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Introduction 
 
The influx of new immigrants in the 1990s was the greatest number in almost 100 years and accounted for 

one-third of the yearly growth in total population.  It is estimated that by the year 2040, 41 percent of the 

population will be composed of various minority groups (Crandall & Kearny, 1997).  Furthermore, it is 

estimated that by the year 2000, more than 29 percent of new entrants to the U.S. workforce will be 

immigrants (U.S. Department of Education, 1991).  With the large number of immigrants entering the U.S. 

workforce comes a diverse set of cultural values, norms, and customs which may differ significantly from the 

values and culture of the American workplace.  These differences will inevitably have a profound effect on 

the workplace.  The success of employees working in a diverse environment not only depends on the ability 

to communicate effectively in English, but also on the ability to work within different and unfamiliar cultural 

boundaries.  

 
Future Trends 

As the U.S. economy continues to shift, so do the demands on the U.S. workforce.  Manufacturing jobs have 

dramatically decreased, while service-oriented positions are on the rise (Gillespie,1996).  Because high levels 

of English proficiency are not required for most manufacturing jobs, immigrants have historically been drawn 

to these positions.  As the trends in the workforce change, immigrants will not only need a higher level of 

language proficiency, but also the interpersonal skills and knowledge of the cultural patterns of this country 

to be successful on the job. 

 

Language Training 

To address the needs of the increasing number of immigrants entering the U.S. workforce, many short-term 

workplace ESL programs have been developed.  The primary focus of these programs is on immediate 

language needs, and instruction is generally limited to very specific job-related activities and vocabulary.  

Unfortunately, there is often a lack of focus on the cultural orientation to the U.S. workplace.  Such short-

term programs tend to serve the immediate needs of the employers but may overlook the need to develop all 

the skills necessary for success in the American workplace (Gillespie, 1996).  These skills include cross-

cultural competence and knowledge of the cultural expectations of the U.S. working environments. 

 
Human resource executives surveyed in the Workforce 2000 study revealed three primary managerial 
concerns (Fine, 1991): 

 
1. The ability to motivate diverse groups of employees 
2. The differences in values and cultural norms among employees 
3. The challenge of communicating when employees speak different languages and have different 

cultural assumptions 
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These concerns validate the need for a comprehensive approach to language instruction for the workplace. 

 

Purpose of the Curriculum 

This curriculum has been developed to help bridge the cultural gaps in the U.S. workplace.  The intent is not 

to change the values, beliefs, and cultural patterns of the learners, but rather to foster awareness and 

understanding of one's own values and behaviors and those commonly displayed in the workplace in the 

United States.  Unlike most workplace ESL curricula, this course is designed to address the issue of "culture" 

as opposed to "language" as a barrier to employment.  However, language skills are interwoven throughout 

the curriculum in activities such as role-plays, dialogs, learner interaction, and through the use of new 

language. 

 

Outcomes of the Program 

The overall goal of this curriculum is to assist immigrants and refugees entering or already working in the 

United States in developing an awareness of the mainstream culture of the workplace in the United States.  

The intended outcomes of this curriculum are outlined below: 

• Increased awareness and understanding of cultural values and expectations of the learner and of 

the workplace in the United States 

• Increased level of comfort on the job 

• Increased productivity on the job 

• Increased communication and interaction with employers, customers, and other employees 

• Increased opportunities for advancement on the job 

• Increased job retention of employees 

• Decreased disciplinary action on the job as a result of cross-cultural misunderstandings 

 
How to Use This Curriculum 

Because of the sensitive nature of the topic, teaching about cultural differences can be very challenging.  It is 

important to remember that an individual's values, beliefs, and behaviors are culturally constructed.  It is not 

easy, nor is it necessary, for an individual to give up his or her cultural norms just because he/she has come 

to the United States.  What is important, is for an individual to develop an awareness of his or her own 

cultural patterns and how they differ from those of the new environment, as well as develop strategies to 

adapt to that new environment.  The information in the curriculum could easily be taken as offensive or even 

threatening.  Therefore, in using this curriculum, it is essential to state that the goal is NOT to change the 

learners, but rather to help them adapt to the differences they will encounter.  This will enable them to 

participate more effectively and comfortably in the workplace in the United States. 
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Before using this curriculum, it is helpful to have an understanding of the different communication styles that 

may be present in the group.  Globally, individuals communicate and think differently.  Not only are we faced 

with different languages, but we also have different communication styles.  The following description of the 

various communication styles was developed by Janet and Milton Bennett.  The outline may be helpful for 

instructors and learners in understanding why we sometimes have difficulties understanding one another, 

even when we are speaking the same language. 
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COMMUNICATION STYLES 
 
LINEAR:  Discussion is conducted in a straight line, developing causal connections among subpoints towards 
an end point, stated explicitly.  Low reliance on context.  (Cut to the chase, where the rubber meets the 
road!) 
 
CIRCULAR (CONTEXTUAL):  Discussion is conducted in a circular movement, developing context around 
the main point, which is often left unstated.  High reliance on context.  (Once you have the relevant 
information, you'll just know what I mean!) 
 
 
DIRECT:  Meaning is conveyed through explicit statements made directly to the people involved, with little 
reliance on contextual factors such as situation and timing.  (What you see is what you get!) 

 

INDIRECT:  Meaning is conveyed by suggestion, implication, nonverbal behavior, and other contextual 
cues; for instance, statements intended for one person may be made within earshot to a different person.  
(What you get is what you manage to see!) 
 
 
DETACHED:  Issues are discussed with calmness and objectivity, conveying the speaker's ability to weigh all 
the factors impersonally.  (If it's important, it shouldn't be tainted by personal bias!) 

 

ATTACHED:  Issues are discussed with feeling and emotion, conveying the speaker's personal stake in the 
issue and the outcome.  (If it's important, it's worth getting worked up over!) 
 
 
INTELLECTUAL CONFRONTATION:  Disagreement with ideas is stated directly, with the assumption that 
only the idea, not the relationship, is being attacked.  (We're just arguing—don't take it personally!) 

 

RELATIONAL CONFRONTATION:  Relational issues and problems are confronted directly, while 
intellectual disagreement is handled more subtly and indirectly.  (Be authentic about your feelings and 
respectful of others' ideas!) 
 
 
ABSTRACT:  Issues are best understood through theories, principles, and data, with emphasis on the 
general rather than the specific.  (What's the principle?) 

 

CONCRETE:  Issues are best understood through stories, metaphors, allegories, and examples, with 
emphasis on the specific rather than the general.  (What's the example?) 
 
 

 
 
 
 
 
 
 
 

Developed by:  Milton and Janet Bennett, 2000 
Presented at The Washington Center  13th Annual Conference, February, 2000 

"Culture and the Process of Learning" 
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Theoretical Framework and Curriculum Design 
 
Theories of adult learning, cross-cultural understanding, and language learning are combined to provide the 

theoretical framework for this curriculum.  

 

Theories of Intercultural Learning 

Research in intercultural communication and cultural learning leads us to believe that cultural learning and 

awareness begins with an awareness of our own cultural patterns, behaviors, and beliefs.  It is important to 

realize that an individual’s concept of the world has been constructed within a certain cultural framework and 

is based on one's own life experiences.  For this reason, we aren’t always aware of differences until we are 

confronted with them.  Leading scholars in intercultural communication studies have identified several stages 

of cultural learning.  It is believed that development occurs along a continuum.  At each stage, certain skills 

develop as an individual moves closer toward true cultural understanding.  This model provides a logical 

framework for the sequencing of materials throughout the curriculum and will help instructors identify 

individual stages on the continuum.  According to the model, the process begins at the stage of 

ethnocentrism and moves a person through several stages before reaching the stage of selective adoption.  

The following description of the stages were taken from the book Multicultural Education:  A Cross-cultural 

Training Approach (Hoopes, 1984). 

 

Ethnocentrism 

 

Awareness 

 

Understanding 

 

Acceptance/Respect 

 

Appreciation/Valuing 

 

Selective adoption 

 

Ethnocentrism – A person at this stage feels a sense of cultural superiority.  This person prefers to live in 

separate worlds from cultures which differ from his or her own.  A person at this stage may belittle or look 

down upon other cultures. 

Awareness – At this stage, a person has developed an awareness of other cultures.  At this point, the 

concept of different cultures is not viewed in such a negative way; however, they are still viewed as strange. 
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Understanding – A person at this stage does not necessarily "like" other groups.  However, the responses to 

the differences are less emotional.  Other groups are still viewed as peculiar and there is still some slight 

sense of cultural superiority. 

Acceptance/respect – At this point, the individual begins to recognize and accept other cultures more openly.  

Now the person is able to compare as opposed to judge.  A person at this stage may even go as far as to 

respect differences that before caused a negative reaction. 

Appreciation/valuing – Once an individual reaches this stage in the developmental model, he or she is able to 

identify strengths and weaknesses of different cultures and can begin to appreciate and value specific 

characteristics of the group.  This may be a conscious or unconscious response to certain characteristics. 

Selective adoption – The goal of the person at this stage is to adjust to or adopt certain characteristics of a 

culture which will enable him or her to interact more effectively in the other culture (Hoopes, 1984).  

Following the model, it is the purpose of this curriculum to assist learners in developing an awareness of the 

culture of the workplace as well as the skills necessary to successfully and appropriately participate in a 

culture different from their own.  

 

The first unit, as well as other activities throughout this curriculum, will help learners develop cultural 

awareness through investigating and identifying individual cultural patterns.  This allows the learner to 

openly investigate and compare his or her own values and beliefs to those of the United States.  Although 

the primary focus is on the challenges of working in an unfamiliar culture, communication skills and new 

vocabulary are interwoven throughout the curriculum.  Thus, while enhancing one's understanding of cultural 

differences, learners will continuously strengthen language skills necessary for success in the workplace.  

 

Views on Language Teaching 

The interactional view of language teaching regards language as a vehicle for the realization of interpersonal 

relations and for the performance of social transactions among individuals.  Activities throughout the 

curriculum focus on real-life interactions and allow the learners to seek out solutions to possible sources of 

miscommunication, thus improving communication and social interaction on the job.  

 

Adult Learning Theory 

Activities throughout the curriculum are learner-centered and focus on the basic premise of experiential 

learning.  Experiential learning addresses the needs and wants of the learner.  The learner participates in the 

nature and direction of the course and sets his or her own learning goals.  Subject matter is relevant to the 

personal interests and life experiences of the learner and much of the learning is self-directed.  Our 

viewpoints as adults change, depending on our cultural background and previous experiences.  It is logical to 

assume that adult life experiences are, in a large part, culturally constructed.  Therefore, learning based on 

the experiences of the learners provides a logical framework for this curriculum.   
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Each chapter begins by introducing learners to structured activities that build on the previous experiences of 

the learners.  This prepares learners for the following activities, which model situations they may encounter 

in the U.S. workplace.  As the learners move through a given chapter, activities become less structured and 

allow learners to practice new communication skills in a more natural setting.  Activities are task-based and 

engage learners in cooperative practices that require teamwork to solve cultural misunderstandings in the 

workplace. Finally, each chapter ends with opportunities to transfer the new skills to the real world as well as 

suggested assessment techniques and activities.  

 

The curriculum is broken down into the following sections. 

PART ONE 
I.  The Meaning of Culture:  An assessment of the cross-cultural training needs of the learners. 
PART TWO 
II.  Unit 1:  Communicating Across Cultural Boundaries 
III.  Unit 2:  Social and Cultural Interaction 
IV.  Unit 3:  Employer and Employee Expectations on the Job 
 

PART ONE 

The Meaning of Culture:  An assessment of the cross-cultural training needs of the learners. 

The first part of the curriculum serves as an assessment of the learner's training needs.  The objectives of 

Part 1 lead the learners through structured activities that explore, compare, and contrast individual values 

and behaviors to the predominant values and behaviors of the U.S. workplace.  These activities focus on the 

second and third stages in the model of intercultural understanding, awareness and understanding.  The 

results of these activities will guide the trainer or instructor to chapters in the following units that match the 

individual needs and interests of the group.  This approach is unique in that it is student-centered and 

involves the learner in choosing the course content, which in turn allows for a more meaningful experience 

and validates the learner’s needs.  Based on the values and expectations identified by the group, students 

choose units most appropriate and/or decide the order of their importance.  This learner-driven approach 

closely models the nationally recognized Equipped for the Future model, a reform agenda for Adult 

Literacy and Lifelong Learning.  A graph outlining the scope and sequence of instructional goals, 

corresponding activities, and related Equipped for the Future Worker Role Map - Key Activities , as well as 

a detailed table outlining corresponding Washington State Basic Skills Competencies, can be found on page 

24 of the introduction.  

 



 12

PART TWO 

Part Two is broken into three units.  Each unit contains a number of chapters, each of which focuses on one 

or more cultural learning objective.  Each chapter contains the following activities: 

• Setting the Stage 
• Cross-cultural Comparison 
• General Practices in the US 
• Critical Incident and Questions for Discussion 
• New Language and Vocabulary List 
• Cross-cultural Encounter #1  
• Cross-cultural Encounter #2 
• Cultural Learning Activities 
• Expansion and Assessment Activities 
 
Setting the Stage  Each chapter begins with an introductory activity which "sets the stage" for the 

activities that follow.  The idea is to activate previous knowledge or assumptions the learner may have and 

prepare them for the learning experience.   Activating previous knowledge or assumptions captures the 

learner’s interest and helps them anticipate and predict the content.  This first stage of each chapter is 

important in that it allows the instructor to assess what the learner already know as well as identify some of 

the assumptions and attitudes about the upcoming information. 

 

Cross-cultural Comparison   After completing the introductory activity, the learners complete an activity 

which guides the group into a cross-cultural comparison.  The purpose of this activity is to help learners 

identify individual patterns of behavior which may be culturally based.  The learner is the best source of 

information about his or her own personal patterns of behavior.   The value of these activities is that the 

learner is fully responsible for identifying their own cultural patterns and behaviors.  With this information, 

learners will then have a foundation upon which to build when presented with new ideas.   

 

The rationale behind the cross-cultural comparison is that it is not realistic to assume that all learners will 

share the same cultural patterns, beliefs, and behaviors.  For this reason, it is more practical and authentic to 

have the learners participate in this identification.  Furthermore, it relieves the instructor from making any 

assumptions about a particular group’s cultural patterns. 

 

General Practices in the U.S.  Following the cross-cultural comparison activity, the instructor will find a list 

of general practices in the United States.  This list is in no way comprehensive, nor is it intended to be the 

absolute truth for all situations and working environments.  The list simply serves as a guideline for 

presenting some mainstream behaviors observable in a variety of workplace settings in the United States.  

The instructor can use these as guidelines for discussion, as a reading activity, or as a reference tool for the 

learners to use throughout the chapter.  For lower level groups, this list can be modified to fit the needs and 

levels of the learners. The behaviors listed are intended to provide a foundation for the following activities. 
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Critical Incident   Once the general practices have been discussed, learners are introduced to a critical 

incident.  A critical incident is a description of an event in which there are two conflicting views, behaviors, or 

beliefs that have caused some sort of breakdown in understanding and/or communication.  Each critical 

incident in the curriculum describes a hypothetical incident in a U.S. workplace.  Each critical incident 

includes a list of new vocabulary and debriefing questions.  The questions lead the learners into a discussion 

in which they objectively describe what happened in the incident, interpret the incident from each cultural 

perspective, and evaluate what could be done by both sides to clarify or resolve the miscommunication.  

Critical incidents are frequently used in cross-cultural communication training.  They are successful for this 

purpose because they are depersonalized examples of cultural misunderstandings.  They help learners to 

examine a problem from another cultural perspective and think critically about possible solutions to conflicts 

which are generally based on different cultural beliefs, values, and assumptions. 

 

New Language and Vocabulary List   Following each critical incident activity is a list of new language and 

vocabulary.  The list provided is intended to serve as a starting point.  Each vocabulary list includes words 

and phrases the learners may use in various situations on the job.  Learners can add to the list as they work 

through the chapters. 

 

Cross-cultural Encounters   The next section introduces learners to two hypothetical cross-cultural 

encounters.  Each dialog presents subtle differences in values and cultural norms, thus creating a 

misunderstanding.  These dialogs present the learners with the opportunity to investigate sources of 

communication breakdown on the job and present possible solutions to improve the communication.   In 

addition, learners have the opportunity to practice functional language used on the job. 

 

Cultural Learning Activities   Following the cross-cultural encounters are a variety of activities that 

present the learners with opportunities to practice negotiating and resolving similar types of cross-cultural 

miscommunication on the job.  Some of the activities include interactive games, role-plays, cloze exercises, 

critical incidents, and additional cultural comparisons and simulations.  

 

Expansion and Assessment Activities  Each chapter ends with a list of assessment techniques to monitor 

and track the cultural learning as well as suggested expansion activities.  The expansion activities allow the 

learner to take the learning into the real world, which reinforces and validates the learning experience. 
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Research and Development of the Curriculum 

Given the diverse nature of our population, it is difficult to produce a comprehensive list of the values and 

behaviors of the United States.  Furthermore, the values, behaviors, and expectations of the workplace will 

vary significantly from industry to industry.  To identify common challenges faced by immigrants entering the 

workforce, as well as issues concerning companies that employ individuals with diverse cultural backgrounds, 

the following methods of data collection were used: 

 

ADVISORY GROUP 

An advisory group was formed to provide input and guidance throughout the development of this project.  

The group consisted of representatives from social service agencies working directly with members of the 

various cultural and ethnic groups in our community as well as immigrants who have entered and 

experienced the demands of the workforce in the United States.  The goal of this group was to provide 

information and suggestions as to what is culturally appropriate and relevant in working with the various 

groups in our communities as well as list the cultural challenges immigrants may face upon entering the U.S. 

workforce. 

 

REVIEW COMMITTEE 

Individual representatives from a variety of cultural backgrounds were given samples of the curriculum and 

asked to review the content.  Activities and materials were critiqued on cultural relevance, appropriate use of 

language, and cultural sensitivity. 

 

EMPLOYER SURVEY 

A survey was developed and administered to approximately 100 employers in Western Washington.  The 

survey addressed the issues facing culturally diverse working environments and the challenges employers 

confront with immigrant and refugee workers.  The results of the survey proved language was not the only 

barrier employers and nonnative English-speaking employees faced in the workplace.  Results of the survey 

revealed a number of issues that were consistent among the various employers.  Challenges in the workplace 

include:  different concepts of time, issues dealing with gender and authority, misinterpretations and misuse 

of body language and gestures, challenges with personal hygiene and/or dress, misuse of language on the 

job, safety and health-related concerns, and difficulties with employee interaction. 

 

EMPLOYER FOCUS GROUP    

Two focus group sessions were held to investigate specific needs and concerns of companies employing 

immigrants and refugees.  Focus group topics included challenges, issues brought on by cultural differences, 

and the training needs of the organizations.  The challenges identified in the focus group were similar to the 

results of the employer surveys.  Some additional concerns revealed in the focus groups were: challenges 

with cross training, transfer of skills and skill advancement, and discomfort with awards and recognition; 
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misinterpretation of workplace regulations, mission statements and goals of the organization; and 

misinterpretation of constructive criticism and negative attitudes toward employee reviews and evaluations. 

 

STUDENT SURVEYS 

Students currently enrolled in English as a Second Language classes were interviewed.  The interviews 

focused on individual experiences working and living in the United States as well as differences in the 

working environment.  Students revealed the following: Confusion about U.S. rules and regulations in the 

workplace, discomfort in interacting outside their own cultural group in the workplace, feelings of anxiety 

when communicating with supervisors, feelings of being an outsider, confusion about the expectations of the 

employer, and lack of understanding about the structure of the workplace. 

 

The information collected was compiled and used as a guideline in developing program outcomes, 

instructional goals, and cultural-learning objectives for the curriculum. 
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Issues to consider when teaching about US Culture 
 

Know the learners' backgrounds - Where are the learners from?  What is the political and economic 

situation in the country from which they have come?  What is the social order?  How much social and 

political control do the people actually have?  All these factors greatly affect how an individual functions in 

society.  Experiences in the native country have a huge impact on how a person will function in a new 

environment as well.  Having this information may help you understand certain behaviors displayed by 

learners in the group. 

 

Create authenticity - Connect all activities to the "real-life" experiences of the learners.  The ability to 

connect new information to previous experiences validates previous knowledge and makes the learning 

authentic.  The learners may find the information presented "very interesting" but won't put it to use unless 

it is connected to something they consider useful. 

 

Clarify goals and objectives - Adults need to know what is expected of them as well as the purpose of the 

learning.  They want to see value in the experience.  Identify the goals and objectives of each session and 

inform learners of the purpose of the activities.  If learners do not see the value in the activity, the learning 

will not take place. 

 

Develop relationship to learner's needs - Focus the learning on the needs identified by the learners.  

Have learners develop personal learning goals and assess whether or not they meet these goals.  By 

connecting and validating the needs of the learners, the instructor makes learning more meaningful and thus 

more productive. 

 

Engage learners - Make the learners the center of the learning experience.  Engage learners without 

forcing them to participate if uncomfortable.  For example, in group activities, delegate activities based on 

how comfortable each learner is with a given task.  Remember that not all learners will be at the same level 

of language proficiency, will not have had the same life experiences, nor will they all have the same learning 

style.  Include variety in your approach to address the varying degree of needs in the group. 

 

Personalize the content - Get to know the learners.  Knowing the learners will help you to connect the 

activities to their previous experiences.  Use personal examples provided by learners.  Having learners state 

goals at the beginning is helpful in personalizing the content. 

 



 17

Encourage self-exploration - Encourage learners to explore individual values and beliefs.  Provide a non-

threatening environment that will encourage sharing of these personal beliefs.  Set guidelines at the 

beginning and encourage learners to respect differences at all times.   

 

Use learners as resources - Learners are a rich source of information.  The sharing of individual 

experiences fosters communication within the group and adds meaning to the learning.  Incorporate the 

experiences of the learners into the content and use those as examples of cross-cultural learning. 

 

Incorporate variety - Keep in mind you will have a number of different learning styles within the group.  

Identify and help the learners to identify individual learning styles and preferences early on and use a variety 

of methods to address all topics.  Remember that the learning environment in the US may be significantly 

different from the native countries of the learners. 

 

Model and repeat important points - This is crucial, especially for non-native speakers of English.  It is 

important to repeat, repeat, repeat and model the learning points.  Give learners plenty of examples before 

expecting them to produce new language or present newly acquired information. 

 

Provide positive reinforcement – Remember that learning occurs at different speeds for each learner.  

Anxiety and nervousness are normal emotions experienced in the adult learning environment.  Positive 

reinforcement and acknowledging learner progress significantly decrease these emotions. 

 

Present material in a variety of different ways – Adults have developed a variety of techniques that 

stem from preferred learning styles. 

 

Motivate the learners – Set the tone for the class.  Encourage a friendly and open environment with low 

levels of anxiety.  Provide feedback for learners.  It is essential to keep the lines of communication open with 

the adult learner.  Providing feedback helps the learner see personal progress and increases motivation and 

self-esteem. 

 

Reinforce the learning – Through positive reinforcement, instructors encourage correct modes of behavior 

in the learning environment. 

 

Facilitate retention – Show the meaning and purpose of the lesson.  Clearly identify learning objectives 

and connect new information to the lives of the learners.  Practicing and performing new skills in a variety of 

different ways reinforces and aids in retention of new concepts and information. 
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Provide for transfer of learning – Transfer refers to the ability to use and/or apply new information in the 

real world.  Provide opportunities for learners to use new skills and information in the real world.  Show the 

connection to the lives of the learners.  Then have learners bring these experiences back to the group to 

validate the experience. 

 

Complete the cycle of learning – For each learning objective taught in a class, it is essential to complete 

the cycle of instruction.  Always begin by clarifying the learning objective, activate previous knowledge about 

the topic and properly prepare learners for the upcoming information.  Give participants ample opportunities 

to practice and use new information in ways that is relevant and meaningful to each.  Provide for transfer of 

learning by encouraging participants to use the new information outside of the class.  Finally, assess and 

document the learning.  Without assessment, you cannot properly note progress. 
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Suggestions for adapting written materials  
 
The reality of the ESL classroom is that there are generally multiple levels of language proficiency present in 
a single class.  For this reason, the following suggestions for adapting written materials have been included. 
 
• Make the topic/idea clear to the students. 

• Reduce the number of words in a sentence and sentences in a paragraph wherever possible. 

• Rewrite sentences in subject-verb-object order. 

• Change sentences written in the passive voice to the active voice wherever possible. 

• Introduce new vocabulary in context and reinforce its use throughout the text. 

• Eliminate as many relative clauses as possible. 

• Use nouns instead of pronouns, even though it may sound repetitious. 

• Rewrite paragraphs into charts, graphs, and other diagrams wherever possible. 

• Make sure that expectations of prior knowledge are clear and, if necessary, provide background material. 

• Eliminate extraneous material. 

 
Source: 
Grognet, A. (1996). Planning, implementing, and evaluating workplace ESL programs.  ERIC Digest.  
Washington, DC: National Clearinghouse for ESL Literacy Education. 
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Suggested methods of evaluation  
 

Cultural understanding and awareness is difficult, if not impossible, to measure.  For this reason, several 

methods of evaluation are suggested.  In addition to the following methods, assessment and evaluation 

activities are included at the end of each unit. 

 

Ongoing classroom observation - The end of each chapter contains a section for instructor observations 

and notes.  This page is helpful in noting student progress, trouble spots, lesson successes, challenges, and 

changes to be made for next time.  Notes made in this section will provide an excellent source of ongoing 

evaluation through detailed accounts of observations made in the classroom. 

 

Pre and post self-evaluations - Pre/post self-evaluations are helpful in that they allow the learner to see 

progress and learning in a non-threatening way.  Pre/post self-evaluations are personalized and learner-

centered.  Furthermore, they help avoid common anxiety attached to the idea of a more formal means of 

evaluation. 

 

Dialog journals - Dialog Journals provide an excellent opportunity for the instructor to communicate one-

on-one with the learners and continuously monitor progress throughout the course.  Dialog Journals may 

include the following:  topics discussed in class, learner's thoughts relating to the content covered in class, 

issues that arise for the learner which he or she may feel uncomfortable revealing in class, and/or topics pre-

determined by the instructor and/or learners.  Dialog journals serve as a concrete example of student work 

and progress.  Learners should be assured that all journal entries are confidential.  For further information on 

dialog journal writing, Dialog Journal Writing with Non-native Speakers:  A Handbook for Teachers by J. 

Peyton and L. Reed is an excellent resource.  

 

Value Journals - Values Journals are much like Dialog Journals in that they provide an opportunity for 

ongoing communication between the instructor and the learner.  They are confidential and an excellent 

source for monitoring student progress.  However, Values Journals are more specific in nature.  Learners 

investigate individual values and compare and contrast those values to the predominant values in the U.S. 

Workplace.  Value Journals are an excellent source of information for the instructor as they provide a wealth 

of information regarding the cultural norms, values, assumptions, and behaviors of the individual learners in 

the group.   
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Employer pre- and post-evaluations - If the instruction takes place in the workplace, employer pre- and 

post-evaluations or performance reviews are helpful in determining changes in behavior of the learners 

and/or determining the level of success of the program.  Another use for the evaluations is to compare the 

employer's perception of the individual needs of the learner with the employee's perception.  

 

Portfolios - Portfolios may be used to collect samples of learners' work.  Portfolios are an effective way to 

monitor and document progress and learning throughout the course.  Learners may use their portfolios to 

complete self-assessments of progress or even share work with their employer for feedback on certain issues 

brought up in class. 

