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INTRODUCTION

Project S.P.I.C.E. (Special Partnership In Career Education)
was conceived as & means of providing career iﬁ:r;;a;;'infor:gtian
to intermediate aged educable mentally handicapped ;tudgntsi Six
modules have been éavglﬁped for the Project S.P.I.C‘ . curriculum.

rThasa six modules are designed to meet the following alamants of
the National Standard Career Education Model:

1. Career Awareness |

2. Educational Awareness

3. Economic Awareness

4. Beginning Competency ’

5. Decision Making

6. Employability Skills

7. Self Awareness

8. Attitudes and Aéﬁf:éiatians
The six modules are gntitled* {

1. Salf Avareness CStanaa:d 7)

2,“ca:agr/5dueatianai Ang:eﬂass CStlndgxas 1, 2)

3. Decision Making (Standé:ds 4, S) e

4.7'E=anan;e Arar;ness CStsndird 3)

5. ,Enpmy:himy Sk.ills (Stmdard 6)

6. Rights and Respansibﬂitias (Sta;ndard 8)

E:ah mnéule fb;lans tha samg fbrmat.; an avafviéw gnd an ‘4

"j ::tivities Section, f‘,_;r




The overview includes: Module Objective; Student Performance
Objectives; Module Organization; Module Utilization; Assessing
Student Activities.

Following the overview are the activities for the module.

The directions in the overview inform you of any necessary,
additional materials needed for the completion of the module.
Also, estimated time spans are included to help you decide how
the materials could be used in the classroom.

The modules are not intended to be strict rules for lzple-
menting a p%agrnn; rather, they are to be considered as guide- E
lines and suggestions. You should feel free to altar;rzdd,
exclude, or ignore any of the activities included in the modules.

Materials for the Project S.P.I.C.E. Curriculum include:

1. Original materials designed by Piojeet S.P.I.C.E.

personnel and teachers.

Toach to

2. Materials adapted from The Valuing Ap
Earggg,Eggcgtiﬁn,3s5 Series, published by

Education Achievement Corporation.
3. Materials from the State of Florida, Department

of Education, Division of Vocational Edu:aﬁian;-

4. Commercially produced materials from:
Walt Disney Productioms

Society for Visual Education

McDonald's Corporation




The career awareness progranm you establish for your students
must meet their needs, just as Project $.P.1.C.E. met the needs of
our students. Remember, Project S.P.I.C.E. is not & curriculum
you introduce in place of an bzi;ting program but, more importantly,
an integration into your on-going curriculum,

Nelcome to Project S.P.I.C.E. We hope you find it as exciting

and successful as we hava. 3
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OVERVIEW

The student will develop snd demonstrate work habits which
contribute to caresr success.

The student will be able to:

‘1. List two things that could happen to him if he were
absent or late for work.

2. State what he should do if he i3 to be absant or late
for work.

3. Begin and finish a task on time.
4. State how to get help the first day on the job.

5. State what he should do if he makes a mistake on the
job.

6. List two things that may happen to someone who steals
goods from work. '

7. Record a phone message.

8. List two things to do if he finds a safety hazard st
work.

9. Complete a task without breaking any safety rules.
10. Complete a task without wasting materials.

11. Clean and return tools and materials after com-
pleting a task.

12, FPollow u;-lttm instructions.
15. Follow oral instructions to complete a task.

. MODULE ORGANTZATION
© In the course of this moduls, students become avare of good'work




Unit I: Students become sware of the importance of being at
work, coming to work on time, and efficient job
performance while at work.

Unit II: Students learn what to do on the job or at school
during the first days of attendance or employment.
They also learn how to ask for assistance and what
to do if mistakes are made.

Unit I11: Students become scquainted with the concept of
honesty, manners, taking phone messages and
;;tnty on the job.

Unit IV: Students learn methods whersby they can implement
new ideas, use company equipment with care,
establish neat work sreas, follow dimttﬁm and
be well-groomed on the job.

This unit must be associated with the use of commmity career con-
sultants, peer interaction and parents, Students must be able to relate
these work habits to present and future activities. By using all com-
ponents for delivery of work habits, students can understand the

isportance of ﬁvﬂapini good work habits.

This module requires additionsl preparation snd planning. All
pages from Good Work are provided in the module. Additional "hands-on"
materisls that ars available to you may and should be used. Specifically,
additional activities are required in the gmm units:

Unit I: hlc—.glgyinj igtﬁtim for the study of tardiness
sentes

Upit II: Role-playing situations for on-the-job mistakes.

Unit III: Pictures of unsafe conditions at work and schoel.
Task ‘~~ignments using tpe.iﬂe equipment.

Unit IV: Simulated working situations neat and messy work
mf Sets of oral and written directions to
'ollow,

m:mlihduipﬁtshudmmmmdﬂmiﬂaftm
Activities may be utilized in any sequence; however, beginning activity




should be the Bmployment Rating Scale, The rating scale may be used
periodically throughout the unit. The establishment of progress
charts of work habits may be ismplemented at any timse during the
sodule. This should be an on-going activity,

Student achievement can be assessed in two ways: (A) by svaluating

the quality of each student's participation in the activities of the
podule, and (B) by administering the test at the end of the module.

(A) Students participate in a variety of learning activities in-
cluding "hands-on” activities, all of which are intended to help
students achieve one or more of the abji;';tiﬁi. Thus, you may establish
performance criteria for each activity snd evaluate stﬁdmt achievenent
based upon a student's participstion in the learning sctivities, In-
formal review tests sre provided for all units.

(8) Student attainment of the objectivas for this module can be
measured in part by the True-False test pfwidﬂit the end of the
module. Directions for test adainistration are included, as well as an
ansver key and a table,which relate each itea to the student objective
with which it is associated.

i0
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UNIT 11 Naking Time Cowmt
KTIVITY 1 Mating ScaldP

ACTIVITY 115 Deing On Tim/

Absenteciss

ACTIVITY 111 Work

| e oo Your Job

Q G

MODULE PROFILE

Students complete rating scale for

bie thmt the sodule.

Students tesd pages 3:10 fron M
%} and complete activity pager
y 1y 10,

Biscuss with students consequences

for baing Iate or sbsent from school

or Wik,

Simlite situations for being sbsent
of Lite thit sy Gccur, Studeti
demonstrate vhat they wuld do,

then discuss hov the sltuation could
be avolded, L£ it 15 @ Jegitimte
ma, and hov the @ployer my

LEANING ACTIVITIES

RESOURCES/MATERIALE

Eaployes Rating Scale Page 2.

Pagn M, 1, 9 Good Work
Ktivity pages €, 7, N
Peaclls .

Teachersprepared simlated
sltuations.

Too8, lim stﬂuu mt 1n pains 1o
evaluate each other's work habits,
giving constructive mtxanm

faptoyee Ratiag Seale,




: XCTIVITY 1:

'ACTIVITY II:

<

‘| ACTIVITY I: Honesty

MODULE PROFILEi(é

TOPIC LEARNING ACTIVIT!

Firét Day At Work

S

Intrgducejéct;vity'by'dis
the events’/ of the first d
school. Students read pa
Good Work. Students comp
activity 'page 15.

Make A Mistake?

RECY
ES
-
. =
i
=
'
%

‘Introduce the idea that s
"mistakes are made Qn the
‘at schndl.

