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Unit 5    Do’s and don’ts


Rules at your company
Online-Link

808236-0043

Situation

You work for the company Model Company in Model City. 

John from Bath in England is doing a work experience with Model Company. During his first week you show him round the company and inform him about your job. On the third day he asks you:
“I’ve noticed some signs in the buildings. But people also seem to follow further rules at work. Can you please explain the rules of Model Company to me? I just don’t want to make a mistake.”

Your task
Find out about different rules at Model Company and then explain five rules to John. 
(Please refer to Unit 5 in your student’s book.)

Think about the following aspects:

· signs which define rules

· What about smoking in the company?

· Do people wear protective clothes?

· Do people follow a dress code?

· greeting superiors and colleagues

You may work together with a partner. Express the rules, then write a short dialogue informing John about these rules.
You can start like this:

You:
Of course, John. I understand that you want to give a good impression.

John:
Yes, that’s right.

You:
Now, let me explain …

Possible dialogue

John:
I’ve noticed some signs in the buildings. But people also seem to follow further rules at work. Can you please explain the rules of Model Company to me? I just don’t want to make a mistake

You:
Of course, John. I understand that you want to give a good impression.

John:
Yes, that’s right.

You:
Now let me explain the signs. Which signs did you notice?

John:
Well, first of all a red sign with a crossed out cigarette.

You:
I assume you already know that this means: No Smoking.

John:
Yes, I’ve seen it before. But what about the blue sign with big boots?

You:
That means you have to wear protective shoes in the production. And do you know what the sign with the crossed out mobile phone means?

John:
Possibly that people are not allowed to use a mobile phone in those parts of the company?

You:
Correct. The signs seem to be easy. However, as you noticed people also follow further rules.

John:
Ehm, some people looked at me in a strange way when I was wearing shorts and a T-Shirt yesterday.

You:
Please consider the unwritten rule of a dress code. Especially if you have contact with customers you have to wear proper clothes.

John:
And how do I address someone, e.g. the head of the department?

You:
Of course you use his or her surname when you speak to the person for the first time. Even if superiors address you with your first name. 

John:
Thank you. I hope I can remember all of that.

You:
You’ll be all right. Otherwise just ask.









































































	2
	
	
	© Ernst Klett Verlag GmbH, Stuttgart 2008 | www.klett.de
Von dieser Druckvorlage ist die Vervielfältigung für den eigenen Unterrichtsgebrauch gestattet. Die Kopiergebühren sind abgegolten. Alle Rechte vorbehalten.
	[image: image1.png]


	[image: image2.png]
	© Ernst Klett Verlag GmbH, Stuttgart 2008 | www.klett.de
Von dieser Druckvorlage ist die Vervielfältigung für den eigenen Unterrichtsgebrauch gestattet. Die Kopiergebühren sind abgegolten. Alle Rechte vorbehalten.
	
	
	1



