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Daily Social & Workplace Skills









	Student’s Name:_________

	Assignment:________

	Level:________














	 

	Level 1

	Level 2

	Level 3

	Level 4




	Understanding Concepts

	Demonstrates a limited understanding of the concepts. Requires teacher intervention.

	Demonstrates a basic understanding of the concepts. Requires some intervention.

	Demonstrates a good understanding of the concepts. Requires no intervention.

	Demonstrates an excellent understanding of the concepts. Requires no intervention.




	Responses to the text

	Expresses responses to the text with limited effectiveness; inconsistently supported by proof from the text.

	Expresses responses to the text with some effectiveness; supported by some proof from the text.

	Expresses satisfactory responses to the text with some effectiveness; supported by satisfactory proof from the text.

	Expresses thorough responses to the text with some effectiveness; thoroughly supported by proof from the text.




	Analysis of Concepts

	Interprets various concepts from the text with limited, unrelated details and incorrect analysis.

	Interprets various concepts from the text with some details but also some incorrect analysis.

	Interprets various concepts from the text with satisfactory details and good analysis.

	Interprets various concepts from the text with excellent details and thorough analysis.




	Application of Concepts

	Demonstrates a limited ability to apply various concepts from the text to activities, discussions, and situations.

	Demonstrates a basic ability to apply various concepts from the text to activities, discussions, and situations.

	Demonstrates a satisfactory ability to apply various concepts from the text to activities, discussions, and situations.

	Demonstrates a strong ability to apply various concepts from the text to activities, discussions, and situations.







	STRENGTHS:
	WEAKNESSES:
	NEXT STEPS:
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Teacher Guide

Our resource has been created for ease of use by both TEACHERS and STUDENTS alike.

Introduction

[image: ]

This resource provides ready-to-use information and activities for remedial students in grades 6-12, special needs students, ESL students, and adults who are struggling with the daily skills we outline in this resource. The language and vocabulary used in this resource is designed for a grade 3 reading level. Readers will enjoy learning all the necessary life skills required for daily life. This resource centers on daily social and workplace skills, focusing on making decisions, time management, problem solving, and proper behavior. Students will learn these skills through real-world scenarios. These scenarios are written with struggling learners in mind, allowing anyone to relate and thus fully comprehend the life skills being presented. Comprised of reading passages, scenarios, student activities, graphic organizers, and mini posters, our resource can be used effectively for whole-class, small group and independent study.

How Is Our Resource Organized?

STUDENT HANDOUTS

Reading passages and activities (in the form of reproducible worksheets) make up the majority of our resource. The reading passages present important grade-appropriate information and concepts related to the topic. Embedded in each passage are one or more questions that ensure students understand what they have read.

For each reading passage there are BEFORE YOU READ activities and AFTER YOU READ activities.

•   The BEFORE YOU READ activities prepare students for reading by setting a purpose for reading. They stimulate background knowledge and experience, and guide students to make connections between what they know and what they will learn. Important concepts and vocabulary from the chapters are also presented.

•   The AFTER YOU READ activities check students’ comprehension of the concepts presented in thereading passage and extend their learning. Students are asked to give thoughtful consideration of the reading passage through creative and evaluative short-answer questions, research, and extension activities.

Hands-On Activities are included to further develop students’ thinking skills and understanding of the concepts. The Assessment Rubric is a useful tool for evaluating students’ responses to many of the activities in our resource. The Comprehension Quiz can be used for either a follow-up review or assessment at the completion of the unit.

PICTURE CUES

This resource contains three main types of pages, each with a different purpose and use. A Picture Cue at the top of each page shows, at a glance, what the page is for.
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	Teacher Guide
• Information and tools for the teacher
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	Student Handouts
• Reproducible worksheets and activities
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	Easy Marking™ Answer Key
• Answers for student activities









EASY MARKING™ ANSWER KEY

Marking students’ worksheets is fast and easy with our Answer Key. Answers are listed in columns – just line up the column with its corresponding worksheet, as shown, and see how every question matches up with its answer!
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Bloom’s Taxonomy

Our resource is an effective tool for any SOCIAL STUDIES PROGRAM.







	Bloom’s Taxonomy* for Reading Comprehension

The activities in this resource engage and build the full range of thinking skills that are essential for students’ reading comprehension. Based on the six levels of thinking in Bloom’s Taxonomy, assignments are given that challenge students to not only recall what they have read, but move beyond this to understand the text through higher-order thinking. By using higher-order skills of applying, analyzing, evaluating and creating, students become active readers, drawing more meaning from the text, and applying and extending their learning in more sophisticated ways.

Our resource, therefore, is an effective tool for any Social Studies program. Whether it is used in whole or in part, or adapted to meet individual student needs, this resource provides teachers with the important questions to ask, interesting content, which promote creative and meaningful learning.
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BLOOM’S TAXONOMY:
6 LEVELS OF THINKING

*Bloom’s Taxonomy is a widely used tool by educators for classifying learning objectives, and is based on the work of Benjamin Bloom..





 


Vocabulary








	acquaintance

	impersonal

	reservation




	appointment

	information

	routines




	behavior

	initiative

	safety




	blind

	interests

	share




	carbon copy

	long-term

	short-term




	casual

	nonverbal

	skills




	communication

	personal

	social media




	cyber bullying

	planner

	spam




	decisions

	privacy settings

	time management




	dependable

	problem solving

	trusted




	discussion boards

	professional

	uniform




	forms

	relevant

	verbal




	friends

	rely

	walk-ins



	goals

	report

	written




	hacked

	represent
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Daily Routines & Time Management








	1.
	David wants to be a doctor. He needs to get into a good medical school. To do that, he needs good grades. He needs to do well on the test he has on Friday. What are David’s long-term goals?
	[image: ]




	 
	
 

 





	2.
	Layla is getting married next year. She wants to lose at least 30 pounds before then. She has made a plan to lose 5 pounds every 2 months. What are Layla’s short-term goals?
	[image: ]




	 
	
 

 












	3.
	Finish each sentence with a word(s) from the list.











	decisions
	time management
	routines



	skills
	planner
	goals











	 
	a)
	Ava had to learn some dance _______________ for the recital.



	 
	b)
	Henry made a list of _______________ to reach by the end of the year.



	 
	c)
	Charlotte shows good _______________ by making time for a meeting.



	 
	d)
	Mia lists her _______________ in her resume.



	 
	e)
	Joshua keeps track of things in a daily ______________.



	 
	f)
	The _______________ you make changes what happens.
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Daily Routines & Time Management

Daily routines are important. They can help make sure you get everything done in time.









	
[image: ]

	 
	To help you with your daily routines, it’s important to set some goals for yourself. Goals can be either short or long term. Short-term goals are things you want to do soon. Long-term goals are things you want to do later.




