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Colegio de Bachilleres del Estado de Sonora

CTP: Inglés para Relaciones Laborales

El Colegio de Bachilleres del Estado de Sonora (COBACH), desde la implementación de la Reforma Integral de 
la Educación Media Superior en 2007, de forma socialmente responsable, dio inicio a la adecuación de su Plan 
de estudios y a sus procesos de enseñanza aprendizaje y de evaluación para reforzar su modelo de Educación 
Basada en Competencias, y así lograr que pudieran sus jóvenes estudiantes desarrollar tanto las competencias 
genéricas como las disciplinares, en el marco del Sistema Nacional del Bachillerato.

Este modelo por competencias considera que, además de contar con conocimientos, es importante el uso que 
se hace de ellos en situaciones específicas de la vida personal, social y profesional. Dicho de otra forma, el ser 
competente se demuestra cuando, de forma voluntaria, se aplican dichos conocimientos a la resolución de 
situaciones personales o a la adquisición de nuevos conocimientos, habilidades y destrezas, lo que hace que se 
refuerce la adquisición de nuevas competencias.

En ese sentido el COBACH, a través de sus docentes, reestructura la forma de sus contenidos curriculares y lo 
plasma en sus módulos de aprendizaje, para facilitar el desarrollo de competencias. En el caso del componente 
de Formación para el Trabajo, además de las competencias genéricas, fortalece el sentido de apreciación hacia 
procesos productivos, porque aunque el bachillerato que te encuentras cursando es general y te prepara para 
ir a la universidad, es importante el que aprendas un oficio y poseas una actitud positiva para desempeñarlo.

De tal forma que, este módulo de aprendizaje de la Capacitación para el trabajo de Inglés para Relaciones 
Laborales, es una herramienta valiosa porque con su contenido y estructura propiciará tu desarrollo como 
persona visionaria, competente e innovadora, características que se establecen en los objetivos de la Reforma 
Integral de Educación Media Superior.

El módulo de aprendizaje es uno de los apoyos didácticos que el COBACH te ofrece con la finalidad de garantizar 
la adecuada transmisión de saberes actualizados, acorde a las nuevas políticas educativas, además de lo que 
demandan los escenarios local, nacional e internacional. En cuanto a su estructura, el módulo se encuentra 
organizado en bloques de aprendizaje y secuencias didácticas. Una secuencia didáctica es un conjunto de 
actividades, organizadas en tres momentos: inicio, desarrollo y cierre.

En el inicio desarrollarás actividades que te permitirán identificar y recuperar las experiencias, los saberes, las 
preconcepciones y los conocimientos que ya has adquirido a través de tu formación, mismos que te ayudarán 
a abordar con facilidad el tema que se presenta en el desarrollo, donde realizarás actividades que introducen 
nuevos conocimientos dándote la oportunidad de contextualizarlos en situaciones de la vida cotidiana, con 
la finalidad de que tu aprendizaje sea significativo. Posteriormente se encuentra el momento de cierre de la 
secuencia didáctica, donde integrarás todos los saberes que realizaste en las actividades de inicio y desarrollo. 

En todas las actividades de los tres momentos se consideran los saberes conceptuales, procedimentales y 
actitudinales. De acuerdo a las características y del propósito de las actividades, éstas se desarrollan de forma 
individual, grupal o equipos.

Para el desarrollo de tus actividades de la capacitación para el trabajo deberás utilizar diversos recursos, desde 
material bibliográfico, videos, investigación de campo, etcétera; así como realizar actividades prácticas de 
forma individual o en equipo. 
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La retroalimentación de tus conocimientos es de suma importancia, de ahí que se te invita a participar de 
forma activa cuando el docente lo indique, de esta forma aclararás dudas o bien fortalecerás lo aprendido; 
además en este momento, el docente podrá tener una visión general del logro de los aprendizajes del grupo.

Recuerda que la evaluación en el enfoque en competencias es un proceso continuo, que permite recabar 
evidencias a través de tu trabajo, donde se tomarán en cuenta los tres saberes: conceptual, procedimental y 
actitudinal, con el propósito de que apoyado por tu maestro mejores el aprendizaje. Es necesario que realices 
la autoevaluación, este ejercicio permite que valores tu actuación y reconozcas tus posibilidades, limitaciones 
y cambios necesarios para mejorar tu aprendizaje.

Así también, es recomendable la coevaluación, proceso donde de manera conjunta valoran su actuación, con 
la finalidad de fomentar la participación, reflexión y crítica ante situaciones de sus aprendizajes, promoviendo 
las actitudes de responsabilidad e integración del grupo. 

Finalmente, se destaca que, en este modelo, tu principal contribución es que adoptes un rol activo y 
participativo para la construcción de tu propio conocimiento y el desarrollo de tus competencias, a través de 
lo que podrás dar la respuesta y la contextualización adecuadas para resolver los problemas del entorno a los 
que te enfrentes, ya sean personales o profesionales.
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Se trata de la evaluación que se realizará al inicio de cada 
secuencia didáctica y que te permitirá estar consciente de 
tus conocimientos acerca del tema que abordarás.

EVALUACIÓN DIAGNÓSTICA

Es la relación de palabras nuevas o de las cuales pudieras 
desconocer su significado. Es útil para conocer nuevos 
conceptos, ampliar tu vocabulario y comprender mejor 
las lecturas.

GLOSARIO

En este espacio realizarás una evaluación de tu propio 
trabajo, misma que deberá ser honesta para que puedas 
identificar los conocimientos que has adquirido y las 
habilidades que has desarrollado, así como las áreas que 
necesitas reforzar.

AUTOEVALUACIÓN

En este apartado encontrarás el espacio para calificar 
tu desempeño, que será por parte de tu profesor, tus 
compañeros (coevaluación) o tú mismo (autoevaluación).

EVALUACIÓN DE ACTIVIDADES

Durante el semestre, tu profesor te irá indicando qué 
evidencias (trabajos y ejercicios) debes ir resguardando 
para integrarlos en un portafolio, mismos que le 
entregarás cuando te lo indique, a través del cual te 
evaluará.

PORTAFOLIO DE EVIDENCIAS

Son reactivos que aparecen al final de un bloque, al 
realizarlos reforzarás los conocimientos adquiridos 
durante el bloque y desarrollarás tus habilidades.

REACTIVOS DE CIERRE

Esta actividad resume los conocimientos adquiridos 
durante un proceso, ya sea una secuencia didáctica, un 
bloque o lo visto en un semestre completo. Es la suma 
teórica y práctica de tus conocimientos y es útil para 
fortalecer tu aprendizaje.

ACTIVIDAD INTEGRADORA

Este tipo de evaluación se hace con uno o varios de tus 
compañeros, en ella tú los evalúas y ellos a ti. Les permite, 
además de valorar sus aprendizajes, colaborar y aprender 
unos de otros.

COEVALUACIÓN

Es el listado de referencias que utilizaron los profesores 
que elaboraron el módulo de aprendizaje, contiene la 
bibliografía, las páginas de internet de las cuales se tomó 
información, los vídeos y otras fuentes que nutrieron los 
contenidos. Te permite también ampliar la información 
que te proporcione tu profesor o la del módulo mismo.

FUENTES DE INFORMACIÓN

La rúbrica es una tabla que contiene niveles de logro 
o desempeño especificados en estándares mínimos 
y máximos de la calidad que deben tener los diversos 
elementos que componen un trabajo. Sirve como guía 
para saber qué debe contener un trabajo y cómo debe 
ser realizado. 

RÚBRICA DE EVALUACIÓN

El glosario icónico es la relación de figuras que encontrarás en diversas partes de tu módulo. Enseguida, se 
muestran junto con su definición, lo que te orientará sobre las actividades que deberás realizar durante el 
semestre en cada una de tus asignaturas.

ACTIVIDAD 1
SD1-B1

Con este gráfico identificarás la Actividad dentro del texto, 
incluyendo la indicación y especificando si debe realizarse 
de manera individual, en equipo o grupal.

Individual

Equipo Grupal
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“Una competencia es la integración de habilidades, conocimientos y actitudes en un contexto específico”. 

Para dar continuidad a los trabajos propuestos por la Dirección General de Bachillerato (DGB), en los 
programas de formación para el trabajo de la Capacitación de Inglés para Ralaciones Laborales y con el 
propósito de responder a las necesidades de información que requieres como estudiante, el presente módulo 
de aprendizaje tiene como objetivo acercarte, en un solo documento, tanto a contenidos y elementos teóricos 
como a ejercicios y proyectos prácticos para dotarte de los conocimientos y competencias que hoy en día se 
requieren en el sector productivo y de servicios, y de esta manera, integrarte al mercado laboral conforme 
a las exigencias de la globalización, o bien, continuar con su formación profesional en una institución de 
educación superior.

En este contexto, tu módulo de aprendizaje fue rediseñado por docentes del Colegio de Bachilleres del Estado 
de Sonora, para lograr elaborar un documento que articulara los contenidos propuestos por la DGB para 
el componente de formación para el trabajo  con las Normas Técnicas de Competencia Laboral (NTCL), del 
Consejo de Normalización y Certificación de Competencia Laboral (CONOCER), dando como resultado este 
material acorde con las tendencias de las competencias laborales que demanda el empleo en Sonora y el país.

En cuanto a su estructura, el módulo de aprendizaje aporta los elementos necesarios para adquirir los 
conocimientos y desarrollar las habilidades, actitudes y valores en ti que, en conjunto, te hagan ser competente 
en un determinado oficio que los sectores productivo o de servicios demanden, y que se determinen con base 
en estándares nacionales e internacionales de calidad; te provee de herramientas para lograr que adquieras 
los conocimientos necesarios y nuevos; te apoya en tu crecimiento y desarrollo. Por otra parte, es también 
un instrumento de gran utilidad para los docentes que imparten la capacitación de Inglés para Ralaciones 
Laborales, pues estandariza los contenidos en todos los planteles del Colegio.

En resumen, los módulos de la capacitación para el trabajo de Inglés para Ralaciones Laborales,  están diseñados 
para formarte en un proceso de mejora continua de calidad educativa, y de los elementos necesarios para 
que te dediques y desempeñes de forma óptima a un oficio o, si así lo decides, continúes una profesión.
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COMPETENCIAS PROFESIONALES DE EGRESO

Durante el proceso de formación de los cuatro módulos, el estudiante desarrollará las siguientes competen-
cias profesionales, correspondientes a la capacitación: Inglés para Relaciones Laborales. 

1

2

3

4

5

6

Identifica y emplea diversos tipos de documentos oficiales para el intercambio 
de información en una empresa. 

Emplea técnicas de lectura para una mejor comprensión de documentos ofi-
ciales y todo lo que esta requiera para un buen funcionamiento de ella. 

Utiliza correctamente frases formales, para desenvolverse en el ámbito labo-
ral, y en situaciones diversas. 

Utiliza sus habilidades auditivas y comunicativas para entablar conversaciones 
reales y por vía telefónica. 

Analiza los diversos problemas que pueden ocurrir en el ámbito laboral y pro-
pone soluciones efectivas. 

Demuestra sus conocimientos al desenvolverse efectivamente en una entre-
vista de trabajo. 
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Didactic Sequence 1
USING GREETING EXPRESSIONS IN THE WORK ENVIRONMENT.

Greeting people.
A greeting is a very common, 
every day event; after all, you 
greet people all the time: at 
school, in the street, in your 
house, everywhere! However, 
do you ever stop to think what a 
greeting means? It is considered 
a sign of civility; That is, if you 
don’t do it right, people will think 
you are rude.

You have probably heard the 
expression “the first impression 
is the most important.” A good 
greeting can be the beginning of 
a good first impression. 

You probably greet your friends in 
a casual manner, something like, 
“Hey, what’s up?” or “Hi, how 
are you?” If you are in a more 
formal situation, such as meeting 
your girlfriend or boyfriend’s 
father, you would probably say 
something like, “How do you do, 
sir?”

However, the fact of the matter is that the globalized nature of today’s business world 
makes it necessary to travel as part of your job description. Think about it: a corporation 
may have its main offices in New York City; it may operate manufacturing plants in 
Monterrey, Mexico; and it may have suppliers all over the globe, in countries such 
as China, Taiwan, etc. Sure, modern telecommunications means that it is possible to 
make video calls, communicate via email, or a regular long-distance telephone call; 
nonetheless, there are still many reasons for plain old face-to-face meetings. Try signing 
a multimillion dollar contract over a social media video call. It won’t go that well.

Of course, there are plenty of less urgent, though still very valid, reasons to fly: you 
may have to attend to a training course for your job; you may have to teach a training 
course for your job; you could be required to oversee the opening of a new plant or a 
new franchise for your company. Finally, you could perhaps be very tired from all that 
traveling your job requires, so you are flying somewhere nice for a relaxing vacation.

Start Up Activities

Even a criminal like Al Capone shakes hands.
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Discuss as a group: How does the way people greet you affect your attitude? Write a 
way in which a greeting affects the way you feel:

_____________________________________________________________________

_____________________________________________________________________

_______________________________________

Now, discuss your answer with the group.

As you probably guessed, something as simple as a greeting can quickly change the way 
we feel about somebody; likewise, it 
can change the way somebody feels 
about us! We should always pay 
attention to the way we greet people. 

The first step we should consider is the 
context of the greeting. 

• Is it a formal situation?
• Is it a casual, informal 
situation?
• Who are we greeting? A 
friend? A complete stranger? 
The President?
• What behavior is expected of 
us?

A greeting is more than just the 
words; your tone of voice, choice of 
vocabulary and body language all play 
a part. When you really think about 
it, a good greeting involves a lot of 
factors. If you really want to cause a 
good impression, you should consider 
all of them carefully.

ACTIVITY 1
SD1-B1
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Development Activities

Your teacher will divide you into small teams. As a team, brainstorm a list of situations that require formality, and 
a list of situations that are informal. Come up with a list of at least FIVE items for each.

Now, come up with at least FIVE greetings appropriate for each type of situation. AVOID single-word greetings.

What did you come up with? Can you use the same greetings in both formal and informal situations? By now, it 
should be very clear that the context of the situation defines what your greeting and behavior should be. Do you 
feel comfortable in both types of situation? Sometimes, people can feel uncomfortable and awkward in situations 
they are not used to; for example, if you are a very casual person, and you are used to being very informal, it may 
feel strange to use formal expressions. Nonetheless, it is important that you overcome such feelings. And do you 
know the best way to do it? Practice!

ACTIVITY 2
SD1-B1

Formal Informal

Formal Informal
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Meeting People

Your teacher will divide you into small teams. As a team, brainstorm a list of situations that require formality, and 
a list of situations that are informal. Come up with a list of at least FIVE items for each.

In small teams (2-3 people) practice your greetings orally. Don’t forget, a greeting is much more than just the 
word: pay attention to your body and facial expressions.
Practice greeting your partners in the following situations:

• Friends who meet in the street.
• A stranger at a formal dinner party.
• A relative at a funeral.

Closing Activities

ACTIVITY 3
SD1-B1

Things to remember:
• Who are you greeting?
• What is the context?
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Didactic Sequence 2
USING CORRECT ETIQUETTE

If somebody asked you, “how should you behave at your work place?,” you would 
probably answer, “Seriously,” or “with formality” (as well you should). But, what does 
it mean to be “serious,” or “formal”? Think about the following: you are probably casual 
and informal with your friends and your family, but do you behave the same way around 
your friends than you do around your mother? Probably not.

By now, you have a clear idea of how to greet people in a formal or informal manner. It 
is still up to you, however, to appraise each situation and discern what level of formality 
is required.

So, how do we do that? By observing etiquette.
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Meeting People

Warm up Activites
Individual activity
Carefully study the following images of people greeting each other:

Warm up Activities

ACTIVITY 1
SD2-B1

Are they formal or informal?