‘Role play a work situatin

one of the workers makes
" on the jab - Discuss how
3handled the m;stake and o
.in Hhich it gauld have be

Have students read pages
- Good wark and campiete th

‘page: 18. ;
Repeat the rule;play acti
discuss which solution-th
used in correcting his mi

Work Habits - | °

'Prasent pages 20- 21 in Ge

o Etudents eamplete aativit
¥
— — - - L
e L -
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~ RESOURCES/MATERIALS
o : \'

]

. —

ng

3-14 of .

”Pages.isélé,’égad'yqut

Activity page 15,

mes .
nd

which
itake
loxker
ways

eated.

' af!
ivity

and
ker

- Pages-16-17 of Good
. Activity page 18-
Self-Test page 19

e 22.

‘Pages 20-21, angrﬂérk
Activity page 22 ~
-Self-Test page 23




HODULE PROFILE (cont'n)

TOPIC

" LEARNING ACTIVITIES

RESOURCES/MATERIALS

I: “(Cont'd)

" Assign students- to bring in news /

articld¥s of examples of workers being

- honest and dishonest on the job.

Discuss the consequences of each.

. T,
Newspapers, magazines

11: Manﬁeis

Discuss the importance of taking
phnna;massages while at wark

Pages :24-26 'in Good Hark Students X
pair up and practice taking phone
massages on activity pages 27, 28,

Pages 24- 26, Good Work

- Performance Test paggs 29, 30

Activity pages 27, 8

II1: Safety

Intrndu:e’the impa:tance‘af safgty ‘
rules for school and work. Include
as many safety lessons as possible.

. Display-pictures of unsafe sondiﬁions

at work or at school,

Discuss with the studentsfheﬁ these -

. -'unsafe conditions could be hazardous
. to empl@yees;»students or custgmers.

Present pages 31-33 of Good Work.
Students camplete a;tivity pages
- 35

Assign each student 8 task which in-

volves using: equipment other. than a’

pencil,  ‘Evaluate: theistudent in terms
of his ability to: complete a task

while abserving all’ safety rules. S

. Pictures

Activity pages 34, 35

Safety Lessons -

Pages 31-33 in Good Work




 WODULE PROFILE (cont’n)

0PIC

LEARNING ACTIVITIES

J RESQURCES/QATEREA%

IV: Doing The Right Job

IT{ I:

A Better Way To Do
The Job

A cnmﬁlete activity page 39. Through

_ sharing activity‘

Have students reédipagés 36-38 in
Good Work. Included is a one-act
play to be performed. ‘Students

discussion following the play,,
students can be guided into a prnblem

Pages 36-38, Good Work
Activity page 39
Self-Test page 40

1Ty II:

Care of Company
Property -

~ materials in the elassrcum

- or snlved

Study pages 41-42. in Gond Work
Students complete act{vity page 43,

Discuss thg waste and hisuse of

Explain
how this practite can be eliminated

Pages 41-42 in Good Work:
Activity page 43.

ITY 111:

Neatness

4

| Introduce activity by hnv1ng students

: pages 44i45 in Gand Work. -

examine their work area and diseuss '

“the effect of a neat versus a messy worf -

‘area. Relate this experienea to

Simulate two wark experiencas of
“identical tasks, one having a. student
vork in-cluttered surroundings and
the other-in a neat work area. ,
Discuss’the simulation in terns of
effitiency : o

Pages 44-45, Good Work. .




 HOILE PI_#ILE (or'D)

TOPIC

LEARNING ACTIVITIES
3,

 RESOURCES/MATERTALS

VITY IV:

Following Directions|

Present. students With. simpl'e

Have students: cnnplate a simple task
of following oral instructions.

Give several experiences of this
nature with each set of instrugtions
involving more tasks to be completed,

Students read pages 46-47, Delineate

|- rules to be followed in receiving:
.-oral directions..

-Discuss the sever
rules for iistening to oral in-

- gtructions, Discuss the completed

task, erplaining how mistakes were

made and how these mistakes.could be -
~ avoided by fnllouing the sevan mles

u;ittan
instructions, = Assign students seversl
tasks with Anstructions increasing

" in difficulty., Present jage 48 in
‘Good Work. Students shquld be given

tional pra:tica on completing &

L.?{task by reading instructions, -
- Students eampleta aztivity page 49,

7

| Page 48 in Good Hg‘fk

- Review page 50
Perfomanca Tast pages 51-53

Feges 46-47, Good Work,

Activity page 4¢

i

VITY V:

- Looking Good

)

. Discuss dress codes as they relate
to sclmnl and various uacupntians.

Present pages 54 55 1n Gead Wnrk

,’g' -

Pages 54-55, Good Work,

VITY VI:

B

2

Rating Scale |

Have studants cmpleta the B
- Egployee Rating Scale. - Canpare the
- rating scale ‘from the beginning af

;‘Unit I with this*fane. Sy

Emplnyag Rﬁting Scala, pnge 2
l;Good Wark




 MODULE PROFILE (cot'n)

g e

Haye students evaluate the areas in
wvhich they need improvement. Each

. student should prepare daily charts

of those habits and assess his
performance at school. o
The tndm*. pifmt?nr student should -
decide which work habits should be
added or deleted from the list.

A




LEARHIHE ACT IVITIES
Unit I

Etﬂlnt Performance (I:jﬁ:tiﬁ.—. The m will be able to:
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i

vhether changes may need to be made in their scales. Ask such questions as
~ "Will you be able to keep your job? How can you begin practicing good work
habits now? Will it help in the future?

& .

24




‘tnie 11
' m pm u;mm The m will be able to:

1 m&gmmymﬂsﬁmnﬁﬂ_ 7
2. State vhat he should do if he makes s mistake om the jobi . -

o mmm:gmzyﬁmmwmﬁam
_;,dﬁiﬂﬂ:ﬁﬂnﬂﬂol. maﬁimmu&mﬂw}_




Ualt BI1
Work Habits

: l; mumm-yhmtnmﬁaﬂmim
from work.

3. m:mﬁug\i
s. unmmmaunm;mmmnm
4, ﬁluncmkﬁmmnymﬂlai

m;aumﬂqumwtummmmm -

. work habit. Nemy work habits can be

thnpgn mtlmi os of
) vitnu-

fo m viﬂi students the m of um; phn. -um

esten,

mmmdmm;ﬁm&tnﬁﬂﬂ school,

o mdﬁmmmmm;mam«mm
mmuqimn students or customers.
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Present pages 31-35 of Good Work to the students. Contained in these

pages are six methods an employee can use in alerting others to unsafe

conditions. Two activity pages are included.- These activities may be
scheduled during your science or health ;lasses. '

Assign each student a task which involves using equipment'ather
than a pencil. Evaluate the .student in terms -of his ability to complete
a task while observing all safety rules, ,

b

S
R

e e ST T Rt




i*'viﬂreaij Discuss the effect of a neat versus a-messy work area, -|

Unit 1V

. Doing The Job Right

Student Parfarﬁanca Objective: The student willgbg able to:
1. Complete a task withcut wasting materials. |
2. Clean and return tools and materials after campleting a task.
3. Fcllaw“writtan_instzuctiansi M

4. Follow oral instructions and complete a task.

A;;;vity Dne - A Better Nay Tn DaiTﬁa J@br

. r,"

