     St. George’s Centre for ESL in Guelph

BUSINESS COMMUNICATION AND WORKPLACE CULTURE IN ONTARIO – PART 2
CLASS #6 – PROFESSIONALISM IN CANADA

       INSTRUCTOR’S NOTES

OVERVIEW:

· Warm-up - Brainstorming 
· Task 1 – Questions for reflection   

· Task 2 – Marshmallow game
· Task 3 (Optional) – Discussion: How to increase professionalism at the workplace 
· Task 4 – Idiomatic expressions related to the topic of “Money”
· Closing remarks

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

1. name the qualities that describe people who are “good” at their job 
2. reflect on their current level of professionalism                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                              

3. see that certain games can be part of a professional setting
4. discuss how the level of professionalism could be improved at their workplace

5. expand their knowledge of idioms 

MATERIALS:

· Enough copies of the 5 handouts. 

Notes:   The handout for task #1 can be copied twice: one is for their files and the other for the assignment during this lesson. 
Designing a handout for task #3 might be worthwhile for your group.
· A bag of small marshmallows. 
SET-UP:

· The tables should be placed in such a way that each participant can face the entire group. 

· The tables might need to be rearranged for the “marshmallow game”.

WARM UP:  Brainstorming & Pronunciation
                   Partners, writing and reading
The first task of today’s class is to brainstorm adjectives that describe people who are “good” at their jobs. Therefore, the participants will get a slip of paper with the question, “What qualities do we expect (title of profession) to have?”  Six different questions are included in this lesson which is sufficient for a group with up to twelve or so participants whether or not they work on their own or with a partner. (If you have more than a dozen or so students, you can make a separate slip for “engineers” and “lawyers,” as well as include other job titles that are more closely relevant to your particular group.  Otherwise you can simply make multiple copies of the questions already provided. 
Step 1 - Once you have greeted everyone, pass one of the questions to every pair of students. You can do so at random or you can give the participants the question that matches their profession. (Note: The participants do not know that they are describing different kinds of professionals.)  Then challenge them to work in pairs to find at least five adjectives that describe the people who are good at the job indicated in the question.  When everyone starts the task, go to each group to check that they are on the right track.  Dictionaries and translators are often required.   
Step 2 - When the allocated time is up, ask the first pair of participants which profession(s) they had to describe and write it/them on the board as a heading.  Then ask for, and write down, the adjectives that they came up with.  Provide pronunciation tips whenever necessary.  Follow the same procedure with the other groups until you have listed all the professions and their qualities.  Hopefully, you have enough space to see them all listed together.  

The following is the point of this exercise: 
(  No matter what the profession is, we hope that all of the people behave in a similar way when they at work.
(This conclusion usually becomes apparent to the participants when you write their suggestions on the board.)
Step 3 - The handout “Characteristics of a Professional” can be used to follow up to the warm-up exercise.  You should read it out loud to the group in order to model the pronunciation of the adjectives.  
Notes:  
- 30-40 minutes are required to complete this first part of the class.

- This exercise serves as a way of checking the level of vocabulary of the participants.  It is common to see most students, even with a high level of English, struggling to think of precise descriptive words and/or to write them in the adjective form.  At the end of this exercise, therefore, I mention the importance of increasing their knowledge of adjectives in English in order to describe others and oneself in a detailed and meaningful manner, such as during an interview.
Task 1:  Vocabulary Building & Reflection  

              Individual, writing
Invite the participants to turn over the page.  First, clarify the meaning of “up to par” which appears in the title.  Then say, “Since we all want to have professional people working for us, let’s take some time to reflect on our level of professionalism.  Here are some questions you can answer as a way of thinking about what it means to act in a truly professional manner.  I suggest that we take a few minutes to go through the questions as a group so that everyone knows what they mean.”

Tell the students that this page of questions is supposed to be their “master copy” so they shouldn’t write their answers on this page.  The idea of leaving this page blank is that they can make a copy of it whenever they decide that it’s time to reflect on their level of professionalism again. 

The following are a few notes to help you clarify for the participants the purpose of each question:
Competent – “In other words, what courses have you taken, what have you read, who have you spoken to, etc. that help you do your job better?”
Experienced – Tell them that a specific story is required here with the “lesson” learned. (Provide a real-life story related to your job.)
   Trustworthy – You need to provide an example from your own life as an illustration.
Principled – For example: leaving a bit early, calling in sick, using the computer for something personal, etc. (Encourage the students to be honest and reassure them that you will not pass this information on to anyone.) 
Accountable – “In other words, if I were your boss, how could I check what you did?”
Courteous – “In other words, do you say “thank you”, “excuse me”, “may I help you?” etc. with your heart?”  For this question, they only need to write “yes” or “no”.
Respectful – Be honest.  A “yes” or “no” answer is enough for this question too.