__________________________________________________________________________________________

__________________________________________________________________________________________

_______________________________________________________________________________________

Why do you think they greet each other in those ways? Why don’t they just shake hands?

__________________________________________________________________________________________

__________________________________________________________________________________________

_______________________________________________________________________________________

Discuss your answers as a group.
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In society, there are rules that define our behavior. The most obvious example are the laws which govern our 
country. They tell us, in very certain terms, what is permitted and what isn’t permitted, v.g.

It is illegal to drive under the influence of alcohol.

It is illegal to steal money from a bank.

If you sign a legal contract, you are obligated by law to honor it.

On the other side, there are the much more subtle rules of etiquette, i.e. a set of codes that define conventional, 
expected behavior within a society, a social class, or a group. These rules are not legally enforced; rather, they are 
socially enforced.
After all, no one is going to jail for not saying, “Good morning.” Yet, they can suffer social penalties (People don’t 
talk to him or her, he or she is branded as “rude” or “stuck up,” etc)

Development Activities
Team activity

Form teams of five people
How aware are you of proper etiquette? Study the situations depicted in the images below, and write the 
social rules of etiquette that apply in each situation. Write at least THREE etiquette rules for each item.

Enfatizado en recuadro
Having trouble coming up with answers?

What would you do in that situation?
What is expected of people who are well-mannered?
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Meeting People

As you can see, we apply rules of etiquette every time we interact with other people. Just because they are not 
written down in a book, or enforced by the police, it doesn’t mean that they aren’t important. It is by following 
these unwritten rules that we can have productive, beneficial interactions with other people. 

This is especially important in a working environment; your friends and family may tolerate your breaches of 
etiquette, but strangers are usually less tolerant; and what is an office, after all, but a room full of strangers (at least 
your first day of work) who must spend time together and collaborate towards a common goal every day.

A good grasp of our work environment’s etiquette can facilitate our job, make us well-regarded by our colleagues, 
and contribute to a better job experience.
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Closing Activities

Do you have a dream job? Perhaps you want to be a game programmer at your favorite video game company? Or 
perhaps you have ambitious dreams of being a powerful executive at an international bank; whatever your dream 
position is, you will need to understand how to fit in that particular environment.

Think about your desired job, and then write down how it will affect:

The way you dress: They way you talk: How you behave in public:

ACTIVITY 2
SD2-B1
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Getting along with others is a key factor of a successful work environment (of course, 
this also applies to our familiar and social environments.) You are now aware of the role 
etiquette, the social conventions that rule behavior, plays in determining how you get 
along with others. But what determines etiquette? If it is not written down or enforced 
by the government, how do we know what is correct or incorrect? How do we determine 
appropriate or inappropriate? Polite or rude?

You might hear different answers from different people:

It’s tradition.
It’s what everybody is doing.
It’s what my momma told me.
Ultimately, it all boils down to the same thing: culture.

Do you know what culture is? Again, you might hear different answers from different 
people: 

Culture is art.
Culture is education.
Culture is traditional values.
Culture is an ethnicity.

However, the true answer is much more inclusive than any of those options. Simply 
put, culture is all of those things and more. It permeates our daily life, our thoughts, and 
actions.  The Community Toolbox (http://ctb.ku.edu), a website dedicated to providing 
resources and education for community activists, offers this definition of cultura:

“‘Culture’ refers to a group or community which shares common experiences that shape 
the way its members understand the world. It includes groups that we are born into, 
such as race, national origin, gender, class, or religion. It can also include a group we 
join or become part of. For example, it is possible to acquire a new culture by moving to 
a new country or region, by a change in our economic status, or by becoming disabled. 
When we think of culture this broadly we realize we all belong to many cultures at 
once(…) Culture is a strong part of people’s lives. It influences their views, their values, 
their humor, their hopes, their loyalties, and their worries and fears.” --The Community 
Tool Box, “Understanding Culture and Diversity in Building communities.”

Going by this definition, we can see that culture isn’t just physical objects, or 
traditions; it is also the ideas behind those things.

Didactic Sequence 3
RECOGNIZING CULTURALLY IMPORTANT ASPECTS WHEN MEETING 
PEOPLE OF OTHER NATIONALITIES.

Start Up Activities

http://ctb.ku.edu/


26
Colegio de Bachilleres del Estado de Sonora

CTP: Inglés para Relaciones Laborales

First, observe the pictures below and identify what they are. All of the things depicted below can be considered 
manifestations of culture.

ACTIVITY 1
SD3-B1

Now, you will have a brainstorm, i.e., a group discussion of ideas. Your teacher can serve as moderator. 

The idea to be discussed by your group is: where do these manifestations of culture come from? Think 
about why the Yaquis choose a deer to represent in their dance, why the tribal boots are so pointy, etc. 
Consider what elements contributed to each one: Nationality? Social class? Tradition? Etc.

Danza del 
Venado, 
traditional 
Yaqui 
folkloric 
dance.

Tribaleros.

Las Meninas, 
oil painting 
by Diego 
Velazquez.

A bowl of 
tamales.
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Make sure that you participate with your ideas; the teacher may also call on you to participate.

Finally, write down a summary of the ideas expressed by the group about each picture:

Danza del Venado 

__________________________________________________________________________________________

__________________________________________________________________________________________

_______________________________________________________________________________________

Las Meninas

__________________________________________________________________________________________

__________________________________________________________________________________________

_______________________________________________________________________________________

Tribaleros

__________________________________________________________________________________________

__________________________________________________________________________________________

_______________________________________________________________________________________

Tamales

__________________________________________________________________________________________

__________________________________________________________________________________________

_______________________________________________________________________________________

The Multicultural Office.

What happens when your work environment consists of people from different cultures? That can be something as 
simple as having co-workers from different religions, or even just from different regions of the country. 

What if your job requires you to travel and interact with people from other countries whose cultural traditions are 
radically different from your own? 

Of course, you should prepare yourself to deal with these differences. How can you go about doing that? You 
can study multiple etiquette guides; you can ask the advice of people who come from those cultures, and from 
those who have the experience from previous travels, jobs, or life in general; one important first step, though, is 
to recognize your own cultural identity: how you own culture shapes the way you see the world and other people.
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The Community Toolbox website offers the following guidelines as a starting point:

 
Make a conscious decision to establish friendships with people from other cultures.

Put yourself in situations where you will meet people of other cultures.

Examine your biases about people from other cultures.

Ask people questions about their cultures, customs, and views.

Read about other people’s culture and histories.

Listen to people tell their stories.

Notice differences in communication styles and values; don’t assume that the majority’s way is the right 
way.

Risk making mistakes.

Learn to be an ally.

However, this is easier said than done. Being aware of your culture and its interactions with other cultures is 
an active, process of reflection; you can’t just sit back and wait for it to happen. You must deliberately and 
consistently think about it and be aware of it. A good first step is to determine: what is your cultural identity?
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Development Activities

ACTIVITY 2
SD3-B1

Your cultural identity is all of the things that shape who you are, how you act, and how you see the world. 

Remember, this activity does not consist of merely creating a list of your likes and dislikes. It’s about 
reflecting how such things shape the way you see the world. 
For example, if you list “Liking Carne Asada” as a part of your cultural identity, you should note how that 
affects the way you act and see the world: do you refuse to go a party unless they serve carne asada? Do 
you avoid the friendship of vegetarians?  
 
If you can’t think of a way it affects the way you act and see the world, then it probably isn’t a part of your 
cultural identity.

List all the cultures you belong to: 

What is your: 

Religion 
Nationality 
Race 
Sexual identity 
Ethnicity 
Occupation 
Marital status 
Age 
Geographic region

Are you: 

A female 
A male 
Disabled 
From an urban area 
From a rural area 
A parent 
A student

Have you ever been: 

In the military 
Poor 
In prison 
Wealthy 
In the middle class 
In the working class

Now, share your notes with the class. Write down what are the most common factors among the group. Your 
teacher will serve as moderator for the discussion.

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

_______________________________________________________________________________________
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Have you identified all the cultures you belong to? Yo can probably tell that your identity is made up of numerous factors, 
and that they all interact with one another; for you, some may be more important than others. You might consider, as an 
example, that your religion is very important to you, even more so than your nationality or your regional provenance. 
 
However, your must recognize that for another person, the opposite might be just as true. His or her nationality may be the 
most important part of his or her identity, while religion is only important so far as in it reflects their national values. Being 
aware of this might help you better understand this person, and any potential opinions you might conceive about him or her. 
 
With that in mind, it’s time you really thought about yourself and the way you interact with the world.

Using the information from the previous exercise, you will prepare a short presentation to give in front of your 
group.

Your presentation should be 3-5 minutes long.

It should involve the factors you listed in the previous exercise as part of your cultural identity.

Focus on the following three questions:
• What is the most important part of your cultural identity for you? Why?
• Are there any parts of your identity that make you feel separated from others? Why?
• What unexamined biases or prejudices do you think you have?
• Once again, remember: this isn’t a rundown of your likes and dislikes; this is about the way you see the 
world.

Closing Activities

ACTIVITY 3
SD3-B1
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Your 
Presentation Excellent Good Regular Not good score

Content

You adress all the 
points requiered in 
the presentation.

You go into the 
topic in-depth and 
offer examples or 
explanations.

You leave out 
one of the 
topics, or you 
don’t offer 
good examples.

Your presentation 
only addresses 
the topics 
superficially. You 
offer no examples 
of what you say.

You don’t address 
the required 
topics. 
You just state 
your likes and 
dislikes.

Fluency & 
grammar

You use diverse 
gramar structures 
appropriate for 
your level. Your 
pronunciation is 
clear and you don’t 
leave long pauses 
of silence.

You only 
use simple 
grammatical 
structures, 
appropriate for 
LAE I. 
You forget 
words, or start 
pausing too 
much.

You commit 
errors in verb 
conjugation or 
verb tense.

You have long 
pauses in your 
presentation. 
You make some 
mistakes in your 
pronunciation.

You commit 
multiple grammar 
errors. Your 
pronunciation 
makes it difficult 
to understand 
what you say.

Poise

You display 
a confident, 
enthusiastic 
attitude; you make 
eye contact with 
your audience and 
you control the 
room.

You sometimes 
lose control 
of your body 
language 
(twitchy hands, 
body). Your 
focus too much 
on the teacher 
and ignore 
the rest of the 
group.

You hide behind 
notes.

You show a 
nervous attitude, 
or don’t pay 
enough attention 
to your audience.

You read your 
presentation. 

You hide yourself 
on a side of the 
room away from 
your audience. 
You don’t engage 
them (i.e. you 
spend your time 
looking at the 
floor or ceiling.)

Total score

Your teacher will assign a numeric value to each category, as he sees fit.
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It’s time to put everything you have learned to use. For this activity you need to form teams of 4-6 students. You 
can form them yourself, or your teacher can assign the groups. 
 
You MUST do the following research beforehand: 
Visit the eDiplomat website and do the short reading on Japanese etiquette. (You can use the following link: 
http://www.ediplomat.com/np/cultural_etiquette/ce_jp.htm) 
 
Once your entire team is familiar with the basics of Japanese Etiquette, you must develop and role-play a 
conversation in front of the class.

Half of the team will play the part of Mexican business people, trying to form a partnership with a prestigious 
Japanese company.
The other half of the team will play their Japanese counterparts, who are deciding if they will do business with 

the Mexican delegation.
Develop a short conversation that includes greetings, introductions, and a brief talk about the intended business 
(you can make it about any product you want: videogames, tuna fish, pointy boots, etc)
Your conversation and attitude must reflect the rules of etiquette stated in the eDiplomat website.

Role-play your conversation in front of the class!

INTEGRATING ACTIVITY

http://www.ediplomat.com/np/cultural_etiquette/ce_jp.htm
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Your 
Presentation Excellent Good Regular Poor score

Content

You adress all the 
points requiered in 
the presentation.

You obey the rules 
of etiquette in 
your words and 
behavior.

You present a 
rich, entertaining 
dialogue. Everyone 
participates.

You leave out 
one of the 
topics, or you 
don’t follow all 
of the rules of 
etiquette

Your presentation 
doesn’t follow the 
rules of etiquitte. 

Only one or two 
people participate 
while the rest 
only stand around 
and say “yes” 
occasionally.

You ignore 
the rules of 
etiquette.

Your dialogue is 
short and stilted.

Fluency & 
grammar

You use diverse 
gramar structures 
appropriate for 
your level. Your 
pronunciation is 
clear and you don’t 
pause. 

You only 
use simple 
grammatical 
structures, 
appropriate for 
LAE I. 
You forget 
words, or start 
pausing too 
much.

You commit 
errors in verb 
conjugation or 
verb tense.

You have long 
pauses in your 
speech. 
You make some 
mistakes in your 
pronunciation.

You commit 
multiple 
grammar 
errors. Your 
pronunciation 
makes it difficult 
to understand 
what you say.

Poise

You display 
a confident, 
enthusiastic 
attitude; you deliver 
your lines with the 
appropriate tone 
and emotion.

You sometimes 
lose control 
of your body 
language 
(twitchy hands, 
body). 

You hide behind 
notes.

You show a 
nervous attitude. 
You forget to pay 
attention to your 
body language.

You read your 
presentation. 

You deliver 
your lines in 
an apathetic 
tone. Your 
body language 
screams “I don’t 
care.”

Total score
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Asking Questions
BLOCK 2

Asking Questions Correctly
Asking relevant questions

Tiempo asignado: 15 horas.

Content
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Didactic Sequence 1
ASKING QUESTIONS CORRECTLY

Start Up Activities

So there you are, all settled into your office environment, getting ready to start your new 
job. The first day (at the office, at school, at ballet class, wherever) can often be a stress-
ful experience: you are the new guy on the block, you probably don’t know anyone, and 
you have a million questions about your new job.

Fortunately for you, there is a handy solution. Start asking questions! “Wait, that’s it? 
Just ask questions?” You might be asking yourself right now. “Is it that simple?” 

The short answer is “yes.” The somewhat longer answer is that the more information 
you have, the better prepared you will be for any and all challenges that come your 
way. Are you unsure about your new responsibilities? Ask your supervisor about the 
details; ask people with more experience about how they handle things. Do you wish to 
become better acquainted with your new co-workers? Ask them about their lives, their 
job experience, their hobbies. Unsure about how to behave in the office? Ask questions 
about office policies; if you are in a different country, or if your office has a great deal of 
diversity, ask about any cultural traditions that are observed. The point is that questions 
are a powerful tool to help you navigate any new environment. 
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Let’s practice asking some questions! Pair up with a partner, preferably someone in the class with whom you do 
not interact often. Now, come up with ten questions about his or her routine, hobbies, etc, so you can get to know 
him or her better. Write down the answers.

Question 1:_________________________________________________________________________________
Answer:____________________________________________________________________________________

Question 2: ________________________________________________________________________________
Answer: ___________________________________________________________________________________

Question 3: ________________________________________________________________________________
Answer: ___________________________________________________________________________________

Question 4: ________________________________________________________________________________
Answer: ___________________________________________________________________________________

Question 5: ________________________________________________________________________________
Answer: ___________________________________________________________________________________

Question 6:_________________________________________________________________________________
Answer:____________________________________________________________________________________

Question 7: ________________________________________________________________________________
Answer: ___________________________________________________________________________________

Question 8: ________________________________________________________________________________
Answer: ___________________________________________________________________________________

Question 9: ________________________________________________________________________________
Answer: ___________________________________________________________________________________

Question 10: _______________________________________________________________________________
Answer: ___________________________________________________________________________________

Now, you will answer your partner’s questions.