Introduce this activity by gxplaining to the students that they
will be learning appropriaté methods of conveying their ideas about their
job or school work to their employer or teacher. Often while on the. job
an employee discovers a more efficient way in which to perform his task.
-During this activity students- will learn the best way to introduce .
these new. methuds ‘to their employer. Have students read pages 36-39 in
Good Work. " Contained in these pages is a ome-act play, and two methods
" of suggesting better ways to perform: job. tasks. One activity page is
included. By participating in the one-act play, gtudgnts discdver
‘alte:ngtivgs to initiating ideas on the jdb. . Thraugh discussion
following the play, students can be. guided into a problem sharing
activity. Explain to the students what might happen if they da not
follow suggestians learngd in- Gaad Work. . S :

VActivity Twa - Care of Cai'an” Prn ert)

his gﬂplnye: s ar schaai's aqulpment., By stuﬂying pgges 41-43 in

Good Work, students are made aware of the cost to a company or school

for Eisuse of materials and ‘equipment’,  They will- also become aware of

the. pessible raprisal of- wasting ur\misusing mater:als. Gne activity

: page is included., ‘;‘ e St o , Gy i
Disguss with the students the: wasta and misusa of matar;ais in the

clss;ragn '*Explain hnw this practica can be: eliminated or salved.

Neatness

| '_A:tivgtyv Three - o | | )
L Intradﬂ ;thiS»activity by:having‘students e:amina thair "fk'V
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Activity Four - Following Directions

This' activity is designed to help students improve their ability to
follow written and oral directiohs. Begin the activity by having students
complete a simple task of following oral directions. Students should ‘
participate in several exercises of this nature, with each set of oral
instructions involving more tasks to be.completed.

Pages 46-47 in Good Work, delineatg,rti¥es to be followed in re-
ceiving oral directions. Discuss the seven rules for listening to oral
instructions. - Repeat the activity of having students complete a task
via oral instructions. Discuss the comp’-ted task, explaining how mis-
takes were made and how those mistakes could be avoided by following the
seven rules. : - ‘

In this activity students must also complete .tasks by following
written instructions. Begin by presenting students tasks with simple
‘written instructions. They should be assigned several tasks with
instructions increasing in difficulty. Present pages 48-49 in
Good Work. Contained in these pages areé six (6) rules to follow when
Teading written instructions and one activity page. Students should
be given additional practice on completing a task by reading instruc-
tions. This lesson may be incorporated into your language arts lessoms.

- Activity Five - Leqking;@a@d

_ “.Introduce this activity during your health class. Students will
be learning the-importance of good grooming for on the job and in
school. Present pages 54-55 in Good Work to the students. This would

_ be an excellent ‘time to talk about ideas such as dress codes - Should
a school have a dress code? If so, what should it be? Why do some .
places of employment insist upon uniforms for their employees? What’
kind of dress codes would be_appropriate for cashiers in a grocery

_ store, bank clerks, flight attendants, etc?. - .

_A::tfij{ity, Six - -Rating Scale

 'As a concluding activity have students complete the Emplo :
Rating Scale, “Compare the rating scale completed at the beginning of
it 1 with this one. Assign students to evaluate the areas in which
they need improvement. Each student should prepare daily charts of
~ those habits and assess himself according to his performance at school
that day. Work habits should be deleted or added to the list as
necessary. - You, the stident, and his parents -should be able to decide
‘which work habits should be added to or-deleted from the list. . B
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Test Administration

Pre-Test

By administering the true-false Work Habits te;tuéaiafa using any
activities in the module, you will have information concerning the
‘student's present knowledge of work habits. -

" The test consists of fourteen (14) true-false statements. Students
may read the statements and circle correct answers. For those
students unable to read the test, it may be administered orally, with
. students circling the answers, '

Post-Test
The post-test should G&“given at the conclusion of the module.

The post-test is identical to the pre-test. ‘Directions for
administering the post-test are the same as for the pre-test.

Test_Answer ;é?

Objective No. “v+ ' Item No. Y Correct Answer

~ 1 1 F
1 2 T
2 3 F
2 4 F
4 5 T
4 6 T
- 5 7 F
, 5 8 F
6 9 - T
-6 10 T
8 - 11 T
8 12 F
13 . + T

14 oo

/

,‘_E?() -h
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Your boss could sue you if you are late to work frequently.
TRUE | ~ FALSE

Your boss ¢ould fire you if you are late to work fréquentlyi
TRUE o FALSE
1f you are going to be late to work, it is a good idea to
call another worker and ask him/her to call your boss.
TRUE ’ ' - FALSE
If you are going to be late to work, it is a gacd,ideartariv'
write your boss a letter to let him/her know. ‘
TRUE © FALSE

535,1?’369 are ﬁéy!cn the job and don't know how to da,sdméthing;
you should askhow. . . L

TRUE \ FALSE :

If you are new aﬁ the job, it is probably a good idea to go

" ahead and try even if you don't know how to do.something.

A

TRUE o | FALSE

If yéu make & mistake on the job, yau should, if possible, e
keep your boss from finding out that ynu,did it. -

TRUE | FALSE

1f you make a mistake on the job, ignore it. Everybgdyf

' makes mistakes. *

* TRUE . FALSE

. If you stéai_thiﬂgs’froﬁ'wqfk, you may be caught and arrested.

. TRUE © FALSE

Avi;f315Lf o




0.

1.
12.

o ]3-

14,

: supervisor;

If you steal things from wgrk. ynu may be fired with no

\unemployment benefits.

TRUE . FAESE.
If you see an unsafe condition at work, you shgu]d try to
correct it, if you can. ,

TRUE ~ FALSE
You can ignore most unsafe conditions because the safety
office will take care of them.

TRUE - FALSE

You .should discuss ways of da1ng yaur jab better with your

TRUE .FALSE

ilf -you discover a better way to do yaur job, try to, persuade

your co-workers to try it. .
TRUE | , FALSE
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Do Your Work Habits Measure Up?

_ Employers want workers who like their jobs, and who show It
* by having good work attitudes and by practicing good work
" habits. They expect workers to come to work on time, dress

o properly, observe company rules, foliow instructions, and get
~the job done correctly and on time. |

" Many employers use rating scales to evaluate (grade) their

. workers on their job performance and work attitudes. These

rating scales are placed In the employee’s personnel file.
When the supervisor Is thinking about promoting an em-

ployee—or firing one—s(he) uses these flles to help in the

decision. RN
Many of the same work habits apply whether you’'re a student

or a full-time worker. Use the rating scale on the next page to

‘evaluate yourself as a student. You will fill it out again when
~-you finish this unit.-If you've tried to develop good work”
~ habits, you should see that you've made some progress. Be

 honest with yourself; no one else Is going to look at your rat-

mprovement.

. Ing..When you finish, look over your rating scale and decide’
“.. which areas need the:maat} } ,

g




2 .

© 40,

.Has a good ittandnnei record (Is seldom lats or
absent)

Makes good uae of time (Sfarta work pmmptly,
doesn’ t waste time)

Mnt; ﬂndunn (Plans ahead and sees that work is
Ilnl;hcd on time)

Shnws Initiative (Works hard without belng told ta)
Doesn’t give up easily (Trles and tries again)

Shows honesty (Can be truuted. accepts the blame
for own mistakes)

Is dagandnbla (Always finishes the job)

Doesn't waste materiais (Plan; and warka carefully
80 NO. goods are: damaged or wastgd. t:kcs good
care of taals aﬂd cqulpmam) '

Qbeys agfaty rulas =}Prevants aceidema by

(allawlng all safaty |n=tr ctlans) ,
Follaws lnstmctlﬁns (Pays attgntian whlle

s dlractlans are being «glvsn and fallgws them

KIS
-12.
‘13,

L 14

mfully)

6 .
!