 

Employee performance reviews - Employee performance review forms are an excellent source for 

determining expectations in the workplace.  There are several uses for employee performance reviews.  They 

may be used to identify specific workplace expectations, or learners can investigate these expectations and 

compare them to the expectations in their countries.  They may also be used as a means of pre- and post-

self-evaluation for the employees.  Learners can look at the expectations of the employers and rate 

themselves regarding individual work performance before and after the course or individual units. 
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Curriculum 
Overview 
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Instructional Goals 
 
Part One 
 
The Meaning of Culture:   
An assessment of the cross-cultural training needs of the participants 
 
Instructional Goals: 
• To establish a culture of sharing and interaction within the group 
• To introduce participants to the concept of cultural and value differences 
• To demonstrate that several core American/U.S. values may conflict with the values of other 

cultures 
• To establish group goals for the course and sequence instructional activities according to 

identified needs of the participants 
 

Part Two 
 
Unit One - Communicating Across Cultural Boundaries 
 
Instructional Goals: 
• To develop an awareness of differences in communication styles and patterns around the world 
• To aid participants in developing communication strategies appropriate for the U.S. workplace 
• To facilitate an awareness of the source of cultural misunderstandings and help participants 

develop strategies for effective communication across cultures 
 
Unit Two - Social and Cultural Interaction 
 
Instructional Goals: 
• To create an awareness of the differences in patterns of social interaction across cultures 
• To facilitate an understanding of the major patterns of social interaction in the U.S. workplace  
• To assist participants in developing appropriate strategies for interacting across cultures in the 

U.S. workplace 
 
 
Unit Three - Employee and Employer Expectations on the Job 
 
Instructional Goals: 
• To guide participants in exploring employer and employee expectations in the U.S. workplace 
• To facilitate an awareness of the differences in expectations across cultures and how these 

expectations are translated in the workplace 
• To assist participants in exploring current trends and issues in the U.S. workplace and expose 

the participants to current literature examining these issues 
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Scope and Sequence of Lessons 
Corresponding Equipped for the Future – Worker Role Map Standards 

 
 

Instructional Goals 
 

Unit 
 

 
Equipped for the Future-Worker Role Map 

Corresponding Standards 

 
To establish a culture of sharing and interaction 
within the group 

Part 1 
The Meaning 
of Culture 

 

 
To introduce participants to the concept of 
cultural and value differences 

Part 1 
The Meaning 
of Culture 

 Value people different from yourself. 

To demonstrate that several core U.S. values 
may conflict with the values of other cultures 

Part 1 
The Meaning 
of Culture 

 Value people different from yourself. 

To establish group goals for the course and 
sequence instructional activities according to 
identified needs of the participants 

Part 1 
The Meaning 
of Culture 

 Value people different from yourself. 

To develop an awareness of differences in 
communication styles and patterns around the 
world 

Part 2 
Unit 1  
 

 Value people different from yourself. 
 

To aid participants in developing communication 
strategies appropriate for the U.S. workplace 

Part 2 
Unit 1 
 

 Communicate with others inside and outside the 
organization. 

To facilitate an awareness of the sources of 
cultural misunderstandings and help participants 
develop strategies for effective communication 
across cultures 

Part 2 
Unit 1 
 

 Value people different from yourself. 
 Communicate with others inside and outside the 

organization. 
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Instructional Goals 
 

Unit 
 

 
Equipped for the Future-Worker Role Map 

Corresponding Standards 
 
To create an awareness of the differences in 
patterns of social interaction across cultures 

Part 2 
Unit 2 
 

 Value people different from yourself. 

 
To facilitate an understanding of the major 
patterns of social interaction in the U.S. 
workplace 

Part 2 
Unit 2 
 

 
 Value people different from yourself. 

To assist participants to develop appropriate 
strategies for interacting across cultures in the 
U.S. workplace 

Part 2 
Unit 2 
 

 Value people different from yourself. 
 Communicate with others inside and outside the 

organization. 
 Give assistance, motivation, and direction. 

 
To guide participants in exploring employer and 
employee expectations in the U.S. workplace 

Part 2 
Unit 3 
 

 Organize, plan, and prioritize work.   
 Respect organizational goals, performance, and 

structure to guide work activities. 
 Learn new skills. 
 Pursue work activities that provide personal 

satisfaction and meaning. 
 
To facilitate an awareness of the differences in 
expectations across cultures and how these 
expectations are translated in the workplace 

Part 2 
Unit 3 
 

 Respond to and meet new work challenges. 
 Take responsibility for assuring work quality and 

results. 
 Work within the organizational norms. 

 
To assist participants in exploring current trends 
and issues in the U.S. workplace and expose the 
participants to current literature examining these 
issues 

Part 2 
Unit 3 
 

 Use technology, resources, and other work tools 
to put ideas and work directions into action. 
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Corresponding Washington State Basic Skills Competencies 
 

 
Competency 

Number 
 

 
Washington State Core Competency 

 
Corresponding 

Chapters and/or  
activities 

 
Listening 
4.3 

Identify essential information in rules and regulations. Chapter 13 

4.4 Follow multi-step directions and respond to warnings. 
 

Chapter 13 

4.6 Respond to basic cultural nonverbal behaviors (e.g., cross arms, look at 
watch, etc.) 
 

Chapter 4 

4.7 Distinguish among questions, statements, and imperatives based on voice 
patterns (stress, pitch, rhythm, and intonation). 
 

Chapter 3 

5.6 Identify interpersonal messages given by nonverbal cues (e.g. distance for 
interpersonal space, pauses, facial expressions, etc.). 
 

Chapter 4 

5.7 Infer emotional content of a spoken message (e.g. anger, compliment, 
condolence, or sarcasm) by using intonation, rhythm, and stress. 
 

Chapter 3 

6.2 Acknowledge conversational amenities (e.g. turn-taking, not interrupting, 
etc.). 
 

Chapters 10 and 8 

6.3 Analyze interpersonal non-verbal behavior. Chapter 4 
 

6.4 Identify accurate and applicable information and adjust listening strategies 
(use prior knowledge, listen for the gist, use organizational patterns and 
association, find listening clues) when appropriate in a variety of listening 
contexts (e.g. on the telephone, work meetings, lectures, etc.). 

Chapter 8 
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Speaking  
4.2 

Give reason or excuse for personal behavior or actions. Chapter 5 

4.3 State a personal opinion and make simple statements of agreement or 
disagreement. 
 

Chapter 2 

4.7 Demonstrate appropriate non-verbal language (eye contact and body 
movement) and conversational skills of showing comprehension, asking 
questions, interrupting, and encouraging others to participate in group 
interactions or paired situations. 
 

Chapter 4 

4.8 Pronounce words and phrases in a manner usually understandable to the 
general public using appropriate stress, rhythm, and intonation with some 
repetition. 
 

Chapter 3 

5.1 Summarize and clarify information orally from a single source. Critical Incidents and 
Cross-cultural Encounters in 
each chapter 

5.2 Make an oral complaint and give reasons for dissatisfaction to appropriate 
person or agency. 
 

Chapter 2 

5.3 Demonstrate the use of small talk when initiating conversations in a work-
related or social setting. 
 

Chapter 10 

5.4 Report an accident, injury, or incident and elaborate by providing important 
details. 
 

Chapter 13 

5.5 Advocate and negotiate for self and others in a variety of situations. Chapters 2, 3 and 5 
 

5.7 Demonstrate appropriate stress, rhythm, and intonation patterns in 
pronunciation of words, phrases, statements, and questions. 
 

Chapter 3 

6.2 Persuade someone to a particular point of view in order to negotiate 
options or resolve a conflict. 

Critical Incidents and  
Cross-cultural Encounters in 
each chapter 
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6.3 Initiate, maintain, and terminate conversations by the use of appropriate 
conversational techniques including pauses, interruptions, and applying 
active listening strategies. 
 

Chapters 8 and 10 

6.5 Speak effectively by paying attention to pronunciation (including stress, 
rhythm and intonation), grammar, and word choice appropriate to purpose 
and audience. 
 

Chapter 3 
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Reading 
4.1 

Identify the main idea and supporting details in a paragraph or several 
related paragraphs. 
 

Critical Incidents in each 
chapter 

4.2 Identify the source of information in a paragraph or several related 
paragraphs to answer a question. 
 

Critical Incidents in each 
chapter 

4.5 Determine the meaning of simple announcements and advertisements in 
their full and abbreviated forms (e.g. work or life skills). 
 

Chapter 14 

5.6 Interpret routine charts, graphs, tables, and forms. Chapters 5, 8, and 13 
 

6.1 Summarize the main ideas in entire articles and chapters of authentic 
printed text. 

Critical Incidents and  
Cross-cultural Encounters in 
each chapter 

6.4 Demonstrate the ability to make inferences, draw conclusions, and predict 
outcomes in written materials. 

Critical Incidents and  
Cross-cultural Encounters in 
each chapter 

Writing 
4.2 

Fill out forms, questionnaires, and surveys. Chapters 2 and 5 

5.3 Write 1-3 paragraphs with a clear purpose (e.g. give directions, inform, 
explain, or describe, etc.) on a single topic incorporating main idea and 
support using vocabulary that is appropriate for audience and purpose. 
 

Dialog Journals 
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Part One 
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The 
Meaning of 

Culture 
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Part One  
The Meaning of Culture 

 
 

Instructional Goals: 
 
• To establish a culture of sharing and interaction within the group. 

• To demonstrate that several core American/U.S. values may conflict with the 

values of other cultures. 

• To introduce participants to the concept of cultural and value differences. 

• To establish group goals for the course and sequence instructional activities 

according to identified needs of the participants. 

 

Cultural Learning Objectives: 
 
Upon completion of activities in unit one, students will 
be able to: 
 
1) Share personal backgrounds and meet participants in the group. 

2) Compose a personal definition of "culture" as it applies to each individual. 

3) Discuss differences in cultural values and investigate the process of 

intercultural adjustment. 

4) Identify individual cultural patterns and value systems. 

5) Identify perceived cultural patterns and value systems of the United States. 

6) Compare and contrast individual values with those of the mainstream culture 

in the United States. 

7) List the benefits and challenges of working in a culturally diverse 

environment. 

8) Identify individual and collective cultural learning goals. 
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Introduction 
 
What exactly is culture?  When we think of the word "culture", we often think of food, 

religion, dress, appearance, or language.  Yes, these are all very important elements of 

an individual's culture.  However, these are not the sole components by which we define 

a specific culture. In the book, Multicultural Education:  A Cross Cultural Training 

Approach, Margaret D. Pusch defines culture as: 

 

The sum total of ways of living including values, beliefs, esthetic 
standards, linguistic expressions, patterns of thinking, behavioral norms, 
and styles of communication which a group of people have developed to 
assure its survival in a particular physical and human environment. 
(Pusch, 1988) 
 

In Part One of the curriculum, participants will begin to investigate these underlying 

characteristics of their own cultures, and compare these to characteristics of mainstream 

culture in the United States.  Participants will start by identifying individual cultural 

values, and specific behaviors shaped by these values.  The activities in Part One are 

designed to foster cultural self-awareness.  Developing participant's cultural self-

awareness is the first step in developing cross-cultural awareness and a better 

understanding of cultural values and behaviors which may differ significantly from their 

own. 

 

Part One also serves as an assessment of the cross-cultural training needs of the 

participants.  As the participants work through activities that identify cultural differences, 

cross-cultural training needs may be identified.  Participants together with the facilitator 

can develop individual and group goals from the list of goals and objectives listed at the 

beginning of each unit.  The Scope and Sequence charts on page 24 will assist the 

instructor in identifying chapters that correspond with identified instructional and 

cultural-learning goals. 

 

For programs using this curriculum in the workplace, pre and post assessments will 

assist the instructor in identifying specific needs of participants and the company. 
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Activity #1 – Who is my teacher? 
 
Introduction: 
This activity is a great first class activity.  The first day of class can be frustrating.  Learners are 
sometimes reluctant to talk and it can be difficult to get things going.  The idea here is to take 
the spotlight off of the learners for a few minutes and let the learners fire questions at the 
instructor.  It relieves a lot of tensions and creates a fun and non-threatening environment.  It 
also gives the instructor the opportunity to introduce the idea of values and culture right from the 
get go. 
 
Objective: 
Share personal backgrounds and meet learners in the group 
 
Materials: 
• 5-10 objects that are representative of your culture or a culture that is important to you. 
• Learner handout “What is this?” 
 
Time: 
20 – 25 minutes 
 
Procedure: 
1. Bring in several items that are representative of your culture or a culture that you are familiar 

with.  Many ESL teachers have traveled and even lived abroad so this should be easy. 
2. Spread each item around the room so learners are able to circulate and examine each item.  

The items should not be easily recognized and / or the use or purpose of each item easily 
known. 

3. Put a number on or next to each item. 
4. Ask learners to circulate and examine each item for 5 – 10 minutes.  Learners are to guess 

the purpose and / or significance of each item as it applies to the instructor. 
5. Each participant writes his or her guess next to the corresponding number on the worksheet. 
6. Once learners have had a chance to circulate and speculate the connection between the 

instructor and the object, have all return to their seats. 
7. At this point, collect the items and begin a question and answer period.   
8. Give learners a few minutes to guess each item.  If they don’t get one, go on to the next and 

have them come up with as many as they can. 
9. The trick is to have the learners guess why this particular item is important to the instructor.  

They may already know what the item is, but it may have a different purpose, significance, 
etc., tied to the instructor’s culture or a culture that is important to the instructor. 

 
Assessment: 
• Give each person a small piece of paper and ask them to write one thing they thought about 

the instructor before the activity and one thing they learned that they would not have 
guessed before. 

 
Benefits of this activity: 
This activity takes the pressure off the learners the first day of class.  In addition, it helps them 
begin to see that all assumptions about a person are not necessarily the truth.  Objects are a 
very important part of a person’s culture and are loaded with meaning.  It evokes curiosity in the 
learners and is a fun way to introduce the concept of culture in a non-threatening environment 
with low anxiety. 
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Precautions / Modifications: 
• As this is meant to be an introductory activity, don’t spend a lot of time on each item.  If the 

learners are stuck, give them clues; offer suggestions as to what you might use the item for 
etc. 

• Instead of bringing the actual objects in, bring in photographs.  However, it is more effective 
if learners can actually handle each object. 

• Learners can bring in an item of their own the next day and the class can ask questions 
about each other’s items. 
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What is this? 

 
1.  
 
2. 
 
3. 
 
4. 
 
5. 
 
6. 
 
7. 
 
8. 
 
9. 
 
10. 
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Activity #2 - Important Words 
 
Introduction: 
This activity is designed to familiarize learners with one another.  By choosing a word that is 
important, each learners has the opportunity to indirectly share with the group a little bit about 
their culture, individual values, or just something that is important to them.  Learners will have 
the opportunity to mingle with the group and begin to become familiar with the others in the 
class.  
 
Objective: 
Share personal backgrounds and meet learners in the group. 
 
Materials: 
• Adhesive name tags or card stock that can be folded in half as a name plate  
• Several felt tip pens - make sure they are thick and dark enough to see from a distance 
 
Time: 
10 - 15 minutes 
 
Procedure: 
1. Distribute one name tag to each participant. 
2. Ask each participant to think of a word or phrase that is important in his or her country. 
3. Each participant will write their name on the tag along with their native country. 
4. Under their name, they will write the word or phrase that they have chosen (in their native 

language). 
 
 
 
 
 
 
 
5. Learners place the name tag on themselves and circulate around the room so each has a 

chance to see what the other learners have written. 
6. After the group has had a chance to circulate, learners come to the board and write their 

word on the board, tell their name, and explain the word they have chosen and explain the 
significance of this word. 

7. The learners can practice saying the words or phrases the other learners chose. 
 
Assessment: 
• Ask learners to discuss what they have learned about each other. 
• Ask learners to list things they have learned about each other's cultural backgrounds. 
• Make a list on the board of participant responses. 
 
Benefits of this activity: 
• Allows learner to identify something that is important in their culture. 
• Provides the instructor with information as to what values may be important in the various 

cultures present in the group. 
• You can save these statements or copy them down for further activities or post them on the 

wall to validate important issues for the learners. 

 
Claudia, Argentina 

 

yerba mate 
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• This activity is always interesting when you have learners who use a different alphabet or 
write in a different way.  For example, some write from right to left.  Learners gain a lot of 
information about each other by participating in this activity. 

 
Precautions / Modifications: 
• This activity works best when more than one native language is present in the group.  

However, it is interesting to see the variety of words chosen by those from similar 
backgrounds. 

• Instead of having learners identify a word, have them write the word for “good morning”, 
“hello”, or some other common greeting.  The differences are amazing. 

• It is important in any learning environment to set guidelines and expectations at the 
beginning of the course as well as before each activity.  Respect is an important 
consideration here.  Some learners may share a word that means something else in another 
country.  Let it be known ahead of time that there may be some differences in perception of 
the words chosen, but that it is important to respect the person and their choice. 

 
The Workplace Connection: 
1. How might the information you have learned about each other help in the workplace? 
2. How does knowing about one another's languages help you to communicate better in the 

workplace? 
3. How could you learn more about your fellow workers from different areas of the world? 
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Activity #3 - World Map 
 
Introduction: 
This activity provides a great visual of the diversity of the group and is a fun activity to do the 
first day of class.  It gets the class up and moving and encourages conversation.  Often times, 
learners are not familiar with the various regions of the world.  This activity generates lots of 
questions between learners and gives them an opportunity to get to know each other and learn 
about the history of the group.  The map can remain displayed throughout the quarter and 
added to when new learners enter the class.  It is also a great tool to have for future groups.  It’s 
fun for new learners to see previous classes and the diversity of each group. 
 
Objective: 
Share personal backgrounds and meet learners in the group. 
 
Materials:  
• A large map of the world.  (Large enough for each participant to write his or her name and 

hometown close to his or her home country.  A laminated map is best, as they tend to last 
much longer.) 

• Push pins or tape. 
• Polaroid camera and film if available. 
• Country flag stickers.  You can usually find these at learning stores or toy stores. (If not 

available, you can cut address labels in half and have learners draw their own country flag.  
You may want to provide colored pens.) 

• About one foot of colored yarn for each participant.  (A bright color is preferable.)  
 
Time:   
30 minutes 
 
Procedure: 
1. Take a Polaroid picture of each learner. 
2. Each learner chooses his or her country flag from the stickers or draws the flag on the labels 

provided. 
3. Place flag under or on picture. (If you use the Polaroid camera, have learners put flag on the 

white space below the picture.) 
4. Each learner writes his or her name under the picture, next to the flag. 
5. Give each participant two pins or pieces of tape and a piece of string. 
6. Each learner places his or her picture around the map and connects the native country to the 

picture. 
7. Learners may list other things under their picture such as hometown, job in home country, 

etc. 
8. Learners then introduce themselves and/or a partner.   

 
Assessment: 
• The instructor can do a group round and have learners name their classmates. 
• The instructor can have learners pull a picture out of a basket and ask them to name the 

person and the country from which they originate. 
• Have learners get into a circle and do a ball toss - have the person who catches the ball 

name the person that threw the ball to them. 
• Learners can pull a country flag out of a basket and name the learners from that country. 
 
 
 



 40

Benefits of the activity: 
• The map provides a great visual of the diversity of the class.   
• You may use this for an introductory discussion on diversity, the various cultures represented 

in the United States / workplace in the United States.   
• The map is a great point of reference for future activities. 
• The activity nurtures personal identities and enables other learners to learn about the origin 

of their co-workers / classmates. 
 
Precautions / Modifications 
• Learners may want to discuss the region of the world they come from or answer questions 

other learners have about their country.  
• Learners may feel more comfortable having a picture taken with another person.  You may 

want to pair learners with others from the same country.  This will also save film if you are 
on a tight budget. 

• If a camera and film are not available, ask learners to draw a self-portrait.  Self- portraits 
bring out a lot about a person's identity. 

• If you are using a Polaroid camera, you may want to have the learners take each other's 
picture.  Involving them in the process may alleviate some anxiety. 

• Once the map is complete, the instructor can lead the group in a round of tag questions or 
other grammar points based on information presented on the map.  For example: 

   
Who is from Cambodia? 

   Khim is from Cambodia. 
 
  How many people are from Korea? 
   Five people are from Korea. 
 

Olga is from Moldova, isn’t she?   
   Yes, she is.  
 
Follow-up activity 
• Give each learner a small piece of paper. 
• Ask them to write one thing that another person might not know about their country and 

culture. 
• Give some examples such as,  “in my country, we say hello two different ways.  One way is 

for younger people and the other is for older people.” 
• Collect the information and use them to make a “find someone who” activity for the next 

session.  (See example.) 
• Learners are often amazed that some behaviors they think are specific to their country are 

common in other parts of the world as well. 
• This activity also helps learners gain insight about each other in a fun and interactive way 

while providing a great introduction to the meaning of culture and what culture incorporates. 
 
The workplace connection: 
1. Do you have a different view of where your classmates and co-workers come from? 
2. What does this map tell you about your working environment? 
3. What do you think happens when you live and work in a place in which many different 

cultures interact? 
4. What are some of the benefits of a diverse workforce? 
5. What are some of the challenges? 
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Find Someone Who….. 
 

Directions: 
For each item, think of a question to ask the other learners.  Walk around the 
class.  Ask different people in the class each question.  When you find a person 
who answers “yes” to a question, write their name in the blank. 

 
 
1. Find a person who comes from a country where people say “did you 

eat?” instead of “How are you?” 
 

Name: ___________________________ 
 

2. Find a person who comes from a country that is dry and cold in the 
winter, but hot and humid in the summer. 

 
Name: ___________________________ 

 
3. Find a person who comes from a country where people are very serious, 

and they don’t smile at strangers on the street. 
 

Name: ___________________________ 
 
4. Find a person who comes from a country that has two different ways to 

say “good morning”.  It depends on the age of the person. 
 

Name: ___________________________ 
 
5. Find someone who eats flour tortillas all the time. 
 
 Name: ___________________________ 
 
6. Find someone who comes from a country where people ride exercise 

bicycles in the street. 
 

Name: ___________________________ 
 
7. Find someone who owned her or his own business in his or her country. 
 

Name: ___________________________ 
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8. Find someone who lives in a country where the entire family goes to 
church on Saturday. 

 
Name: ___________________________ 

 
9. Find someone who comes from a country where people wear a knife and 

a medal on their bodies as part of their clothing. 
 

Name: ___________________________ 
 
10. Find someone who comes from a country that has 78 towns. 
 

Name: ___________________________ 
 
11. Find someone who eats gallo pinto and coffee for breakfast. 
 

Name: ___________________________ 
 
12. Find someone who comes from a country where people like to walk. 
 

Name: ___________________________ 
 
13. Find someone who comes from a country where people work 6 days a 

week. 
 

Name: ___________________________ 
 
14. Find someone who comes from a country where it rains a lot in the 

summer. 
 

Name: ___________________________ 
 
15. Find someone who eats a dish called “cal menemen.” 
 

Name: ___________________________ 
 
16. Find someone who comes from a country where people put on nice 

clothes and go to the park with the family on Sundays. 
 

Name: ___________________________ 
 
17. Find someone who lived near the ocean in a beautiful city named 

“Busan.” 
 

Name: ___________________________ 
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Activity #4 - Culture Concept Map 
 
Introduction: 
This activity is designed to help learners begin to think about the concept of culture.  In this 
activity, learners will begin to develop their own definition of culture and reflect on some 
characteristics of their culture.  Often times, the big “C” culture characteristics come out first.  
These are things such as food, music, language, the way a particular group dresses, etc.  The 
goal of this activity is to begin to look beyond the big “C” and get at the little “c” things that 
distinguish one culture from another.  These are things such as attitudes, behaviors, beliefs, and 
values. 
 
Objective  
Compose a personal definition of "culture" as it applies to each individual. 

Materials: 
• White board, chalk board, or large piece of paper (3' x 5') 
• Marking pens 
• Bilingual dictionaries (the languages of the learners if possible) 
 
Time: 
30 - 60 minutes 
 
Procedure: 
Step one  
1. Introduce the concept of culture to learners.  Write the word "Culture" in the center of the 

board and circle it. 
2. Ask learners what they think of when you say the word "culture." 
3. Ask participants to list things that make up a person's culture. 
4. As learners call out ideas, write them on the board surrounding the word "culture" 
5. Circle each response and connect it to the word culture.  
6. This should lead to a group discussion about what "culture" means to each individual. 

 
Questions to guide discussion: 

1. What do you know about culture? 
2. What do you think the word "culture" means? 
3. What does "culture” mean to you? 
4. What is important in your culture? 
5. Do you identify with a particular culture? 
6. What different cultures do you see in your community?  In your workplace?   
7. What different cultures are represented in your country of origin? 

 
Step two 
1. Ask learners to look up the word "culture" in their dictionaries. 
2. Learners can share the definitions they find with the group. 
3. Learners can write the word for "culture" in their own language and post around the room. 
4. Teacher may write down ideas learners come up with or add them to the concept map.  
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Step three 
1. Pair off learners. 
2. Based on the discussion and Culture Concept Map, ask each group to come up with a 

personal definition of culture. (This may be done individually or in groups.) 
3. Post definitions. 
4. Learners may want to illustrate their definitions with pictures from magazines, etc. 
5. Learners may also want to make their own Culture Concept Map. 

 
Assessment: 
• The instructor can use the individual definitions of culture to assess comprehension of the 

meaning of "culture." 
• The Culture Concept Maps provide an excellent visual for those learners who are unable to 

explain verbally or in written form the concept of culture. 
 
Benefits of the Activity: 
• Developing individual definitions of culture gives meaning to the activity for each participant 

and validates individual perceptions of culture. 
• The activity promotes teamwork, generally a common value in the U.S. workplace. 
• The activity identifies differences in perceptions of the meaning of culture. 
• This activity is easy to do with lower level of language proficiency and is great for visual 

learners. 
 
Precautions / Modifications: 
• Have learners list examples of things that are specific to their own culture. 
• Ask learners if there are any behaviors they feel are specific to their culture. 
• Have learners list things that are important to people from their culture. 
 
The Workplace Connection: 
1. What part of your culture do you bring to the workplace? 
2. What part of your culture is not present in the American workplace? 
3. What other cultures do you see around you in the workplace? 
4. What happens in the workplace when employees come from different cultures? (Benefits and 

challenges.) 
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Activity #5 - Culture Collages 
 
Introduction: 
Culture collages are a fun way for visual and kinesthetic learners to express individual cultural 
values in an artistic way.  The results of this activity provide great visuals for the classroom as 
well as great information for the others as to what each participant views as an important part of 
his or her own culture. 
 
Objectives: 
• Identify individual cultural patterns and value systems. 
• Identify American values and values of the U.S. workplace. 
• Compare and contrast individual values with those of the mainstream culture in the United 

States. 
 
Materials: 
• Magazines that can be cut up 
• Scissors 
• Glue 
• Large pieces of construction paper 
• Tape 
• Large poster board (3' x 5') 
 
Time: 
45 - 60 minutes 
 
Procedure: 
Step one 
1. Ask learners to list things that are important in their culture.  Write responses on the board.  

For example, a participant from Mexico may say "family." 
2. Ahead of time make an example of a few culture collages and circulate around the room. 
3. Spread magazines out on the tables and ask learners to cut out pictures that resemble things 

that are important in their cultures. 
4. Learners will then construct their own culture collage. 

 
Step two 
1. Post collages around the room. 
2. Give learners the opportunity to share their collage with the group.  If the learners are 

uncomfortable speaking in front of the whole group or it is a particularly large group, you 
may want to put the class into smaller groups and allow them to share with just a few 
learners.   

 
Step three 
1. Now ask learners to list things they think represent the "American" culture. 
2. Allow them 5-10 minutes to find pictures in the magazines and cut them out. 
3. As a group, make a culture collage that represents what learners perceive to be the 

"American" culture. 
4. Learners should label their pictures as to what they represent. 
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Questions for discussion: 
1. Why did you choose the pictures you chose? 
2. Where did you learn these ideas? 
3. How does "American" culture differ from your culture? 
4. How do your collages differ from the "American" culture collage? 
5. What did you learn / discover from this activity? 
6. Where did you learn about "American" culture? 

 
Assessment: 
• The culture collages serve as a great visual display of the participant's ability to identify 

individual values. 
• You may wish to ask learners to list some individual assumptions they have about the culture 

of the United States on a 3 x 5 note card and hand in.  These can be anonymous or learners 
can put their names on them.  This will give you an idea of how well the learners grasped the 
concept of culture and values. 

