In Company
Pre-Intermediate
(Second Edition)

SYLLABUS

Area: Foreign Languages (English)

UNIT 1
Introductions
OBJECTIVES

Throughout this unit, the student will be able to achieve the following aims:

· Learn to introduce themselves.

· Study the use of the Present Simple and the Present Continuous.

· Learn vocabulary for describing companies and words to do with computers.

· Look at some key vocabulary associated with Human Resources.
· Listen to an extract from a Human Resources training course in which the participants introduce themselves.
· Read a text about social networking on Facebook.
· Look at one person’s Facebook page and discuss whether such sites can be useful for people in business.
· Listen to an extract from a radio programme and complete a company profile.
· Work on collocations which are useful when talking about companies.
· Complete a word-building exercise with important business vocabulary.

· Discuss ideas for a new start-up company.

· Question each other about their new companies and write descriptions.
· Evaluate the progress done till this point by completing the activities of the Language links section so as to participate in the learning process.  

CONTENTS

Listening

· Listen to a Human resources training course and note down the words mentioned.
· Listen and complete a chart with the correct information.
· Listen to an extract from a radio programme talking about a company and complete the details in a company profile.
· Listen and complete some sentences about a company profile.
Speaking

· Prepare and give a mini-presentation introducing themselves to the rest of the class using the phrases learnt.
· Work in groups talking about training courses.
· Work in pairs discussing questions about Facebook.
· Ask personal questions to a partner.
· Work in groups talking about social networking sites.

· Discuss with a partner their ideas for their own start-up in a new company.
Reading

· Read a quote about training being a waste of time.
· Match some words to do with training with their definitions.
· Read a text about Facebook and match some words and phrases with their definitions.

· Look at a Facebook page and answer some questions.
· Match some sentences from a company profile to the correct descriptions.
· Read the Phrase Bank section about describing your work.
Writing

· Complete some phrases with the appropriate words from a listening text.
· Write questions for some answers.

· Combine verbs with the words given to make as many different combinations as possible.

· Use some collocations to complete sentences.

·  Complete some sentences using the correct form of the business words given.
· Complete a table with their ideas for their own start-up in a new company and their partner’s start-up.

· Write a description of their new partner’s company using a framework.
· Complete the grammar and vocabulary exercises of the Language Links section so as to revise the contents learnt in the unit.
Language knowledge and use

Linguistic knowledge:

· Grammar

· Present Simple 
· Present Continuous
· Vocabulary

· Describing your work
· Computers and the Internet

· Pronunciation
· Students learn the right pronunciation in English through the Listening activities, and the use of the Audio CDs.

· Students also practice their pronunciation in English through the Speaking activities.

Learning reflection:
· Reading a description of Facebook and a Facebook page
· Making a presentation about themselves

· Listening to introductions at a training course
· Asking for personal information
· Discussing social networking sites

· Listening to a company profile

· Discussing ideas for start-ups

· Reviewing and reflecting on learning.

BASIC COMPETENCES
	Basic Competence
	Page
	Activity
	Evaluation Criteria

	C1
	Linguistic communicative competence.
	SB page 6
	All the activities of the unit use the language as an instrument of communication. Ex. Talking about training courses.
	Show interest in learning English



	C2
	Mathematical competence.
	
	
	

	C3
	Knowledge of and interaction with the physical world.
	SB pages 7-8
	Students read texts with references to the social dimensions of social network sites such as Facebook.
	Express curiosity in learning about Social Science in English.

	C4
	Competence in information and communication technologies
	SB page 6

	CD-Rom and website activities: www.businessenglishonline.net
There’s also a reference to a webpage at the beginning of the unit: www.management-issues.com
	Feel pleasure in using new technologies in order to revise and extend what they have learnt.

	C5
	Social and civil competence.


	SB pages 7-8

	Consumer Education: Have a critical attitude and do a moderate use of social networking sites such as Facebook. 
	Be critical towards the consumer society.


	C6
	Cultural and artistic competence.
	SB page 9
	Students read a text with references to a company called Cobra Beer.
	Show pleasure in learning cultural facts.

	C7
	The competence of learning to learn.
	SB pages 11-12

	Students complete the Language Links section for Unit 1 evaluating their own work.


	Show interest in learning how to learn English.



	C8
	The competence of personal autonomy and initiative.
	
	Initiative to complete the CD-Rom activities by themselves.
	Be willing to listen to and interact with others. Have a positive attitude towards own ability to participate

in class activities.

	C9
	The emotional competence.

(Castilla la Mancha)
	SB page 10
	Students learn to work in groups respecting each other and admitting both their own success and their classmates’. Ex. working in pairs discussing ideas for their start-up in a new company.
	Enjoy group participation.

Show respect for others in the group.


Socio cultural aspects and intercultural  awareness

· References to social networking sites such as Facebook.

· Show interest in learning English and in the topic of the unit



· Positive attitude towards own ability to participate  in class activities 


· Willingness to review and reflect on own learning 



· Enjoyment in completing activities



LITERARY EDUCATION

· Assessment and active participation in literary activities in the classroom.

· Appreciation of literature as a source of pleasure showing criticism towards it.

· Development of reading autonomy.

E.g.:  Reading text: About Facebook 

CROSS-CURRICULAR ITEMS

· Social Science / IT: References to the implications of social networking.
ATTITUDES AND VALUES

· Politeness in the other language. 

· Effort with new vocabulary and structures.

· Interest and respect in the classmates’ opinions, mother tongue, accent, 
origin, etc. 

· Overcome mental blocking when meeting new people in the target 
language

· Attentive-assertive listening

· Use of  target language in class

MIXED-ABILITY ACTIVITIES

Consolidation activities:

· SB activities. Unit 1
· Self-study CD-ROM. Unit 1
· Phrase Bank. Unit 1
Extension activities:

· Additional material at the end of the SB.
· Resource materials of the TB for Unit 1: 60-second pitch / Answering machine
· Website In Company e-lessons (www.businessenglishonline.net). 
EVALUATION

1. EVALUATION RESOURCES

· Formative evaluation

· Classroom observation to check both individual and global progress

· Skills: reading, writing, speaking and listening exercises.

· Accumulative evaluation

· Language Links Section: Grammar and Vocabulary revision. Unit 1 
· Self evaluation

· Self-study CD-ROM. Unit 1
· Website In Company Tests (www.businessenglishonline.net): Quick Progress Test 1, Mid-course Test, End of course Test
2. EVALUATION CRITERIA

· Understand the general message of texts about networking sites, and identify relevant details in oral messages related with them. C1, C3, C4, C5. 
· Express himself/herself with fluency and using the right pronunciation - intonation in conversations about training courses. C1, C8.

· Write short texts in different supports, using the appropriate structures, functions and vocabulary, such as writing a description of a company. C1, C6, C8  
· Use consciously his/her linguistic knowledge in order to listen to a radio programme about a company profile. C1, C6, C8  
· Use information and communication technologies in a guided way in order to look for information by completing the CD-ROM and website activities. C1, C4, C8
· Analyze social aspects of Anglo-Saxon countries by comparing the use of Facebook in those countries with their own experiences. C1, C5, C6, C8

· Identify learning strategies used to progress in the learning process by completing the Language Links section for this unit. C1, C7, C8
UNIT 2
Woman at work
OBJECTIVES

Throughout this unit, the student will be able to achieve the following aims:

· Study the use of frequency expressions.

· Learn vocabulary about work, routines and discussing ideas.

· Look at a range of statistics about women in the workplace.
· Read a blog written by a top female executive who successfully combines her career with her family life.

· Examine the use of blogs in business and have a debate for and against the use of corporate blogs.

· Listen to two people talking about the demands of someone’s new job.

· Discuss the demands of their own job or that of someone they know.

· Examine how people balance work and leisure and reduce the amount of stress in their lives.

· Evaluate the progress done till this point by completing the activities of the Language links section so as to participate in the learning process.  




CONTENTS

Listening

· Listen to two people talking about blogs and answer some questions.
· Listen to a conversation between two friends talking about someone’s new job and answer some questions.

Speaking

· Discuss what they know about Fortune 500.
· Discuss the situation of working women in their own country.
· Discuss some questions about blogs with a partner.
· Talk in groups looking for arguments for and against blogs.
· Ask and answer questions about a new job with a partner.

· Discuss some questions about staying healthy and relaxing with a partner.
Reading

· Read a quotation about women leadership.
· Read a blog of a leading executive women and answer some questions.
· Read a text and underline all the frequency expressions.
· Read and complete a questionnaire about taking regular exercise.

· Read an article about staying healthy and relaxing and answer some questions.

· Read the Phrase Bank section about discussing ideas.
Writing

· Complete some statistics about working women on the USA.
· Add a frequency expression to some sentences so that they are true for them.
· Complete a chart about their working habits and their partner’s.
· Complete a dialogue about a new job using the questions given.

· Complete the grammar and vocabulary exercises of the Language Links section so as to revise the contents learnt in the unit.

Language knowledge and use

Linguistic knowledge:

· Grammar

· Expressing frequency
· Vocabulary

· Discussing and expressing opinion 
· Jobs

· Pronunciation
· Students learn the right pronunciation in English through the Listening activities, and the use of the Audio CDs.

· Students also practice their pronunciation in English through the Speaking activities.

Learning reflection:
· Reading  a blog description of a typical day
· Discussing blogs

· Reading an article about exercise and lifestyle

· Asking about work routines

· Listening to a conversation about someone’s new job

· Completing a questionnaire on exercise

· Discussing exercise and ways to relax

· Reviewing and reflecting on learning.

BASIC COMPETENCES

	Basic Competence
	Page
	Activity
	Evaluation Criteria

	C1
	Linguistic communicative competence.
	SB page 13
	All the activities of the unit use the language as an instrument of communication. Ex. Talking about working women in their country.


	Show interest in learning English



	C2
	Mathematical competence.
	SB page 13
	Students analyse a some statistics about working women in the USA.
	Be able to use mathematical concepts in English

	C3
	Knowledge of and interaction with the physical world.
	SB page 13
	Students read texts with references to role of women in the working society and compare the situation in their own country with the one in the USA.
	Express curiosity in learning about Social Science in English.

	C4
	Competence in information and communication technologies
	SB page 14
	CD-Rom and website activities: www.businessenglishonline.net
References to blogs in Internet.
	Feel pleasure in using new technologies in order to revise and extend what they have learnt.

	C5
	Social and civil competence.


	SB page 13

SB page 16
	Education for Sexual Equality: The whole unit is devoted to talk about working women and the need to reach equality between businessmen and businesswomen. 

Education for Health: the importance of taking exercise and learning to relax in order to avoid stress.
	Understand sexual equality in all fields.
Be willing to follow healthy habits.

	C6
	Cultural and artistic competence.
	SB page 16
	Students read a text with references to the book On the Joy of Laziness 
	Show pleasure in learning cultural facts.

	C7
	The competence of learning to learn.
	SB pages 17-18

	Students complete the Language Links section for Unit 2 evaluating their own work.


	Show interest in learning how to learn English.



	C8
	The competence of personal autonomy and initiative.
	
	Initiative to complete the CD-Rom activities by themselves.
	Be willing to listen to and interact with others. Have a positive attitude towards own ability to participate

in class activities.

	C9
	The emotional competence.

(Castilla la Mancha)
	SB page 16
	Students learn to work in groups respecting each other and admitting both their own success and their classmates’. Ex. working in pairs discussing ways to relax
	Enjoy group participation.

Show respect for others in the group.


Socio cultural aspects and intercultural  awareness

· References to the role of women in the working life.

· References to blogs.
· Show interest in learning English and in the topic of the unit



· Positive attitude towards own ability to participate  in class activities 


· Willingness to review and reflect on own learning 



· Enjoyment in completing activities



LITERARY EDUCATION

· Assessment and active participation in literary activities in the classroom.

