DOING THE
RIGHT THING

On the Job

The goal of this book is to help people make ethical decisions in the work place. Each lesson presents a
commonly found work situation that requires discussing and clarifying individual and group values.
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INTRODUCTION

These lessons are appropriate for students in English-as-a-Second-Language (ESL) and Vocational ESL
classes as well as for native English speakers entering the work force. The goal of this book is to help
people make ethical decisions in the work place. Each lesson presents a commonly-found work situation
that requires discussing and clarifying individual and group values. These lessons are not meant to
provide a right or wrong response to a decision. They are only a means to clarify an individual’s or a
group’s choices in making an ethically-based decision. Instead of a right or wrong answer, the decision
made about a specific situation might be a question between different views of what is right. The lessons
help the participants explore the different reasons for their views. Instead of asking the participants to
make generalized decisions about ethical questions, the lessons present specific situations in which a
variety of good decisions can be made. Some participants may disagree among different versions of what
appears right. Participants are encouraged to discuss different perspectives, values, and actions to the
same situation. Also be aware that our actions also tend to rely on our experiences, social status, culture,
and assumptions. Hopefully, the participants will respond to each other with respect and increase mutual
recognition of each other as persons who want to do the right thing.

TEACHING NOTES

1. Before distributing the handout, read the situation and ask basic comprehension questions to check
for understanding.

2. Distribute the worksheet to the student, and read the situation to the class. Discuss any unfamiliar
vocabulary and expressions.

3. Read the possible solutions to the problem. Again, discuss any unfamiliar vocabulary and ask basic
questions to check for understanding. Tell the students that they are free to come up with other practical
possibilities in addition to the ones presented.

4. Direct the students to rank the possibilities in order from the best solution to the worst, the best being
the box at the top and the worst at the bottom. Have the students prioritize their personal ranking in the
column named “MY RANKING'”

5. Then, gather in groups of four or five students.

6. Tell each group of students to discuss their ranking. Instruct them that they must come up with a
single ranking that they must all agree on. Identify one person in each group to record the group’s
ranking in the column labeled “GROUP RANKING.” Tell students to talk about what should be done,
state the other practical possibilities, and ask about the reasons that support these proposals: observations,
values, and assumptions.

7. Have each group report on its ranking to the whole class. You may also want to write the various
rankings on the blackboard/whiteboard or overhead transparency for comparison.

8. Discuss other possible solutions with the students and write them on the chalkboard.

8. Finally discuss the pros and cons of each ranking, and lead the class in coming to a general
consensus.

9. Write other possible solutions to the problems --on the blackboard as a follow-up exercise.

10. As a follow-up activity, use the exercises as a basis for role playing. When doing a role playing exercise,
allow students to .prepare themselves in pairs or small groups before having them perform before the whole
class. Give the students the freedom to vary the situation and be creative. Don’t over-correct. Note major
mistakes; discuss and correct them later. To practice active listening, have the other students in the class note
the errors, too. Discuss the role-playing exercises afterwards for students’ reaction and interpretations.
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DOING POOR QUALITY WORK

o Read the situation below. THE SITUATION

You have just completed a task at work. Your supervisor looks at

your work and says it is not good. He is upset and wants you to stay
past your quitting time to finish the task because it is part of your
M job, and it must be finished today. What would you do?

Read the possible solutions to the problem above. Rank the solutions in order from the best to the
worst. (The top box is the best and bottom box is the worst.) Write your ranking in the column MY
RANKING (o the left below. Please feel free to come up with other practical solutions.

MYy POSSIBLE SOLUTIONS GROUP

RANKING 1 RANKING

Quit the job because
ﬁ the supervisor is unreasonable.

NCEEI—>

2.
Explain you did not understand how to do the job.
Agree to stay and finish the work.

3.

Tell the supervisor that you are sorry,
but you cannot stay, but you can finish tomorrow.

4.

Tell the supervisor’s boss that he is unreasonable.
Refuse to stay. Promise to finish tomorrow.

5.

Tell the supervisor you are sorry. Tell him you will try
harder next time. Agree to stay and finish the job.

6.

Tell the supervisor that you are sorry.
Agree to stay and finish the Job.

7. (Other)

" GCGIISHOM
" GIISHOM

Break up into small groups and discuss your ranking with the rankings of the other members in
your group. Feel free to discuss other practical possibilities. Finally, decide on a group ranking.
Again, rank the possible solutions in order from the best to the worst. All members of the group
must agree before you write the numbers in the column GROUP RANKING.

