVEL 3 ~
. taped dialogue §
(Apﬂhnd‘ix‘Ag

Collective
Agreement

. Agreement . .

(Appendix E) .|, —
{ - "a' '. . -1, ",

Ve 1 ¢




SAMPLE_ LESSON (Cont'd)

)

Py

LEVE}\Z

S/
P Level 3

<

4, Enabling Objective{

.,Show\ggudents a collective agreement,

" individual copies for students. 4
. Discuss what a collective agreement is:

.This concept may be difficult for
students unfamiliar with ufiions.

. Students read the clause pertaining to.]

) 1 k your students can handle.

. If students can do all of the clauses,

. Have groups report on their answers to

. Draw out some’ expressions w‘pch Moshe

Apply clauses
from a collective agreement to a
worker's situdation. .

Procedure: .

prefeRgbly one available.from a firm
in your community where students might
be employed. You might be able to gét

- that workers and employers agree to
conditions of employment for a
period of time

‘4

-~ ]
N SL A

the situation in the d1alogue .
(Appendix E). .er

M 1 4 tr."
. Read the other“clauses as a group’,

discussing vocabulary as you go.

Note: Choose only-those that you .

have them complete Vocahulayy Exerc1se
(Appendix F).

Have students work in groups—discussing
the problems. ‘

the prob]ems .

could have used had he not-been,sure of
hiss rights under the cé1lective agree-
ment., e.g.

['d Tike zziggg;k C
' (the coAective agreement)
(with the shop steward )
. about this. -

13

4. Enabling OHéctive:

Apply c1au§?s
“from a collective agreement to
worker's situation.

Procedure:
. See Level 2:

' .
* k\kx % *

-

5. Enabling Objective: Use alter
forms for exprgssing an o@ligatzonu-

-

- o«
e -3 ~

. e ‘“ 4*.:‘ .‘.
Procedure

P

. Identlfy the Tbrm USed in the dialogue |

" to expFess af ob]wgat1on (Appendlx A).

. E11c1t from the students other forms ’
Moshe couldshave used 1nstead
e.g.t v v

a) You are required to e
b) You must ....

c) You have to .... “'
~d) It is your obligation to .,..

. Have students summarize, usang these
alternative forms and the@Articles from

the ‘Collective Agreement L‘endm E).

®
Il
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. --SAMPLE LESSON (Cont'd) , ' PR A
‘ . ’ LN [}
. L LEVEL 2 .LEVEL -3
- e * * : " ;

5. Enabling Objective:- Refuse a super- 6. Enabling Objective: Refuse.a super-*|‘ |
visor's request which v1o]ates a, * . visor!s request which-yiolates a -
co11ect1ve agreement. - ° collective agreement.

= Procedure: Procedure: «° . :

. Give pairs of students Dialogue ’ . Students work in pairs deve]op1ng a -

pomp1et1on Exercise- (Appendix C). * d1alogue for the following situation.

. Students work in pairs discussing pro- "

. blem and how they will complete quhe has Ju§t §tarted a hot.1unch.
d1alogue His boss comés in and asks h]m to -
: go on duty at the front entrance of ;
. Pay particular attention to students'. the mall because'it's quite-busy.
i stress and intonation. They should ) *
sound assertive but not rege . Students/praetise dialogues ta pairs,
. Students practise d1a]ogue in pa1rs . Pay particular attention to students'
. i ion. They should
. Choose pairs of students to perform dia- stress and intonation. T ’
Jogues for- the class. . A sound asserf1ve but not rude. .
N 1 ' - . Choose somg_pairs of students to per-
. Ask the other students clarifying . . L
. ‘quéstions about the performers' dialogue form djalogugs for the class ‘
o . Have other st ents report on:
a . _1{ a) what the sitdetian involves. .
. / b) the forms €he speakers use to
- express the functions of refusing
B . and expressing an obljgation.,
. ' . Encourage students’fB\qncorporate
’ other forms of softening the refusal.
et -, eQ'-_
. -’ I'N go Just as soon as .I've
' . - finished. —
R - [y \I
‘~ - 4
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LEVEL 1 EVALUATION
" The student can: .
7 Accurately Intelligibly o :
- = and/or but Inadequately
R * -~ Fluently Jnacc.urately .
. 1. Refuse a request, ‘ -
2. Explain a refusdl. ~
’ ) VI/"‘
u » .‘
i . ? .
% . . . - p
’ o
Y f A
.
LEVEL 2: . EVALUATION ,
‘The student can: 1
. - \ Y . ° Accurately - Intelligibly “el o
' and/or but . Inadequately
----- - e — Fluently Inaccurately | _ ¢
<+ F 1. ASk a unioh'representative for | B
. information about a union.’
2. Refuse-a reguest. . y
3. ‘ExMlain agrefusal. . .
1 e, x$~ g’e u . )
’ 3 PR T, . ‘ i w
| : ~Completely Partially Inadequately 1™
. . " ‘c - s -
| 4. Read with understahding clauses |’ . ’ an
- \from 2 cdllective dgreemept. 5 /
: Lo ., “ t
, —=— — =~
- ) 7

E

r

Full Tt Provided by ERIC.
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. LEVEL 3: EVALUATION
The student can: ‘
} Accurately | Intelligibly 1
and/or but Inadequately
‘Fluently Inaccurately . ,
1. Ask a union representative for )
information about a union. ,
Refuse a request.
3. Explain a refusal. .
i
y ! ‘f 1 Completely Partially Inadequately

] ! Ve
4. Read with understanding clauses
“from a collective agreement.
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SSituation

Worker explores union issues.

4
. \ . 2

-

Worker discusseSﬁqdvéntages and dis-
advantages of joining a union with
another worker and a business agent.

Worker makes inquiry about bengfits
. av%%]able through the uhion. [ - |

.
i
- t
-
.
B

£ - N .

Worker réads union newspaper and

goes-to a"unton meeting to express.
his opinion. T

EXTENSION TO OTHER SITUATIQNS ) e

story

-

, :
*Bob has just been offered a job with a
mining company in another town. When

he tries to report for work on the first
day, he meets a picket line and finds
out he's been hired as a scab. He
discusses the isgues with a friend.

L
Andy is a carpenter. " He works for a *
company which is non-union. A business
agent from the Carpenters' Union is
trying to organize the work site. Andy
and a fellow workerare talking to the
business agent, getting more information
about the dnion.‘

.

/£

-

4

‘Mai Ling works as a.seamstress in a gar-
ment factory. Her eyesight is getting
weaker but she knows she has coverage
for eyeglasses under the Extended Heal®h
package offered through her union. She
telephones the office to find out
information about the coverage and how

to apply..

L i .

Klara works for the city govermment. -
She reads in the union newspaper that
talks have brokén dgwn between the
municipal employees union and city hall,.
She goes to the union meeting to express
her opinfon about going on strike,

I~




Conversation:

LEVEL. 1

&

~ APPENDIX A

DIALOGUES
‘(Leyeis 1, ?Aand 3)

.

Supervisor = S

\
&

- s

»

S: Mdshe, can you come in ‘tomorrow at 2:007 ; -

M: I'm Sorry.

LEVEL 2

1 can't,

D

I have to look after my chi]dren.

»

o e - —— ———

Moshe, I want you to work afternoons tomorrow

I'm sorry. I can t'change shifts this week, Mr. Smythe, I haxf to Jook

after my ch11dren A )

coe

You'd better be here at 2: 00«or you may ndt have a job.

/’The contract says you have to give ‘me. five, day’s not1ce Mr. Smythe,

‘ LéVEL’3

PR

Moshe, 1 want you to start at 2:00 tomorrow instead of 10:00.

: * ... . . e
I'm sorry, Mr, Smythe. I'm afraid it's impossible for me to change shifts

this week My wife works evenings andgl have 10 Jook after the ch%]dren,

Look, if yoa won 't change shifts when I need é/ou, I1'11 find someone "who )
will, , -‘;

It's v1o]at1ng the, co]]ective agreem nt Mr. Smythe According to the

contract, you're ob11ged to give,me

days not1c@ fbr ] change of shift.
b o '

T~ 3

L + !

<,

{ .




APPENDIX B.

y ' READING
(Level 2)

S

Marlene Hill is a busindss agent for the International Ladies Garment

..Workers' Union, The workers in the union are eployed in garment factories.

Some of the workers-are sewers and some are cutters. The sewers never
finish a cqmp]ete garment. Each worker makes one piece of a garment, such as a-
collar or a s]eevg. The workers get pa1d for each piece that they sew. If they
work very fast, they can earn more money. However,_the union would like emp]oyers
to pay workers by “the hour, not- by the piece. . ’
' _ Sometimes a worker doesn't get the right pay. She can talk to Marlene,
who will look into the situation and try to get the worker her money,
- - «The werke#s-get-benefits through the union. For.example, they can get
eyeglasses on the Extended Health Plan Br they can"get a Teave of absence for
three months. Sometimes “the werkers call Mar]ene to ask abqut the union's bene=
fits. , ‘ "-»:_
The workers péy $]1.0d in dues every month. This money goes to run the

qnion. .
VOCABULARY : . . ' - ST
Fill .in the blanks with one of the fol]ow1ng s
bus1nes§ agent garment factories benefits leave of absence dues
1. Clothing is made in . .

