Understand
Workplace Rules

TRANSITION OBJECTIVE

Students will know how to identify their position in the company and the rules they
must follow.

RELEVANCE TO SUCCESSFUL TRANSITION

To be smart and successful at work, it is important to know where your position fits
intfo the company as well as the official and unofficial rules of the company.

INSTRUCTIONAL SEQUENCE

O STEP 1: Update Journal
. . Know Your Position
One way | will be a good employee is . . . F
O STEP 2: Convene Roundtable ° bt
“One thing | need to know about a new job o reaeened conanert
iS . " 3. Who can you talk to when you have questions?
O STEP 3: Advance Organizer SR
“"Today you will learn how to determine o ot ore e aficest

where your new job fits into the company,
including the official and unofficial rules.”

7. What are the unofficial rules?

8. What can you do to fit in with the ofher employees?

O STEP 4: Activity - 20 Minutes bty et
Explain to students how important it is to 'ﬁ%
adjust well to a new job situation. Tell them v e

there are specific things fo look for when
starting a new job. Go over the handout

Know Your Position, answer each question —
Understand Your Position & the Rules

and give examples. To illustrate each
question, ask students who have worked to
offer examples that fit the item. Use examples
from beginning jobs you or others have held.
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LESSON 8  Understand Workplace Rules

UNIT 3

O STEP 5: Activity - 25 Minutes

Have students read the story Understand
Your Position and the Rules. Students can
take furns reading aloud or you may read
the story to the class. After the story, have
students answer the questions on the
handout Know Your Position, using Lauren’s
job as areference. Have students answer the
questions individually or in pairs. After they
have finished answering the questions, ask
students if there are other things they need to

think Lauren will be successful on her job.
Why or why not?

O STEP 6: Evaluate Outcomes

The most important thing to learn about a
new job is "

O STEP 7: Connecting Activity

Using the questions from the handout Know
Your Position, students interview a friend or
family member.

know about working. Have them add these
fo the list on the handout. Ask students if they
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position official unofficial adjust

MATERIALS AND PREPARATION

B Student Handouts: Know Your Position, page 154; Understand Your Position and the Rules,
page 155.

B Prepare for discussion about adjusting fo a new job.
B Prepare for activity.
SCANS FOUNDATION SKILLS
B Basic Academic Skills: Reading, Writing, Listening, Speaking
B Thinking Skills: Problem Solving, Reasoning, Knowing How to Learn

B Personal Qualities: Self-Management, Responsibility, Self-Esteem
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