ACTIVITY 1
DS1-B2

Pair work
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A brief reminder

Remember, in order for communication to be effective, it should be as clear as possible. 
Imagine the following situation: you are trying to get information from a new co-worker 
and both of you are ESL (English as a Second Language) speakers.

Not only do you have to get information about a new situation accurately, you may also 
have to test your listening skills by acquiring it in a non-native language. You already 
have your hands full, so you should make things easier by making sure there are no mis-
takes in how you ask your questions! Before moving on, it is necessary to do a review 
on the basics of asking questions in English.

Think back to the last exercise. You probably started your questions in one of two ways: 
“Are you…” or “Do you…” Those are the two basic structures of questions.

BE

The verb Be is a copulative verb, a linking verb. 
That means that its function is to connect things; 
it usually connects a subject (a person, place, or 
thing) to a description. 
 
Examples: 

Juan is tall.

The food is delicious.

I am very intelligent.

It can also express states of being, such as 
emotions. 
 
She is happy.

Carlos and Maria are sick.

Ramiro is Mexican.

Asking questions with BE

When you ask a question, you simply reverse the 
order of the subject and the verb. 
 
Examples: 
 
Is Juan tall?

Is the food delicious?

Am I very intelligent?



39

Meeting People

Modal auxiliaries (can, could, should, etc) follow the same question structure as BE.

Examples: 

Can you pass the salt, please?

Should I pet the rabid dog?

Must I wear a tie for tonight’s dinner party?

ACTION VERBS

All other verbs in English function as Action 
Verbs; that is, they tell us what action the subject 
does.

Examples: 
 
I Study very hard.

I sometimes watch T.V.

You practice your English.

She enjoys learning other languages.

Asking questions with ACTION 
VERBS

Action verbs follow a slightly different rule when 
forming a question. They must use the auxiliary 
verb DO. Simply place it before the sentence. 
 
Examples: 
 
Do I study very hard?

Do I sometimes watch T.V.?

Do you Practice your English?

Does she enjoy learning other languages?
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Easy, isn’t it? Just by following these two simple rules, you can ask any question that you 
want. However, there is one more rule that you must follow; you have probably deduced it 
already: DO NOT MIX the two structures. A question that uses the verb Be MUSN’T use 
the auxiliary verb DO; A question with an action verb MUST use the auxiliary verb DO. 
 
Examples: 

Incorrect: Do you are Mexican? 
Correct: Are you Mexican?

Incorrect: Study you every night? 
Correct: Do you study every night?

Incorrect: She helps her friends at school? 
Correct: Does she help her friends at school?

WH QUESTIONS

All "the question you reviewed so far have 
one thing in common: they are “yes” or “no” 
questions. 

Sometimes, though, “yes” or “no” is an 
insufficient answer. You are more interested in 
other types of information. For that, use one of 
the WH questions: 
 
What: it refers to an unknown object, idea, 
situation, etc.

Where: it refers to an unknown place.

When: it refers to an unknown date in time.

Who: it refers to an unknown person. 
 
Why: it refers to an unknown reason (you usually 
answer with because.)

How: it refers to the manner or way you do 
something.

How many: it refers to an unknown quantity of 
something countable, v.g. cars, dogs, apples. 
 
How much: it refers to an unknown quantity of 
something uncountable, v.g. water, time, sand.
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Questions in different tenses. 
Sometimes, you need to ask questions about past experiences, or you need information 
about future plans. When doing so, don’t forget to follow the rules you have learned about 
asking questions!

Make sure the verb reflects the tense.

Was she the best candidate for the job?

Will she be a good asset for this company?

When using the auxiliary do, apply the past tense to it.

Did you arrive on time this morning?

Did Mrs. Ramírez assign homework today?
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A good domain of formal grammar doesn’t guarantee that you won’t have trouble com-
municating with other people in English, but it is a huge advantage when trying to gain 
accurate information.

Development Activities

Now, let’s practice what we have just reviewed. Read the conversation  in the box below, and write in the mis-
sing questions in the blank spaces.

John: Good morning, I’m John. I don’t recall seeing you around here before. ____________________________
______________________________?
Paul: Yes, I’m the new guy; I’m in charge of developing the new smartphone app. The name’s Paul, nice to meet 
you.
John: It’s a pleasure to meet you too. It’s nice to finally have someone in charge of smartphone app develop-
ment. ________________________________________________________________?
Paul: Yes, I worked developing apps for three years as a freelancer. I also worked for WebInc, a software deve-
lopment company, for two years.
John: That’s a great resume, and WebInc is a great company. Say, if you don’t mind me  asking, _____________
___________________________________________________?
Paul: It’s ok, I don’t mind. I left WebInc because I was assigned to develop Instant Messaging software. It was 
an ok job, but what I really wanted to do was to design games. I have the opportunity to do that in this job. 
John: That’s great. Welcome to the team. Listen, if you have any questions about our office, feel free to ask. I’ll 
show you the ropes.
Paul: Thank you! I actually do have a few questions. _______________________________________________
_________________?
John: Ha! First things first, right? We break for lunch at around 1:00 p.m.
Paul: Great! I’m pretty hungry. ________________________________________________________________
_?
John: You can go to the company’s cafeteria; the food´s ok and not very expensive. You can also go to the res-
taurant around the corner. It’s a little pricier, but the food’s delicious!
Paul: Thanks, that’s good to know. Now, for something a little more work-related, ________________________
_________________________________________?
John: We usually have departmental meetings every second Friday; sometimes, we have an extraordinary mee-
ting during the week, if there is something new or urgent.
Paul: Every second Friday, gotcha. Now, I’ve had some problems with my computer password, _____________
___________________________________?
John: You should talk about it with Mark Edwards; he is in charge of the I.T. department.

ACTIVITY2
DS1-B2
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Paul: I’m also supposed to check in with the H.R. office. ____________________________________________
____________________?
John: The H.R. office is located on the third floor. Just go left after you get out of the elevator. ______________
________________________________________?
Paul: Yes, I got my security badge yesterday morning. ______________________________________________
___________________?
John: Yes, you need to wear it at all times. They are very serious about building security in this company.
Paul: Why is that? __________________________________________________?
John: Ha, no, they aren’t afraid of burglars. They are afraid that someone will steal their ideas for new products!

Now, share your results with the rest of the class. With the help of your teacher, choose the questions that you 
think are the best fit to completing this conversation.

As you were discussing your answers with the teacher and the rest of the class, you pro-
bably realized that the same answers elicited different questions from your classmates, 
i.e., it was possible that there was more than one “correct” question to complete any part 
of the conversation.

Once you are sure of your mastery over interrogative sentences, you only have to worry 
about asking the question that will get you the most helpful, informative answer

Closing Activities

ACTIVITY3
DS1-B1

It’s important to remember that questions should serve a purpose. They’re meant to get you information and help 
you satisfy your curiosity. How do you feel about the questions you asked for the warm-up activity? Were they 
thoughtful questions? Did you learn something useful?

Now is the time to put that to the test. You will stand up with your partner, and you will give a presentation on him, 
based off the information that you gathered with your questions. Remember, this is a presentation, not a lecture! 
Do not simply read the answers.
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Didactic Sequence 2
ASKING RELEVANT QUESTIONS

Start Up Activities

Now you have reviewed and shored up your interrogative sentence skills. You probably 
had it in the bag since the beginning, good for you! Now we can get down to the real 
work: asking questions that matter.

Not making mistakes when you ask or write a question is certainly very important, but 
asking a question that is relevant is just as important. A relevant question is one that 
addresses the topic at hand and brings about new, useful information that will help you 
make better choices.

If you could meet your favorite celebrity, what would 
you ask him or her? There are many possible ques-
tions you might ask, but you would probably take the 
opportunity to ask about something that you really 
want to know: what inspired them to write the song 
you like most in the whole world; how does it feel 
to play your favorite character in the movie they are 
starring in; you might ask them if they will marry 
you! You will probably not ask questions such as if 
they know at what time the next bus will pass throu-
gh, or if they know where you left your phone.

On a tangential note, this is why teachers get mad 
when they ask if anybody has got a question, and 
you raise your hand and ask, “May I go to the ba-
throom?”
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Team activity

How good are you at asking relevant questions? Form a small group (3-4 people) with your classmates, and con-
sider the following scenario:

ACTIVITY 1
DS2-B2

You and your teammates all work for the same car company. Your boss assigned a very important company project 
to you: the design and production of a brand new model of electric car. Obviously, you will have to work very hard 
for very long hours every week, including the weekend. This is a career defining moment for you! If you succeed, 
your professional future will be assured.

There is one hitch, though. In order to finish this project on time, you need one more person on your team. You 
must interview and hire a new team member immediately!

Obviously, you can’t just hire the first person that comes in off the 
street. You must hire the best person possible for the job. 

With your teammates, come up with ten questions that can help you 
determine if a person is the best candidate for the job.
• Everyone must participate and contribute questions.
• The questions should be relevant, i.e., about the topic at hand, and 
their answers should help you make the best choice possible.

1. _______________________________________________________________

2. _______________________________________________________________

3. _______________________________________________________________

4. _______________________________________________________________

5. _______________________________________________________________

6. _______________________________________________________________

7. _______________________________________________________________

8. _______________________________________________________________

9. _______________________________________________________________

10. ______________________________________________________________

Finally, with the help of your teacher as moderator, share your work with the group, and determine which ques-
tions would be the most relevant to hiring the best possible candidate.



46
Colegio de Bachilleres del Estado de Sonora

CTP: Inglés para Relaciones Laborales

Don’t forget that the point of asking questions is to get information that you need. The better 
and more thought-out your question is, the better the information you will get. When asking a 

question, keep these points in mind:

1. What do you want? When you ask a 
question, it is important to know what type of 
answer you want: do you want a factually co-
rrect answer? An informed opinion?

You should always tailor your question accor-
ding to the type of information you’re after. If 
you ask, “Do you want to eat lunch?” You mi-
ght get a factual answer, but not much more; 
however, If you ask, “What would you like to 
eat for lunch?” You might get a much more de-
tailed answer. Which brings us to:

2. Don’t ask yes or no questions. These ques-
tions limit the information you receive. Why, 

Where, When, etc., questions elicit better responses.

A yes or no question is fine as a starting point, but you shouldn’t leave it at that. Consider the 
“interviews” on teen magazines. They may ask trivial questions such as “What is your favorite 
color?” But an interview is much more interesting if they ask questions which procure more 
information, v.g., “Why did you become a singer?”

3. Dig deeper. Always consider follow-up questions. Once you get the answer to a question, 
go ahead and ask three more about that particular answer. If you think about it, this is how we 
go on about asking questions in real life. Consider the following exchange:

Jane: “Hey, Mario, do you want to order some food?”
Mario: “Yes, I do.”

That wasn’t very useful, was it? In real life, that exchange would be a little longer, and it might 
go something like this:

Jane: “Hey, Mario, do you want to order some food?”
Mario: “Yes, I do.”
Jane: “What would you like to order”
Mario: “How about some pizza from Paco’s?”
Jane: “Paco’s? Again!? Why do we always have to order from Paco’s?
Mario: “Because Paco’s is the best pizza joint in town, and I’ve got a coupon!
Jane: “If I pay the difference, could we order from someplace else?”
Mario: “NO, it’s Paco’s or nothing at all.”
Jane: “Jeez! FINE!”

This exchange shows how asking follow-up questions can broaden the information on any 
topic on which you are interested.
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4. Use the power of silence. Be comfortable with silence; most people will get the urge 
to “fill in the gaps.” In Latin Culture, silence in a conversation can sometimes be dee-
med “akward.” If the other person doesn’t respond immediately to our question, we ask 
ourselves if maybe that person doesn’t like us. (Keep, that in mind the next time you are 
hurrying someone because they didn’t answer immediately during online chat.)

However, you can use this to your advantage. A little bit of silence can make the other 
person answer a question, in an urge to break the silence. Be careful, though. If you 
make a person too uncomfortable, they may not want to talk to you anymore.

More often than not, silence can be useful to think carefully about your next question or 
answer. Which leads us to:

5. Don’t interrupt. Allow people to give their answers and listen fully. (Unless they 
start to stray from the topic, of course.) Don’t you just hate it when you are in the middle 
of telling a juicy story and someone interrupts you with “OMG! THAT’S RIGHT, I WAS 
THERE.” Why couldn’t he just let you finish your story, joke, or whatever it was you 
were saying?

Well, guess what? Other people hate it too. When you interrupt someone mid-answer, 
you are signaling that you don’t care about what they have to say. Why would they want 
to give you good answers then?

Development Activities

How good are you at asking in-depth questions? Consider the guidelines established above, and then answer the 
following exercise:

You work at a small marketing firm. Recently, several of your co-workers approached you and asked your advice 
about certain work place situations that are affecting them. You are considered the office guru! Of course, in order 
to help them, you need to know exactly with what it is that you are helping. 
Read the following situations carefully and ask a question that would help you to understand them better; then, 
write up three follow up questions

ACTIVITY 2
DS2-B2

Hey man, what’s up? Listen, I have a problem. I had to turn in this very important project this morning, but my 
computer isn’t working! If I don’t turn it in, the boss is going to fire me! What can I do?
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Original Question:

__________________________________________________________________________________________

Follow-up questions:

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

Original Question:

__________________________________________________________________________________________

Follow-up questions:

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

Original Question:

__________________________________________________________________________________________

Follow-up questions:

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

Hello, good morning. I need your advice on something. I have an idea for a new project for the YOLO Yoghurt 
publicity campaign. It involves massive use of social media and viral ads. However, I’m afraid to present it to our 
boss. He always looks like he’s in a bad mood! What should I do?

Good day! I am Mr. Perez and I have a 9:30 a.m. appointment. I have come to discuss the publicity campaign 
that you created for my product, Nacho’s Fritos. Generally speaking, I’m happy with the campaign you created; 
however, I have some reservations about the T.V. commercials. 
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Asking and giving information

Ultimately, asking good questions comes from your curiosity. Your capacity to get mo-
tivated and focused on the topic at hand is what gives you the ability to ask relevant, 
insightful questions. 

Then, there is the other side of the coin: answering questions. Everything that has been 
said here regarding questions can be applied to answering them. Questions come into 
our daily life as a mean of interacting with people in our environment, and as a way of 
negotiating everyday situations. They are not an interrogation, where you can just de-
mand answers; they are usually part of a dialogue.

When you answer a question, be sure to offer a clear, detailed answer that is helpful and 
relevant to the situation at hand. A person who only answers in monosyllables (yes, no, 
maybe, etc…) isn’t really contributing anything to a conversation; in fact, he or she is 
actually ending the conversation.

Note
This doesn’t mean that 
you are obligated to par-
ticipate or continue in a 
conversation that makes 
you uncomfortable; If 
you don’t wish to talk to 
a certain person, or dis-
cuss a particular topic, it 
is always better to state 
so in a clear, polite (if 
possible) manner.

Consider the following exchange:
Juan: Hey, Jesús, what’s up, how are you?
Jesus: Fine.
Juan: How’s your family? Did your wife get better from her cold?
Jesus: Fine. Yeah.
Juan: Uh, so, listen: the boss told me to ask you about that project you’re working on. 
He says it’s a little late. Do you want some help wrapping it up?
Jesus: Ok.
Juan: So, I guess I’ll talk to you about it later…
Any person could think that Jesus didn’t have time to talk to Juan, or that he resented the 
fact that Juan was offering help; it could be thought that Jesus just doesn’t like Juan and 
wants him to go away. Whatever the case is, this conversation just wasn’t very helpful 
for any party involved.
Now, let’s revisit the exchange with a more active and involved Jesus:
Juan: Hey, Jesús, what’s up, how are you?
Jesus: I’m fine, thank you. What about yourself?
Juan: Great, thanks for asking. How’s your family? Did your wife get better from her 
cold?
Jesus: They’re doing great; my wife just came back for the doctor. She’s doing much 
better now.
Juan: Uh, so, listen: the boss told me to ask you about that project you’re working on. 
He says it’s a little late. Do you want some help wrapping it up?
Jesus: Ok, that’d be great. I’d really appreciate your help. Can we get together at lunch 
to discuss it?
Juan: Great! I guess I’ll talk to you about it at lunch!
When all participants in a conversation are engaged, there are more possibilities for new 
information to be acquired, help offered, etc.
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Team work.