 
Benefits: 
• This activity is great for learners with lower levels of English language proficiency.  They are 

able to express their ideas through photographs. 
• This activity allows learners to identify things that are important to the "cultural" group to 

which they identify. 
• The collages provide a great visual of the diversity of the class and quickly identify the fact 

that, because we come from all over the globe, we may not all operate under the same set 
of values or beliefs. 

• It appeals to tactile and visual learners. 
• It also allows the instructor to identify some of the perceptions and/or stereotypes the 

learners have about "American" culture. 
• The collages may serve as a central focus point.  You may wish to refer back to learner's 

identified values or the assumptions they had about the values of the United States 
throughout the course or training. 

• This activity is a good lead into "values" and identifying behaviors that reflect individual 
values. 

 
Precautions / Modifications: 
Learners can get carried away with this activity.  It is sometimes necessary to keep the group on 
task.  Develop your own culture collage and use it as an example when explaining the activity.  
Have learners explain to the group why they have chosen a particular picture and to which values 
each is tied. 
 
 
The Workplace Connection: 
1. How do your values affect the way you perform your job at work? 
2. How might different values in the workplace cause problems or miscommunication between 

people? 
3. Do most people in the workplace in your country share the same values? 
4. Do people in the U.S. workplace share the same values? 
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Activity #6 – Cultural Assumptions 
 
Introduction: 
This activity is designed to help learners begin to think about assumptions.  Learners are placed 
in a situation in which they begin to make assumptions about individuals based on the learner’s 
previous knowledge or experience with other cultures.  The activity helps learners to see the 
pitfalls of making assumptions about a particular person or group of people as well as possible 
benefits.  The learners will connect the activity to personal experiences with assumptions and 
discuss the affect assumptions have had on them while living in the United States. 
 
Objective  
• Identify dangers and possible benefits of making assumptions about a person. 
• Discuss possible problems in the workplace resulting from workers assumptions about one 

another. 
 
Materials: 
• Pictures of individuals from different cultures mounted on cardboard or cardstock. (A good 

source is National Geographic Magazine.  Old issues are available at The Good Will, used 
bookstores or other thrift stores.) 

• White board, chalk board, or large piece of paper (3' x 5') 
• Marking pens 
 
Time: 
30 minutes 
 
Procedure: 
1. Have learners form in groups of two or three. 
2. Have each group choose a picture. 
3. Ask learners to make assumptions about the pictures.  Who are these people?  Where are 

they from?  What do they do?  What are their backgrounds?  What languages do they speak?  
Where do they live now?  How do they live?  What do they believe?  What is important to 
their people? 

4. Give the groups about five minutes to discuss the questions and come up with a list of 
assumptions about the individual. 

5. List some of the questions on the board. 
6. Ask the groups to present their ideas while showing the rest of the class the picture. 

 
Questions for discussion: 
1. How did you come up with your answers about these people? 
2. What did you know about these people that helped with your answers? 
3. What is the difference between a description and an assumption? 
4. Are making assumptions good or bad? 
5. How can an assumption be bad?  Good? 
6. Have people ever made assumptions about you that were not true?  What were these 

assumptions based on?  How did it make you feel? 
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Assessment: 
• Have learners list five assumptions they made about Americans when they first came to the 

United States. 
• After each assumption, ask learners to list certain behaviors that contributed to these 

assumptions.  (Type up list and hand out for the next class period.  This is a useful tool to 
lead into a discussion about values and behaviors that reflect these values.) 

 
Benefits: 
• Connecting the learner’s own experiences with assumptions helps them to identify the 

dangers of making assumptions about others.  
• Understanding why we make assumptions about a particular person or group of people helps 

us to open our minds and become aware of our own stereotypes and assumptions we have 
made in the past that may or may not have been true. 

 
Precautions / Modifications: 
Learners may be hesitant to list negative assumptions they had about Americans.  Assure 
learners that the lists will remain anonymous.  Clarify that they are not to write their names so 
they can be as honest as they wish.  Encourage them to include positive and negative 
assumptions. 
 
The workplace connection 
1. How might assumptions be harmful in the workplace? 
2. How can we avoid making harmful assumptions about the people we work with? 
3. In what situations would assumptions be helpful in the workplace? 

 



 49

 

Activity #7 - "Cold Water" 
 
Introduction: 
Although this video takes place in a university setting, the information presented can easily be 
applied to the setting of the workplace.  The video addresses the issue of cross-cultural 
adaptation and culture shock and the difficulties foreigners face upon entering and adapting to 
the United States.  The video clearly shows how many of the problems foreigners face in the 
United States are due to major differences in values and behaviors between Americans and 
themselves.  Some of the American values discussed in the video are privacy, the importance of 
time, friendships, openness and directness, informality, and competition. 
 
Objectives:  
• Discuss differences in cultural values and investigate the process of intercultural adjustment 

to the U.S. workplace. 
• Identify U.S. American values, which may affect the workplace in the United States. 
 
Materials: 
• VCR and TV 
• Video "Cold Water"   
• Homework questions (optional) 
 
Time:  1 hour and 20 minutes  
• 5-10 minutes to introduce the video 
• 50 minutes to view the video 
• 20 minutes to debrief 
 
Process: 
 
Step one - Pre-video preparation 
1. Introduce the concept of cultural adjustment. 

 
Questions to guide discussion: 

• What was the most difficult thing for you when you came to the United States (aside 
from the language barrier)? 

• How long did it take you to adjust to life in the United States?  Or, do you think you will 
be able to adjust to life in the United States? 

 
2. Tell the learners that you will be viewing a film about adjusting to the culture of the United 

States.  
3. Make sure you explain to the learners that the video takes place in a university setting and 

the people in the video are learners at a university.  
4. Ask learners to try to think about how the experiences of these learners may be similar to 

immigrants and refugees entering the workplace in the United States as opposed to the 
college environment. 

 
 

Step two - Video viewing 
1. Show the video. 
2. Depending on the language levels of the learners, you may want to stop the video after each 

segment and discuss vocabulary and check for comprehension. 
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Step three- Debriefing 
1. Depending on the group, debriefing this video comes naturally.  Learners may engage in a 

quite meaningful discussion of values and value clashes. 
 
Questions to guide discussion: 
1. Did you experience culture shock when you first came to the United States? 
2. Did you experience culture shock when you started working in the United State? 
3. Do you agree with anything the people said about Americans in the video? 
4. What is a generalization? 
5. What is a stereotype? 
6. Do you think it is a good idea to make generalizations and stereotypes?  Why or Why not? 
7. Before you came to the U.S. what did you expect? 
8. What did you expect work to be like? 
9. Which American values are similar to your own? 

10. Which American values are very different from your own? 
11. What did you learn from this video? 
 
Assessment: 
• Use the workplace connection questions as a form of assessment.  Hand the question out 

before viewing the video and give the learners time to think about the questions before they 
view the video. 

 
Precautions / Modifications: 
• If the class session is longer, play the video in segments and discuss each value as it is 

brought up in the video. 
• Have learners journal their responses in the dialog or values journal. 
• Make sure to discuss the setting of the video before viewing.  Ask learners to think about 

how the video applies to both the academic world and the workplace in the United States. 
 
The workplace Connection: (optional homework questions follow) 
1. How could culture shock affect you in the workplace? 
2. What can you do if you experience culture shock in the workplace? 
3. How could you help a co-worker who is experiencing culture shock in the workplace? 
4. What American values discussed in the video do you see in the workplace in the United 

States? 
5. How do these values affect employer’s expectations of the employees? 
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Homework Questions - "Cold Water Video" 
 

 
 
1. What might happen on the job if a person has culture shock? 

 
 
 

2. What can you do if you experience culture shock in the workplace? 
 

 
 

3. How could you help a friend at work that was experiencing culture 
shock? 
 
 

4. Do you think Americans have the values the people in the video 
talked about?  Which ones? 

 
 
 

5. What do you think American employers expect? 
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Activity #8 Cultural Value and Characteristic 
Cards 
 
Introduction: 
The purpose of this activity is to introduce learners to the idea of values and to begin to discuss 
how an individual's values greatly affect and guide his or her behavior. This activity introduces a 
wide variety of values that are predominant in many cultures around the world.  The learners will 
discuss these values, what these values mean, define which values are important to them, as 
well as identify some of the mainstream values in the United States. 
 
Objectives: 
• Identify individual cultural patterns and value systems. 
• Identify perceived cultural patterns of the United States. 
• Compare and contrast the cultural patterns of the workplace in the United States to the 

workplace in the countries of the individual learners. 
 
Materials: 
• One set of cards for each participant  
• Blank cards 
• Bilingual or monolingual dictionaries 
 
Time:  Approximately 60 minutes 
 
Procedure: 
 
Step one 
1. Introduce the concept of values and cultural characteristics by asking learners to list things 

that distinguish their culture from others, or things that are important to them. 
2. Have learners look up the word "value" in a bilingual dictionary or a monolingual dictionary. 
3. Discuss the meaning of the word "value." 

 
Questions to guide discussion:  

• Are the values of the United States the same as the values in your country? 
• Are there differences in values between the workplace in your country and the 

workplace in the United States? 
• What do you think is most important to employers in the United States? 

 
Step two 
1. Individually or in groups of two (best if partners are from the same background) distribute 

one set of cards. 
2. Ask learners to lay the cards out on the desk or table and look through the words on the 

cards.  Explain that the words represent values and characteristics of different cultures 
around the world.  Make sure to mention that the list is not complete and that many other 
values and characteristics exist. 

3. Check for understanding of vocabulary and allow learners to use their dictionaries to check 
the meaning of the words. 

4. Take a few minutes to go through the list of cards and give examples of each to make sure 
the learners understand the meaning of the word. 
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Step three 
1. Ask learners to pick out values and characteristics that correspond with their individual 

culture.  Allow ten to fifteen minutes for learners to investigate and to choose.  (You may 
want to limit the number of values to 10 or 15.) 

2. Ask learners to list any values and characteristics that fit their culture that are not listed on 
blank cards provided. 

3. When learners finish this part of the activity, ask them to call out characteristics and values 
that they included on their blank cards.  List these on the board. Place a check mark next to 
each value as it is repeated to show similarities in the cultural values of the group.  

 
Step four 
1. Pass out the culture comparison worksheet. 
2. Ask learners to list the words they have chosen in the column marked "My Culture." 

 
Step five 
1. Repeat step three, but this time ask learners to pick out what they think are values and 

characteristics in the United States. 
2. Encourage learners to use the blank cards to include any they feel are missing. 

 
Note:  Be sure to distinguish values and characteristics from behaviors.  Explain to learners that 
our behaviors are the things that we do and the ways that we act that reflect our values and 
cultural characteristics. 
 
Step six 
1. Have learners list these in the column marked "U.S. Culture" on the culture comparison 

worksheet. 
2. Hang participant's comparison graphs around the room and allow learners to view each 

other's work. 
 
Wrap up Questions: 
 
1. Do your values differ from those in the column marked "U.S. Culture?" 
2. What do you think can happen when a person's values differ from the values of the company 

or organization they work for, or the individuals they work with?  
3. Do we always understand the behaviors of people who have values different from ours? 
4. Do some people's behaviors surprise or bother you?  Why? 

 
Assessment:  
On a three by five note card, ask learners to answer one or all of the following questions. 
 

1. What did you learn about yourself? 
2. How would you define "values?" 
3. Why might understanding different values be important in the United States? 
4. How might different values in the workplace cause misunderstandings and conflict 

between employees and/or employees and employers? 
 
Benefits of the Activity: 
This activity allows each learner to visually identify values that are predominant in his or her 
culture and individual background.  In addition, they are able to begin to compare mainstream 
U.S. values to their own. 
 
 
 



 54

Precautions / Modifications: 
Keep in mind that just because an individual comes from a specific geographic location, we can't 
assume that they will have the same values and beliefs as another person from the same area.  
Be careful to not make these generic assumptions about any specific group in the class.  
Sometimes it is helpful to group participants by cultural group, but encourage learners to explore 
and compare individual values and beliefs, not just those of the mainstream culture in their 
countries. 
 
 
The workplace Connection: 
1. What are some of the mainstream values in the workplace in your country? 
2. Why is it important to understand the values in the workplace in your own country?  In the 

U.S.? 
3. Are there any values that are similar to the values in the U.S.?  Different?  What are they? 
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Permission granted to photocopy for classroom use- Values Cards 

 

 
FAMILY 

 

 
MONEY 

 
 

 
TIME 

 
PUNCTUALITY 

 

 
PRIVACY 

 
 

 
INDIVIDUALISM 

 
HONESTY 

 
KNOWLEDGE AND 

EDUCATION 
 

 
DIVERSITY 

 
RESPECT FOR ELDERS 

 
RESPECT FOR 
AUTHORITY 

 

 
WEALTH 

 
SOCIAL STATUS 

 
PROFESSIONAL 

STATUS 
 

 
NATURE 

 
ENVIRONMENT & 

THE EARTH 

 
ALL LIVING 
CREATURES 

 
STRUCTURE AND 

ORDER 
 

 
FUTURE AND 
PROGRESS 

 

 
THE PAST AND 

HISTORY 

 
OTHER PEOPLE'S 
EMOTIONS AND 

FEELINGS 
 

COMPASSION 
 
 

 
FRIENDSHIP 

 
COMPANIONSHIP 
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Permission granted to photocopy for classroom use- Values Cards 

 
 

TRADITION 
 
 

 
RELIGION 

 
SPIRITUALITY 

 
SCIENCE AND 
TECHNOLOGY 

 

 
INITIATIVE 

 
OPENNESS 

 
DIRECTNESS 

 
 

 
BEING INDIRECT 

 
PEACE 

 
FACTS AND THE 

TRUTH 
 

 
GOOD 

SPORTSMANSHIP 

 
SIMPLE LIFE 

 
ORGANIZATION 

 
 

 
TEAM WORK 

 
EFFICIENCY 

 
VERBAL 

COMMUNICATION 
 

 
NON-VERBAL 

COMMUNICATION 

 
PERSONAL 

APPEARANCE 

 
PHYSICAL BEAUTY 

 
 

 
POSSESSIONS 

 
CONSERVATION 

 
LIFE EXPERIENCE 

 
 

 
CHILDREN 

 
HELPING PEOPLE 
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Permission granted to photocopy for classroom use- Values Cards 

 
 

CLEANLINESS 
 
 

 
PRIVATE PROPERTY 

 

 
THRIFTINESS 

 
BEING RESPONSIBLE  

 
 

 
COMPETITION 

 
PERSONAL CHOICE 

 
BEING FRUGAL 

 
 

 
SELF-HELP 

 
PATIENCE 

 
 

PRIVACY 
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Cultural Comparison 
  

My Values /  
Characteristics 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

U.S. Values / 
Characteristics 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Permission granted to photocopy for classroom use- 
"Cultural Comparison”
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Activity #9 - Idioms and Sayings 
 
Introduction: 
This is a great activity to do after the learners have discussed mainstream values in the U.S. workplace.  This activity 
shows how idiomatic phrases and sayings in the U.S. reflect some of the mainstream values and behaviors in the 
workplace.  Learners will read several sayings and phrases and discuss the meaning as well as behaviors that may result 
from such attitudes in the workplace. 
 
Materials: 
• Idiom cards  
• Pieces of butcher paper or a white board 
• Marking pens 
 
Time: 
60 – 90 minutes 
 
Procedure: 
 
1. Introduce the concept of idioms to the group. 
2. Give examples of some common idiomatic phrases the learners may recognize. 
3. Ask learners to discuss the meaning of the idiomatic phrases. 
4. Ask learners to think of any idiomatic phrases that are common in their countries. 
5. Ask them to write them on the board and share with the group the meaning and significance of the idiomatic 

phrases. 
6. Discuss how idioms often reflect values and common behaviors of a certain culture.  For example:  “time is money” 

reflects the American value of productivity, economic progress, and punctuality. 
7. Once learners have a clear understanding of the concept of idiomatic phrases, separate the learners into groups of 

three. 
8. Distribute a set of idiom/phrase cards and list the corresponding values on the board.  
9. Discuss the idioms/phrases and their meanings. 

10. Ask learners to try and match the idioms with the most appropriate value. 
11. Have groups volunteer to read one value and the idioms they have placed under that value. 
12. As there are several idioms listed on the cards, you may want to focus on just a few values and the corresponding 

idioms at one time. 
13. As an extension of this activity, learners can identify values in their native country and bring to class idioms that 

reflect these values in their own cultures.  This may provide a great cross-cultural comparison. 
 
Values to list on board 
 
1. Individualism 
2. Privacy 
3. Equality 
4. Informality 
5. Progress 
6. Personal Progress and Self-Improvement 
7. Time 
8. Directness and Assertiveness 
9. Honesty 
10. Team work / Cooperation 
11. Hard Work 
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Individualism 
 
Do your own thing. 
 

 
I did it my way. 

 
You’ll have to decide for yourself. 
 

 
You made your bed, now lie in it. 

 
If you don’t look out for yourself, 
no one else will. 

 
Look out for number one 

 
I can do it on my own. 
 

 
It’s a dog eat dog world. 

 
Everyone has to fend for him or 
herself. 

 
The only person you can count 
on is yourself. 

 
Privacy 
 
I just need some time to myself. 

 
Live and let live. 

 
I’m just minding my own 
business. 
 

 

 
Equality 
 
All men and women are created 
equal. 

 
One man/woman, one vote. 

 
Informality 
 
How ya doin? 

 
Drop me a line. 
 

 
Go with the flow. 
 

 
I’m just pulling  your leg. 
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Progress  
 
It’s the future that counts. 
 

 
Get to work. 

 
 It’s on the cutting edge. 
 

 
State of the art. 

 
Personal progress and self-improvement 
 
Be all that you can be. 

 
Where there’s a will, there’s a 
way. 

 
You can do anything you put your 
mind to. 

 
The world is your oyster. 

 
Anything is within reach. 
 

 
You can do it! 

 
The future is yours. 
 

 
You can rule the world. 

 
Go out on a limb. 
 

 

 
Time 
 
Don’t waste my time. 

 
That’s a waste of time. 
 

 
Time is money. 
 

 
Early to bed, early to rise makes 
a man healthy, wealthy, and 
wise. 
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Let’s deal with the issue at hand. 
 

 
Let’s get going on this. 
 

 
Let’s get to the point. 
 

 
Shake a leg. 

 
I’ll just be in and out. 
 

 
Don’t drag your feet. 

 
Get up and go. 
 

 
Right away. 

 
On the dot. 

 
On time. 
 

 
Step on it! 
 

 
Let’s get the ball rolling. 
 

 
Directness / Assertiveness 
 
Put all your cards on the table. 

 
It came right from the horses 
mouth. 

 
Attack the problem head on. 
 

 
Put your money where your 
mouth is. 

 
The squeaky wheel gets the 
grease / oil. 

 
Let’s not beat around the bush. 

 
The only stupid question is no 
question. 

 
Act on it. 

 
What’s the bottom line? 
 

 
Cut to the chase. 
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Let’s stop playing games. 
 

 
Don’t be a wall flower. 

 
Speak your mind. 
 

 

Honesty  
 
Honesty is the best policy. 

 
Say it like it is. 
 

 
The whole truth 
 

 
Take it to heart. 

 
I cross my heart. 
 

 
Don’t pay lip service. 

 
Stabbed in the back. 
 

 

Team work / Cooperation 
 
Give and take. 
 

 
Everyone must pull his or her 
own weight. 

 
We need to pull together to make 
this work. 

 
We must be able to count on 
each other. 

 
Can you give me a hand. 
 

 
Help each other out. 

Hard work 
 
Burn the midnight oil. 
 

 
Do a bang up job. 

Keep your nose to the 
grindstone. 

 
Carry the weight of the world on 
your shoulders. 
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Individualism     Privacy 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Equality     Informality 
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Personal progress and self-improvement 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Time     Directness and Assertiveness 
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Honesty      Team work and cooperation 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Hard work 
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Activity #10- Cultural Learning Goals 
 
Introduction: 
The purpose of this activity is to assess the cultural learning needs of the learners.  By now, learners should have 
revealed, through participation in the previous activities, a great deal in terms of cultural differences they have 
experienced here in the Untied States.  The survey, together with this information will serve as a starting point for 
developing individual and group cultural learning goals.  In completing the survey, learners will reveal what they already 
know about culture, what they know specifically about the culture of the U.S. workplace, as well as what they want to 
learn. 
 
Objective:  Identify individual and collective cultural learning goals. 
 
Materials: 
• Handout:  “What I Want to Learn About Culture” 
• Handout:  "Cultural Learning Goals" 
 
Time: 
 
Procedure: 
1. Before beginning the activity, talk about the importance of setting learning goals.  Discuss the importance of 

identifying the individual needs of the learners. 
 
2. Ask learners to think about the following questions: 

 
• What do you know about American Culture? 
• What do you know about the culture of the U.S. Workplace? 
• What do you want to learn about the culture of the U.S. Workplace? 

 
3. List some ideas on the board and allow for some discussion on the issue. 
4. Be sure to let the learners know that their reactions will help you plan the rest of the course. 
5. Once there has been some discussion about the learners needs, hand out “What I Want to Learn About Culture.” 
6. Ask learners to write their names on the list.  Go over handout and clarify any misunderstandings. 
7. Allow learners to use their dictionaries for this part. 
8. Once learners have completed the check list, ask them to come up with five goals they want to accomplish this 

quarter.  Make sure to discuss the difference between short and long term goals.  These goals should be short term, 
reachable goals by the end of the quarter. 

9. Let them know that you will use their responses to plan the course.  Furthermore, the goals will be revisited at the 
end of the course.  Learners will have a chance to decide if they met their goals and if they learned what they wanted 
to learn. 

10. Save these and return the goal sheets to the participants at the end of the quarter.  At that time, hand out “What Did 
You Learn About Culture?” as an assessment of the learning.   
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WWhhaatt  II  WWaanntt  ttoo  LLeeaarrnn  AAbboouutt  CCuullttuurree  
 

Directions:   
Put a check mark next to the topics that you would like to study in this class. 
Add any topics that are not included at the end of the list. 

 
 Different communication styles 

 Why people experience cultural misunderstandings 

 Ways to avoid cultural conflicts on the job 

 Asking questions on the job to get more information 

 Giving feedback, expressing opinions, or giving suggestions on the job 

 Reporting problems or progress on the job 

 Appropriate tone of voice and intonation 

 Appropriate choice of words to convey messages 

 Nonverbal communication and physical gestures used in everyday communication 

 Employee evaluations, performance reviews, and constructive criticism 

 Appropriate social distance and physical contact  

 Appropriate topics of conversation in the workplace and conversational taboos 

 Roles of women and men in the workplace 

 The structure of the U.S. workplace 

 Unwritten rules in the workplace 

 Personal presentation, dress, and hygiene on the job 

 Interacting with different cultures in the workplace 

 Problem solving techniques in the workplace                   

 The concept of time in the U.S. workplace 

 The U.S. work ethic, values, and behaviors in the workplace 
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 Rewards and recognition in the workplace 

 Rules and regulations in the U.S. workplace 

 Safety guidelines and reporting accidents and incidents in the workplace 

 Skill diversity, cross training, and professional development on the job 
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WWhhaatt  DDiidd  yyoouu  LLeeaarrnn  AAbboouutt  CCuullttuurree??  
 

Directions:   
Put a check mark next to the topics that you learned about in this class. 
Add any topics that are not included at the end of the list. 

 
 Different communication styles 

 Why people experience cultural misunderstandings 

 Ways to avoid cultural conflicts on the job 

 Asking questions on the job to get more information 

 Giving feedback, expressing opinions, or giving suggestions on the job 

 Reporting problems or progress on the job 

 Appropriate tone of voice and intonation 

 Appropriate choice of words to convey messages 

 Nonverbal communication and physical gestures used in everyday communication 

 Employee evaluations, performance reviews, and constructive criticism 

 Appropriate social distance and physical contact  

 Appropriate topics of conversation in the workplace and conversational taboos 

 Roles of women and men in the workplace 

 The structure of the U.S. workplace 

 Unwritten rules in the workplace 

 Personal presentation, dress, and hygiene on the job 

 Interacting with different cultures in the workplace 

 Problem solving techniques in the workplace 

 The concept of time in the U.S. workplace 

 The U.S. work ethic, values, and behaviors in the workplace 
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 Rewards and recognition in the workplace 

 Rules and regulations in the U.S. workplace 

 Safety guidelines and reporting accidents and incidents in the workplace 

 Skill diversity, cross training, and professional development on the job 
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Cultural Learning Goals 

 
 
Discuss these questions with your classmates.  Write your answers. 
 
1. With whom do you speak to the most at work?  
 
 
 
2. What do you talk about? 
 
 
 
3. With whom would you like to speak to more often at work? 
 
 
 
4. What do you need to learn to make you job easier? 
 
 
 
 
 
My five cultural learning goals for this quarter are: 
 
1. _________________________________________________________________ 
 
2. _________________________________________________________________ 
 
3. _________________________________________________________________ 
 
4. _________________________________________________________________ 
 
5. _________________________________________________________________ 
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Part Two
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Unit One 
 

Communicating Across 
Cultural Boundaries 
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Unit One   
Communicating Across Cultural Boundaries 

 
Instructional Goals: 
 
• To develop an awareness of differences in communication styles and patterns around the world 

• To aid participants in developing communication strategies appropriate for the U.S. workplace 

• To facilitate an awareness of the source of cultural misunderstandings and help participants develop 

strategies for effective communication across cultures 

 

Cultural Learning Objectives: 
 
Upon completion of activities in unit two, students will be able to: 
 
1) Distinguish between formal and informal communication and display appropriate use of each on 

the job. 

2) Ask questions for clarification and information on the job. 

3) Give input and express individual work-related needs to co-workers and supervisors. 

4) Use appropriate word choice, tone, and intonation in conveying messages in the U.S. workplace. 

5) Share and compare forms of nonverbal communication common in participants’ native countries. 

6) Interpret and identify various forms of non-verbal communication used in everyday 

communication in the United States. 

7) Appropriately respond / react to constructive criticism. 

8) Identify the purpose and value of employee performance reviews. 

9) Explore differences in communication styles around the world. 

10) Compare individual communication styles to that of the U.S. workplace. 

11) Identify common sources of cultural miscommunication and develop strategies to avoid conflicts 

on the job that result from misunderstandings. 
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Chapter 1 - Communication Styles 
 
 
Objectives:  
 
• Explore differences in communication styles around the world. 
• Compare individual communication styles to that of the U.S. workplace. 
• Identify common sources of cultural miscommunication and develop strategies to avoid conflicts 

on the job that result from misunderstandings. 
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Setting the Stage   
 
Introduction: 
Differences in communication styles can be very obvious at times, but usually, the subtle differences 
are the ones that cause problems in the workplace.  Just a few ways in which communication styles 
and patterns vary are: differences in turn taking, interruptions, the use of body language, and tone of 
voice.  This activity serves as an introduction to the differences in communication styles and patterns.  
Through the use of foreign films, the participants will have the opportunity to view and identify subtle 
differences in the patterns of interaction and communication of various cultures that are present in 
our communities. 
 
Materials: 
• VCR and TV 
• Various foreign films (see list of foreign videos at the end of the curriculum) 
 
Note:  Be sure to view the films beforehand. Many of the films contain violent scenes that are 
inappropriate for classroom use.  However, short segments of the films may display the various 
communication patterns of a particular culture. 
 
Time: 
20 – 30 minutes 
 
Procedure: 
1. Inform learners that they will view short segments of a selection of foreign films.  The idea is to 

pay attention to the differences in the way that the people in the films communicate.  Discuss 
ahead of time the ways in which communication patterns differ between cultures (turn taking, 
interrupting, the way we give explanations, who talks first, how we manage the conversations, 
body language etc.). 

2. Give learners a copy of a handout with the various film titles and / or cultural groups to be 
viewed.  Ask them to take notes on each film clip.   

3. Show a short clip of each video that displays some social interaction.  It is better to use a clip in 
which more than two people are involved in the social exchange.  You may want to cover the 
subtitles so the participants pay attention to the communication patterns as opposed to the 
words.  Be sure and check subtitles for offensive language before viewing each clip.  Some of the 
learners may speak the language used in the film and understand something you don't. 