. < v ) B '
2. You have to pay - every month if you belong to a union,
3. Tom had to go to Hong Kong for two months so he took a s ¥

from his job. . 4 e

4. 1If-a worker has a problem at work, she can call a

5. A'medical plan and a dental plan are some of the

QUESTIONS:
1. Why do the workers call Marlene? ) .
2. Why do you think the union wants people to be paid by the hour?
. 3 . .
. (B EURS] [
» ‘vq.;
.i, v
[jR\j:11 -18 ’
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APPEND]X C

DIALOGUE COMPLETION '
(Level 2) )

>

In each of these conversations there is-a problem. The Worker has to Qenind hisA
suflervisor about an Article in the Collective Agreement. (See Appendij} E.)

- 1"P

Finish these conyersations:

. 1. (Moshe has just started his lunch,)

a
<

Supervisor:. .Moshe, I need you now at the frogt entrance. It's very busy.

‘ L. 7
Mgshe: .

~

Supervisor: You can eat it later. ~-

. ‘Moshe:

Cd '}
.

. 2. (There's & mistake in Nick's pay cheque.- Last week, he worked 2:00 p.m. -
10:30 p.m. Monday; 9:30 a.m. - 6:00 p.m. Tuesday; 8:00 p.m. - 10:00 p.m.
,Wednesday; 9:30 a.m, - 6:00 p.m. Thursday; and 2:00 p.m. -$10:30 p.m, Friday.
‘His hourTy rate is $ 6.50. His gross salary was $.221.00.) ' N

-
-

-
!

Nick: : - - -
) ‘ p )
Supervisor:' No that's correct. You warked 34 ‘hours,
- . ’ = ‘ vl' . .

. Nick:

-

.3. (Arturo wants a week's vacation at Easter and ¢wo weeks in the summer, He
tel1s his supervisor about his plans.)

N

-

Arturo: - L . . ~ |

_Superyisor: -You can haye the two weeks in the summer. That's all. _~

&
~

" Arturo:
‘ -
. ~
- R .
- ¢ 9 »~ - ’
» . - v
4 LY
e +
S . - 4 -
[ X ) -
’ <Yt




To the Instructor:

=

- " APPENDIX D .

INTERVIEW QUESTIONS ' '
(Levels 2 and 3)

’

~
.

Y @

- Develop some questions’ for your students to interview a local

: . P g y . i d
union representative. Here are some’ general- questions to

10.
11.
12.

14.
15.
16.

17.

v guide you. - ' S

What union do-you represerit? .

what kind of workers belong to your union?

Ar'e there any other unions representing the same trade? »
Is your union an international or a Canadian-baseo union?

What kind of problems do the workers have?

What do you do if you get a complaint from-a worker? ii

X ) _ $
What rate of pay do the workers get? ..
What hfnduof benefits do workers in the union get? :

-

When was the uhion fohmed’

Do "you . Eﬂow what ;pe cond1t1ons were like before7.
How much do the worke?s pay in dues7

What happens to the money workers g1ve to the un1on7

< R 4

How do you tell the members what s going on in the union?

n‘n"‘\.\

“» .
What changes wou]d the union 1ike to make 1n “the employees working conditions?

.
se

How many of your members speak Eng]1sh as a Second Language? .

Does everyone have to be]ong to the un1on? R Lo i
’ » M . -t . /
: . . i L. e
How do you join the union? e
",
. ¢ . ‘
|8
! J r)r,-—
. p { %l %




N < APPENDIX E
LT ICLES FROM A COLLECTIVE AGREEMENT
‘ Co (Levels 2 and 3)
1. Change of Shift \\\\\E '. . ‘ -
) The Employer‘ﬁhall give the Emp]oyee f1ve (5) working days notice of change
of-shift.
Quest1o Moshe gets Saturday and Sunday off. If his boss wants Moshe
. to change his shift on Monday, when does he have to tell him?
2, Working HourS$ -

- The standard,working shift for all Employees shall be eight (8) hours worked .
within-eight and a half (8%) hours. There will be a half (>) hour lunch -8
break without interruption., ‘

guestion If Moshe starts work at 9:30 and gets a half hour far lunch,
, when will he finish work’ )
i T3, .+ NO work Available @"’ . N .
When any Employee is required to report for work he shall be paid four (4)
hours wages if there is no work available. :
Quest1o Moshe, earns $6.50 an hour. Last Tuesday, he worked from 9:30
to 12: 30 How much shoqu he get paid7
' 4. Vacation . . ) .
The annual vacation for Emp]oyees with twp (2) to nine (9). years service
shall- be three (3) weeks, and the pay shall be stx and ‘one half percent (6%%)
of the total wages earned by the Employee.
Question: Last year Moshe earned $13,000. Row much vacation pay will he
get this year? . : Y
5. Medical Coverage I . o
. The Employer will contribute s1xty percent (60%) of the cost of monthly pre-’
miums for medical coverage. The balance shall be paid by the Employee and
"Heducted from the pay cheque.
Quest1o Moshe's monthly premiums are $15.00. How much will his
. employer pay? - How ﬂmch will be taken off his cheque?
6. -Leave of Absence .. *
The company will grant leave of absence up to a maximum of six (6) months
without pay to employees for educational tra%ﬁ1ng or extended vacation, pur-
poses conditional on the fo11ow1ng terms: .
i) That the Employee apply at-least one (1) month in advance. . -
i1) That the Employee disclose the grounds for application, -
guest1o Moshe wants to take four months off work (starting May 1) so
he can attend English classes full-time. Can he apply for a
leave of absence?” What 1s the 1ast day he can send in his
“application? - R >
Vd
FAARY

Q ¥ )

X 11-21
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- . APPENDIX F
_+ . ARTICLES FROM A COLLECTIVE AGREEMENT: VOCABULARY
: T (Levels 2 and 3) ‘
M ', - \ - * ‘l - z

-

Match the terms from a Collective Agreement from List "A" with its definwion in
List "B ’

List A ; List B

. . : -
1. Standard working shift " () the money you'st¥11 have to &
. pay .
R |
2.' Report fiF work ~ () When you don't work for-a

period of time but can still
go back to your job

3. Vacation Pay . ] ( ) go to work,

4. 2 years eervice - ﬁm | () when you have worked at the
s§ame place for-2 years
. Al '\

~—&5—Monthly Premfums ] ( )} the money you pay for insurance
_ every month

'~ 6. Leave of Absence - () the money you get’from your ¢
' employer when you go*on holiday
N Ll
7. Balance ‘ () taken away
8. Deducted\ X : ) .*> () the hours you usuaﬂ‘k ‘
o . .y
a . -t ’
~ ‘ S ~ oo K
‘w. » A - 1




APPENDIX G

.-READING e"
(LeveT 3)

Marlene Hill works as Business Agent for the International Ladies
Garment Workers' Union, The Union represents workers in garment factyies. in

¢ Canada and the United States ) .
ax In garment factories, clothing is produced in assembny 1ine Yasnion, .
Each worker produces one piece of a garment such as < collar or a STeeve and, ‘

< {n all 11ke11hood w11T never see tfe completed garment,

Employees are paid on a. piece-work system: that is, thgy get a base X
£ rate and then are, paid moreésaccording to how much they produce, Some of the.
. youﬁber workers ‘can-sew vefy quickly and make good wages. They 1ike the piece-
chk system but the. Un1on would like enp]oyees pa1q by the hour, not by the
-piece. ) . 1 . e, m
. Sometimes workers talk to Marlene because they think they are nog,be1ng
paid enough to sew a particular piece. The Union Yooks into the situatiqn and
may file a grievance if they find that the rate for that particular pieéce is too
Tow., - .

) U y
. When the Union negotiates a contract with the employer, they ﬁégot1ate
. for hoth wages and benefits., For exampTe a medical plan and an extended health -
‘plan are included in the Garment Workers' benefits,

The Union administers the benefits so, if the workers have any
quest1ons about the benefits, they can ca11 MarTene,

As +in many other organ1zat1ons, the members pay dues; in this case,
$11.00 a month. This money is used to operate the Unfon. "

Y VOCABULARY .

Which of ‘the underlined words in the reading means:” °*
1. money you pay every fionth to belong to an organization, \ ) "”
when a unfon complains to the employers:

2
"3., someone who works for a union, : . ‘ ’ -
4. when a ‘union and emp1oyer try to agree about pay and working conditions.