	 
	






	Short Term Goals
	Long Term Goals



	Write a paper
	Get a job



	Buy new clothes
	Buy a house



	Plan dinner
	Get married







	 
	
Time management means you don’t waste time. Having good time management skills will help you get things done. You can use these skills in your daily routines to help you reach your short or long term goals.
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Try to set a daily goal of finishing 1 work-related project.








 

Madison keeps track of her routines in her planner. A planner is where you write down appointments and tasks you have. Here are the steps she takes when making appointments:

[image: ]

1. Mark down daily routines to know when you have free time.

2. Include all travel time.

3. Plan to be early. Leave room for surprises.

4. Set a reminder or an alarm.

5. Mark down anything that you will need.

6. Call to cancel if you can’t make it. Give as much notice as you can.
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Daily Routines & Time Management

As part of your daily routines, you will make daily decisions. The decisions you make will help you reach your goals.


How to Make Good Decisions

1. Make a goal.

2. Make a list of ways you can reach your goal.

3. Make a list of the pros and cons for every way you can reach your goal.

4. Pick the best way to reach your goal.

5. Ask yourself if your decision is working. If not, go back to Step 4.



 

Here is part of Madison’s planner:











	 
	Wednesday
	 



	 
	6:00 am
	 
	2:00 pm
	 
	 



	 
	 
	 
	 
	 
	 



	 
	7:00 am
	Wake up, shower, dress, breakfast
	3:00 pm
	 
	 



	 
	 
	 
	 
	 
	 



	 
	8:00 am
	 
	4:00 pm
	 
	 



	 
	 
	Catch 8:35 bus downtown
	 
	 
	 



	 
	9:00 am
	Get to work, check emails
	5:00 pm
	Catch 5:15 bus home
	 



	 
	 
	 
	 
	 
	 



	 
	10:00 am
	Progress meeting, estimate 1.5 hours
	6:00 pm
	Dinner
	 



	 
	 
	 
	 
	 
	 



	 
	11:00 am
	 
	7:00 pm
	 
	 



	 
	 
	 
	 
	 
	 



	 
	12:00 pm
	Lunch
	8:00 pm
	 
	 



	 
	 
	 
	 
	 
	 



	 
	1:00pm
	Meeting with accountant at 1:30,
	9:00 pm
	 
	 



	 
	1:15 pm
	estimate 45 minutes
	 
	 
	 




Madison would like to set an appointment to meet with her boss. She expects it will take an hour. He is only available from 10:30 a.m. to noon and 2:00 p.m. to 4:00 p.m. When should Madison schedule the meeting? ________________
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Daily Routines & Time Management










	1.
	Circle the word TRUE if the statement is TRUE or Circle the word FALSE if it is FALSE.



	 
	a)
	Brushing your teeth is a daily routine.



	 
	 
	TRUE
	FALSE



	 
	b)
	Time management will not help you reach your goals.



	 
	 
	TRUE
	FALSE



	 
	c)
	Long-term goals can be reached quickly.



	 
	 
	TRUE
	FALSE



	 
	d)
	Being able to make good decisions will help you reach your goals.



	 
	 
	TRUE
	FALSE












	2.
	Put a check mark ([image: ]) next to the answer that is most correct.










	









	 
	a)
	Which is an example of a long-term goal?



	 
	 
	[image: ]
	A
	See a movie.
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	B
	Go shopping.
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	C
	Get a job.
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	D
	Buy groceries.



	 
	b)
	What is the first step to making good decisions?
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	A
	Pick the best way to reach your goal.
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	B
	Make a goal.
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	C
	Make a list of ways to reach your goal.
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	D
	Make a pros and cons list.
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Daily Routines & Time Management







	3.
	Amelia sets a goal on Monday to finish a research paper by Friday. She then makes a list of ways she can reach her goal. They are listed below. Make a list of pros and cons for each way Amelia can reach her goal. Pick the best way and explain why.



	 
	
[image: ]

Goal: Finish a research paper in 5 days.

Ways to reach goal:

1. Do all the research and write the paper on Thursday.

2. Do a little bit of research and writing each night.

3. Do all the research and write the paper on Monday.





	 
	 




	 
	 




	 
	 




	 
	 




	 
	 





Graphic Organizer







	4.
	Use the graphic organizer on page 12 to plan your daily routines. The organizer is a sample of a daily planner. In it, the day is divided into hours. Make copies if you want to plan for more days.



	 
	Make a general plan of a normal day. Start by marking down when you should get up and how long you should take to get ready. Then, write down when you will take any breaks. Don’t forget lunch. Finally, end your day with dinner and when you should go to bed.



	 
	Keep a copy of this routine somewhere safe. You can use it to help you plan future events.
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Daily Routines & Time Management
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Daily Planner
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Making Appointments & Filling Out Forms








	1.
	Topher is filling out a rental application form. List all the things that you think will be on the form.
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	2.
	Zoey is filling out the emergency contact part of a form. List all the things that you think will be on the form.



	 
	 




	 
	 




	 
	 











	3.
	Write each term beside its meaning.











	information
	appointment
	relevant



	reservation
	walk-ins
	forms












	 
	 

	a)
	A planned meeting.



	 
	 

	b)
	Coming in off the street with no appointment.



	 
	 

	c)
	To save a time and a place for something.



	 
	 

	d)
	A sheet of paper to be filled out.



	 
	 

	e)
	To be closely connected.



	 
	 

	f)
	Things learned about something.
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Making Appointments & Filling Out Forms







	
Having good time management skills is important. One way to manage your time is to set up appointments. An appointment is when you set up a time and place to meet with someone.
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Be ready to wait a long time if you don’t have an appointment.







	
You will have to set up an appointment if you want to meet with a doctor or dentist. You can do this by contacting the office.











	

You can make an appointment to eat at your favorite restaurant. This is called making a reservation.




	
Some things you may not need to make an appointment with. Things like a car mechanic, hairdresser, or clinic. This is called “walk-ins”. You could end up wasting a lot of time if you don’t have an appointment.




	
Always make an appointment when you can to best manage your time.





 

Francis calls his doctor’s office to make an appointment. Here is a list of questions he is asked and how he answers them. Fill out your own answers to these questions.








	Question
	Francis’ Answer
	Your Answer



	1. Which doctor would you like to see?
	Dr. Livings.
	 



	2. Are you a regular patient? What is your name?
	No, Francis Schooling.
	 



	3. Do you have health insurance?
	No.
	 



	4. What is the appointment for?
	I have been feeling nauseous and dizzy for days now.
	 



	5. When are you available?
	I’m free between 11 a.m. and 3 p.m. Monday to Friday.
	 



	6. We have an opening for Tuesday at 1:00. Will that work?
	I was hoping to get in today if possible.
	 



	7. We had a cancellation for 2:30 today. Would you be able to make it?
	I think that will be fine. Thank you.
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Making Appointments & Filling Out Forms

Filling out forms is a normal thing to do in lots of places. Say you made an appointment to see a doctor. You may have to fill out a ‘new patient form’. This is so the doctor has all your information.