G As a whole class, discuss the best and worst solutions to the situation.
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NEEDING TIME OFF FROM WORK

o Read ?he situation below. THE SITUATION
~

You started a new job only a few weeks ago. Last week you were
sick at home with the flu for two days. Yesterday your best friend
called you and asked you to take off a day this week from work to
/ take her to several scheduled job interviews. She doesn’t have a
‘ DN, [l ; car. What should you do? )

9 Read the possible solutions to the problem above. Rank the solutions in order from the best to the
worst. (The top box is the best and bottom box is the worst.) Write your ranking in the column MY
RANKING (o the left below. Please feel free to come up with other practical solutions.

MY POSSIBLE SOLUTIONS GROUP
RANKING RANKING

1.
Agree to take your friend. Call your supervisor
ﬁ early the day of the interview. Tell him you are sick.

IS39=>>

2.
@ Tell your friend you are very sorry, but you cannot
take time off to drive her to the interviews.

3.

Tell your friend you will lose your
job if you take her to the interviews.

4.

Take the day off. When you come back,
tell your supervisor you were sick.

5.

Go to your supervisor first, and tell her the problem.
Ask for time off without pay.

6.
Don’t do anything.
7. (Other)

" GILISHOM
S CHISHOM

e Break up into small groups and discuss your ranking with the rankings of the other members in
your group. Feel free to discuss other practical possibilities. Finally, decide on a group ranking.
Again, rank the possible solutions in order from the best to the worst. All members of the group
must agree before you write the numbers in the column GROUP RANKING.

0 As a whole class, discuss the best and worst solutions to the situation.
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REPORTING STEALING

o Read the situation below. THE SITUATION

You and a friend work as stock clerks at the same store. While you are)
hecking the inventory and stocking the shelves, you find that there
is an extra small computer in stock. Your friend decides to take the
computer, but you don’t think that it’s a good idea. The store manager
finds out and blames you for taking it. He threatens to fire you. What
should you do? )

9 Read the possible solutions to the problem above. Rank the solutions in order from the best to the
worst. (The top box is the best and bottom box is the worst.) Write your ranking in the column MY
RANKING (o the left below. Please feel free to come up with other practical solutions.

MY POSSIBLE SOLUTIONS Slitel
RANKING RANKING
1.

Ask your friend to tell the store manager
ﬁ that he or she took the computer. ﬁ

2.
Be quiet.
Don't tell the store manager anything.
3.

Tell the store manager that your
friend took the computer.

4.

Tell the store manager that someone
else took the computer.

5.

Buy another computer and replace
the stolen computer.

= 6. =
() Tell another co-worker and get ()
5’, some advice. a
=] 7. (Other) =

e Break up into small groups and discuss your ranking with the rankings of the other members in
your group. Feel free to discuss other practical possibilities. Finally, decide on a group ranking.
Again, rank the possible solutions in order from the best to the worst. All members of the group
must agree before you write the numbers in the column GROUP RANKING.

0 As a whole class, discuss the best and worst solutions to the situation.
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COMING TO WORK LATE

o Read the situation below. THE SITUATION

f_ J ﬁYcu scheduled an appointment for a job interview )

= today at 2 p.m. When you get into your car, it won’t
- A J

e Read the possible solutions to the problem above. Rank the solutions in order from the best to the
worst. (The top box is the best and bottom box is the worst.) Write your ranking in the column MY
RANKING to the left below. Please feel free to come up with other practical solutions.

MY GROUP
RANKING POSSIBLE SOLUTIONS RANKING

1.
ﬁ Stay home and do not go
to the job interview.

start because the battery is dead. If you take the
bus, you will be late. What should you do?

NCEEI—>

2.
@ Stay home and decide
to go tomorrow.

3.

Call immediately and
cancel your appointment.

4.

Call immediately and ask if you can reschedule
the appointment for tomorrow.

5.

Call today just before 2 p.m. and ask
if you can come tomorrow.

6.

Write a letter that explains
why you could not come to the interview.

7. (Other)

Y GILISHOM
S CHISHOM

e Break up into small groups and discuss your ranking with the rankings of the other members in
your group. Feel free to discuss other practical possibilities. Finally, decide on a group ranking.
Again, rank the possible solutions in order from the best to the worst. All members of the group
must agree before you write the numbers in the column GROUP RANKING.