L

5. when workers are paid by how much théy’ produce. -

QUESTIONS

1. Why do workers talk to bus1ness agents’ .
2, Why do you think the Union does not like the piece-work system?
3. What other benefits do workers get sometimes?

. . N . ’
/ - ~



APPENDIX H -
- N

/\
= \\ REFUSALS \ Y
" ' (Cevel 3) M
Blunt Refusals ’
. L 4
No I won't ' ‘ ~That's tmpossible, L
No I can't o Certainly )
‘ . Definitely) not.
I centainly won't, Absolutely)
1 definitely can't, : ' " It's out of the question.
o

A} v -
‘ t

Polite Refusals '

No (I'm sorry ) i '(éan‘t7. /A _
(I'm qfraid) (won't). @
I:m sorry but)

. I'm afraid ) it's impossible for me to ..., 1}

. .
a- . > . -

>

Polite Refusals Followed by an Exp]énation
(1 have to look after my children.
I'm afraid I can't come (because I have to look after my children.
« (because of an appointment.

If I come in at 2: 00 I won t be able to pick up

' I
. I'm sorry I can't, my children,

]

Apologetic Refusals (Apology + Explanation + Statement of Regret). '

1 won't be able to start then, I would like to
" I'm very sorry. help you out but T have' to 1ook after1mr
children.

. "I jyst can't come. I have to study for an exam.
N I'm really sorry. I would rea]]y 1ike to come.

’)f x
“'\J," \




APPENDIX - T

- - REFUSALS EXERCISE o
(Level 3) '

[} R -

’v
B

1. Read the following responses to the supervisor's question below. Are there

any responses which you think dre:
a) inappropriate
~ b) polite?

2. Discuss your answers to the above question with your classmates.

Will you work overtime tonight? )

1 .

a) No, I won't, - . ’
b) I'm sorry.. 1 can't.

¢) I'm afraid I can't. I've got to go to the airport. , //

d) Sorry, not tonight. i

.

e) I'm reé]]y sorry.. I can't tonight. I*have’to go to.the airport. Will
you ask me-another time. . -

f) 1'd like to but I have to go-to the airport. -
* §_ 3

L4

3. Which answer would you choose if:

a) you wanted to work Bdgntime. ' .//////

(A LY R L
, o

b) you didn't like wdrking overtime. ] [

c) workers are expected,fo work overtime 1f they can.

d) workers don't often work overtime, B
.o »
- . - :
— * i
/
"’ -
7 -

P N \

v -
L y A Ta RN :

o

\)‘ s ! ’ R . . - -
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DEALING WITH-

\

JOB RELATED PROBLEMS:
REPRIMANDS

Thu hes worked 2s a shipping clerk in a warehouse for seven months,
Although he is an independent and capable worker, two weeks 290 his
supervisor brought to his attention three errors that he had made in
packing orders over the past month. Now his supervisor is
reprimanding him for a simila”lapse. '

1

LRIS

.
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©

OVERALL OBJECTIVE: ‘
1. Recognize an angry reprimand and know how to respond,appropriately.

T | .

FUNCTIONS: - )
1. Interrupting: . "Excuséme, . . ?"
2. Apologizing: "I'm very sorry."

v 3. éxpre§sing Lack of "It's still not ctear to me." ’ Y

: Understanding: ] ‘ - .

, 4. Requesting Another - "Would you show me again, ptease?“ -

Demonstrdtion: . . '
\ ) - .
CULTURAL NOTES: . © s

Al

1. Dissatisfaction may be expressed in several forms - from angry barrages

to quiet low-keyed reprimands. : R

2. Sarcasm is often used as K form of repr1mand
¢ 3.‘ In many situations, it. 15 not sufftcient to ggve only a brief apo]ogy
(i.e. I'm (very) sorry). A statement of explanation often.accompan1es
« - * the apology. . .
4. An appropr1ate response to a- fepr1mand usually takes the form of an . }
acknowledgement, an apology, a request for clarification. |
5. Defending yourself wlthout appearing obsequ1ousior créating further

) " hostility. ﬁs:de51rabJe : : - .

6. Wonfen. from some cultures have gredter d1ffrtu1ty in dealing with .these
" kinds of situdtions. «

71 Body language should convey a meésage of directness and self-confidence.
(maintain eye-contatt with the spedkeﬁ, stand up straight, etc.)

I . .
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. State that he does-

j. .fcompass.

g
.. F 3 : |
v - LAGGUAGE COMPONENTS o \
“ y : 1‘
d - Y] | ]
LEVEL 1: y ) ,1-1
Function . , "Objective. Structure Yocabulary E
. Interrupting -1. Interrupt person in Excuse me . Mro, Mrs., Ms.,
* - authority, . . Pardon me . Miss
Apologizing 1. Apologize. - I'm sorry, r
I'm very sorry, .
Y Expressing Lack 1 I don't under- names, 6f objects,

of Under- . not understand. stand,
standing I didn't under-.  calaulator, chop
stand. sticks, etc. -~
Requesting 1. Ask for another Please show me show, tell
Assistance . demonstration. - ¢ again. - '
Thanking ‘ 1. Give thanks. Thank you, « ‘
.| eveL 2: ,
Function Objective . Structure Vocabulary °©
Reporting 1. Describe a confront-  past tense verbs = 2 warning, blunt,

hd \

-

. Interrupting

Apologizing

Expressing Lack

ation,

. Describe responses of
worker, ,¢°

qh
)

. Interrupt a person

at an appropriate
time.

. Make an apology.

-

. State lack of

e.g. he shouted
indirect speech
He said he was

raised, yelled,

silence, crying,
giggling, denial

sorry, . ‘ /

.Past continuous
tensé
e.g. She was
Ving

One moment, .
1'd like to add
something, .

I'm sorry about
this. . | .
Pt@ase forgive me.

I dop't understand.

LAV Y

of Under- clarity. It's still not
standing clear to me, .
¢ I'm still notxer-
-t tain.
Requesting 1. Asking for more in- Would you please
. Assistance struction or another show me again?
‘ demonstration, Would you mind »
. telling me again? R
. Tell me how to__ . )
Expressing 1. DescriBe\situations “I'm angry when I happy or
Feelings and in which students ge* a parking depressed
feel x . ticket. disappointe
2y Describe responses When I'm ha excited
to certain emotions I_smile and sing. calm
Q N
';[glﬂ;,Z—Z ey
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" LANGUAGE COMPONENTS ’

» . ‘
- N ¢
LEVEL 3: _ -
Functiom \ Objective . Structure. Vocabulary
i . Apologizing '1. Make an extensive Use of gerunds o . .
. . _Aology. - after prepositions
) ) S I'm sorry for .
. < D , Ving - or
_ ., * I'm sory about '
.. ' ) . . Ving”
‘ . _ 2. Offer an explanation. _
" Accepting an’ I Accept the apology. That's 0.K. . ,
. Apology That's all right. '
T . 2. Incorporate the ex- 1 was latge too,
planation into the I was re*ng
) acceﬁtance. "'my newspaper. _
Interpreting 1. Discriminate between ¢ritical
Tope of Voice ~ neutral and critical

®

neutral
tone of voice. . .

’

NOTES TO THE TEACHER

1. This module may be somewhat difficult to -teach as it deals with attitudes

and feelings. Some students may be very,uncomfortable in expressing their
emotjona] responses publicly. '

ft is necessary that the taped exercises for Level 2, and Level 3'provide a’
ckear illustration of anger (Appendix B) and ofi,obvious sarcasm and
neutrality (Appendix ‘D). ' . :

3. An angry exchange (dramatized) between two instructors’ would provide a better
- background for Level 1 (Objective 1) than would a taped discussion.

. > ‘ ‘ :
Peoplé from other cultures may respond to an embarrassing situation or con-
frontatibn in ways that are not understood in Canadian society. Students
should gaifran understanding of what kind of response is usual in Canada. .

‘5, Intonation ﬁlayé a critical par& in portraying strength and directness.
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?%AMPLE LESSONS fOR THREELEVELS

. tape recorder

. tdped conver-
sation
(Appendix A)

LEVELS 2 AND 3

. taped,conver-
sation
(Appendix’ B)

L

ﬁ

. tape recorder .

DEVICES LEVEL" 1 1
LEVEL 1 1, Enabling Objective: '

Interrupt someone in authority whe is
criticizing you. : .

\

, Procedure: " $

. Use taped "monologue" (Appendix A) or a dramatization to
illustrate someone giving an angry‘reprimand.

. Have students listen,

*

. .
[ * -

. Do a brief summary - ..
e.q.: , .
Mr. Bende is angry. The comphter parts were broken.

The packing wasn't strong en0ugh.