	

[image: ] Name

[image: ] Contact information (address, phone, email)

[image: ] Gender

[image: ] Marital status



	
There are two things you will be asked for. This is your personal and relevant information. Personal is your name and how to reach you.




	
Relevant is anything that applies to the reason for the visit. Say you’re filling out a ‘new patient form’. Relevant information will be the reason for the visit. It can also be any medicine you’re taking and if you have any allergies.
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Don’t give out your phone or email if you don’t want to be contacted.








 

Francis is a new patient. Here is a new patient form that Francis fills out.

[image: ]
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Making Appointments & Filling Out Forms










	1.
	Circle the word APPOINTMENT if the situation needs an appointment. Circle the word WALK-IN if it doesn’t.



	 
	a)
	Victoria goes to the free clinic during her day off.



	 
	 
	APPOINTMENT
	WALK-IN



	 
	b)
	Hunter and Ethan go to the local deli for lunch.



	 
	 
	APPOINTMENT
	WALK-IN



	 
	c)
	Sebastian goes to see his eye doctor.



	 
	 
	APPOINTMENT
	WALK-IN



	 
	d)
	Natalie stops by the hair cutters on her way home.



	 
	 
	APPOINTMENT
	WALK-IN












	2.
	Fill in each blank with the correct word(s) from the reading.




Filling out forms is a normal thing to do in lots of places. Say you made an [image: ] to see a doctor. You may have to fill out a ‘[image: ] form’. There are two things you will be asked for. [image: ] is your name and how to reach you. [image: ] is anything that applies to the reason for the visit.
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Making Appointments & Filling Out Forms








	3.
	Lillian is filling out an application form for a new job. First she puts in her name, address, phone number and email address. Then, she lists where she went to school and what her last job was. Underneath, she lists some of her skills. Finally, she adds some people as her reference. She puts down their name, their phone number, and how she knows them.

List the relevant information found on this form. Why is it relevant?

	[image: ]




	 
	
 

 

 

 

 

 

 






Graphic Organizer







	4.
	Use the graphic organizer on page 18 to help you fill out forms. All forms are different. One thing every form has in common is your personal information.



	 
	The organizer is a sample of a general form. Fill out the form with your personal information.



	 
	Keep this in a safe place. Somewhere you’ll know where to find it. Use it as a reference when filling out forms.
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Making Appointments & Filling Out Forms
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Personal Information Form
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Friendships, Communication & Problem Solving








	1.
	Penelope is an old friend from school. You talk to her daily and see her once a month. Mason is a friend from work. You don’t know much about him. Austin is a neighbor. You wave at each other every time you leave for work. Who is a close friend? Why?
	[image: ]




	 
	 




	 
	 




	2.
	Nora is a new friend. You’ve spent a lot of time together. You’ve also made plans to take a trip. Franz is a co-worker. You say hi to each other. You don’t see much of him outside of work. Riley is a neighbor. You’ve been friends for years. You occasionally get together to play cards. Who is an acquaintance? Why?
	 



	 
	 




	 
	 











	3.
	With a straight line, connect each word on the left with its meaning on the right.














	 
	 1 
	friends
	 
	A person you don’t know very well.
	 A 



	 
	 2 
	interests
	 
	To talk with someone.
	 B 



	 
	 3 
	acquaintance
	 
	Not talking or using words.
	 C 



	 
	 4 
	casual
	 
	To speak or talk.
	 D 



	 
	 5 
	communication
	 
	Relaxed state or not regular.
	 E 



	 
	 6 
	verbal
	 
	A person you know and like.
	 F 



	 
	 7 
	nonverbal
	 
	Things that you like.
	 G 
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Friendships, Communication & Problem Solving

Friends are people you like. They’re people you spend time with. They’re people you have interests in common with. They’re people you trust. There are different types of friends too.







	Types of Friends
	Who are they?



	Acquaintance [image: ]
	Someone you know a little bit. You don’t spend a lot of time with.



	Casual Friend [image: ]
	Someone you know a little bit. You spend some time with.



	Close Friend   [image: ]
	Someone you know very well. You spend a lot of time with.











	
How do you choose a friend? First, you should look for someone you share interests with. This can be hobbies, likes, and even dislikes. A friend should also be someone you like spending time with.

	 
	





	[image: ]
Show good manners when communicating. Don’t interrupt, pay attention, don’t be critical, give good advice, and be positive.







	

What to look for in a friend: loyal, caring, reliable, trustworthy



	 



	
Friends have good communication skills. This is when you give and take information. We communicate by talking and listening to each other.

	 




 









	1.
	Aubrey is someone on your softball team. You see her 3 times a week for practice and games. Every once in a while, you make plans to see a movie together. What type of friend is this?



	 
	Acquaintance
	Casual
	Close



	2.
	Wyatt is someone you’ve known since kindergarten. You’ve been in the same class together for years. You always spend recess together. You see each other every weekend. What type of friend is this?



	 
	Acquaintance
	Casual
	Close



	3.
	Jayden is someone you work with. You talk a bit in the lunchroom. You also like to have conversations during breaks. You don’t see each other outside of work. What type of friend is this?



	 
	Acquaintance
	Casual
	Close
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Friendships, Communication & Problem Solving







	Types of Communication

	What is it?




	Verbal

	Talking.




	Nonverbal

	Body language.




	Written

	Letters, emails and text.





It’s important to be clear and understood when communicating. Use the right type to send the right message. Sometimes calling someone on the phone is better than using email.








	





	[image: ]
A good speaker is clear and direct. A good listener pays attention and doesn’t interrupt.





	 
	





	[image: ]
The way you look says a lot. Make sure you present yourself nicely.









Good communication skills will help you with problem solving. Problem solving is when you look for answers to problems. You will have problems in your daily and work life. You will need to know how to solve them.

 









	1.
	You are giving a talk to the class. After, you answer some questions from the audience. What type of communication is this?



	 
	Verbal
	Nonverbal
	Written



	2.
	You get an inter-office memo. It tells you the tasks that need to be done this week. What type of communication is this?



	 
	Verbal
	Nonverbal
	Written



	3.
	You are in a meeting and need to step out. You signal that you are leaving. What type of communication is this?



	 
	Verbal
	Nonverbal
	Written
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Friendships, Communication & Problem Solving










	1.
	Put a check mark ([image: ]) next to the answer that is most correct.



	 
	a)
	What is NOT a trait you want in a friend?