0 As a whole class, discuss the best and worst solutions to the situation.
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BREAKING A WORK RULES

o Read the situation below. THE SITUATION

Troy is going to be late to work today. He calls yoc?

at home and asks you to punch his time card so
that the employer will not know he was late. What
should you do?

J

worst. (The top box is the best and bottom box is the worst.) Write your ranking in the column MY
RANKING (o the left below. Please feel free to come up with other practical solutions.

MY GROUP
RANKING POSSIBLE SOLUTIONS RANKING
1 n
Tell Troy that you would be

ﬁ happy to do this for him.

'S a=>=

2.
% Tell Troy that you cannot do it. Suggest that he
explain to the employer why he is late and
try to arrange for a time to make up the time.

3.

Tell Troy you will do it this time only,
but never again in the future.

4.

Tell Troy that you are very sorry, but you are
uncomfortable doing this for him.

5.

Tell your employer that Troy asked you
to punch in for him.

s =
S 6. 2
‘:?U’ Do nothing at all. a
7. (Other)

e Break up into small groups and discuss your ranking with the rankings of the other members in
your group. Feel free to discuss other practical possibilities. Finally, decide on a group ranking.
Again, rank the possible solutions in order from the best to the worst. All members of the group
must agree before you write the numbers in the column GROUP RANKING.

0 As a whole class, discuss the best and worst solutions to the situation.
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You have regular work to finish by the end of the week.
9 Read the possible solutions to the problem above. Rank the solutions in order from the best to the
RANKING RANKING

Your boss asks you to do an “extra” task that must be
worst. (The top box is the best and bottom box is the worst.) Write your ranking in the column MY
1.

Read the situation below.

o THE SITUATION
You have been working at the same job for a few months.\
completed as soon as possible. You do not have enough
time to do both jobs by Friday. What should you do? )

RANKING (o the left below. Please feel free to come up with other practical solutions.
i POSSIBLE SOLUTIONS Elielol s
Do not do the extra work. Wait until
ﬁ your boss mentions it again. ﬁ

2.
@ Wait until the end of the week. Then tell your boss that
you are sick and have to go home early.

3.

Explain the problem to your boss and ask if
it is okay to finish the extra work next week.

4.

Complain to your co-workers and maybe
someone will offer to help you.

5.

Work overtime so that you can finish
both jobs on time.

6.

Ask someone else to
help you complete the two jobs.

7. (Other)

Y GPISHOM
S CHISHOM

e Break up into small groups and discuss your ranking with the rankings of the other members in
your group. Feel free to discuss other practical possibilities. Finally, decide on a group ranking.
Again, rank the possible solutions in order from the best to the worst. All members of the group
must agree before you write the numbers in the column GROUP RANKING.

0 As a whole class, discuss the best and worst solutions to the situation.
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NOT TELLING THE TRUTH

o Read the situation below. T H E s | T U AT | o N
~

You have been working as a mechanic for afew months. Your supervisor
gives you a work order to check the brakes on a car. The brakes are
good so you clean them and put them back on the car. When the
customer comes to check on his car, your supervisor asks you where
the old brakes are. What should you do? )

Read the possible solutions to the problem above. Rank the solutions in order from the best to the
worst. (The top box is the best and bottom box is the worst.) Write your ranking in the column MY
RANKING (o the left below. Please feel free to come up with other practical solutions.

MYy POSSIBLE SOLUTIONS GROUP

RANKING y RANKING

Tell them that you threw the old brakes away
ﬁ because your boss might be charging for new ones.

—~—
-

——
-

NEEE—>

2.
Tell them that you cleaned the
old brakes and put them back on the car.

3.

Say that you do not remember.
Talk it over with the supervisor later.

4.

Tell the customer you think that
he is being cheated.

5.

Quit the job because the boss
is not honest.

6.
g Report your supervisor g
) to the police. a
‘.’i 7. (Other) =

e Break up into small groups and discuss your ranking with the rankings of the other members in
your group. Please free to discuss other practical possibilities. Finally, decide on a group ranking.
Again, rank the possible solutions in order from the best to the worst. All members of the group
must agree before you write the numbers in the column GROUP RANKING.

0 As a whole class, discuss the best and worst solutions to the situation.
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MAKING A SUGGESTION

o Read the situation below. THE SITUATION

g Your supervisor tells you to do your job differently than the)
way you were trained to do it. You know that your way of
doing the job is better and more efficient than doing it his
way. What should you do?