· Appreciation of literature as a source of pleasure showing criticism towards it.

· Development of reading autonomy.

E.g.:  Reading texts: A day in the life of Sally McDermott / On the Joy of Laziness 
CROSS-CURRICULAR ITEMS

· IT: References to blogs.
· Education for Citizenship: the importance of understanding that both men and women are equally capable of succeeding in business.

ATTITUDES AND VALUES

· Politeness in the other language. 

· Effort with new vocabulary and structures.

· Interest and respect in the classmates’ opinions, mother tongue, accent, 
origin, etc. 

· Overcome mental blocking when meeting new people in the target 
language

· Attentive-assertive listening

· Use of  target language in class

MIXED-ABILITY ACTIVITIES

Consolidation activities:

· SB activities. Unit 2

· Self-study CD-ROM. Unit 2
· Phrase Bank. Unit 2
Extension activities:

· Additional material at the end of the SB.

· Resource materials of the TB for Unit 2: Ideal company / Working style
· Website In Company e-lessons (www.businessenglishonline.net). 
EVALUATION

1. EVALUATION RESOURCES

· Formative evaluation

· Classroom observation to check both individual and global progress

· Skills: reading, writing, speaking and listening exercises.

· Accumulative evaluation

· Language Links Section: Grammar and Vocabulary revision. Unit 2 
· Self evaluation

· Self-study CD-ROM. Unit 2
· Website In Company Tests (www.businessenglishonline.net): Quick Progress Test 1, Mid-course Test, End of course Test
2. EVALUATION CRITERIA

· Understand the general message of texts about businesswomen and about relaxing, and identify relevant details in oral messages related with them. C1, C3, C5, C8. 

· Express himself/herself with fluency and using the right pronunciation - intonation in conversations about the use of blogs. C1, C4, C8.

· Write short texts in different supports, using the appropriate structures, functions and vocabulary, such as writing about their working habits. C1, C6, C8  
· Use consciously his/her linguistic knowledge in order to listen to people talking about someone’s new job. C1, C8  
· Use information and communication technologies in a guided way in order to look for information by completing the CD-ROM and website activities. C1, C4, C8
· Analyze social aspects of Anglo-Saxon countries by comparing the statistics of working women in the USA with the ones in their own country. C1, C2, C5, C8

· Identify learning strategies used to progress in the learning process by completing the Language Links section for this unit. C1, C7, C8
UNIT 3

Telephone talk
OBJECTIVES

Throughout this unit, the student will be able to achieve the following aims:

· Learn about telephones in business.

· Study the use of indirect questions.

· Focus on telephone language.

· Practise saying numbers.
· Practise the use of indirect questions to sound more polite.

· Look at things that people find frustrating when they make phone calls.

· Read an interesting text on how much money companies lose because their staff are bad at handling calls.

· Discuss policies on phone use within their own company 

· Study some useful phrases to use when speaking on the telephone.

· Listen to a telephone conversation and complete a form.

· Role-play their own telephone conversations.

· Evaluate the progress done till this point by completing the activities of the Language links section so as to participate in the learning process.  


CONTENTS

Listening

· Listen to some extracts and write down the correct phone numbers.
· Listen and put some phrases in the correct order.
· Listen to six extracts from telephone calls and complete the missing phrases.

· Listen to a phone call and complete a form with all the details.
Speaking

· Discuss some questions about telephone numbers with a partner.

· Look at some prompts and practise telephone conversations.
· Practise a phone conversation asking for information about a sales conference.
· Talk about telephone frustrations with a partner.

· Answer questions related to phone calls and figures.
· Discuss the importance of telephone in business.
· Discuss questions about phone use policies with a partner.

· Role-play telephone conversations with a partner.
Reading

· Read a quotation about the use of telephone and the e-mail.
· Read a text about the important role of telephone in business and answer some questions.
· Read the Phrase Bank section about telephoning.
Writing

· Complete a dialogue using indirect questions.
· Look at a chart and rephrase some questions using indirect style.
· Complete a list of possible telephone frustrations using the verbs given.

· Match some words to make telephone expressions.
· Complete the grammar and vocabulary exercises of the Language Links section so as to revise the contents learnt in the unit.

Language knowledge and use

Linguistic knowledge:

· Grammar

· Indirect questions
· Vocabulary

· Telephone language
· Numbers

· Pronunciation
· Students learn the right pronunciation in English through the Listening activities, and the use of the Audio CDs.

· Students also practice their pronunciation in English through the Speaking activities.

Learning reflection:
· Reading an article about telephone skills
· Listening to different ways of saying numbers

· Using telephone skills

· Apologising on the phone

· Discussing telephone frustrations

· Conversation about an order

· Telephoning for information

· Reviewing and reflecting on learning.

BASIC COMPETENCES

	Basic Competence
	Page
	Activity
	Evaluation Criteria

	C1
	Linguistic communicative competence.
	SB page 21
	All the activities of the unit use the language as an instrument of communication. Ex. Discussing the importance of a good telephone use in business.
	Show interest in learning English



	C2
	Mathematical competence.
	SB page 21
	Students read sentences with percentages and figures about the use of telephone by companies.
	Be able to use mathematical concepts in English.

	C3
	Knowledge of and interaction with the physical world.
	SB page 19-23
	The whole unit is devoted to talk about the use of telephone and e-mail in business communication.
	Express curiosity in learning about Social Science in English.

	C4
	Competence in information and communication technologies
	SB page 19

	CD-Rom and website activities: www.businessenglishonline.net
There’s also a reference to a webpage at the beginning of the unit: www.computing.co.uk
	Feel pleasure in using new technologies in order to revise and extend what they have learnt.

	C5
	Social and civil competence.


	SB page 19-23
SB pages 19-20
	Consumer Education: Understand the importance of doing a moderate use of telephone also in business.

Moral and Civic Education: The importance of being polite when making questions.
	Be willing to follow moderate consumption  habits.

Show politeness in all situations.

	C6
	Cultural and artistic competence.
	SB page 19
	References to a Vodafone survey.
	Show pleasure in learning cultural facts.

	C7
	The competence of learning to learn.
	SB pages 24-25

	Students complete the Language Links section for Unit 3 evaluating their own work.


	Show interest in learning how to learn English.



	C8
	The competence of personal autonomy and initiative.
	
	Initiative to complete the CD-Rom activities by themselves.
	Be willing to listen to and interact with others. Have a positive attitude towards own ability to participate

in class activities.

	C9
	The emotional competence.

(Castilla la Mancha)
	SB page 23
	Students learn to work in groups respecting each other and admitting both their own success and their classmates’. Ex. role-playing phone conversations.
	Enjoy group participation.

Show respect for others in the group.


Socio cultural aspects and intercultural  awareness

· References to phone use in business.
· References to Vodafone.
· References to the use of e-mails at work

· Show interest in learning English and in the topic of the unit



· Positive attitude towards own ability to participate  in class activities 


· Willingness to review and reflect on own learning 



· Enjoyment in completing activities

LITERARY EDUCATION

· Assessment and active participation in literary activities in the classroom.

· Appreciation of literature as a source of pleasure showing criticism towards it.

· Development of reading autonomy.

E.g.:  Reading text: Ringing in the millions.
CROSS-CURRICULAR ITEMS

· Social Science/ IT: references to networking tools such as the telephone or the e-mail..
ATTITUDES AND VALUES

· Politeness in the other language. 

· Effort with new vocabulary and structures.

· Interest and respect in the classmates’ opinions, mother tongue, accent, 
origin, etc. 

· Overcome mental blocking when meeting new people in the target 
language

· Attentive-assertive listening

· Use of  target language in class

MIXED-ABILITY ACTIVITIES

Consolidation activities:

· SB activities. Unit 3
· Self-study CD-ROM. Unit 3
· Phrase Bank. Unit 3
Extension activities:

· Additional material at the end of the SB for Unit 3.

· Resource materials of the TB for Unit 3: Could you tell me…? / Telephone trouble
· Website In Company e-lessons (www.businessenglishonline.net).
EVALUATION

1. EVALUATION RESOURCES

· Formative evaluation

· Classroom observation to check both individual and global progress

· Skills: reading, writing, speaking and listening exercises.

· Accumulative evaluation

· Language Links Section: Grammar and Vocabulary revision. Unit 3 
· Self evaluation

· Self-study CD-ROM. Unit 3
· Website In Company Tests (www.businessenglishonline.net): Quick Progress Test 1, Mid-course Test, End of course Test
2. EVALUATION CRITERIA

· Understand the general message of texts about the importance of a good telephone use in business, and identify relevant details in oral messages related with them. C1, C5, C8.  
· Express himself/herself with fluency and using the right pronunciation - intonation in conversations about telephone frustrations. C1, C5, C8.

· Write short texts in different supports, using the appropriate structures, functions and vocabulary, such as writing a dialogue using indirect questions. C1, C5, C8 
· Use consciously his/her linguistic knowledge in order to listen to different telephone calls. C1, C5, C8  
· Use information and communication technologies in a guided way in order to look for information by completing the CD-ROM and website activities. C1, C4, C8
· Analyze social aspects of Anglo-Saxon countries by comparing company’s policies on phone use in those countries with the ones in the student’s own country. C1, C5, C6, C8

· Identify learning strategies used to progress in the learning process by completing the Language Links section for this unit. C1, C7, C8
UNIT 4

Asking questions 

Case Study: Internet use
OBJECTIVES

Throughout this unit, the student will be able to achieve the following aims:

· Discuss the topic of the unit: networking.

· Practise the kinds of questions that people ask when they are making small talk.

· Learn how to describe other people.

· Listen to people making small talk in a hotel bar.

· Complete questions that are asked in a conversation.

· Practise making their own questions to find out information about a colleague.
· Look at the results of a survey on Internet access at work and discuss about it.

· Read an article about nine council workers who were sacked for spending a long time on eBay while working.

· Simulate a meeting assuming different roles within a company and discuss their views on Internet use.

· Listen to a company director talking about her company’s e-mail and internet policy and discuss about it.

CONTENTS

Listening

· Listen to several conversations in a hotel bar and answer some questions.
· Listen and complete a chart with the questions asked in some conversations.
· Listen to conversations and number the lines in the correct order.
· Listen to a director talking about their e-mail and Internet policy and complete the missing information in the sentences given.
Speaking

· Have conversations about several people’s jobs using the information given.
· Practise similar conversations about someone they know.
· Discuss in groups about the use of Internet at work.
· Work in groups taking part in a meeting to decide on a policy for Internet use in a company.

Reading

· Read a quotation about conversations.
· Read a chart with expressions to make conversation in an international  meeting.
· Read a table with information about the jobs several people has had during the last years and have conversations about it.
· Read an article about a dismissal for using Internet at work and answer some questions.

Writing

· Write questions for the answers given.
· Replace some parts of a conversation with the expressions given.
· Fill in the gaps in some sentences according to a recording.
Language knowledge and use

Linguistic knowledge:

· Grammar & Vocabulary
· Revision of the language seen in units 1-3
· Pronunciation
· Students learn the right pronunciation in English through the Listening activities, and the use of the Audio CDs.

· Students also practice their pronunciation in English through the Speaking activities.

Learning reflection:
· Making conversation with new people

· Listening to conversations with new people

· Talking about other people

· Reading an article about Internet use at work

· Listening to an explanation of company’s internet use policy.

· Discussing policies for Internet use at work.

· Reviewing and reflecting on learning.

BASIC COMPETENCES

	Basic Competence
	Page
	Activity
	Evaluation Criteria

	C1
	Linguistic communicative competence.
	SB page 27
	All the activities of the unit use the language as an instrument of communication. Ex. Having conversations about someone’s jobs.
	Show interest in learning English



	C2
	Mathematical competence.
	SB page 28
	Students analyse a graph on a questionnaire about the use of Internet at work.
	Be able to use mathematical concepts in English

	C3
	Knowledge of and interaction with the physical world.
	