Is wmlng to laarn (Shﬁws lntarast ln impravlng job

parfarmanga. follows upon suggestions)

\Ngrks acc.urately (Ta as egrg 0 do averythlng

- right, does not make ca aless mist;kes)

Eats alqng well with others (Gats alang ﬂall with’
 supervisor, co-workers and cugtamers. is eagpera- ,

tlva and ;nugmful afcs Hera)

tlan)

oya N ‘all of tha campany and its
praducts, daes nat gwe gut eanﬂdential infan-na— v

ooa 0O O

00

O 0O

g

D‘

Check one (»)

PODR AVERAGE acon §

00 ooo O O




Maldng Your Time Count ’*‘

Abmtorldc—mc.‘ﬁﬂm

. NO, THE OTHER 57
L LATE? x| EMPLOYEES CAME O |

“Dld yau hear that Stan got fired taday?"

,,f-“Yaah e, Ealln rea.lly blew hls top. He said that Stan had
shown. %D ‘ate for work just ‘once too often. He'd warned Stan
last mgﬂth ta Etaﬂ :awlna up an uma or ta !aﬁk tar another
'l”éb" SR

"\[!all Stan diﬂ have some problems that made it hard tor him
‘to get:here on time, but | guess that's his problem, not th}_
rjﬁpih s Hi hnéw what the m:urs war& whan he taak the




Employers get angry when their empioyees aren't at work
when they should be. There's a job t0.be done and when
workers don't show up to do it, the company loses money |
valuable time. When you take a job, it's up to you (o arrange
for transportation that will get you to work every day and
time. u you miss work, or arrive late too often, you may:

* bo warned by your supervisor

* be resented by your co-workers
® receive 8 low employes rating

* miss a promotion or raise

* have your pay docked

® get Hr!d

Be warned by mr wponhoc The first time you come in |
your supervisor will probably not do much more than speak
you about it. It it happens again, you'll be ﬁﬁdfﬂiﬂdﬁ ’

given a warning that continued lateness may
job. Sometimes you can‘t help bllng late
should let your supervisor know your mm may

work. But sven thm mm wn‘t bes
lao amm

nmmwymmm ifﬂ
or absent it often makes ger.for

it



get paid for one? Empioyers lose money when workers don'y
put in their full time. Imagine a factory that pays 100 workers
each $2.80 an hour 10 pack boxes. If sach worker misses &
nalt hour a day by showing up late or taking & long funch, that
~ company wiil lose $125 @ day, $825 & week, and $32,%00 & g
. yearl That's one reason why employers are 80 nard on
" workers who are iate or absent 100 often,

. Get fired. I! you continue to be absent or late you will lose
your job, Most employers consider a tew warnings to be sufti-
clent. If an empioyees's attendance dossn’t improve, the em-

" ployer doasn't have any other chaice but to lst him/her go.

" The steps usually follow something like this:

® get warned by your Supervisor
& be resented by your co-workers
® receive & low employee rating
¢ miss a promotion ot ralse

& your pay is gocked

® get tired,



Activity:

Coming Late or Not at All ‘

List the aix things that may happen to you if yﬁum:mﬂi-

- from work of late:

bi,, R— . . i ——— Rp— s— E——
‘ -

g@ R == i A N . N ; i = ',’ I s

d..

.i _ _ L

 You m the president of Threadbare F&bﬂes. You pay ﬂﬂﬂ of.
miﬂmﬁﬂmhwriammmmlfm,
" worker wastes one hour a day by showing up late, taking a
Wgyn?kﬂtmm MMuﬁhmyﬂomlﬁu;
sach

umm:ﬁm " S_!_:d-y
Hmmﬁdﬁmhﬂmhﬂ? ,
:____amgam - L_am
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-

e S

;
‘.‘ 4
i

o 'i About how rnany days have yau been absggt_ _frcrn schcal

.. Hf:w cauld yeu make sure. yau ‘were on- tlrne? (get a

this year‘? Léss than 5'? Mare than 10'?

. Haw dees ygur attendance ccmpara with ather paaple In
your elassgaverage better than average, or wcrse?“* '

® Are yéi;i;éﬁén-late fdréc?’néai iﬁ«t,"hqimgfning‘?f Lo

e What are yuur usual ?easans for baing Iate"»‘

oversleepiﬁg | .

trsnsportatian problems '

f,,, _not having clathes bccks or, hamewerk ready“-’

getting ready taa slawly, ar ﬂclng tca many cher
things e T e

reascms beyanﬂ yQ 'cantral

" alarm clock, take an earller bus se
‘befcre etc)

t‘clathas%tha

k]

Eeing an time’ is Impertaht far maat jabs, but fqr sgrna qcﬁu- :
pations it's critical. See |f you can’list three accupaﬂaﬁs for .
whlch you wauld alwaya have to be exactly on time. ‘




o

¥

work overtime the next day. Th

ecal
® explain. .

3




(ha . : ,
ou hava to miss. wark remembar’ call in as -
(« } wark '

“ments. Whenevet
'soon as.you knaw that yau waﬁ t be sble to eame int

, : ﬁd it s(he) knaws that?yau are}

ncy..But' don't expactianyone to be : o o

XCUse ch-as:-you: 1't-have a-way-to- getia.,;,,;»..mA., T T

averslapt‘bacause you were: out too late the'night ' * - pov

-just don’t feel like ‘coming to work-that day.

n, such as taking care of your: ‘sick children,

: "ty rever. When you accept a job, you accept the
raaponslbility far belng there during’ work hours. You'll need
“to planfor. someone else to taka care of your persona! respnn- _

aibilltles when yau are at wark .

lf pusslble explain haw yau plan ta take care af yeur work.
Shaw your. supewis&;r that you care about yQur ]ab by helping o
ta solve prgblems caused by your absene_e o

Ques;lan* What should yau da it ygu will be absem fram werk :

. or late‘?
Answar Call yaur bass ‘and give a gaad ressan. -




" is'by bus; It his last period teacher

A‘:Whéﬁ Phll taak a jgb warking paleﬁTB far a
" large sporting godds store, he made arrange-

" ments to ride to work after school with another
- student: whe worked in- tha same store. After. a

. _few_.weeks, however, Phil's hours: were -
. .changed Now the only way he san gett ork .

. keep. the class late, and if he. rushes

* late. Phil's supervisor has asked him tostopby

: his office tomorrow, and Phil has a feeling it's .~ 7
- about . his being late so often. “Phil:needs: the Vo

‘ jab and wants to kgep it. What shauld hek da‘?
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o,

¢ In mind and work
,natas af thglr dndllnag an a calend




Aruitoxt provided by Eic:



o Ynurﬁmpnyat%rk

:  “ was chilly and wel as Sarah walked upto the door of the thrge-; :
story building Thls was. hef‘ﬁrst day on the job, the job sh had"‘;-
~‘.;I w i . .

v mtle early. because tramc was slaw this rm:rnlng Sarah
%a danr:and went in o Vi

7 petlod; That g
Lo emplayeasfthrgughfapeclal-tral ng
e ’tc: Intrcduc h the som

At sarne bualnasses., i pl

" through . their own" Kind of arlantatlan pragram. they-. may?:
tease them, ask them for: tools that don't exist, or send the .