J
Read the possible solutions to the problem above. Rank the solutions in order from the best to the
worst. (The top box is the best and bottom box is the worst.) Write your ranking in the column MY
RANKING (o the left below. Please feel free to come up with other practical solutions.

MY POSSIBLE SOLUTIONS GROUP

RANKING 1 RANKING
Ignore your supervisor and
ﬁ continue doing it your way.

I'S39=>=

2.
Do what the supervisor says although
you disagree because he is the supervisor.

3.

Explain to the supervisor why
you think that your way is better than his.

4.

Ask your co-workers which way they think is better, and if
they agree with you, tell your boss what they decided.

5.

Quit the job because you know
more than the supervisor.

6.

Report your supervisor
to the owner of the business.

7. (Other)

" GILISHOM
" GIISHOM

Break up into small groups and discuss your ranking with the rankings of the other members in
your group. Feel free to discuss other practical possibilities. Finally, decide on a group ranking.
Again, rank the possible solutions in order from the best to the worst. All members of the group
must agree before you write the numbers in the column GROUP RANKING.

G As a whole class, discuss the best and worst solutions to the situation.
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FINISHING YOUR WORK ON TIME

o Read the situation below. T H E s | T U AT | o N

Your supervisor has given you a task which must be finished

by 5 p.m., but it is already 4 p.m. This task usually takes
more than two hours to finish. What should you do?

Read the possible solutions to the problem above. Rank the solutions in order from the best to the
Worst (The top box is the best and bottom box is the worst.) Write your ranking in the column MY
RANKING (o the left below. Please feel free to come up with other practical solutions.

MY GROUP
RANKING POSSIBLE 1SOLUTIONS RANKING

Do the task. Rush through it by 5 p.m.
ﬁ even if you make mistakes. ﬁ

you can by 5 p.m. Say you will finish tomorrow.

3.

Tell your supervisor the job normally takes longer. Do as
much as you can by 5 p.m. Offer to stay overtime.

4.

Ask a co-worker to help you finish
the job by 5 p.m.

5.

Tell the supervisor that you can’t do the
task because you don’t have the time.

6.

Do your regular job.
Pretend that you did not hear the supervisor.

7. (Other)

2.
@ Work at your regular speed and finish as much as @

Y GILISHOM
S CHISHOM

e Break up into small groups and discuss your ranking with the rankings of the other members in
your group. Feel free to discuss other practical possibilities. Finally, decide on a group ranking.
Again, rank the possible solutions in order from the best to the worst. All members of the group
must agree before you write the numbers in the column GROUP RANKING.

0 As a whole class, discuss the best and worst solutions to the situation.
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STEALING AT WORK

o Read the situation below. THE SITUATION

a Some of your coworkers at your company borrow tools and take them)
== home to do work on their homes. They take building materials, too. You
also notice that many other people do this. You want to tell your supervisor
about this. When you go to speak to him, you see him putting building

materials into his car. Then you overhead him telling someone that he is
i remodeling his house with the materials. What should you do? )

Read the possible solutions to the problem above. Rank the solutions in order from the best to the
worst. (The top box is the best and bottom box is the worst.) Write your ranking in the column MY
RANKING (o the left below. Please feel free to come up with other practical solutions.

—

MY POSSIBLE SOLUTIONS GROUP
RANKING RANKING
1 n
ﬁ Do nothing. The company’s owner ﬁ

will find out sooner or later. o]
2. m
@ Don’t worry. Take some materials home
like everyone else.
3-

Call the owner and tell him about it,
but don’t give your name.

4.

Don’t tell anyone. Be quiet, but
don’t take anything home.

5.

Write a note to the owner.
Tell him about it, but don’t give any names.

3 6. 3
g Speak to your supervisor. Tell him why you believe it g
@7 hurts the company when employees steal. ‘-”I
|

@ 7. (Other) @

e Break up into small groups and discuss your ranking with the rankings of the other members in
your group. Feel free to discuss other practical possibilities. Finally, decide on a group ranking.
Again, rank the possible solutions in order from the best to the worst. All members of the group
must agree before you write the numbers in the column GROUP RANKING.

0 As a whole class, discuss the best and worst solutions to the situation.
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HAVING LOW PRODUCTIVITY

o Read the situation below. THE SITUATION

Your supervisor calls you into her office and tells you that)
your work output is not as good as your coworkers. You know
that your coworkers only work hard when the supervisor is
watching and that your output is higher than all of them. What
should you say?