	 
	 
	[image: ]
	A
	selfish



	 
	 
	[image: ]
	B
	loyal



	 
	 
	[image: ]
	C
	caring



	 
	 
	[image: ]
	D
	trustworthy



	 
	b)
	What is NOT good manners when talking?



	 
	 
	[image: ]
	A
	be positive



	 
	 
	[image: ]
	B
	don’t interrupt



	 
	 
	[image: ]
	C
	pay attention



	 
	 
	[image: ]
	D
	be critical














	2.
	Circle the word ACQUAINTANCE, CASUAL, or CLOSE to describe the friend.



	 
	a)
	William is a friend from work. You see him a couple times a month outside of work.



	 
	 
	ACQUAINTANCE
	CASUAL
	CLOSE



	 
	b)
	Isabella is a friend from class. You sit next to each other. You talk a bit, but don’t spend time together.



	 
	 
	ACQUAINTANCE
	CASUAL
	CLOSE



	 
	c)
	Abigail is a friend from work. You get together once a week outside of work.



	 
	 
	ACQUAINTANCE
	CASUAL
	CLOSE



	 
	d)
	Daniel is a friend from school. You talk online every so often.



	 
	 
	ACQUAINTANCE
	CASUAL
	CLOSE
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Friendships, Communication & Problem Solving







	3.
	Connor has 3 friends. They are each different types of friends.



	 
	Jackson goes to soccer practice with Connor every day. They are also neighbors. They don’t talk much when they’re together. Connor doesn’t know much about Jackson.



	 
	Chloe has known Connor for years. They met in kindergarten. They see each other during class and breaks. They also visit on the weekends.



	 
	Jacob has known Connor for years. Their parents are close friends. They see each other whenever their parents visit. They don’t spend a lot of time together outside of their parents.



	 
	What types of friends are Jackson, Chloe and Jacob? Explain why.



	 
	 




	 
	 




	 
	 





Graphic Organizer








	4.
	Use the graphic organizer on page 24 to help you solve a problem. There are 5 steps to problem solving. Follow these steps to solve a problem.



	 
	Step 1:
	Write down the problem. In this section, write down what the problem is. Mention what you would like to change about this problem.



	 
	Step 2:
	List possible solutions. In this section, make a list of all the solutions you can think of. This may take some time and teamwork.



	 
	Step 3:
	Evaluate solutions. Look at all your solutions. Cross-off ones that you know won’t work.



	 
	Step 4:
	Pick a solution. Pick one of the solutions that makes the most sense.



	 
	Step 5:
	Result and change. How did your solution work? Is your problem fixed? If not, then pick a new solution from your list and try again.
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Friendships, Communication & Problem Solving
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Problem Solving Tips






	  1   Write down the problem.



	List possible solutions.   2  



	  3   Evaluate solutions.



	Choose a solution.   4  



	  5   Result and change.
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Texting, Email & Telephone Manners








	1.
	Samuel answers his work phone. He says: “Hello, Leah’s Software Repair. Samuel speaking.” What mistakes does Samuel make?
	[image: ]




	 
	 

 

 




	2.
	Viktor sends a work-related email to a client. The email says: “Please see attached for order form.” What mistakes does Viktor make?
	[image: ]




	 
	 

 

 











	3.
	Use the words in the box to answer each question. You may use a dictionary to help you.













	spam
	impersonal
	blind
	carbon copy
	professional












	 
	 

	a)
	What is it when someone is not showing their personal feelings?



	 
	 

	b)
	What is a person called when they are very good at something?



	 
	 

	c)
	What is a type of mail that is junk and not important?



	 
	 

	d)
	What do you call an exact copy of an original?



	 
	 

	e)
	What is it called when you can’t see anything?
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Texting, Email & Telephone Manners

If we want to talk, we can text, email, or phone each other. The trick is to know when to use each one. A text is personal and uses short form. An email and telephone conversation can be impersonal or personal. You would use full sentences.







	Form of Communication
	When to use it?



	Text
	Chatting with friends; quick messages.



	Email
	Long-distance messages; work-related.



	Telephone
	Quick talks; work-related.










	Know who you want to talk to. If it’s a friend, you can be personal. If it’s a business, be professional and impersonal.
	




	[image: ]
When at work, use email or phone. Always be professional and impersonal.







	Sometimes, you may have to leave a message when you phone someone. Always say your name and why you’re calling. Remember to leave a number to call back.




 

Elizabeth sends a text to her friend. She also sends a text to her co-worker. What differences do you see in the two texts?
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	Text to a Friend

	 
	 
	Text to a Co-Worker




	 
	•  short unfinished sentence

	 
	 
	•  complete and proper sentence




	 
	•  no attention to punctuation or capitalization

	 
	 
	•  uses correct capitalization and punctuation




	 
	•  ________________________

	 
	 
	•  ________________________




	 
	•  ________________________

	 
	 
	•  ________________________
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Texting, Email & Telephone Manners

The first thing to do is to introduce yourself. Does the person you’re texting have your contact information? If not, make sure you let them know who you are. They could think you’re spam, or a wrong number.

In an email, make sure your subject line is clear and to the point. People will watch out for spam, so they will read your subject line before they open your email. Your email should start with a friendly hello. Then, quickly get to your point. End with a friendly goodbye.


Less is more. Be short and clear with your messages. People usually won’t read it all.



We’ve covered the subject line and body of your email. There’s also the “to”, “cc” and “bcc”.







	Sending Types
	What is it?



	To
	Who the message is meant for.



	CC
	“Carbon Copy”: send a copy of the message to someone else.



	BCC
	“Blind Carbon Copy”: send a copy of the message to someone else without others seeing who.




 

Elizabeth sends an email to a co-worker. What mistakes do you see in Elizabeth’s email? Fix the email with how Elizabeth should have sent it. Send a copy to your teacher (or yourself).

[image: ]
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Texting, Email & Telephone Manners










	1.
	Put a check mark ([image: ]) next to the answer that is most correct.



	 
	a)
	Which form is for personal use only?



	 
	 
	[image: ]
	A
	Text
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	B
	Email
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	C
	Telephone
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	D
	Face-to-face



	 
	b)
	What’s the first thing to do when contacting someone?
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	A
	Leave your message.
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	B
	Ask who you’re talking to.
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	C
	Introduce yourself.
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	D
	Say goodbye.



	 
	c)
	How do you send a copy of a message to someone without others knowing?
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	A
	To
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	B
	BCC



	 
	 
	[image: ]
	C
	From
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	D
	CC










	2.
	Match the forms of communication with when to use them.











	text
	email
	telephone












	 
	 

	a)
	Long-distance messages.



	 
	 

	b)
	Quick talks.