Purposeful – “In other words, what do you need to do at work tomorrow or by the end of the week?  Be specific.”
Dedicated – “Please be honest about your answer.  For example, I’m 99.9% dedicated to teaching you this course.  But, in your case, perhaps you are thinking about changing your job soon, so perhaps you will write down 60% or 70%?”

Restrained - Tell them that a specific story is required here even though names can be left out.  Let them know that everybody experiences moments at work that are frustrating and that we have different ways of handling the situation.
Supportive – A specific story is required here as well, if they have one because the question asks about “today”.

Cooperative – A real situation needs to be described here too.  Perhaps you can provide an example.
At this point, give another copy of this page for the participants to answer and hand in.  [There are 12 questions, 3 of which require only a very short answer, (6, 7, 9) and 2 of which require a straightforward list (1&8).  The remaining 7 questions require a description of a situation at work, so these will take more time to answer.  Therefore, about 30 minutes should be allotted to complete this task.]  
Note:  This is a challenging task for some people to complete because it asks them to reflect on their actions, express their feelings and/or write in another language.  You will find that some people need to be encouraged to be more detailed in their answers and others need to be reminded to give concrete answers of their real life experiences.  

This is an extremely worthwhile exercise because it is easy to talk about standards of professionalism in general, but it is harder to prove how one’s actions are reflective of the standards of professionalism that one holds dearly!

Task 2:  Game 

              Pairs, oral interaction
It’s a good idea to play a game now because the previous exercise was very quiet and perhaps quite demanding for some participants.  An idea for a game that can be played is “marshmallow dodge ball” that is described in the book “More Quick Team-Building Activities for Busy Managers” by Brian Cole Milller” (p78), but it requires an open space.  Therefore, I invite the participants to play a “finger soccer game” instead.  

For this game they need to get into pairs and they should sit on opposite sides of the long side of the table, (depending, of course, on what kind of tables you have). They can use chalk to mark a goal post on each side of the table.  (How wide should the goal be?  The participants can decide that, but maybe it should be about the same size as the length of a pen.)  
They then get 3-5 mini marshmallows each.  They take turns “kicking” (i.e. flicking) the marshmallow ball with a finger to try to get a goal. Meanwhile, the other player is blocking his/her goal with the tip of one or two fingers, (depending what rule they agree on.)  

The easiest way to explain the game is to choose a student to play with in order to show the rest of the group what the set-up looks like. At first, there might be some confusion and resistance to playing this game, but after a few minutes everyone ends up playing enthusiastically and continuously by retrieving their marshmallows.  
-- Keeping score and switching partners after a few minutes are options you might want to include.  
-- Around 10 minutes should be the timeframe allowed for this task.
Follow-up: Once everyone has regrouped, you can explain to them that there are companies that incorporate these kinds of games into their meetings, or on special days, to liven things up a bit or for other reasons.  You can also explain that the other reason for “playing soccer” today was to show them that being a good, valuable worker doesn’t mean that you can’t have fun or relax sometimes.  As a matter of fact, these kinds of activities are often done in order to improve people’s performance at work! 
Task 3:   Professionalism at Work
              Total class, discussion
Write a heading like this on the board, “Professionalism at Your Workplace: Raising the Bar” and discuss as a group ways that the level of professionalism can be improved at their workplace. For example:
-  The work environment should not be treated as a family because the roles that people have in their families tend to be transferred to the workplace. (Or, is the opposite true?)
-  Employers/managers should be determined to behave in a professional manner at all times and to hire people who make a professional impression in order to be an inspiration to others.

-  Employers/managers should work on producing meaningful goals on the standards of professionalism   in their particular work environment with all of the people involved.

-  Employers/managers should write and hand out a detailed description of the expected behavior in the various work situations and of the recommended dress code.

-  Employers/managers should provide special recognition to people working in a professional way. 

-  Employers/managers should provide workshops related to professionalism. 