Can you provide a meaningful answer to a question? Or do you just grunt an answer and move on? The way you 
ask and answer questions is one way of making an impression on other people: either as a bright, incisive, enter-
taining conversationalist, or as a gruff, distant, boring grouch.

In small groups (3-4), you will conduct a small Q&A session with your classmates. You will prepare 5 questions 
about their future plans after they graduate high school and ask them. You will take notes about what they answer. 
Then, you will answer their questions.

• The questions should be relevant to the established topic.
• They should be related, i.e., one question should logically point toward the next one.
• When answering the questions, make sure you provide full, detailed answers.

Question 1: 

__________________________________________________________________________________________

Answer: ___________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

Question 2: 

__________________________________________________________________________________________

Answer: ___________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

Question 3: 

__________________________________________________________________________________________

Answer: ___________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

Closing Activities
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Question 4: 

__________________________________________________________________________________________

Answer: ___________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

Question 5: 

__________________________________________________________________________________________

Answer: ___________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

INTEGRATING ACTIVITY

Paired activity

It’s time to put our question-making skills to the test. 
For this exercise, you must use everything you have 
previously learned about asking a good question. For 
this activity, you will be working in pairs. Preferably, 
pair up with a person with whom you aren’t very fa-
miliar.

Part A. First, you must ask this person two questions 
on the following topic: the ways in which speaking 
English can help them in their future job. The ques-
tions should be related to one another, so as to get 
the most useful information out of them. It is up to 
you to come up with a subject that will engage your 
partner’s attention.

After you ask the questions, write down your partner’s answer. Then, answer your partner’s questions. The answers 
you give should be long and detailed. Remember: yes or no answers aren’t only boring, but they’re mostly useless 
in this practice.

Question 1: ________________________________________________________________________________

Answer: ___________________________________________________________________________________

__________________________________________________________________________________________
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Question 2: _______________________________________________________________________________

Answer: _________________________________________________________________________________

_________________________________________________________________________________________

Part B. To finish, go over the answers you got carefully; think about them. Now, write three questions that you 
think will interest your partner, based on the information that you have.

Question 3: _______________________________________________________________________________

Answer: _________________________________________________________________________________

_________________________________________________________________________________________

Question 4: _______________________________________________________________________________

Answer: _________________________________________________________________________________

_________________________________________________________________________________________

Question 5: _______________________________________________________________________________

Answer: _________________________________________________________________________________

_________________________________________________________________________________________
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Before you turn the work over to your teacher, go over the following checklist to make sure you did your best 
effort.

SELF-EVALUATION

Yes No

Asked detailed, engaging 
questions.

The questions lead 
naturally from one 
another.

The questions were 
directed at the speaker’s 
interests.

The questions in Part B 
arose from the information 
obtained in Part A
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Having a conversation
BLOCK 3

Choosing between appropriate and 
inappropriate topics for a working 
environment.
Starting, Maintaining and Ending a 
conversation.

Tiempo asignado: 15 horas.

Content
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Do you like talking? Most likely, you do to a certain degree. Maybe you 
love talking to your friends, hanging out, telling jokes and having fun; If 
you go to a party or any sort of gathering, you are always in the middle 
of a group of people, holding forth on your favorite topic.

Maybe you are a more of an introvert, a person of few words. You don’t 
like attracting attention to yourself; it’s not that you don’t like to talk, 
necessarily. It’s simply that you prefer to talk in situations where you 
feel more comfortable, such as being among your close friends having 
a private conversation.

Whatever the case may be, talking is an inescapable fact of life. You 
need to talk with other people, in order to communicate. “Oh,” you 
may be thinking to yourself, “that’s just not true! I can email people, hit 
them up on Whatsapp, leave a message on their Facebook wall. There 

are many other ways to communicate with people.” While that is true, the fact remains 
that talking is the most relatable form of personal communication. “Face to face” hu-
man interaction remains the most direct way of communicating, solving problems, and 
forming interpersonal bonds.

This does not mean in any way that written communication isn’t important; it just un-
derlines the fact that, for human beings, oral communication fulfills more needs than 
just passing information along. Try an experiment: write “I love you” on a piece of 
paper and pass it to the person on your right. It’s simple, if a little bit silly, right? Now, 
turn to that person, look at him or her directly in the eye, and tell them, “I love you.” Do 
you notice any difference?

In a working environment, being 
a good conversationalist can be a 
real asset to your career. If people 
like to talk to you, they are more 
likely to be willing to help you. 
Be warned, however! Just letting 
your mouth run is a good way to 
put your foot right in it! The first 
thing to consider, in order to be 
good at conversation, is what to 
talk about.
 

Didactic Sequence 1
CHOOSING BETWEEN APPROPRIATE AND INAPPROPRIATE 
TOPICS FOR A WORKING ENVIRONMENT

Start Up Activities
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Your first task is to consider all the elements that serve as context for a conversation; these are concepts you alre-
ady covered in past classes, so it should be easy for you. Please define on your own words:

Culture: ___________________________________________________________________________________

__________________________________________________________________________________________

Etiquette:

_________________________________________________________________________________________

__________________________________________________________________________________________

Now, answer the question: How do these two things affect conversations in the workplace?

_________________________________________________________________________________________

_________________________________________________________________________________________

__________________________________________________________________________________________

Now, guided by your teacher, discuss your answers with the rest of the classroom.

What did you learn? While many of you may have different approaches, we can all agree that context matters. 
Where you are, whom you are with, what is the topic being discussed: it will all come into play in the choices you 
make, from the vocabulary you use to the topics you talk about.

ACTIVITY 1
DS1-B3

ACTIVITY 2
DS1-B3

Team activity

For this activity, you will work in groups of 4 or 5 students. First, study the following image carefully.

The President of the United States, Ronald Reagan, 
and First Lady Nancy Reagan have tea with the Prince 
and Princess of Wales, Charles and Diana.
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Now, discuss amongst your teammates: what do you think they talked about in that meeting? Come up with se-
veral possible topics.
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________

Whatever you answered, there are some topics that probably never came up during your discussion. They proba-
bly never talked about how eating chili makes you gassy; the president and the Prince (probably) didn’t discuss 
who had the most attractive wife.
Now, with your classmates, read the following situations and choose three conversation topics that are appropriate 
for each scenario

1. You are at a dinner party hosted by your boss.
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________

2. It’s Friday night and you are talking to a group of people you just met at a party at your best friend’s house.
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________

3. You are attending the funeral wake of a co-worker.
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________

Now, with the help of your teacher, discuss your answers with the rest of the group, and whether or not they are 
truly appropriate to the situation.

Levels of formality.

As you have established, not all situations are the same; therefore, you will not talk 
about the same things in all situations, nor will you use the same words, the same ex-
pressions, or even the same body language. 

Before, you discussed what constitutes an appropriate conversation subject for different 
formal and casual situations. That’s a good first step. The second step is to acknowledge 
that different contexts can shape the way a given conversation develops. 

For example, if you are talking with executives in a financial firm, you can probably 
expect topics like Valentino Couture suits, Reservations at Dorsia, and company ac-
counts; you will probably also hear some specialized language, such as dividend, yield, 
share-increase, bond-issue; you may also hear expressions and idioms particular to this 
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group of people, such as “I have a rez at Dorsia’s for 9:00 o’clock,” “What’s the sitch?” 
This group of specialized language and localized expressions is something called a re-
gister. 

From the Glottopedia (http://www.glottopedia.org/index.php/Register_(discourse)) 
website:

A sociolinguistic register refers to specific lexical and grammatical choices as made by 
speakers depending on the situational context, the participants of a conversation and the 
function of the language in the discourse.

There are many types of register; according to the Oxford dictionary, some of the most 
common registers are:

• Informal: normally used only in contexts such as conversations or letters between 

friends.

• Vulgar slang: informal language that may cause offence […]

• Formal: normally used only in writing such as official documents.
• Technical: normally used in technical and specialist language, though not necessa-

rily restricted to any specific field.
• Literary: found only or mainly in literature written in an ‘elevated’ style

• Dated: no longer used by the majority of English speakers […]

• Historical: still used today, but only to refer to some practice or article that is no 

longer part of the modern world.

• Humorous: used with the intention of sounding funny or playful.

• Archaic: very old-fashioned language, not in ordinary use at all today […]

• Rare: not in common use.

As you can see, there are many different ways of talking outside of “formal/informal” 
binary categories. To a friend who is prying a little too much, we might say “It’s none 
of your business!” If we were in a different situation, we might say, “Excuse me, but 
this does not concern you.” If we learned English from old books, we might use a dated 
expression such as “It’s none of your beeswax!” Choosing the register that best fits the 
present situation is an important part of communicating effectively.

The same expression can be said very differently to fit a certain situation. You can go 
from slang such as “Yo, my hommies!” to stuffy (exaggeratedly formal and pretentious) 
language such as “Lo! My dearest companions!” Once again, context is critical. You 
probably would request to borrow 20 pesos from your friend very differently than you 
would from your mother.
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Always remember there is a distinction between informal or slang and vulgar. Being 
informal doesn’t mean being offensive, or using foul vocabulary.

You may also feel that you don’t need to know how to speak in a certain registry. “None 
of my friends speak like that,“ or, “No one speaks like that in real life,” you might say 
to yourself; however, the fact remains that knowing how to move between registers 
is an important skill in communicating effectively. You never know when your boss 
may come to your desk to tell you that you are representing the company as a keynote 
speaker in an industry conference; or it may be that you are assigned a very important 
client that happens to be a stickler for propriety.

Being familiar and comfortable in a diverse spectrum of formality is a significant asset 
to your personal and professional development.

ACTIVITY 3
DS1-B3

Individual activity

Carefully study the chart below

Notice how the same expression changes across the formality spectrum. It can be stated in slang, or in stuffy lan-
guage. The meaning remains the same, but the words and the structure change.

Now, it is time for you to practice moving along the formality spectrum in both directions. Complete the chart 
below. Remember: while the vocabulary may change, the meaning has to remain the same.

Slang Informal In-between Formal Stuffy

How are you 

doing?

How do you fare 

this fine day?

Development Activities
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Yo, dawg! Hook 

a brother up with 

some salt!

Could you please 

pass the salt?

Hey, buddy! Let’s 

get together and 

talk about the good 

old days!

My dear fellow, let 

us rendezvous and 

reminisce about the 

days of auld lang 

syne.

She studies hard 

every night.

She pursues 

her studies very 

seriously. 

Now, with the help of your teacher, discuss your answers with the rest of the class.

Learning to choose.

How do you decide what is the correct position in the formality spectrum? In some si-
tuations it might be very easy to discern. For example, if you are hanging out with your 
friends, you probably feel very comfortable and use very informal language and slang. 
Your own experience tells you that this is the correct and expected way to interact.

On the other hand, if you are talking with your parents, you might use more formal vo-
cabulary; even if you address your parents in a more informal manner, is it in the same 
way that you address your friends? Do you use the same words? Do you use the same 
expressions? Probably not.

Finally, what about entering a completely new, unknown situation? Imagine the first day 
on your new job. You are being introduced to your new boss. How do you greet him? Do 
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you say, “A very good day to you, sir”? Or do you greet him more casually, “Hey, boss, 
what’s up?” The choice will depend largely on the context of the greeting. What is the 
corporate culture of your new job? Maybe they are a very conservative company that 
likes for their employees to observe traditional niceties; maybe they are a new company 
that prides itself on its progressive, egalitarian workplace environment. It will be up to 
you to pay attention and discern the correct approach.

Team Activity

In small groups (2-3 people), discuss in what social situations do you use the different linguistic registers. Write 
down 5 situations for each.

ACTIVITY 4
DS1-B3

Register Situations

Slang / Informal

In-between

Formal

Now, with the help of your teacher discuss your answers with the class. Notice that it is possible that some situa-
tions may overlap with each other, or that the answers from one group may be different than the answers from 
another group. Discuss those differences with the class.
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ACTIVITY 5
DS1-B3

Closing Activities

Pair Activity

For this activity, you will work with a partner; together you will prepare a script for a short dialogue. Here’s the 
catch: you will write down the same dialogue using three different registers. The message must remain the same, 
while the vocabulary will change to reflect the differences in register.
Imagine that you are the personal assistant to an important executive. It is your job to maintain his appointments 
on schedule. Your dialogue must include the following:

• A greeting.
• A 3:00 p.m. meeting with an important client.
• A confirmation for the attendance to an industry party at 10:00 p.m.
• The information that the 10:00 o’clock event will probably be very enjoyable.

You are the assistant to 
a very important music 
producer. (slang / informal)

You are the assistant to 
the regional manager 
of a major supermarket 
franchise. (In-between)

You are the assistant to the 
Vice-President of a major 
bank. (formal)
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Didactic Sequence 2
STARTING, MAINTAINING AND ENDING A CONVERSATION

Start Up Activities

People usually refer to conversation as an art. Why do they do so? Like any art, 
conversation has certain rules about composition, subject, and theme. It is beholden to 
tradition and history. You can speak about rules, or techniques. 

Also, like art, it can subvert and transcend all the rules, techniques, its own history. It 
is a living thing that changes with culture, history, region, and context. As it has been 
mentioned before, conversation has a privileged status in communication. People prefer 
to talk face to face on important matters.

Now, we will take a closer look at this facet of human communication.

Team Activity

For this activity, you will form groups of 5-6 people. Then, you will discuss and answer the following questions 
in detail:

Why do people have conversations? (think about all the different purposes a conversation can serve)

__________________________________________________________________________________________

__________________________________________________________________________________________

What makes a person a good conversationalist?

__________________________________________________________________________________________

__________________________________________________________________________________________

Do you think you are a good conversationalist? Why?

__________________________________________________________________________________________

__________________________________________________________________________________________

How can being a good conversationalist help you in your professional life?

__________________________________________________________________________________________

__________________________________________________________________________________________

Now, with the help of your teacher, discuss your answers with the class.

ACTIVITY 1
DS2-B3
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Individual Activity

Now, you will poll yourself to find out a little more about your conversational habits. Check the answer that best 
represents you.

ACTIVITY 2
DS2-B3

Strongly
Agree

Agree Disagree Strongly
Disagree

I am comfortable 
talking to strangers.

I love to talk about 
a wide variety of 
subjects.

I am comfortable 
staying silent 
during a 
conversation.

I make people 
laugh.

I can tell when 
people are 
interested in me.

I can tell when 
people don’t want 
to talk to me.

Looking at your answers, what aspects about yourself do you think makes you a good conversationalist, and 
what aspects might be potential problems for a good conversation?

______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
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Conversation Starters

Picture yourself at a party; you are standing by yourself, looking around at all the people. 
You spot a group of people you already know, and you approach them. Now, change 
the setting from a party to a meeting at your job. Does anything change in the way you 
approach the group and start the conversation?

Even if you work at a company with a very lax and informal office culture, and your 
co-workers are also your personal friends, you would probably address them just a little 
different than you would if the setting was a party; You would probably choose your words 
just a little more carefully; there may also be subtle changes to your body language, which 
would be perhaps more subdued: you would stand up a little straighter, you would avoid 
rude gestures.

