	
	St. George’s Centre for ESL in Guelph

BUSINESS COMMUNICATION AND WORKPLACE CULTURE IN ONTARIO – PART 2

                                    CLASS #4 – BUSINESS ETHICS

                                                    INSTRUCTOR’S NOTES


	


OVERVIEW:

· Warm-up – Introduction & scenarios (reflection)
· Task 2 – Code of Conduct (sample)

· Task 3 – Conflict of interest & other key terms  
· Task 4 – Pronunciation & Game (office supplies) 

· Concluding remarks

GOALS OF TODAY’S CLASS: (By the end of this lesson, the LNS will be able to…)

1. discuss the role of ethics in today’s business environment

2. reflect on 4 possible ethical dilemmas related to work  
3. get an idea of the information included in a “code of conduct” manual
4. learn about the various forms of “conflict of interest” 
5. define “due diligence,” “good faith,” and “whistleblower”
6. correctly pronounce vocabulary related to office supplies

MATERIALS:

· Enough copies of the 3 handouts

· A recent issue of a newspaper or magazine with work related ethical issues highlighted
· Enough copies of  a company’s associate handbook, or parts thereof, for each participant to look through 

· ~7 slides/overheads

· 10-15 objects from the pronunciation list

SET-UP:

· Tables are set up in a large “U” shape
· A projector & screen are required
WARM-UP:  Ethics – Definition and Role in Today’s Workplace  
                   Total class, all skills 

Step 1- Have the definition of “ethics” on the board for the start of the class: 
           “A set of principles of right conduct; a theory or system of moral values.”  Canadian Dictionary  
--  When you are ready to begin the class, invite a participant to read this definition out loud.  
--  Explain, “Like all of the topics in this course, this is a large one to cover in a short amount of time.   And, just as the other topics, it is a crucial one to examine because it has become an important aspect of a company’s performance in this day and age.”
--  You may want to show the group a section of a current newspaper in which you have highlighted/circled all of the business related articles that touch on the topic of ethics.

‘
Step 2 – Show the group the “Business Ethics” overhead that shows some of the areas in which ethical decisions often need to be made.  (Afterwards, you may want to ask, “Is the term “business ethics” an oxymoron?  In other words, can a company be successful and consider itself ethical at the same time?!”)
Step 3 – Pass out the handout “Workplace Decisions: What’s the “Right” Thing to Do?”  
--  Read the introduction and check if anybody has any questions about it.  
--  Show the scenarios on the screen, one by one, and read them out loud to the group.  Give them a few minutes to write down their response for each of the scenarios.  (Some people will react verbally to these situations.  The idea, however, is not to launch into a debate, but rather to consider some scenarios that involve an ethical dilemma.)  

-- You may then want to read to the class the responses to the first dilemma which were sent to the Globe and Mail in a column they once ran called “Ethics 101”.
--  Let everyone know that you will refer back to the other scenarios later in the class.
TASK 2:  Rules and Guidelines at the Workplace – The Associate Handbook

               Individual, reading comprehension 

Step 1-  At this point, invite the participants to turn over the handout.  Select someone to read the introductory paragraph. Ask those participants who are currently working if they ever received an Associate Handbook, or something similar, when they started their job. Then ask them if they read it and if they could share something about it that “caught their eye”.  
Step 2 -  Hand out the sample associate handbook to each participant and invite them to look for the answers to the 5 questions on the handout as a reading comprehension exercise.  No more than 15 minutes should be allotted for this task.  When the time is up, take up the answers and see if any discussions arise from them.  
   Note: Question #2 refers to the third ethical dilemma. 
TASK 3:  Key Terms Related to Business Ethics 
               Total class, listening comprehension 