J
Read the possible solutions to the problem above. Rank the solutions in order from the best to the
worst. (The top box is the best and bottom box is the worst.) Write your ranking in the column MY
RANKING (o the left below. Please feel free to come up with other practical solutions.

MY POSSIBLE SOLUTIONS GROUP
RANKING RANKING
1 n
ﬁ Tell the supervisor that you are sorry ﬁ
and look busier when she is around.
(Y
2. m
@ Thank the supervisor for her comments
and agree to try harder.
3-

Tell the supervisor about your
coworkers’ habits.

4.

Tell your supervisor that you haven’t been
feeling well, and will try to increase your output.

5.

Tell your supervisor that you are
working as hard as you can.

3 6. =
g Say nothing. g
gl, Just smile and listen to your supervisor. ‘-nl
@ 7. (Other) @

e Break up into small groups and discuss your ranking with the rankings of the other members in
your group. Feel free to discuss other practical possibilities. Finally, decide on a group ranking.
Again, rank the possible solutions in order from the best to the worst. All members of the group
must agree before you write the numbers in the column GROUP RANKING.

0 As a whole class, discuss the best and worst solutions to the situation.
Doing The Right Thing on the Job Page 12 © Paul J. Hamel 2010



GETTING HURT AT WORK

o Read the situation below. THE SITUATION

@ You are hurt in an accident
| while you are working.

\ \J y What would you do?

Read the possible solutions to the problem above. Rank the solutions in order from the best to the
worst. (The top box is the best and bottom box is the worst.) Write your ranking in the column MY
RANKING (o the left below. Please feel free to come up with other practical solutions.

MY POSSIBLE SOLUTIONS GROUP
RANKING RANKING

1.
ﬁ Tell your coworkers about the accident, ﬁ
but not your supervisor.

2.
@ Go to your supervisor immediately

and tell him or her what happened.

3.

Do not say anything to anyone
and leave work early.

4.

Say nothing about the accident
and go to the doctor’s office after work.

5.

Say nothing and go to the
doctor’s office immediately.

6.

Write a note about the accident and leave
it on your supervisor’s desk after work.

7. (Other)

B e

S CHISHOM
" GILISHOM

e Break up into small groups and discuss your ranking with the rankings of the other members in
your group. Feel free to discuss other practical possibilities. Finally, decide on a group ranking.
Again, rank the possible solutions in order from the best to the worst. All members of the group
must agree before you write the numbers in the column GROUP RANKING.

0 As a whole class, discuss the best and worst solutions to the situation.
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NOT UNDERSTANDING

o Read the situation below. THE SITUATION
~

You are in a job training class. Your teacher is
explaining something and giving instructions. She
is talking fast and using words that you do not

understand. What should you do? )
F |

Read the possible solutions to the problem above. Rank the solutions in order from the best to the
worst. (The top box is the best and bottom box is the worst.) Write your ranking in the column MY
RANKING (o the left below. Please feel free to come up with other practical solutions.

MY POSSIBLE SOLUTIONS GROUP
RANKING RANKING
1.

ﬁ Visit the director of the school
and tell him or her your problem.

NCEEI—>

2.
Ask a friend

to help you.

3.

Do nothing
Just listen and try to understand.

4.

Guess what the instructor is saying
and try to do it.

5.

Wait until the end of the class and
tell your teacher that you did not understand.

6.

Ask the teacher to slow down and
repeat the instructions.

7. (Other)

S HISHOM
Y GIISHOM

e Break up into small groups and discuss your ranking with the rankings of the other members in
your group. Feel free to discuss other practical possibilities. Finally, decide on a group ranking.
Again, rank the possible solutions in order from the best to the worst. All members of the group
must agree before you write the numbers in the column GROUP RANKING.

0 As a whole class, discuss the best and worst solutions to the situation.
Doing The Right Thing on the Job Page 14 © Paul J. Hamel 2010



UNDERSTANDING DIRECTIONS

o Read the situation below.

/ﬁ THE SITUATION

Your boss needs a letter in an hour and tells you to)

type it in a certain way, but you don’t understand her

Y ._ directions. You ask her to repeat the directions, but you
f} {f" § still don’t understand. What should you do? )

Read the possible solutions to the problem above. Rank the solutions in order from the best to the
worst. (The top box is the best and bottom box is the worst.) Write your ranking in the column MY
RANKING (o the left below. Please feel free to come up with other practical solutions.