+ -new employees on‘errands. This ‘Is-often called “gopher. .
~work" because the new worker |8 asked to ga-for thls and go- .
" _for that,. The new employse just needs to keep a sense af; .
humar and rernqrnbar that thls wcm "t last vary leﬁa s

Mogt cf tha time, thauqh the baas and tha other warker& arg

- “eager. to help the new employee learn the job:and, Join the
: _regular.werk crew; After all, the employer doesn't really get.
“'too ‘much good work out of trainees.(new workers) until they.

_“know the Job'well. The sooner the trainee learns: tha Job, thajj;
=vbet!ar lt Ia far ovcryann. ol , i




! rlnnaia'gmplayn who'ls: Illmy to he L X ht:
to ahfme a warkauﬂha sum 8.0 b ntim ,

Qﬂklﬂﬂ qus’tlani. _i
f'\-;__g,ihg" and to:the. palnt. Thin umn cmfglly‘

Q

ERIC

Aruitoxt provided by Eic:
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' drove up.

“I'm finished with Ms Evan s car, and 20 minutes early Do you'
want me to start warking on Mr. Hargrgve sbrakes?“ L e

“Yeah, Ed. But gn up and check the wark arders iirst | think Mr.
Hargrava is having traubie with his carburator."”

>

%

Ed was caniused He had already leaked at the. ardsrs once thi
morning, and remembered seeing one order for.a brake job ¢

oné for a rebullt carburetor. If Mr. Hargrove needed the earbu
tor, what did Ms. Evén want? He felt a little sick when he finall
found Ms. Evan's work erdar for new braks shaes just as, sh

L

“Uh-oh,"” he swaiiowea and hurried iaward tHe' garage.
“Jarry ... 7" : . '




‘Mistakea are aasy to make, especiaily when you're new on the
‘Job. Supervisors know this, anc. they usually are patient with
‘new workers if they make = misteke—Dbut not if they keep

‘making the same mistake 4yain and again. Here's what you
“ }l_h' ulddo it '

ou make a mistake on the]ab )

eport big mistakes to'your supervisor. Don't get upset,
“make excuses, or try to shift the blame to someone else. But
"do tell your supervisor, 30 that s(he) can take care of any prob-

s that might result trom your mistake..

orrect your mistake as best you can. If you're with a custom-
-er; apologize for your mistajg and do whatever is nacessary
"to correct it. If your mistake invoives safety, it needs your im-
‘mediate’ attention. Just be sure you know how to correct it
“before you do anything. Don't make things even worse by
‘“correcting' mistakes the wrong way! Ask your. supervisor if
:you-aren't. sure. (This is especially true of mistakes with
‘equip™r* and machines) . . o

' Avold making the same mistake again:by. taking some posi- -
“tive-action, Try.to thﬁg‘é,th‘g‘:gpnﬂltlaﬁ;{‘thgt‘c;uﬁd: youto.
_make-the mistake. Find out exactly what you did wrong and
“learn to do the job correctly. You may need to write a note to -
"yourselt to help you remember. I your mistake was missing a
"meeting or lorgetting fo-do something, buy-a ‘calendar and
. write down dates and deadlines. Learn from your mistakes.







howtodothis. Whatshouldhedo?

ERI!

Aruitoxt provided by Eic:
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o Barryis é?resred:

If Barry is Hre}f?i:

i

-‘hg'm'ay have tega to court. If he Is found guilty hexzmiay
. have to pay a fine or go-to jall. C
® he will'get a pallce;raeerﬁ, which may prevent him from

getting a job In the futute, or from getting into some.

colleges.

P

® he wll}' have trcsubia getting-another job because his last '

employer, Mr. Case, will give him a poor reeom-
mendation CE . R

¢ he will not be able to get unemployment compensation
(regular payments to people who lose their jobs through

no ?ault;faf their own).

B Even it Eafng,fls given a second chance:

¢ he may have to pay for the é“oads that he stole

¢ he may lose the trust of his employer, his slipervisor, and
his co-workers - P .

® he may get a bad reputation, with'a report of his stealing

- put in his company personnel file 4 .7

- @ he will probably get a poor employee Eating. ,
¢ he will probably not geft a promotion or raise for a long -

tima.f

i
i




o  Activity: '
| TaHngGoodnfmm Work | o
1 Ken Wood has baen taking home parts from wark 80 ha can-,

build his own stereo set. List four things that rnay happen ta
him.if he is caught. "

Y

0.

C.

a6 T St *_.*" -

Jenet works as a stock clerk at the Thrifty Market The owner, .
2 Mr. Scott, hired her even though she was fired from her last: "
j Job for stealing. He belleves that everyane shauld be given a»
Yool e secand chance : :

C)ﬁe day Mr. Scatt called Janet into his gfﬂca The stare rec

,ords had been camlng up . ahart and he khew. that: samean

, " had been stealing.-Janet sald she didn't know who was 't

. blame, and that she had never stolen anything from the store
Mr. Scott said he waa scrry. but he was geing tc: have tﬂ fire

her. anyway ‘ . “

a. Do you think Mr. Scott would have fired. Janet if sh'
didn’t already have areputation fcr steallng?

Y S b, If you were Mr. Scott, would you have fired Janet? Why?




® [

- Name

Date _. e ——

Self-Test

Objective 6

Phil pumps gas at the Key West Service Station. When his
friends come to the station, he sometimes gives them free -

gas and oil. List four things that could happen to him if he is
caught stealing from work. A ‘

4. - o
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N\grns T\ﬂl-

'QEM

les, it ia’-

Th.5 I8

_ Ul‘bﬁﬂ J%ﬂy

Hd\a-Ia Hms

Y

Phone Dhsu:lgz: and ﬁﬂungﬁ

This is Nera s ‘first day on the job as secratary at the Morris -

" Title Company, Nora is unsure of herself, and gets more ner- "’-

vous each time the telephone rings it rings again, and Ngra

answers.

Nora wrote dawn the
it lanked

message, but net correctly. Haré‘s hc;w

ME 73‘9 ues B ; -
Date i ——
‘. VHLEYDUWEREOUT
M TomM ,
. —% 7
| 622-4382
Msage cau. Hm .,

Not only did Nora cnnfuse the massage but she was af Iitt‘

help to Mr. Urban. He had to ask if he had- callad the rig
number, ‘because Nora. didn’t. answer with the: narrie- of th

‘company. She didn't.
dn't make any effort to find out. Besides wasting a lot of Mr.:

Llrban s time she gave hirn abad’ impressicn Qf the campaﬁy ‘=:-r=:

know if Mr. Jones was in. the office ar_ld-
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Secretaries aren't the only people who need good telephone Fseeé g )
skills. No matter what your work is, you'll probably have many M"\aﬂ"" Lh
occasions to take phone messages for your supervisor and Company.
co-workers. When answering a business phgne an empioyee .
should always: Helle ths \st
o ‘ , Z\ﬁ ;s
® answer with the name of the company Co ia |
crnpak claarl to sPiAhﬁ
® speak clearly e Jones.
® be polite and pleasant -
® record the message correctly and completely r w " h
- ® deliver any messages as soon as possible. Mg °|§
hés (LY
. i ; o f i
Nora's conversation should have gone something like this: Eq“'ihdr;; ‘
' . ] g%ibg
Cioaht oW, T
ot 130, Mag TN
tolke a l“ii;)l"
kit s
VES, q;k h\-\ to
call me wt
h! l.ﬁ“'g H‘\
! ci’i 439.1
[Thqf: cz'z-‘iszﬂ
I'n *sil M:.,hnfs
4o Qalqgau as
g;gﬁaé an.