-

"Listen again. Ind1cate how we m1ght break into’ such a
barrage with the use of a hand gesture* to accompany e1ther ©

\I
excuse me, . N
pardon me, . P

. Use tape to he1ﬁ stidents practise interrupting as a whole

. group; then in, small sect1ons, then ope by one . s,
. If appropr1ate, students m1ght 1nterrupt 1nstructor wh11e
he is instructing another group. .o
]
- [ N ’
* . K}
% ‘ )
U 7
L]
I l;:~
s U }’.»
. » 'y ,
7 » AN .

* Open hand with palm away from speakerg or index finger.pointing
; up and slightly toward Tistener,

_",_J HJ d T
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- - SAMPLE LESSONS FOR THREE LEVELS e

.
Y
. -
+ b
< H . - I3 N
. . . .
¢ 3
.
- .

LEVEL 2%~ - . AND LEVEL 3 .

@

1.'Enab11ng Objective: WHnderstaffd language and tone of .criticism and reprimand.

e, - ’/} : ) )
Procedure® /- L4 \j .
. 1nstru§tor creates story based on Situation Out11ne (see tit1eibage of this
Module - Iy .

’

. Students read story from blackboard.. This provides background jnformation
for taped dialogues. Then they listen to the supervisor's reprimand.
(Presént supervisor's part only.)

. Use oral questions to check comprehéhsfon e. g"

why is the supervisor speaking to Thu aga1n7 Is Thu lazy?
Is he irresponsible? . :

!

.+ . Discuss whether students have had similar problems.
. Listen to the three taped passages 111u4trat1ng d1fferen%<f§§ponses.

kN

Note: Tape three conversat1onslus1ng -

Supervisor + Response #]

Supervisor + Response #2 /\]
Supervisor.+ Response #3

It would.be helpful to have three different voices fo} the responses.

A *

. Discuss with students: . -
a) How did supervisor respond? _ .
b) How did you know he was angry? | '

Students Tist factors on ‘blackboard (he raised his voice, hé shouted, he gave
a warning, he was very blunt, it was one sided,.etc.).

.~ Listen to tapes aga1n Focus on response of worker, Elicit from students
,awhat the three responses were. Are these satisfactory? What are others?

“eq.
si1ence, crying, beT]igenenCe, denial.

.
.
. s !
1 \
! .
[ i ' . . . \
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N
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N . SAMPLE LESSON (Cont'd)

‘ . )
> L3 ’
DEVICES r~ |- : + LEVEL ¥
2, Enab]ingfobjéctive:'—Apo]ogize to someone in authority
Tsemi-fermal apology). . ) .
. . \" ,

s,

~Procedure:

. Use a.mock situation (step on someone's toe, break someone's
pencil, spill someone's coffee) in order to elicit:

~ . I'm sorry,. '
‘ ' I'm very §orry.'
’ . Have students practise.
v ) . Then combine with first phrase: -
Excuse me, Mr.. - . I'm‘very sorry.

LEVELS 2 AND 3

. small tools,
utensils or
household, ,
items -

. tape of 1sf

) part of

Appendix B
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. " SAMPLE LESSON (Cont'd) }
@ s * ‘

LEVEL 2 AND * LEVFL.3

2. Enabling Objective: Know what is expected of a person being reprimanded and
develop suitable response to supervisor's criticism.

. Procedure: . T - .

. Elfcit from students what worker must do in order to give a more positive
.-response. .

a) Interrupt . ’ ’
b) Apologize '
c) Ask for another demonstration if app11cab1e

Work on each of these functions separate1y -

1Y

. Elicit from students ways of interrupting.  Remember to use listener's name,

a) Excuse me, ./Pardon me,
b) One moment, .
~ c) I'd Tike to say someth1ng,

.

Have students practise this amon§ themselves.
: ~ v
+. Expand basic apology in a similar way.

a) 1'mwery sorry Yl apoivgize.
b) I'm sorry about this. Please forgive me.

. Use sma1l obJects,(cork screw, chop sticks, etc.), Have one or two students
demonstrate the use of an object or objects. Instructor requests another
demonstration, E11c1t possible phrases from students. e.g,

do it )
show me)

. . i
It still.isn't clear to me. Would you show me again, plgase.

I don't understand. Please again. .

I'm still not certain.
’ | 4

. Review tape of supervisor's reprimand from previous lesson.

. Have students work im small groups to write out their vers1on af new resﬂons@

"to the reprimand. Students practise together. It isn't necessary for them
to practise the supegvisor's part.
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SAMPLE LESSON (Cont'd) ‘

‘

DEVICES

CCLEYEL 1 »

N}

LEVEL

. small tools,
utensils or

. household .
items
large flash
cards approxi-
mately 3" x
24"

e

LEVEL 2

. picture or
objects

LEVEL 3«

. Situation
cards

3. Enabling ObJect1ve' Express lack of understand1ng and
request an explanat1on )

&

Procedure: '
. Use §ome small objects (e.g, padlock, ca]cu]ator, alarm
clock, compass, chop sticks) for "how to" demonstration.
" Have student demonstrate its use. Instructor expresses

1ack of c]ar1ty
I don t understand.

-

-Please show me again., . _'
tell is another possible variation. .. ‘ '

. Whole group practises these phrases. o

. Before/ moving to combine whole response, 1t is netessary to
1nd4hate to the students that the lagk of understanding
occurred’ in the past. It would be unnaturalato say-"I don't
understand" in-the context of this response. Use a calendar
to draw d1st1nct1on between past and present .

I don't understand (today - now)*
I didn't understand (then - last week, month7

Have students practise the past tense form.

. Combine with: ,
I didn't undéerstand.
. Use a large flash card - e.g.:

I'm very sorry, .
1

.

Excuse me,
a -

-for each phrase ¢f the worker's response (Append1x A).
Review whole response by show1ng one card at a time with
»each phrase. Students repeat together while, reading phrase
from card. Then furn over. Students repeat without card. ~
Continue until the whole response is very familiar,

. Give four students the cards and have them tape them to the
blackboard 9n the correct order. .

. Whole class writes response in their books.

~

. " k){‘,}
P b . 0 "‘\Jll /




SAMPLE LESSON (Cont'd)

LEVEL 2 \

LEVEL 3

I 1 Enabling.«Objective:

. $TMents work in pairs.
-or three items fr basket wh1ch act
i )

Request N

instruction for something and under-

stand response to the request.
- A )

[}
’

Procedure: ,

...Use picture or objects to offer a
range of ideas.

e.g::. )

a) pay phone

'b) car, .

c) chop sticks
d) inwoice
e) lanquage master ) r

) They pick two

as cues-{e.g. invo

Would you please show me how to
write up an.invoice?

1

The partner's responses can be open
ended. Vi

let's look at it now.
I don't know how.
Let's ask

a) Sure,

b) I'm sorry.

c) I don't knpw either.
Franca. '

Students exchange objetts«for more
practice.

3. Enabling Objective: Make a mére

extensive apology.

Procedure:
., See Cultural Notes (#3). '«

. Use pictures, drawings, words or
mime to outfline three or four situ-
ations, e.qg.:

Person pacing back and forth, -
Tooking at her watch. Second
© person arrives and says:-

"I'm sorry for being late.
My car wouldn't start "

Ask. student; to 11sten to the re-
. sponse wgr each situat'ion.

. Have students repeat the three or
four responses.

. Ask,. students to identi?y the common
form/structure.

i'm sorry5+ preﬁ. + V%ng + comp]ément

['m sorry (for being Tlate,
. about  forget- your
t1ng( jrthday

. Ask students for one or two new situ-
ations. Together, create apologies:

. Consider some acceptances, e.g.:

,a) Jhat's O:K.
b) That's all right.

and more elaborate (gracious) ones,
b e'g‘: . —

a) I wasn't on time either.
b) 1 haven't been here long.
c) I was reading my newspaper.

¢

. Put students in §F6Gbs of three.

. Give
‘ . them situation cards.
) 'Studen¥A ~ Reads

Student B - Apologizes
. : Student C - Accepts apology
‘| Exchange'cards and/or have them
. Create new situations.

- [ ; .

O 300 12-9




SAMPLE LESSON (Cont'd)
LEVEL 1

DEVICES ‘
, A2

-

LEVEL 2

. Worksheet
(Appendix C)

‘o
. [LevEL 3

. Worksheet
(Appendix D)

'l

31
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SAMPLE LESSON (Cont'd)

-LEVEL 2

J

LEVEL 3

4, Enab]?ng Objective:
and reactions, .

“Express. feelings

Procedure:

. Review reactions of three workers to
superyisor's reprimand.

, Discuss how workers must have fe]t in
the . three responses.

. Instructor d1scusses his respdnse when
afraid, happy, etc. ;

. Discuss meaning of adjectives of
emotion., In what situation might you
feel angry, disappointed, etc. e.g.:

~a) I am disappointed when my plans are
changed,
b) I am-angry when I get a parking
ticket. .

. Ask students what reactions they have

when they are happy.
. Continue wjth other adjectives.