	
	

	C4
	Competence in information and communication technologies
	SB page 28
	CD-Rom and website activities: www.businessenglishonline.net
References to the use of Internet at work.
	Feel pleasure in using new technologies in order to revise and extend what they have learnt.

	C5
	Social and civil competence.


	SB page 28
	Moral and Civic Education: the importance of being honest at work doing a good use of tools such as Internet. 
	Be willing to behave in the correct way.

	C6
	Cultural and artistic competence.
	SB pages 26-27-28
	Students read texts with references to IBM, Guinness, the National bank of Poland.

References to eBay.
	Show pleasure in learning cultural facts.

	C7
	The competence of learning to learn.
	
	Students complete the website activities evaluating their own work.


	Show interest in learning how to learn English.



	C8
	The competence of personal autonomy and initiative.
	
	Initiative to complete the CD-Rom activities by themselves.
	Be willing to listen to and interact with others. Have a positive attitude towards own ability to participate

in class activities.

	C9
	The emotional competence.

(Castilla la Mancha)
	SB pages 26-29
	Students learn to work in groups respecting each other and admitting both their own success and their classmates’. 
	Enjoy group participation.

Show respect for others in the group.


Socio cultural aspects and intercultural  awareness

· References to the use of Internet at work.

· Show interest in learning English and in the topic of the unit



· Positive attitude towards own ability to participate  in class activities 


· Willingness to review and reflect on own learning 



· Enjoyment in completing activities



LITERARY EDUCATION

· Assessment and active participation in literary activities in the classroom.

· Appreciation of literature as a source of pleasure showing criticism towards it.

· Development of reading autonomy.

E.g.:  Reading text: Office workers dismissed for spending two hours a day on eBay.
CROSS-CURRICULAR ITEMS

· IT: References to people using internet at work visiting sites such as eBay.
ATTITUDES AND VALUES

· Politeness in the other language. 

· Effort with new vocabulary and structures.

· Interest and respect in the classmates’ opinions, mother tongue, accent, 
origin, etc. 

· Overcome mental blocking when meeting new people in the target 
language

· Attentive-assertive listening

· Use of  target language in class

MIXED-ABILITY ACTIVITIES

Consolidation activities:

· SB activities. Unit 4
· Self-study CD-ROM. Unit 4
Extension activities:

· Additional material at the end of the SB.

· Resource materials of the TB for Unit 4: Did you, really? / Cyberfacts
· Case Studies Glossary at the end of the SB.
· Website In Company e-lessons (www.businessenglishonline.net).
EVALUATION

1. EVALUATION RESOURCES

· Formative evaluation

· Classroom observation to check both individual and global progress

· Skills: reading, writing, speaking and listening exercises.

· Accumulative evaluation

· Case Study Section: Internet use. 
· Self evaluation

· Self-study CD-ROM. Unit 4
· Website In Company Tests (www.businessenglishonline.net): Quick Progress Test 1, Mid-course Test, End of course Test
2. EVALUATION CRITERIA

· Understand the general message of texts about conversations and Internet, and identify relevant details in oral messages related with them. C1, C4, C5, C8. 

· Express himself/herself with fluency and using the right pronunciation - intonation in conversations about the policy for Internet use in a company. C1, C5, C8.

· Write short texts in different supports, using the appropriate structures, functions and vocabulary, such as writing questions for conversations. C1, C8 
· Use consciously his/her linguistic knowledge in order to listen to conversations in a hotel bar. C1, C5, C8  
· Use information and communication technologies in a guided way in order to look for information by completing the CD-ROM and website activities. C1, C4, C8
· Analyze social aspects of Anglo-Saxon countries by comparing the use of e-mail and Internet in those countries with their own experience. C1, C4, C5, C6
UNIT 5

Company histories
OBJECTIVES

Throughout this unit, the student will be able to achieve the following aims:

· Learn how to describe the history of a company.

· Study the use of the Past simple and time expressions.
· Learn vocabulary about business verbs.

· Read about the history of Nintendo.

· Listen to a radio documentary on the history of the Internet and complete an article about it.

· Do more work on the structure of questions.

· Write a short presentation on the history of a company that they know.

· Evaluate the progress done till this point by completing the activities of the Language links section so as to participate in the learning process.  


CONTENTS

Listening

· Listen to the history of Nintendo and answer some questions.

· Listen to a radio documentary on the history of the Internet and answer to a quiz.
· Listen and number some events in the correct order.

Speaking

· Discuss the importance of entertainment software in the world economy.

· Ask a partner questions about Nintendo’s history using the past simple.

· In pairs, ask and answer questions about the history of the Internet using some prompts.
· Look at a chart and practise asking and answering questions with who and what.
· Work in groups talking about the Internet.
Reading

· Read a quotation about entertainment software.

· Read a text about the history of Nintendo and answer some questions.

· Read some grammar explanations about the use of who and what.
· Read the Phrase Bank section for talking about the past.

Writing

· Fill in the gaps in a text about the history of Nintendo with the appropriate words.

· Complete a table with the past simple of the verbs given according to their pronunciation.

· Write questions about Nintendo’s history using the past simple.
· Complete an article about the birth of the Internet with the past simple of the verbs given.
· Use the verbs and phrases given to make questions with when was the last time you…?
· Prepare a short presentation about a company they know following some guidelines.
· Complete the grammar and vocabulary exercises of the Language Links section so as to revise the contents learnt in the unit.

Language knowledge and use

Linguistic knowledge:

· Grammar

· Past Simple
· Vocabulary

· Time expressions
· Business verbs

· Talking about the past

· Pronunciation
· Students learn the right pronunciation in English through the Listening activities, and the use of the Audio CDs.

· Students also practice their pronunciation in English through the Speaking activities.

Learning reflection:
· Completing a quiz about the history of the Internet.

· Reading a timeline describing history of Nintendo

· Discussing personal experience of Internet

· Reading an article about the birth of the Internet.

· Making a presentation about a company’s history.

· Listening to a documentary on the history of the Internet.
· Reviewing and reflecting on learning.

BASIC COMPETENCES

	Basic Competence
	Page
	Activity
	Evaluation Criteria

	C1
	Linguistic communicative competence.
	SB page 30
	All the activities of the unit use the language as an instrument of communication. Ex. Discussing the effects of entertainment software companies in their country’s economy .
	Show interest in learning English



	C2
	Mathematical competence.
	
	
	

	C3
	Knowledge of and interaction with the physical world.
	SB page 32
	Students read a text about the history of the Internet.
	Express curiosity in learning about History in English.

	C4
	Competence in information and communication technologies
	SB pages 30-36


	CD-Rom and website activities: www.businessenglishonline.net
References to the Internet and video games companies such as Nintendo.
	Feel pleasure in using new technologies in order to revise and extend what they have learnt.

	C5
	Social and civil competence.


	SB page 30-32

	Consumer Education: The importance of doing a moderate use of video games and of the Internet.
	Be willing to have a critical attitude towards consumption habits.

	C6
	Cultural and artistic competence.
	SB page 36
	Students read a text with references to Yahoo!
	Show pleasure in learning cultural facts.

	C7
	The competence of learning to learn.
	SB pages 35-36

	Students complete the Language Links section for Unit 5 evaluating their own work.


	Show interest in learning how to learn English.



	C8
	The competence of personal autonomy and initiative.
	
	Initiative to complete the CD-Rom activities by themselves.
	Be willing to listen to and interact with others. Have a positive attitude towards own ability to participate

in class activities.

	C9
	The emotional competence.

(Castilla la Mancha)
	SB page 34
	Students learn to work in groups respecting each other and admitting both their own success and their classmates’. Ex. working in pairs doing a presentation about a company.
	Enjoy group participation.

Show respect for others in the group.


Socio cultural aspects and intercultural  awareness

· References to the history of Nintendo.

· References to the history of the Internet.
· References to yahoo!.

· Show interest in learning English and in the topic of the unit



· Positive attitude towards own ability to participate  in class activities 


· Willingness to review and reflect on own learning 



· Enjoyment in completing activities



LITERARY EDUCATION

· Assessment and active participation in literary activities in the classroom.

· Appreciation of literature as a source of pleasure showing criticism towards it.

· Development of reading autonomy.

E.g.:  Reading texts:  Nintendo / Birth of the Internet.
CROSS-CURRICULAR ITEMS

· IT: References to the history of video game companies such as Nintendo and references to the birth of the Internet.
ATTITUDES AND VALUES

· Politeness in the other language. 

· Effort with new vocabulary and structures.

· Interest and respect in the classmates’ opinions, mother tongue, accent, 
origin, etc. 

· Overcome mental blocking when meeting new people in the target 
language

· Attentive-assertive listening

· Use of  target language in class

MIXED-ABILITY ACTIVITIES

Consolidation activities:

· SB activities. Unit 5
· Self-study CD-ROM. Unit 5
· Phrase Bank. Unit 5
Extension activities:

· Additional material at the end of the SB.

· Resource materials of the TB for Unit 5: The rise and fall of Enron
· Website In Company e-lessons (www.businessenglishonline.net). 
EVALUATION

1. EVALUATION RESOURCES

· Formative evaluation

· Classroom observation to check both individual and global progress

· Skills: reading, writing, speaking and listening exercises.

· Accumulative evaluation

· Language Links Section: Grammar and Vocabulary revision. Unit 5 
· Self evaluation

· Self-study CD-ROM. Unit 5
· Website In Company Tests (www.businessenglishonline.net): Quick Progress Test 1, Mid-course Test, End of course Test
2. EVALUATION CRITERIA

· Understand the general message of texts about video games companies, and identify relevant details in oral messages related with them. C1, C4, C6, C8. 

· Express himself/herself with fluency and using the right pronunciation - intonation in conversations about the history of the Internet. C1, C3, C4, C8.

· Write short texts in different supports, using the appropriate structures, functions and vocabulary, such as writing a presentation about a company. C1, C6, C8  
· Use consciously his/her linguistic knowledge in order to listen to a radio documentary. C1, C6, C8 

· Use information and communication technologies in a guided way in order to look for information by completing the CD-ROM and website activities. C1, C4, C8
· Analyze social aspects of Anglo-Saxon countries by comparing the effect of the video game industry in the economy of those countries with the ones in the student’s own country. C1, C3, C6, C8

· Identify learning strategies used to progress in the learning process by completing the Language Links section for Unit 5. C1, C7, C8
UNIT 6

Correspondence
OBJECTIVES

Throughout this unit, the student will be able to achieve the following aims:

· Learn about business correspondence, working particularly on e-mails.

· Study the use of will for unplanned decisions.

· Learn vocabulary about business communication.

· Read a warning about the financial consequences of bad writing skills in the workplace.
· Discuss the increased writing informality tendency.

· Talk about people’s tolerance of grammatical errors.

· Evaluate the progress done till this point by completing the activities of the Language links section so as to participate in the learning process.  



CONTENTS

Listening

· Listen to a telephone conversation and answer some questions about taking decisions.
· Listen to  telephone conversation about an order and answer some questions.
· Listen to a conversation and number the lines in the correct order.

Speaking

· Discuss the use of grammar in e-mails.

· Look at a chart with information about problems and solutions and act out a conversation practising taking on-the spot decisions.
· Practise a conversation to do with an important order following some prompts.
· Act out a conversation with a partner about an order.

Reading

· Read a quotation about the future of e-mails.
· Read an article from a business magazine about grammar in e-mails and answer some questions.
· Read some guidelines for making expressions for taking decisions.
· Read the Phrase Bank section about dealing with correspondence.
Writing

· Correct the mistakes in punctuation and grammar in several e-mails.
· Complete a conversation using will + the infinitive of the verbs given.