4. After each clip, discuss the ways in which the group communicated.   
 
Questions for Discussion after each clip: 
1. Who did most of the talking in the video clip? 
2. How did the people take turns talking?  
3. What type of body language did you notice? 
4. Did people interrupt one another? 
 
Questions for Discussion after all video clips: 
1. How did each culture differ? 
2. Were any of the video clips similar to your culture?  (or were they from your culture?) 
3. How do you think these video clips differ from communication styles in the U.S.? 
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Cross-cultural comparison 
 
Introduction: 
This activity will help the instructor identify differences in communication patterns among the 
learners in the group.  Each learner will complete the checklist as it applies to people in his or her 
country.  With this information, the instructor can help learners see the differences and discuss 
possible challenges these differences may pose in the community and the workplace. 
 
Materials: 
• Copies of the checklist 
 
Time: 
30 – 45 minutes 
 
Procedure: 
1. Hand out checklist. 
2. Ask learners to get into groups according to country or similar cultural background. 
3. Have the groups discuss each statement and circle the number of the statements that are true for 

the workplace in their countries. 
4. Make sure learners understand that the statements apply to behaviors that are appropriate in the 

workplace. 
5. Depending on the language level of the group, let learners complete the checklist on their own or 

go through the checklist one item at a time, clarifying vocabulary as needed. 
6. List the different cultural groups or countries on the board or on the overhead.  Go through the 

statements as a group.  For each statement that a group agrees with, put that number under the 
country.  Add any additional comments made by the learners. 

7. Use this information for a discussion of differences and / or challenges these differences may 
pose. 

8. For each statement, discuss if these are true for the U.S. workplace and/or what is appropriate in 
the U.S. workplace. 
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MMYY  CCOOMMMMUUNNIICCAATTIIOONN  SSTTYYLLEE………………....  
 
1. People in my country enjoy debating and arguing. 

2. People in my country avoid any kind of conflict. 

3. People in my country will tell you exactly what they think. 

4. People in my country will not tell you the truth if they think it will damage your self-esteem or 

hurt your feelings. 

5. People in my country will give you directions even if they don’t know for sure if they are right. 

6. People in my country do not show their feelings when they speak to another person. 

7. People in my country show their feelings when they talk. 

8. People in my country speak softly and do not raise their voices. 

9. People in my country speak loudly when they are emotional. 

10. People in my country look at a person directly in the eye when they speak. 

11. People in my country use a lot of physical contact when they speak. 

12. People in my country will hit friends jokingly when they speak. 

13. People in my country do not touch people when they speak. 

14. People in my country only talk one at a time when in a group of many people. 

15. People in my country show respect to certain people by allowing them to speak. 

16. People in my country ask many questions if they don’t understand a person. 

17. People in my country like to use many examples when they are talking about something. 

18. People in my country like to use many descriptions when they are talking about something. 

19. People in my country tell many stories when they are trying to explain or teach something. 

20. People in my country give short answers to questions. 
 
 
 
 
 

permission granted to photocopy for classroom use - Cross-cultural Comparison (1.1)
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General Practices in the United States 
 
Common “American” Behaviors 
• People often say their ideas aloud as a way of discussing possibilities. 

• In most conversations, there is not a lot of overlapping from one speaker to another.  When 

people are having a conversation, they usually wait until the person has finished before they start 

to speak. 

• In casual situations, people will sometimes finish another person’s sentence.  However, this is 

usually only true for conversations with people to whom you are close.  It may be considered rude 

to jump in and finish another person’s thoughts that you don't know very well. 

• When talking about something negative, most people will try to soften the negative statement.  

For example, you might say “you aren’t quite right” instead of “you are very wrong” or “he isn’t 

very efficient” instead of “he is unproductive.” 

• People are very direct when explaining something.  They will not usually use a lot of words or 

metaphors when they speak. 

• There is not too much physical contact when people are speaking unless they are close friends or 

family. 

• Many Americans are uncomfortable with silence.  If silence continues more than a few seconds in 

any conversations, most Americans will attempt to break the silence with some comment.  For 

this reason, "small talk is a large part of the American conversation style.” 

 
Common American values which reflect these behaviors 
 
Openness and Directness- Although most Americans are fairly private in the workplace, they tend 
to be very open about their feelings and opinions.   Americans believe that honesty is the best policy 
and believe people want to  hear the truth even if it may not be positive.  
 
Sources: 
Kiss, Bow, or Shake Hands by:  Terri Morrison, Wayne A. Conaway, and George a. Borden Ph.D. 
American Ways by:   Gary Athens 
Living in the USA.  by:  Alison R. Lanier 
 

Permission granted to photocopy for classroom use – General Practices (1.1)
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Critical Incident 
 
Introduction: 
In this critical incident, communication styles cause a misunderstanding in a nursing home.  Two 
residents are speaking loudly in another language and one of the elderly residents mistakes the loud, 
emotional tone of voice for an argument.  This upsets the resident and she makes a complaint about 
the two workers.  The workers are confused when confronted by a nurse in the facility.  They can’t 
figure out why someone thought they were fighting.  In some cultures, it is appropriate and normal 
to speak in a loud tone of voice when emotional or excited about something.  In the US workplace, 
this style of communication can easily be mistaken for aggressive behavior, especially when the 
verbal exchange happens in a language that is unfamiliar to the other workers, customers, or 
supervisors in the workplace. 
 
Materials: 
• Copy of critical incident and discussion questions 
• Copy of vocabulary 
 
Time: 
20 - 30 minutes 
 
Procedure: 
1. Tell participants you are about to read a hypothetical situation (critical incident) in a workplace in 

the United States. 
2. Go over any vocabulary that may cause trouble before you read the critical incident. (See 

suggested list.) 
3. Read critical incident while participants follow along. 
4. Check for comprehension.  
5. Review questions for discussion. 
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Vocabulary: 
 
residents scared complained hallway what happened 
 
 
Critical Incident 
 
Vladimir and Mikhail work at a nursing home.  Vladimir and Mikhail were standing in the hallway 
outside of one of the resident's rooms.  Mrs. Larson was inside her room.  She was listening to 
Mikhail and Vladimir.  
 
Mikhail and Vladimir were not speaking English and they were speaking very loudly.  Mrs. Larson 
didn’t understand what they were saying.  So, she thought they were fighting.  She was scared.  
 
Later that day, Mrs. Larson complained to the nurse.  She told the nurse that Mikhail and Vladimir 
were fighting in the hallway.  When the nurse asked Mikhail and Vladimir what happened, they didn’t 
know what she was talking about.  They said they were not fighting. 
 
 
Questions for discussion: 
 
1. What happened? 
2. Why was Mrs. Larson scared? 
3. Why do you think Mrs. Larson thought Mikhail and Vladimir were fighting? 
4. Do you think they were fighting? 
5. Why do you think Vladimir and Mikhail said they weren’t fighting? 
6. Why do you think they were talking so loudly? 
7. What do you think they should have done? 
8. What would you say to Mrs. Larson if you were the nurse? 
 
 
 
 
 
 
 
 
 
 
 
 
 

Permission granted to photocopy for classroom use – Critical Incident (1.1) 
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New Language and Vocabulary 
 
Ways to politely disagree 
I’m not sure I agree with you. 
I’m don’t really agree with that. 
I don’t think that is quite right. 
I don’t know about that. 
Well, actually…. 
 
Ways to politely decline something 
Thank you for asking, but I’d rather not. 
No thank you. 
I don’t care for any thank you. 
I’d rather not. 
I’d prefer not to do that. 
I don’t think so, thank you. 
 
Turn taking – ways to contribute to a conversation 
Well, in my opinion…. 
Oh yes, I agree…….. 
Well, I think……. 
I’d like to add something to that. 
Ya know,…… 
I think…….. 
Also,………. 
 
Ways to indicate that you are thinking about a comment another person has made 
Hmmm, let’s see… 
Let me think about that….. 
Let me think about this for a minute……. 
Well, I’m not sure………… 
Let me think……….. 
Let’s see………….. 
Well…….. 
Hmmm……….. 
Um, I think……. 
 
Ways to involve others in the conversation 
What do you think? 
How do you feel about that? 
What about you? 
What’s your opinion? 
Do you agree? 
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Cross-cultural Encounter #1 – What do you think? 
 
Introduction: 
This dialog takes place in a hospital.  Mary is the floor supervisor and Tamiko is the manager of 
Central Service.  Central Service is in charge of delivering supplies to the operating rooms before 
surgery.  Mary is asking Tamiko for suggestions to make the system more efficient.  Tamiko is 
thinking about the question and deciding on a solution.  In some cultures, it is perfectly normal to 
remain silent while contemplating a question.  However, in the U.S., most people prefer some 
indication that the listener is at least considering the question and thinking of a response.  For 
example, the listener may respond by saying, "well, let me think about that for a minute" or "I'll get 
back to you with some ideas."  Unfortunately, in this dialog, Mary thinks that Tamiko doesn’t have 
any ideas because of her silence.   
 
Materials: 
• Copies of dialog 
• Extra copies of new language and vocabulary 
 
Time: 
30 minutes 
 
Procedure: 
1. Go over the setting of the dialog. 
2. Ask two volunteers to read the dialog. 
3. Check for comprehension and review any unfamiliar vocabulary. 
4. Go over questions for discussion. 
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Vocabulary 
 
come up with solutions  OR  Central Service  efficient 
 
figure this out 
 

Dialog Setting: 
Tamiko and Mary work at the hospital.  Tamiko is in charge of Central Service.  Mary is the floor 
supervisor.  Mary is asking Tamiko for suggestions on how to make the system more efficient.  
Supplies aren’t getting to the operating room on time. 
 
Mary:  Tamiko,  I have something I want to talk to you about. 
 
Tamiko: Sure, what’s up? 
 
Mary: Well, the doctors in the OR have complained about our system up in Central Service.   
 
Tamiko: What’s the problem? 
 
Mary: They need the supplies sooner than they have been receiving them.  Can you think of a 

way to change the way we are working the deliveries?  We want to make it as efficient 
as possible. 

 
Tamiko: (pauses and doesn’t say anything?) 
 
Mary: Well, what do you think?  Any ideas? 
 
Tamiko: Um….(pauses and doesn’t offer a suggestion) 
 
Mary: Well, if you don’t have any ideas maybe we should ask the other’s to come up with 

some solutions.  We really need to figure this thing out as soon as possible. 
 

 
Questions for discussion: 
1. What happened? 
2. Why did Mary think Tamiko didn’t have any ideas? 
3. Why didn’t Tamiko say anything when Mary asked her for suggestions? 
4. Do you think Tamiko would have come up with a suggestion for Mary? 
5. What would you do differently if you were Mary? 
6. What would you do differently if you were Tamiko? 

 
Permission granted to photocopy for classroom use – Cross-cultural encounter #1  (1.1)
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Cross-cultural Encounter #2 – Are these on sale? 
 
Introduction: 
The following dialog takes place in a department store.  Anna is a sales person in the department.  
Joseph, the manager of the department received a customer complaint about Anna.  The customer 
didn’t like the way Anna talked to her.  He thought she was rude.  However, Anna didn’t intend for 
her words to sound rude.  She was just trying to explain that the customer had made a mistake.  
Unfortunately, her words came across a little too strong.  In this example, Anna did not intend to 
sound rude.  She just made a poor choice of words to use in this situation.  Had she softened her 
words, telling the customer in a less direct way that he was incorrect, he may not have interpreted 
the exchange as rude. 
 
Materials: 
• Copies of dialog 
• Extra copies of new language and vocabulary 
 
Time: 
30 minutes 
 
Procedure: 
1. Go over the setting of the dialog. 
2. Ask two volunteers to read the dialog. 
3. Check for comprehension and review any unfamiliar vocabulary. 
4. Go over questions for discussion. 
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Vocabulary: 
 
marked down rest of the pants fallen off brand pleats 
 
 

Dialog Setting 
 
Anna is a sales person at a department store.  A customer has a question about the price of some 
pants.  He thinks they are on sale, but they are not.  Anna explains why the pants are not the same 
price as the other pants.  The customer gets upset at the way Anna speaks to him and makes a 
complaint to the manager of the department.  When the manager confronts Anna about the 
situation, she doesn't understand why the customer thought she was rude.  Anna doesn't speak 
English as her first language and she thought the words she used were perfectly normal. 
 
Anna:  Hello, can I help you? 
 
Customer: Yes, I’d like to buy these pants but they aren’t marked down like the rest of the pants 

on the table.  I think the sale price must have fallen off.   
 
Anna:  No, you’re wrong.  These pants are not on sale. 
 
Customer: Well, they are the same pants as the others on the table.  They should be on sale as 

well. 
 
Anna:  No, that’s not right.  These are different pants.  They’re not on sale.   
 
Customer: I don’t think so.  They are the same color and the same brand.  I think there must be a 

mistake. 
 
Anna:  No, you are wrong.  These pants have pleats and the sale pants don’t.   
 
Customer: Well, I think I will just go somewhere else. 
 
 
 
 
 
 
Questions for discussion: 
1. What happened? 
2. Who was right?  Who was wrong? 
3. Why do you think the customer was angry? 
4. Why didn’t Anna understand why the customer was angry? 
5. What would you have done if you were Anna? 
6. What would you have done if you were the manager that received the complaint? 
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Cultural Learning Activity #1-"Cross-cultural Communication" 
 
Introduction: 
The purpose of this activity is to assist learners in thinking critically about the effect cultural differences have on American 
workplace.  The video used in this activity is available through ALTA Books (1-800-ALTAESL).  You may also check the 
video out from the ABLE Network Literacy Resource Center.  The video, "Cross-cultural Communication," will help learners 
develop an awareness of different cultural patterns and how these patterns affect interpersonal relationships.  In addition, 
it will allow learners to investigate how we communicate and interact with one another.  The video presents three 
cultures engaged in a situation which requires them to solve a problem.  Although the video presents a classroom setting, 
the ideas and concepts can easily translate to similar situations that require problem solving on the job.  Throughout the 
video, the narrator discusses the different behaviors of each group and the values behind these behaviors.  The video is 
intended to stimulate discussion on the issue of multicultural interaction and problem solving on the job and in our 
communities. 
 
Time: 
90 - 120 minutes 
 
Materials: 
• TV and VCR 
• Video - "Cross-cultural Communication" 
• Worksheet:  "Cross-cultural Communication" 
• Worksheet "What are the Solutions" 
• Poster Board and markers 
 
Preliminary Questions for discussion (note responses on the board) 
• What are some ways in which people from various cultural backgrounds may differ from each other? 
• How do individuals from your cultures solve problems? (Give examples i.e.: first we seek out solutions, then we try 

them etc.) 
 
Process: 

Part one 
1. Have learners answer preliminary questions. 
2. Tell the group they are about to watch a video.  Tell them about the video. (Which groups are represented, what 

each group will be doing, etc.) 
3. Ask learners to pay particular attention to the different ways in which each group interacts (body language, who 

talks, turn taking, interrupting, styles of interaction, etc.). 
4. Ask them to think about how this type of interaction might transfer into the workplace. 
5. Also, ask learners to pay attention to the different ways in which the learners solve the problem. 
6. Hand out worksheet "Cross-cultural Communication" and ask learners to take notes on the characteristics of each 

cultural group as they watch the video. 
7. Watch video (25 minutes).  You may want to stop the video after each segment and debrief if the language level of 

your learners is lower. 
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Questions for Discussion (after video) 
1. What are some major differences you noticed between the different groups? 

(Make a column for each group on the board and list learner's responses.) 
2. What problems do you think these differences might cause in a classroom? 
3. What problems might these difference cause in the workplace? 
4. Have you ever experienced difference such as these? 
5. How did you handle the differences? 
6. Do people in your workplace solve problems differently? 
7. What happens when people in the workplace take a different approach to communication and problem solving? 
8. What can you learn from a co-worker who communicates or solves problems in a different way? 
9. Do you think it is good or bad to have a group of employees who communicate and solve problems in different ways?  

Why? 
 

Part two 
1. Hand out worksheet "What are the Solutions?" 
2. Ask learners to think of a list of reasons why different styles of communication might be a good thing. (List responses 

on the board.) 
3. Ask learners to brainstorm why it is difficult to work with many different communication styles in the workplace (List 

responses on board.) 
4. Now ask learners to list a number of solutions to the challenges.  (List responses on board.) 
5. Make a poster of the solutions the participants come up with titled: "Solutions to Cultural Differences.”   Keep poster 

up on wall throughout out the quarter. 
 
Additional Suggestions: 
• Ask learners to take the list home and come up with additional benefits, challenges, and solutions in the workplace. 
• Have learners present ideas in class during the next session. 
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CCRROOSSSS--CCUULLTTUURRAALL  CCOOMMMMUUNNIICCAATTIIOONN 
 
Japanese Latin Americans Saudi Arabians 
   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

 
 
 

permission granted to photocopy for classroom use – Cultural Learning Activity #1 (1.1) 



 

 91

WWHHAATT  AARREE  TTHHEE  SSOOLLUUTTIIOONNSS??  
Benefits Challenges Solutions 
1.   

2.   

3.   

4.   

5.   

6.   

7.   

8.   

9.   

10.   

11.   

12.   
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Cultural Learning Activity #2 – "Perceptions" 
 
Introduction:   
This activity is designed to help learners identify differences in their own communication styles and identify possible 
assumptions people may make about these behaviors and communication styles.  For example, a American may offer 
several solutions to a problem right away as a way of verbally thinking through alternatives.  A person unfamiliar with this 
communication style may find this person careless in jumping to a solution without careful consideration of all 
possibilities.  This is a great activity to do after the group has seen the video in Cultural Learning Activity #1.   
 
Materials: 
• none 
 
Time: 
30 - 45 minutes 
 
Procedure: 
1. List the countries represented in the class across the board with plenty of room to write under each country. 
2. Under each country, draw a line down the center making two columns. (If you don’t have  a large enough white 

board, have each group use a large piece of butcher paper and hang them up on the wall. 
 
Example:   

Japan                       
                        Behavior        other’s perceptions 
                          meditative         shy and don’t want to talk 
 
 
 
 
 
 
3. Ask each group to list some of their communication styles/behaviors.  Give some examples or ask the group to give 

some examples to get the learners on the right track.   
4. List responses on the board for each group. 
5. Now make a column for Americans.  Ask participants to list behaviors.  You may want to start off with a few like, not 

too much body contact and give short answers to questions. 
6. Once the behaviors are listed on the board, point out similarities and differences that came up. 
7. Discuss what a perception is.  Ask learners what perceptions they might have of a person that displays these kind of 

behaviors.  List the responses next to the behavior for each country. 
 
 
 
 
 
Questions for Discussion: 
1. What did you learn about communication styles? 
2. What did you learn about each other? 
3. How can you help others understand differences in communication styles? 
4. Have you ever experienced differences in communication styles in the workplace? 
5. Has it ever caused a problem? 
6. Can you think of examples of how different communication styles might cause problems in the workplace? 
7. How would you solve that problem? 
8. How might you learn more about the different communication styles of the people you work with? 
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Cultural Learning Activity #3- "Cloze Exercise" 

 
Introduction: 
In the first cross-cultural encounter, there were a couple ways the miscommunication could have been resolved.  Had 
Mary understood that Tamiko was thinking of solutions, she would not have been so quick to assume that Tamiko 
didn’t have any ideas.  Had Tamiko understood that Mary didn’t know she was thinking about the question, she could 
have made some verbal indication that she was thinking of a solution and would get back to her on it.  In this next 
activity, the learners will rewrite the dialog and come up with an alternative dialog that will help the two workers avoid 
the miscommunication.  
 
Materials: 
• Handout of the cloze exercise 
• Extra copies of the new language and vocabulary sheet 
 
Time:  
20 minutes 
 
Procedure: 
 

1. Review the dialog from Cross-cultural Encounter #1 again.  Ask for two volunteers to act out the dialog. 
2. Discuss ways to indicate you are thinking of a response and ways to check if a person has understood what you have 

said.  Write learners ideas down on the board. 
3. Put the learners into groups of two. 
4. Pass out the handout. 
5. Ask them to rewrite the dialog using new language that will help the workers to avoid the miscommunication. 
6. Circulate and help the learners out.  They may want to refer back to the “new language and vocabulary” page. 
7. Once they have finished the new dialogs, ask for volunteers to read their new dialogs. 
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Directions:  Finish the dialog. Use new language to change the outcome of the conversation.  Try to 
avoid what happened in the original dialog. 
 
 
 
 

 
Mary:  Tamiko,  I have something I want to talk to you about. 
 
Tamiko: Sure, what’s up? 
 
Mary: Well, the doctors in the OR have complained about our system up in Central Service.   
 
Tamiko: What’s the problem? 
 
Mary: They need the supplies sooner than they have been receiving them.  Can you think of a 

way to change the way we are working the deliveries?  We want to make it as efficient 
as possible. 

 
Tamiko: ______________________________________________ 
 ______________________________________________ 
 
Mary: ______________________________________________ 
 
Tamiko: ______________________________________________ 
 
Mary: ______________________________________________ 

 ______________________________________________ 

 ______________________________________________ 
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Cultural Learning Activity #4- "Cloze Exercise"  
 
Introduction: 
This cloze activity gives the learners a chance to change the Cross-cultural Encounter #2 dialog.  Learners can brainstorm 
their own responses or use vocabulary from the new language and vocabulary page. 
 
Materials: 
• Copies of the cloze exercise 
• Extra copies of the new language and vocabulary page 
 
Time: 
30 minutes 
 
Procedure: 
1. Direct the learners back to the Cross-cultural Encounter #2. 
2. Ask learners to think of possible ways that the misunderstanding could have been avoided. 
3. Discuss common ways of softening negative statements so they don’t sound harsh and inconsiderate. 

 
For example:  “I think there is a better style for you” instead of 
   “That’s not a good style for you.” 
 
   “There must have been a mistake” instead of 
   “You made a mistake.” 
 
   “I think you might have misunderstood me” instead of 
   “You don’t understand me.” 
  
4. Put learners into pairs. 
5. Ask each pair to come up with some alternatives for the dialog and fill in the blanks with new words. 
6. Circulate and help the groups out. 
7. Once participants have finished their cloze exercise, ask for volunteers to act out the new dialog. 
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Directions:  Change the dialog.  Fill in the blanks with new words that would help Anna and the customer avoid the 
miscommunication.  You can use the “new language and vocabulary” page for help or come up with your own solution. 
 
 
 

Anna:  Hello, can I help you? 
 
Customer: Yes, I’d like to buy these pants but they aren’t marked down like the 

rest of the pants on the table.  I think the sale price must have fallen 
off.   

 
Anna: _______________________  These pants are not on sale. 
 
Customer: Well, they are the same pants as the others on the table.  They 

should be on sale as well. 
 
Anna:  ________________________________________ 
   ________________________________________ 
 
Customer: I don’t think so.  They are the same color and the same brand.  I 

think there must be a mistake. 
 
Anna: _____________________________________ These pants have 

pleats and the sale pants don’t.   
 
Customer: ______________________________________ 
   ______________________________________ 
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Expansion and Assessment Activities: 
 
 

Dialog Journal Questions 
• Ask learners to write about a time that they experienced a difference in communication styles.   
• Did they know at the time that the miscommunication was a result of different communication styles? 
• Ask learners to write about ways in which they can avoid miscommunication at work that results from different styles 

of communication. 
 
Role-play 
• Create a number of critical incidents that all involve a miscommunication due to different styles/ patterns of 

communication.  Ask learners to get into groups and role-play a positive solution to the critical incident. 
 
In the Workplace 
• Ask learners to go into the workplace and “eavesdrop” on different people in the lunchroom. 
• Have them watch the communication styles of the people they watch and note any differences and/or similarities.   
• Report back to the class during the next session. 
 
Gung Ho 
• Use the first 5 - 10 minutes of the movie Gung Ho (available to rent from the local library).  In one of the first few 

scenes, the main character (Michael Keaton) goes to Japan to try to convince a Japanese auto manufacturing 
company to reopen a plant in a small town in the United States.  The meeting is a cultural disaster.  Included at the 
end of this chapter are suggestions and handouts for a classroom discussion. 

 
Possible Pitfalls 
• Hand out 3 x 5 note cards and ask each learner to list three or four things that are normal in his or her culture that 

may cause a miscommunication in the U.S. workplace. 
 
Example: Remaining silent while thinking through a question or speaking loudly when emotional about something. 
 
Additional Resources: 
 
Cross-cultural Dialogs by:  Craig Storti 

Dialog #20 "Waiting for the Contract" 
Dialog #41 " A Nuisance" 

 
American Ways   by:  Gary Althen   

Chapter 2 - "The communicative Style of Americans"  pp. 21-29 
 
Living in the USA  by:  Alison R. Lanier 

Chapter 2 - "Blunt Speech", "Silence", and "Openness" pp. 14 - 17 
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Gung Ho 
 
Procedure: 
 
• Hand out "Some Characteristics of the Japanese." 
• Discuss the characteristics.  Make sure you tell the learners that these are only generalizations 

and they are not true for all Japanese.  You may want to mention the fact that the movie is a 
Hollywood comedy and behaviors in the movie are exaggerated at times. 

• Play the first part of the movie.  Start at the beginning where Michael Keaton is getting onto the 
plane and stop the clip at the end of the first business meeting with the Japanese executives. 

• Once the learners have viewed the clip for a first time, pass out the questions for discussion. 
• Have learners read the questions silently.  Clarify vocabulary questions but don't go over the 

answers yet. 
• Show the clip of the meeting one more time.  Ask learners to pay attention to the details 

discussed in the questions. 
• After viewing clip for the second time, go over questions.  Discuss how Michael's behaviors reflect 

common U.S. values such as informality, equality, individualism, etc. 
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Some Characteristics of the Japanese 
 
• Japan is a high-context culture; even the smallest gesture carries great meaning.  Therefore, 

avoid large arm and hand movements, unusual facial expressions, or dramatic gestures of any 
kind. 

 
• Pointing is considered impolite.  
 
• Direct eye contact is not normal. 
 
• Laughter can mean embarrassment, confusion, or shock, rather than fun. 
 
• Silence is not as uncomfortable for the Japanese as it is for North Americans; rather, it is 

considered useful. 
 
• The Japanese usually use the initial meetings to get to know you, while at the same time asking 

to hear about your proposal.  Agreements of confidentiality are vague. 
 
• Because age equals rank, show the greatest respect to the oldest members of the Japanese group 

with whom you are in contact. 
 
• The Japanese will not explain exactly what is expected of you. 
 
• Don't make accusations or refuse anything directly; be indirect.  Also, don't ask questions that the 

person with whom you are speaking may be unable to answer. 
 
• On the job, the Japanese are very serious and don't try to "lighten things up" with humor. 
 
• At times, you may need to pretend you are sure that your Japanese colleague or friend has 

understood you, even if you know this is not the case.  This is important for maintaining a good 
relationship. 

 
 
 
 
Source:  Kiss, Bow, or Shake Hands  by:  Terri Morrison, Wayne A. Conway, and George A. Borden, 
Ph.D. 
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Gung Ho 
Questions for discussion 
 
1. What are some common American characteristics that you saw in Michael Keaton? 
 
2. What do you think the Japanese thought of Michael Keaton? 
 
3. How do you think they interpreted his body language and gestures? 
 
4. In the meeting room, there is an empty chair for Michael.  Why do you think Michael chose 

to stand in front of the group instead of with the group?  Why do you think the Japanese 
group would prefer Michael to sit with the group? 

 
5. In the meeting, do you think the Japanese executives liked his jokes?  Why or why not? 
 
6. Why do you think an American would tell jokes in a business meeting? 
 
7. Why do you think the Japanese executives were silent after the presentation?  Why didn't 

they ask any questions? 
 
8. Why do you think Michael Keaton kept talking when the executives had no questions? 
 
9. If this meeting were in the United States, do you think there would have been questions 

after the presentation?  Why or why not? 
 
10. In the beginning of the meeting, how did Michael Keaton try to win over the executives?  Do 

you think it worked?  Did he change his approach? 
 