Whatever the situation, there are multiple ways to approach it. Which one works better 
for you?
• Do you walk up to a person and say, “Hey, you look interesting! Let’s talk!”? 
• Do you stalk them all night, listening to them furtively, and pounce the minute there is 

a lull in the conversation, “Why, in my opinion…”? 
• Do you ask your friend to introduce you into the conversation? 
• 
Whichever way you feel would work out best for you, remember that it is only one way 
out of many; however much you like it or feel comfortable with it, there will be occasions 
when it will be necessary to approach a conversation differently. Icebreakers are ideal for 
this. Do you know what an icebreaker is? Simply put, it is any conversational device that 
allows you to “break” the sometimes awkward silence before a conversation.

There are many ways to do so, depending on the situation, your experience and personali-
ty, and your conversation partner.

Next, we will discuss some of the most common conversation starters:
1. Talk about the other person. The biggest secret to being a good conversationalist is 
simply allowing other people to talk about themselves. Why? It's a subject they probably 
know well and feel comfortable with.

2. Have a few different starters for people you do know as well as for strangers. If you have 
already met the person and talked with him or her, you will obviously start the conversa-
tion differently than if you were talking to a complete stranger. Remembering what he or 
she said, liked, or disliked is a good way to win them over.

3. Know what to avoid. You know the old rule: never talk about religion, politics, money, 
relationships, family problems, health problems, or sex with people you don't know incre-
dibly well. The risk of saying something offensive is too high, so just stay clear. 

4. Find out about their interests and hobbies. This is where it starts to get more personal. 
It's up to you to carry the conversation beyond these questions in an appropriate way.
 
5. Bring up family. Your safest bet here is siblings and general background information 
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(such as where they grew up). Parents can be a touchy subject for people who had trou-
bled upbringings, have estranged parents or whose parents have recently passed away. 
The topic of children can be uncomfortable for couples who are having fertility issues or 
disagreements about whether to have children, or for a person who wants to have kids but 
hasn't found the right person or situation. 

6. Ask about their travels. Ask the person where they've been. Even if they have never left 
their home town, they will likely be happy to talk about where they would want to go.

7. Inquire about food and drink. Food is a little better to talk about because there's always 
the chance of bumping into someone who has had issues with alcohol abuse or doesn't 
drink. Be careful that the conversation doesn't stray into someone going on about their diet 
or how they're trying to lose weight. That can take the conversation in a negative direction. 

8. Ask about work. This one is can be a little tricky because the conversation could end 
up sounding like a job interview. Still, if you can handle it carefully and keep it short and 

sweet, it can lead to an interesting discussion. And 
don't forget that the person may be studying, reti-
red or “between jobs.” 

9. Offer a genuine compliment. Try to make it a 
compliment that involves something they did ra-
ther than something they are. This will allow you 
to carry the conversation forward by asking them 
about that skill. If you tell someone they have 
beautiful eyes, they will thank you and the con-
versation will likely end there, unless you're clever 
enough to ask them what they do to enhance them. 

As you can see, there are many ways to start a con-
versation. It goes without saying that you should 

use those icebreakers with which you are most comfortable; keep in mind, though, some-
times a situation will make you go out of your comfort zone, i.e., if you are a person who 
likes to compliment people as a way to start a conversation, you may find yourself in 
a situation where a compliment might not be appropriate. It is up to you to find a new 
approach.

“Hello, I couldn’t help but notice how that 
flower really compliments your crying 
face.” This is an example of an inappro-
priate compliment.
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Development Activities

Individual Activity

Read the scenarios below. For each one, come up with two icebreakers that could help you start a conversation. 
Use the list of icebreakers to come up with possible conversation starters. Remember to be mindful about the 
context of the situation, i.e, where you are, what the situation is, and to whom you are talking.

You are the new person in the office. It is your first day at work, and you sit at your desk waiting for your work 
day to begin. People are arriving and greeting each other. On the desk next to yours, there sits a young man, who 
gives you simple, “Good day.” How do you start a conversation?

• _________________________________________________________________________________________

__________________________________________________________________________________________ 

• _________________________________________________________________________________________

__________________________________________________________________________________________

You attend an after work reunion with your co-workers. It is a very casual affair, with music playing from someo-
ne’s laptop, and a small table set with refreshments.  People are gathering in groups, and you seek someone with 
whom to start a conversation. Nearby you see a young couple who smile at you. How do you start a conversation?

• _________________________________________________________________________________________

__________________________________________________________________________________________ 

• _________________________________________________________________________________________

__________________________________________________________________________________________

You are at an industry conference, representing your company. Before the conference begins, people are mingling 
and networking in the lobby of the auditorium where the conference will be held. Among the crowd, you spot the 
president of a company with which you desperately want to sign an important contract. She is standing by herself, 
with a pleasant though serious expression. How do you start a conversation?

• _________________________________________________________________________________________

__________________________________________________________________________________________

• _________________________________________________________________________________________

__________________________________________________________________________________________

ACTIVITY 3
DS2-B3
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Joining a conversation.

Sometimes you need to join a conversation that is already ongoing. Perhaps they are 
discussing a topic that is of great importance to you, and you wish to join; perhaps you 
really need to speak to one of the participants in the conversation urgently; or maybe 
you just need to speak to someone. Whatever the reason, joining an ongoing conversa-
tion is a bit different than starting a conversation. You must consider the same things, 
but in addition, you must also consider how you will be received by the participants of 
the conversation.

You might have very important things to say, but just barging in and interrupting a con-
versation is rude at best, and may leave a lasting bad impression of you at worst. When 
trying to join a conversation, keep the following tips in mind:

• Listen to what they are saying, and when it's appropriate, give your opinion on 
whatever they're talking about or ask a question. If you don't know what they are 
talking about but it sounds interesting, ask them about it.

• Continue in the conversation as if you were already part of it, and hopefully they 
won't have a problem with you joining. It is often best to start with a small comment 
and judge the reaction before continuing

• Be Careful. If they're talking about a subject that you are familiar with, then gently 
put in your input. DO NOT cut someone off to say what you need to say. If you don't 
understand ask one of your friends in the group to explain it to you.

• Be mindful of sensitive situations. No matter how good your intentions or how sound 
you think your advice is, sometimes people want to keep a conversation private. If you 
try to join, you’d only be making them uncomfortable.

Do they want you to join their 
conversation?



70
Colegio de Bachilleres del Estado de Sonora

CTP: Inglés para Relaciones Laborales

Team activity

In small groups of three people, read the following situations. Then, write a small dialogue that shows how you 
could join the ongoing conversation. Remember to take into account everything that you have learned about eti-
quette, culture, linguistic register into consideration for your vocabulary and expression choices.

Situation 1: You work as an associate at an architectural firm. Two coworkers are talking in the office. They are 
discussing the possibility of hiring a new intern to help with a big project. Hiring this person would help them 
finish the project in time; however, it would also mean the project would go over budget. You know that for this 
client, time is more important than money. How do you join the conversation?

ACTIVITY 4
DS2-B3

Write your dialogue here:
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Write your dialogue here:

Situation 2: You are on your lunch break. On a table nearby, two of your colleagues are talking about a new sof-
tware application for graphic design; they are discussing how much easier it is to use than current software; you 
have heard about this new software, and you are very curious about it. How do you join the conversation?
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Write your dialogue here:

Situation 3: You are a new employee at an accounting firm. While you are taking small break to go to the water 
cooler, you hear two people talking to each other discreetly. They are your manager and another co-worker. They 
are talking about the future of the company and it doesn’t sound good. They think that there will be some lay-offs 
at the firm next week. You want to know the status of your job. How do you join the conversation?

Now, role-play your dialogues for the class. Remember to infuse them with the appropriate body language. Your 
teacher will act as coordinator for this activity.
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Maintaining a conversation.

Once you’ve successfully joined a conversation, you’ve already got a foot in the door: 
you talked to the pretty girl/boy at the party, and they talked back; you approached your 
supervisor to warm him up to your new project; you mingled into a group and now you’re 
not standing around dejectedly by yourself at a professional event.

However, starting a conversation and keeping it alive are two very different things. If you 
want to talk to someone, you will not stop at the niceties; likewise, if you want to talk 
to someone, you better have something more to offer than platitudes (“oh my, what nice 
weather, isn’t it?)

Here are some very simple techniques to keep a conversation alive past the initial stages:
1. Find out a few things about the person you'll be talking to (if you can) before you 
actually start a conversation. Websites as well as Facebook and Twitter profiles can be 
good sources of information, as long as you're careful not to come across as a stalker. Kick 
off the conversation with some interesting information that's not too personal.

2. Ask questions so that the other person can talk about himself or herself. "What do 
you like to do?" "What sort of things have you done in your life?" "What is happening 
to you now?" "What did you do today or last weekend?" Identify things about them that 
you might be interested in hearing about, and politely ask questions. People love having a 
chance to discuss their passions or their subjects of expertise. 

3. Inject invitation and inspiration. An "invitation" happens when you say something 
that lets your partner know that it's his or her turn to speak. Generally, invitations come in 
the form of questions.

"Inspiration" means that you come up with a great topic that makes your partner want 
to have a discussion. For instance, you could share a funny story that will remind your 
partner of a similar thing that happened in his or her life, or you could share your thoughts 
about something and inspire your partner to respond.

4. Comment on a general interest topic. Some people briefly read the current events 
section of the news so that if the conversation runs dry, they can comment on something 
of general interest. "Did you hear about the new underground park being built in uptown?" 
is both interesting and informative.

5. Listen actively. A conversation will go nowhere if you are too busy thinking of other 
things, including what you plan to say next. If you listen well, you'll identify questions to 
ask based on the other person's statements. Paraphrase back what you heard the person 
say. "So you're saying that skydiving is the biggest rush you've ever experienced?" Encou-
rage the other person to do most of the talking. 

6. Forget yourself. Dale Carnegie once said, "It's much easier to become interested in 
others than it is to convince them to be interested in you." If you are too busy thinking 
about yourself, what you look like or what the other person might be thinking, then you 
will never be able to relax. Your discomfort will make the other person uncomfortable.
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7.Voice disagreement with respect. When stating a difference of opinion, remember 
these points: Acknowledge your common ground before disagreeing and try to omit the 
word but from your statement. Instead, try substituting the word and. Many people find it 
less antagonistic.

8. Don't manipulate the talk to serve your own agenda and steamroll your counter-
part. Allow people the time they need to answer, and show a genuine interest in what they 
have to say. Don’t force the conversation in a certain direction or on certain topics. Never 
use a conversation as a way to boost your ego.

9. Accept occasional silences. Take a drink or a 
bite of your dinner while you think of the next thing 
that you want to say. Did something that was said 
generate a new thought or topic in your mind? Use 
the pause to transition smoothly into further conver-
sation. Don’t blurt out things just because you are 
scared of silence.

10. Occasionally, ask the question that is loo-
ming over the conversation. Humans are social 
creatures, and society has etiquette that's based on 
rules. There's so much etiquette it would be painful 
to list, but it's worth noting that sometimes people 
enjoy stepping beyond etiquette and talking about 
the things they thought they weren't allowed to talk 

about. It can be really refreshing, and pave the way for great conversation.

11. Tell stories, preferably funny ones. Stories are the spice of life. Joan Didion famous-
ly said "We tell ourselves stories in order to live," and many people happen to believe her. 
There's something about an expertly told story that takes us to a different place, allowing 
us to escape our tiny lives and live a grander existence. Don't be afraid to go to that pla-
ce in your conversation. A couple things to remember in your storytelling: Take it slow. 
Don't rush your story. Transition into your story. "Funny you said that," or "Speaking of 
hoaxes," or "Actually, something similar happened to me not too long ago." Tell a reali-
ty-based story. 

12. In a pinch, comment on the awkwardness of it all. If you're really at a loss for words 
and the conversation is shrinking faster than cellophane under a bit of heat, comment on 
how awkward the conversation has become; be humorous about it.

13. Know when the conversation has ended. Even the best conversations will even-
tually run out of steam or be ended by an interruption. Smile; state that you enjoyed the 
conversation and say goodbye. Ending on a positive note will make the other person want 
to talk to you again. 

As you can see, there are many ways to keep a conversation going. Take special note of 
the last item on the list. It is important to acknowledge that all good things must come to 
an end. Do not ruin a good conversation by overextending it.

Sometimes silence 
can be meaningful.
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Pair activity

For this activity, you will work with a partner; preferably a person with whom you do not interact regularly. Your 
teacher may assign you a partner that fits this criteria. Your assignment is very simple: have a conversation. That’s it.

Use the techniques listed above to keep the conversation going for 5 minutes. At the end, report what techniques you 
used, and about what you and your partner talked.

Techniques used:

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

Conversation report:

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

ACTIVITY 5
DS2-B3

Ending a conversation gracefully.

Finally, you have come to the end. You started a conversation smoothly; you were fun-
ny, polite, and pleasant; you held people in rapture as you deftly switched from interes-
ting topic to interesting topic; you listened sincerely and attentively when they told you 
something. You have created a good impression of yourself in the minds of these people.
That is why it’s very important to know how to end the conversation on a positive note, 
no matter the circumstances. Perhaps the conversation died naturally and now it’s time 
to move on; maybe one or more people have to leave due to a previous commitment, 
or due to unforeseen circumstances. Whatever the cause, make sure that you end the 
conversation in a polite, appropriate manner that will invite further conversation in the 
future.

Here are some tips to make sure you always part with a good impression:

1. Carefully observe body language. Signs the other person is ready to leave include 
a wandering gaze, a small step away from you, and increasingly shorter responses to 
what you say. Other behavior telling you they want to go are putting things in a bag or 
putting on a jacket or sweater.
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2. Wait for a pause and offer a handshake. As the other responds, say, “It was great 
talking with you” or “I have a few more things to do but I enjoyed our conversation. 
See you later.”

3. Offer an apology. “I don’t want to keep you any longer/I can see you’re busy, but it 
was good to see you.”
 
4. Say you have to leave. You can say, “I’m sorry but I have some things I have to get 
done today.” Remain polite but firm.

5. Smile and say goodbye. This will communicate you’re friendly. You could add 
something about being happy you’ve had a chance to talk.

6. If you want to see the other person again, suggest meeting in the near future. 
Be specific. “How about next Wednesday morning?” is better than “We’ll have to get 
together soon.” 

Closing Activities

Pair Activity

With your partner, write out and then role-play for the class an entire conversation. You must show the techniques 
discussed to begin, maintain and end a conversation.

Write your dialogue here:
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INTEGRATING ACTIVITY

Team Activity

It is time to put your conversational skills to the test. In groups of 5-6 people, you will prepare a conversation to 
role-play in front of your class. The topic of your conversation will be What job will I get after I graduate college?
Your conversation must be over 5 minutes long. Your teacher will assign the tone of the conversation (slang, in-
formal, formal, etc) at random; Your team’s conversation must include the following:

• Greetings and farewells.
• Vocabulary and expressions that match the assigned tone.
• An example of an icebreaker to start the conversation.
• An example of third parties joining the conversation: one who is a friend, and one who is a stranger.
• An example of how to appropriately end the conversation.

You will be graded according to the rubric below.

 Excellent Good Regular Poor

Content The conversation 
follows all of the 
guidelines.

Students offer fully 
detail ideas and 
contribute to the 
conversation.

The conversation 
ignores one of the 
guidelines.

Students sometimes 
don’t offer full 
ideas.

The conversation 
ignores two or 
more guidelines.

Students talk in 
simple sentences.

Conversation 
absolutely ignores 
the guidelines.

Students offer only 
monosyllables, 
“huh,” “yes.”

Grammar & 
Vocabulary

The grammar 
is without error 
and diverse. The 
vocabulary matches 
the assigned 
Register.

2-3 Minor errors 
committed. 
Register slips in 
one or two words 
or expressions.

Errors in grammar 
start to impede 
understanding. 
Students don’t 
respect assigned 
register.