· Fill in the spaces to complete an e-mail confirming an order.
· Complete a conversation about an order using the words given.
· Correct the mistake in an e-mail about an order.
· Put some words in the correct order to complete an e-mail using the prompts given.
· Complete the grammar and vocabulary exercises of the Language Links section so as to revise the contents learnt in the unit.

Language knowledge and use

Linguistic knowledge:

· Grammar

· will for unplanned decisions
· Vocabulary

· Business communication
· Punctuation and spelling

· Dealing with correspondence

· Pronunciation
· Students learn the right pronunciation in English through the Listening activities, and the use of the Audio CDs.

· Students also practice their pronunciation in English through the Speaking activities.

Learning reflection:
· Discussing the importance of grammar.

· Reading an article about grammar in business correspondence.
· Making on-the-spot decisions

· Reading e-mails about an order.

· Giving and receiving details about an important order.

· Listening to a telephone conversation about an important order.

· Complaining about errors in an order.

· Reviewing and reflecting on learning.

BASIC COMPETENCES

	Basic Competence
	Page
	Activity
	Evaluation Criteria

	C1
	Linguistic communicative competence.
	SB page 37
	All the activities of the unit use the language as an instrument of communication. Ex. Talking about making grammar mistakes in e-mails.
	Show interest in learning English



	C2
	Mathematical competence.
	
	
	

	C3
	Knowledge of and interaction with the physical world.
	
	
	

	C4
	Competence in information and communication technologies
	SB page 37

	CD-Rom and website activities: www.businessenglishonline.net
There’s also a reference to a webpage at the beginning of the unit: http://management.silicon.com
	Feel pleasure in using new technologies in order to revise and extend what they have learnt.

	C5
	Social and civil competence.


	SB pages 37-43
SB page 39


	Consumer Education: Understand the importance of making a moderate use of e-mails. 

Moral and Civic Education: the importance of taking important decisions and knowing that every problem has a solution.
	Have a critical attitude towards the use of new technologies.
Be able to solve problems.

	C6
	Cultural and artistic competence.
	SB page 37
	References to predictions about the use of e-mails.
	Show pleasure in learning cultural facts.

	C7
	The competence of learning to learn.
	SB pages 42-43

	Students complete the Language Links section for Unit 6 evaluating their own work.


	Show interest in learning how to learn English.



	C8
	The competence of personal autonomy and initiative.
	
	Initiative to complete the CD-Rom activities by themselves.
	Be willing to listen to and interact with others. Have a positive attitude towards own ability to participate

in class activities.

	C9
	The emotional competence.

(Castilla la Mancha)
	SB page 41
	Students learn to work in groups respecting each other and admitting both their own success and their classmates’. Ex. working in pairs acting out a conversation about an order.
	Enjoy group participation.

Show respect for others in the group.


Socio cultural aspects and intercultural  awareness

· References to grammar mistakes when writing e-mails.

· Show interest in learning English and in the topic of the unit



· Positive attitude towards own ability to participate  in class activities 


· Willingness to review and reflect on own learning 



· Enjoyment in completing activities



LITERARY EDUCATION

· Assessment and active participation in literary activities in the classroom.

· Appreciation of literature as a source of pleasure showing criticism towards it.

· Development of reading autonomy.

E.g.:  Reading text: Does grammar matter? 
CROSS-CURRICULAR ITEMS

· Language /IT: references to grammar and punctuation errors committed when writing e-mails and the social repercussion of this habit.
ATTITUDES AND VALUES

· Politeness in the other language. 

· Effort with new vocabulary and structures.

· Interest and respect in the classmates’ opinions, mother tongue, accent, 
origin, etc. 

· Overcome mental blocking when meeting new people in the target 
language

· Attentive-assertive listening

· Use of  target language in class

MIXED-ABILITY ACTIVITIES

Consolidation activities:

· SB activities. Unit 6
· Self-study CD-ROM. Unit 6
· Phrase Bank. Unit 6
Extension activities:

· Additional material at the end of the SB.

· Resource materials of the TB for Unit 6: Get it write!
· Website In Company e-lessons (www.businessenglishonline.net). 
EVALUATION

1. EVALUATION RESOURCES

· Formative evaluation

· Classroom observation to check both individual and global progress

· Skills: reading, writing, speaking and listening exercises.

· Accumulative evaluation

· Language Links Section: Grammar and Vocabulary revision. Unit 6 
· Self evaluation

· Self-study CD-ROM. Unit 6
· Website In Company Tests (www.businessenglishonline.net): Quick Progress Test 2, Mid-course Test, End of course Test
2. EVALUATION CRITERIA

· Understand the general message of texts about e-mails, and the mistakes done in them, and identify relevant details in oral messages related with them. C1, C4, C8. 

· Express himself/herself with fluency and using the right pronunciation - intonation in conversations about problems and solutions. C1, C5, C8.

· Write short texts in different supports, using the appropriate structures, functions and vocabulary, such as writing an e-mail about an order. C1, C8  
· Use consciously his/her linguistic knowledge in order to listen several telephone conversations. C1, C8  
· Use information and communication technologies in a guided way in order to look for information by completing the CD-ROM and website activities. C1, C4, C8
· Analyze social aspects of Anglo-Saxon countries by comparing the mistakes done in e-mails in those countries with the experience in their own language. C1, C5, C6, C8

· Identify learning strategies used to progress in the learning process by completing the Language Links section for the unit.  C1, C7, C8
UNIT 7

Hotels
OBJECTIVES

Throughout this unit, the student will be able to achieve the following aims:

· Learn to compare things.

· Study the use of comparatives and superlatives.

· Learn vocabulary about hotel services.

· Work on useful vocabulary for talking about business travel and checking into a hotel.

· Discuss the frustrations that travellers experience with hotels.

· Read a text about a special kind of hotel.

· Complete a dialogue between a hotel guest and room service at a hotel.

· Talk about different hotels using comparatives and superlatives.

· Make a choice about locations for a new European office..
· Evaluate the progress done till this point by completing the activities of the Language links section so as to participate in the learning process.  


CONTENTS

Listening

· Listen to a conversation about a hotel stay and answer some questions.
· Listen to a conversation about a special request in a hotel and complete some phrases.

· Listen and complete a conversation between a guest and the room service of a hotel.
Speaking

· Discuss their experiences staying in hotels and the problems they have faced.

· Act out a dialogue at a hotel using some prompts.
· Talk about staying in a certain type of hotel called Yotel.
· Discuss the features they expect a good hotel to provide.

· Work with a partner comparing different types of cities and cars they both know.
· Practise a conversation between a guest and the room service of a hotel.

Reading

· Read a quotation about problems with hotel rooms.
· Read several comments from business travellers about a type of hotel and answer some questions.
· Find words and phrases in a reading text to match some meanings.
· Read a text about a hotel chain and say whether some statements are true or false.
· Look at the ground plan of a hotel and find the mistakes in an article.
· Read and underline sentences in an article where things are compared.
· Look at the information about various cities and choose the best location for a new office.
· Read the Phrase Bank section about travel and accommodation.
Writing

· Complete a dialogue about a hotel stay using the appropriate phrases.
· Complete some sentences with words from a reading text.
· Make sentences comparing different types of hotel rooms using the adjectives given.
· Look at the information of a table and write sentences about hotels using superlatives.
· Complete the information of a table about hotel chains’ prices in different countries and discuss with a partner.

· Complete the grammar and vocabulary exercises of the Language Links section so as to revise the contents learnt in the unit.

Language knowledge and use

Linguistic knowledge:

· Grammar

· Comparatives and superlatives
· Vocabulary

· Travel and accommodation
· Pronunciation
· Students learn the right pronunciation in English through the Listening activities, and the use of the Audio CDs.

· Students also practice their pronunciation in English through the Speaking activities.

Learning reflection:
· Reading comments about hotels.

· Making and responding to special requests.

· Reading an article about Yotels.

· Discussing hotel rooms.

· Listening to a conversation at airport check-in.

· Making comparisons.

· Listening to a conversation at hotel reception.

· Discussing the pros and cons of different office locations.

· Reviewing and reflecting on learning.

BASIC COMPETENCES

	Basic Competence
	Page
	Activity
	Evaluation Criteria

	C1
	Linguistic communicative competence.
	SB page 44
	All the activities of the unit use the language as an instrument of communication. Ex. Discussing their experiences at hotels.
	Show interest in learning English



	C2
	Mathematical competence.
	SB page 44
	Students read texts with percentages about hotel frustrations.
	Be able to use mathematical concepts in English

	C3
	Knowledge of and interaction with the physical world.
	SB page 49
	Students read texts with information about population, distance from city centre to airport, etc. from important cities such as Frankfurt, Geneva, Dublin and Brussels.
References to hotels from London, New York or Paris.
	Express curiosity in learning about Geography in English.

	C4
	Competence in information and communication technologies
	SB page 44

	CD-Rom and website activities: www.businessenglishonline.net
There’s also a reference to a webpage at the beginning of the unit: http://www.4hoteliers.com
	Feel pleasure in using new technologies in order to revise and extend what they have learnt.

	C5
	Social and civil competence.


	SB page 44-51
SB page 46
	Education for Peace: The importance of travelling so as to broaden one’s mind.
Education for Sexual Equality: Understand that both men and women can do any type of work, including managing an international franchise.
	Be willing to accept other habits when we travel.


	C6
	Cultural and artistic competence.
	SB page 46
	Students read texts with references to Yotel Gatwick.
	Show pleasure in learning cultural facts.

	C7
	The competence of learning to learn.
	SB pages 50-51

	Students complete the Language Links section for Unit 7 evaluating their own work.


	Show interest in learning how to learn English.



	C8
	The competence of personal autonomy and initiative.
	
	Initiative to complete the CD-Rom activities by themselves.
	Be willing to listen to and interact with others. Have a positive attitude towards own ability to participate

in class activities.

	C9
	The emotional competence.

(Castilla la Mancha)
	SB page 48
	Students learn to work in groups respecting each other and admitting both their own success and their classmates’. Ex. practising a conversation at a hotel.
	Enjoy group participation.

Show respect for others in the group.


Socio cultural aspects and intercultural  awareness

· References to world record hotels such as Rose Tower in Dubai, MGM 
Grand in Las Vegas or Ushuaia in Argentina. 
· References to 4hoteliers.
· Show interest in learning English and in the topic of the unit



· Positive attitude towards own ability to participate  in class activities 


· Willingness to review and reflect on own learning 



· Enjoyment in completing activities



LITERARY EDUCATION

· Assessment and active participation in literary activities in the classroom.

· Appreciation of literature as a source of pleasure showing criticism towards it.

· Development of reading autonomy.

E.g.:  Reading text: Goodbye Minibar, Hello Miniroom
CROSS-CURRICULAR ITEMS

· Geography: The whole unit is devoted to talk about hotels in different cities such as Dubai, Awazu, Frankfurt, New York, Las Vegas, Lhasa, Geneva, Paris, Dublin, Brussels, etc

ATTITUDES AND VALUES

· Politeness in the other language. 

· Effort with new vocabulary and structures.

· Interest and respect in the classmates’ opinions, mother tongue, accent, 
origin, etc. 

· Overcome mental blocking when meeting new people in the target 
language

· Attentive-assertive listening

· Use of  target language in class

MIXED-ABILITY ACTIVITIES

Consolidation activities:

· SB activities. Unit 7
· Self-study CD-ROM. Unit 7
· Phrase Bank. Unit 7
Extension activities:

· Additional material at the end of the SB.

· Resource materials of the TB for Unit 7: Away day
· Website In Company e-lessons (www.businessenglishonline.net). 
EVALUATION

1. EVALUATION RESOURCES

· Formative evaluation

· Classroom observation to check both individual and global progress

· Skills: reading, writing, speaking and listening exercises.