11. Did Michael Keaton's behavior change at any point in the meeting?  How? 
 
12. Do you think Michael Keaton realized his mistakes? 
 
13. What could Michael have done differently? 
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Gung Ho  
Questions for discussion - Instructors Copy 
 
1. What are some common American characteristics that you saw in Michael Keaton?  

 discuss body language, joking, and informality 
2. What do you think the Japanese thought of Michael Keaton? 

rude, inappropriate, etc. 
3. How do you think they interpreted his body language and gestures? 

excessive, aggressive, offensive 
4. In the meeting room, there is an empty chair for Michael.  Why do you think Michael chose to stand 

in front of the group instead of with the group?  Why do you think the Japanese group would prefer 
Michael to sit with the group? 

Individualism is valued in the U.S. workplace.  He was the one giving the presentation, maybe 
he didn't consider himself as being a part of the group. 

5. In the meeting, do you think the Japanese executives liked his jokes?  Why or why not? 
Business interaction is very serious.  No place for jokes. 

6. Why do you think a US American would tell jokes in a business meeting. 
Common to start a meeting with a joke to lighten up the environment; informality. 

7. Why do you think the Japanese executives were silent after the presentation?  Why didn't they ask 
any questions? 

meditative style of communication, need to contemplate information, process, discuss first with 
the group 

8. Why do you think Michael Keaton kept talking when the executives had no questions? 
Need for immediate feedback.  Silence is uncomfortable for most Americans.  Accustomed to 
talking through ideas verbally. 

9. If this meeting were in the United States, do you think there would have been questions after the 
presentation?  Why or why not? 

Yes, ideas expressed verbally. 
10. In the beginning of the meeting, how did Michael Keaton try to win over the executives?  Do you 

think it worked?  Did he change his approach? 
humor, some Japanese phrases, informality 

11. Did Michael Keaton's behavior change at any point in the meeting?  How? 
Changed focus to work ethic of the people in his home town.  Became a little more serious. 

12. Do you think Michael Keaton realized his mistakes? 
 
13. What could Michael have done differently? 
 
Values displayed in movie:  Individualism, informality, equality, action/work, directness, assertiveness, 
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Notes:
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Chapter 2 - Speaking up at Work 
 
 
 
Objectives:  
 
• Ask direct questions to clarify meaning and gather information on the job. 
• Give feedback related to the understanding of directions and instructions. 
• Give input, voice concerns, and express opinions. 
• Make suggestions related to workplace activities. 
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Setting the Stage 
 
Introduction: 
This activity is designed to get the learners thinking about speaking up at work as well 
as how to appropriately express their ideas to the right people.  The activity introduces 
the learners to an employee satisfaction form that an employer might give to receive 
feedback on the level of employee satisfaction on the job.  The purpose is to introduce 
the idea of giving feedback and expressing ideas and to generate discussion as to what 
is customary for the learners in the group.  This activity may also bring up issues about 
worker rights in the United States.  For an extension of this activity and/or unit, you 
may want to include some information about worker rights and responsibilities in the 
workplace. 
 
Materials: 
• Employee satisfaction survey and/or overhead of the survey (included) 
• Comic 
 
Time: 
30 minutes 
 
Procedure: 
1. Put comic on overhead.  Ask participants to make assumptions about the content 

of the comic. 
• What does the author mean by “Ideas are bountiful?” 
• What kind of ideas do you think are in the box? 
• Have you ever worked in a company that had a suggestion box? 

2. Hand out a copy of the employee satisfaction form or put it up on an overhead 
projector. 

3. Ask learners to read the questions silently. 
4. Clarify vocabulary questions but don't focus too much on every word.  In a later 

activity, learners will have the opportunity to read through and answer the 
questions.  For now, focus on what a survey is and its purpose. 
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Questions for discussion: 
 
1. What is this? 
2. Have you ever seen anything like this in the workplace in the United States? 
3. Have you ever seen anything like this in the workplace in your native country? 
4. Why do you think an employer would give an employee satisfaction survey? 
5. Would you feel comfortable filling one out? 
6. Would you be honest? 
7. What do you think would happen if you gave honest answers to the questions in 

your country?  In the U.S.? 
8. Are there any questions you would feel uncomfortable answering?  Which ones? 
9. If you had something negative to say, would you say it? 

10. What would happen in your country if you said something negative about your job 
or the employer? 

11. Do you think the employer would take it seriously? 
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Employee Satisfaction Survey 
 
Directions:  Please rate the following statements as they apply to your position.   

Circle the best response. 
 
Question Answer 
1.  My wages are competitive and fair. yes      no      

2.  My benefits package is competitive and fair. yes      no      

3.  My job is interesting and challenging. yes      no     sometimes

4.  I feel like my work is important. yes      no     sometimes

5.  I learn new things at work. yes      no     sometimes

6.  There are opportunities for advancement at work. yes      no     sometimes

7.  I understand what I am supposed to do on the job. yes      no     sometimes

8.  The amount of work I do is fair. yes      no     sometimes

9.  Work evaluations are fair. yes      no     sometimes

10 My workplace is safe. yes      no     sometimes

11.  My workplace is comfortable. yes      no     sometimes

12.  People trust each other at work. yes      no     sometimes

13.  People are recognized when they do a good job. yes      no     sometimes

14.  My manager is helpful when I have a problem or    
a question. 

yes      no     sometimes

15.  People get training when they need it. yes      no     sometimes

16.  The managers care about the employees. yes      no     sometimes

17.  The managers are interested in our opinions. yes      no     sometimes

18.  The managers allow us to give suggestions and 
ideas. 

yes      no     sometimes

19.  People cooperate with each other at work. yes      no     sometimes

20.  People from different departments work together. yes      no     sometimes
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21.  We set goals at work. yes      no     sometimes

22.  I feel like I am an important part of the 
organization. 

yes      no     sometimes

23.  People think this is a good place to work. yes      no     sometimes
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Cross-cultural Comparison - "Participant Survey" 

 
Introduction: 
The following cross-cultural comparison focuses on what is appropriate and normal for 
the workplace in the learners' native countries.  Some participants may have never 
worked in their countries.  If this is the case, ask them to assume what is generally the 
norm for the workplace in their country.  Because it is difficult to say what is normal for 
all workplaces, ask learners to answer the questionnaire, as it would apply to the 
majority of workplace situations in their countries. 
 
Materials: 
• Copies of participant survey 
• White board or butcher paper 
• Marking pens 
 
Time: 
30 minutes 
 
Procedure: 
1. Distribute a survey to each participant. 
2. Review questions together and discuss any vocabulary that is unclear. 
3. Allow learners sufficient time to complete the survey. 
4. Circulate around room and answer any questions related to the survey. 
5. Have learners discuss answers with a partner. 
6. As a class, tally results on the board or on butcher paper. 
 
Questions for discussion: 
 
1. Do you think it is okay to ask questions on the job in the United States? 
2. Do you feel comfortable asking questions on the job in the United States?  Why or 

why not? 
3. Do you think your boss would be upset or angry if you asked questions on the job in 

the United States? 
4. Do you think it is important to ask questions if you don't understand directions at 

work? 
5. If you had an idea that might make your workplace more productive, would you tell 

someone?  Whom would you tell? (in the U.S.) 
6. Do you think your boss wants to hear your ideas? (in the U.S.) 
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 Participant Survey 
 
 
Directions: If you agree with the question or statement, check the box marked "yes."  

If you disagree with the question or statement, mark the box marked 
"no." 

 
 
 
 
 
1. In my country, if I don't understand directions at work, I ask my boss to 

tell me again. 
     Yes   No  
 
2. In my country, if I don't understand directions at work, I do what I think 

is best. 
     Yes   No  
 
3.  In my country, I don't like to ask questions at work. 

 Yes   No  
 
4.  In my country, if I have an idea, I will tell my boss. 
     Yes   No  
 
5. In my country, I prefer to ask a co-worker to help me if I don't 

understand something. 
    Yes   No  
 
6. In my country, if a worker has a suggestion, she or he can tell the 

suggestion to the boss or supervisor. 
    Yes   No  
 
7. In my country, if a worker has a complaint, she or he can tell the 

complaint to the boss or supervisor. 
    Yes   No  
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General Practices in the United States 

 
Common "American" Behaviors 
 
• In the workplace, employers expect employees to ask questions when directions are unclear 

or they are uncertain how to carry out a task. 
 
• The U.S. is considered a low context culture.  The responsibility for meaning falls mainly on 

the person speaking.  It is the speakers responsibility to pass the message in a clear and 
concise manner.  Therefore, if the message is unclear, the listener or receiver of the 
message customarily will ask for clarification or request that the speaker rephrases the 
message. 

 
• It is often common for a listener to repeat back what the speaker said to show they really 

understood the message.  
 
• If a person doesn't understand something the speaker is saying, it is common for the 

listener to politely interrupt and ask the person to repeat what they just said. 
 
• To demonstrate understanding, most people in the United States will nod their heads while 

the speaker is talking.  This implies that they understand and are listening to what the 
person is saying. 

 
• Unlike customs in many countries, decisions in the workplace are made at all different 

levels.  For this reason, supervisors often ask for suggestions from the staff. 
 
• In the U.S. workplace, it is generally okay to express an opinion.  When expressing your 

opinion, be polite and always give reasons. 
 
•  In most workplaces, the input and suggestions of all employees are valued.  If a supervisor 

asks an employee for an opinion, it is okay to answer honestly but politely, even if you don’t 
agree with the supervisor. 

 
• In the U.S. workplace it is appropriate and expected that employees report mistakes that 

happen on the job.  In most situations, an employee will not get in trouble for reporting 
mistakes.   It is considered worse to cover up a mistake than to report one. 

 
Common "American" values which reflect these behaviors 
 
Directness – Most Americans believe that honesty is the best policy. 
Equality - Everyone should be treated equally. 
Openness - It is okay to ask questions when something isn't clear. 
 
Sources: 
Kiss, Bow, or Shake Hands by:  Terri Morrison, Wayne A. Conaway, and George a. Borden Ph.D. 
American Ways by:   Gary Athens 
Living in the USA.  by:  Alison R. Lanier 
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Critical Incident 
 
Introduction: 
The following critical incident is an example of a miscommunication between a worker and her 

supervisor.  The miscommunication resulted because the worker didn’t ask questions when she was 

unsure about how to operate a new piece of office equipment.  Equally important, the supervisor did not 

ensure that her employees truly understood the new machine.  Had each person understood the 

communication style of the other, the miscommunication could have been avoided and the office would 

have saved some money. 

 
Materials: 
• Copy of critical incident and questions for discussion 
 
Time: 
20 - 30 minutes 
 
Procedure: 
1. Tell learners you are about to read a hypothetical situation (critical incident) in a 

workplace in the United States. 
2. Go over any vocabulary that may cause trouble before you read the critical 

incident.   
3. Read critical incident while learners follow along. 
4. Check for comprehension.  
5. Review questions for discussion. 
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Vocabulary and Language Review 
 
complex options  demonstration   
jammed handle   figure it out 
 
 
Critical Incident 
 
Hoang works as an administrative assistant at an insurance office downtown.  The 
office just got a new copy machine.  The machine is very complex and has many 
options.  Sofia Sanchez is the office supervisor.  Sofia called a meeting to teach all the 
employees how to work the new machine.  After the demonstration, Sofia asked if any 
one had any questions.  There were no questions. 
 
Hoang wasn't sure if she really understood how to work the new machine but she 
thought she could figure it out.  When she was making copies, the machine got 
jammed.  She tried to open the machine and remove the jammed paper and broke the 
handle. 
 
Hoang told Sofia that she had broken the machine.  Sofia asked if she understood how 
to open the machine.  Hoang said “no.”  Sofia asked Hoang why she didn't ask anyone 
to help her with the machine when the paper jammed.  
 
The office had to pay $250 to repair the machine. 
 
 
 
Questions for discussion: 
 
1. Do you think it was Sofia's responsibility to make sure everyone understood the 

directions? 
2. Do you think Hoang should have asked a question at the meeting? 
3. Is there another way Hoang could have learned about the machine? 
4. What would you do if you didn't understand how to operate the copy machine? 
5. Do you think it would have been better to have a co-worker train the other 

employees on the machine?  Why or why not? 
6. Do you feel comfortable asking questions on the job when you don't understand? 
7. What happens in your country if someone makes a mistake on the job that costs 

the company money? 
8. What would you do if you broke the machine? 
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New Language and Vocabulary 
 

 
 
Asking for Clarification 
I'm not sure I understand. 
Would you tell me again? 
I don't think I understand. 
Would you please explain that to me 
again? 
No, I don't understand. 
Would you say that slower this time? 
 
 
Clarifying Understanding 
Is this correct? 
So, what you said is……. 
So, you would like me to first…….  
What you mean is….. 
 
 
Showing that you understand 
Oh……. Sure, I understand. 
Yes, I understand. 
Oh….  I see. 
All right. 
I get it 
Oh, yes.   
Oh…..  Sure 
I understand. 
 
Interrupting to clarify 
Excuse me, could you please repeat 
that. 
I’m sorry to interrupt, but I have a 
question. 
Excuse me, what was that? 
Would you say that again? 
Would you please explain that one 
more time? 

 
 
Giving Feedback  
I think that's a good idea but,…. 
Well, in my opinion……. 
I think we should try something else. 
I would like to make a comment. 
 
 
Expressing your opinion 
I believe that…… 
I think this will work. 
Well, in my opinion…. 
I don't think that will work. 
 
 
Offering suggestions 
Can I offer a suggestion? 
I'd like to make a suggestion. 
 
 
Expressing Ideas 
I have an idea I'd like to share with 
you. 
What do you think about this? 
How about if we look at this 
solution? 
Let's try it this way. 
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Cross-cultural Encounter #1 - "The Copy 
Machine" 
 
 
 
Introduction: 
In the following dialog, a supervisor gives a demonstration of a new machine.  
After the demonstration, none of the employees have any questions so, the 
supervisor assumes that everyone understands.  Unfortunately, one of the 
employees doesn't understand but doesn't feel comfortable asking questions.  In 
some cultures, individuals may feel uncomfortable asking questions as it may 
indicate incompetence on the job.  However, in the U.S. workplace, it is 
customary to ask for clarification when unclear about directions or instructions. 
 
Materials: 
• Copies of dialog 
• Extra copies of new language and vocabulary 
 
Time: 
30 minutes 
 
Procedure: 
1. Go over the setting of the dialog. 
2. Ask two volunteers to read the dialog. 
3. Check for comprehension and review any unfamiliar vocabulary. 
4. Go over questions for discussion. 
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Vocabulary: 
 
double-sided copy  single-sided copy  booklet 
 
 
Dialog Setting 
Sofia is the office supervisor at an insurance office.  Hoang is her administrative 
assistant.  Sofia asked Hoang to make copies of an insurance booklet.  She 
wanted the pages to be copied on both sides of the paper.  But, Hoang didn't 
remember how to copy on both sides of the paper, so she made single- sided 
copies instead. 
 
Sofia:  Hoang, can you please copy these books for me? 
 
Hoang: Yes, when do you need them? 
 
Sofia: As soon as possible if you can.  Would you please make the copies 

double-sided? 
 
Hoang: Double sided?  Oh, yes.  I can do that. 
 
Sofia:  Do you remember how to make double sided copies? 
 
Hoang: (Doesn't say anything, but smiles at Sofia.) 
 

later in the day 
 
Sofia:  Hoang, did you finish the copies of the insurance booklet? 
 
Hoang: Yes, I did.  They are in your office. 
 
Sofia: Hoang,  I'm not sure you understood my directions.  These 

booklets are copied on one side of the paper.  I needed them 
copied on both sides of the paper. 

 
Hoang: I'm sorry.  I didn't know how to make a double-sided copy, so I 

made them this way.  I didn't understand when you showed us the 
new machine. 

 
Sofia: When I asked if you knew how to do it, you didn't ask any 

questions. 
 
Hoang: I thought that maybe another person could show me later. 
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Questions for discussion: 
 
1. Why do you think Hoang didn't ask Sofia for help? 
2. Do you think Hoang would have been in trouble if she asked Sofia for help 

with the machine? 
3. Do you think it was Sofia's responsibility to make sure Hoang knew how to 

make double-sided copies? 
4. If you were Hoang, what would you do if you didn't understand? 
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Cross-cultural Encounter #2 - "What do you 
think?" 
 
Introduction: 
In the following dialog, a supervisor is asking an employee for opinions and 
suggestions.  The employee is not comfortable giving her opinions and agrees 
only with what the supervisor thinks is best.  The supervisor becomes frustrated 
because she is seeking honest feedback and values the opinions and suggestions 
of the employee.  In some cultures, it is inappropriate to offer suggestions to 
people in higher-ranking positions.  However, equality and teamwork is valued in 
the U.S. workplace and opinions and suggestions are often welcome in a variety 
of different situations. 
 
Materials: 
• Copies of dialog 
• Extra copies of new language and vocabulary 
 
Time:  30 minutes 
 
Procedure: 
1. Go over the setting of the dialog. 
2. Ask two volunteers to read the dialog. 
3. Check for comprehension and review any unfamiliar vocabulary. 
4. Go over questions for discussion. 
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Vocabulary: 
 
suggestions  to eliminate  paperwork   
memos  e-mail   productivity 
 
Dialog Setting: 
 
Tracy is working at her desk and Emily, her supervisor, walks in.   
 
Emily: Tracy,  I have a meeting with the president.  She wants some 

suggestions on how we can improve our productivity.  The 
company wants to eliminate the amount of paperwork we do.  Do 
you have any suggestions? 

 
Tracy: Oh, I think you know best.  You have more experience than I do. 
 
Emily: Well, your opinion is important.  You have to do a lot of the paper 

work.  I thought you might have some ideas.  Do you think we 
should send all company memos by e-mail? 

 
Tracy: I think your idea is great.  I think the president will like that 

suggestion. 
 
Emily: What about the forms we use?  Do you think we should change 

them? 
 
Tracy: I think anything you decide will be the best decision.  You have a 

lot of experience. 
 
 
Questions for discussion: 
 
1. Why do you think Emily asked for Tracy's ideas? 
2. Do you think she really wanted to know what Tracy thought? 
3. Did Tracy give any suggestions to Emily? 
4. Why are Tracy's suggestions so important to Emily? 
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Cultural Learning Activity #1 - "Cloze Exercise" 
 
Introduction: 
The cloze exercise gives the learners the opportunity to change the interaction between Hoang 
and Sofia.  Bring attention to the fact that both Hoang and Sofia could have handled the situation 
differently.  Learners can then role-play a new situation that will hopefully bridge the cultural gap 
that caused the miscommunication. 
 
Materials: 
• Copies of Cross-cultural Encounter #1 
• Copies of New Language and Vocabulary list 
• Large pieces of butcher paper 
• Marking pens 
• Handout of cloze exercise 
 
Time: 30 minutes 
 
Procedure: 
1. Discuss the issue of asking for clarification on the job.  Ask learners why asking for 

clarification when you have a question is important in the workplace in the United States.  
List the ideas of the class on the board. 

2. Ask learners if they have ever asked questions on the job.  If so, why did they have to ask 
questions and why did they think it was important to ask the questions?  List times and 
situations on the board. 

3. Ask volunteers to act out or read the dialog from Cross-cultural Encounter #1. 
4. Ask learners what was wrong with the interaction between Hoang and Sofia. 
5. Direct the learners to the first part of the dialog where Sofia asks Hoang to make double-

sided copies.  Ask learners the following questions: 
 

• Do you think Hoang really understood how to make a double-sided copy? 
• When did Sofia give Hoang the opportunity to ask how to make a double copy? 
• What would you have done if you were Hoang? 

 
6. Ask learners for suggestions of how to change the dialog.  (How could Hoang have asked for 

help?) 
7. List learners suggestions on the board or on pieces of butcher paper. 
8. Put learners in groups of two or three and hand out the cloze exercise. 
9. Ask groups to use suggestions from the class or their own suggestions and change the dialog 

with the appropriate language. 
10. Circulate and check for comprehension.  You may want to suggest that learners use their 

new language and vocabulary list for ideas. 
11. Once learners have had enough time, ask volunteers to share their new dialogs. 
12. Students can role-play their new dialogs for the class. 
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Sofia: Hoang, can you please copy these books for me? 
 
Hoang: Yes, when do you need them? 
 
Sofia: As soon as possible, if you can.  Could you please make 

the copies double-sided? 
 
Hoang: Double-sided? 
 
Sofia   Do you remember how to make double-sided copies? 
 
Hoang:_________________________________________________
 ___________________________________________________ 
 ___________________________________________________ 
 
Sofia: ________________________________________________ 
 _________________________________________________ 

_________________________________________________ 
 

later in the day 
 
Sofia: Hoang, did you finish the copies of the insurance booklet? 
 
Hoang: Yes, I did.  They are in your office. 
 
Sofia: Thanks Hoang.  They look great. 
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Cultural Learning Activity #2 - "Cloze Exercise" 
 
Introduction: 
The cloze exercise presents the learners with the opportunity to fix the 
miscommunication that occurred between Emily and Tracy.  Emphasize the 
importance of giving feedback and expressing opinions when asked in the U.S. 
workplace.  Learners can then role-play their new dialogs for the class. 
 
Materials: 
• Copies of Cross-cultural Encounter #2 
• Copies of cloze exercise of Cross-cultural Encounter #2 
• Extra copies of New Language and Vocabulary list 
 
Time: 30 minutes 
 
Procedure: 
 
1. Discuss the issue of giving feedback and expressing ideas and opinions at 

work. 
2. Ask learners to share experiences they have had on the job when they have 

been asked for their own opinions.  Did they openly express their ideas to 
supervisors or others at work?  Why or why not? 

3. Ask learners to brainstorm ways in which they may approach a supervisor 
with an idea.  What would they say to the supervisor? 

4. Write the ideas on the board. 
5. Direct learners’ attention back to Cross- cultural Encounter #2.  Ask learners 

to discuss why the supervisor may be frustrated with Tracy’s responses. 
6. Brainstorm some possible responses that would have been more appropriate 

in the conversation between Tracy and her supervisor. 
7. List suggestions on the board. 
8. With the learners in pairs, hand out a copy of the cloze exercise of Cross-

cultural Encounter #2. 
9. Ask learners to change the original dialog by filling in the blanks.  Emphasize 

the idea of giving honest feedback. 
10. Circulate and offer assistance.  Guide learners to the new language and 

vocabulary sheet for ideas. 
11. You may want to talk about ways to save paper in an office and list ideas on 

the board.  This will help the learners with ideas on how to change the dialog. 
12. Once learners have had enough time, ask volunteers to share their new 

dialogs. 
13. Learners can role-play their new dialogs for the class. 
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Directions:  Rewrite the dialog using appropriate language. 
 
 
Emily: Tracy,  I have a meeting with the president.  She wants some 

suggestions on how we can improve our productivity.  The 
company wants to eliminate the amount of paperwork we do.  Do 
you have any suggestions? 

 
Tracy: _________________________________________________ 
 _________________________________________________ 
 _________________________________________________ 
 
Emily: Well, your opinion is important.  You have to do a lot of the paper 

work.  I thought you might have some ideas.  Do you think we 
should send all company memos by e-mail? 

 
Tracy: __________________________________________________ 
 __________________________________________________ 
 __________________________________________________ 
 __________________________________________________ 
 
Emily: What about the forms we use?  Do  you think we should change 

them? 
 
Tracy: __________________________________________________ 
 __________________________________________________ 
 __________________________________________________ 
 __________________________________________________ 
 
Emily:  ___________________________________________ 
 ___________________________________________ 
 ___________________________________________ 
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Cultural Learning Activity #3 - "Suggestion Box" 
 
Introduction: 
This activity gives the learner the opportunity to practice speaking up in the workplace.  
Suggestions and opinions are difficult to offer, especially if an individual is not confident in their 
ability to express his or her ideas in an appropriate way.  In some countries, a person may lose 
his or her job if they offer suggestions or express opinions.  However, in the United States, the 
value of equality and teamwork in the workplace often encourages employees to communicate 
opinions and offer suggestions.  But, there are appropriate ways and inappropriate ways to offer 
suggestions and state opinions.  In the following activity, learners will work together to come up 
with some appropriate ways to do so in the workplace.  This is also a great opportunity to talk 
about the difference between a suggestion and a complaint.  Discuss the chances of employers 
hearing and responding to a suggestion versus a complaint. 
 
Materials:   
• Copies of the "Employee Satisfaction Survey Form" from Setting the Stage. 
• A suggestion box (make one out of a shoe box and decorate it like a real suggestion box) 
• 3 x 5 note cards 
 
Time:  
60 minutes 
 
Procedure: 
Part One 
1. Show overhead of cartoon.  Discuss what it means, why we have suggestion boxes, and 

why would the suggestions be bountiful? 
2. Review the idea of making suggestions and expressing opinions on the job.  Ask learners to 

take out the new language and vocabulary form and list ways to make suggestions and 
express opinions on the job.  List learners responses on the board. 

3. Ask each learner to think of a particular job he or she has had.  It could be a present job, a 
job they had in the U.S. or even a job they had in their native country.  

4. Pass out the Employee Satisfaction Survey.  Review the purpose of the survey and tell the 
learners that this is their opportunity to be honest.  Tell them they are to pretend they are 
still working at the company that they have thought of and their bosses have just given 
them the Employee Satisfaction Survey.  Ask them to fill out the survey and be completely 
honest in their responses.  The surveys will be anonymous and the employer will not know 
who completed each survey. 

5. When participants have had time to answer the survey, tally class results on the board or 
on an overhead. 

6. Take a look at the questions that had a large number of "no" or "maybe" responses.  
Discuss why the employees felt this way about the questions. 
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Part Two 
7. Once the results are tallied, distribute three 3 x 5 note cards to each learner.  
8. Show the suggestion box and tell the learners to pick three of the questions that they 

marked "no" or "sometimes." 
9. For each of these questions, the learner will write one suggestion for the supervisor.  Ask 

the learners to put the number of the question on each suggestion. 
10. When the learners are done with their suggestions, have them come up and put the 

suggestions in the suggestion box. 
11. As a means of assessment, you can ask each learner to put his or her name on the back of 

the suggestion. 
12. Once the suggestion box is full, pull out suggestions and read them together with the class. 
 
 
 
 
Example of suggestion card: 
 
 
 
 
 
 
 
    

#10 - My workplace is safe. 
 
 
In my opinion, we should have a 
safety training. 
 

Juan 
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Cultural Learning Activity #4 - "Say it Again?" 
 
Introduction: 
Now that the learners have had the opportunity to see the new language and vocabulary used in 
the context of the workplace, they can practice using the new vocabulary in authentic, personal 
situations.  This activity gives the learners the chance to think of situations where they may have 
been or where they may be faced with situations that require them to speak up at work. 
 
Materials: 
• 3 X 5 note cards 
• A basket or something to put cards in (to be drawn by learners) 
 
Time: 
45 minutes 
 
Procedure: 
 
Part One 
1. Hand out 3 x 5 cards.  Ask learners what job they have or a job they have had in the past. 
2. List the jobs on the board. 
3. On the small pieces of paper, ask learners to list one of their job requirements.  For example, 

clean the work area before you leave each day.  
4. Have learners write in the form of a command. (List examples on the board) 
5. Circulate and help learners form sentences about the job requirement. 
6. Have learners share their job requirements. 

 
Part Two 
1. Once learners have developed a job requirement, collect the pieces of paper and place them 

in a basket. 
2. Ask for a volunteer who would like to act as the class supervisor.  Explain that this person will 

be the supervisor and the rest of the class will act as the employees.  The job of the 
supervisor is to chose a job responsibility and assign the responsibility to one of the 
employees (classmates). 

3. Once the supervisor has assigned a task to an employee, the employee must ask for 
clarification.  If the supervisor doesn't know how to answer the question, another person in 
the group can explain to the employee how to do the job task. 

 
Note:  Learners may not feel comfortable having a classmate as the supervisor.  If this is the 
case, the instructor can act as the supervisor. 
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Example: (the supervisor pulls the following task from the basket)  

"take papers to the mail room" 
 

Supervisor: Jung, will you please take these papers to the mail 
room? 

