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MODULE PLANNING FRAMEWORK
	THEME: On the Job 

	Module: Working Overtime

	Skills
	Listening

CLB 2
	Speaking

CLB 2
	Reading

CLB 2
	Writing

CLB 2

	Real World Task Goals 
	Understand a supervisor’s request to  work overtime
	Politely refuse a request from a supervisor to work extra hours
	Read pay-cheque/stub
	Fill out a leave of absence form

	Context Information Focus
	Employees are allowed to say “No” to requests for overtime work; however, there may be consequences
Importance of being polite and using appropriate language and intonation

	Importance of understanding your pay stub: deductions, overtime pay rate, entitlement of vacation pay  
Employment Standards re: overtime work
	Typical company policy re absences

Proper procedures need to be followed to request a leave of absence

	CLB Competency/ies
	III. Suasion

· Identify a range of expressions use to express and respond to requests

	III. Suasion
· …Respond to a number of requests

	III. Business/service text

· Understand very short, basic, common forms
IV.  Information texts

· Get information from a very basic short text
	III. Business/service texts

· Fill out simple forms



	Genre
	Work Request
	Work Refusal
	Pay Stub
	Absent from Work form

	Text structure/Features
	Features: Direct/indirect requests; orders

Tone: most likely direct
	Features: Apology and explanation


	Features of a typical pay cheque and stub


	Features of a typical absence form



	Language Focus
(Possible answers given in italics)
	Functions
Typical requests related to overtime or extra work:

Can you work overtime next week?

Can you work extra hours today?

Can you work until 5:00 tomorrow?

Vocabulary related to above situations and worksite

Stress and Intonation
Recognizing prominent/key words in a request:  Can you work OVERTIME tonight?

Recognize intonation pattern of Y/N questions vs. statements

Recognizing the difference between can and can’t in a phrase

Vocabulary
Different ways time might be expressed:

…work until five o’clock?

…work until five?
	Functions
Expressions to refuse a request:

Sorry, I can’t today

Sorry, not today

Maybe tomorrow/next week

Sorry, I have an appointment

I’m (really) sorry, but…

Stress and Intonation
Appropriate intonation of the above phrases
Pronunciation of can’t vs. can in a phrase
Vocabulary related to above situations and worksite

Grammar
Intensifiers: really, very
	Vocabulary
E.I

Vacation

Pay

Vacation Pay

Pay cheque

Pay stub

Income Tax

CPP 

Net/gross pay

Cash

Direct Deposit


	Vocabulary
Name 

Employee number

Date in

Date out

Reason

Appointment

Other

Vacation

Training

Circle

Check 

Supervisor

Authorization 

	Language and Learning Strategies
	Listen for specific information (e.g.: date, times, etc.)


	Ask for clarification/

confirm information


	Locate specific information
	Fill in appropriate spaces

Accuracy of information

Use pen

Clear printing

	Essential Skill Focus 
· ES-focused instructional activities
	Oral Communication, Document Use

	· 
	Oral Communication, Document Use, Working with Others: Students listen to the teacher’s instructions a couple of times and enter information on a blank absence form or pay stub. They work in pairs and compare their answers. They listen once again to the instructions to add any missing information. They check with peers one more time. Teacher hands out an answer key so students can check their answers
Note: Teach students how to say “I think…” when suggesting a different answer so that they practise the soft skills to disagree in an appropriate manner

	Teaching Resources & Materials
	Short simplified dialogs between  an employee and a supervisor exemplifying different types of requests
Comprehension questions
List of simple requests
	Short simplified dialog between employee and supervisor exemplifying different types of polite refusals

Teacher-made scenarios
	Simple teacher-made pay stub

Questions
	Simple teacher-made

Leave of absence form
Scenarios with information needed to fill out forms

	Outcome Assessment Task
	Listen to several simple requests from a supervisor to answer a list of multiple-choice comprehension questions

	Based on scenarios provided, students must decline a request or invitation  in an appropriate manner using correct intonation

	Students are given a completed pay stub and must use it to locate specific information in response to a series of questions
	Students are given a scenario and the information needed to complete a request for a leave of absence form

Students then fill out a simplified leave of absence form
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