Many errors in 
grammar make 
it impossible 
to follow 
conversation. 
Students disregard 
assigned register.

Fluency Students’ 
pronunciation and 
rhythm is natural 
and lifelike. No 
unnatural pauses.

Students commit 
minor errors in 
pronunciation, or 
pause one or two 
times.

Students commit 
multiple errors; 
there are long, 
awkward pauses.

Pronunciation 
errors make 
it impossible 
to understand 
conversation. 
Long pauses in 
conversation.
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Using Prepositions to describe people and places
BLOCK 4

Using prepositions

Tiempo asignado: 15 horas.

Content
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This short block will be dedicated to prepositions. These words are often overlooked, 
yet they are very necessary for clear, effective, and precise communication.
Simply put, a preposition is a word that describes the relationship between two nouns. 
Is the explanation too technical? Don’t worry! It is something rather easy. Take any two 
words, let’s say dog and house. A preposition is a word that will show us how dog and 
house relate to each other. 

• The dog under the house.
• The dog in the house.
• The dog at the house.
• The dog by the house.
• The dog over the house.

The italicized words are examples of prepositions. A preposition usually tells us the 
relationship between two words in terms of time, place, location, direction, or even 
exclusion. 

Didactic Sequence 1
USING PREPOSITIONS

Start Up Activities

Individual activity

This is a simple activity designated to jog our memories on the subject of prepositions. Simply read the text below 
and circle all the prepositions you identify.

When I go to college, I’ll study graphic design. I’m a very creative person with a talent for the arts. 
I have studied the work of all the great designers. My favorite style is the Bauhaus school. It was a 
design and architectural movement that developed during the 1920s. I would love to design something 
in that style. 

ACTIVITY 1
DS1-B4

Represen ta t i ve 
images of the Bau-
haus school of de-
sign
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This is my dream career; however, it will be a labor of love. According to my friend Steve, graphic design is one 
of the least well-paid jobs in Mexico. It doesn’t matter to me. I will do my best effort and succeed in spite of this.
Now, with the help of your teacher, go over the text and make sure you got all the prepositions in the text. Did 
you miss any? Write them here: 

_________________________________________________________________________________________

_________________________________________________________________________________________

__________________________________________________________________________________________

As you can see, prepositions are used fairly often in any text or speech. In everyday 
conversation, prepositions will pop up hundreds of times. It is important that you fami-
liarize yourself with them and with their uses. 

Below is a chart with the most common prepositions.

about 

above 

across 

after 

against 

around 

at 

before 

behind 

below 

beneath 

beside 

besides 

between 

beyond

by 

down 

during 

except 

for 

from 

in 

inside 

into 

like 

near 

of 

off 

on 

out

outside 

over 

since 

through 

throughout 

till 

to 

toward 

under 

until 

up 

upon 

with 

without

according to

because of

by way of

in addition to

in front of

in place of

in regard to

in spite of

instead of

on account of

out of

 

Do you recognize all of them? Keep in mind that this is a much reduced list. A full list 
would probably require a semester of its own. Nonetheless, this is a good start.

Next, you have to know what to use them for. Do they tell you where things are in 
relation to one another? When things occur in relation to one another? Remember that it 
is entirely possible that one preposition covers two or more of these functions. 
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Team Activity

In a small team of three people, study the examples below, and then compile a list of other prepositions that fit in 
that category.  

Prepositions of Time: at, on, and in
We use at to designate specific times.
 The meeting is at 12:00 o’clock.
We use on to designate days and dates.
 The party is on Friday.
The concert is on December 26th.
We use in for nonspecific times during a day, a month, a season, or a year.
 She likes to jog in the morning.
 I look best in winter.
Her birthday is in December.
The Mexican revolution began in 1910.

ACTIVITY 2
DS1-B4

Development Activities

Now, compile your own list of prepositions of time

Now, compile your own list of prepositions of place

Prepositions of Place: at, on, and in

We use at for specific addresses.
John lives at 45 Perez st., Bachoco.
We use on to designate names of streets, avenues, etc.
Her house is on Aldama ave.
And we use in for the names of land-areas (towns, counties, states, countries, and continents).
She lives in San Pedro.
San Pedro is in Hermosillo County.
Hermosillo County is in Sonora.
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Now, compile your own list of prepositions of movement

Now, compile your own list of prepositions of movement

Prepositions of Movement: to and No Preposition
We use to in order to express movement toward a place.
 They were driving to work together.
 She’s going to the dentist’s office this morning.
Toward and towards are also helpful prepositions to express movement. These are simply variant spellings of the 
same word; use whichever sounds better to you.
 We’re moving toward the light.
 This is a big step towards the project’s completion.
With the words home, downtown, uptown, inside, outside, downstairs, upstairs, we use no preposition.
 Grandma went upstairs
 Grandpa went home.
 They both went outside.

Prepositions of Location
These prepositions are very numerous; they tell us where one thing is located in relation to another.
Check the box under the bed.
Please place the box on the table.
Now, stand behind the table.
Surprise, your birthday present is inside the box.

Now, with the help of your teacher, compare your answers with the rest of the class. Make sure you aren’t missing 
anything!
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You have probably noticed that many of the prepositions overlap, i.e., they are part of 
different lists. For example, in can be a preposition of both time and place, depending 
on how you use it.

You may have also noticed that some prepositions did not fit into any lists; more speci-
fically, those prepositions formed by two or more words. They are called phrasal prepo-
sitions, and they usually define the relationship between two things: attribution, equiva-
lence, etc. The best way to learn how to use them is by encountering them in context in 
our reading, and by making sure we use them in our writing.

Group Activity

With the help of your teacher, your class will discuss the use of the following prepositions; then, you will come up 
with two examples of use for each of them.

In spite of

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

According to

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

Because of

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

In addition to

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

ACTIVITY 3
DS1-B4
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Now that you’ve gone over the different prepositions, and gone over some examples 
of their use, the final step will be to practice, practice, and practice! Using the correct 
prepositions will make your speech more fluid and more precise; it will also make your 
writing more descriptive and evocative.

Finally, one area where prepositions are of vital importance is when giving directions. 
If you have a job that requires you to be very mobile, or that requires you to coordinate 
any sort of logistic efforts (for example, delivery company driver or manager).

Prepositions such as next to, in front of, close to, across, between become very impor-
tant in making sure you can do your job properly. Even if it isn’t strictly a business func-
tion, you still want to be sure to master these, as they help make you a better informed 
individual. Besides, you wouldn’t want to be late to your new boss’s birthday party just 
because you couldn’t find the street, would you?
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Individual Activity

Study the following map. 

ACTIVITY 4
DS1-B4
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Your teacher will assign you a random starting point. From that point, give accurate directions to reach:

• Kalamazoo Mall

__________________________________________________________________________________________

__________________________________________________________________________________________

___________________________

• Intermodal Center

__________________________________________________________________________________________

__________________________________________________________________________________________

___________________________

• City Hall

__________________________________________________________________________________________

__________________________________________________________________________________________

___________________________

• Post Office

__________________________________________________________________________________________

__________________________________________________________________________________________

___________________________

• Epic Center

__________________________________________________________________________________________

__________________________________________________________________________________________

___________________________
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Pair Activity

Now, using the same map, quiz a friend on directions from point A to point B.
Example: How do I get from the library to Porter st?
Ask him for three sets of directions and write down his answers. Then he will ask you and write down your 
answers.

1. How do I get ________________________________________________?

Answer: ___________________________________________________________________________________

__________________________________________________________________________________________

2. How do I get _________________________________________________?

Answer: ___________________________________________________________________________________

__________________________________________________________________________________________

3. How do I get _________________________________________________?

Answer: __________________________________________________________________________________

__________________________________________________________________________________________

ACTIVITY 5
DS1-B4
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Team activity

In small groups of three students, draw a map of the downtown area of your city; be sure to include all the princi-
pal locations (government buildings, restaurants, parks, etc.) Choose a central starting point and write down five 
sets of directions to guide visitors around your city to important landmarks

Closing Activities

ACTIVITY 6
DS1-B4

Write your directions here:

1.________________________________________________________________________________________

__________________________________________________________________________________________

2.________________________________________________________________________________________

__________________________________________________________________________________________

3.________________________________________________________________________________________

__________________________________________________________________________________________

4.________________________________________________________________________________________

__________________________________________________________________________________________

5.________________________________________________________________________________________

__________________________________________________________________________________________

Draw your map here:
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Individual Activity

Read the texts below, and fill in the blanks using the appropriate preposition or phrasal preposition.

ACTIVITY 7
DS1-B4

I am currently studying ___________ become a Computer Engineer. It is a very difficult major; Math is 
especially difficult ___________ me. I have to take extra lessons _____________________________ 
all of my regular class work! I’m also having some trouble with computer programming. Those pro-

gramming languages are very difficult, and they can be very tricky. I practice writing code every day. 
I’m improving significantly _____________________________________ my friend Raul.
Don’t think I’m not happy. I love what I’m doing _____________________________ all the diffi-

culties I am facing. In my final year, I can apply _________ an internship ________ a real company. 
That’ll be very exciting. I better go now. I have a lot of studying ahead of me __________________

____________________ finals.

Now, with the help of your teacher as moderator, go over your answers and compare them with the rest of the class.

INTEGRATING ACTIVITY

Pair Activity

The whole purpose of using prepositions is to make sure your messages are as clear and precise as possible during 
communication. With that in mind, you and a partner will work together to practice your use of prepositions.

First, you will write a description of your future office or workspace. 

• How will you organize it? 

• Where do you want it to be located? 

• What will it contain? 

• What does it need in order for you to be able to do your job?

• What personal items will you include in your workspace?
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 Use prepositions of time, place, and location to write the best, most evocative description possible. Be as detailed 
as possible.

My future office:

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

Now, you will exchange your text with your partner, and you will both carefully study the description that the other 
wrote; next, based on that description, draw a diagram or illustration of your partner’s dream office:
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My partner’s name is: __________________________________________

Mark how each criteria is met: Yes No

Used different prepositions of time, place, and location.

Included all necessary items in description of a work place.

It is easy to imagine the workspace from the description given.

He included all necessary information of where office / workspace is 
located.

Included personal touches in his workspace.

It is thoughtfully detailed.

CO-EVALUATION



 ■ Using the first conditional to pre-
vent any troubles when traveling.

 ■ Using everyday expressions for pro-
curing tickets, boarding a plane, and 
going through airport customs.

 ■  Reading airport signs.

Contenido

Navigating the airport experience
BLOCK 5
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Didactic Sequence 1
USING THE FIRST CONDITIONAL TO PREVENT ANY TROUBLES 
WHEN TRAVELING

Picture the following scenario: there you are in your dream job; perhaps you are a 
software programmer for a major videogame developer; maybe you are a powerful 
executive for a financial firm; or perhaps you have started your own company and you 
have your first meeting with a potential client. What do all of these different scenarios 
have in common? One thing they have in common is that for all of them, you may be 
required to fly on a plane.

“What? An airplane? What are you talking about?” You may be asking yourself right 
now. “That’s ridiculous. I don’t have to fly anywhere,” you may be reassuring yourself. 

However, the fact of the matter is that the globalized nature of today’s business world 
makes it necessary to travel as part of your job description. Think about it: a corporation 
may have its main offices in New York City; it may operate manufacturing plants in 
Monterrey, Mexico; and it may have suppliers all over the globe, in countries such 
as China, Taiwan, etc. Sure, modern telecommunications means that it is possible to 
make video calls, communicate via email, or a regular long-distance telephone call; 
nonetheless, there are still many reasons for plain old face-to-face meetings. Try signing 
a multimillion dollar contract over a social media video call. It won’t go that well.

Start Up Activities
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Of course, there are plenty of less urgent, though still very valid, reasons to fly: you 
may have to attend to a training course for your job; you may have to teach a training 
course for your job; you could be required to oversee the opening of a new plant or a 
new franchise for your company. Finally, you could perhaps be very tired from all that 
traveling your job requires, so you are flying somewhere nice for a relaxing vacation.

BLOCK 1  Navigating the airport experience
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Pair up with a classmate and conduct the following interview:
Have you flown in an airplane before?

__________________________________________________________________________________________

_______________________________________________________________________________________

If so, where did you fly? If you haven’t flown in an airplane, where would you like to fly?

__________________________________________________________________________________________

_______________________________________________________________________________________

What do you think are the advantages of flying over other modes of transportation? What are the disadvantages?

__________________________________________________________________________________________

_______________________________________________________________________________________

Are you scared of flying? Please explain your answer.

__________________________________________________________________________________________

_______________________________________________________________________________________

Now, with your partner come up with a list of all the things you would need to take to a flight to another country:

Finally, share and compare your answers with the class. Your teacher will be the moderator.

ACTIVITY 1
DS1-B1



97

Meeting People

ACTIVITY 2
DS1-B1

The following article is from the Condé Nast Traveler website (http://www.cntraveler.com/daily-traveler/2012/09/
important-airline-flight-ticket-rules-regulations). It talks about some common problems that people may run into 
while taking a plane. Read it carefully, and then answer the questions.

Without careful planning, air travel can be a frustrating experience.

The Airline Rules Every Traveler Needs to Know
By Brett Snyder

I come across a lot of blog posts from angry travelers who have had bad experiences dealing with airlines. 
There was one last week that grabbed me because it was a rare example where I couldn’t find one thing that 
the airline, Spirit, did wrong. The post has since been removed, but effectively what happened was that the 
traveler arrived at the ticket counter 15 minutes before her flight, so she wasn’t allowed to fly. Spirit put 
her on the next flight later that day, but it was too late for her. She went to another airline to fly down but 
never told Spirit. When it was time to come home, Spirit had canceled her reservation because she hadn’t 
shown up for the first flight down.
To me, this makes perfect sense, and I’d say Spirit even went above and beyond by confirming her on a 
later flight. But I also know airline rules a lot better than your regular traveler and that is what the problem 
was here. What seems obvious to me isn’t obvious to everyone. Stepping back, it seems to me that there 
are some good lessons here on how the airlines work and how you can avoid ending up in a similar 
predicament.

Get There Early
Airlines love to set up rules, and one of them is around how early you need to be at the airport. If only it 
were that simple.  There are different times for when you need to be checked in, when your bags have to be 

BLOCK 1  Navigating the airport experience
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checked in, and when you need to be at the gate. It can be downright confusing as airlines sometimes have 
different rules in different airports. How do you avoid this? There are a couple things you can do.

• Check in at home on your computer or your phone the day before. Then you don’t have to worry 
about missing that cutoff.
• Check bags online in advance. Then you can just drop them at the counter instead of having to pay 
for bag fees and waste precious time.
• Get there early. Time solves all problems.

Your Bag is Going with You ... Unless The Airline Says So
In this case, due to a series of problems the passenger arrived at the ticket counter with only 15 minutes 
to spare. No airline is going to let someone take a flight when they arrive that close, but why not? Why 
wouldn’t they just let her run for it?

First off, if you have to check a bag, the airline isn’t going to let you take one flight and check your bags on 
another. It’s a security thing, because it’s a way that someone could check a bomb and then not have to die 
when it goes off. Of course, if the airline wants to move your bags on any flight, security isn’t the issue, so 
that’s why the double standard happens.
Second, if you don’t have a bag, they still won’t let you run for it. They want that flight to go out on time, 
and there may be people on standby for that seat. So, by the time you get there, they may have already given 
it to someone else. That flight begins closing up several minutes before it actually leaves.

Flat Tire Rule
So what happens if you do get there 15 minutes before your flight? Are you just out of luck? No, not 
entirely. Many airlines still have something casually called the “Flat Tire Rule.” The idea is that if you’re 
late due to problems (like a flat tire), then the airline takes pity on you. You have to show up at the airport, 
usually within a couple hours of scheduled departure, and they will usually put you on standby for the next 
flight without charge. If the flights are full, then you might be there for a long time.