Step 1 – Link the previous activity to this one and then pass the handout “Business Ethics: Conflict of Interest” to each participant.  You can invite someone to read the definition of “conflict of 
               interest” at the top of the page, but you will read the rest of the pages to them so that you can make the examples and explanations as clear as possible.  Their task is to listen for and write down the 6 subtitles that are the blanks on their handout.  
Follow-up question:  Which of the four ethical dilemmas that we read about at the beginning of the class relates to one of these kinds of conflicts of interest?  
Step 2 – Go through the section titled “Additional Terms” with the group.  Provide a real life example for each of these terms.  Otherwise, invite the students to find an example that illustrates “due diligence” or describes a well known whistleblower as a homework assignment.  
   Note:  The term “good faith” can be applied to the second and fourth ethical dilemmas. 
CLOSING REMARKS

“By now we’ve considered some of the ethical issues that we will likely have to deal with at work at some point in time…in one form or another.  We’ve heard a few different ways of approaching some of these ethical dilemmas and we’ve seen that the “right” answer is not necessarily the easy one to carry out!  So, make sure that you have friends or family to talk to because it helps to verbalize what we think about a situation and they might be able to offer different perspectives on the issue.”
TASK 4:  Pronunciation 
               Total class

“Before we leave today’s class, would you like to do a bit of pronunciation work?  Yes?  Well, if you choose my company for all your pronunciation needs, then I might be able to arrange a fabulous weekend for you and your family…just kidding!” (re: kickbacks) 

“Today’s pronunciation list covers basic office supplies…many of which tend to disappear under mysterious circumstances…” (re: theft of supplies at work)
Optional mini activity, if there is time remaining:  Collect 10-15 objects from the list (as well as a few others that you may want to include) and put them on the table after the pronunciation “lesson”.  Then ask  who wants to close his/her eyes in order to later identify which object was taken from the desk…. (Depending on the dynamics of the group, you may also want to ask the person who closed his/her eyes to identify/guess which classmate (i.e. co-worker) has “stolen” the object!)
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Workplace Decisions: 
 “What’s the “Right” Thing to Do?”
There are a lot of decisions we need to make while we are at work.  Some of these decisions involve making a choice between what is “right” and what is “wrong”.  Sometimes, making this kind of decision is easy, especially if there are serious consequences, but other times the answer is not so clear…
Please listen to the following scenarios and write down how you would react to these situations as if you were really involved.  The purpose of this exercise is to give you an opportunity to reflect on your reaction to a few possible scenarios and you will not be expected to share your “answers”. 
	“What would you do in this situation?”


	     Dilemma # 1 

	

	     Dilemma # 2

	

	    Dilemma # 3

	

	     Dilemma # 4
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Workplace Decisions: “What’s the “Right” Thing to Do?”

Dilemma # 1

I’m an employee of a cable company.  I have seen a co-worker take inventory from the stock room.  I think he sells it to make an extra buck.  As far as I know, he’s been doing this for the past two years.  Otherwise, he’s a model employee.  I’m not in danger of losing my job, but of course, my co-worker would be fired immediately if the boss found out about these thefts.  He’s had this job for years and he has three kids that rely on him.  Should I report him or should I mind my own business?  
(Adapted from a scenario presented in the Globe & Mail in a column called “Workplace Ethics 101”)
Dilemma # 2


Last Monday, we closed a deal with a customer who ordered 2000 custom-made parts.  The price we agreed on is $75.00 per piece.  Yesterday, one of our engineers told me that we could substitute one of the materials for the part with a much less expensive metal alloy.  She explained that this substitution would hardly affect the performance of the part, it just might not last quite as long.  If we use the substitution, we would save $10.00 in the production cost which means we could earn more of a profit from the order.  The customer would still get a high quality product and wouldn’t necessarily notice any change.    It’s a win-win situation, right?

(This scenario is adapted from one that was found at onlineethics.org)
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Dilemma # 3

I’m an engineer.  One of my responsibilities is to oversee the purchasing of spare parts for my department.  One day last week, a rep from one of the suppliers and I were talking about our holiday plans.  I told him that I planned to go north and rent a cottage for a week.  He then told me about his cottage and said that I could stay there with my family.  He said that he wasn’t in the habit of renting it to strangers and that it wasn’t a business for him.  There isn’t anything wrong with this offer, is there?      

