Unit 7 – On The Job
Can I wear this to work?
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Is there anything wrong with this picture?

appropriate

inappropriate

Objective
Objective

In this unit, you will learn about workplace behavior and things you need to do to be a good employee and keep your job (or get a better one!). Today we will identify appropriate and inappropriate workplace behavior, including how you should dress on the job.

Activity A
Activity A

Imagine that you are at work.

Think carefully about each situation below and decide if it is appropriate (A)

or inappropriate (I).

Write A or I next to each statement.

	
	Ask a co-worker for help.

	
	Ask for a raise.

	
	Call in sick (when you are really sick)

	
	Send personal emails.

	
	Sit on your desk.

	
	Smoke, while you’re working.

	
	Talk to a friend on the phone.

	
	Do internet research for your child’s school project.

	
	Take products home for your friends and family.

	
	Talk to your supervisor about a problem with a co-worker.

	
	Arrive at work a few minutes late.

	
	Tell your supervisor you don’t understand something he or she said.


Activity B

Can you think of three more examples of appropriate and inappropriate workplace behavior?

1. 

2. 

3. 

Activity C
Activity C

Read each of the situations below and decide if it is appropriate or inappropriate.

	groom – v. to take care of your own appearance by keeping your body, clothes, and hair clean and neat.  N. - grooming
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	Alison is an administrative assistant in an office building. She runs every morning before she goes to work. Usually she gets home to shower, but this morning she is late. She has to decide between changing her clothes and having breakfast. She decides to skip breakfast today and shower and change into her work clothes.


	Ross is a mechanic who worked a 14-hour shift yesterday. He was so tired that he went to bed in his work clothes. When he got up in the morning, he didn’t have time to shower, but he washed his face, shaved, and put on a clean shirt. He didn’t have time to clean his fingernails, but he knew they’d be getting dirty again anyway.
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Why do you think personal grooming is important in the workplace?

Activity D
Activity D

In a small group, complete this list with facts about workplace grooming.

Some things are true for both men and women.

	Men
	Both
	Women

	Shave
	Pressed/iron clothing
	Not too much perfume

	
	
	

	
	
	

	
	
	

	
	
	


Group Activity Worksheet
Return to the lesson page for the writing activity or get it here. 

Writing Activity
