Competency:  Demonstrate the ability to read and follow a simple work schedule

	Lesson Overview:  The purpose of this lesson is to teach students how to read and follow a simple work schedule.  This lesson also teaches the importance of knowing when they are scheduled to work and how to make changes to their work schedules.

This lesson plan includes:

1. Work schedule Vocabulary
2. Work schedule Vocabulary Matching
3. Work schedule Word Search
4. Work schedule Crossword Puzzle
5. Work Schedule Activity #1
6. Work Schedule Activity #2 
7. Work Schedule Dialogue #1
8. Work Schedule Dialogue #2
9. Work Schedule Vocabulary Flash Cards
10. Referenced text and materials



	Approximate Time: 2 Hours



	Prerequisite Skills:  Students must be able to read and write sentences, understand how to tell time, know the months of the year, know the days of the week, know important holidays, and understand how to write dates.
Prerequisite Vocabulary:

date(s)

day(s)

holiday(s)

month(s)

week(s)

year(s)

work

hour(s)

holiday(s)

total



	Vocabulary: 


absent

break

call in

change(s)

late

overtime

permanent

schedule/scheduled

shift

time off work

vacation

work schedule

Optional Vocabulary:

sick leave

sick days

schedule problems



	Materials Needed:  Whiteboard or flip chart, erasable markers, handouts, and prizes (optional)


	Equipment Needed: Multimedia computer for optional activities.



	Activities:

1. Have the new vocabulary words written on the board when the students arrive for class.  

2. Explain the purpose of the lesson.  Explain to the students the importance of knowing how to read and fill out time sheets/work schedules.  Also explain the importance of letting an employer know if you need to make changes to your work schedule.

3. Introduce new vocabulary.

a) Give students Work Schedule Vocabulary.

b) Pronounce the new vocabulary words one and a time and have the students repeat the words in unison.

c) Pronounce the new vocabulary words one at a time and ask individual students to repeat the word.  Repeat until the students can pronounce the words well.

d) Go over each vocabulary definition carefully.  Make sure that the students understand what each word means.

e) Give students Work Schedule Vocabulary Matching.  Review answers orally.

4. Give students Work Schedule Word Search.  Use the answer key to check students' work.  These worksheets were made with Wordsheets 5.0 software available at www.qualint.com.  There is a free demonstration version that allows 10 printings.  After that, the software must be purchased.
5. Give students  Work Schedule Crossword Puzzle.  Use the answer key to check students' work.  These worksheets were made with Wordsheets 5.0 software available at www.qualint.com.  There is a free demonstration version that allows 10 printings.  After that, the software must be purchased.
6. Give each student Work Schedule Activity #1.  Explain that this work schedule is an example of a permanent weekly work schedule. Have the students work in pairs and answer the questions at the bottom of the worksheet.  Review answers orally.

7. Give each student Work Schedule Activity #2.  Explain that this work schedule is an example of a daily work schedule.  Each day the schedule will change.  Have students work individually and answer the questions at the bottom of the worksheet.  Review answers orally.

8. Discuss irregular work schedules.  An example of an irregular work schedule could be someone that works 3 or 4 days per week, but works different days each week.  Also discuss 12-hour shifts and how some people that work 12-hour shifts may work 3 days on and 2 days off or another variety of days on and off during a week.  Some jobs may even schedule a person for 7 days on and 7 days off.  Emphasize that there are a lot of different kinds of work schedules.

9. Ask students to bring their work schedules (if they are working) to class to share with the other students.

10. Discuss why it is important to let an employer know that you are going to be late or absent.  Have a brief discussion on what to say to an employer if you are going to be absent.  Have students practice calling in to work using the Work Schedule Dialogue #1 and Work Schedule Dialogue #2.  Have students work in pairs, one reading the supervisor part and another reading the employee/worker part. 


	Assessment/Evaluation of Learning:

1. Teacher observation of students’ participation.
2. Evaluation of completed worksheets/handouts.


	Follow-up Activities:

1. Use Work Schedule Vocabulary Flashcards for further vocabulary practice. You may also have the students make up their own flashcards on 3” X 5” index cards.

2. Students can practice writing sentences using the vocabulary.
3. On-the-Job English by New Readers Press, “Following Schedules”, page 92-97.  This book teaches students to read and follow work schedules and the importance of following work schedules.  It also teaches good and bad reasons for schedule changes and the proper ways to make these changes.
4. On-the-Job English Workbook by New Readers Press, “Following Schedules”, page 34-35.  This book allows the students to fill in a schedule and answer questions about the schedule they have completed.  It also applies what the student has knows about the appropriate reasons for requests they have concerning work.  

5. Go over optional vocabulary.  Explain the meanings of the optional vocabulary.  

6. Explain that at some jobs overtime may vary depending on what season it is.  Carpenters, bricklayers, and other construction workers may work very long hours during the summer when the weather is good.  These workers may not even work 40 hours a week during the winter when the weather is bad.  Another example is retail workers.  These workers may work longer hours or overtime during the winter because of the holiday shoppers.  Ask students if they have jobs that work overtime during certain seasons of the year, or if their jobs work overtime at varied times during the year.

7. Have students write down their class schedule to practice understanding schedules.  Have them write down when they came to class the week before and when class is scheduled for the following week.  Also give the students Interview Students – Schedule for further speaking and writing practice.  Have the students ask each other the questions on the sheet.  Check the students’ work.
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