59
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Her message would have looked like this:  #

" TmMe of CALL

WHO CALLED

i 12-4528° ———

Vessge WANTS YOU 0 eALL HiM
yAS saonl As Yep :pné IN.

PHQNE NUMEE
. t:aﬁu_c.eﬁi

BUSINESS
ORFICE OF
LU

"CALLER'S
MESSAGE

 YOUR NAME )

~ Ypihen you take a masaage fcr scmaana be sure to write dawn,“
all of this information. Use a form like the one shown above,
or write the informatior on. another sheet of paper. If the call+
er doesn't give yeu the nfarmatlon don't hesitate ta askde
it. It's perfectly correct to say, “May | ask’ whns callin
please?”’ The person who missed the call will want to know. If
the message is very: ii'npartant or if yau aren't ‘sure that yau”;
understand it, repeat: it to the: caller. It's especially import
to check numbers by rEpeating them—phaﬁe numbers; ad
dresses, number of .items ordered, and so on. That.is.wha!
L ’ Nora did to be sure: that she had: Mr Llrban s correct: phaﬁe
B ‘ number. Remember-to write your name on the bottom of. the : .
form, in case the person you tcak the message for. has any“
quastians ‘ TR

A A

60




Acﬁvity | \\
Taldﬁg Phone Hm ;

Tanm up with another student to practlca taking phone mes-
‘sages. Pretend that you are having a phone conversation.
Your partner (the caller) will réead one of the scripts below.
You will anawer the phone, make up a company namae, reply in
your own words, and record the message (blank message
forms are on the next page). Ask the caller any questions nec-
essary to get all the information you need to fill out the form.
“The caller will use the checklist below to grade your work.

Then change roles and let your partner take the message, .

using the other script. Then check yaur partner's work.
Seript 1
_ Ring!

Hello, thia Is Mr. Arthur of Klﬁq Real Estate May | speak to -
" Mr. Court?

Rlease ask him to call me at 224-4244 some time tcday
Thank you. Good-bye. : v .

| ‘Sc:rlpt 2

" Ring!
' _Hello, .this is"Ms, Fowles of Grumﬁ‘s Fried Chicken. May |

- speak to Ms, North?_

" Please ask her to call.me at 321 -4567.
v fThank yau Gﬂﬂd-bye

© Checkiist . - §

Did your partner:

-answer with the name ofa company?
* speak clearly, politely, and pleasantly?

mtmf

R message form"?

. .Blank farms and carre::t answers are “acated on the next two |

 §93935

‘record the message carrectly and cempiétely on the

i/



Write yaurphm mlmcn here. .
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Name

Date _ e 2

Performance Test

Your instructor will role-piay somaone making a phone call to
you. Use the form on the next page to record the message.
Ask questions, Il necessary, to get all the information you
need."Whan you have taken down the message, compare your
work to the checklist below. Then Show your completed mes-
sage form to your Instructor..S(he) will check it using the
same checklist. Ail items must be checked for you to pus _
this objective.

Performance Checklist

O Answered with the business name of the firm
(Make up an office nma )

Answered elnﬂy. pamaly. and plcmntiy

0

Wrote dawn the name of the pamn the mnqu ls for

Wrote dawn the date and time

Wrote down the egller‘a name Lo :
Wrote down the name of the caller's business office
Wrote down the phone number of the caller |

Wrote down the message

0O 0o o0 o009

‘Wrote down your name
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Phone Message Forms

ERI!

Aruitoxt provided by Eic:
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"Delores, what happened to your
arm?"

"| broke it at work last week,"’

"You're Kkidding. | thought you
worked in a law office, not in a ma-
chine shop."

“Don’t laugh. Believe me, a
broken arm hurts whether you get
itinafactory or anoffice.”

Each year one out of every four workers hla nn neeldent tha:
is serious enough to demand a doctor's attention. Sych.in-
Juries are not only paintul; they can also be axpensive for the -
worker, because time away from work almost always‘means -
some loss of pay, Yet most of these injuriss could have been -
~ .-avoided. The best way to prevent accidents Is to ISQ con:
- cerned with safety, to obey safety rules, and to know what to -
do If you discover an unsafe cﬁndltian ora samy vlolnilen oy

One prublam is that most peapla dan’t thlnk nn accldcnt will
- aver happen to them. That's why they are somﬂlmes ca. aiessg‘
and ignore safety ruls; nka thesg' : . ; o

Tum off all mhlniry hﬂaﬁ mak!ng r:palr: of nd]u:mnm.
Wesrhard hatsinthisares.  *
Don't apcm- cars or. m:chlniry :ﬂ:r mzing thh eald
medicine. It
Tum off y@ur car inglm before pumplnq gn.

Don't put out cigarettes in lhc m:h eamnlnlm

No :makinﬁ! - _

Part of aﬂy jab Is Iaarning and foligwing safaty rules Al wsrk‘j,
ars need to be concerned with careless or unsafe acts, not-
Just people who work In construction or with maemnery For:.
example, office workers cin be injured by flie cabinets that
fall forward when several heavy drawers are pulled out at the
same. time. Some rules apply to any job, however, such as,
-“mscannect glectrical equlprnent by pulllng the plug, not thgi ’
. Gﬂfd W ; :
(51 )

o 6.’5';
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New workers need to lsarn the safety rules and apacial haz-
ards (dangers) of their jobs. They should aiso find out where
the fire extinguishaers, fire exits, and the first aid kit are locat.
ad. it's a good Idea to look up and post emergency telephone
numbers, t00.

An alert worker who sees an unsafe condition or a safety
violation can prevent accidents by doing something about it
right away. If you find a safety hazard, take action in one or
more of these ways:

® try to correct the unsafe condition

® warn others

@ {ell your supervisor

® tell those who caused the safety violation

® getin touch with your safety officer or repair staff

¢ check back to be sure the violation has been corrected.

Try to correct the unsafe condition. Often you can correct a
safety hazard right there on the spot. You can pick up broken
glass or teli a beginning worker to put on safety goggles. If
you see a slippery spill on the stairs, wipe it up yourseit or
report it to someone else who will do it. This is the best and
fastest way to correct a violation and prevent an accident.

" Wam others. Sometimes you cannot correct a dangerous
condition right on the spot. You may have to leave the area for
tools or call someone eise to make repairs. To keep others
from being hurt while you are gone, you should warn them of
the danger. You may point it out to your co-workers or leave a
big sign that averyona coming near the area will see.