	 
	 

	c)
	Chatting with friends.
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Texting, Email & Telephone Manners








	3.
	Marshall leaves the following voicemail message: What mistakes did Marshall make?
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Graphic Organizer







	4.
	Use the graphic organizer on page 30 to get tips on manners.



	 
	The manners you use will be different based on the situation. They can also be different whether it’s a text, email or phone call. How you behave while using these devices also matter.



	 
	First, describe your situation at the top. Then, follow the chart to find the right manners you should use.



	 
	Remember, this is just a guide. It will help you choose the best manners for your situation. Use your best judgment to make the final decision.
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Texting, Email & Telephone Manners

[image: ]

Manners Chart








	SITUATION:

	 




	 




	TEXT
[image: ]
	PERSONAL
	PROFESSIONAL



	
• emoticons

• abbreviations (“lol” for “laugh out loud” and “ttyl” for “talk to you later”)

• short, incomplete sentences

• keep your texts short


	
• use formal words (“you” instead of “u”)

• limit abbreviations to well-known ones, and use sporadically

• full, complete sentences

• pay attention to tone and audience





	
• don’t text while face to face with friends

• don’t text while at the cashier

• don’t text while driving

• don’t text while walking


	
• don’t text while in a meeting

• don’t text while on the phone

• don’t text outside business hours

• don’t text links





	EMAIL
[image: ]
	
• casual tone and content

• short-hand

• personal salutations (“Hey” and “See ya”)


	
• professional tone and content

• check spelling, grammar and punctuation

• be clear and concise

• use a clear and direct subject line

• professional salutations (“Hello” and “Goodbye”)

• add the recipient’s email address last





	
• don’t send professional emails from your personal address

• don’t forward chain emails


	
• don’t send personal emails from your work address

• don’t use too many exclamation points





	PHONE[image: ]
	
• personal tone and content

• friendly and conversational

• polite

• say goodbye

• announce yourself

• don’t interrupt


	
• answer with your name, title, company and/or department

• judge whether to put call on hold or let the other call go to voicemail

• ask permission before putting the caller on hold

• let the caller know if you’re using speakerphone





	
• don’t be disruptive to those around you

• don’t use bad language when in public


	
• don’t speak too loudly or softly

• don’t leave long voicemails
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Workplace & Volunteering Behaviors








	1.
	Olivia works as a cashier at a grocery store. She is friendly and polite to the customers. She gets to work right on time. She leaves 5 minutes early. What good and bad behaviors does Olivia show?
	[image: ]




	 
	
 

 

 





	2.
	François volunteers at his local library. He is quiet and keeps to himself. When asked for help, he sends them to someone else. He gets all his work done by the end of his shift. What good and bad behaviors does François show?



	 
	 

 











	3.
	With a straight line, match each word on the left with its meaning on the right.














	 
	 1 
	safety
	 
	To speak on behalf of someone.
	 A 



	 
	 2 
	represent
	 
	To start a task without being asked.
	 B 



	 
	 3 
	uniform
	 
	To put your trust in someone.
	 C 



	 
	 4 
	initiative
	 
	To be protected from danger.
	 D 



	 
	 5 
	dependable
	 
	What you wear to work.
	 E 












	[image: ]
	[image: ]




Workplace & Volunteering Behaviors







	
How you behave in the workplace is important. Volunteering follows these same rules. First of all, you must always be professional. You can start by always showing up on time and leaving on time.

While at work, never waste any time. This means you should only be doing work-related activities while on the clock.
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Be at work at least 5 minutes early. This will make sure you never start late.














	

How to Behave at Work:

• have a positive attitude

• be courteous

• show loyalty

• be honest

• be polite and respectful



	
Don’t socialize too much with your co-workers. Don’t be on the internet for personal reasons. Don’t talk on the phone with friends and family.

Above all, be safe. Your work will have certain rules in place. These are for your safety. Make sure you know what the rules are and why they are in place. Rules will usually be posted on a bulletin board in the worker’s lounge. Be respectful of these rules.





 

Noah gets to work right on time every day. He always lets his boss know when he gets there. He starts by answering work emails. Then, he goes on a social media site for a few minutes. He works hard for the rest of the time until lunch. He goes out for his lunch break, but always comes back 5 minutes late. He works again, but neglects the safety regulations. He ends his day by leaving 10 minutes early.







	What good and bad behaviors does Noah show? How should he have acted?
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	Good: He lets his boss know when he gets to work. He answers work emails. He works hard until lunch.



	






	Bad:
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Workplace & Volunteering Behaviors

While you’re at work, you are representing your employer. Volunteering is the same way. This means that how you act is a reflection on your employer and its brand. Make sure you represent your employer properly.
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The best way to represent yourself is by the way you dress. Make sure you wear proper clothes that represent your employer. Sometimes you will have to wear a uniform. Wear this with pride.
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Your behavior in the workplace will help you get ahead. This could mean more money and a better job.

Showing initiative means you can start a project without being told to. This will show your boss that you understand what is needed. It also tells your boss that you can be trusted. Being dependable means your boss can rely and trust you to do something.






 

Emily and Mila both work as supervisors at a local coffee shop. There’s a job opening for a new manager. Both are hard working and show great behavior. They both always finish their work on time. Emily will always take any customer issue to her boss. Mila will always solve customer issues on her own. She will only bring issues to her boss if she is unable to solve them on her own. Which person gets the promotion and why?









	 
	   Emily
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	   Mila
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Workplace & Volunteering Behaviors







	1.
	Fill in each blank with the correct word from the reading.




Showing [image: ] means you can start a project without being told to. This will show your boss that you understand what is needed. It also tells your boss that you can be [image: ]. Being [image: ] means your boss can [image: ] and trust you to do something.










	2.
	Circle the word TRUE if the statement is TRUE or Circle the word FALSE if it is FALSE.



	 
	a)
	Always show up on time for work. Always leave a little early.



	 
	 
	TRUE
	FALSE



	 
	b)
	Don’t talk on the phone with friends and family while at work.



	 
	 
	TRUE
	FALSE



	 
	c)
	While at work, you are representing yourself.



	 
	 
	TRUE
	FALSE



	 
	d)
	A good workplace behavior can lead to a better job.



	 
	 
	TRUE
	FALSE
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Workplace & Volunteering Behaviors







	3.
	Gabriel has to finish 24 hours of volunteering for school. He decides to be a role model for young kids. Here is a list of behaviors. Put this list into the chart below. Put all the behaviors that Gabriel should do in the “Do” column. Put all the behaviors that Gabriel shouldn’t do in the “Don’t” column.












	friendly
	inappropriate
	listen
	be flexible



	disrespectful
	ask questions
	opinionated
	ignore










	DO
	DONT



	 
	 




Graphic Organizer







	4.
	Use the graphic organizer on page 36 to help you plan your career path.



	 
	Knowing what you want to do is hard. Knowing how to set a plan is hard. Use the organizer to help set a plan and navigate it.