. Students comp]ete Worksheet (Appendix
C). This written activity allows
students to complete as much or as
little as -is comfortable for them,

f appropriate, discuss written
nswers together,

-4,

J'\

. Hand out worksheets.

Enabling .Objective: Discriminate
between a critical and a neutra]
intonation. . -

Procedure: « .
. Use someone's name to illustrate that
stress and intonation in English can

’convey a rahge of messages.

Say the name John or Mr, Taylor to
suggest three or four different moods.

e.g.: .
a) come hither, provocat1ve, Sexy

b) anger ~ outrage 5
¢) neutral - as in an 1ntroduct1on

d) calling him to come

Discuss each example. Although the
name 1s the same, what is being con-
veyed is very different.

. Introduce .taped phrases from

Appendix D, Have students listen.

Repeat tape.
Have students check: eacg phrase as
they hear it.

. Ask students if they heard a differ-

ence in intonation. Explain that some
are critical and some are neutral.

Students listen again and check,
appropriate column for critical or
neutral.

. Discuss their answers. .

300
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LEVEL 1: EVALUATION
" The student can:

Adcurately |Intelligibly | .
. and/or but ~~[Inadequately
. . F1uen§1y Inaccurately
1. Interrupt.
2. Apoligize. ) L 10
3. State that he doesn't under- *
i stand. ' :
[§
4, /Request further assistance. :
\
4
” +
- r‘ }
LEVEL 2: EVALUATION *
The student can: ,
; :
\‘\\ . |. Accurately Inté]]igib]y . '
‘ ' and/or . but Inadequately
"Fluently Inaccurately

1. Describe a‘confrontation.

2. Make an appropriate response
to a reprimand.

3. Express feelings and-reactjons.

Request assistance.

- -




LEVEL 3: EVALUATION " ‘
The \ss'tudgnt ‘can: .
i ' Accurately Intell¥gibly
N and/or . but Inadequately
Eluently Inaccurately
1. Desc«rise a confréntation,
2. Make an-appropriate response v
to a regfimand. - ®
3. Make an apolagy (using pre-
_ position + gerund)
4. Offer:a¥ explanation.
Accept‘ an apology.
6. Discriminate between a critical
and neutal remark. )
« - .(' é -
Lo ’ . -
r
b’ ’
i’?“' ' ’
. \
I4
\'\, 3
. - v —~
» “
v - .
-‘A. /
. ,
’ +

-
-

.CZ

12-13




-

. r

wSituation

.

Emp1oyer cr1t1c1zes worker er being
late tw1ce in a week,

NN .

Co-workers are critical because
another employee works”too fast.

Some co-workers are critical because
a group of workers with the same
first language always talk in their-
mother tongue. ° ks

’ x * l. ‘
: -
Superv1sor wrongly cr1t1c1zes worker
for an error

-

N> v )
Worker apologizes to supervisor for
work not done or finished. See
Other Role OQutlines in Section #19

" merchandise.

A Curriculum Guide.

of ESL for Adults:

P EXTENSION TO OTHER_SITUATIbNS ’ ' -

Story

Rosa's daughter became i11 unexpectedly
on two separate mornings. This meant
that at the last minute she had to
arrange for someone to take cate of her
daughter. Consequently, she was late.

-

Sumin works on a conveyor belt at a
fish cannery. She is an experienced
assembly-1ine worker and thus works
quickly. Some other people on the line
are slower and criticizing her for
working too fast.

At coffee break .or lunch time Mohinder
and‘other Asians a]ways sit together,

They usually&peak in their own

language. ~y0ther workers who speak only
English are gesentful and cr1t1c1ze \5
them. '

-~
% .
Rosa does a final inspection on garments
in a clothing factory. Her supervisor
reprimands 'her for approving defective
She insists that those ér-
ments were not inspected by -her.

b
i

T,/’“\ f/'
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APPENDIX A"

Supervisor

SUPERVISOR'S' CRITIGISM AND WORKER'S RESPONSE. ~ -* « -

(Lewel T)< .

~ " Worker's Response :
'(Thu, come here. i /
(This is terrible. These are Ex&use ﬁe, -
(broken. : .
( .
(This happened last week too. . I'm very sorry.- I didn't understand.
( R 14
(What's the matter with you? Please show me-again.
( ,
( A - Thank you.
&‘
. >
- .
o
!
. s
. v
- - . 12-15



) . . }
APPENDIX B ©

CONVERSATION BETWEEN SUPERVISOR AND THU
(Levels 2 and 3)

.. ) Supervisor . FF " Thu
. . N ( . )
Thu, come here a minute. (Yes, Mr. Sousa. 5
| ' -
Two weeks ago I told you to be *(Yes, sir. 0.K., sir ’
more careful packing these con-  Responge ( ‘
trols. . #1nf:>(5uré, sure. [ understand sir.
Look at this! (So sorry, sir. Too bad.
You didn't do it properly and (
now they ve come back broken, . (0.K. Next time. Sorry,.sorry.
'what's the prob]em here? You
don't seem to catch_on. /
It isn't good enough and 1 © Response (giggling, 1augﬂter throughout,
.« don't want to tell you again. ° ;2 (-probably best if this example
s ( is done by a woman.
. L
L 4
. (Yes, Mr. Sousa
( .
Y . § s 1 d1mm't do it. Maybe I
4, ! ‘ . was awa '
v ¢ §=,A . ( y
Response (You' ré\;T§ays pointing to me,
. : N , . #3 (There wasn't any styrofoam and
e (1 was too Jlgsy. We're always
. ! goverworked -
(I was in a hurry.. There were
(too many orders to do.
- _
,\
. ‘ "
*
¢ , & -
PR é
U)‘ [ :
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APPENDIX € °

.
FEELINGS AND REACTIONS
(Level 2) °

' . -

L3

-+, "Use the words listed below to help you make sentences.

€.g. - When I'm excited I talk a.lot and my voice rises.

» )
) »

_afraid depressed disappointed calm

excited relaxed . nervous embarrassed
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\ L APPENDIX D’
. DIFFERENTIATING INTONATIONS ,
(Qevel 3) . _ -
' : ;lh . /

~

A. ‘Listen to tie tape. As you hea—r each phraSe (v) i

B. Listen again. Decide whether the speaker is us1ng a critical or a neutFaL

tone. - ‘
s N ) *
1. I've told ydu about this before. -

2. 1 think’there"s a probkem here. ¢ "

- 4 : . )

3. Smarten up. 2 ' . 2
p . ‘ . .

Critical Neutral

.

4. Pay more attention.
NN S.E;e more careful next time. B
6. Don't let it. happen again.

7. I'm not satisfied with this.

"

‘ . ) 3 "

8. This isn't good eno'ugh, )
‘ ' .

9. Hhiffé'the point? .
10. What's the mattey with you? ' h g
11. This isn't the first time. . .
12. Get it together. : NI .
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DEALING WITH
JOB RELATED PROBLEMS:
SPECIAL REQUESTS -

% Iy
00.0'000‘
o ME IR A

George's mother and father are arriving from Lebanon on Friday.
chanutémoo{mnmﬂwponandhcmkua request to his-

supervisor for time off.

P
23
-

[Kc

Aruitoxt provided by Eic:



OVERALL OBJECTIVE: .
- 1. Make a special request to a superngor and unperstand‘his response.

¥

FUNCTIONS : ! :
1. Describing a Future "My mother and“father are arriving from Léganon
Action: on Friday." .
2. Requesting Permission: , "Could I.have the day ofis please?" \
' ¢ &
CULTURAL NOTES- ¢

.

1. Granting time off for personal matters is done reluctantly and is often
considérda by the boss to be a favour. In asking for time -of f,
T employees may put themselves in employer's debk.