· Accumulative evaluation

· Language Links Section: Grammar and Vocabulary revision. Unit 7 
· Self evaluation

· Self-study CD-ROM. Unit 7
· Website In Company Tests (www.businessenglishonline.net): Quick Progress Test 2, Mid-course Test, End of course Test
2. EVALUATION CRITERIA

· Understand the general message of texts about a certain type of hotel, and identify relevant details in oral messages related with them. C1, C6, C8. 

· Express himself/herself with fluency and using the right pronunciation - intonation in conversations about hotel features. C1, C5, C6, C8. 
· Write short texts in different supports, using the appropriate structures, functions and vocabulary, such as writing sentences about hotels using superlatives.. C1, C8   
· Use consciously his/her linguistic knowledge in order to listen to a conversation between a guest and the room service of a hotel. C1, C6, C8  
· Use information and communication technologies in a guided way in order to look for information by completing the CD-ROM and website activities. C1, C4, C8
· Analyze social aspects of Anglo-Saxon countries by comparing important hotels from those countries with the ones in their own country. C1, C3, C6, C8

· Identify learning strategies used to progress in the learning process by completing the Language Links section for the unit.   C1, C7, C8
UNIT 8

Did I ever tell you…?
Case Study: Cristal Malvern
OBJECTIVES

Throughout this unit, the student will be able to achieve the following aims:

· Listen to someone telling an anecdote about an incident.
· Practise telling anecdotes or short stories to each other.

· Analyse the use of anecdotes for maintaining a conversation and fostering good relationships between people.

· Discuss the topic of how a company can overcome a disastrous fire and still remain in business.

· Read several texts about a bottled water company and answer comprehension questions.
· Listen to a television interview.

CONTENTS

Listening

· Listen and complete an anecdote with the suitable words.
· Listen to a television interview and answer some questions.
Speaking

· Work in pairs telling an anecdote based on the questions given.
· Discuss some questions to do with mineral water in groups.
· Take part in a meeting about a problem in a water company playing different roles.
Reading

· Read a quotation about telling a good story.
· Read a newspaper report about a local mineral water company and answer some questions.
· Read a newspaper report about a similar problem in a Spanish water company and answer some questions.

Writing

· Write sentences similar to the ones shown using the prompts given.
· Write comments for ending an anecdote using the prompts given.

· Complete some sentences using did for emphasis.
· Complete some sentences with their own words so that they make sense.
Language knowledge and use

Linguistic knowledge:

· Grammar & Vocabulary

· Revision of the language seen in units 5-7
· Pronunciation
· Students learn the right pronunciation in English through the Listening activities, and the use of the Audio CDs.

· Students also practice their pronunciation in English through the Speaking activities.

Learning reflection:
· Telling an anecdote.

· Listening to an anecdote about a journey.

· Using did for emphasis

· Reading an article about a company’s troubles.
· Listening to an interview with company representatives.

· Discussing how to deal with a major problem.

· Reviewing and reflecting on learning.

BASIC COMPETENCES

	Basic Competence
	Page
	Activity
	Evaluation Criteria

	C1
	Linguistic communicative competence.
	SB page 53
	All the activities of the unit use the language as an instrument of communication. Ex. Telling an anecdote.
	Show interest in learning English



	C2
	Mathematical competence.
	
	
	

	C3
	Knowledge of and interaction with the physical world.
	SB page 55
	Students read a text with references to Lizartza in Spain.
	Feel curiosity to learn about Geography.

	C4
	Competence in information and communication technologies
	
	CD-Rom and website activities: www.businessenglishonline.net

	Feel pleasure in using new technologies in order to revise and extend what they have learnt.

	C5
	Social and civil competence.


	SB pages 52-53

SB pages 54-55

	Education for Leisure:  the importance of anecdotes to enjoy themselves.
Moral and Civic Education: The importance of overcoming problems and making efforts to start all over again.
Education for Health: we can take this opportunity to make students aware of the importance of drinking water in order to stay healthy.
	Understand the importance of leisure in our lives.

Learn to deal with problematic situations.
Be willing to follow healthy habits.

	C6
	Cultural and artistic competence.
	SB pages 56-57
	Students read texts with references to companies such as Cristal Malvern and Insalus Water.
	Show pleasure in learning cultural facts.

	C7
	The competence of learning to learn.
	
	Students complete the website activities evaluating their own work.


	Show interest in learning how to learn English.



	C8
	The competence of personal autonomy and initiative.
	
	Initiative to complete the CD-Rom activities by themselves.
	Be willing to listen to and interact with others. Have a positive attitude towards own ability to participate

in class activities.

	C9
	The emotional competence.

(Castilla la Mancha)
	SB pages 52-55
	Students learn to work in groups respecting each other and admitting both their own success and their classmates’. 
	Enjoy group participation.

Show respect for others in the group.


Socio cultural aspects and intercultural  awareness

· References to telling anecdotes.

· References to mineral water companies.

· Show interest in learning English and in the topic of the unit



· Positive attitude towards own ability to participate  in class activities 


· Willingness to review and reflect on own learning 



· Enjoyment in completing activities



LITERARY EDUCATION

· Assessment and active participation in literary activities in the classroom.

· Appreciation of literature as a source of pleasure showing criticism towards it.

· Development of reading autonomy.

E.g.:  Reading texts: Local community rocked by Cristal Malvern fire / Insalus water
CROSS-CURRICULAR ITEMS

· Education for Citizenship: Understand the importance of overcoming obstacles.
ATTITUDES AND VALUES

· Politeness in the other language. 

· Effort with new vocabulary and structures.

· Interest and respect in the classmates’ opinions, mother tongue, accent, 
origin, etc. 

· Overcome mental blocking when meeting new people in the target 
language

· Attentive-assertive listening

· Use of  target language in class

MIXED-ABILITY ACTIVITIES

Consolidation activities:

· SB activities. Unit 8
· Self-study CD-ROM. Unit 8
Extension activities:

· Additional material at the end of the SB.

· Resource materials of the TB for Unit 8: Storytelling / Location, location.
· Case Studies Glossary at the end of the SB.
· Website In Company e-lessons (www.businessenglishonline.net). 
EVALUATION

1. EVALUATION RESOURCES

· Formative evaluation

· Classroom observation to check both individual and global progress

· Skills: reading, writing, speaking and listening exercises.

· Accumulative evaluation

· Case Study Section: Cristal Malvern
· Self evaluation

· Self-study CD-ROM. Unit 8
· Website In Company Tests (www.businessenglishonline.net): Quick Progress Test 2, Mid-course Test, End of course Test
2. EVALUATION CRITERIA

· Understand the general message of texts about companies’ disasters, and identify relevant details in oral messages related with them. C1, C5, C8. 

· Express himself/herself with fluency and using the right pronunciation - intonation in conversations about anecdotes. C1, C8.

· Write short texts in different supports, using the appropriate structures, functions and vocabulary, such as writing sentences for anecdotes. C1, C6, C8  
· Use consciously his/her linguistic knowledge in order to listen to a television interview. C1, C6, C8 

· Use information and communication technologies in a guided way in order to look for information by completing the CD-ROM and website activities. C1, C4, C8
· Analyze social aspects of Anglo-Saxon countries by comparing the types of anecdotes people use to tell in those countries with their own experience. C1, C6, C8

UNIT 9

Spirit of Enterprise 
OBJECTIVES

Throughout this unit, the student will be able to achieve the following aims:

· Study the use of the Present Perfect vs the Past simple.

· Focus on word-building.

· Read about successful businesses that have been built up by people who saw a gap in the market.

· Discuss the skills needed to be an entrepreneur.

· Listen to a radio programme in which an author talks about a book on entrepreneurs.

· Read a text about the story of Blackcircles.
· Read a text about dreams and label some graphs.

· Discuss questions about Inditex group.
· Evaluate the progress done till this point by completing the activities of the Language links section so as to participate in the learning process.  


CONTENTS

Listening

· Listen to a radio programme about a book on entrepreneurs and answer some questions.
· Listen and complete some phrases with the information given.

Speaking

· Discuss some questions to do with businesspeople and entrepreneurs.

· Ask a partner questions about a reading text.
· Work in groups describing what has happened recently in their country or region using the verbs learnt.

Reading

· Read a quotation about money from Amancio Ortega.
· Read some extracts to do with entrepreneurs and answer some questions.

· Read sentences and find examples of the past simple and the present perfect.
· Read several texts about running businesses and complete a chart with the appropriate information.
· Read two texts about a car-tyre business and a bed  company and underline the examples of the present perfect.
· Read a text related to Inditex and answer some questions.
· Read the Phrase Bank section for talking about business achievements.
Writing

· Look at some graphs and label them with the appropriate verbs.
· Complete a table with the missing information about Inditex.

· Complete a report on Inditex using the information given and the past simple or the present perfect of the verbs provided.
· Write a report about changes in a company they know about following a model.
· Complete the grammar and vocabulary exercises of the Language Links section so as to revise the contents learnt in the unit.

Language knowledge and use

Linguistic knowledge:

· Grammar

· Present Perfect
· Vocabulary

· Business achievements
· Language to describe change

· Pronunciation
· Students learn the right pronunciation in English through the Listening activities, and the use of the Audio CDs.

· Students also practice their pronunciation in English through the Speaking activities.

Learning reflection:
· Describing change in a country of company

· Reading articles about two successful companies.
· Completing a report about a company

· Reading a Business Briefing about Inditex.

· Exchanging information about a company.

· Listening to a radio programme about entrepreneurs.

· Reviewing and reflecting on learning.

BASIC COMPETENCES

	Basic Competence
	Page
	Activity
	Evaluation Criteria

	C1
	Linguistic communicative competence.
	SB page 56
	All the activities of the unit use the language as an instrument of communication. Ex. discussing questions to do with entrepreneurs.
	Show interest in learning English



	C2
	Mathematical competence.
	SB page 58
SB page 60
	Students analyse some graphs with information about the possible evolution of a company.
They also read a table with figures and percentages about a Spanish company.
	Be able to use mathematical concepts in English.

	C3
	Knowledge of and interaction with the physical world.
	SB page 59
	Students read a text with references to cities such as La Coruña, New York, Paris, Tokyo, etc.
	Express curiosity in learning about Geography in English.

	C4
	Competence in information and communication technologies
	
	CD-Rom and website activities: www.businessenglishonline.net

	Feel pleasure in using new technologies in order to revise and extend what they have learnt.

	C5
	Social and civil competence.


	SB page 56-62
	Moral and Civic Education: the importance of struggling hard and fighting against difficulties in order to pursue their working dreams.
	Be willing to make efforts so as to reach their expectations.

	C6
	Cultural and artistic competence.
	SB pages 57-58-59
	References to companies such as Blackcircles, Dreams or the Inditex group.
	Show pleasure in learning cultural facts.

	C7
	The competence of learning to learn.
	SB pages 61-62

	Students complete the Language Links section for Unit 9 evaluating their own work.


	Show interest in learning how to learn English.



	C8
	The competence of personal autonomy and initiative.
	
	Initiative to complete the CD-Rom activities by themselves.
	Be willing to listen to and interact with others. Have a positive attitude towards own ability to participate

in class activities.

	C9
	The emotional competence.

(Castilla la Mancha)
	SB page 61
	Students learn to work in groups respecting each other and admitting both their own success and their classmates’. Ex. working in pairs talking about their best/worst experiences.
	Enjoy group participation.

Show respect for others in the group.


Socio cultural aspects and intercultural  awareness

· References to Inditex group, Zara and Amancio Ortega
· Show interest in learning English and in the topic of the unit



· Positive attitude towards own ability to participate  in class activities 


· Willingness to review and reflect on own learning 



· Enjoyment in completing activities



LITERARY EDUCATION

· Assessment and active participation in literary activities in the classroom.