	 
	At the top, write down any interests you have. Based on this list, write down your ideal career job at the bottom. Then, do some research.



	 
	Find out what skills you will need. Find out what you need to learn. Find out what courses you will need to take. Write all this down in the “Education” area. Also write down any extra certification you will need to stand out.



	 
	Find out what job positions you will have to start with and move up to. Write these down in the “Steps” area. Each job will get you closer to your final career job.
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Workplace & Volunteering Behaviors
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Career Path Map
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Social Media Behaviors & Cyber Bullying








	1.
	Aiden visits a chat room online. He starts talking to one person about a movie. He doesn’t agree with the person’s opinions. He says mean things and makes fun of this person. How should Aiden have behaved?
	[image: ]




	 
	
 

 

 





	2.
	Harper runs her company’s social media site. The company has a family-friendly image. She likes and shares things that are for adults. What did Harper do wrong?



	 
	 

 











	3.
	Finish each sentence with a word(s) from the list.











	share
	report
	hacked



	privacy settings
	cyber bullying
	discussion boards











	 
	a)
	Luke doesn’t like to ____________ his snacks with his friends.



	 
	b)
	Hiding your profile can be done by visiting the ____________.



	 
	c)
	Someone ____________ into her account and stole her passwords.



	 
	d)
	Sharing mean pictures is ____________.



	 
	e)
	People get together in ____________ to talk about things they like.



	 
	f)
	Owen sent his ____________ to his boss.
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Social Media Behaviors & Cyber Bullying

So much of our lives are on the internet. It is important for us to be responsible. We can do this by having good social media behaviors. To start, think about who your audience is. Then, think about who you are representing.
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What you share on the web has to be right for you and your audience.






	
Think before you share. What do you want to share? What do you not want to share? How does what you’re sharing affect yourself or others? Is it positive? Is it negative? These are just some of the questions you should be asking yourself.











	
There is no privacy for your information on the web. If it’s on the internet, it can be found. The best way to protect yourself is by changing your privacy settings. But remember, anything and anyone can be hacked. This means someone can break into your account and see all your private things.


Remember: once the information is shared, it’s out there forever.




	
[image: ]






 

A music store is looking to hire a new salesperson. It is down to 2 people. To help decide, the employer looks at the social media pages of both candidates. Dylan’s page shows he likes music. He posts things on bands he likes. He shares things from bands that he follows. He also runs a fan page for a local band. Cristoph’s page shows he likes music, drugs and alcohol. He posts pictures of himself getting too drunk at concerts. He shares bad things from ‘friends’. He also runs a fan page for a local dance club.








	Who gets hired for the job and why?
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	  Dylan
	
 

 




	  Cristoph
	
 

 













	[image: ]
	[image: ]




Social Media Behaviors & Cyber Bullying

There are lots of bad things on the internet. One that is a big problem is cyber bullying. Cyber bullying is the same as regular bullying. Only it is done over the internet.







	[image: ]
	
Cyber Bullying is:

•  sending mean messages or pictures

•  posting something about someone without their okay

•  pretending to be someone else

•  leaving someone out on purpose





How can you spot cyber bullying? If someone is being attacked in different ways. Changed pictures. Hurtful emails. Rumors that are not true. These are all signs of cyber bullying. Anything that is hurtful to another person on purpose.








	How does cyber bullying happen? Emails and instant messaging (IM). Social media sites and blogs. Chat rooms and discussion boards.
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Always respect others. This can help stop cyber bullying before it happens.








How can you stop cyber bullying? When you see it, report it. Let someone know what is happening. Know that what’s happening isn’t okay. Don’t cheer on cyber bullying. Don’t give cyber bullies attention.

 

Which are examples of cyber bullying? Why or why not?








	[image: ]
	1.
	Ellie is chatting on a discussion board. She teases the members for liking a TV show. She continues to make fun of those that ask her nicely to leave the group.



	[image: ]
	2.
	Grace is looking through some photos she took. She sees an embarrassing photo of someone she knows from class. She decides to delete it. Instead, she posts some nice photos of her and her close friends.
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	3.
	Lee is chatting on a discussion board. One of the members is sending out hurtful messages. Lee flags this person and reports them.
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	4.
	Alexander is organizing a softball game. He makes a page on a social media site. He invites everyone he knows. He leaves out a few people he doesn’t like on purpose.
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Social Media Behaviors & Cyber Bullying











	1.
	Put a check mark ([image: ]) next to the answer that is most correct.



	 
	a)
	What’s the difference between bullying and cyber bullying?



	 
	 
	[image: ]
	A
	Teasing and being mean.
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	B
	Leaving someone out on purpose.
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	C
	On the internet.
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	D
	Starting rumors.



	 
	b)
	How do you stop cyber bullying?
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	A
	Report it.
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	B
	Respect others.
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	C
	Know what it is.
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	D
	All of the above.













	2.
	Circle the word TRUE if the statement is TRUE or Circle the word FALSE if it is FALSE.



	 
	a)
	No one will ever see what you put on the internet.



	 
	 
	TRUE
	FALSE



	 
	b)
	It’s easy to take down something put on the internet.



	 
	 
	TRUE
	FALSE



	 
	c)
	Anything and anyone can be hacked.



	 
	 
	TRUE
	FALSE



	 
	d)
	Don’t cheer on cyber bullies. Don’t give them attention.



	 
	 
	TRUE
	FALSE
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Social Media Behaviors & Cyber Bullying







	3.
	Isaac is looking to change his privacy settings. Below are the options he has. Isaac wants to keep his information secret from people he doesn’t know. How should Isaac do this?












	Your Social Media Privacy Settings




	Who can search you:

	  Your Friends

	  Your Friends’ Friends

	  Anyone




	Who can add you as a friend:

	  No One

	  Your Friends’ Friends

	  Anyone




	Who can send you messages:

	  No One

	  Your Friends

	  Anyone




	Who sees your posts:

	  Only You

	  Your Friends

	  Anyone




	Who sees posts you make on your friends’ profiles:

	  Only You

	  Your Friends

	  Anyone




	Who sees your pictures:

	  Only You

	  Your Friends

	  Anyone




	 




	 
	 
	 
	SAVE




Graphic Organizer







	4.
	Use the graphic organizer on page 42 to think of ways to stop cyber bullying.



	 
	Compare bullying with cyber bullying in the first part. Write what each has in common in the middle. Write what is different about them in the outside.



	 
	Now you should know what cyber bullying is. Think of ways you can fight it. Use the web to come up with ideas to stop cyber bullying.
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Social Media Behaviors & Cyber Bullying
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Cyber Bullying Venn Diagram & Web
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Make a Doctor’s Appointment

Get into groups of 3 or 4. One person will play the receptionist at a doctor’s office. One will play someone making an appointment. The other people will watch and take notes.