—ee Y
OH, MY ! Oio THAT
FILE CABINET FAIl
ON You 7
e ﬂ‘.
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Tell your supervisor. Some safety hazards can be corrected
only by the person in charge. But aven if you have already cor-
rected the situation yoursell, it is a good idea to report it to
your supemnvisor. S(he) may want 10 change the way things are
done on the j0b to make sure the violation doesn't happen
again. Or sthe) may think it's a good time to remind others of
the possible dangers of their work, :

Teoll those who caused the situation, it you see somecne
breaking a safely ruie, or you Know who has caused a salety
hazard, go ahead and ask the person to correct il S{he) will be
less likely to make the same mistake again. New workars
sometimes break safety rules because they don’t know the
tules axist, If you don’t tell them they may hurt themsgeives of
cause someona aise 10 get hurt,

Qet in touch with your safety ofticer ot repair stalt, Some-
times safety hazards can be corrected only by specialists or
experts, This is especially true with machines and slectrical
aquipmant, You should nof try to correct hazards involving
special equipment unless you know exactly what you are do-
ing. You could end up a victim of the salety hazard you are try-
ing lo correct.

Check back to bs sure the violation has been corrected. i/
not, find out why or report the hazard again.

Oovo ACTUNL TMN
DOING THE (GROUNDWORK
FOR SOME Researu.

(53)




1

A

Id do il you discover & safety

List the six things you cou

2

brokan. in

Each of these drawings shows a sataty rule being

NOrRef

the spaces beiow, write the safety rules that the

should follow.
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53 e o o e the space bafare each cccupatiqn write tha letter: af the

Ly IR i safaty rule that apphas to wcrkers in that accupatian o

) | | o kS

a ' E QCGUFATIQN ; SAFE‘I‘Y RULE :

— Elﬂﬁ&iﬂé@héﬂler ‘a. Wear protective clething when
e Tl : o . ‘mixing and.applying pesticides. . -
e B hairstylist b Turn off typéwriterbefcre chang
, | ' _ ing ribbon:: o o
— afﬂcawarker c. Never mix cleaning products.;

-/, ’ : that -contain chlnrine and_
hamernakgr ammonia. - n
o - S - . d. Check water temperature befare,i-g-
R o oo QFEEHSRBBPEF " wetting the custorer's hair. -~ \
' , S : ¥ e. Never jack up or “lower a car\
: o ' " © - while someone is warking un-.
derit. Tl

Think& abaut aﬁ accupatlan that ycu are traimng for, or one .

-that yau re interested in. List. threa safety rules that a worker
_in that occupation should be caretul to follow. (With your in-
‘'structor's approval, you may ¢ chaese instead to list three safe-
ty. rules for a home or schaal task, such'as running a prgjec-
j,ter, using the kitchen stave or rﬁawing the Iawn ) L A

J; o “ 3 o _ '
i! ’ T = o = B
!1‘ ’;"' ‘Gi . - . _ .
“?;..f‘s In your tawn what telephcne numbers would you call= i
to repart afire? : - T
s - to get an ambulance? & .o e
to call the. palicfs? - ——
; (Lcak up these nurnbers in your local telephene book.)
1 I
‘ %)




" Scene 1

Ms. Gridley:

Mas. Gridley:

Miille:

Douglag Anderson, young office assistant.who's been: with..

the company for two years “ —
Millie Foster, new clerk-typist
Ms. Gridley, office manager
s

(Mulie's office. Enter the office supervisor, Ms. Gridley.)

Miilie, you are going to have to type these letters dve: again. -
The style is all wrong. These letters must go out by five
o'clock taday; so plsase hurry. | ,

But Ms. Gridley! The letters look so much.better this way!
See how muclyspace we save on each page?

Those letters must be ready by !flve. We can talk about the
style some other time. Now please do it the way | showed you
yesterday.

Yes, Ms, Gridley. (Ms. Gridley leaves.) L ?

70




Scene 2

- Millie:
b -
-

Douglas:

Douglas: -

37

(Millie's office. Later that day. Enter Douglas.)

'Ms. Gridley is making me type all of these letters over. Itried

to show her a better way to type them, but she wouldn't .

“ listen. | think she wants them to look old-fashioned.

No,. f'MiIIle, you ﬁave, it all Wrang. Ms.. Gridleyv was pués’et L

because she was afraid that you wouldn’t get the letters done

right and out on time. Just wait until tomorrow when things = -

have calmed down. Then show her your new form for typing
letters. | ’ T A
Do you think she'll Iac%ﬂ?

Sure she will.. Employers are always looking for a better way
to do the job. Your big mistake was doing it your way without

-

irst discus.?igg it with Ms. Gridley.

Are you sure?

Sure I'm sure! This company. welcomes ﬁew ideas, but.you - .
should_either talk them over. with your supervisor or write

them down and put them in the suggestion box. Don't just
start doing things your way, though. Ms. Gridley might know .-

. --gome reason why it's not a good idea. And it it is agoodidea, =

Scené 3

.
‘Millie:
. Me:

. Douglas:

‘other departments should hear about it, tool’

a2 ¥

(Millie's c)ff!cé" The next day.)

You were righf} Doug. | showed Ms, Gridley my idea and ghe
liked it. She plans to show it to Mr. Big tomorrow.

- - . v ¥ '3 L=
What can | say, except | told you so, ..

By the way, Doug, | think I've found a better way to do your
lel tﬂ@! . ' "ﬁ " 1 v ) . B N \

* .

-

Herev.réggagainl N ST,




lf yau thlnk yau ‘ve taund a batter way ta da tha jab dan t just
ataﬂ dolng it ynur way lngtead

=i S

Tellyagrsuparvlsar' S S
abcut it
-
Put your Idaa lﬁ tpe
suggestion bcx )
/

Your' company wants to hear your good Ideas!

7




Gl  works at P way Drug Stare Ha has faundanaw way
-l to order supplies that could save the store a lot of time. Puta -
S ;hgsk (,,.) in thg bax"'by tha statamant(s)j;that ahaw the rlg ;.t

’»ﬂivechué" raise, vl o R
- tell his. co-workers vte use hls new methad sa thg bass
wlllsaa hew 'ead_ itls.’ TR {

E J'\Ij D;‘D[Ji ’

;flnslde the Iarger hats Fut a check (.s-) in° tha box by )
" 'statement(s) that- ahnw what Carla shnuld de abaut her new ;
~ method, Sha ghﬂuld I :

O surprise’ the. owner by using the rew mathgd L
O give.her suggastlaﬂ ta her supervls : and ask her ta tall
‘the owner about It. - R

P O write daWn“har Ideéa and put it ln tha suggestlaﬁ bax
SRRV, o ,:teash the ew rpethqd ta_zher ea—warkerai}*ffhan the awner '
O 3 wark anew. way‘?

73
o
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RIC:

Ernplayers auppl the _
~terlals needed to. do tl o ]a ,

| praperly' ‘Abused equi|
yer. __at a_:warker daesn

- F

bgthar ta,ﬂ:: it. Just. ga't'a nawune from 1
m.” Or. “Takg(twa. the campany ls pa ng far lt.‘? ;

J:,\) £

Aruitoxt provided by Eic:



* “even lose thalr jobs. So gvewana'beneﬂts when company «
pmparty Is c:rndhrpmpgﬂy s -

A warker Ggught mlsualng, waatlng. or damaging company
. property.is likely to:suffer more than just his/her.employer’s -

.. -anger.n'addition to ‘getting a warning or reprimand, the work: /-
- er-may miss ﬁut onaraise or pramatlan. be ch;rged forthe
) dam;ﬁe cr Iaas. ar gvan ggt ﬂrgd o D

“ Emplayaas whb care gbautthalr eampany and thglr ]Qb;. _

. take gaad care of all eampany equipmant
* are careful not to wante matarlala.