I would doubt that Spirit even has a flat tire rule, so in this case, it sounds like the agent did more than 
anyone would expect of Spirit by confirming the passenger on the flight later that day.

Don’t No-Show
Let’s say you do find yourself on a flight much later in the day, and you don’t want to deal with it. Instead, 
you find another way to go to your destination and plan on just taking the return back. Not so fast. If you 
don’t show up for any flight on which you’re booked, all other flights in that reservation will automatically 
be canceled. Why is that? Well, first off, someone might be trying to game the system. Airline pricing is 
an insanely complex thing, and people try to find ways around it in order to save money. This is a way that 
airlines can help combat that fraud.
It’s also a way to free up seats to be sold again. If someone doesn’t show up for the beginning of their trip, 
then the airline doesn’t expect that person to show for any part of the trip.
How can you get around this? If you’re severely delayed or canceled for one reason or another, just tell the 
airline that you aren’t going to take the flight out. If they manually cancel those segments, then the return 
will still be there for you when you try to fly home. Keep in mind, they won’t just do this because you want 
them to for any reason. They’ll do it if there’s been a major disruption of some sort.
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Now, answer the questions about the article.
What happened to the person in this story?

__________________________________________________________________________________________

__________________________________________________________________________________________

___________________________________________________________

Why should you get early to the airport?

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

____________________________________________________________

What are some ways you can save time?

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

____________________________________________________________

What can you do if unexpected troubles cause you to miss your flight?

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

____________________________________________________________

Why do you have to check your bags in advance?

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

____________________________________________________________

If you decide that you don’t want to fly, what should you do? Why is this important?

__________________________________________________________________________________________

__________________________________________________________________________________________

____________________________________________________________

BLOCK 1  Navigating the airport experience
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As you can see, there is a great deal of things to 
consider and take care of before you even set foot 
inside the plane. Whether you are flying as part 
of your job, or you are taking a trip of leisure, the 
requirements are the same. You need to be prepared, 
so that your trip will proceed smoothly; that way, you 
can focus all your attention on your job instead of 
worrying if you’re going to be on time because the 
plane left you. 

The best way to solve a problem is by preventing 
it from ever occurring in the first place. You would 
be surprised by how many of daily life’s petty 
annoyances can be avoided by using a bit of foresight, 
i.e., by thinking about them before they happen and 
acting to prevent them. An excellent way to articulate 
this philosophy, is by using the first conditional, v.g., 
if you think about possible problems, you will be able 
to avoid them.

An example of the first conditional

Grammar Review 
The first conditional is a simple two-sentence structure that states a condition and the logical consequences 
of that condition.
The condition is usually started by the subordinating conjunction if. This is called the dependent clause; 
the consequence uses the modal verb will. This is called the independent clause. Either sentence can be 
affirmative or negative.

Remember, the order of the sentences doesn’t affect the overall meaning. 
The only thing that changes is the use of a comma if you start with the dependent clause, i.e., the condition 
first.
If I use the first conditional, I will state a logical consequence.
Is the same as
I will state a logical consequence if I use the first conditional. (Notice that in this order no comma was used.)

Condition Consequence

If you book early, you´ll be able to choose the seat you want. 

If you don´t seat at the front, You won´t be able to go out rapidly.

If there is a storm, will the plane crash?
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Read the following conditions carefully, and then complete the sentence with a logical consequence:

1. If I don’t show up on time, ___________________________________________________________________

___________________________________________________________________________________.

2. If I want to finish this project on time, __________________________________________________________

___________________________________________________________________________________.

3. If the price of gas keeps going up, _____________________________________________________________

___________________________________________________________________________________.

4. If Maria asks the boss for a salary raise, ________________________________________________________

___________________________________________________________________________________.

5. If I work for a Chinese company, ______________________________________________________________

__________________________________________________________________________________.

Now, read the following consequences carefully, and then complete the sentence with a logical condition that 
would cause those consequences.

6. I will be very late for my flight _______________________________________________________________

__________________________________________________________________________________.

7. The company won’t authorize my expenses _____________________________________________________

__________________________________________________________________________________.

8. Will a complementary movie during the flight be included __________________________________________

__________________________________________________________________________________?

9. She will be hired by the company _____________________________________________________________

__________________________________________________________________________________.

10. Mr. Enriquez will travel around the world ______________________________________________________

___________________________________________________________________________________.

ACTIVITY 1
DS1-B1

Development Activities

BLOCK 1  Navigating the airport experience



102
Colegio de Bachilleres del Estado de Sonora

CTP: Inglés para Relaciones Laborales

ACTIVITY 2
DS1-B1

In small teams of three, come up with ten sentences about possible solutions for the passenger in the “The Airline 
Rules Every Traveler Needs to Know” article.

I come across a lot of blog posts from angry travelers who have had bad experiences dealing with airlines. 
There was one last week that grabbed me because it was a rare example where I couldn’t find one thing that 
the airline, Spirit, did wrong. The post has since been removed, but effectively what happened was that the 
traveler arrived at the ticket counter 15 minutes before her flight, so she wasn’t allowed to fly. Spirit put her 
on the next flight later that day, but it was too late for her. She went to another airline to fly down but never 
told Spirit. When it was time to come home, Spirit had canceled her reservation because she hadn’t shown 
up for the first flight down.
To me, this makes perfect sense, and I’d say Spirit even went above and beyond by confirming her on a 
later flight. But I also know airline rules a lot better than your regular traveler and that is what the problem 
was here. What seems obvious to me isn’t obvious to everyone. Stepping back, it seems to me that there are 
some good lessons here on how the airlines work and how you can avoid ending up in a similar predicament.

Example: “If she arrives earlier, she will avoid trouble.”

1. ___________________________________________________________________________________

2. ___________________________________________________________________________________

3. ___________________________________________________________________________________

4. ___________________________________________________________________________________

5. ___________________________________________________________________________________

6. ___________________________________________________________________________________

7. ___________________________________________________________________________________

8. ___________________________________________________________________________________

9. ___________________________________________________________________________________

10. ___________________________________________________________________________________

Now that you’ve practiced it, the first conditional must seem pretty easy to you, and a convenient way to express 
foresight. The grammatical structure itself is pretty easy; the difficult part is thinking about what could go wrong. 
Just as we practice our English to make it better, it is necessary to practice our foresight skills to improve them. 
In that manner, whenever you are planning something, you will detect and prevent possible problems in advance.

The first conditional is a handy tool to help you in this regard, but it will only be useful in the measure that you 
think about your future plans in a thoughtful manner.
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ACTIVITY 1
DS1-B1

In small groups of 3 people, come up with a list of the top 10 problems you could have when going on a trip by air.

1. ___________________________________________________________________________________

2. ___________________________________________________________________________________

3. ___________________________________________________________________________________

4. ___________________________________________________________________________________

5. ___________________________________________________________________________________

6. ___________________________________________________________________________________

7. ___________________________________________________________________________________

8. ___________________________________________________________________________________

9. ___________________________________________________________________________________

10. ___________________________________________________________________________________

Closing Activities

BLOCK 1  Navigating the airport experience
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ACTIVITY 2
DS1-B1

Now, with the same group prepare a dialogue. Imagine you are all going on a trip by airplane to another country. 
You are going there to present a very important contract to a manufacturing company; you will also deliver the 
schematics for the product the company will manufacture. You want everything to work out perfectly.
Write a dialogue where you are planning your trip. Make sure you use the first conditional to avoid/prevent the 
ten problems you wrote up above.

Now, as a team, you will role play your dialogue for your classmates. Your teacher will act as coordinator for all 
the teams.

    Write your dialogue here:
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Flying is one of the most used form of mass travel, if not the most used. Since the advent 
of commercial flying in the 1930s, the industry has grown in infrastructure, technology, 
and volume. Early on, flying was reserved only for the rich, who were the only ones 
who could afford it.

Didactic Sequence 2
USING EVERYDAY EXPRESSIONS FOR PROCURING TICKETS, 
BOARDING A PLANE, AND GOING THROUGH AIRPORT CUSTOMS

Air travel back in the beginning

However, as time moved on, air travel became possible for more and more people. For 
one thing, airplanes could carry more and more passengers, making it possible to offer 
cheaper prices. Likewise, the post-war economic boom meant more people could afford 
the time and money to take a plane.

At present, flying is one of the fastest and safest ways to travel; It may very well be that 
your job will require you to be a frequent flier, that is, a person whose job description 
requires him to fly constantly between different places in order to do his job.

Start Up Activities

BLOCK 1  Navigating the airport experience
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What do you know about flying? In teams of five people discuss and come up with a list of things you need, or 
things you have to do, to take a plane somewhere.

ACTIVITY 1
DS2-B1

Now, compare your answer with the other teams.
 
As you can probably imagine, and as you probably answered, flying isn’t quite as simple as taking a taxi; the 
process is a bit more involved. Of course, the first step is getting your ticket.
Procuring a ticket.

   Write your answer here:

You may notice some bolded words. They are common words and expressions 
used in relation to air travel.

You can get a ticket through a travel agency which is more comfortable, 
since they do all the work, though it can be more expensive. You can also 
purchase your ticket directly from the airline. Nowadays, many ticket 
purchases are conducted online through the airline’s website or through 
travel agency websites.
 
Likewise, you will have to choose if your ticket will be:

Round trip: covering your flight and your return flight at a set date.
One-way: Your ticket will only cover your initial flight to your 
destination.

Your sitting assignment may be pre-assigned, i.e., you can select what 
seat you would like, or it may be on a first-come-first-served basis. Be 
sure to check-in in advance.

Choosing the right seat can make or break your 
flying experience.
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Depending on the cost of your ticket, you may fly First, Business, or Economy class; each level offers more 
luxurious service and more comfortable accommodations than the last. You should know that currently, airlines 
are being accused of minimizing seat space too much in order to maximize profits.

Passengers in luxury first class.

A group of teenagers in economy class.

Your flight can be Direct, i.e., non-stop to your 
destination; for a cheaper price, your flight can have a 
Layover, i.e., it will stop in one or more places before 
it reaches its destination. It is possible that you may 
have to change planes as well, one or more times. Be 
advised, layover waiting periods can be very long!

BLOCK 1  Navigating the airport experience
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For this activity you will need to do a bit of online research. Go online, either at your home or at school, and visit 
the Expedia website (www.expedia.com); this website specializes in booking flights.
All you have to do is enter some simple information: your desired destination, date of departure, and it will 
offer you various choices of flights. Search three different flights from your nearest airport to exotic locales like 
Katmandu or Myanmar. 

• Search for one round-trip flight.
• Search for one direct one-way flight.
• Search for a flight with extensive layovers.

Make sure to copy or print the top results for each of your searches, then share them with the class and see how 
you got the best offers.

Who went to the farthest place? _______________________________________________________________________.

Who had the most expensive ticket? ___________________________________________________________________.

Who had the cheapest ticket? _________________________________________________________________________.
 
Once you have your ticket, it’s time to actually board the plane at the airport! Again, this is a much more involved 
process than getting on a bus or a car. You will probably have to be at the airport at least an hour before your flight, 
and you will have to stand in line for a long time.
 
The reason for all that time is that before you can board the plane, you must go through the Check-in process.

Checking in at the airport

Airport check-in uses service counters found at commercial airports handling commercial air travel. The check-in 
is normally handled by an airline itself or a handling agent working on behalf of an airline. Passengers usually 
hand over any baggage that they do not wish or are not allowed to carry on to the aircraft’s cabin and receive a 
boarding pass before they can proceed to board their aircraft.

Check-in is usually the first procedure for a passenger when arriving at an airport, as airline regulations require 
passengers to check in by certain times prior to the departure of a flight. This duration spans from 15 minutes to 4 
hours depending on the destination and airline. 
Remember, you may have to pay extra for any excess in baggage (this usually depends on what class you are 
flying in: first class, business, etc). Also, failure to check-in could cause you to lose your flight.

ACTIVITY 2
DS2-B1
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ACTIVITY 1
DS2-B1

For this activity, pair up with a classmate. Together, you will role-play getting a ticket to travel. One of you will 
assume the role of the prospective traveler; the other will assume the role of the travel agent.
You can use questions such as these:

• Are you traveling alone?
• Will this be one way or return?
• When would you like to depart?
• When would you like to return?
• Do you mind a stopover? Or would you prefer direct?
• Would you prefer economy, business, or first class?

Make sure to write down the ticket with all the relevant information. Afterwards, exchange roles.

Show your tickets to the class.
After the check-in, it’s time for the Boarding Procedure, i.e., finally getting on the plane. The procedure varies by 
airline; some airlines work on a first-come-first served basis, so if you want a good sit you need to be there early. 
Other airlines board their passengers by seat number, or by class. 

Passengers boarding their flight.

The flight experience.
Finally! You have made it! After standing in line for hours in the airport, after being asked to take off your shoes, 
after being bombarded by X-Rays, you are in the plane, ready for take off. Unfortunately, it will probably still be 
a little while before you begin your trip.

Development Activities

BLOCK 1  Navigating the airport experience
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First, the flight crew, the people who work in the plane will introduce themselves. The flight attendants are the 
ones who will take care of the passengers during the flight. You will probably not deal with the captain of the 
plane, who is usually also the pilot, directly, though he will usually introduce himself over the intercom. If the 
plane is big, there may also be a co-pilot as well as a flight engineer. 

A more recent addition to the flight crew, at least in American planes, is the air marshal. Since the terrorist attacks 
of September 11, 2001, many flights carry an air marshal, an undercover officer whose job is to protect the plane 
and deal with unruly passengers who may pose a threat. He usually poses as a regular traveler.

The flight attendants will advise passengers about when to fasten seatbelts, turn off electronics, emergency 
measures and any other policies or information the passengers need to know.

The flight attendants are also responsible for serving the in-flight meal. What you have for a meal depends on 
the price of your ticket. Passengers in first class may have a choice between various dishes, while passengers in 
economy class may have a simple meal such as a sandwich or no meal at all. They also provide whatever comforts 
are available to the passengers: pillows, blankets, etc. Finally, some flights offer passengers the possibility to buy 
duty free items such as bottles of liquor, perfumes, etc. There are also catalogues such as Skymall which allow 
passengers to purchase many more (outlandish!) products.

Typical Skymall products.
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For this activity, you will form teams of five people. You will need some simple materials: white paper and 
coloring pencils or crayons. Make sure to bring them to class!

Your team will plan, design, and create two items to offer passengers on a flight: a food menu and a shopping 
catalogue.

• The menu must offer dishes for each class. The quality and price of the dishes will vary according to class. 
Each food item must have a small description of the dish and a price. Create three items for each class.
• The shopping catalogue must offer a variety of products with a different range of prices, from very 
expensive to relatively affordable (products on airline catalogues tend to be overpriced). The items must be 
accompanied by a description and a price. Create three items with each class in mind. 

ACTIVITY 2
DS2-B1

BLOCK 1  Navigating the airport experience
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This is a role-playing activity. You will form a team of 6 students. Four of you will take the role of passengers in 
an airplane; the remaining two will take the role of flight attendants. 

The passengers will solicit information from the flight attendants and make requests; the flight attendants will 
do the best to reply and fulfill the requests. Dealing with flight attendants is very similar to dealing with other 
members of the service industry such as store clerks, waiters, concierges, and so on. Make sure to use the polite 
expressions and requests you would use with them, v.g.

• “Excuse me, I would like to have…”
• “Could I please have a…”
• “Could you please tell me…”

Flight attendants should respond in kind. Keep in mind that not all passenger requests can be fulfilled, e.g., a 
passenger cannot have more than three alcoholic beverages during the flight; he cannot go into the cockpit area, 
etc.