Work together. Come up with questions the receptionist would ask. Taking turns, each person will “phone in” to make an appointment to see the doctor.

Try to have each person come up with different answers to the questions. See how the questions will change with the answers.

The other people in the group will take notes. At the end, go through the notes. Discuss what questions and answers worked, and what didn’t.

After each person has had a turn in each role, go over all the notes. Make a chart to compare the different answers. See how they changed the list of questions. Were there any questions you should have asked but didn’t?

Then, come together as a class or a larger group. Make a master list of questions based on everything you’ve collected.

[image: ]
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Team Building Exercises

Get into groups of 6 or more people. Try to get into groups with people you don’t know well. Below are 3 different team-building games. Each game is meant to build communication skills. Finish each game in your group. How are your group’s communication skills after finishing each game?

[image: ]

1. Blindfold Maze

Split your group in half. One half will be blindfolded. Pair one blindfolded person with someone who isn’t. Make a maze using different obstacles. Have the blindfolded person at the start of the maze. Have their partner at the finish line. Using communication, the blindfolded person will be moved through the maze to the finish line by their partner. The pair with the fastest time wins. Have each pair take turns being blindfolded.

[image: ]

2. One-Sided Debate

Get into pairs. Write a bunch of topics on cards. Mix them up. Pick a card without looking. One person will start by saying what they think about the topic. This person will list reasons for why they think this way. The other person will sit quietly and listen. When done, the listener will tell the speaker what he or she said. The listener will not agree, disagree, or say what they think about the topic. When done, have the pairs switch roles.

[image: ]

3. Building Communication

Split the group in half. Separate the groups so they can’t see each other, but can hear each other. The group will have to build a bridge. Use different materials, like wooden sticks, straws, string, glue, and tape. Have each group make one side of the bridge. These two sides will then be brought together. The two groups will have to work together by only talking to each other.
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Volunteering

Choose a place to volunteer for a week. This could be at a retirement home, a soup kitchen, or even a hospital. The choice is yours.

Here is a list of volunteer behaviors. Check off each thing as you finish it.

[image: ]

• Showing up on time.

• Nice and clean clothes.

• Good manners.

• Ready to listen and learn.

• Friendly.

• Trustworthy and reliable.

Here is a list of tasks. Check off each one as you finish it. Depending on the volunteering experience you picked, you won’t need to do some of these.








	Social

	Work




	    Help someone

	    Clean




	    Have the answers to questions

	    Organize




	    Show initiative

	    File documents




	    Prepare and hand out things

	    Sort documents and things




	    Register people

	    Look over things




	    Finish a task

	    Set up







What have you learned from your experience?
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Cyber Bullying Experiment

Start a private group or page on a social media site. Invite your teacher as an administrator (someone in charge). Invite your classmates to join.

Give some classmates roles to play as bully and victim. Make up situations for them to play out in your group.

These should touch on:

[image: ]

• Send mean messages or images.

• Post things about someone without his or her permission.

• Pretend to be someone else.

• Leave someone out on purpose.

• Start rumors that are not true.

See how the rest of your classmates react to these situations. What happens?

• Did some ignore it?

• Did some join in the bullying?

• Did some do anything to stop it?

As an added activity, show good social media behaviors by policing the page.

• How do you show the group or page?

• How do you show yourself?

• How did you react to cyber bullying?

At the end, write a report showing the results. In your report, describe what took place. Explain how your classmates reacted to it. Answer all the questions above. End your report with a sentence explaining what you learned from this experiment.
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Crossword Puzzle!







	   Across    

4. Rely and trust to do something.

7. A friend you don’t know very well.

8. Things you do every day.

11. Things you want to reach in your life.

12. An appointment you make with a restaurant.

15. When people show up without an appointment.


	
   Down    

1. Not wasting time.

2. Junk mail.

3. How you act.

5. What you wear at work.

6. An exact copy of something.

9. When something applies to something else.

10. When someone breaks into your account.

13. Letting someone know about something.

14. Starting something without being told to.
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Word List

acquaintance

behavior

carbon copy

dependable

goals

hacked

initiative

relevant

report

reservation

routines

spam

time management

uniform

walk-ins
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Word Search

Find all of the words in the Word Search. Words are written horizontally, vertically, diagonally, and some are even written backwards.











	rely

	trusted

	initiative

	social media

	acquaintance




	goals

	uniform

	personal

	appointment

	privacy settings




	spam

	hacked

	behavior

	professional

	communication




	verbal

	relevant

	nonverbal

	carbon copy

	time management




	report

	interests

	impersonal

	dependable




	casual

	routines

	reservation

	cyber bullying
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	[image: ]
	[image: ]




Comprehension Quiz

  Part A  










	Circle TRUE if the statement is TRUE or FALSE if it is FALSE.
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	1.
	Saving up for a new car is a daily routine.



	 
	TRUE
	FALSE



	2.
	Appointments help manage time.



	 
	TRUE
	FALSE
	 



	3.
	A friend is someone you like to spend time with.



	 
	TRUE
	FALSE
	 



	4.
	It’s okay to text for work.



	 
	TRUE
	FALSE
	 



	5.
	It’s good to be at least 5 minutes early for work.



	 
	TRUE
	FALSE
	[image: ]



	6.
	The best way to protect yourself is to set your privacy.



	 
	TRUE
	FALSE






  Part B  











	2.
	Put a check mark ([image: ]) next to the answer that is most correct.



	 
	a)
	Which is an example of relevant information?
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	A
	Name



	 
	 
	[image: ]
	B
	Address



	 
	 
	[image: ]
	C
	Gender



	 
	 
	[image: ]
	D
	Allergies



	 
	b)
	What is NOT a way to behave at work?



	 
	 
	[image: ]
	A
	be honest
	[image: ]



	 
	 
	[image: ]
	B
	be selfish



	 
	 
	[image: ]
	C
	show loyalty



	 
	 
	[image: ]
	D
	be kind




SUBTOTAL:    /8
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Comprehension Quiz

  Part C  

Answer each question in complete sentences.








	1.
	What is the difference between short-term and long-term goals?
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	2.
	Why is it a good thing to set up an appointment?
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	3.
	What are the 3 different types of communication?
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	4.
	Why is the subject line important in an email?
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SUBTOTAL:    /10












	
   1.   

To get into a good medical school. To become a doctor.

 

 

 

   2.   

To lose 5 pounds every 2 months.

 

 

 

   3.   

a) routines

 

b) goals

 

c) time management

 

d) skills

 

e) planner

 

f) decisions

 


	
The morning wouldn’t work because she is busy from 10:00 a.m. to 11:30 a.m., and needs an hour. She should set the appointment for 2:30 p.m. in case the meeting runs long. This gives her 15 minutes to get from her meeting with the accountant to the meeting with her boss.