And, yesterday, another representative brought me a bottle of wine from the Niagara region where her hometown is.  I can keep the wine, right?  It’s not worth a significant amount of money…
(The first part is adapted from a scenario presented in onlineethics.org)
Dilemma # 4

About a month ago, I started a job in a different city.  So far, this company has been very accommodating –they even paid for the moving expenses and my stay at a hotel during the first week.  However, I just got a job offer from a company in my hometown where all my friends and family live.  Should I quit this job and move back?
(Adapted from a scenario presented in the Globe & Mail in a column called “Workplace Ethics 101”)
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The “Code of Conduct” at Work
A Code of Conduct, or Code of Ethics, is included in the handbook that all employees or associates, as they are sometimes called, should have access to when working for a particular company.  The “Ethics Resource Center” defines the term Code of Conduct as “a central guide and reference for users in support of day-to-day decision making.  It is meant to clarify an organization’s mission, values and principles, linking them with standards of professional conduct….” 

Please answer the following questions based on the handbook that you have received from your employer or based on a sample handbook lent to you for this exercise:

1.  What kind of information does the company refer to as “confidential”?
(





(
(





(
(





(
2.  If a supplier invites you to watch a hockey game, is it alright to go?
3.  What procedure does the company follow for someone who comes in late?

4.  What happens to employees who purposely make a product that is sub-quality?

5.  What happens if an employee refuses to follow a supervisor’s instructions?
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The “Code of Conduct” at Work    ANSWER KEY
A Code of Conduct, or Code of Ethics, is included in the handbook that all employees or associates, as they are sometimes called, should have access to when working for a particular company.  The “Ethics Resource Center” defines the term Code of Conduct as “a central guide and reference for users in support of day-to-day decision making.  It is meant to clarify an organization’s mission, values and principles, linking them with standards of professional conduct….” 

Please answer the following questions based on the handbook that you have received from your employer or based on a sample handbook lent to you for this exercise:

1.  What kind of information does the company refer to as “confidential”?

( development info.

( marketing info.
p.24

( financial info.


( sales info.
7.1
( planning info.


( HR info.
2.  If a supplier invites you to watch a hockey game, is it alright to go?


p.25 (7.2)   Yes, if it is not “out-of-town” and if it’s to discuss business 
3.  What procedure does the company follow for someone who comes in late?


p. 29 (10.7)  1st late – want explanation, 2nd late – verbal warning,
3rd late – written warning, 4th late - suspension, 5th late –    suspension or termination.

4.  What happens to employees who purposely make a product that is sub-quality?

p. 30 (10.8-#3)      “dismissal” (see heading)

5.  What happens if an employee refuses to follow a supervisor’s instructions?

p. 32       The 4 stages of “Progressive Discipline”
BUSINESS COMMUNICATION AND WORKPLACE CULTURE IN ONTARIO – PART 2
Associate Handbook of a Local Company

Sections included in this sample:
Ethical Standards
Safety

Code of Conduct

Rules

Disciplinary Measures

Complaint Process
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Business Ethics:  Conflict of Interest – INSTRUCTOR’S COPY
A “conflict of interest” describes a situation in which someone who is in a position of trust, such as a lawyer, insurance adjuster, politician, executive, scientist or physician, has competing professional and personal interests which makes it difficult for him/her to act impartially.  (Note: A conflict of interest can exist even if there is no unethical or improper act which results from the situation!  There can be a conflict of interest even if there is only an appearance of impropriety that can undermine our confidence in that particular person or  profession.)
The following are some examples of the types of conflicts of interest that exist: 
1.  Using your employer's property for private advantage
This could be as obvious as stealing office supplies for home use or it might be more subtle, such as using software which is licensed to the employer for private consulting work. (In the first case, the employer's permission eliminates the conflict; while in the second, it doesn't.)
2.  Accepting benefits 

Kickbacks are an example of this kind of conflict of interest because they are essentially bribes.  They are defined as “payments or other types of compensation made in order to influence and gain profit from an individual or company”.  Therefore, kickbacks are used “to gain an unearned advantage, benefit, or opportunity, even if others are more qualified or offer more competitive prices”.  The following are some examples of how people have used kickbacks:

· A building contractor might kick back part of what he/she is paid to the government official responsible for selecting his/her company for the job. 