A - won't have to pay for her meals.

Uﬁhicc-m?ﬁpm

" Resd neh pmmem b:lﬂw 'rhm plm a check (,,,., mm- tm'
~ best ll'll\'llf. b 1

Amcld ha; bun drlving the sarnpany Gif far lwa mki. it
‘runs fine, but makes a strange sound when he shlfta gm
WI\en he r-tums it tc thc matnrpeal he :heuld* SRR
C ﬁ_ .
Q- ny nething. alncc tha sir ls runnlnﬁ ﬂ’nq lnd thc ma-';
chanics are busy already. - -
say nothing, because it Ig the mmmies‘ mp@mlblmy_;
. tofind problems. = - T
" tell the mecharics about the nqln. 4 T
" teli the mechanios that the car is runnlng flnn. .
.aay nothlng. gim:a it's just acompany car. ?*,’"3 ,

0o

. oao

Sarah is ﬂylng to Ncw Ygrk to ittand a canvintian fur hif em-
plnyor‘ The sarnrany is p;ylna far her meals :nd hatol sm
should: bt i

l:l plan to spand or avanlngs wlth friends so har eampany :

stay wherever she wants, no matter what It snsts gy
stayina @amfartlbh h@tél lhlt won t cast tha cammy e
too much.- B :

find’ the ehupnt hatel ln tawn :nd ait hat dags al, )
week; saving the company lots of money.
take this opportunity to eat at sema of thc ﬂnost rg;tlu- ‘
rants: In Na\w York Clty -

O a oo
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Hntﬁu:mummﬂm lnanaatwﬂsmyﬁu
5 ';;Evmylhing is In Its phea. elun lﬂd ruéy far use,

L A'?‘?“ all, mmm s necessary fer,nhty A sloppy work

over objects left on the floor, orito.get hurt on.something
’hidn chil’ dangars, Ilks a friyid ﬁﬁrﬂ ora brakan battle

:;:'Kaplng your wrk area and. ;uppues neat and orderly l; a
g '*-"ihlblt that miy tike ﬂl‘l‘ll md effort to dwalap‘« it will be worth

0 nutmu plnmscustamars lnd imployars
& neatness saves time and trouble
D mtngn mgins nfaty ‘

"“'i‘-i,vwnqn yau flnlsh a task; or lllVi for the dly. take a fow min-
dtes to Glean your tools and equipment and put them away. lt
,wlll lmkc agreat baglnnlng for the next day.

i don't have to waste tims looking for tools or equipment.

s usu:uy:dinaamu;amu”all It'sall too easy to trip -
sharp or hot that has been left lylﬂg -around.- Often’ cluttar =




Dr. Bﬁkgr was running low on printed smicmry and daclged o
~ save time by placing her order by phone. She spelled her name
- slowly, then gave her office address as 2240 42nd Street, But
- ~Jane, at Jack-Rabbit Printing Company, wrote 2440 42nd Strest. =
-~ - When Dr. Baker picked up her staﬁam:ynfmdaytmr lndm
ihémlst;ke sh:wasangly Sa-astsbass!

@mswmmmmmmm

but Glenn didn’t listen carsfully. After all, he
like this one many times at his last job, Now his | -
tor ln irnpgﬂam mnrgnaﬁd Glmn can't genhe Gnmpum tez

@WMMMM'tmkaﬂc!mmﬁMﬁlﬁm rﬁm&
(. . rent another day. When the overr was hested, he sprayed the
Y . sides and bottom with the oven cleaner. Sudﬁnlyeamrm from
’a the hot oven,.Gary's nose and skin started itghing. and his eyes
. began watering. Humtodtachakaanthotummdriﬂnulaf

the kilchen vowing ta read all the &ra«:llons on the caﬂ next uma

Fguawmg irmrucﬂanx. both writtln‘md spam_. N an| l,

‘watching their smployees 1o make su
S _correctly, Ttm'; why. they value
e - 0 ..,par%ad on tolisten car

Some workm"’ncﬂrumm" to- ﬁct things righ
~ ‘mistakes like. d;llvcringﬁmm
-mehln_e:y Inc ly,~ ke

pens often, tho worker wlll gl! a2 pocr mployn mlna und
may aven git ﬂrld ‘

There are pmbably three mnln rmann that sarnn werkirl;
rmknrﬂni of lmtruenam. : o g

o amemmiTa Chmiee e PN - e e . . e i e

® thw dan‘t nk quullenl. b;emm !hoy think. mcy'u :up- :
posed to understand everything perfectly the ﬂrlt llmc o

* they don't mlly'umn4tepmmitme‘u¢m :

- ® thty dan‘!‘ roRd ' ’




_ These problems can be solved by following the suggestions
* on this page and the next. You'll find them heipfui at schoal
and on the job.

mnM(m)w ,.

Listen caretully. Give your full attention to the instructions.
Don't be doing something eise or thinking about other things.
Try not to let background nolse or activity distract you.

0 Llatin for the main points. Instructions are not always given

in a clear way. If you're not sure what yegarg supposed to do,

- ask. Find out what's expected of you befors you begin.

t Lhiiﬂ.lﬁf the order of the dirsctions, Often the order in which
. you do things can maks 8 big difference; so pay attention to
L words such as first, second, then, next, etc.

" Take notes. Sometimes your supervisor may give you 80
-~ many Instructions at once that it's impossible to remember

" them all without making notes. Write down detailed instruc-
" tions and numbers and namaes, espscially if they are unusual
or difficuit. John Thompson won't appreciate recelving let-
ters addressed to Tom Johnson,

Think shead. What problems could come up? What could go
wrong? Ask what you should do It certain problems arise.

Repeat the instructions to the person giving them, to be sure
that you have understood them correctly. This Is especially
* Important with numbers.

~ Find out y’&urdﬁdllm tor compieting the task. ’
Lo () |

8

y DL Tah VLR e e s o Mae
P R ! i




Qn _ ;,Mmmmmnmmmmm
‘be instructions . written by your superviso(, printed |
mnudﬁmorwﬂnmanmﬂdianmmmwﬂ
' dlnﬂbqnmbohﬂg::lmmm‘tmw‘
- beras much and you don't need 10 take notes. But, unlike oral
lnstmctlom.mm't agk qu _

you don't- understand. You'll find written inatructions

to mm, m-nr. ityou mﬂuﬂm mm'mﬁnthm.

1. Hmmrauﬁhmettholmtmatmbgfoﬂ.
2. Make sure the directions are In the.right.
—~nn§19hno\!ﬂh§ll§§§ﬂmfi' nd, th
Resd mlnuy mmn’

. or mLmdlng order !5140 (500 ate
~ #9014 (80,000 bricks), - - '
4. it you don't undmmd lcmthlng. uk nmnm
~ would know. :
8. ‘Gf;mm back to the directions. ffiquqnny vy vou
working.
8. When you finish the task, md ‘through the dlmrlann
one more time 10 be sure you haven't e nny!hlné out.

Your job and safety often depend on ygur ability to Uﬂﬂlﬁ
stand and follow In;tmanem. 80 remembar to use these sug-
gestions whenaver you're given Instructions to follow..
can keep you from getting In tmnbtn on thi job, nﬂﬂ can rully
mirﬂn time,”

C?B-%J
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