  9  



   3.   

Answers will vary, but may include: 2. Do a little bit of research and writing each night. This is the best way to reach the goal. It allows for Amelia to not rush through anything. It also lets her adjust how much time each night she should spend on the paper.

 

 

 

 


	
   1.   

a) TRUE

 

b) FALSE

 

c) FALSE

 

d) TRUE

 

 

 

   2.   

a)  [image: ]  C

 

 

 

 

b)  [image: ]  B


	
   1.   

Answers will vary, but may include: name, current address, contact information, employer, income.

 

 

   2.   

Answers will vary, but may include: name of contact, contact information, relationship.

 

 

   3.   

a) appointment

 

b) walk-ins

 

c) reservation

 

d) forms

 

e) relevant

 

f) information


	
Answers will vary.

 14 



   3.   

Relevant information: education, employment, skills, and references. These are relevant because she is filling out a job application form. When applying for a new job, you will always need to provide your education, what job experience you have, any skills that will help you, and references from people you’ve worked with.

 

 

 

 


	
[image: ]

   1.   

 

a) WALK-IN

 

 

b) WALK-IN

 

 

c) APPOINTMENT

 

 

d) WALK-IN

 

 

 

   2.   

a) appointment

 

b) new patient

 

c) Personal

 

d) Relevant
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   1.   

Penelope is a close friend. She is someone you talk to all the time. She is also someone you make time to visit with.

 

 

   2.   

Franz is an acquaintance. You don’t know him very well. You don’t spend much time together.

 

 

   3.   

  1     F 

 

  2     G 

 

  3     A 

 

  4     E 

 

  5     B 

 

  6     D 

 

  7     C 


	
1. Casual

 

2. Close

 

3. Acquaintance

 20 



1. Verbal

 

2. Written

 

3. Nonverbal

 21 



   3.   

Jackson is an acquaintance. Chloe is a close friend. Jacob is a casual friend.


	
   1.   

a)  [image: ]  A

 

 

b)  [image: ]  D

 

 

 

   2.   

a) Casual

 

 

b) Acquaintance

 

 

c) Close

 

 

d) Casual

 

 


	
   1.   

Samuel has made no mistakes. He answers the phone with a polite greeting. He then states the name of the company. He finishes by saying his name.

 

 

   2.   

Viktor doesn’t start the email with a formal greeting. He doesn’t introduce himself. His message is short and informal. He doesn’t end the message with a formal goodbye.

 

 

   3.   

a) impersonal

 

b) professional

 

c) spam

 

d) carbon copy

 

e) blind


	
Answers will vary.

 26 



Elizabeth should be using a professional email address. The co-worker’s email address should be in the “To” row, not the “CC”. Elizabeth should not use “Hey”; instead she should use “Hi” or “Hello”. Didn’t proofread her email for spelling and grammar mistakes before sending. The tone was unprofessional. No attachment was found. No signature at the end of the email. Revised emails will vary.

 27 



   3.   

Marshall never said who was calling and his phone number. He also didn’t say on what day the message was left for him. He could also give a time frame of when he would be available for a return call.


	
   1.   

a)  [image: ]  A

 

 

b)  [image: ]  C

 

 

 

c)  [image: ]  B

 

 

 

   2.   

a) email

 

 

b) telephone

 

 

c) text
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   1.   

Good: friendly and polite. Bad: leaves 5 minutes early. Although she gets to work right on time, it would be better for her to get there a little early.

 

 

   2.   

Good: gets all his work done. Bad: isn’t helpful. Although being quiet and keeping to himself isn’t a bad thing, it would be better if he was more friendly.

 

 

   3.   

  1     D 

 

  2     A 

 

  3     E 

 

  4     B 

 

  5     C 

 


	
Bad: Gets to work right on time. He goes on a social media site. Comes back 5 minutes late from lunch. He neglects safety regulations. Leaves work 10 minutes early. Noah should get to work a few minutes early. He shouldn’t spend any amount of time on any social media site. If he leaves for lunch, he should get back a few minutes early. He should abide by the safety rules. He should leave on time, or a bit later.

 32 



Mila would get the promotion. She shows initiative and dependability. She always solves customer issues without the help of her boss.

 33 



DO: friendly, listen, be flexible, ask questions; DON’T: inappropriate, opinionated, ignore, disrespectful


	
   1.   

a) initiative

 

 

b) trusted

 

 

c) dependable

 

 

d) rely

 

 

 

   2.   

a) FALSE

 

 

 

b) TRUE

 

 

 

c) FALSE

 

 

 

d) TRUE

 

 

 


	
   1.   

Aiden should have shown respect. He should never be mean to someone else.

 

 

 

   2.   

Harper is representing a company. She should only like and share things that are right for the company.

 

 

 

   3.   

a) share

 

b) privacy settings

 

c) hacked

 

d) cyber bullying

 

e) discussion boards

 

f) report

 


	
Dylan gets hired. His social media site shows his likes while showing some professionalism.

 38 



1 and 4 are examples of cyber bullying.

1. Ellie is bullying a specific group for liking a TV show.

2. Grace deletes an embarrassing photo of someone instead of posting it.

3. Lee does what he can to stop cyber bullying.

4. Alexander is leaving out a group of people on purpose.

 39 



   3.   

Who can search you: Your Friends’ Friends

Who can add you as a friend: Your Friends’ Friends

Who can send you messages: Your Friends

Who sees your posts: Your Friends

Who sees posts you make on your friends’ profiles: Your Friends

Who sees your pictures: Your Friends


	
[image: ]

   1.   

a)  [image: ]  C

 

b)  [image: ]  D

 

 

 

   2.   

a) FALSE

 

 

b) FALSE

 

 

c) TRUE

 

 

d) TRUE
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 Across:   

4. dependable

7. acquaintance

8. routines

11. goals

12. reservation

15. walk-ins

 Down   

1. time management

2. spam

3. behavior

5. uniform

6. carbon copy

9. relevant

10. hacked

13. report

14. initiative


	
Word Search Answers
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 Part A 

1. FALSE

 

2. TRUE

 

3. TRUE

 

4. FALSE

 

5. TRUE

 

6. TRUE

 

 

 Part B 

a)  [image: ]  D

 

 

b)  [image: ]  B

 


	
 Part C 

   1.   

Short-term goals are things that can be achieved quickly. Long-term goals are things that will take time to achieve.

 

 

   2.   

Your time is valuable. Setting up appointments lets you manage your time. If not, then you will be spending lots of time waiting for things.

 

 

   3.   

Verbal means talking using words. Nonverbal means using body language. Written means using letters, emails and text.

 

 

   4.   

The subject line is the first thing people will see. A person can choose to delete an email without even looking at it. The subject line should be clear and to the point.
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