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Slide #1 - Welcome and brief introduction.  
Slide #2 - Brief description of the school where I work and the kinds of students I teach.  
Slide #3 - Goals of the business courses as presented to the participants:

Slide #4 – Accompanies the handout titled, “Course Overviews”. 
Slide #5 – Go over the purpose of this workshop:
“The purpose of this workshop is to show you a sample of class plans from this course.  The class plans for “Business Ethics” and “Professionalism in Canada” were chosen because they demonstrate how big topics that are more complicated and less concrete than topics such as making calls, email writing and the legislative environment can be handled in a practical, cohesive and meaningful way.  If we have time, we will also look at the information that the lesson “You and the Boss,” contains as well.  Since the selected class plans pertain to Part 2 of the course, I will start off by talking to you about a few key elements from Part 1 so that you can get a feel for the “overall package”, so to speak.”
- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 

Slide #6 – Sample Highlights from Part 1:  

Before we begin…

· Feel free to ask me questions throughout this workshop, but I don’t promise you that I can always give you an answer right away.  
· If you happen to notice a mistake somewhere, make a little note of it and put it on this table so that I can make the necessary changes.

· If you are interested in any other classes that I’m not going to talk about today, just let me know…this is a project that I took the extra time to prepare so that it could be shared with you! You’re welcome to pick up my card at the end of this session.

“So, let’s start with the very first part of the first class, “Networking and Making Connections”.  You know that the first class is crucial because it serves to set the tone for course, so this is how this course begins...”  

There is a table set up outside the classroom door where I, as the facilitator of the course, am standing to greet and welcome each participant.  At this table, I confirm their enrolment in the course and take care of any paperwork that needs to be done.  The participants make a name tag for themselves and pick up a course outline.  When all, or most, of the participants have arrived, I enter the classroom, formally introduce myself and congratulate the participants for passing their test.  When I congratulate them for passing “the test,” it piques their curiosity as well as causes confusion which is quickly cleared up when I explain that I meant the “Greetings Test”.  I invite them to reflect on those elements that are important to making a good impression on people, such as a confident walk, a steady gaze, a confident smile, etc.  Then I ask them to reflect on not only how they greeted me, but how they approached/addressed the other participants as they came in the room to sit at a table.
This is not an amazingly unique or fascinating kind of way to start a course, but I wanted to tell you why it is effective:
· It feels business-like from the get-go.  Going through the motions of “registering” for the course makes it feel more authentic, like going to a real conference.  (This “activity” actually gives some participants practice with filling out name tags.)  
· It feels professional.  The facilitator, dressed in a suit, is ready and waiting even before the class has started.  
· It’s attention grabbing.  1) Participants don’t expect to be greeted even before entering the class.  2) They hear the word “test” and they are scrambling to think about which test you mean.
· It provides the opportunity for making a personal connection. The teacher greets each participant and makes them feel like an important element of the course.
· It encourages participants to reflect on their actions or attitudes…without the feeling that they are being judged. 

· It shows them that success at work is not only about their degrees and knowledge or their level of English, but also about their general attitude and soft skills.
- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 

The second aspect of Part 1 that I want to describe to you today is about one of the games that I chose to incorporate. I decided to include a game or dynamic into each class in order to better prepare newcomers for the working environment of some companies that incorporate them into meetings, special days etc.  The newcomers who do work in companies that like using games or activities find them challenging because… 
a) they might not have cultural background information

b) they often require more casual and spontaneous interaction  
c)  they are simply not used to “playing games” depending on what their previous work experience was like
Therefore, most participants see the value of doing these activities…sooner or later!  By the way, most of the activities that are part of this course have been taken from business oriented books such as “More Quick Team-Building Activities for Busy Managers” by Brian Cole Miller.  

I set up a “Family Feud” game to practice some idioms that we covered in the lesson “Work Habits and Office Politics”.  This is a game that I once had to play as a review for a first-aid course I took several years ago.
This is how I set it up… (Describe)
I think this activity qualifies as a “good” one to do because:

· it really is used by different organizations as a way to review material 
· it shows them an aspect of our culture that they might know about and this will help them fit in better
· it gives an indication on the level of the participants’ listening comprehension skills 
· it serves as a way of showing the participants that they should actively start learning the material as we go through it in class…since attending a course and being engaged in it are two different things, right?
· again, it’s the kind of activity that’s attention grabbing 
· it makes the participants feel like they’re put on the spot and this is something that they know that they have to deal with in a real working environment

· it’s a way of reminding the newcomers that their bosses and coworkers will be observing them in all kinds of circumstances at work 
- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 

The last point I want to make is supported be the overall structure of the class called “At Meetings”:

You can add a lot to the class by doing everything possible to make what you are teaching feel real to the students.  For example, let’s just say that if part of a class happens to be about the models “can/can’t” and the function of offering to help, then come in with a load of books that is sky-high and see who offers to help you and how they go about doing it.  It’s that particular moment that you set up that you can build on for your lesson.  

Therefore, the topic of meetings lends itself beautifully to this kind of set-up.  I treat this class as a real meeting.  The effect of a real meeting is achieved by giving the participants a real memo about the “meeting” in the previous class, having a real agenda for the “meeting” as a handout and written on the board, posting a “Meeting in Progress” sign, and even putting jugs of water and glasses on the desks/tables set up like a meeting is likely to have.  For this class, I teach what I want to about meetings through the role of being the chairperson.  Thus, from the second that the participants come into the room and see it set up, they are intrigued, engaged and appreciative of the effort you have put into the class.

Any questions so far?

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 
Slide #7 – “Professionalism in Canada”
Now, allow me lead you through the first half of the class “Professionalism in Canada” as if you were the participants of this business course.  I will provide you with the class plan afterwards.  
(For this part, please refer to the class plan.)
.

.

.

Slides 8-16: 

I would also like to show you the class that I put together for “Business Ethics”.  
I start this class by putting the definition of ethics on the board… (See corresponding class plan.)  
.

.

.

Slide #18  (If time allows for it.)  The class plan for “You and the Boss” will be available in the handouts section of the conference so that you can see how I approached this topic and the suggestions that I have for the sources of information.
Is there time left for “Q&A”?  

Thank-you. 