· Appreciation of literature as a source of pleasure showing criticism towards it.

· Development of reading autonomy.

E.g.:  Reading texts: Blackcircles.com / Dreams / Business Briefing Inditex
CROSS-CURRICULAR ITEMS

· Social Science: Students learn about the features needed to become an entrepreneur.
ATTITUDES AND VALUES

· Politeness in the other language. 

· Effort with new vocabulary and structures.

· Interest and respect in the classmates’ opinions, mother tongue, accent, 
origin, etc. 

· Overcome mental blocking when meeting new people in the target 
language

· Attentive-assertive listening

· Use of  target language in class

MIXED-ABILITY ACTIVITIES

Consolidation activities:

· SB activities. Unit 9
· Self-study CD-ROM. Unit 9
· Phrase Bank. Unit 9
Extension activities:

· Additional material at the end of the SB.

· Resource materials of the TB for Unit 9: The idea is easy… / Making money
· Website In Company e-lessons (www.businessenglishonline.net). 
EVALUATION

1. EVALUATION RESOURCES

· Formative evaluation

· Classroom observation to check both individual and global progress

· Skills: reading, writing, speaking and listening exercises.

· Accumulative evaluation

· Language Links Section: Grammar and Vocabulary revision. Unit 9 
· Self evaluation

· Self-study CD-ROM. Unit 9
· Website In Company Tests (www.businessenglishonline.net): Quick Progress Test 2, Mid-course Test, End of course Test
2. EVALUATION CRITERIA

· Understand the general message of texts about companies’ entrepreneurs, and identify relevant details in oral messages related with them. C1, C3, C5, C8. 

· Express himself/herself with fluency and using the right pronunciation - intonation in conversations about things that have happened in their country. C1, C3, C8.

· Write short texts in different supports, using the appropriate structures, functions and vocabulary, such as writing a report about changes in a company. C1, C6, C8 
· Use consciously his/her linguistic knowledge in order to listen to a radio programme about entrepreneurs. C1, C5, C8 

· Use information and communication technologies in a guided way in order to look for information by completing the CD-ROM and website activities. C1, C4, C8
· Analyze social aspects of Anglo-Saxon countries by comparing important entrepreneurs from those countries with the ones from their own country C1, C5, C6, C8

· Identify learning strategies used to progress in the learning process by completing the Language Links section for the unit.  C1, C7, C8
UNIT 10

Stressed to the limit
OBJECTIVES

Throughout this unit, the student will be able to achieve the following aims:

· Study the use of have to and shouldn’t.
· Learn vocabulary about stress at work.

· Discus what things cause stress at work.

· Listen to an interview with four people talking about stress in their lives.

· Talk about which jobs they regard as most stressful and compare their opinions with some statistics.

· Do some work on the use of have to to talk about what people’s jobs entail.
· Read a text about avoidance and reduction of stress and work on word formation.

· Use should and shouldn’t to talk about managers’ and workers’ responsibilities in the workplace.

· Do an extended role-play activity concerning stress in the workplace.

· Write a report on a company’s problems in this area.
· Evaluate the progress done till this point by completing the activities of the Language links section so as to participate in the learning process.  


CONTENTS

Listening

· Listen to some interviews for a radio programme about stress and answer some questions.
Speaking

· Work with a partner looking at and talking about the factors that produce most stress.
· Discuss whether they think that stress is a problem of mental attitude.
· Talk about the three most stressful jobs using the list given.
· Interview someone about their job using the prompts given.
· Perform a role-play with a partner about a conversation with a consultant. 
Reading

· Read a quotation to do with pressure and stress.
· Read an article about stress and match some words to the correct definitions.
· Read and answer to true/false sentences to do with stress.
· Read the Phrase Bank section about ...

Writing

· Complete a table with information about interviews on stress.
· Make sentences with has to/have to/doesn’t have to/ don’t have to for the prompts given.

· Complete a chart with the correct nouns, verbs and adjectives transformations of the words given.

· Complete some sentences using the appropriate transformed words.
· Write sentences about their own company following a model and using transformed words.
· Make sentences that are true for them using should/shouldn’t and the prompts given.
· Write a report on a company with problems following some guidelines.
· Complete the grammar and vocabulary exercises of the Language Links section so as to revise the contents learnt in the unit.

Language knowledge and use

Linguistic knowledge:

· Grammar

· Have to, don’t have to
· Should, shouldn’t
· Vocabulary

· Stress at work
· Health

· Pronunciation
· Students learn the right pronunciation in English through the Listening activities, and the use of the Audio CDs.

· Students also practice their pronunciation in English through the Speaking activities.

Learning reflection:
· Reading an article about stress at home.
· Discussing the causes of stress.

· Listening to people talking about stress at work.

· Comparing different jobs.

· Asking about someone’s responsibilities and duties at work.

· Writing a consultant’s report on a company.

· Reviewing and reflecting on learning.

BASIC COMPETENCES

	Basic Competence
	Page
	Activity
	Evaluation Criteria

	C1
	Linguistic communicative competence.
	SB page 63
	All the activities of the unit use the language as an instrument of communication. Ex. talking about stress with a partner.
	Show interest in learning English



	C2
	Mathematical competence.
	
	
	

	C3
	Knowledge of and interaction with the physical world.
	SB page 65
	Students read texts with references to the social implications of stress at work.
	Express curiosity in learning about Social Science in English.

	C4
	Competence in information and communication technologies
	SB page 63

	CD-Rom and website activities: www.businessenglishonline.net
There’s also a reference to a webpage at the beginning of the unit: www.hse.gov.uk/stress/
	Feel pleasure in using new technologies in order to revise and extend what they have learnt.

	C5
	Social and civil competence.


	SB page 65
	Education for Health: Be aware of the effects of stress in our health linked to heart disease, depressions, insomnia, etc and understand the importance of reducing or avoiding stress at work in order to stay healthy.
	Be willing to follow healthy habits.

	C6
	Cultural and artistic competence.
	SB page 65
	References to BMG online magazine.
	Show pleasure in learning cultural facts.

	C7
	The competence of learning to learn.
	SB pages 68-69

	Students complete the Language Links section for Unit 10 evaluating their own work.


	Show interest in learning how to learn English.



	C8
	The competence of personal autonomy and initiative.
	
	Initiative to complete the CD-Rom activities by themselves.
	Be willing to listen to and interact with others. Have a positive attitude towards own ability to participate

in class activities.

	C9
	The emotional competence.

(Castilla la Mancha)
	SB page 67
	Students learn to work in groups respecting each other and admitting both their own success and their classmates’. Ex. working in pairs role-playing a conversation with a consultant.
	Enjoy group participation.

Show respect for others in the group.


Socio cultural aspects and intercultural  awareness

· References to the effects of stress in business and in people’s health.
· Show interest in learning English and in the topic of the unit



· Positive attitude towards own ability to participate  in class activities 


· Willingness to review and reflect on own learning 



· Enjoyment in completing activities



LITERARY EDUCATION

· Assessment and active participation in literary activities in the classroom.

· Appreciation of literature as a source of pleasure showing criticism towards it.

· Development of reading autonomy.

E.g.:  Reading text: Stressed to the limit / 
CROSS-CURRICULAR ITEMS

· Social Science: The whole unit is devoted to talk about how stress influences business and vice-versa.
ATTITUDES AND VALUES

· Politeness in the other language. 

· Effort with new vocabulary and structures.

· Interest and respect in the classmates’ opinions, mother tongue, accent, 
origin, etc. 

· Overcome mental blocking when meeting new people in the target 
language

· Attentive-assertive listening

· Use of  target language in class

MIXED-ABILITY ACTIVITIES

Consolidation activities:

· SB activities. Unit 10
· Self-study CD-ROM. Unit 10
· Phrase Bank. Unit 10
Extension activities:

· Additional material at the end of the SB.

· Resource materials of the TB for Unit 10: Time to relax / Velvet revolution
· Website In Company e-lessons (www.businessenglishonline.net). 
EVALUATION

1. EVALUATION RESOURCES

· Formative evaluation

· Classroom observation to check both individual and global progress

· Skills: reading, writing, speaking and listening exercises.

· Accumulative evaluation

· Language Links Section: Grammar and Vocabulary revision. Unit 10 
· Self evaluation

· Self-study CD-ROM. Unit 10
· Website In Company Tests (www.businessenglishonline.net): Quick Progress Test 2, Mid-course Test, End of course Test
2. EVALUATION CRITERIA

· Understand the general message of texts about stress at work, and identify relevant details in oral messages related with them. C1, C3, C5, C8. 

· Express himself/herself with fluency and using the right pronunciation - intonation in conversations about the most stressful jobs. C1, C5, C8.

· Write short texts in different supports, using the appropriate structures, functions and vocabulary, such as writing a report on a company with problems. C1, C6, C8   
· Use consciously his/her linguistic knowledge in order to listen to a radio programme about stress. C1, C5, C8 

· Use information and communication technologies in a guided way in order to look for information by completing the CD-ROM and website activities. C1, C4, C8
· Analyze social aspects of Anglo-Saxon countries by comparing how stressed businesspeople are in those countries with their own experience. C1, C6, C8

· Identify learning strategies used to progress in the learning process by completing the Language Links section for the unit. C1, C7, C8
UNIT 11

Top jobs
OBJECTIVES

Throughout this unit, the student will be able to achieve the following aims:

· Study the use of the Present Perfect for the unfinished past and time expressions with for and since.

· Learn vocabulary about company news.

· Read a description of a successful Finnish mobile phone manufacturer.
· Practise asking questions with How long…?
· Read an article about one of the founders of YouTube
· Learn some more useful vocabulary for talking about business life and people’s jobs and responsibilities.
· Discuss the art of headhunting.
· Listen to a phone call from a headhunter.

· Interview each other and write profiles about their partner’s career history to date for a headhunter’s database.

· Evaluate the progress done till this point by completing the activities of the Language links section so as to participate in the learning process.  


CONTENTS

Listening

· Listen to an extract of a radio programme about a business personality and number some words in the correct order.
· Listen to a conversation about a headhunter and answer some questions.

Speaking

· Ask and answer questions using the Present simple, Past Simple and Present Perfect as appropriate.

· tell each other information about another partner using the Present simple, Past Simple and Present Perfect.
· Discuss some questions about headhunting with a partner.
Reading

· Read a quotation about becoming a millionaire.
· Read information about the history of Nokia and answer some questions.
· Read and match some sentences to the correct tenses.
· Read the script of a radio programme about the third co-founder of YouTube and correct the mistakes.
· Underline examples of the Present Perfect in a script.

· Find words and phrases in a text to match some meanings.
· Read a report for People Search and use it as a model to write their own one.
· Read the Phrase Bank section about money and the company background.
Writing

· Fill in the gaps of a text about the history of Nokia.
· Complete some sentences about Nokia using the verbs given.
· Make sentences about Nokia using the Present Perfect, since and for.
· Classify some time expressions in two columns according to their being written with since or for.
· Write sentences which are true for them using the Present Perfect, since and for.

· Make questions with you using the Present simple, Past Simple and Present Perfect as appropriate.
· Use the words given to summarise a story about YouTube.
· Use the words and phrases given to fill in the gaps in some sentences.
· Write sentences which are true for them using the words and phrases given.
· Ask questions to a partner about his/her career and write a report about him/her.
· Complete the grammar and vocabulary exercises of the Language Links section so as to revise the contents learnt in the unit.

Language knowledge and use

Linguistic knowledge:

· Grammar

· Present Perfect for unfinished past, for and since
· Vocabulary

· Money
· Company news

· Pronunciation
· Students learn the right pronunciation in English through the Listening activities, and the use of the Audio CDs.

· Students also practice their pronunciation in English through the Speaking activities.

Learning reflection:
· Reading a time line describing the history of Nokia.
· Finding out more information about someone

· Reading a report about someone’s career.