. - 4
2. Time off in these circumstances is usually without 6ay. Sometimes time
can be “'made up". 1//
3. "Whdn gettihg supervisor'd attention, greet him by name.
" .4.° When we give-a refusal, #e usually give a reason, ’ ' _
What the worker considers a matter of personal importance (e.g. meeting
a relative at the airport) may be of no consequence to employers. ' a
- \‘\. +
. . R \
-
» ‘--\
* . ‘
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LANGYAGE COMPONENTS

LEVEL 1: .
Function Objective Structure Vocabulary ,
Describing Future 1. Make a statement N+ Ving and com- family names ’
. Action about an event in®  plement « possessive pronouns
the future, My mother and e.g. my, our
N . - father are coming .
from .Lebanon on countries + .
Ariday. —~ days of week
Attracting 1. Use polite forms - Excuse me ¢ forms of address )
-Someone's to attract Pardon me “ Mr., Miss, Ms,,
Attention . attention. What is it? Mrs, vs. informal
first name.
Requesting 1. Request permission Could T have the day off
Permission and understand day off? » .
. . . ‘e too + adjective
yes/no replies. ge;,pl guess it's e.g. too busy
No, I'm sorry.
y = We're too busy.
2. Request permission Could I borrow classroom objects
- to borrow some- : your ? e.g. pen, dictionary
thing. s; - homework
- ‘ \ =
LEVEL 2: . ~
Function . Objective ¥ Structure Vocabulary
Requesting 1. Ask boss for time Could you spare a spare a moment
Permission off. moment? have a word
Would it be request
possible? causes
N ™~ I understand but short-staffed
That's not possible
-because <
) Respond to 1. Ask boss about his Can you give me " expected
» Affirmative decision and. under- ? personnel
€ and Negative stand yes/no , Have you had time
Faplies replies. to think about .
?
Make Suggestions 1. Use can't and Couldn't you ?
couldn't as forms Can't you ? 4/)
of suggestion.
312
II
]
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. 2
. \' LANGUAGE COMPONENTS
[ .
LEVEL 3: . . | ‘“i
Function  Objective " Structure .Yocabulary
.Requesting \ 1, See Level 2 See Level 2 See Level 2 ..
Permission | o -
. ' 2. Develop strategies ‘1 realize treating
and create follow- 1 appreciate deserve
) up dialogue for: .
N - positive response I think ,
- - negative response You told me to
) from supervisor. ] p
» U S
¢ ) ’.l": ' \,:~
gl
NOTES TO THE TEACHER »
1.

Objective #2 in Level 3 provides a useful oppo%iunity to discuss subtleties

of raising-a difficult point. Consider feelings, consequences and how these
situations might be handled in student§' countries.

2. Intonation is significant in these kinds of situation.

. = i '
JE— —t . L,
e.g.: "Could I have the day off?" is acceptable intonation.

(! t
"Could T have tﬁé—;;;\a?ﬁgg is not acceptable and creates the

impression of a demand rather than a request. " )

Similarly in Appendix D, correct intenation is very imbortant-when George
. asks for an explanation,

“«
- . 7
“Can you please tell me why?"
-
o - 312 o
‘ . ) - 13-3
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SAMPLE LESSONS FOR THREE LEVELS

DEVICES .

LEVEL 1

-

LEVEL 1

. picture of
parents at
airport, map,
catendar

LEVEL 2 AND 3

EB .
. Appendix ‘A,
B and C.

. Enablimg'@bjective: Descr%bg}future actions,

Proceduré ¢

. Show students drawing of George's mother and father arriving

at the airport.
map and calendar,

Give them some background 1nformation us1ng

.‘If students can make "wh" questions, have them ask instructor:

Who is com1ng7
Where are they coming from7
When are they coming?

Use answers to create sentence:

My mother and father are coming from Lebanon on
Friday. . . ‘ b

. Review vocabulary for fami]y names -

brother, sister, aunt uncle, etc,
Flash cards with one name per card are usef?*

.'Extend this bas1c sentence using cue words from students:

brother, F1J1, Saturday.

grandparents; Hong Kong, Tuesday ‘

Students work in pairs using "wh" quest1ons from above to
make new sentences.

. Expand with singular ?orm and possess1ve if appropriate: -

My mother's sister is coming

.
.
.
\/ ‘ *
. .-

’
a




. SAMPLE LESSONS FOR THREE LEVELS -

LEVEL 2 AND . - LEVEL 3

1. Enabling Objective: Ask (the boss) for time off.

«
Do \

Procedure:
. Students Tisten-two or three times to taped d}a1ogue (Appendix A)

. Students complete worksheet with true/fa]se statements (Appendix B) and discuss
answers together.

. Students work in pairs and make "wh" quéstions based on conversation.
. Students listen to tape again and repeat worker's part, phrase by phrase.

. Distribute worksheet (Append1x C) with half the dtalogue. Then have studerts
listen to tape -and write in missing part. '

. From a list on the blackboard, students examine dialogue, identify‘and label
functions. = | -

e.g.: attracting attention
leave taking’

~
- .

. $tudents.1ook at boxed-in sections in George's half of dialogue. Elicit from
students alternate ways of expressing each function. .

‘\Je g.: Excuse me, Mr. Benge.
Could I speak to you?

. Using these suggest1ons, students work in threes or fours to create new dialogue.
Then, they practise in pa1rs . . : . R

=,

%

Uy

. ‘ ~ | . ‘.
Q . \7 . - 13-
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SAMPLE LESSONS' (Cont'd)

DEVICES LEVEL 1
: 7 ®
LEVEL 1, . 2. Enabling Objective: Attract someoge's attention.
. pop bottle X
or L ] . .
- bean bag Procedure: -
L R 3 2

, picture of
airport

. teacher-made
worksheet of
dialogue with
blanks

LEVEL 2

. Appendix D

. Dyad Activity
(Appendix E)

. language master
cards

i

LEVEL 3

. Phrase Sheet
(Appendix FY

. ‘v

14
N

. Have a more fluent student attract your attention using:
Excuse me
Respond with reply:

Yes , what is it?

. ' [ .
. Make 1ist of names of other people (instructors,.custodians,
secretary) for practice.

. Have students practise with one another, alternating between
"Excuse me" and "Pardon me". Use of a bean bag or pop bottle
can add some fun to this simple activity.

«

*x % % % %

.3. Enabling Objective: 'Requestbpermissiop and understand
affirmative amll negative replies.

Procedure: .
. Show picture of George's parents. Review statement of this.

. Draw picture of George talking to supervisor. Role-play

dialogue.
G: My mother and father are coming from Lebanon on

S: Yes, I guess it's 0.K. -

. Have students practise questions and answers in pairs.

. Return to picture and statement, and question. Add new
response. : .

-

S: No, I'm sorry. We're too busy.

. Read whole dialogue from blackboard. Divide class for roles.
As practice continues, erase one or two words at a time
until only one or two words per line remain. Students go to
blackboard to fill in missing words. ‘

. Have students fil1 in worksheet with blank spaces in dia-
logue: -

Friday. Could I have the day off? - 5

o |
£

b
-

b
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SAMPLE LESSONS (Cont'd)

»

a .-

r

LEVEL 2

-LEVEL 3

2.

Enabling Objective: ‘Ask the boss °
about his decision and respond to an
affirmative or negative reply.”

Procedure: ,
EEE— e

. Ask students how Mr. Benge finished the

A

conversation with George:

Did he agree to time off?
How do you know?
What must George do now?

©

Tape the two responses from Appendix D
on language master cards. Put one 1ine
of dialogue on a.card. Group students
into two sections and give ach section
a packet of cards.- Studemts listen to
each card and arrange cards in cerrect
order. If language masters are not
available, put each line of dialogue

on a separate strip of paper and
students can re-arrange.

. Once éorrect order has been established,

students work in pairs and practise

two responses using Dyad Activity .
(Appendix.E) Parts "A" and "B". Give
each student one half of dialogue. ’
Students, taking worker role (George),
will not know how supervisor will
respond. wGtyfents complete the dialogue
orally.

., Students write the dialogue as a folTow-

up activity.

rd -

. Examine Mr, Benge's last line.

-

. Examine dialogues to check for con-

. Students practise in pairs. .

. Enab]ing’Objective: Develop

.Since worker must initiate conver-

. Have .students read over Phrase Sheet.

.informal or formal.

strategies and create a follow-up
dialogue in response to the super-
visor's avoidance tactics.
Procedure:

111 have to think about it. See

.me later, ‘ *
Discuss this response'with-students;,a

sation, how will he do it? . .

* How long do you wait?
What are cues? ] ’
How will Geofge feel?

(Appendix F). Students wil] identify
which expressions are very casual, e
Students w1l use
these phrases to develop second con-- ] .
wersation. .

sistency of level of »ormality.

L d

&
Y

;’,

w
[
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SAMPLE LESSONS (Cont'd)

DEVICES ‘ : " LEVEL 1

2

LEVEL T - 47 Enqb]ing Objective: Request permission to borrow some-
L classroom W M8 A 4
objects . . A . : g
7 - Procddure: S T

NG

. Use mbre fluent student to model request:
v~ {7 Excuseme, Tam. Could I borrow your dictionary?
& " Responses: ) :

N * Sure, (no problem).
; 0.K.
‘ ; By all means.
' A ) . Yes, go ahead.

l:*,, . . Have students practise this request w1th other c]assroom
LEVEL . objects:
. teacher-made : pen, pencil, some paper your homework, a c1garette .
. s1tuat10n cards{ . Expand request to other s1tuat1ons . :
- use the phone/the tape recorder/your book ) .
¢ use your name (as a reference)

- have a ride, a letter of-reference,

o

@ | have change for. the phone, vending machine, the bus
Pl ] { visit you -
- see the nurse/the counsellor

o C . This lesson creates a natural open1ng to introduce

I N borrow/lend. e.g. - .
. ) _ Could you lend me two dollars? : '
o,k . Set up a~contact assignment in which students: N
a) observe someone. requesting something .
T ) (in the office, cafeteria, bookstore, library)
. b) make a request. -
L. (change for telephone, use of the telephone)
‘r’ " . :) 7
) : .
/ h C '
. 3f r
r
S
o ’ . D 1. .
EMC 3=8 . Vv, S .