MY POSSIBLE SOLUTIONS GROUP
RANKING RANKING

1.
ﬁ Ask a co-worker to type
the letter for you.

NEEE—>

2.
@ Type the letter the way you usually
do it even if it is wrong.

3.

Do not type
the letter.

4.

Ask your boss again specifically how to do
it and ask questions if you are not sure.

5.

Pretend that you did not hear
your boss’s request.

3 6. =
g Tell the boss that you are too busy and that g
(77) she should ask another person to type the letter. @7)
| |
@ 7. (Other) @

e Break up into small groups and discuss your ranking with the rankings of the other members in
your group. Feel free to discuss other practical possibilities. Finally, decide on a group ranking.
Again, rank the possible solutions in order from the best to the worst. All members of the group
must agree before you write the numbers in the column GROUP RANKING.

0 As a whole class, discuss the best and worst solutions to the situation.
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TAKING THE JOB OR NOT

o Read the situation below.

THE SITUATION

$9 per hour. What should you do?

You do not have a job at the moment. You )
apply for an office job for $15 per hour, but
you are offered another job as a janitor for

J

Read the possible solutions to the problem above. Rank the solutions in order from the best to the
worst. (The top box is the best and bottom box is the worst.) Write your ranking in the column MY
RANKING (o the left below. Please feel free to come up with other practical solutions.

MYy
RANKING

1

.

" GILISHOM

POSSIBLE SOLUTIONS
1.

Do not take the job.
Thank the employer and leave.

2.

Take the job. Ask the employer
about other positions you could apply for.

3.

Take the job, but ask the employer if he or she
will consider you as soon as another office job opens.

4.

Refuse to take the job. Tell the employer
that you are only interested in the office job.

5.

Take the job. Tell the employer you will do it for a short

time and that you want an office job as soon as possible.

6.

Tell the employer to give the office job because you
work better than the employees in the office.

7. (Other)

GROUP
RANKING

IS39=>>

S CHISHOM

e Break up into small groups and discuss your ranking with the rankings of the other members in
your group. Feel free to discuss other practical possibilities. Finally, decide on a group ranking.
Again, rank the possible solutions in order from the best to the worst. All members of the group

must agree before you write the numbers in the column GROUP RANKING.

0 As a whole class, discuss the best and worst solutions to the situation.
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HAVING A PERSONALITY CLASH

o Read the situation below. T H E s | T U AT | o N

f‘"*} Your supervisor moved you from one)

=) area of the company to another. You

b= E find out that you will be working with
» someone who does not get along well
Py, < . with others. What should you do?

Read the possible solutions to the problem above. Rank the solutions in order from the best to the
worst. (The top box is the best and bottom box is the worst.) Write your ranking in the column MY
RANKING (o the left below. Please feel free to come up with other practical solutions.

MY GROUP
RANKING POSSIBLE SOLUTIONS RANKING

1.

Talk to the other employees about your
ﬁ situation and see if you can resolve the problem.

NCEEI—>

2.
@ Try and get along while you
are on the job.

3.

Ask your supervisor to move
the other person.

4.

Tell your supervisor
that you will quit if you are moved.

5.

Ask your supervisor for a transfer
to another department.

6.

Ask your supervisor to move you
next to someone else.

7. (Other)

S CHISHOM
" GIISHOM

e Break up into small groups and discuss your ranking with the rankings of the other members in
your group. Feel free to discuss other practical possibilities. Finally, decide on a group ranking.
Again, rank the possible solutions in order from the best to the worst. All members of the group

must agree before you write the numbers in the column GROUP RANKING.

0 As a whole class, discuss the best and worst solutions to the situation.
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STAYING BUSY AT WORK

o Read the situation below. T H E s | T U AT' o N

You have a job that doesn’t)
keep you busy all of the time.
What should you do when you
are not busy?

J
Read the possible solutions to the problem above. Rank the solutions in order from the best to the
worst. (The top box is the best and bottom box is the worst.) Write your ranking in the column MY
RANKING (o the left below. Please feel free to come up with other practical solutions.

MY POSSIBLE SOLUTIONS GROUP
RANKING RANKING
1.

Use the Internet or read books to get
ﬁ additional training in your job. ﬁ
")
2. -
@ Write personal letters, call your friends,
and surf the Internet. i
3.