· A pharmaceutical or medical device company might offer free training or other benefits to doctors who use their product(s). 

· Leaders of companies who promise to give kickbacks to governments that permit the use of a resource found in their countries. 

In order to avoid the appearance of a conflict of interest, companies and government agencies are no longer permitted to accept “gifts”.  For example, the person who represents the purchasing department of a company is not allowed to accept gifts from a supplier.  Therefore, all the employees of a company need to be informed of what the maximum value of a token gift can be.  They should also know that if the gift is over the stated value, it needs to be returned to the gift giver with a note explaining the company’s policy.

3.  Self-dealing 

This occurs when someone who has an official position, such as a politician, makes a contract for a service with a company that he/she happens to own or is run by someone who is close to him/her.  Another example of this kind of conflict of interest is when someone uses his/her position to get a summer job for his/her children. 
4. Using confidential information 

For instance, while working for a private client, a person finds out that the client is planning to buy land in his/her region.  He/she then buys the land in his/her partner's name with the hope of selling it to this prospective buyer. 

5. Outside employment (moonlighting)
An example of this type of conflict of interest would be to set up a business “on the side” that is in direct competition with the employer.  Another example would be to take on so many outside clients that there would not be enough time and energy left to properly work on behalf of the regular employer. 

6. Post-employment
This is a tricky situation when someone resigns from public or private employment and then goes into business in the same area. (i.e. Revolving Door Syndrome) 
Additional Terms: 

a) Due diligence
(  To take all the extra precautions that you think are necessary in order to avoid an accident or death at work.  It can also mean to make sure that everything that has to do with a business transaction is legitimate.

For example:  Show overhead/slide with the court cases.  First show the slide “Employer Loses”  and then show the slide “Employer Wins”.
b) Good faith 
(  Doing something in an honest, fair and lawful way.  

      “They filed the lawsuit in good faith.”     “We negotiated in good faith”.  

For example:  Show the overhead/slide with the responses to Dilemma #4 that were published in the Globe and Mail.
c)  Whistleblower
(  Describes someone who reports misconduct to “people or entities that have the power and presumed willingness to take corrective action”.  Usually, the misconduct is “a violation of law, rule, regulation and/or a direct threat to public interest, such as fraud, health or safety violations, and corruption.” (Wikipedia)
For example:  Ask students if they know of anyone and/or to bring an example of one for next class.
Sources: “Ethics and Conflict of Interest” by Michael McDonald  &  “The Responsible Public Servant”                                                                                     by Ken Kernaghan  and John Langford  &   WhiteCollarCrimeFYI.com.
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Business Ethics:  Conflict of Interest

A “conflict of interest” describes a situation in which someone who is in a position of trust, such as a lawyer, insurance adjuster, politician, executive, scientist or physician, has competing professional and personal interests which makes it difficult for him/her to act impartially.  (Note: A conflict of interest can exist even if there is no unethical or improper act which results from the situation!  There can be a conflict of interest even if there is only an appearance of impropriety that can undermine our confidence in that particular person or  profession.)
The following are some examples of the types of conflicts of interest that exist: 
1.  _____________________________________________________________________
This could be as obvious as stealing office supplies for home use or it might be more subtle, such as using software which is licensed to the employer for private consulting work. (In the first case, the employer's permission eliminates the conflict; while in the second, it doesn't.)
2.  ________________________________________
Kickbacks are an example of this kind of conflict of interest because they are essentially bribes.  They are defined as “payments or other types of compensation made in order to influence and gain profit from an individual or company”.  Therefore, kickbacks are used “to gain an unearned advantage, benefit, or opportunity, even if others are more qualified or offer more competitive prices”.  The following are some examples of how people have used kickbacks:

· A building contractor might kick back part of what he/she is paid to the government official responsible for selecting his/her company for the job. 