 
Jung: I'm sorry, I didn't understand.  Could you please 

repeat that? 
 
Supervisor: Yes, I would like you to take this mail to the mail 

room. 
 
Jung:  Where is the mail room? 
 
Supervisor: It's on the first floor. 
 
Jung:  OK.  

 
4. After learners have developed a clarification response, reassign tasks and 

have learners work in pairs as employee and supervisor.   
5. Ask participant to practice giving each other tasks and asking for clarification. 
6. Have learners role-play their tasks in front of the group or in smaller groups. 
7. Circulate and offer assistance. 
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Expansion and Assessment Activities 
 
Dialog Journal Questions 
Ask learners to write about speaking out at work.  
• Do they ask questions at work in their country?   
• If they don't know how to do something at work, whom do they ask?   
• Can they think of a time when they had to ask a question in the United States on the job?  

What happened? 
 
Expressing Personal Ideas 
• Ask learners to think of something that they wish they could change about their workplace.   
• Hand out 3 X 5 cards and have each person list one or two things on each card.  
• Collect the cards and list ideas on the board. 
• As a group, change a couple of the ideas into suggestions. 
Or 
• Ask learners to choose one of the ideas/cards. 
• On the other side of the 3 X 5 card, offer a suggestion. 
• Ask learners to read their situation and suggestion aloud to the group. 
• Collect the cards to track progress or mastery of objective. 
 
Suggestions vs. Complaints (See handout.) 
• Write up a number of different complaints an employee might make in the workplace.  
• Do a few examples on the board first so the learners get the hang of the activity.  
• Ask learners to change the complaints to appropriate suggestions. 
 
Role Play 
• Create several situations that require learners to ask for clarification, give feedback or 

provide input. 
• In groups, ask learners to develop a dialog and role play the situation.   
• You may wish to videotape role-plays and play back for learners to view. 
 
"Working Girl" - Video 
The movie "Working Girl" starring Melanie Griffith and Segorni Weaver has several examples of 
giving input and making suggestions to supervisors.  In the beginning of the movie, there is a 
scene in which "Tess" (Melanie Griffith) goes to her supervisor with an idea for the company.  
Her supervisor, (Segorni Weaver) appears to value her suggestions and encourages her to offer 
ideas and input.  
 
In the Real World 
• Ask learners to track responses they get when they make suggestions or give feedback or 

ideas. (See worksheet that follows.) 
• Ask learners to track their interactions at work or in the community for one week. 
• Bring back to class and discuss responses they got from the different people. 
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Additional Resources: 
 
Cross-cultural Dialogs by: Craig Storti    
• Dialog #38, "Explanations" provides an excellent example of the importance of asking for 

clarification in the U.S. workplace. 
 
American Ways  by:  Gary Althen 
• Chapter 1  "American Values and Assumptions"  pp. 17 - 20 
 
Living in the USA.  by:  Alison R. Lanier 
• Chapter 1 "American Tangibles" p. 5 Informality 
• Chapter 2 "Customs Vary with Cultures" pp. 15-16 Silence and Openness 
• Chapter 3 "Some Dominant American Attitudes" pp. 21 The Whole Truth versus Courtesy 
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In the Real World 
 

  
DDaayy  ooff  tthhee  

WWeeeekk  

  
WWiitthh  wwhhoomm  

ddiidd  yyoouu  
ssppeeaakk??  

  
WWhhaatt  wwaass  yyoouurr  
ssuuggggeessttiioonn  oorr  

ccllaarriiffiiccaattiioonn  qquueessttiioonn??  

  
HHooww  ddiidd  tthhee  ppeerrssoonn  

rreessppoonndd??  

 
Example 

 
My Supervisor 

 
I think we should take 
breaks at different times. 
 

 
He said that was a good 
idea. 
 

 
 
Monday 
 
 

   

 
 
Tuesday 
 
 

   

 
 
Wednesday 
 
 

   

 
 
Thursday 
 
 

   

 
 
Friday 
 
 
 

   

 
 
Saturday 
 
 

   

 
 
Sunday 
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Suggestions vs. Complaints 
 
 
 
This company doesn't pay enough. 
 
 

 
 
Other companies pay more. 

 
 
Our benefits aren't very good. 
 
 

 
 
My job is boring. 

 
 
I never learn anything new at work. 
 
 

 
There are no opportunities to get 
ahead in this company. 

 
My supervisor doesn't explain what 
I should do.  
 
 

 
I always have to do more work than 
I can do on my shift. 

 
 
I don't like the employee reviews. 
 
 

 
 
I don't feel safe on the job. 

 
 
This place is too dangerous. 
 
 

 
My uniform is uncomfortable.  I 
don't like it. 

 
I don't feel comfortable because 
people don't understand me. 
 
 

 
 
I never get any training. 

 
We never work as a team in my 
department. 
 
 

 
 My employer doesn’t tell me if my 
work is good enough. 
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When I have a problem, my 
manager just tells me to figure it 
out. 
 
 

 
My manager doesn't care about my 
opinion. 

 
 
People don't come to work on time. 
 
 

 
 
My co-workers don't talk to me in 
the lunchroom. 

 
 
Many co-workers gossip.  I don't 
like it. 
 
 

 
 
My boss doesn't care about my 
suggestions. 

 
 
 I don't like my work schedule. 
 
 

 
 
I don't get paid for my overtime. 

 
 
I don't like the dress code. 
 
 

 
 
I work harder than all the other 
workers. 

 
 
I don't like the people in my 
department. 
 
 

 
 
This job is too stressful. 

 
 

Permission granted to photocopy for classroom use. -  (1.2) Suggestions vs. Complaints 



 

 133

Notes:



 

 134

Chapter 2 – Comments 
Activity 

 
Things that worked Things that didn't 

work 
Changes for next time Student progress and other 

comments 
Setting the Stage  

 
 
 
 

  

Cross-cultural 
Comparison 

  
 
 

  

General Practices  
 

 
 
 

  

Critical Incident  
 

 
 
 

  

New Language and 
Vocabulary 

  
 
 

  

Cross-cultural 
Encounter #1 

  
 
 

  

Cross-cultural 
Encounter #2 

  
 
 

  

Cultural Learning 
Activity #1 

  
 
 

  

Cultural Learning 
Activity #2 

  
 
 

  

Cultural Learning 
Activity #3 

  
 
 

  

Cultural Learning 
Activity #4 

  
 
 

  

Extension and 
Assessment 
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Chapter 3 - Saying What you Mean 
 
 
 
Objectives:  
 
• Use appropriate word choice, tone, and intonation in conveying messages in 

the U.S. workplace. 
• Report problems and/or progress on the job. 
• Express individual and work-related needs. 
 
 
 
Table of Contents 
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Setting the Stage 
 
Introduction:   
The purpose of the first activity is to introduce the participants to the concept of 
saying what you mean in the workplace.  The participants will listen to a series of 
comments and choose which comment sounds the most appropriate for the 
workplace.  This activity is an introduction to the issue of word choice and how 
important it is to choose your words carefully in the workplace.  
 
Materials: 
• Handout "How would you say it?" 
Time: 
20 minutes 
 
Procedure: 
1. Handout copies of "How would you say it?" 
2. Read through each response. 
3. Ask participants to check the box next to the statement that sounds the best 

for each situation. 
4. Ask learners to compare their answers to a person next to them. 
5. Discuss what it is about each answer that makes it the best response. 
6. Discuss what it is about the other possibilities that make them sound 

aggressive as opposed to assertive. 
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How would you say it? 

Situation #1 

Your supervisor asks you to move some heavy boxes in the warehouse.  You 
have a bad back. You are afraid you will hurt your back. 

a. If you don't mind, I'd rather not move the boxes. 
b. I can't. 
c. I'd rather not lift heavy boxes.  I have a bad back. 
 
 
 

Situation #2 
Your co-worker asks you to come over for dinner.  You don't want to go. 
 

a. Sure, I'd love to.  (but you don't show up) 
b. Thank you.  I'd love to come, but I have other plans tonight. 
c. Well, I don't think so. 
 
 
 

Situation #3 
You have a doctor's appointment and you need to leave work 15 minutes early.  
You are talking to your boss. 

a. I need to leave early today.  I have an appointment. 
b. I'm leaving early today for a doctor's appointment. 
c. Do you mind if I leave early today?  I have a doctor's appointment. 
 
 
 

Situation #4 
You can't come to work on time because the bus doesn't come early enough.  
You want to change your work schedule.  

a. Can I talk to you about something? Could I change my work schedule? 
The bus doesn't come early enough. 

b. The schedule is a problem. I need to change my work hours. 
c. I want to change my work schedule. 

 
Permission granted to photocopy for classroom use – Setting the Stage (1.3) 
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Cross-cultural Comparison 
 
Introduction: 
Now that the learners have considered some situations that could occur on the 
job, they can compare how they would handle each situation in their own 
country. 
 
Materials: 
• Checklist 
 
Time: 
20 minutes 
 
Procedure: 
1. Give each participant a copy of the checklist. 
2. Ask participants to read through the checklist and circle any unfamiliar 

vocabulary. 
3. The learners will go through the checklist and put a check in the box if they 

would talk about this situation with a boss or supervisor in their country. 
4. When learners have completed the checklist, compare responses. 
 
 
Questions for Discussion: 
1. What similarities did you notice within the group? 
2. What were the differences? 
3. Would you treat the situations differently in the U.S.? 
4. Why or why not? 
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Cultural Checklist 
 

 
Directions:  Think of what is normal or customary in your country.  Read each 
situation.  If this is normal in your country, put a check mark in the box. 
 

 
 

 Workers can ask to change a work schedule. 

 If a worker doesn't want to do something, she or he can tell the supervisor. 

 If a worker has a physical problem, she or he will tell the supervisor. 

 If a worker doesn't agree with the supervisor, she or he can tell the boss. 

 If a worker sees a problem on the job, he or she will tell a supervisor. 

 Workers usually report progress to the supervisor.  
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General Practices in the United States 
 
Common “American” Behaviors 
 
• Americans are generally very direct in their communication.  They will often say 

exactly what they mean. 
 
• Americans believe that people want to hear the truth.  Individuals who come from 

cultures that believe in protecting a person's face may find this behavior rude. 
 
• Americans are very open about their feelings about other people.  They will discuss 

opinions openly but politely. 
 
• If an American dislikes something another is doing, they believe it is best to tell the 

person directly.  And, they expect the same of others. 
 
• Americans value people who are assertive.  The word “assertive” describes a person 

who directly, but appropriately, expresses feelings and requests.  This is a positive 
quality in most workplaces. 

 
• Although Americans value directness, they do it in a manner that is polite and 

“constructive.” 
 
• If an American does not express their true feelings verbally, they will often use body 

language to express their feelings. 
 
• There are some topics that Americans are reluctant to discuss, such as:  unpleasant 

body or mouth odors, personal inadequacies, or turning down an invitation that 
might hurt  a person’s feelings. 

 
• When declining a request or invitation, however, an American will usually give an 

indirect excuse for why she or he cannot comply. 
 
 
 
Common American values which reflect these behaviors 
 
Directness/Assertiveness – in the United States, workers are generally expected to 
state preferences when asked by a supervisor.  This direct approach is viewed as open 
communication in the workplace.  Assertiveness is common in the workplace as long as 
it is not interpreted as aggressive behavior. 
 
Sources: 
Kiss, Bow, or Shake Hands by:  Terri Morrison, Wayne A. Conaway, and George a. Borden Ph.D. 
American Ways by:   Gary Athens 
Living in the USA.  by:  Alison R. Lanier 
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Critical Incident 
 
 
 
Introduction: 
In the following critical incident, an employee is frustrated when his supervisor doesn't respond 

to his indirect (respectful) way of stating his preferences about working overtime.  On the other 

hand, the employer assumes because the employee doesn't state directly that he'd rather have 

the day off that he is willing to come in and work.  This miscommunication causes frustration on 

the part of the employee, which could possibly lead to a negative attitude about his supervisor.  

All the while, the employer is unaware of the true feelings of the employee. 

 
Materials: 
• Copy of critical incident and questions for discussion 
 
Time: 
20 minutes 
 
Procedure: 
1. Tell learners you are about to read a hypothetical situation (critical incident) 

in a workplace in the United States. 
2. Go over any vocabulary that may cause trouble before you read the critical 

incident. (See suggested list.) 
3. Read critical incident while learners follow along. 
4. Check for comprehension.  
5. Review questions for discussion. 
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Vocabulary 
 
behind schedule  overtime  team player   
 
upset    expected  manufacturing plant 
 

 
Critical Incident 
 
Thomas works at a computer manufacturing plant.  Production was behind 
schedule and the supervisor was looking for people to work overtime.  Thomas’s 
supervisor asked him if he would work on Saturday.  Thomas said, “Yes, I can 
come in, but my son’s birthday is Saturday and the family has planned a big 
party.”   
 
Thomas said he would be sad to miss the party.  His boss thanked him for being 
a team player and said, “Great, I’ll see you on Saturday”.  Thomas was very 
upset.  He didn’t understand why his boss still expected him to work.  He 
thought he had explained to him that he couldn’t come because of his son’s 
birthday. 
 
 
 
 
Questions for Discussion 
 
1. What happened?  What was the miscommunication between Thomas and his 

supervisor? 
2. Why did Thomas assume his boss would understand? 
3. Why didn’t his boss understand that Thomas really didn’t want to work? 
4. How could Thomas have explained to his boss so he understood that he 

didn’t want to work overtime on Saturday? 
5. What would you have done if you were Thomas? 
6. What would you have done if you were the supervisor? 
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New Language and Vocabulary 
 
Talking about problems at work 
I need to talk to you about something. 
I have a problem.  Can I talk to you? 
Can I talk to you for a minute? 
I'd like to report a problem I've been having at work. 
I have a problem I'd like to discuss with you. 
 
 
 
Responding honestly to inquiries and questions 
To be  honest with you….. 
Honestly…… 
If you want my honest opinion….. 
 
 
 
Declining 
I'd rather not. 
I prefer not to do that. 
If you don't mind, I'd rather not….. 
Do you mind if I don't……? 
It would be better for me if…… 
I would prefer to…… instead of……Is that okay? 
How about if I…… Would that work? 
 
 
 
Expressing needs 
If it is okay with you, I need to….. 
Do you mind if I….. 
Is it okay to…. 
 
 
 
Expressing dislike 
I don't care for that, thank you. 
That isn't my favorite……. 
 
 
Restating what you want to say 
Let me say that another way. 
What I meant to say was……. 
What I'm trying to say is…… 
I really meant to say……. 
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Cross-cultural Encounter #1 
 
Introduction: 
This dialog takes place in an accounting office and is an example of an employee who is 

apprehensive about expressing work-related needs to his supervisor. Joseph, the administrative 

assistant, is having shoulder and wrist problems because of the keyboard and height of the desk.  

However, although his doctor has made specific recommendations, Joseph is uncomfortable 

asking his employer to make any changes. 

 
Materials: 
• Copies of dialog 
• Extra copies of new language and vocabulary 
 
Time: 
20 minutes 
 
Procedure: 
1. Go over the setting of the dialog. 
2. Ask two volunteers to read the dialog. 
3. Check for comprehension and review any unfamiliar vocabulary. 
4. Go over questions for discussion. 
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Vocabulary: 
 
wrists  bothering workstation  recommend  cramp up 
 
 
Dialog Setting: 
 
Joseph works as the administrative assistant.  His hands and wrists were 
bothering him, so he went to the doctor.  The doctor tells him that he needs to 
change the position of his keyboard and workstation.  The desk is too high, and 
it causes his shoulders and wrists to cramp up when he works all day.  The 
doctor recommends that Joseph get a new keyboard and a chair that changes 
height.  Joseph has just returned from the doctor's office and is having a 
conversation with his boss, Charles. 
 
Charles: Hey Joseph, what did the doctor say?  What's wrong with your 

wrists and shoulders? 
 
Joseph: Well, he said I'll be fine.  I just have to be careful. 
 
Charles: What did the doctor recommend? 
 
Joseph: Oh, nothing really.  I just need to change the way I'm typing. 
 
Charles: Is there anything we can do for you to make it better? 
 
Joseph: Well, no.  Don't worry about it.  I'll be fine. 
 
 
Questions for discussion: 
 
1. What happened? 
2. Why didn't Joseph tell his supervisor about the doctor's recommendations? 
3. How do you think Charles would have responded to the recommendations? 
4. What do you think Joseph could have done differently? 
5. What do you think Charles could have done differently? 
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Cross-cultural Encounter #2 
 
Introduction: 
The following dialog is an example of an employee who is reluctant to report a 
problem he is having with a co-worker.  The problem revolves around the issue 
of sexual harassment.  Although the employee has complained to another co-
worker, he is reluctant to file a formal complaint with a supervisor.  The 
employee may be embarrassed or even believe that this is a problem he must 
handle on his own. 
 
Materials: 
• Copies of dialog 
• Extra copies of new language and vocabulary 
 
Time: 
20 minutes 
 
Procedure: 
1. Go over the setting of the dialog. 
2. Ask two volunteers to read the dialog. 
3. Check for comprehension and review any unfamiliar vocabulary. 
4. Go over questions for discussion. 
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Vocabulary: 
 
involved in  a bit uncomfortable frequently  came on to   
 
physical advances concerned  disagreement  worked it out   
 
open door policy you can come to me. physical appearance mentioned 
 
Dialog Setting: 
 
Mike and Sarah work as sports reporters for the local newspaper.  They often work on the same 
stories and are involved in many projects together.  Lately, Mike has felt a bit uncomfortable 
working with Sarah.  Sarah frequently asks Mike questions about his personal life.  Mike usually 
avoids the questions because they make him uncomfortable.  Last week, Sarah came on to Mike.  
She began rubbing his shoulders and making comments about his physical appearance.  Mike 
was very upset and mentioned this to a co-worker but never said anything to Sarah.  He just 
tried to avoid her physical advances.  The co-worker told the supervisor, Arturo.  The following 
dialog is a conversation between Arturo and Mike about the situation. 
 
Arturo:  Hey Mike, how are things going in your department? 
 
Mike: Everything is going alright.  We just finished another story.  I think it's going to 

be a good one. 
 
Arturo: How is the project going with Sarah?  Are you two working well together? 
 
Mike: Oh, everything's fine.  We work well together. 
 
Arturo: Well, I'm kind of concerned because one of your co-workers said you were 

having some problems with Sarah.  Is this true? 
 
Mike: No, everything is fine.  We just had a little disagreement.  We worked it out. 
 
Arturo: Okay, but remember, I have an open door policy in this office. You can always 

come to me if you have a problem at work. 
 
 
 
Questions for discussion: 
 
1. What happened? 
2. Why do you think Arturo was asking these questions? 
3. Do you think Sarah and Mike really worked things out? 
4. Why do you think Mike didn't say anything to Arturo about the problem? 
5. What would you have done differently if you were Mike? 
6. What would you have done differently if you were Arturo? 
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Cultural Learning Activity #1 - What do you 
report? 
 
Introduction: 
The following table introduces the learner to situations on the job that they may or may not feel 

comfortable reporting to a supervisor.  The purpose of the activity is to identify similarities and 

differences in what participants would report in their country compared to the United States. 

 
Materials: 
• Handout:  Problems and Progress or 
• Overhead transparency and overhead projector 
 
Time: 
20-30 minutes 
 
Procedure: 
1. Give each learner a copy of the graph or make an overhead transparency. 
2. Discuss the idea of reporting issues to supervisors. 
3. Allow learners a few minutes to read through the situations. 
4. Go through each situation and ask the learners to decide if they would report 

the incident or not report it.   
 
Questions for discussion: 
1. Can you think of other situations you have had to report on the job? 
2. Does your employer require you to report anything on the job? 
3. Are the reports written or verbal? 
4. Why would an employer want you to report certain incidents on the job? 
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Problems and Progress on the Job 
 
Incident Report it in my 

country 
Report it in the 
US 

1.  Your child is sick and you need to leave work 
15 minutes early. 

 

  

2.  You cut your hand on one of the machines.  
You only need a Band-Aid and it doesn't hurt.  

 

  

3.  You got a thank you letter from a customer. 
 

  

4.  You have a doctor's appointment, and you 
might be five or ten minutes late for work 
tomorrow.  

 

  

5.  The time clock broke after you punched out for 
the day. 

 

  

6.  You saw someone hit a parked car in the 
parking lot. 

 

  

7.  Your department completed the weekly goal 
two days early. 

 

  

8.  Your co-worker comes in late every day and 
you have to do his work. 

 

  

9.  One of your co-workers smells like alcohol 
when she comes in to work. 

 

  

10.  You saw a co-worker take some supplies 
from the kitchen and take them home. 

 

  

11.  Some chemicals spilled on the floor, so you 
cleaned up the spill. 

 

  

12.  The fire door is propped open because 
employees are smoking outside.  You know 
that the fire door is supposed to be closed at 
all times. 

 

  

13.  You are getting headaches from some of the 
chemicals that you use at your job. 

 

  

14.  The new machine that you are using is much 
better than the old one, and you are able to 
increase your production. 

 

  

14. You want to switch schedules with one of 
your co-workers.  
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Cultural Learning Activity #2 - How does that 
sound? 

 
Introduction: 
This activity shows participants how the meaning or mood can be easily changed in English by 
the tone of voice, intonation, and word choice or order.  The instructor will read a number of 
statements altering the emphasis or tone in certain parts of each sentence.  The participants will 
decide if the statement was aggressive, assertive, or weak.  
 
Materials: 
• Worksheet - "How does that sound?" 
 
Time: 
30 - 45 minutes 
 
Procedure: 
1. Discuss the difference between weak, assertive, and aggressive statements. 
2. Give examples of each, using the same type of statement.  For example,  

 
Declining something I don't like it. (aggressive) 

   I don't care for that, thank you. (assertive) 
   Well, maybe. (weak) 
 
3. Ask learners to think of other examples of statements that could be considered weak, 

assertive, or aggressive. Encourage them to use the new language and vocabulary sheet. 
4. Hand out the worksheet  "How does that sound?" 
5. Using the instructor's copy, read each statement with the mood indicated in parentheses.  

The underlined/italicized words in each sentence are intended to be stressed. 
6. Ask learners to decide whether the statement is weak, assertive, or aggressive and check the 

appropriate box. 
7. Check learner responses.  Point out how the mood changes when you accent a different 

word in each sentence.  Also, point out how one word such as "up" in "hurry up" can make a 
sentence sound aggressive.  "Hurry" is much less aggressive than "hurry up." 

 
 
Follow-up Activities 
• As a follow up activity, ask learners to come up with other ways to say the statements in an 

assertive manner.  (They may want to use the new language and vocabulary sheet) 
• You can also cut up the aggressive and weak statements and have the learners pull them out 

of a basket and state the sentence in an assertive way. 
• Practice the assertive statements and come up with situations in which they might want to 

use these statements.  
• Write examples on the board. 
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Instructor's Copy 
 
 Assertive Aggressive Weak 
1.  I don't want to do that. (aggressive)    

2.  Well, maybe. (weak)    

3.  I'd rather not do that. (assertive)    

4.  I hope you don't mind, but I'd rather          
not. (assertive) 

   

5.  I don't like that. (aggressive)    

6.  I don't care for that. (assertive)    

7.  Well, if you think it's okay. (weak)    

8.  Whatever you think is best. (weak)    

9.  I understand. (aggressive)    

10.  Yes, I understand. (assertive)    

11.  Uh, Okay. (weak)    

12.  Just a minute. (aggressive)    

13.  I need this right away. (assertive)    

14.  Hurry up. (aggressive)    

15.  Hurry, please. (assertive)    

16.  I need this now. (aggressive)    

17.  That's not what I said. (aggressive)    

18.  Maybe you misunderstood me. (assertive)    

19. Well, if you say so. (weak)    

20.  To be honest, I don't agree. (assertive)    

21.  I disagree. (aggressive)    
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How does that sound? 
 
  

Assertive 
 

 
Aggressive 

 
Weak 

1.  I don't want to do that.     

2.  Well, maybe.     

3.  I'd rather not do that.     

4.  I hope you don't mind, but I'd rather        
not.  

   

5.  I don't like that.     

6.  I don't care for that.     

7.  Well, if you think it's okay.     

8.  Whatever you think is best.     

9.  I understand.     

10.  Yes, I understand.     

11.  Uh, Okay.     

12.  Just a minute.     

13.  I need this right away.     

14.  Hurry up.     

15.  Hurry, please.     

16.  I need this now.     

17.  That's not what I said.     

18.  Maybe you misunderstood me.     

19. Well, if you say so.     

20.  To be honest, I don't agree.    

21.  I disagree.     

 
Permission granted to photocopy for classroom use – Cultural Learning Activity #2 – (1.3) 

 



 

 153

Cultural Learning Activity #3 - Cloze Exercise 
 
Introduction: 
In the following activity, learners will use the new language and vocabulary to change certain 
parts of the previous dialog. 
 
Materials: 
• Handout 
 
Time: 
30 minutes 

 
Procedure: 

 
1. Ask for two volunteers to read the dialog from Cross-cultural Encounter #2 again. 
2. Discuss ways to report a problem on the job.  Write on the board. 
3. Put the learners into pairs and pass out the handout. 
4. Ask them to rewrite the dialog using new language that will help the workers to avoid the 

miscommunication. 
5. For lower levels of language proficiency, you may want to make the activity multiple choice, 

giving options for each new response. 
6. Circulate and help the learners.  They may want to refer back to the “new language and 

vocabulary” page. 
7. Once they have finished the new dialogs, ask for volunteers to read their new dialogs. 
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Directions:  Change the dialog between Mike and Arturo.  Tell Arturo about the 
problems with Sarah. 
 
 
Arturo: Hey Mike, how are things going in your department? 
 
Mike: Everything is going all right.  We just finished another story.  I 

think it's going to be a good one. 
 
Arturo: How is the project going with Sarah?  Are you two working well 

together? 
 
Mike: _________________________________________________ 
 
Arturo: Well, I'm kind of concerned because one of your co-workers said 

you were having some problems with Sarah.  Is this true? 
 
Mike: _________________________________________________ 
 __________________________________________ 
 __________________________________________ 
 
Arturo: ________________________________________________ 
 __________________________________________ 
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Cultural Learning Activity #4 - Workplace 
Situations 

 
Introduction: 
This activity is a role-playing activity.  The learners are presented with a variety of situations that  
could occur in the workplace.  Learners can use the new language and vocabulary sheets or  
come up with some original and appropriate ideas of how to communicate the situation to co- 
workers and supervisors on the job. 
 
Materials: 
• A copy of the workplace situations 
 
Time: 
60 minutes 
 
Procedure: 
1. Ask learners to find a partner or separate the class into groups of two or three participants. 
2. Ask each learner to pick a workplace situation from the stack. 
3. Have learners create a dialog the between the two workers and role-play an appropriate way 

to resolve the situation. 
4. Encourage the learners to use the new language and vocabulary lists to create the dialogs. 
5. As an extension of the activity, ask learners to come up with their own situations (something 

that has happened to them in the workplace) and role-play the solution. 
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Workplace Situations 
 

 
 
1. Your supervisor just changed the weekly schedule.  You don't agree 

with the schedule changes.  Tell your supervisor your opinion and why 
you disagree. 

 
 
 
 
 
2. One of your co-workers keeps coming in late.  Therefore, you have to 

work an extra fifteen minutes.  Explain to your co-worker that this is 
upsetting you and why. 

 
 
 
 
 
 
3. Your supervisor asks you how you like the new insurance coverage.  You 

know that he is really excited about the new plan but you don't like it.  
Tell him your opinion. 

 
 
 
 
 
4. You have a problem with a co-worker.  She is always borrowing your 

work tools.  But, she doesn't return them.  Talk to your co-worker 
about the problem. 
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5. Your boss has changed the duties in each department at the hospital.  

Before, housekeeping had to remove the dishes from the patients' 
rooms.  Now the supervisor wants the nursing assistants to clear the 
trays from each room.  You don't think this should be part of your 
job.  Tell your supervisor you disagree with the change. 