Read the newspaper
and magazines.

4.

Ask your supervisor
for extra work.

5.

Help some of your other
coworkers do their job.

6.

Pretend that you are busy
when your supervisor comes in.

7. (Other)

Y GPISHOM
Y GIISHOM

e Break up into small groups and discuss your ranking with the rankings of the other members in
your group. Feel free to discuss other practical possibilities. Finally, decide on a group ranking.
Again, rank the possible solutions in order from the best to the worst. All members of the group
must agree before you write the numbers in the column GROUP RANKING.

0 As a whole class, discuss the best and worst solutions to the situation.
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USING SICK DAYS FOR A DAY OFF

o Read the situation below. T H E s | T U AT | o N

Your company is on a strict budget and schedule to complete a projecD
You have earned sick time, but no vacation time. You want to take some
time off from work, but if you take sick time the company may not get the
required work done in time and may have to lay-off employees in a few
weeks. You have a lot of seniority and need to take a “mental health”
day even if you are not physically sick. What should you do? )

Read the possible solutions to the problem above. Rank the solutions in order from the best to the
worst. (The top box is the best and bottom box is the worst.) Write your ranking in the column MY
RANKING (o the left below. Please feel free to come up with other practical solutions.

MY POSSIBLE SOLUTIONS GROUP
RANKING RANKING

1.
ﬁ Take off a few days.
You deserve it for all your hard work.

I'S39=>=

2.
@ You may feel really tired,
but go to work anyway.

3.

Ask for a day off
without pay.

4.

Ask your supervisor if you can work
on Saturday to make up the work.

5.

Wait until you earn enough vacation time
to take a day off.

6.

Take the day off to see a psychiatrist
about your mental health.

7. (Other)

Y GIISHOM
Y GIISHOM

e Break up into small groups and discuss your ranking with the rankings of the other members in
your group. Feel free to discuss other practical possibilities. Finally, decide on a group ranking.
Again, rank the possible solutions in order from the best to the worst. All members of the group
must agree before you write the numbers in the column GROUP RANKING.

0 As a whole class, discuss the best and worst solutions to the situation.
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KEEPING A SECRET AT WORK

o Read the situation below. THE SITUATION

You have learned some “confidentiaI\
information” about future layoffs.
Some of your friends will be laid off.
q . \ What should do? )

Read the possible solutions to the problem above. Rank the solutions in order from the best to the
worst. (The top box is the best and bottom box is the worst.) Write your ranking in the column MY
RANKING (o the left below. Please feel free to come up with other practical solutions.

MY POSSIBLE SOLUTIONS GROUP
RANKING RANKING
1.

Do nothing and
ﬁ say nothing to anyone.

'S a=>=

2.
@ Tell only one friend that the rumor
is that some people will be laid off.

3.

Write an anonymous note and put it
on the bulletin board.

4.

Tell your friends and tell
them not to say you knew.

5.

Tell your friends to start
looking for another job.

6.

Ask your supervisor if you
can tell your friends.

7. (Other)

" CHISHOM
Y GIISHOM

e Break up into small groups and discuss your ranking with the rankings of the other members in
your group. Feel free to discuss other practical possibilities. Finally, decide on a group ranking.
Again, rank the possible solutions in order from the best to the worst. All members of the group
must agree before you write the numbers in the column GROUP RANKING.

0 As a whole class, discuss the best and worst solutions to the situation.
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APPLYING FOR A PROMOTION

o Read the situation below. THE SITUATION

C; -,-) Your company has an opening for a
Rt promotion in your department. You and

—
WO another co-worker are both qualified and
‘ ‘- interested in the job. What should you do? g
Read the possible solutions to the problem above. Rank the solutions in order from the best to the

worst. (The top box is the best and bottom box is the worst.) Write your ranking in the column MY
RANKING (o the left below. Please feel free to come up with other practical solutions.

MY GROUP
RANKING POSSIBLE SOLUTIONS RANKING

1.
Ask a friend in the other department to help you
ﬁ get the job by giving a good recommendation to the boss.

I'S39=>=

2.
@ Talk to your co-worker and let him or her
know that you are competing for the same promotion.

3.

Apply for the promotion
and hope for the best.

4.

Speak to the other supervisor and
tell him or her that your co-worker has problems.

5.

Tell your co-worker that the supervisor in the
other department is difficult to work for.

6.

Ask your co-worker not to apply for the
promotion because you need the money.