Possible sources:  “Professionalism & Workplace Savvy” by James B. Stenton, “Leave Emotional Baggage Behind,” by Joanne Victoria, “Professionalism in the Workplace” by Sharon Carter, “Professionalism Talk” by Timothy C Lethbridge, “Declaration of Professionalism” (Faculty of Medicine, university of Ottawa), “Are You a Professional?” at www.tipsforsuccess.org,  
Task 4:  Idiomatic expressions
              Total Class, reading  
Make a link to this last task. (For example, “Who remembers some of the idioms that were related to the topic of money from our last class?” Take a few minutes to recall/look back at some of the idioms.)
Then lead into the next part by saying, “Just in case you thought that that list of idioms was too short, I have another list here with a few more idioms related to money.”  Pass the two pages out to each participant.

Read through the expressions and examples as a total group.  Explain that the blank spaces at the end of the list are there for them to keep adding to their collection as they come across more idioms related to “money”  –yes, there are still more!  The review exercise can be finished before they leave or assigned for homework.
CLOSING REMARKS:

“Thanks for playing so professionally…now you have something new to add on your resume!  By the way, try to incorporate a few of the idioms that you learned about today in your conversations this (upcoming week)…”             
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	What are some admirable qualities of professional athletes?

     (
     (
     (
     (
     (



	What are the characteristics of a “good” doctor?

     (
     (
     (
     (
     (



	What qualities do we expect engineers 
and lawyers to have? 
     (
     (
     (
     (
     (
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	What are the characteristics of a “good” sales person?   
     (
     (
     (
     (
     (



	What qualities do we expect trades people to have who are good at their jobs? (Ex. electrician, plumber, mechanic, etc.)
     (
     (
     (
     (
     (



	What qualities do we expect government 

representatives to have?

     (
     (
     (
     (
     (
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CHARACTERISTICS OF A PROFESSIONAL

COMPETENT - properly or sufficiently qualified, capable 
EXPERIENCED - skilled or knowledgeable through practice

TRUSTWORTHY - deserving of trust or confidence, dependable
PRINCIPLED - following one’s morals and ethical standards, showing integrity    

ACCOUNTABLE - able to explain the reasons for one’s actions and decisions, responsible
COURTEOUS - having or showing good manners, polite

RESPECTFUL - accepting that people can feel different about a topic or issue
PURPOSEFUL - carefully ascertaining what is needed and wanted, focused
DEDICATED - committed to the project at hand and the career on the whole, committed
RESTRAINED - keeping within sensible limits, self-controlled
SUPPORTIVE - giving support to others in terms of encouragement, information, etc., helpful
COOPERATIVE - willingly working with others for a common purpose or benefit, collaborative
((((((((((((((((((((((((((((((((
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IS MY LEVEL OF PROFESSIONALISM “UP TO PAR”?

1. COMPETENT   What, exactly, have you done in the past 6 months to improve your performance    at work?
2. EXPERIENCED   What recent work experience has taught you something?
3. TRUSTWORTHY   Provide an example about yourself that proves to someone that he/she can trust you.
4. PRINCIPLED   What is something that you were tempted to do at work, which was against the rules, but you decided not to do it?    

5. ACCOUNTABLE   If someone wanted to see what you did at work last month, what record would you show?
6. COURTEOUS   When you use polite expressions, do you say them like you mean them?  
7. RESPECTFUL   Can you honestly say that you respect the point of view of all your coworkers?
8. PURPOSEFUL   What are the current “top three” items on your “to do” list?
9. DEDICATED   Using a percentage value as an indicator, how committed are you to your current job?  
10. RESTRAINED   When was the last time that someone or something frustrated you at work?                                  What did you do about it?
11. SUPPORTIVE   What was something you did at work today that truly helped someone? 
12. COOPERATIVE   What, specifically, have you done lately to ensure that the people with whom you work get a project done or work well together?
BUSINESS COMMUNICATION AND WORKPLACE CULTURE IN ONTARIO – PART 2

         IDIOMS RELATED TO MONEY – PART B

1.  to grease one’s palm – to give a tip, to pay for a special favour or extra help, to bribe

The border guard was fired because he greased his palm. 

2.  hand-out (noun) – in this case: clothing, food or money given to those in need 
They received hand-outs from the government until they got back on their feet. 

3.  hard up - not having enough money

His brother is hard up for cash because of his gambling problem. 

4.  highway robbery – to be charged a high price for something

The amount of money that they charge for phone services these days is highway robbery! 

5.  to hit the jackpot – to suddenly make a lot of money 

We hit the jackpot when we decided to include environmentally friendly products. 

6.  in the black - profitable, making money

Our company has been in the black despite the current economic downturn. 

7.  in the hole - in debt, owing money

They are in the hole because they overspent on their house and cars. 