~ SAMPLE LESSONS (Cont'd)

* LEVEL 2

LEVEL 3

3.

‘Enabling Objective: Develop skill
with "can't"-and "couldn't" as forms
of suggestion.

v Procédure:
.__

. Examine Mr. Benge's responses to

1

George S request: g//'
What's the supervigor doing?
He's mak1ng an alternate suggestion,

Is he trying to .be helpful?
.Nhy not? _

Nou}g you find these suggestions
helpful #f a friend offered them?
How might a friend say them?
"Maybe you could ...."
"Perhaps they could ...."

How does Mr. Bengé make his

", suggestions?
What are the cue words?

. can't couldn't (negative)
., Elicit other suggestions from students:
.go/bus '

arrive/Sunday

ask/neighbour g

Practise this pattern, developing re-
sponses together,

Couldn't they arrive on Sunday7
No, there are no flights on Sunday.

. Distribute cards with-situation outline’.

and cue words for suggestion, e.g. -

Students work in pairs, They read the
card together and S) makes a suggest1on
52, replies negatively., e.qg.

You are out of work.

.Apply for U.I.

51: Couldn't you apply for Unemp]oy-
maent In5urance7

523 N6, T didn't work long enough.

7/
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LEVEL 1: EVALUATION

A

The student can: ot
Accurately Intél]igib1y ' e
* - and/or but Inadequately
\ Fluently Inaccurately
1. Describe future actions.
Attract someone's attention.
3. Request permission to do_some=
thing and understand yeﬁ,no
responses. ‘
4. Request to borrow something.’
/ 7
/
£
H
= , )
LEVEL 2: EVALUATION .
The student can: ¢
- Accurately | Intelligibly :
and/or _ " but Inadequately
. Fluently Inaccurately
S~ "
1. Request permission. * ' -
2. Understand and respond to .
affirmative and negative replies. ¢
3. Make suggestions using can't/
couldn't, ‘ .
rd : '
. H
» .
\
R <
. 0L -




¢
; -
LEVEL 3: EVALUATION g
" (  The student can:
’ ' v Accurately | Intelligibly
and/or ‘ but Inadequately

Fluently Inaccurately .

.

1. Request permission.

2. Respond with appropridte register
. (formal, informal). ‘

3. Understand and respond to .
affirmative and negative replies.

L]

i




e

{ '

~ 'Sjtuation

Request permission to take a training

program. , . -~
L

Request work with more responsibility.

s

Request permission to change shifts.,

F _ EXTENSION TO OTHER SITUATIONS

-
\

Story

.

Sergio has worked as a labourer in
a shipyard for two years, Now he
“~~ wants to learn a trade. He inquires
.4f his boss will sponsor him in a
. welding course,

1
Ai Ja feels confident that she can
handle tasks other than mail dis-
tribution. She asks-her supervisor
and mentions ocgasions when her
initiative ;3’/%66” valuable to €he
office staf#, .

>4

See ESL for Adylts: A Curriculum

Guide - Sectioh 11,

."

_""\-

;



APPENDIX A

TAPED CONVERSATION BETWEEN GEORGE AND SUPERVISOR,

¢
MR. BENGE

. {Levels 2 anQ\B)

P

Could you spare a moment, Mr. Benge?
I'd 1ike to have a word with you.

) ,

you?
—

My mother and father are arriving ) -
Would it
be possible for me to have the day ’ J/
/
of 2 - /

from Lebanon on Friday.

S: This kind of

a lot of problems.

else go?

I understand, but I don't have any
other family here and my wife
doesn‘t drive.

S: Well, couldn’

because they

That's not possibl
don't speak any E(§1ish.

. .St Sure, George.

4

What can I do for

thing/request causes

Can't someone
3

t they go by taxi?

S: iIt's very difficu1t.. We're already

short stafféd. 1'17 have to think -
about it. See me Twter.
A
Yes, Mr. Benge. Thank you. ' r . . ]




It

a APPENDIX B -
TRUE/FALSE QUESTIONS

-

6 (Levels 2 apd 3),

‘

" Listen to the following sentences and decide if they are true gr false.

Then circle T or -F., ¢ _ A ) e

N
\_

‘ 1. George's®mother and father-in-law are arriving on Friday.ﬁ ‘_/JT

*

194

. i . ;
2. His relatives are coming from Libya. ‘ ) 1

r

3. Mr. Benge gives George the day off. ,}

L)
¢

4. He can have the day of¥ because the factory isn't'busy. T

5. George's wife doesn't drive. T

L«
6. George cafi ask his brother to go to the airport. T
- é
< - i
L) - ) [ - ,'f‘i -
a c ~] -

r

[l{lC 13-1;
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APPENDIX C
WORKSHEET OF DIALOGUE

< .

(Levels 2 and 3)

“Listen .to the conversation and write in George's part.

N

S:

325

Sure, George. What can'I do for
you?

This kind of thing/request causes

a lot of problems. Can't someone
else go?

Well, couldn't they go by taxi?

It's very difficult. 'We're already
short staffed. I'11 have to think.
about it. See me later.

13-15




APPENDIX D
NEGATIVE AND AFFIRMATIVE RESPONSES f\{/’
- f (Level 2)
G = George Mr. B = Mr. Benge
"No" Response \ "Yes" Response
G: Excuse me, Mr. Benge, Pardon me,.Mr, Benge, Have you

Can you G:
give me your decision now? . .

\.

\
Mr, B: I don't think it's possible, Mr.
George. ,
- G: Could you please tell me why? G:
\
Mr. B: A large de]ivery is expected
that morning and we'll need
every available person.
< .
G: *  0.K. Mr. Benge, I understand, G:
Thank you,
_ >
- - / -

~ “opersonnel. Thanks again.

had time to think about my
request?

.

Oh yes. Yoy wanted Friday off,
didn't you? Well, it seems
0.k, .~

4

That's wonderful Mr, Benge, I
-appreciate that,

r

Mr. B-—8But you'll have to make up the

time,

Yes, for sure. I'11 talk to

. .
: ~




APPENDIX E

DYAD ACTIVITY .
(Level 2) : )

- PART A '_ ‘ \

Complete the conversation between worker and supervisor, Use the clues given.

Worker ‘ Supervisor

1. Excuse me,
(ask about his decision)

3. Respond to his answer.

5. Close the conversation,

PART B
Complete the conversation between worker and supervisor. Use the clues given.
Worker ) K Supervi sor : .
1.
.2, Give a negatiVe.answer, ' .
3. . e
4; Respond to his question. -
5 &
]
I =
&
Q \ 32 ¢
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- APPENDIX F

PHRASES TO MAKE A FOLLOW-UP DIALOGUE ~

(Level 3)

Georgg

. Excuse me, Mr, Benge.

s

. Pardon me, Mr. Benge.

. I'm sorry to both you
again, Mr, Benge.

. Sorry about this.

. Have you decided aboy
Friday?

. Well,

. Can you give me an answer
now?

. You told/asked me to see you
again,

. Well, how do you feel about
- Friday?

‘what's yodr decision?.

. 1 have to know now.
‘ \ How about Eriday?

. 1 don' t 1ike to put you on the

—_—

spot but

Y )

. I realize that it's awkward but ...
. I want to....

. I'd really like to ...

. You should let me ...

Respanding to a "yes" reply
. That's very good/nice of you.

. You're a gréat guy.

. 1 appreciate this.

. Thank you very much.

Y-

Responding to a "no" reply

. Well,
. €an you exp]ain your reasons?
. I understand.

. 1 think I deserve the day off
. Thanks anyhow.

. That’s not fair,
. You aren't treating me the samg

as

, why rot? )
AN

. Thank you for considering my

\

request,
1 don't agree with you.
Well, what am I supposed te do?

L4

. N

Yoy
~ 4




P~

ERIC

Aruitoxt provided by Eic:

]

RELATING TO -
OTHERS ON THE JOB

' "o . ,%) .. " O s »

2

Q

T T LG e, T e =
11236 g
//o
A
SN \(\#I)\
A WENA
S =\
) S
SR e
WAL MY
N |00

o
iy
3

T
NG

TR

,.
£

Ahmad has been working for six nfonths. Last week his co-workers .
begaf talking about the Christmag staff party but, because he is not -
8 Christian; he decided that he should not go. Today in the lunch

room, one of the other workers was talking to him about the psrty.

-

309
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N

OVERALL OBJECTIVE

1. Be aware of the importance of interpersonal relationships on the
,job.

- ‘ ’
2. ".Know how to maintain goodiworking relationships on the.job.

e

. - . ., )
FUNCTIONS: ' r
1. Socializing: "Hi, George. How's ‘it going?"
2. Inviting: = "Are you coming to the Christmas Party?"