· Listening to a documentary about the founders of YouTube.

· Writing a report

· Listening to a phone call from a headhunter.

· Reviewing and reflecting on learning.

BASIC COMPETENCES

	Basic Competence
	Page
	Activity
	Evaluation Criteria

	C1
	Linguistic communicative competence.
	SB page 71
	All the activities of the unit use the language as an instrument of communication. Ex. asking and answering questions about a partner.
	Show interest in learning English



	C2
	Mathematical competence.
	
	
	

	C3
	Knowledge of and interaction with the physical world.
	SB pages 70, 72

	The whole unit is devoted to talk about the history of important companies such as Nokia or YouTube.
	Express curiosity in learning about History in English.

	C4
	Competence in information and communication technologies
	SB page 70 

	CD-Rom and website activities: www.businessenglishonline.net
There’s also a reference to a webpage at the beginning of the unit: http://www.teach-nology.com
	Feel pleasure in using new technologies in order to revise and extend what they have learnt.

	C5
	Social and civil competence.


	SB pages 73-74

	Moral and Civic Education: Have a critical attitude towards headhunters’ work. 

Understand the importance of working hard to succeed in business.
	Understand the ethical connotations of headhunting.

	C6
	Cultural and artistic competence.
	SB page 74
	References to People Search.
	Show pleasure in learning cultural facts.

	C7
	The competence of learning to learn.
	SB pages 75-76

	Students complete the Language Links section for Unit 11 evaluating their own work.


	Show interest in learning how to learn English.



	C8
	The competence of personal autonomy and initiative.
	
	Initiative to complete the CD-Rom activities by themselves.
	Be willing to listen to and interact with others. Have a positive attitude towards own ability to participate

in class activities.

	C9
	The emotional competence.

(Castilla la Mancha)
	SB page 74
	Students learn to work in groups respecting each other and admitting both their own success and their classmates’. Ex. asking questions to a partner about his/her career.
	Enjoy group participation.

Show respect for others in the group.


Socio cultural aspects and intercultural  awareness

· References to companies such as Nokia, YouTube, PeopleSearch, etc.
· Show interest in learning English and in the topic of the unit



· Positive attitude towards own ability to participate  in class activities 


· Willingness to review and reflect on own learning 



· Enjoyment in completing activities



LITERARY EDUCATION

· Assessment and active participation in literary activities in the classroom.

· Appreciation of literature as a source of pleasure showing criticism towards it.

· Development of reading autonomy.

E.g.:  Reading texts: Nokia-Company history / The Third Man 

CROSS-CURRICULAR ITEMS

· Social Science: The whole unit is devoted to talk about the history of different companies’ entrepreneurs.
ATTITUDES AND VALUES

· Politeness in the other language. 

· Effort with new vocabulary and structures.

· Interest and respect in the classmates’ opinions, mother tongue, accent, 
origin, etc. 

· Overcome mental blocking when meeting new people in the target 
language

· Attentive-assertive listening

· Use of  target language in class

MIXED-ABILITY ACTIVITIES

Consolidation activities:

· SB activities. Unit 11
· Self-study CD-ROM. Unit 11
· Phrase Bank. Unit 11
Extension activities:

· Additional material at the end of the SB.

· Resource materials of the TB for Unit 11: Nannies/ Top boss?
· Website In Company e-lessons (www.businessenglishonline.net). 
EVALUATION

1. EVALUATION RESOURCES

· Formative evaluation

· Classroom observation to check both individual and global progress

· Skills: reading, writing, speaking and listening exercises.

· Accumulative evaluation

· Language Links Section: Grammar and Vocabulary revision. Unit 11 
· Self evaluation

· Self-study CD-ROM. Unit 11
· Website In Company Tests (www.businessenglishonline.net): Quick Progress Test 3, Mid-course Test, End of course Test
2. EVALUATION CRITERIA

· Understand the general message of texts about the history of some companies, and identify relevant details in oral messages related with them. C1, C3, C5, C8. 

· Express himself/herself with fluency and using the right pronunciation - intonation in conversations about headhunting. C1, C5, C8.

· Write short texts in different supports, using the appropriate structures, functions and vocabulary, such as writing a report about a partner. C1, C6, C8   
· Use consciously his/her linguistic knowledge in order to listen to a radio programme about a business personality. C1, C5, C8  

· Use information and communication technologies in a guided way in order to look for information by completing the CD-ROM and website activities. C1, C4, C8
· Analyze social aspects of Anglo-Saxon countries by comparing the headhunting systems in those countries with their own experience. C1, C3, C8

· Identify learning strategies used to progress in the learning process by completing the Language Links section for this unit. C1, C7, C8

UNIT 12

Conversation gambits
Case Study: Staff Appraisal
OBJECTIVES

Throughout this unit, the student will be able to achieve the following aims:

· Learn some useful language and tips for starting up, continuing and ending conversations with strangers.

· Read a text which offers tips for starting up conversations with people you don’t know.

· Listen to and complete some conversations between strangers at a conference.
· Learn some good ways of initiating a conversation.

· Discuss suitable and unsuitable topics of conversation and polite ways to end a conversation.
· Work on a case study about the issue of staff appraisal.

· Discuss the appraisal system used within their own companies.

· Listen to a company director describing the appraisal scheme used in her company.

· Read entries from blogs which present the problems that appraisal schemes can create.

· Simulate a meeting in which students take the role of  people experiencing problems with the company’s staff appraisal scheme.

· Read an article which offers a radical alternative to traditional forms of staff appraisal. 
CONTENTS

Listening

· Listen and complete four conversations at a conference with the correct words.
· Listen and find out ways to start a conversation about a newspaper.
· Listen to a conversation and circle the questions and answers they hear.
· Listen to the director of a company talking about their staff appraisal scheme and number the words they hear in the correct order.
Speaking

· Discuss possible ways to start a business conversation with people they don’t know.
· Talk about safe topics for starting a conversation such as sport.
· Role-play a conversation talking about a newspaper headlines.
· Discuss questions in groups about staff appraisal systems.
Reading

· Read a quotation about conversations.
· Read an article about how to start a conversation and discuss some questions.
· Match some pairs of sentences to make different ways to end a conversation.
· Read some quotes from different blogs about appraisal schemes and match them to the respective problems.
· Read an article about an alternative appraisal system and discuss about it.
Writing

· Complete a conversation using the phrases given.
· Reorganise some words to make questions and match them to the appropriate answers.
· Complete a conversation  with the appropriate expressions for saying good bye.
· Work with a partner summarising what someone says about a staff appraisal scheme.
· Play-role a meeting to decide what to do about a company’s staff appraisal system.
Language knowledge and use

Linguistic knowledge:

· Grammar & Vocabulary

· Revision of the language seen in units 9-11

· Pronunciation
· Students learn the right pronunciation in English through the Listening activities, and the use of the Audio CDs.

· Students also practice their pronunciation in English through the Speaking activities.

Learning reflection:
· Introducing themselves and starting a conversation

· Reading an article about conversation strategies.
· Choosing safe topics of conversation

· Listening to people meeting by chance.

· Ending a conversation.

· Reading blogs discussing staff appraisal.

· Listening to an explanation of a staff appraisal scheme.

· Deciding what staff appraisal scheme to implement.

· Reviewing and reflecting on learning.

BASIC COMPETENCES

	Basic Competence
	Page
	Activity
	Evaluation Criteria

	C1
	Linguistic communicative competence.
	SB page 77
	All the activities of the unit use the language as an instrument of communication. Ex. discuss strategies for starting conversations.
	Show interest in learning English



	C2
	Mathematical competence.
	
	
	

	C3
	Knowledge of and interaction with the physical world.
	SB page 79
	Students discuss several newspaper headlines related to social matters.
	Feel curiosity to learn about Social Science in English.

	C4
	Competence in information and communication technologies
	
	CD-Rom and website activities: www.businessenglishonline.net

	Feel pleasure in using new technologies in order to revise and extend what they have learnt.

	C5
	Social and civil competence.


	SB page 77

	Moral and Civic Education: The importance of being polite when starting conversations avoiding too personal questions and sensitive subjects such as politics and religion.
	Show politeness under all circumstances.


	C6
	Cultural and artistic competence.
	SB pages 80-81
	Students read texts with references to different types of staff appraisal systems.
	Show pleasure in learning cultural facts.

	C7
	The competence of learning to learn.
	
	Students complete the website activities evaluating their own work.


	Show interest in learning how to learn English.



	C8
	The competence of personal autonomy and initiative.
	
	Initiative to complete the CD-Rom activities by themselves.
	Be willing to listen to and interact with others. Have a positive attitude towards own ability to participate

in class activities.

	C9
	The emotional competence.

(Castilla la Mancha)
	SB pages 77-81
	Students learn to work in groups respecting each other and admitting both their own success and their classmates’. 
	Enjoy group participation.

Show respect for others in the group.


Socio cultural aspects and intercultural  awareness

· References to ways to social ways to start a conversation.
· References to appraisal schemes.
· Show interest in learning English and in the topic of the unit



· Positive attitude towards own ability to participate  in class activities 


· Willingness to review and reflect on own learning 



· Enjoyment in completing activities



LITERARY EDUCATION

· Assessment and active participation in literary activities in the classroom.

· Appreciation of literature as a source of pleasure showing criticism towards it.

· Development of reading autonomy.

E.g.:  Reading texts: How to start a conversation/ 360-Degree Feedback 

CROSS-CURRICULAR ITEMS

· Education for Citizenship: The importance of following basic polite rules when meeting new people.
ATTITUDES AND VALUES

· Politeness in the other language. 

· Effort with new vocabulary and structures.

· Interest and respect in the classmates’ opinions, mother tongue, accent, 
origin, etc. 

· Overcome mental blocking when meeting new people in the target 
language

· Attentive-assertive listening

· Use of  target language in class

MIXED-ABILITY ACTIVITIES

Consolidation activities:

· SB activities. Unit 12
· Self-study CD-ROM. Unit 12
Extension activities:

· Additional material at the end of the SB.

· Resource materials of the TB for Unit 12: Start it up! / Getting the whole picture
· Case Studies Glossary at the end of the SB.
· Website In Company e-lessons (www.businessenglishonline.net). 
EVALUATION

1. EVALUATION RESOURCES

· Formative evaluation

· Classroom observation to check both individual and global progress

· Skills: reading, writing, speaking and listening exercises.

· Accumulative evaluation

· Case Study Section: Staff Appraisal 
· Self evaluation

· Self-study CD-ROM. Unit 12
· Website In Company Tests (www.businessenglishonline.net): Quick Progress Test 3, Mid-course Test, End of course Test
2. EVALUATION CRITERIA

· Understand the general message of texts about starting conversations, and identify relevant details in oral messages related with them. C1, C5,  C8. 

· Express himself/herself with fluency and using the right pronunciation - intonation in conversations about newspaper headlines. C1, C3, C6, C8.

· Write short texts in different supports, using the appropriate structures, functions and vocabulary, such as summarising a staff appraisal scheme. C1, C8  
· Use consciously his/her linguistic knowledge in order to listen to someone talking about their staff appraisal scheme. C1, C6, C8   

· Use information and communication technologies in a guided way in order to look for information by completing the CD-ROM and website activities. C1, C4, C8
· Analyze social aspects of Anglo-Saxon countries by comparing the appraisal schemes companies use in those countries with their own experience. C1, C6, C8

UNIT 13

Air travel
OBJECTIVES

Throughout this unit, the student will be able to achieve the following aims:

· Study the use of conditionals with will.

· Learn vocabulary about negotiating and air travel.

· Learn useful language for the formalities of checking in for a flight.

· Talk about travelling abroad on business.

· Listen to a text giving advice on how to secure the best seat on a plane.