8.  in the red - unprofitable, losing money

The organization is in the red and urgently needs funding from the government. 

9.  to live from hand to mouth  - to have only enough money for basic living 

Due to the natural disaster, people were forced to live from hand to mouth. 

10.  to live high off the hog – to have the best of everything, to live in great comfort

My neighbours have been living high off the hog since they got the inheritance. 
11.  to be loaded – to have lots of money

My uncle is loaded, but he worked very hard for it. 
IDIOMS RELATED TO MONEY – PART B – continued
12.  to lose one’s shirt – to lose all or most of one’s money

I lost my shirt when I opened the restaurant because I didn’t have a good business plan. 

13.  to make a bundle – to make a lot of money

I had made a bundle on the stock market, but I lost it all when the market crashed the following year. 

14.  to make a killing – to make a large amount of money

If you want to make a killing, don’t bother publishing books. 

15.  to make ends meet – to have enough money to pay one’s bills

They’ve been having trouble making ends meet because the inflation rate is rising so quickly.

16.  nest egg (noun)– a reserve of money
Be sure to set aside enough money to have a nest egg in case of an emergency. 

17.  on a shoestring - with little money to spend, on a very low budget

He started his business on a shoestring but now it’s worth millions. 

18.  on the house - paid for by the owner

The appetizers were on the house because the chef wanted to promote the new menu.

19.  to pass the buck – to make another person decide something, or to put the blame on someone else

The supervisor is always passing the buck to the workers. 

20.  to pay an arm and a leg for something – to pay a high price for something

We paid an arm and a leg for the cleaning services. 

21.  to pay off   a) to pay a debt     Part of her income is used to pay off her student loans.


  b) to bribe     The construction company tried to pay off the mayor. 
  c) to have a successful or unsuccessful outcome     

All of our hard work paid off –we got first place!
22.  to pay through the nose – to pay at a very high price, to pay too much
I paid through the nose for the medical care that I received while I was on vacation. 
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         IDIOMS RELATED TO MONEY – PART B continued

23.  to pick up the tab – to pay the bill

I picked up the tab when I took my friend out for dinner. 

24.  to pony up – to pay

We had to pony up a lot of money to get our car repaired so quickly. 

25.  two cents worth – one’s opinion

They asked me for my two cents worth before going ahead with the changes. 

26.  to shell out – to pay

My father shelled out a lot of money for my sister’s wedding. 

27.  to splurge on something – to spend more money than one might ordinarily spend

We decided to splurge and go to a resort for our holidays. 

28.  worth one’s salt - worth what one is paid

Our office manager is worth her salt and I’m so glad that I made the right choice when I hired her! 

29.

30.

31.

32.

Source: www.idiomconnection.com
BUSINESS COMMUNICATION AND WORKPLACE CULTURE IN ONTARIO – PART 2

        BUSINESS ENGLISH VOCABULARY
        Idioms Related to Money – Part B
EXERCISE

1. Which expressions from today’s list of idioms mean to pay “a lot of money”?

(
(
(
2. Which idioms can be used as other ways of expressing “to pay”?

(
(
(
(
(
3. Which idioms can be used to express “having very little” or “no” money?

(





(
(





(
(





(
4. Which expressions look like they refer to money but actually have a different meaning?

(                                      (
5. Please write or find a sample sentence for each of the following idioms.
a) highway robbery   _______________________________________________________ 
b) to hit the jackpot   _______________________________________________________
c) nest egg   _______________________________________________________  
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BUSINESS ENGLISH VOCABULARY
         Idioms Related to Money – Part B – ANSWERS
1. Which expressions from today’s list of idioms mean to pay “a lot of money”?

( to pay an arm and a leg (#20)
( to pay through the nose (#22)
( to splurge (#27)

2.  Which idioms can be used as other ways of expressing “to pay”?

( on the house (#18)
( to pay off (#21)
( to pick up the tab (#23)
( to pony up (#24)
( to shell out (#26)
3.  Which idioms can be used to express “having very little” or “no” money?

( hard-up (#3)



( to live from hand to mouth (#9)
( in the hole (#7)



( to lose one’s shirt (#12)
( in the red (#8)


       ( on a shoestring (#17)
4.  Which expressions look like they refer to money but actually have a different meaning?

( to pass the buck (#19)    ( two cents worth (#25)     ( to pay off (#21-C)


5. Please write or find a sample sentence for each of the idioms listed below.
a) highway robbery   _______________________________________________________
b) to hit the jackpot   _______________________________________________________
c) nest egg   _______________________________________________________  

