 
 
 
 
6. Your co-worker was moved to a new department.  You have a new 

person that works next to you.  The new person doesn't know the job 
very well.  This makes you frustrated.  Tell your supervisor. 

 
 

 
 
 
7. Mary is your co-worker.  She wants to decorate the lunchroom.  You 

don't think it's a good idea, but you don't want to hurt her feelings.  
She asks you what you think about her idea.  What would you say? 

 
 
 
 
8. Charlie is your boss.  He told you last week that he was very pleased 

with your performance at work.  He said he was going to give you a 
raise next month.  Today he came into your office and asked if you 
could work overtime on Saturday.  Saturday is your friend's wedding 
and you really want to go.  However, you are afraid he might not give 
you the raise if you don't work on Saturday.  What would you say? 
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9. Lydia is the supervisor of another department.  She asked you to do 

some work for her during your regular work schedule.  You know that 
your supervisor already has a list of things for you to do.  You know 
that you won't have time to do both.  What would you say to Lydia? 

 
 
 
 
10. Marcus is a co-worker.  You are upset with Marcus because he left 

work early without cleaning up his work area.  You had to stay 30 
minutes late cleaning up the area because Marcus left early.  As a 
result, you were late for a very important meeting with your son's 
first grade teacher.  What would you say to Marcus the next day at 
work? 

 
 
 
11. You work at a grocery store.  Your boss called you into his office 

because a customer made a complaint about you.  But, you never spoke 
to that customer.  Your boss had the wrong employee, but he didn't 
realize it.  Your boss wanted to know what happened and why you got 
in an argument with the customer.  What would you say to your boss? 

 
 
 
12. You work in an office at the front desk.  Your supervisor asked you to 

come into the office because she wanted to talk to you about 
something.  When you sat down, she told you she has had some 
complaints because the customers can't hear you on the phone.  She 
wants you to speak louder on the telephone.  What would you say to 
your boss? 
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Expansion and Assessment Activities 
 
 
Dialog Journal Questions 
• Think of a time when you had a problem at work.  What did you do?  Would you change how 

you handled the situation?  If so, how? 
• Think of a situation when someone made you angry because of his or her tone of voice.  

What happened?  How could he or she have communicated more appropriately? 
 
 
Say what you mean 
• Write out a number of different statements that change meaning with the intonation you use. 
• Put the statements in a basket or hat and have each learner pull the statement out of the hat 

and use it in an appropriate tone of voice. 
• The class can judge whether the statement was weak, assertive, or aggressive. 
 
 
In the real world 
If the learners are working, have them keep track of how many times they report a problem, 
express a need, or give an honest response in the workplace.  Have them log their responses for 
a week and come back and share their experiences with the class.  
 
 
Additional Resources 
 
American Ways  by:  Gary Althen 
Chapter 1 - American Values and Assumptions 
pp. 17 - 20 - "Directness and Assertiveness" 
 
Cross-cultural Dialogs  by:  Craig Storti  
Dialog #42 – "Saturday Shift" 
Page 52 



 

 160

Notes:
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Chapter 3 – Comments 
Activity 

 
Things that worked Things that didn't 

work 
Changes for next time Student progress and other 

comments 
Setting the Stage  

 
 
 
 

  

Cross-cultural 
Comparison 

  
 
 

  

General Practices  
 

 
 
 

  

Critical Incident  
 

 
 
 

  

New Language and 
Vocabulary 

  
 
 

  

Cross-cultural 
Encounter #1 

  
 
 

  

Cross-cultural 
Encounter #2 

  
 
 

  

Cultural Learning 
Activity #1 

  
 
 

  

Cultural Learning 
Activity #2 

  
 
 

  

Cultural Learning 
Activity #3 

  
 
 

  

Cultural Learning 
Activity #4 

  
 
 

  

Extension and 
Assessment 
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Chapter 4 - What We Say Without Words 
 
 
 
Objectives:  
 
• Share and compare common forms of nonverbal communication used in other 

countries. 
• Interpret and identify various forms of non-verbal communication used in 

everyday communication in the United States. 
• Identify differences in social distance and body contact within various cultural 

groups. 
• Display appropriate social distance and body contact for professional 

interaction in the U.S. workplace. 
 
 
 
Table of Contents 
 
Setting the Stage………………………………………..…………………………………..………163 

Cross-cultural Comparison………………………………..…………………………………….. 164 

General Practices in the U.S……………………………..…………………………….………. 165 
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Cultural Learning Activity #3…………………………………………………………………….177 

Cultural Learning Activity #4…………………………………………………………………...178 

Expansion and Assessment Activities…………………………………………………….....179 
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Setting the Stage 
 
Introduction: 
This first activity exposes the learners to various forms of nonverbal communication including 

gestures as well as body posture.  The learners will make assumptions about the moods, 

attitudes, and feelings of the people in each picture.  This should show various differences and 

similarities in the ways that participants from the various cultures interpret body language. 

 
Materials:  
• Body Language Photo Cards  
• White board or large pieces of butcher paper 
• Marking Pens 
• Tape 
 
Time: 20 - 30 minutes 
 
Procedure: 
1. Discuss the meaning of body language with learners and come up with a 

group definition. 
2. Write the definition on the board and make visible in the room throughout 

the chapter.   
3. Place the photos around the room and allow learners to circulate and view 

the photos. 
4. Collect photos and pass them around one at a time starting with photo #1. 
5. Once the photo has circulated, tape the photo on the white board or on a 

piece of butcher paper. 
6. Ask the learners to answer the following questions for each photo. 
 

• What do you think about this person? 
• What do you think this person is saying? 
• How does this person feel? (angry, sad, frustrated, tired) 
• What can you assume about this person based on their body language? 

 
Questions for discussion: 
 
1. What does this tell us about body language? 
2. How much information do we get from people when they are not speaking? 
3. Can you get a message across without speaking? 
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Cross-cultural Comparison 
 
Introduction: 
In the next activity, learners will begin to identify what different gestures and 
body language may mean in their culture.  This activity is designed to show that 
what means something in one country can often be misinterpreted in another.  It 
will also show how body language can easily be a source of miscommunication 
between people of different cultures. 
 
Materials: 
• Photographs from "Setting the Stage" 
• Tape 
 
Time: 
30 minutes 
 
Procedure: 
1. Number each picture and place on the walls around the room. 
2. Ask each to take out a piece of paper and number it from 1 to however 

many pictures you have place around the room.  
3. Ask learners to get up and circulate around the room, look at each picture, 

and decide if this is an appropriate gesture or body language to use in the 
workplace in his or her country.  Mark "yes" or "no." 

4. Once the learners have had a change to view the pictures ask them to 
return to their seats. 

5. Go through the pictures one at a time and ask who answered no to that 
particular picture and what that gesture or body language would mean in 
his or her culture. 

 
 
Questions for Discussion: 
1. Which of these pictures would be considered rude in your country? 
2. Have you seen any gestures or body language used in the United States that 

confuses you? 
3. What are some common gestures used in your country?  
4. Are any of the gestures you see in the United States common in your 

country? 
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General Practices in the United States 
 
Common “American” Behaviors 
 
• In the United States, most people will point the index finger at items but it is not as 

common to point at another person.  This may be considered rude. 
 
• People often wave across a crowded room to get the attention of someone. 
 
• When physically passing an item to another person, it is common to gently toss the 

item to the other person (in some cases this may not be appropriate). 
 
• Most people in the Unite States appear very relaxed when they sit.  It is not 

uncommon to see a person with their ankle resting on the knee or putting their feet 
up on a desk.  However, this is not generally accepted as appropriate in most 
workplaces. 

 
• It is also common for people in the United States to sit on tables.  Teachers or 

supervisors may do this in meetings or in the classroom. 
 
• People maintain direct eye contact when speaking to each other.  This is a sign that 

the listener is paying attention and is engaged in the conversation. 
 
• To get another person's attention, wave your hand or scoop the index finger with 

the palm facing forward. 
 
• Friends and casual acquaintances will often wink at each other.  This is not always 

considered a sexual gesture.  However, be careful in the workplace as this gesture 
may be misinterpreted. 

 
• Men and women will commonly shake hands, especially in a business situation.  

Handshakes are firm.  A limp handshake signifies a weak personality or character. 
 
• To show approval, people will use the "thumbs up" sign or the OK signal. 
 
• Colleagues or professionals greet each other with a handshake.  
 
• Because most people in the United States are generally relaxed, it is common to see 

a person talking or standing with their hands in their pockets. 
 
• People in the United States are fairly expressive and many talk with their hands. 
 
• Crossing the middle finger over the index finger signifies "good luck." 
 
• To signify that one does not know something, they may shrug their shoulders. 
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• When people eat in public, they will often keep one hand under the table. 
 
• People will often eat at their desks or in public.  Fast food is a big part of society in 

the United States and people are constantly eating on the go, even in their cars. 
 
• People will often stand with their hands crossed in front of them or hands on their 

hips. 
 
• People will often smile at one another.  This is just a friendly gesture. 
 
• It is common for an adult to touch the head of a child.  This is a sign of affection.  

But, adults don't usually touch each other's heads. 
 
• Most Americans maintain a physical distance of approximately 2 feet when speaking 

to another person. 
 
• In the United States, physical contact while engaged in conversation is minimal, 

especially in professional situations.  
 
• When speaking to another person, it is not uncommon for an American to touch the 

other person on the shoulder or touch their arm.  However, this is usually in the case 
of people who are familiar with one another.  People will not usually display this type 
of physical contact in the workplace. 

 
Common American values which reflect these behaviors 
 
Informality - Informality and equality in social relations is very common in the United 
States. 
 
Privacy – Americans view space and physical contact as an issue of personal privacy.  
Because privacy is highly valued in the United States, most Americans expect other's to 
be aware of the need to maintain appropriate distance and minimal physical contact in 
most settings. 
 
 
 
 
 
 
 
 
 
 
Sources: 
Kiss, Bow, or Shake Hands by:  Terri Morrison, Wayne A. Conaway, and George a. Borden Ph.D. 
American Ways by:   Gary Athens 
Living in the USA.  by:  Alison R. Lanier 
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Critical Incident 
 
Introduction: 
The following critical incident is an example of how certain physical gestures 
and/or body language can be misinterpreted.  Body language and gestures vary 
significantly from culture to culture.  What is acceptable in one part of the world 
can be viewed as extremely offensive and unheard of in another.  In many 
cultures, what Americans consider a relaxed body position (arms crossed, hands 
on hips), can easily be mistaken for disrespect, a demonstration of power, or 
even anger and aggression.  In this critical incident, the supervisor's relaxed 
attitude and body language is mistaken for disrespect. 
 
Materials: 
• copy of critical incident and questions for discussion 
• Photograph "In My Office" 
 
Time: 
 
Procedure: 
1. Pass around picture and allow learners enough time to view. 
2. Tell learners you are about to read a hypothetical situation (critical incident) 

in a workplace in the United States. 
3. Go over any vocabulary that may cause trouble before you read the critical 

incident. (See suggested list.) 
4. Read critical incident while learners follow along. 
5. Check for comprehension.  
6. Review questions for discussion. 
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Vocabulary and Language Review 
 
engineer  during   offended 
 
uncomfortable disrespectful  feet up 
 
 
Critical Incident: 
 
Tina works as at a local software company.  She works as an engineer.  Tina 
received a message from her supervisor, Jim Lee.  Jim wants Tina to come to his 
office during her break to talk about something.  Tina does not know what Jim 
wants to talk about.  When Tina enters the office, Jim has his feet up on the 
desk.  He asks Tina to come in and sit down. 
 
Tina is very offended as she walks into Jim's office.  She does not understand 
why he is being so disrespectful.  She feels uncomfortable. 
 
 
Questions for Discussion: 
 
1. Why do you think Tim has his feet on his desk? 
2. What do you think this means? 
3. Do you think it is appropriate for a person to put their feet on the desk at 

work? 
4. Do you think Tim is just an informal person? 
5. Do people in your country put their feet on the desk? 
6. Why does Tina feel uncomfortable? 
7. Why do you think Tina is offended? 
8. Do you think the miscommunication was because Tina and Tim are from 

different generations? 
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 Cross-cultural Encounter #1 - "He doesn't like 
me." 
 
Introduction: 
In the following dialog, Nam misreads the body language of her supervisor.  This 
misinterpretation causes anxiety for Nam and makes her feel uncomfortable in 
the workplace. 
 
Materials: 
• Copies of dialog 
• Extra copies of new language and vocabulary 
 
Time: 
20 – 30 minutes 
 
Procedure: 
• Go over the setting of the dialog. 
• Ask two volunteers to read the dialog. 
• Check for comprehension and review any unfamiliar vocabulary. 
• Go over questions for discussion. 
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Vocabulary: 
 
In fact  produce  display aisle  hands on hips  
 
arms crossed  body language  strange 
 
Dialog Setting  
Oscar and Nam work at a local grocery store.  Oscar works in the produce section.  Nam 
works at customer service.  Oscar is upset about something that happened at work and 
is discussing the problem with Nam in the employee lunchroom. 
 
Oscar: Nam, can I talk to you?  I'm worried about my job.  I don't think the 

store manager likes me. 
 
Nam:  Why not?  He seems like a nice guy. 
 
Oscar:  I know he doesn't like me.  In fact, I think he is unhappy with my work. 
 
Nam:  Why do you think this? 
 
Oscar: Yesterday he was in the produce section.  He was looking at the new 

display of vegetables I put at the end of the aisle.  He looked very angry. 
 
Nam: Really? 
 
Oscar: Yes, he was standing with his hands on his hips with a strange look on 

his face.  Then he asked me to come to his office later that afternoon. 
 
Nam: What did he say when you went to his office? 
 
Oscar: Well, he had his feet on his desk and his arms crossed.  He wanted to 

know where I got the idea to stack the vegetables that way.  He thought 
it was very interesting. 

 
Nam: And? 
 
Oscar: Well, that's all he said but I could tell by his body language that he just 

wanted to show me he wasn't happy.  I think he might fire me. 
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Questions for Discussion: 
1. Why doesn't Oscar feel comfortable talking to his boss? 
2. Why does Oscar think the boss doesn't like him? 
3. Why do you think Oscar's boss had his hands on his hips? 
4. Why do you think he had a strange look on his face? 
5. Do you think it is rude for Oscar's boss to put his feet on the desk? 
6. Why do you think Oscar's boss crossed his arms?  What does this mean? 
7. Do you think Oscar's boss really liked his work?  Why or why not? 
8. Do you think Oscar will be fired?  
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Cross-cultural Encounter #2 - "I think he's lazy!" 
 
Introduction: 
Again in this dialog, body language is misinterpreted as a sign of lazy and rude behavior.  This 

misinterpretation has caused workers to make generalizations about each other that could cause 

problems in the workplace. 

 
Materials: 
• Copies of dialog 
• Extra copies of new language and vocabulary 
 
Time: 
20 – 30  minutes 
 
Procedure: 
1. Go over the setting of the dialog. 
2. Ask two volunteers to read the dialog. 
3. Check for comprehension and review any unfamiliar vocabulary. 
4. Go over questions for discussion. 
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Vocabulary: 
 
lazy  walking around  noticed  rude 
 
waving his hand to get someone's attention 
 
Dialog Setting: 
 
Leonid and Nikolay work at a machine repair shop.  They are talking about a co-
worker, John, during their lunch break.  Leonid, Nikolay, and John are all on the 
same work team and work the same shift at the shop. 
 
Leonid: Nikolay, what do you think about John? 
 
Nikolay: Well, I'm not sure.  I think he really knows how to do the job.  Why 

do you ask? 
 
Leonid: Well, I don't really like working with him.   
 
Nikolay: Why? 
 
Leonid: I think he's lazy.  He's always walking around the shop with his 

hands in his pockets. It's like he's trying to hide something. 
 
Nikolay Yes, I noticed this.  He also talks to me and other customers with 

his hands in his pockets.  I think this is rude. 
 
Leonid: Ya know, he's also rude in the shop.  He is always waving his hand 

to get my attention.  I don't know why he doesn't just come over 
to my side of the shop to talk to me. 

 
Questions for Discussion: 
 
1. Why do you think John always puts his hands in his pockets? 
2. Why does Leonid think he is lazy? 
3. Why would John wave his hands to get someone's attention?   
4. Why doesn't John just walk over to the other side of the room to talk to 

Leonid?   
5. What would you do if you were Leonid?  John? 
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Cultural Learning Activity #1 – "Get a Little 
Closer" 
 
Introduction: 
The purpose of this activity is to put learners in a situation in which they are not 
culturally accustomed.  This activity physically displays differences in appropriate 
physical distances. 
 
Materials: 
Timer 
 
Time: 
20 minutes 
 
Procedure: 
Part one 
1. Ask learners to choose a partner. 
2. Once everyone has a partner, ask learners to stand up and space themselves about 

the room with their partner. 
3. Tell learners that each person will have one minute to talk about the most beautiful 

place in their country. (Give the learners a few minutes to think about what they 
want to talk about.) 

4. During this interaction, learners must stand with their toes touching. 
5. Set the timer and ask learners to begin talking. 
6. After the timer goes off, learners may back away from each other. 

 
Questions for discussion: 

• How did you feel while you were talking to your partner? 
• Did you feel uncomfortable? 
• What did you physically do to try to make yourself feel more comfortable? 
• Do people generally stand this close when they talk to one another in your 

countries? 
• What would you think about a person who stood this close to you when you 

were talking? 
• What would you do to make yourself feel more comfortable? 

 
Part two 
1. Now, ask learners to stand facing each other and extend their arms out in front of 

their bodies.   Ask learners to stand, touching their partner only by the fingertips, 
then ask them to  put their arms down. 

2. Now, student “B” will tell student “A” about the most beautiful place in their 
country. 

3. Set the timer again for one minute and ask learners to start talking. 
4. Once the timer goes off, repeat the questions for discussion from part one. 
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Cultural Learning Activity #2 - "Pop Culture" 
 
Introduction: 
This activity is a fun way to include pop culture in the learning.  Sitcoms and soap operas are full 

of body language and gestures.  Just turn down the volume and see how much you can get just 

by watching their bodies talk. 

 
Materials: 
 
• A short segment from sitcoms or soap operas taped from TV  (Make sure the 

segment show people displaying various forms of body language and 
displaying varying degrees of physical contact.) 

• TV 
• VCR 
 
Time:  30 – 45 minutes 
 
Procedure: 
 
1. Prepare the learners by telling them you are about to play a video clip of 

people engaged in a conversation. 
2. Inform learners that you will play the video with the volume turned down. 
3. Ask learners to think about what is going on in the video. 
4. Write the following questions on the board before you play the video.   
5. Go through the questions with the learners and check for comprehension. 

 
• Who are the people in the video? 
• What is their relationship?  Are they friends, enemies, co-workers, 

family members? 
• How do these people feel? 
• What do you think is going on in the video? 
• What helped you come to these conclusions? 
• What questions do you still have about the situation? 
• What body language did you notice in the video? 

 
6. Play the video one time. 
7. Have learners answer the questions on the board.  Write their responses 

under each question. 
8. Now play the video again with sound. 
9. Ask learners to review their answers.  Do they want to change their answers. 
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Questions for Discussion 
 
1. What lead you to make the assumptions you did about the people and their 

behavior? 
2. How much information did you get from just their body language? 
3. If this video clip was of people in your country, do you think the body 

language would have been different? 
4. What important information can you not tell from a person's body language? 
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Cultural Learning Activity #3 - Charades 
 
Introduction: 
This activity recycles the bingo cue cards and is a fun way for participants to practice and learn 

appropriate body language and gestures.  It’s just like the old fashion charades game, but the 

learners are acting out the body language they have been learning. 

 
Materials: 
• Bingo Cue Cards (included at the end of the chapter) 
• A Basket or something to put the bingo cue cards in 
• timer (for game or competition) 

 
Time:  30 – 45 minutes 

 
Procedure: 
 
As a class exercises: 
1. Place the Bingo cue cards into a basket. 
2. Explain to learners that you will be playing a game of body language 

charades. 
3. As an example, pull a card from the basket and ask the class to volunteer 

guesses as to what you are trying to say with your body. 
4. The first person to guess will continue the process. 
 
As a game or competition: 
1. Separate the group into two or three teams. 
2. Decide which team will go first. 
3. The first team sends a member up to the basket that then draws a card. 
4. Without showing anyone the card, the team member acts out the card and 

the group has one minute to guess what the person is trying to say with their 
body language. 

5. If the group gets the correct answer in the allotted time, the group gets a 
point. 

6. If the group doesn't guess in one minute, the card is put back into the basket 
and the next group sends up a representative to repeat the process. 

7. Repeat the previous steps until each group member has had a chance to act 
out a card. 
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Cultural Learning Activity #4 - "Group Collages" 
 
Introduction: 
This activity is great for the visual learners in the group.  It is interactive and 
creative and gives a great visual display of how everyone interprets things 
differently. 
 
Materials: 
• Magazines and newspapers that can be cut up 
• scissors 
• glue sticks 
• construction paper or poster board 
 
Time: 
30 – 45 minutes 
 
Preparation: 
 
1. From the list that follows, chose 5 to 10 examples of body language you want 

the group to identify. 
2. On each piece of poster or construction paper, write "find someone who 

_____________" and fill in the blank with one of the examples of body 
language the learners have been discussing. 

3. Place each poster board or piece of construction paper spaced out around the 
room. 

4. Place glue, scissors, and a stack of newspapers and magazines next to each 
poster. 

 
Procedure: 
1. Go through the body language listed on each piece of paper to make sure the 

learners understand the statement. 
2. Ask learners to circulate around the room and look for examples of pictures in 

the magazines and newspapers. 
3. For each poster, have learners cut pictures out that demonstrate the action 

noted on the poster.  They will then glue the picture to the poster and 
continue on to the next poster. 

4. Once the learners have collected several examples for each poster, ask the 
group to return to their seats.  

5. Display the posters around the room and discuss other possible 
interpretations of the pictures and what message the people may be trying to 
convey. 

6. The end product should be several great examples of how people can carry 
messages without words as well as the fact that we don't all interpret 
messages in the same way.
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Expansion and Assessment Activities 
 
 
Observing Public Behavior 
• Ask learners to take note of how people interact in public. (See handout that 

follows.) 
• Learners will go to a public place and observe people for approximately 15 

minutes, observing their nonverbal behavior. 
• Distribute the handout that follows and have learners note their observations. 
• Learners then bring back their observations and share with the group. 
• The group can discuss similarities they saw and/or differences.  Furthermore, 

the group can discuss how these behaviors may differ in their native 
countries. 

 
Body Language Bingo 
Every ESL teacher has played one form of Bingo or another.  This one is the 
same except it is a little more interactive.  You can involve the learners in 
demonstrating different gestures and body language while the others try to 
cover the bingo sheets by guessing what the others are trying to say with their 
bodies.  Bingo cue cards are included at the end of the chapter.  Have a learner 
pull a card out of the basket and act out the picture on the card. 
 
Culture Dialog Journal 
• Ask learners to write an entry in their Cultural Learning Journals.  Possible 

questions are: 
 

1. How does body language in the U.S. differ from body language in your 
country? 

2. Have you ever misinterpreted someone or had some sort of 
misunderstanding  because of their body language?  What happened? 

 
Additional Resources: 
American Ways  by:  Gary Althen 
Chapter 20 – Nonverbal Communication 
 
Living in the USA by:  Alison R. Lanier 
Chapter 2 – Customs Vary with Cultures 
p. 17 – "Social Distance and Body Contact" 
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OBSERVING PUBLIC BEHAVIOR 
 

 
1. Describe the person or people you observed. 
 
 
 
 
 
2. What type of body language did the person display? 
 
 
 
 
 
3. What information did you get about this person just by watching 

their body language? 
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Body Language Bingo 
 

 
 

CALM DOWN 
 
 

 
 

I'M TIRED 

 
 

I'M RELAXED 

 
 

I'M CONFUSED 

 
 
I DON'T KNOW 
 
 

 
 

COME HERE 

 
 

I'M THINKING 

 
 

GOOD LUCK 

 
 

I DON'T CARE 
 
 

 
 

THAT'S PERFECT 

 
 

JUST A LITTLE BIT 

 
 

IT'S OVER THERE 

 
 

OK 
 
 

 
 

DON'T DO THAT 

 
 

WHAT ARE YOU 
DOING? 

 
 

I'M CONCERNED 
ABOUT YOU 
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Body Language Bingo 

 
 
 

CALM DOWN 
 
 

 
 

SOMETHING 
SMELLS BAD 

 
 

IT DOESN'T 
MATTER 

 
 

I'm confused 

 
 

I’M LISTENING 
 
 

 
 

Come here 

 
 

I AGREE 

 
 

GOOD LUCK 

 
 

I DON'T CARE 
 
 

 
 

THAT'S PERFECT 

 
 

I DON'T CARE 

 
I'M CONCERNED 

ABOUT YOU 

 
 

ok 

 
 

 
 

HELLO 

 
 

WHAT ARE YOU 
DOING? 

 
 

IT'S OVER THERE 
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Body Language Bingo 

 
 
 

I'M SURPRISED 
 
 

 
 

IT'S OVER THERE 

 
 

JUST A LITTLE BIT 

 
 

IT DOESN'T 
MATTER 

 
 

RIGHT HERE 
 
 

 
 

DON'T DO THAT 

 
SOMETHING 
SMELLS BAD 

 
 

HELLO 

 
 

BEHIND 
 

 
 

GOODBYE 
 
 

 
 

GOOD LUCK 

 
 

WHAT ARE YOU 
DOING? 

 
 

very smart 

 
 

 
 

I AGREE 

 
 

I'M LISTENING 

 
 

THAT'S PERFECT 
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Notes:
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Chapter 4 – Comments 
Activity Things that worked Things that didn't work Changes for next time Student progress and other comments 

Setting the stage  
 

 
 
 

  

Cross-cultural 
Comparison 

  
 
 

  

General Practices  
 

 
 
 

  

Critical Incident  
 

 
 
 

  

New Language and 
Vocabulary 

  
 
 

  

Cross-cultural Encounter 
#1 

  
 
 

  

Cross-cultural Encounter 
#2 

  
 
 

  

Cultural Learning Activity 
#1 

  
 
 

  

Cultural Learning Activity 
#2 

  
 
 

  

Cultural Learning Activity 
#3 

  
 
 

  

Cultural Learning Activity 
#4 

  
 
 

  

Extension and 
Assessment 

  
 
 

  



 

 186 
 

 

 

 



 

 187 
 

 

 

 



 

 188 
 

  

 

 



 

 189 
 

  

 

 



 

 190 
 

  

  

 



 

 191 
 

 

 

 



 

 192 
 

 

 
 



 

 193 
 

Chapter 5 - Constructive Criticism? 
 
 
 
Objectives:  
 
• State personal opinions, agreement, and disagreement in a constructive 

manner. 
• Ask about personal performance on the job. 
• Identify the purpose and value of employee performance reviews. 
• Appropriately respond to and give constructive criticism on the job. 
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Setting the Stage 
 
Introduction: 

Although performance reviews are a common part of workplace activities in the United 
States, many immigrants and refugees entering the U.S. workforce are unfamiliar with this 

practice.  This activity is designed to introduce the concept of performance evaluations 
and discuss the learner's feelings or experiences with various types of workplace 

feedback. 
 
Materials: 
• Copies of a performance review for each participant 
• Picture of a supervisor and an employee engaged in a meeting  
 
Time: 
20 minutes 
 
Procedure: 
1. Pass around picture.  Tell learners that one person is the supervisor and the 

other is the employee. 
2. Ask learners for ideas as to what is happening in the picture. 
3. List the ideas on the board. 
4. Pass out copies of a performance review. 
5. Ask learners the following questions: 
 

• What is this? 
• Have you ever seen a document like this at work? 
• Why do you think an employer may want to give a performance 

review? 
• What things should an employer evaluate? 
• How often should an employer evaluate the employee? 
• Is a performance review a positive or negative thing? 
• In your country, do you have performance or employee reviews? 

 
6. Discuss the meaning of a performance review. (for example, to identify 

strengths and areas for improvement) 
7. Ask learners to make suggestions as to why they think performance reviews 

are good and/or bad.  List the good and bad in separate columns on the 
board or on butcher paper. 