When you answer the passengers’ questions and attend their request, switch roles so that two new persons play the 
flight attendants. Make sure that each round you come up with different questions and requests.
Hopefully, your flight will be pleasant. You will have gracious seat neighbors, and you will experience no 
turbulence during the flight. Before the plane approaches its final descent to land, the flight attendants will issue 
the necessary entry paperwork to all foreign passengers.

“What’s that?” You ask. “Paperwork?” That’s correct. When you enter a country, there are certain forms to be 
filled and procedures to be followed. In addition, you must go through customs. It is the job of the customs agent 
to make sure you do not bring—or take!—anything illegal into or from the country.
The customs process.

The custom process usually begins before you get in the plane. Many commercial airlines have a list of banned 
objects: weapons and drugs are the most obvious, but other seemingly innocuous items such as water bottles, nail 
clippers, small scissors, etc. have joined the banned item list since 2001.
When you arrive in another country, you must file the proper paperwork to enter the country; this will vary by 
country, but some common information requested is the reason for your visit, the length of your stay, and the place 
(or places) where you will be staying. Some other countries may have even more stringent requirements.

You will also need to declare your valuables, i.e., state what you are bringing into the country; if you only bring 
your personal items, such as a camera, phone, your clothes, you may state that you have nothing to declare. You 
should keep in mind, though, that what is legal to carry undeclared may vary from country to country.
Some common items that must be declared are:

• Guns and prescription drugs, which may need separate paperwork and permissions.
• Valuables such as jewelry that exceed a certain set amount. The same goes for cash.
• Foreign fruits, vegetables, meats, and other food products. Any food items must be appropriately vetted, 
and are usually sold in sealed boxes at airports.

ACTIVITY 2
DS2-B1
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• Exotic animals or animals in an endangered species list.
• Certain technology, for example, microprocessors.

Remember, this is just a partial list. Each country has its own regulations as to what is and is not allowed. This is 
an example customs form for a visitor to the Republic of Uzbekistan:

You should be very aware that failure to comply with customs regulations, or any omission in your declaration can 
result in the loss of your property, in addition to monetary—or even judicial—sanctions.

BLOCK 1  Navigating the airport experience
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Go to the immigration help website http://www.immihelp.com/immigration/sample-us-customs-declaration-
form-6059b.pdf and download the simple entry form. Print it and fill it up with the necessary information.

ACTIVITY 2
DS2-B1

Closing Activities

ACTIVITY 1
DS2-B1

For this activity, you will form large teams 
of 6-8 people. Two students will take on 
the role of customs agents; the remaining 
students will take on the role of travelers 
visiting the country.

Before the activity begins, the entire 
team will produce a list of items that are 
banned from the country, write it in a 
piece of paper, and display it properly. The 
travelers will make their own private list of 
valuables they are carrying, and they will 
decide if they declare them or not. 

Some common questions you may use:
• Where are you coming form.
• Who long are you staying?
• Where will you be staying?
• Do you have anything to 
declare?
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Have you ever visited a mayor metropolitan airport? The very large airports that serve as the world’s transportation 
hubs are massive facilities, usually filled with thousands of passengers all looking to travel somewhere. Airports 
like JFK, Heathrow, and Mexico City International Airport seem daunting mazes if you are not used to such places. 
Even if you are an old hand at flying, the sheer volume of travelers and space can present its own difficulties. 
Multiple terminals, lots of ground to cover, the bustle and din of passengers coming to and from: you better keep 
your eyes open.

Didactic Sequence 3
READING AIRPORT SIGNS

One of JFK’s eight terminals for arrival and departure of planes.

A passenger area in Heathrow’s terminal 5.

Mexico city International Airport, Terminal 2.

Start Up Activities

BLOCK 1  Navigating the airport experience
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In a small team of three students, come up with a list of ten services that you think are essential for an international 
traveler in an airport.

When you are finished, share and compare your team’s list with the rest of the group. Make sure you didn’t miss 
any essential services. Your teacher will act as moderator.

ACTIVITY 1
DS3-B1

   Write your list here:
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One way in which you can navigate airports is by navigating the signs; since you won’t always have someone 
available to question, knowing where to head for a particular service or a particular destination can be incredibly 
useful. Here are some traditional pictograms seen in airports all over the world:

Of course, the signs may vary from airport to airport across the world, but they are usually variations on a design. 
Familiarizing yourself with them is a good idea to ensure you always know where you are going.

Telephone

The handset was a very common design at the time that this pictogram 
was created. The handsets have changed drastically over the interve-
ning years; however this is still a very recognizable form for a telepho-
ne.

Mail
An envelope is symbolic of the mail. The folds on the back side of 
an envelope are a very recognizable icon that translates well to many 
people.

Currency Exchange
These signs direct the traveler to a location where they are able to ex-
change their local money for the money of the destination location.

Cashier This sign could also designate a banking facility.

First Aid
Medical help is available here. The green color is internationally recog-
nized for first aid.

BLOCK 1  Navigating the airport experience
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ACTIVITY 1
DS3-B1

For this activity, you will form small teams of three people. Consult with your teammates and then design and 
draw signs to advertise the following services:

When you are designing your pictograms, it is essential to remember that they have to be clear enough to be 
understood by people from all over the world, not only by those who happen to speak English. After all, a major 
airport services a multitude of people from many different origins!

Unfortunately, there isn’t enough space or time to go over each of the possible signs; indeed, the very number of 
them makes it a lengthy proposition. It is up to you to use careful foresight and decide what services you will most 
likely need when you travel, and then familiarize yourself with them.

Restaurant: food available here

Information about hotels

Car rental service

Airplane departures

Lost and found objects

Airport shuttle stop
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It’s time to put those research skills to the test again. Use the list of essential services you drew up in Start Up 
Activity 1, and then search for the appropriate sign for each service. If you cannot find an appropriate one, then 
design it yourself!

Sign Service

ACTIVITY 1
DS3-B1

Closing Activities

BLOCK 1  Navigating the airport experience
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Group Activity

For this final activity, the whole group will be involved. It will be one massive role-play exercise, to simulate what 
we have learned about procuring a flight and traveling to a new country. This activity is fairly involved, so you 
will carry it out through several sessions.

Part a) Getting a ticket.
Your teacher will divide you into representatives of airlines and prospective travelers. Each will be assigned an 
activity sheet. There, you will record your interactions as the travelers search for the flight and airline that is right 
for them and the airline agents book the proper flights. Travelers will also be assigned a role card specifying their 
needs, and airline agents will be assigned airline schedules and prices.

INTEGRATING ACTIVITY

Conversation: I Need a Ticket to Osaka.

A= Airline Ticketing Agent       B=Traveler

A: Welcome to Nappon Airlines. How may I help you?
B: I need a ticket to Osaka, Japan?
A: We have three flights to Osaka weekly: Monday, Wednesday, and Friday. The flights on Monday and 
Friday are direct and the one on Wednesday has a stopover in Tokyo. When were you thinking of flying 
to Osaka?
B:  I would prefer Wednesday.
A:  Will this be round trip or one way? 
B:  Round trip returning the following Monday. 
A:  How would you like to fly? Economy? Business? Or first class?
B:  Business, please. 
A: And will anyone be traveling with you? 
B: No. I’m traveling alone.  
A: OK, please give me a minute while I check price and availability. Oh! Good! There are several seats 
still available. The flight departs at 11:20 AM and arrives in Osaka at 6:40 PM local time. The price is 
$877.00. Shall I book it for you?
B: Not yet. I have a few more places to check and then I’ll get back to you.

BLOCK 1  Navigating the airport experience
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Airline Flight Days Direct/
Stopover

Departure
Time Arrival Time Price

Nappon

Monday Direct

11:20 AM 6:40 PM $877.00Wednesday Stopover 

Friday Direct

Traveler Activity Sheet
   
I need a Ticket to Osaka, Japan.
You are a traveler who needs a ticket. You will receive a role card from your teacher. Try to find the airline with 
a ticket that best suits your role.

www.bogglesworldesl.com 
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City Travel Date Roundtrip/
One Way

Economy/Business/ 
1st Class Companions

Osaka Wednesday
Roundtrip 
Returning 

following Monday
business none

Ticketing Agent Activity Sheet

I need a Ticket to Osaka, Japan.
You are a ticketing agent for an airline. Potential customers will see you about purchasing tickets. Find out what 
kind of tickets they want and give them the information that they ask for.

www.bogglesworldesl.com 

Conversation: I Need a Ticket to Osaka.

A= Airline Ticketing Agent       B=Traveler

A: Welcome to Nappon Airlines. How may I help you?
B: I need a ticket to Osaka, Japan?
A: We have three flights to Osaka weekly: Monday, Wednesday, and Friday. 
The flights on Monday and Friday are direct and the one on Wednesday has a 
stopover in Tokyo. When were you thinking of flying to Osaka?
B:  I would prefer Wednesday.
A:  Will this be round trip or one way? 
B:  Round trip returning the following Monday. 
A:  How would you like to fly? Economy? Business? Or first class?
B:  Business, please. 
A: And will anyone be traveling with you? 
B: No. I’m traveling alone.  
A: OK, please give me a minute while I check price and availability. Oh! 
Good! There are several seats still available. The flight departs at 11:20 AM 
and arrives in Osaka at 6:40 PM local time. The price is $877.00. Shall I book 
it for you?
B: Not yet. I have a few more places to check and then I’ll get back to you.

BLOCK 1  Navigating the airport experience
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Airline Ticketing Agent Fares and Schedules

Each airline-ticketing agent should receive one airline schedule. The ticketing airline agents will use this schedule 
to inform travelers about fares and schedules.

© 2005 www.bogglesworldesl.com 
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Traveler Role Cards

© 2005 www.bogglesworldesl.com 

You are a businessman/businesswoman. You have 
an important business meeting in Osaka Japan next 
Thursday. You need a roundtrip ticket to Osaka Japan 
before Thursday. You are traveling alone and you 
would prefer a business class ticket since your boss 
is paying for the ticket. You would like to return the 
following Monday.

You are a rich tourist. You are traveling to Osaka, 
Japan on vacation with your three kids. You would 
like to go next Friday. Money is no object so you 
want a first class ticket without any stopovers. You 
would like to return the following Monday. 

You are a businessman/ businesswoman. You have 
some important business in Incheon, South Korea. 
You need to be in Incheon for a Tuesday morning 
business meeting. You are not sure when your 
business will be finished so you only want a one-way 
ticket, preferably business class. You are traveling 
with two other people from your company.  

You are a movie star. You are filming a movie in 
Incheon, South Korea. You need to be in Incheon 
next Monday. You don’t know when the filming will 
be completed so ask for a one-way ticket. Of course, 
you want to travel first class. 

You are a student. You are flying to your home in 
Osaka for the holidays. You are broke so you need 
the cheapest ticket you can find. You would prefer 
to fly on Monday or Tuesday, but price is the 
most important thing. You would like to return in 
September.

Your sister is getting married in Incheon, South 
Korea next Wednesday. You need to arrive in Incheon 
before Wednesday. You would like a return economy 
ticket. You are travelling with your brother and his 
wife. 

You would like to stay for about a week and then 
return on the following Wednesday. 

You are an English teacher. You have a teaching job 
in Osaka, Japan. You need to be in Osaka next Friday 
to start your job. You want a one-way economy ticket. 

You are moving to Incheon, South Korea with your 
family (wife/husband and 2 kids). You need one-way 
tickets. Moving is expensive so you had better go 
economy class. You would like to fly next Thursday 
or Friday.

BLOCK 1  Navigating the airport experience
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Part b) Going through customs.
You finally arrive to your destination, and you must go through customs. You can use the dialogue as an example, 
but remember to state the destination you were handed in your travel role-card. Your teacher will assign some of 
you to be passengers and some of you to be custom agents. Don’t forget to register your interactions in the proper 
activity sheet.

At the Airport: Customs

Airport Role-play: You are going to be a traveler going through 
customs. Visit as many countries as you can and write down 
which countries you visited.

A: Welcome to Canada. May I see your passport please?
B: Sure. Here it is.
A: Where are you coming from?
B: I’m coming from Seoul, Korea.
A: What is the purpose of your visit?
B: I’m here on business.
 visiting relatives.
 here as an exchange student.
 here as a tourist.
A: How long are you planning to stay?
B: I’ll be staying for three weeks.
 for 1 month.
 until tomorrow.
 until next Tuesday. 
A: Where will you be staying?
B: I’ll be staying at a hotel.
 at my aunt’s house.
 at a dormitory.
A: Have you ever been to Canada before?
B: No, this is my first time.
A: Do you have anything to declare?
B: No, nothing.
A: Enjoy your stay.
B: Thank you.

_____________________________ 
_____________________________ 
_____________________________ 
_____________________________ 
_____________________________ 
_____________________________ 
_____________________________

_____________________________ 
_____________________________ 
_____________________________ 
_____________________________ 
_____________________________ 
_____________________________ 
_____________________________ 

Countries Visited:

www.bogglesworldesl.com    
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Airport Role-play: 
Customs Sheet A

Role-play: You are a customs and immigration officer at an airport. When students try to enter your country find 
out this information. To the left of the table there are some questions that you might want to ask. Fill in the blanks 
with a country name.

Welcome to _______________________________.
May I see your passport?
Where are you coming from?
What is the purpose of your visit?
How long are you planning to stay?
Where will you be staying?
Is this your first time to ______________________?
Do you have anything to declare?
Enjoy your stay.

Name Nationality Last Coun-
try Visited

Purpose of 
Visit

Intended 
Length of 

Stay
Location of 

Stay
Anything 

to Declare 
(Y/N)

First Time 
(Y/N)

BLOCK 1  Navigating the airport experience
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Role-play: You are a customs and immigration officer at an airport. When students try to enter your country find 
out this information. To the left of the table there are some questions that you might want to ask: 

Welcome to _________.
Could I see your passport?
Where are you coming from?
Why are you visiting ________?
How long do you intend to stay?
Where will you be staying?
Have you been to ________ before?
Do you wish to declare anything?
Enjoy your stay.

Name Nationality Last Coun-
try Visited

Purpose of 
Visit

Intended 
Length of 

Stay
Location of 

Stay
Anything 

to Declare 
(Y/N)

First Time 
(Y/N)

Your teacher will serve as supervisor and coordinator for this activity; remember to use all the expressions and 
vocabulary you have learned during your classes. At the end, your teacher may choose students at random to 
demonstrate the activities for the rest of the class, to ensure proper dominion over the content.
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Criteria Excellent Good Regular Poor

Content

Student used all 
the expressions 

learned in lessons. 
He or she used long 
sentence structures.

Student forgot 
an expression or 
appropriate term.

Student constantly 
forgot the necessary 

expressions and 
terms. His or her 
sentence structure 

is limited.

Student didn’t 
know the proper 

terms and 
expressions to 
use. Only used 
monosyllables.

Fluency

Student talked 
clearly and 

correctly. There 
were no awkward 

pauses.

Student pauses 
once or twice 
to remember 
something.

Speech constantly 
interrupted by 

pauses.

Student is difficult 
to understand 

due to awkward 
pauses. Flow of 

conversation lost.

Diligence

Student recorded 
all the transactions 
in his activity sheet. 

He participated 
with enthusiasm 
and kept the con-
versation going.

Student recorded all 
of his transactions 
except one. He got 
distracted from his 

task.

Student kept poor 
records of his 

transactions. He 
only responded, 

didn’t contribute to 
his conversations.

Student didn’t 
record his 

transactions 
properly on the 

activity sheet. His 
lack of response 
or enthusiasm 
hindered the 

conversations.

EVALUATION RUBRIC

BLOCK 1  Navigating the airport experience
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