· A pharmaceutical or medical device company might offer free training or other benefits to doctors who use their product(s). 

· Leaders of companies who promise to give kickbacks to governments that permit the use of a resource found in their countries. 

In order to avoid the appearance of a conflict of interest, companies and government agencies are no longer permitted to accept “gifts”.  For example, the person who represents the purchasing department of a company is not allowed to accept gifts from a supplier.  Therefore, all the employees of a company need to be informed of what the maximum value of a token gift can be.  They should also know that if the gift is over the stated value, it needs to be returned to the gift giver with a note explaining the company’s policy.

3. ________________________________________ 
This occurs when someone who has an official position, such as a politician, makes a contract for a service with a company that he/she happens to own or is run by someone who is close to him/her.  Another example of this kind of conflict of interest is when someone uses his/her position to get a summer job for his/her children. 
4. ________________________________________
For instance, while working for a private client, a person finds out that the client is planning to buy land in his/her region.  He/she then buys the land in his/her partner's name with the hope of selling it to this prospective buyer. 

5. ________________________________________
An example of this type of conflict of interest would be to set up a business “on the side” that is in direct competition with the employer.  Another example would be to take on so many outside clients that there would not be enough time and energy left to properly work on behalf of the regular employer. 

6. ________________________________________
This is a tricky situation when someone resigns from public or private employment and then goes into business in the same area. (i.e. Revolving Door Syndrome) 
Additional Terms: 

a) Due diligence
(  to take all the extra precautions that you think are necessary in order to avoid an accident or death at work.  It can also mean to make sure that everything that has to do with a business transaction is legitimate.

              

For example:

b) Good faith 
(  doing something in an honest, fair and lawful way.  

      “They filed the lawsuit in good faith.”     “We negotiated in good faith”.  

For example:

c)  Whistleblower
(  describes someone who reports misconduct to “people or entities that have the power and presumed willingness to take corrective action”.  Usually, the misconduct is “a violation of law, rule, regulation and/or a direct threat to public interest, such as fraud, health or safety violations, and corruption.” (Wikipedia)
For example:

Sources: “Ethics and Conflict of Interest” by Michael McDonald & “The Responsible Public Servant” by Ken Kernaghan and John Langford                                                                            

WhiteCollarCrimeFYI.com
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BUSINESS ENGLISH VOCABULARY

    OFFICE SUPPLIES
	
	   TERM
	   PRONUNCIATION

	1.
	3-hole punch
	THREE HOL punch

	2.
	agenda
	ɘJENdɘ

	3.
	calculator
	KALkyɘlayder

	4.
	clipboard
	KLIPbord

	5.
	copier
	KɔPpyerrr

	6.
	desk drawer
	DESK dror

	7.
	dispenser
	disPENserrr

	8.
	elastic / rubber band
	ɘLAStik / RUberrr BAND

	9.
	envelope
	ENvelop (ɔNvelop)

	10.
	eraser
	ɘRAYserrr

	11.
	fastener
	FAS’nerrr

	12.
	file cabinet
	FIYL KABni’

	13.
	folder 
	FOLderrr

	14.
	garbage / trash / waste

can/receptacle/basket
	    GARbij / TRASH / WAYS’

    KAN / rɘSEPtɘkɘl / BASke’

	15.
	highlighter
	HIYliyderrr

	16.
	label
	LAYbɘl

	17.
	paper cutter
	PAYperrr KUderrr

	18.
	pencil sharpener
	PENsɘl SHARPnerrr

	19.
	push pin/ (thumb)tack
	PUSH pin / TAK

	20.
	scissors
	SIzerrrz

	21.
	shredder
	SHREderrr

	22.
	stapler
	STAYplerrr

	23.
	stationary
	STAYshɘnairy

	24.
	storage bin
	STORij  BIN

	25.
	tape
	TAYP


   (((((((((((((((((((((((((