8. Record responses or save ideas expressed on the butcher paper for 
expansion and assessment activities. 
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Cross-cultural Comparison 
 
Introduction: 
The following questions will guide the learners in a discussion as to what is 
customary in their native countries.  The purpose is to engage learners into a 
cross-cultural comparative discussion about norms and general practices around 
the world.  This is a great activity to do in groups according to cultural 
background.  Having groups work together to come to a consensus promotes 
and models a teamwork environment. 
 
Time: 
45 minutes 
 
Materials: 
Copies of questions  
 
Procedure: 
1. Ask learners to get into groups of three or four according to cultural groups. 
2. Give each group one copy of the questions and ask them to discuss the 

questions as a group. 
3. Each member of the group may have a different response to the questions.  

This is okay.  Have learners write down all their ideas. 
4. Once the groups have had enough time to discuss and answer the questions, 

go over the questions as a group and compare the responses of the group. 
 



 

 196 
 

Constructive Criticism - What's it like in your country? 
 
 
 
 
 
 
Directions:  With your group, discuss the following questions.  Write down your 
ideas and answers to each question.  It is okay if you do not all agree.  Write 
down all the ideas you have about each question. 
 

1. Do employers give employee evaluations in your country?   

2. Why do employers give evaluations in your country? 

3. How often do employers give evaluations? 

4. Can you ask your boss if you are doing a good job? 

5. How do you get a raise in your country? 

6. On what do employers evaluate the employees? 

7. If you do a good job at work, does your boss do anything? 

8. What happens if you don't do a good job at work?  

9. Does your boss tell you how you can improve on the job? 

10. If so, does your boss write it down or tell you?  
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General Practices in the United States 
 
Common “American” Behaviors 
• Many companies in the United States have a probationary period.  Most 

employees will work for 90 days.  After 90 days, the employer can decide if 
the person is the right match for that job.  Some companies offer benefits 
after the probationary period. 

 
• When faced with a problem, most Americans will address the issue head on.  

This means that if there is a problem or a suggestion, an. American will 
discuss the issue directly with the person. 

 
• Confrontation is a common part of communication.  At work, a supervisor 

may discuss a problem directly with a worker and expect a worker to do the 
same. 

 
• While confronting another person with a problem or a suggestion, people are 

generally polite.  Confrontations and suggestions are not meant to evoke an 
incident. 

 
• Many companies give employee reviews or evaluations.  The purpose of the 

evaluations is to tell employees what they are doing well and where they 
might need some improvement.  The evaluations will help employees improve 
on the job and may provide opportunities for employees to advance. 

 
• It is common for companies to give evaluations one or two times a year. 
 
• Employers will generally tell the truth about an employee's performance in an 

evaluation.  This comes from the American value of directness.  In the United 
States, most people assume that everyone wants to hear the truth.  It 
doesn't matter if the truth might not be very good. 

 
• In the U.S. it is okay to ask your supervisor how you are doing on the job.  It 

is common for employees to ask questions such as "how is my work?" or 
"how can I improve on the job?". 

 
• Most Americans believe that "there is always room for improvement”.  For 

this reason, an employee will rarely get a perfect evaluation. 
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Common "American" values which reflect these behaviors 
 
Directness - Most people in the United States are very direct.  Some people 
may consider this rude.  However, it comes from the belief that people want to 
hear the truth, even if the truth isn't as good. 
 
Openness - Most people in the United States are very open with their ideas and 
opinions.  People share their feelings about other people more openly than in 
other countries.  Some people may feel this is rude and insensitive, however 
Americans view this as being honest. 
 
Self-improvement – Most Americans strive to improve themselves in all 
aspects of their lives, especially in their professional careers.  An example of this 
behavior is clear by the number of “self-help” and “do it yourself”’ books that 
Americans buy.  Most Americans view constructive criticism as a tool to help 
them improve themselves on the job, thus enriching their professional lives. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Sources: 
Kiss, Bow, or Shake Hands  by:  Terri Morrison, Wayne A. Conaway, and George a. Borden Ph.D. 
American Ways  by:  Gary Athens 
Living in the USA  by:  Alison R. Lanier 
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Critical Incident 
 
Introduction: 
In the following critical incident, an employee takes an employee evaluation as a 
personal attack on her performance at work.  She is not familiar with the concept 
of employee evaluations and is hurt and offended by the constructive criticism 
given by her employer. 
 
 
Materials 
• Copies of critical incident and questions for discussion 
 
Time: 
20 minutes 
 
Procedure: 
1. Tell learners you are about to read a hypothetical situation (critical incident) 

in a workplace in the United States. 
2. Go over any vocabulary that may cause trouble before you read the critical 

incident. (see suggested list) 
3. Read critical incident while learners follow along. 
4. Check for comprehension.  
5. Review questions for discussion. 
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Vocabulary and Language Review 
 
evaluation  dependable  problem solver  hard worker  
 
suggested  closing the register  upset   decided 
 
 
 
Critical Incident 
 
Carmen works at a local fast food restaurant.  Friday morning, her supervisor 
asked her to come to her office for an evaluation.  Carmen went into the office 
and sat down.  Carmen's supervisor took out a piece of paper and began to talk 
to Carmen about her work.   
 
She told Carmen that she was a dependable employee and that she always came 
to work on time.  She also said that Carmen was a hard worker and a good 
problem solver.  However, she told Carmen that she spent too much time closing 
the registers at night.  She suggested that Carmen ask for help if she needed 
help at night.  Carmen's supervisor also suggested that she sweep behind the 
register at night before she left the restaurant.   
 
Carmen was very upset after the meeting.  She felt that she wasn't doing a good 
job at work.  Because of the evaluation, Carmen decided that she should look for 
a new job. 
 
 
 
 
Questions for discussion: 
 
1. Why do you think the supervisor gave Carmen a review? 
2. Do you think other employees received reviews from the supervisor? 
3. Why do you think Carmen was upset? 
4. Do you think Carmen was doing a bad job at work? 
5. Do you think Carmen should look for another job? 
6. Have you ever had a performance review? 
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New Language and Vocabulary  
 

Asking for feedback 

How is my performance at work? 

What suggestions can you make? 

How can I improve my work? 

What do you think are my strengths? 

What do you think are my weaknesses? 

Offering constructive criticism 

Can I make a suggestion? 

Can I offer my opinion? 

Would you mind if I make a comment? 

You might want to ……… 

I think you are very good at……… 

I think one of your strengths is……… 

An area of opportunity is……… 

I'd like to offer some advice. 

Responding to constructive criticism 

Thank you for your suggestions. 

Thank you for your honesty. 

I appreciate you openness. 

Thank you for telling me. 

I didn't realize that.  I'll work on it. 

I'll do my best. 

I'll see what I can do about that. 

Giving explanations 

Can I explain what really happened? 

I think I can explain what happened. 

I'd like to explain my side of the story. 
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Cross-cultural Encounter #1 - "The Employee Review" 
 
Introduction: 
The first dialog presents a situation in which an employee, unfamiliar with the process 
of employee evaluations, mistakes the evaluation for some form of disciplinary action.  
The employee assumes that because she did not follow certain procedures, her 
performance is unsatisfactory.  However, this is not the case.  The employer is simply 
making a suggestion and explaining workplace procedures that must be followed. 
 
Materials: 
Copies of dialog 
Extra copies of new language and vocabulary 
 
Time: 
20 - 30 minutes 
 
Procedure: 
1. Go over the setting of the dialog. 
2. Ask two volunteers to read the dialog. 
3. Check for comprehension and review any unfamiliar vocabulary. 
4. Go over questions for discussion. 



 

203 

5.  
Vocabulary 
 
server   attendance  clean-up work  punctual 
 
appreciate  sanitary  a cold  call in sick  prefer  
 
 
Dialog Setting 
Erika works as a server at the hospital cafeteria.  She is in her supervisor's office for a 
six-month employee review.  Erika feels uncomfortable about the review. Pedro is her 
supervisor. 
 
Pedro: Erika, thanks for coming to talk to me.  I just need a few minutes to 

review your six-month employee evaluation. 
 
Erika:  Is everything ok? 
 
Pedro: Oh, yes.  I just have a few comments.  First, your attendance is excellent.  

I've noticed that you haven’t missed one day of work.   
 
Erika:  Yes, my job is very important. 
 
Pedro: Also, you're very punctual.  You're never late for your shift.  This is 

important because the cafeteria is a very busy place.  I also appreciate all 
the hard work you do.  You do extra clean-up work and the food line is 
always clean and sanitary. 

 
Erika:  Thank you. 
 
Pedro: There is one thing I want to talk to you about.  I noticed last month you 

had a cold for about a week. 
 
Erika:  Yes, it's been very cold this winter.  I guess I was a little sick. 
 
Pedro: Well, if you're sick, we prefer that you stay home.  It's important that we 

don't come to work if we're sick.  We might get other patients sick or 
other employees.  It's okay for you to call in sick if you don't feel well. 

 
Erika:  Well, I really need to work.  That's why I came to work. 
 
Pedro: I know.  You're very dependable but we must follow safety rules.   
 
Erika:  I'm sorry.  Will I be able to come back to work? 
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Questions for discussion 
 
1. Why do you think Erika asked if she could come back to work? 
2. Do you think Pedro was angry at Erika? 
3. Why did Erika feel uncomfortable? 
4. What was good about the evaluation? 
5. What did Erika need to change? 
6. Do you think Erika might lose her job? 
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Cross-cultural Encounter #2 - What's wrong with my work? 
 
Introduction: 
This dialog is an example of misunderstanding "constructive criticism".  The employee 
becomes defensive about a suggestion made by another employee.  Instead of 
interpreting the comment as "constructive criticism", the employee takes the statement 
as a personal attack on his performance on the job. 
 
Materials: 
• Copies of dialog 
• Extra copies of new language and vocabulary 
 
Time: 
20 - 30 minutes 
 
Procedure: 
1. Go over the setting of the dialog. 
2. Ask two volunteers to read the dialog. 
3. Check for comprehension and review any unfamiliar vocabulary. 
4. Go over questions for discussion. 
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Vocabulary 
 
efficient  complained  work out  fault   
 
the system  misunderstanding  upset   

 
 
Dialog Setting  
Vera and Pedro are talking in the cafeteria.  Vera is Pedro's co-worker.  Pedro works in 
the receiving department at the hospital.  He is responsible for distributing materials to 
the different departments in the hospital.  Vera works in the same department. 
 
Vera:  Pedro, I want to talk to you about something. 
 
Pedro: Sure, what is it? 
 
Vera: Well, a couple departments in the hospital complained the other day.  

They said they received their materials late.  Maybe we could work out a 
new system.  Do you have any ideas? 

 
Pedro: It wasn't my fault.  I always get the materials there on time.  You should 

talk to the other workers.  I’m not responsible for these mistakes. 
 
Vera: Please don't be upset.  I know you are a very good worker.  Maybe there 

was a misunderstanding.  Let's try to come up with a solution. 
 
Pedro: Do you think I make mistakes on the job?   
 
Vera: Not at all.  I just think we might need to change the system to make it 

more efficient. 
 
 
 
Questions for discussion 
 
1. Do you think Pedro is in trouble? 
2. Do you think Vera doesn't like Pedro? 
3. Do you think Pedro was angry that Vera made a suggestion? 
4. Do you think Vera is unhappy with Pedro's work? 
5. What was Vera's constructive criticism? 
6. How do you feel when someone offers you "constructive criticism"? 
7. Do you think it is okay to give other workers suggestions? 
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Cultural Learning Activity #1 - "Performance Reviews" 
 
Introduction: 

The purpose of this activity is to introduce learners to an actual performance review.  Before 
starting the activity, discuss the importance and purpose of performance reviews.  Ask learners if 
anyone has ever had a performance review.  If so, how was it?  What kind of information was on 
the review?  Did they feel comfortable?  Why or why not?  Has anyone had a performance review 

in their country? 
 
Materials: 
• Copy of the performance review included or of any other performance review. 
 
Time: 
45 – 60 minutes 
 
Procedure: 
Part One  
1. Put learners into groups of two or three. 
2. Distribute one performance review to each participant.   
3. Ask learners to go through performance review and circle any words they do not 

understand. 
4. Give them a few minutes to read the evaluation.  When everyone is done, have 

learners list the words they circled.   
5. Write responses on the board.  Encourage learners to help each other define the 

terms. 
6. Go through the questions.  Ask volunteers to read and explain each question on 

the review. 
 
Part Two 
1. Ask learners to think of a job they have had in the past or a job they have right 

now. 
2. Ask each learner to go through the evaluation and evaluate his or her own 

performance on the job. 
3. Once learners have had a chance to answer each question, ask each learner to 

total and average his or her own score. 
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Questions for discussion: 
 
1. What was your average score? 
2. Which items did you rate yourself a 5?  Why? 
3. Which numbers did you rate yourself a 3 or lower?  Why? 
4. What could you do to improve your performance in these areas? 
5. What do you think your employer would say about your performance on the job? 
6. Do you think there are any areas in which you could improve?  What are these 

areas? 
7. How do you think an employee review can help you in your job? 
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Statewide Office Technologies 
 

Employee Evaluation Form 
 
Name: ________________________ Date of evaluation: __________ 
 
Position: _______________________ Date of Hire: _________ 
 

 
SCALE:  
5 = excellent 4 = above average 3 = average 2 = below 1 = poor performance 
 
 
CATEGORY 
 

 
SCORE 

 
COMMENTS 

1. Attendance:  works assigned work schedule 

and follows personnel policies for reporting 

absences. 

 

  

2   Punctuality:  reports to work on time. 

 

 

   

3.   Work organization:  is able to meet work 

deadline, completes work within expected timeframe. 

 

  

4.   Quality of work:  performs duties as outlined in 

job description. 

 

  

5.   Quantity of work:  performs adequate amount 

of work. 

  

6.   Team Player:  works effectively with co-workers 

and supervisors. 

  

7.   Initiative:  works independently with minimal 

supervision. 

  

8.   Problem identification and solution:  can 

identify problem and offers solutions. 

  

9.   Communication Skills:  has good verbal and 

written communication skills.  Uses appropriate 

language. Knows how to listen. 

  

10 Job Knowledge:  can work independently 
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11.  Attitude:  is respectful of other people, has a 

positive attitude toward company and job 

responsibilities. 

  

12.  Behavior:  is polite, positive, honest, flexible, 

completes assignments, is not bossy, doesn't gossip, 

follows chain of command and is not distracted by 

personal problems. 

  

13.  Safety habits:  performs all assigned duties in 

a safe manner. 

  

14.  Safety procedures:  follows facility fire and 

disaster procedures. 

  

15.  Safety reporting:  follows procedures in 

reporting incidents and accidents including breakage 

or damage of company property. 

  

16.  Housekeeping practices:  demonstrates good 

housekeeping practices throughout the facility 

including break areas. 

  

17.  Appearance and Hygiene:  Practices good 

personal hygiene.  Is neat and clean in appearance. 

  

18.  Facility meetings:  attends and participates in 

staff meetings. 

  

 Total: Average Score:  

(total score divided by 18) = _________ 

 

Comments: 
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SCALE 
 
 
72 - 90 =  Far exceeds 
54 - 71 = Above average 
36 - 52 = Average 
18 - 35 = Below average 
0 - 17 = Poor performance 
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Cultural Learning Activity #2 - "Choosing the Best Words" 
 
Introduction: 

Now that the learners have had the opportunity to practice giving constructive criticism, they 
should be able to appropriately respond to constructive criticism aimed at their own performance.  

In this activity, the participants will respond to criticism aimed at their own performance in a 
hypothetical work situation.  

 
Materials: 
• Handout – "Choosing the Best Words" 
• Overhead of constructive comments. 
 
Time: 
45 minutes 
 
Procedure: 
 
Step One 
1. Talk about constructive criticism and how to respond to another person's criticism 

of your own performance. 
• Has anyone ever criticized your performance at work? 
• Was the person a co-worker or a supervisor? 
• Did it make you angry? 
• What did you say? 

2. Put learners in groups of three. 
3. Give each group a copy of the worksheet. 
4. Ask each group to go through each item and chose the most constructive 

comment. 
5. When the groups have had enough time to choose, go over the groups decisions. 
 
Step Two 
1. Now that the learners have chosen good constructive comments, ask each group 

to come up with a response for each constructive comment. "what would an 
employee say to that comment?" 

2. You can do this as a whole class or in individual groups. 
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"Choosing the Best Words" 

Directions:  Look at each group of comments.  Chose the most constructive comment 
for each group. 
 

 
1. a.  You never talk with people at work. 
 b.  I wish you would talk with people at work. 
 c.  Maybe you could talk more with people at work. 
 
2. a.  It is important that you use the time clock. 
 b.  Use the time clock.  It's a rule. 
 c.  You don't use the time clock. 
 
3. a.  You always ask the same questions. 
 b.  Why do you ask the same question every day? 

c.  I've noticed you ask the same question each day.  Do you need help? 
 
4. a.  Keep your personal life to yourself. 
 b.  It's better not to talk about personal problems at work. 
 c.  Don't talk about your personal life at work. 
 
5.   a.  I need you to report all problems to your supervisor. 
 b.  Why don't you report problems to your supervisor? 
 c.  You never report problems to the right person. 
 
6.   a.  You don't use the right safety gear. 
 b.  It is important that you always use your safety gear. 
 c.  You don't follow safety rules. 
 
7.   a.  I like your perfume, but some people might have an allergy. 
 b.  Don't wear so much perfume. 
 c.  People don't like your perfume. 
 
8.  a.  We like employees to talk at the meetings. 
 b.  Why don't you talk at the meetings? 
 c.  You never talk at the meetings.  What's wrong with you? 
 
9. a.  You don't take your breaks at the right time. 
 b.  It is important to take your breaks on time. 
 c.  You have to take breaks that I schedule. 
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Cultural Learning Activity #3 - Cloze Exercise 
 
Introduction: 
In this activity, learners will begin to practice new language they have learned 
throughout this unit. The goal is to practice new ways of responding to constructive 
criticism. 
 
Materials: 
Extra copies of the New Language and Vocabulary Sheet 
Copy of the Cloze Exercise 
 
Time: 
20 minutes 
 
Procedure: 
1. Discuss the issue of responding to constructive criticism. 
2. What was wrong with Pedro's response to Vera's comment in the dialog? 
3. Did Pedro respond well to Vera's constructive criticism? 
4. What can happen when an employee gets defensive about a constructive comment? 
5. Brainstorm different ways to respond to constructive criticism in the workplace. 
6. Write responses on the board. 
7. Encourage learners to use the New Language and Vocabulary Sheet for help. 
8. Put learners in groups of two. 
9. Pass out one copy of the cloze exercise to each group. 

10. Ask learners to change the dialog so Pedro responds more appropriately to the 
constructive criticism. 

11. When finished, ask groups to role-play individual dialogs in front of the class. 
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Directions:  Change the dialog between Vera and Pedro.  Help 
Pedro change his response to Vera's comments.  
 

 
 
Vera: Pedro, I want to talk to you about something. 
 
Pedro: Sure, what is it? 
 
Vera: Well, a couple departments in the hospital complained the 

other day.  They said they received their materials late.  Maybe 
we could work out a new system.  Do you have any ideas? 

 
Pedro: ____________________________________________ 
 ______________________________________ 
 ______________________________________ 
 ______________________________________ 
 
Vera: _____________________________________________ 
 _______________________________________ 
 _______________________________________ 
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Cultural Learning Activity #4 - "Organizational Values" 
 
Introduction: 
This activity is especially practical for on-site programs using this curriculum.  The 
activity is designed to help learners identify the important values of their particular 
workplace.  The idea is to have learners analyze an employee evaluation form from 
their company or organization.  If available, it is best to use the actual employee 
evaluation the employer uses.  If this information is not available or non-existent, a 
sample is included at the end of the directions. 
 
Materials: 
• Copies of actual employee evaluation forms  
• Butcher paper and markers 
• White board  
 
Time: 
30 – 45 minutes 
 
Procedure: 
1. Write the following list of U.S. workplace values across the top of the board. Leave 

enough room to make notes under each value. You may want to list these on 
butcher paper so you can save and document the information (add to or delete 
from the list as appropriate for your class) 

 
[productivity, directness, time, equality, progress, individualism, teamwork, 
informality, privacy, change and progress, goodness of humanity (being nice to 
people), achievement, assertiveness, orientation toward future, honesty] 

 
2. Hand out employee evaluation form.  If you are teaching in the workplace, try to 

obtain an actual employee evaluation form that is used at the site. 
3. Have volunteers read questions on the evaluations one at a time 
4. After each question, go over vocabulary and check for comprehension 
5. List all new language on the board and encourage learners to list new words on 

their "New Language and Vocabulary" handout. 
6. Debrief each question by discussing why this might be important in the workplace. 
7. List ideas.  
8. Then ask the learners to place each question under a value.  The question may not 

correspond to any of the values, so the group may want to add values to the 
original list. 

9. Repeat the previous steps with each question on the evaluation form. 
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Questions for discussion: 
 
1. What did you learn about the workplace values in the U.S.? 
2. Do you agree with these values? 
3. Are any of these values similar to workplace values in your countries? 
4. Why is it important to understand the values of the workplace where you work? 
5. How might you get more information about the values in your workplace? 
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Expansion and Assessment Activities 
 
Pre and Post Comparison  
• Revisit the ideas and/or feelings generated from the “Setting the Stage” activity.  

You can either hang up the ideas generated on the butcher paper or list the ideas 
and feelings the learners had expressed on the board. 

• Ask learners if they still feel the same way about the good and the bad. 
• Cross out any of the responses they wish to change and add any new feeling they 

come up with. 
 
True / False checklist 
This tool is used to assess the learners understanding of common practices in the U.S. 
regarding constructive criticism on the job.  This checklist can be given at the beginning 
of the chapter as a pre-evaluation of learner knowledge as well as at the end of the 
chapter to assess understanding of constructive criticism in the U.S. workplace. (see the 
checklist that follows) 
 
Constructive Comments  
Have students complete worksheets in groups of two or three.  Learners will change the 
negative feedback to a constructive comment.  
 
Constructive Criticism and Employee Evaluations 
• Ask learners to get into groups of two. 
• Give each group one copy of the completed employee evaluation form. (included at 

the end of the unit) 
• Ask students to do a role-play of an employee receiving an evaluation.  The 

employer must give constructive criticism based on the comments on the evaluation.  
 
Cultural Dialog Journal 
Possible journal questions: 
1. Do you think an employee evaluation / review is a positive or a negative thing?  

Why? 
2. Have you ever had a negative review in the workplace?  How did you feel about it? 
3. Would you be nervous if you had an evaluation in the workplace?  Why or why not? 
4. Would you feel comfortable offering constructive criticism to a co-worker?  Why or 

why not? 
 
Additional Resources: 
Cross-cultural Dialogs  by:  Craig Storti 
Page 47 - Dialog #32 – "Performance Evaluation" 
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Constructive Criticism in the Workplace 

 

Directions:  Read each statement.  Decide if the statement is true or false in the U.S. 
workplace. 

 
1.  In the U.S. an employee only gets an evaluation when they are 
doing something wrong. 
 
 

 True 
 False

2.  In an employee evaluation, the boss tells the worker what they are 
doing well.   
 
 
 

 True 
 False

3.  In an employee evaluation, the boss tells the worker what they can 
do better. 
 
 
 

 True 
 False

4.  In the  U.S. you shouldn't make suggestions to your co-worker 
about how they can improve on the job. 
 
 
 

 True 
 False

5.  In the U.S. most people get fired if they have one bad evaluation. 
 
 
 

 True 
 False

6.  In the U.S. you can't ask your boss how you are doing on the job. 
 
 
 

 True 
 False

7.  In the U.S. many companies have a probationary period. 
 
 
 

 True 
 False
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8.  In the U.S. if workers have a problem at work, they don't talk 
about it to the supervisor. 
 
 
 

 True 
 False

9.  In the U.S. people don't like to get constructive criticism on the 
job. 
 
 

 True 
 False

10.  In the U.S. it is okay to make suggestions at work.  True 
 False
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Constructive Comments 
 
 

           
Not a constructive Comment Constructive Comment 
You don't finish your work fast enough. 
 
 
 

 

You don't record your overtime. 
 
 
 

 

You always ask if your work is right. 
 
 
 

 

You take too long to pass out the mail. 
 
 
 

 

Don't talk about your personal problems. 
 
 
 

 

You don't report problems. 
 
 
 

 

You don't use safety gear. 
 
 
 

 

You don't write accident reports. 
 
 
 

 

You wear too much perfume. 
 
 
 

 

You don't talk at staff meetings. 
 
 
 

 

You don't take your scheduled breaks. 
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Statewide Office Technologies 
 

Employee Evaluation Form 
 
Name: ______Anna Golding______ Date of evaluation:  May 15, 2000     
 
Position: _____Office Assistant______ Date of Hire:   May 13, 1998     
 

 
SCALE:  
5 = excellent 4 = above average 3 = average 2 = below 1 = poor performance 
 
 
CATEGORY 
 

 
SCORE 

 
COMMENTS 

Attendance:  works assigned work schedule and 

follows personnel policies for reporting absences. 

 

 

 

4 

 

Punctuality:  reports to work on time. 

 

 

 

5 

  

Work organization:  is able to meet work deadline, 

completes work within expected timeframe. 

 

 

3 

Stays late to finish work.  
Takes too long to pass out the 
mail.  Doesn't record overtime 

Quality of work:  performs duties as outlined in job 

description. 

 

 

2 

does jobs not assigned. 

Quantity of work:  performs adequate amount of 

work. 

4  

Team Player:  works effectively with co-workers and 

supervisors. 

5  

Initiative:  works independently with minimal 

supervision. 

2 frequently asks if work is okay 

before going home. 
Problem identification and solution:  can identify 

problem and offers solutions. 

4  

Communication Skills:  has good verbal and 

written communication skills.  Uses appropriate 

language. Knows how to listen. 

4  
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Job Knowledge:  can work independently 

 

4  

Attitude:  is respectful of other people, has a 

positive attitude toward company and job 

responsibilities. 

4  

Behavior:  is polite, positive, honest, flexible, 

completes assignments, is not bossy, doesn't gossip, 

follows chain of command and is not distracted by 

personal problems. 

2 Talks about personal 

problems at work.  

Doesn't report problems to 

direct supervisor.  
Safety habits:  performs all assigned duties in a 

safe manner. 

2 Doesn't use safety gear when 

using chemicals. 
Safety procedures:  Follow facility fire and disaster 

procedures. 

4  

Safety reporting:  follows procedures in reporting 

incidents and accidents including breakage or 

damage of company property. 

3 Doesn't fill out paperwork for 

accidents 

Housekeeping practices:  demonstrates good 

housekeeping practices throughout the facility 

including break areas. 

5  

Appearance and Hygiene:  Practices good 

personal hygiene.  Is neat and clean in appearance. 

3 Sometimes wears strong 

perfume. 
Facility meetings:  attends and participates in staff 

meetings. 

3 Doesn't speak up at meetings.

 Total: 

63 

Average Score:  

(total score divided by 18) = __3.5_ 

 

Comments: 
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72 - 90 =  Far exceeds 
54 - 71 = Above average 
36 - 52 = Average 
18 - 35 = Below average 
0 - 17 = Poor performance 
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Notes:
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Chapter 5 – Comments 
Activity 

 
Things that worked Things that didn't 

work 
Changes for next time Student progress and other 

comments 
Setting the stage  

 
 
 
 

  

Cross-cultural 
comparison 

  
 
 

  

General Practices  
 

 
 
 

  

Critical Incident  
 

 
 
 

  

New Language and 
Vocabulary 

  
 
 

  

Cross-cultural 
Encounter #1 

  
 
 

  

Cross-cultural 
Encounter #2 

  
 
 

  

Cultural Learning 
Activity #1 

  
 
 

  

Cultural Learning 
Activity #2 

  
 
 

  

Cultural Learning 
Activity #3 

  
 
 

  

Cultural Learning 
Activity #4 

  
 

  

Extension and  
Assessment 
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