3. Accepting/Declining - "That sounds Mke fun."
an Invitation::

4. Clarifying: "What does ‘No Host Bar' mean?"

CULTURAL NOTES:
- 1. In many job Situations, workers are judged not 0n1y on the work they do,
" but also on the way they relate to others. , \ '
.2. Many Canad1an workers have a social life that ‘centres around their jobs
and_ the people they work with. T
3. When workers.of the same language or racial backgrounq socialize
exclusively among themselves, other workers might take offence.

4. Maintaining friendly relations with co-workérs will probably make the job -

gasier. : v
5.;<G£eeting people and occasionally egchanging "small talk" is often all
. that is required for the maintenance of friendly re]aiions.
§. "Going Dutch" is the norm for a lot of the socializing the co-wotkers

Fee do. : . _}31
7. Fnequenkly workers will be qa]]éd'dbdn to volunteer in preparing for a
staff party. ' -
; ) , . ' .,
s, " :
\')v ) '
A
TN . N 33
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SUGGESTED TOPICS AND ACTIVITIES

o

1. Staff Christmas Party. S -

. Use the picture of Ahmad and his fe]]ow worker to beg1n a discussion .of
staff Christmas part1es Some of the following topics might. be worth -
exp] or1f‘r& ‘ ‘
volunteering for committees to work on the party.
bringing .other members of the family tg;%he party.
buying Christmas g1fts for auperv1sors and fe]]ow staff members, -

what to do if you are not Chr1st1an do not d?1nk do not dance; and/or
do not eat certain kinds of food. —

A

2. Organized Activities

.-Get students to find out what ‘other social. activities might occur on a.
'job. (e.g. retirement party, union soc1a1 "Open House") Prepare an
interview sheet and have them collect “information abbut: ‘ *

- the sort of activity. : ‘ ot ;Z///Tj*

who is ~avited. ) -

how the workers find out about it. - +

what people are expected to do.

&
. Discuss the vpcabulary asSocjated with some of these activities (e.g, BYOB,
spouse, pot-luck, no-host bar, open bar, door prizes). - o

.~ Introduce this vocabulary by using rnotices taken from different work
places or a story about a worker trying- to understand what is expected of )
him. '

3. Socializing on the Job

. Make a series of short tapes depicting worker 1nteréction during coffee or
lunch bredks. These can be {ised to illustrate a wide variety of

situations including:

- greeting another employee and exchang1ng "small talk".
- inviting someone to Jo1nly0u.

- asking if & p1aqe is taken,

=




. A similar series of tapes could illustrate response that would appear
5 _rude or un'frj:en&)y te most Canadian woykers such-as answering a friendly
A l q\:estion with a ‘fnonosyHable, and thus effectively terminating the
. , :

'conversatwn, - e.g. ) -
‘f , N]:- Hlo‘beautn’ul day today,»eh" h ' -

- . .
@

. . . NZ: Yg‘s; ) ) o
‘ T Mg Y6u're:_new around_here, aren't you? ,
T T Wy Yas_._ ) ¢ §
. #yi7 How do you find this sort of work?
"% M,: Fine a .

- 2° e -

4

. Introduce and have the students practise’ the more common forms of greeting
“and leave takmg For lesion ideas, see ESL for Adults:' A Curriculum v
,‘Gu1de, Sectwns 28 and 29. , : .

[ L.
A .

St‘imulate dfs’cussi’on about deveioping good relationships with other

-

.. work rs by creatmg short stories. about mmon problems sugh as'
on the same language group reat1ng antagonism by soc1ahz1ng

exe,]u Tvely 'amoug themselves.

"14 workers -do1ng their JObS d1hgent1y but not geFﬁng a promotmn because
t}iey were percewed by the others ‘as unfriendly or unable to get a'long
with the grcup . . T ‘

9. ¢ : -

Have»the students give examples from their own expemence of awkward . .
soc?a‘l s?tuatwns L e o .

¢

. Make up a problem solvmg exerc1se in wh1ch the students have to make up
a responsé that mH effectwely, but tactquy, get them out of, an

» awkward situation - e.q. » .- : .

;" \,"/_ .- mher worker is constantly ta]kmg to you and keeping .you from your
& . work. - '
.:‘:'. - Someone asks yoq&to bUy'a t1cket on a lottery, raffle or football popl,

- Angther ker has 1nv1‘ted you Somewhere and %i1l not take "no" for

N an answe/ ' v L
‘ - . A fema]e worker is experiencing some sexual harassment on the job : .

P ) . RO ‘ . )




%

1

4. Invitations to Sbcialize After Work

’ . See ESLifor Adults: A Curriculum Guide \
" - Section 6 - Accepting an Offer or Invitation

" ';.§ection 7 - Declining an Offer or Invitation

- Section 24 - Inviting Others to do Something

0')

g
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" Sandy is a ticket agent for a major sirliné. Business is not good so
some of the employees are being lsid off. Sandy has only worked for
the tompsny for six months, so:heisomvoftheﬁrutobclaid off.
She will collect Unemployment Insurance until she is calied back to work.
She will also look for other jobs at the same time. o '

¢

- [
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OVERALL OBJECTIVE: . '

1.

FUNCTIONS:

1.

3

" CULTURAL
SR
2.

Be able-to apply for Unemployment Insurance benefits 1f necessary

4

Understanding "You can mail your application even if you |
Instructions: haven't got your Record of Employment." .
. "You must report any earnrngs yos get while on :
. claim.'
Asking for Information: "If I go out of town, what shou]d I do about my
i ) -u.1.C.?"
« "When will 1 get. my first cheque?" =’
Offering Conso]at1on "People just can't ‘afford to travel r1ght now.
Offering Advice: . 'fwhy don"t you apply at a travel agency?“'
NOTES:

Understand that~unembloyment is not a sign of personal failure.

Knowing the regulations is very jmportant, Claimants can be cut off or
have their benefits delayed if they do not follow the regulations.

See the U.I.C. brochure for information on the current U.I.C. regu]at1ons.
Workers should check their Record of Employment for any inaccuracies.,

For example, the Record of Employment may say a workgr quit rather than
say he was laid off.

You,need a Record of Employment to app]y However, you can send in your
application form and then forward your Record of Emplpyment later.
Unemployment Insurance is an insurance scheme. All workers pay into the

w

. fund, so you are entitled to benefits if you are 'unemployed.

s

10.
1.

12,

Workers can appeal a U.I.C. decision to discontinue benefits,

Workers on claim have to send in repprt cards every two weeks.

You have to report any earnings you get while on claim.

You may be asked to make a "Job Search Report" while you are on claim,
New workers have to complete a qualifying period before they can claim
benefits.

If you lose your job, there is a twosseek waiting period before you
collect benefits, If you quit your job, there is a six week waiting
period. * ’ - ’

o

-
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SUGGESTED TOPICS AND ACTIVITIES : P
-
1. Getting Laid-off

Understand that unemploymént is not a sign of personal failure.

. Reading newspaper storigs about individuals affected by lay-offs.
. Reading newspaper articles about extent of unemployment in B.C.

. Dialogue and role playing activities to offer advice to unemployed worker.

2. Registering at a Canada Employment Centre

. See Module 4, APPLYING FOR A JoB, and Module 10, REPORTING AN INJURY,
- for activities ti;itsd to filling in a form.
: . Contact assignment to U.I.C. office and Canada Emp]oyment Centre,
. Dialogue or role playing activities to ask for a separation slip.

3. U.I.C. Regulations

-

. Dialogue or role playing activities to make a telephone call to U,I.C.
office. ' ‘

. &eading exercises for U.I.C. brochure, How Unemployment Insurance Works,
for You. ’

4, (Claiming U.I.C. .

. Reading exercises based on U.I.C. brochure, How ¢nemployment Insurance
Works for You. )

. Matching U.1.C. térms and definitions.

. Problem solving activities. See Module 8, UNDERSTANDING LABOUR LAWS, for
examples. )
. Follow individual student through with steps involved in claiming u.1.C.
. : ‘ o
5. Bi-weekly Report Cards '

. Reading exercises based on U.1.C. brochure, Your Report Cards - It Gets
Things Moving. ' -

. Read situations of different .workers and,fif] out’ cards accordingly.

A I

* : ')"_r\‘
(VAN




. , / )
, . * * +

. Asking and answering questions about the cards - See Dya&jtxercise in
Module 10, REPORTING AN INJURY. -

.
.

6. An Intervjew with a U.1.C. Counsellor L Ll N T -

F
. v

. See Module 5,'PARTICI§ATING IN AN INTERVIEW and Mogule 10, REPORTING AN
INJURY, for activities that could be adpated to this situation.

A\_"
I
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