7. (Other)

Y GIISHOM
Y GIISHOM

e Break up into small groups and discuss your ranking with the rankings of the other members in
your group. Feel free to discuss other practical possibilities. Finally, decide on a group ranking.
Again, rank the possible solutions in order from the best to the worst. All members of the group
must agree before you write the numbers in the column GROUP RANKING.

0 As a whole class, discuss the best and worst solutions to the situation.
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FOLLOWING ORDERS

o Read the situation below. THE SITUATION

Your immediate supervisor gives you a special task that must)
be completed by the end of the day. While your immediate
supervisor is out of the office, another supervisor assigns you
to complete a rush job in another department. You know that
the first task will not be done on time. What would you do? )

Read the possible solutions to the problem above. Rank the solutions in order from the best to the
worst. (The top box is the best and bottom box is the worst.) Write your ranking in the column MY
RANKING (o the left below. Please feel free to come up with other practical solutions.

MY GROUP
RANKING POSSIBLE SOLUTIONS RANKING

1.
ﬁ Give one assignment

to another co-worker.

IlS39=>=

2.
@ Do as much as you can on both assignments
even if you can’t finish on time.

3.

Ask the second supervisor to call your
immediate supervisor about your assignment.

4.

Call your immediate supervisor and ask him or her
if you can do the rush job and finish the first task later.

5.

Ignore the second supervisor and finish
the task that your immediate supervisor gave you.

6.

Do what the second
supervisor tell you to do.

7. (Other)

Y GIISHOM
" GIISHOM

e Break up into small groups and discuss your ranking with the rankings of the other members in
your group. Feel free to discuss other practical possibilities. Finally, decide on a group ranking.
Again, rank the possible solutions in order from the best to the worst. All members of the group
must agree before you write the numbers in the column GROUP RANKING.

G As a whole class, discuss the best and worst solutions to the situation.
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Other Educational Materials by Paul J. Hamel

Better English Every Day 1, 2 & 3

BETTER ENGLISH EVERY DAY: Language for

Living I, Il, & lll is a three-book series for adult
Bl = o students of English as a Second Language. It
E"' m EEE BETTER prgsents ’Fhe grammar, vocabulary and sur.v.ival
L o EVERY 3 ENGLISH skills required in a basic ESL program. In addition,

EVERY DAY

it supplies students with ample opportunity to
practice the four language skills in the context
of interesting and varied activities. Lessons
carefully integrate survival topics, grammatical
structures and vocabulary to present practical and
meaningful activities for the students. Published
by Thomson Learning. 5191 Natorp Blvd. Mason,
Ohio 45090. Tel (800) 543-0487. Website: www.
thomsonlearning.com

Bag of Tricks | & Il

Does your regular ESL textbook need supplementing? Have you ever
substituted in an ESL class and the regular teacher didn’'t leave you a
lesson plan? Did you ever find that if the teacher did leave you a lesson
plan, it was either illegible, skimpy, or unclear? If so, Bag of Tricks and Bag
of Tricks Il is for you! The lessons in Bag of Tricks and Bag of Tricks Il are
blackline masters designed to be photocopied and distributed to students.
Clear, detailed lesson plans accompany each lesson. Both are organized
by level of difficulty. The lessons cover a diverse range of topics, levels,
and key grammatical structures. Features: * Use the lessons to make
overhead transparencies. ¢ Give them as homework assignments. « Use
them to reinforce your regular lessons. « Add them to your “bag of tricks.”
» Give them to your next substitute. Published by Delta Systems Co., Inc., 1400 Miller Parkway, McHenry, I
60050-7030. (800) 323-8270 or (815) 363-3582, FAX (800) 909-9901. Website: www.delta-systems.com.

ESL Worksheets and Lesson Plans

www.eslworksheetsandlessonplans.com

* Purchase individual ESL worksheets online.

* Download and print the worksheets immediately.

» Each lesson contains a printable worksheet with detailed lesson plan.
» Each worksheet and lesson plan costs only 99 cents.

* Buy only the lessons you need. There is no membership fee.

* The lessons cover a wide variety of topics, grammar, and language skills.
» Use the worksheets to reinforce your ESL textbook and curriculum.

* Photocopy the worksheets and distribute them to your students.

» Use the worksheets to make overhead transparencies.

» Leave a worksheet and lesson plan for a substitute teacher.

» Submit your own worksheets and earn royalties.