· Read a text examining cut-price travel.
· Take part in a negotiation game in which they gain points by negotiating several things.

· Evaluate the progress done till this point by completing the activities of the Language links section so as to participate in the learning process.  


CONTENTS

Listening

· Listen to conversations of people checking in at an airport and say what goes wrong in each case.
· Listen to someone giving advice about getting a good seat and circle the conditional expressions they hear.
· Listen to people playing a game in which they have to negotiate several questions about a product. 
Speaking

· Discuss some questions about flying experiences with a partner.

· Discuss their experiences of cut-price travel.
· Play a game in which they have to negotiate several questions about a product following a model. 
Reading

· Read a quotation about cut-price air tickets and their effect on the global warming.

· Read the introduction to an article on avoiding a travel problem and discuss it.

· Read a note about the use of the conditionals with will.
· Read an article about cut-price travel and answer some questions.
· Look at a table with expressions formed with nouns and verbs and delete the verbs whish are wrong in each column.
· Read the Phrase Bank section about air travel.
Writing

· Complete  some conversations of people checking in at an airport with the expressions given.

· Match some conditions to the appropriate consequences making as many logical combinations as possible.
· Write a list of five dos and five don’ts for business air travellers.
· Complete some sentences based on the information of an article of cheap air tickets.
· Use the appropriate verb + noun combinations to complete the sentences given.
· Complete the grammar and vocabulary exercises of the Language Links section so as to revise the contents learnt in the unit.

Language knowledge and use

Linguistic knowledge:

· Grammar

· Conditionals with will
· Vocabulary

· Negotiating
· Air travel

· Pronunciation
· Students learn the right pronunciation in English through the Listening activities, and the use of the Audio CDs.

· Students also practice their pronunciation in English through the Speaking activities.

Learning reflection:
· Reading an article about comfortable air travel.
· Discussing the dos and don’ts of business travel

· Reading an article about cut-price business travel.

· Negotiating skills

· Listening to conversations at check-in.

· Reviewing and reflecting on learning.

BASIC COMPETENCES

	Basic Competence
	Page
	Activity
	Evaluation Criteria

	C1
	Linguistic communicative competence.
	SB page 82
	All the activities of the unit use the language as an instrument of communication. Ex. Talking about their flying experiences.
	Show interest in learning English



	C2
	Mathematical competence.
	
	
	

	C3
	Knowledge of and interaction with the physical world.
	SB pages 82-87
	The whole unit is devoted to talk about the social effects of cut-price travel. 
	Express curiosity in learning about Social Science in English.

	C4
	Competence in information and communication technologies
	
	CD-Rom and website activities: www.businessenglishonline.net

	Feel pleasure in using new technologies in order to revise and extend what they have learnt.

	C5
	Social and civil competence.


	SB page 82
SB page 85
	Environmental Education: Understand the importance of controlling global warming by paying attention to flying transport effects. 

Moral and Civic Education: the importance of being polite when negotiating.
	Be aware of the importance of protecting the environment.

Be willing to show politeness in all situations.

	C6
	Cultural and artistic competence.
	SB page 84
SB page 82
	References to cut-price travel agencies such as EasyJet or RyanAir.
References to The Independent.
	Show pleasure in learning cultural facts.

	C7
	The competence of learning to learn.
	SB pages 86-87

	Students complete the Language Links section for Unit 13 evaluating their own work.


	Show interest in learning how to learn English.



	C8
	The competence of personal autonomy and initiative.
	
	Initiative to complete the CD-Rom activities by themselves.
	Be willing to listen to and interact with others. Have a positive attitude towards own ability to participate

in class activities.

	C9
	The emotional competence.

(Castilla la Mancha)
	SB page 85
	Students learn to work in groups respecting each other and admitting both their own success and their classmates’. Ex. playing a negotiation game.
	Enjoy group participation.

Show respect for others in the group.


Socio cultural aspects and intercultural  awareness

· References to easyJet and RyanAir.
· Show interest in learning English and in the topic of the unit



· Positive attitude towards own ability to participate  in class activities 


· Willingness to review and reflect on own learning 



· Enjoyment in completing activities



LITERARY EDUCATION

· Assessment and active participation in literary activities in the classroom.

· Appreciation of literature as a source of pleasure showing criticism towards it.

· Development of reading autonomy.

E.g.:  Reading texts: The middle seat / Cut-price travel 

CROSS-CURRICULAR ITEMS

· Social Science: the world of air transport.
ATTITUDES AND VALUES
· Politeness in the other language. 

· Effort with new vocabulary and structures.

· Interest and respect in the classmates’ opinions, mother tongue, accent, 
origin, etc. 

· Overcome mental blocking when meeting new people in the target 
language

· Attentive-assertive listening

· Use of  target language in class

MIXED-ABILITY ACTIVITIES

Consolidation activities:

· SB activities. Unit 13
· Self-study CD-ROM. Unit 13
· Phrase Bank. Unit 13
Extension activities:

· Additional material at the end of the SB.

· Resource materials of the TB for Unit 13: How was your trip? / Negotiating a deal
· Website In Company e-lessons (www.businessenglishonline.net).
EVALUATION

1. EVALUATION RESOURCES

· Formative evaluation

· Classroom observation to check both individual and global progress

· Skills: reading, writing, speaking and listening exercises.

· Accumulative evaluation

· Language Links Section: Grammar and Vocabulary revision. Unit 13 
· Self evaluation

· Self-study CD-ROM. Unit 13
· Website In Company Tests (www.businessenglishonline.net): Quick Progress Test 3, Mid-course Test, End of course Test
2. EVALUATION CRITERIA

· Understand the general message of texts about cut-price air travel, and identify relevant details in oral messages related with them. C1, C3, C6,  C8. 

· Express himself/herself with fluency and using the right pronunciation - intonation in a negotiation game. C1, C5, C8.

· Write short texts in different supports, using the appropriate structures, functions and vocabulary, such as writing advices for business air travellers. C1, C5, C8  
· Use consciously his/her linguistic knowledge in order to listen to conversations of people at an airport. C1, C8  

· Use information and communication technologies in a guided way in order to look for information by completing the CD-ROM and website activities. C1, C4, C8
· Analyze social aspects of Anglo-Saxon countries by comparing cut-price air travel companies from those countries with their own experience. C1, C3, C6, C8

· Identify learning strategies used to progress in the learning process by completing the Language Links section for this unit. C1, C7, C8

UNIT 14

Hiring and firing
OBJECTIVES

Throughout this unit, the student will be able to achieve the following aims:

· Study the use of the passive.

· Learn vocabulary about procedures.

· Look at issues around getting and losing a job.

· Read a newspaper article about a woman who was fired for taking part in a radio competition when she was at work.

· Read a report giving the manager’s viewpoint on the same incident.

· Practise rewriting short texts in the passive.

· Read extracts from four letters of application for a job.

· Write a paragraph introducing their own CV.
· look at a CV and a job advert and listen to an interview.
· Talk about wider issues around employment and relationships between workers and employers.
· Evaluate the progress done till this point by completing the activities of the Language links section so as to participate in the learning process.  


CONTENTS

Listening

· Listen to four people talking about their approach to applying for a job and match some people with the appropriate summaries.
· Listen to an interview for a job and answer some questions.
· Listen to a recording and complete some sentences with the appropriate words.

Speaking

· Discuss the consequences of hiring or firing an employee.

· Compare pairs of sentences and discuss the use of the passive voice.
· Talk about different points of view about a dismissal.
· Work in groups discussing when sacking is justified.
· Talk about the approach they would use to get a job.
· Role-play a job interview in pairs.
· Discuss a photograph about a strike.
· Tell a partner sentences with the noun/verb combinations learnt.

· Talk with a partner about the unemployment situation and the labour market situation in their country.

Reading

· Read a quotation about the consequences of hiring or firing an employee.
· Read an article about an employee being fired and answer some questions.
· Read and find synonyms of “sack” in a reading text.
· Find sentences in an article with a similar meaning to the ones given.

· Read some extracts from different letters of application and match them to the respective summaries.
· Read and underline some expressions used to talk about their qualities and achievements.
· Read a job advert and a CV and discuss about them.

· Read an article related to the employment situation in a country and complete some related exercises.

· Read the Phrase Bank section about asking for clarification.
Writing

· Look at a manager’s report of a dismissal and fill in the gaps using verbs in the passive voice.

· Improve several short texts by changing some verbs into the passive voice.

· Write a brief CV for themselves.
· Complete the grammar and vocabulary exercises of the Language Links section so as to revise the contents learnt in the unit.

Language knowledge and use

Linguistic knowledge:

· Grammar

· The passive
· Vocabulary

· Asking for clarification
· Procedures

· Pronunciation
· Students learn the right pronunciation in English through the Listening activities, and the use of the Audio CDs.

· Students also practice their pronunciation in English through the Speaking activities.

Learning reflection:
· Reading an article about someone being fired.

· Discussing when sacking is justified.

· Writing a letter of application

· Reading a CV
· Asking for clarification

· Listening to people talking about applying for a new job.

· Discussing labour laws and industrial action

· Listening to a job interview.

· Reviewing and reflecting on learning.

BASIC COMPETENCES

	Basic Competence
	Page
	Activity
	Evaluation Criteria

	C1
	Linguistic communicative competence.
	SB page 89
	All the activities of the unit use the language as an instrument of communication. Ex. Discussing situations in which sacking is justified.
	Show interest in learning English



	C2
	Mathematical competence.
	
	
	

	C3
	Knowledge of and interaction with the physical world.
	SB page 92
	Students read texts about the employment situation in a country and discuss about the situation in their own country.
	Express curiosity in learning about Social Science in English.

	C4
	Competence in information and communication technologies
	SB page 88

	CD-Rom and website activities: www.businessenglishonline.net
There’s also a reference to a webpage at the beginning of the unit: www.aip.org
	Feel pleasure in using new technologies in order to revise and extend what they have learnt.

	C5
	Social and civil competence.


	SB page 88
SB page 90
SB page 92
	Moral and Civic Education: The importance of being responsible at work. 

Education for Sexual Equality: Understand that both men and women must have the same opportunities when applying for a job.
Education for Peace: the importance of accepting that workers must fight to defend their rights according to the law.
	Be willing to behave in a correct way.
Understand sexual equality in all fields.
Be willing to accept the law.



	C6
	Cultural and artistic competence.
	SB page 88
	Students read texts with references to the BBC television.
	Show pleasure in learning cultural facts.


	C7
	The competence of learning to learn.
	SB pages 93-94

	Students complete the Language Links section for Unit 14 evaluating their own work.


	Show interest in learning how to learn English.



	C8
	The competence of personal autonomy and initiative.
	
	Initiative to complete the CD-Rom activities by themselves.
	Be willing to listen to and interact with others. Participate

in class activities.

	C9
	The emotional competence.

(Castilla la Mancha)
	SB page 92
	Students learn to work in groups respecting each other and admitting both their own success and their classmates’. Ex. working in pairs discussing unemployment in their own country
	Enjoy group participation.

Show respect for others in the group.


Socio cultural aspects and intercultural  awareness

· References to workers’ rights and employment laws in their country in 
comparison with other ones..

· References to job interviews and CVs.

· Show interest in learning English and in the topic of the unit



· Positive attitude towards own ability to participate  in class activities 


· Willingness to review and reflect on own learning 



· Enjoyment in completing activities



LITERARY EDUCATION

· Assessment and active participation in literary activities in the classroom.

· Appreciation of literature as a source of pleasure showing criticism towards it.

· Development of reading autonomy.

E.g.:  Reading text: Ibiza phone-in prize winner fired 

CROSS-CURRICULAR ITEMS

· Social Science: The whole unit is devoted to talk about job applications, hiring and firing people and workers’ rights.
ATTITUDES AND VALUES

· Politeness in the other language. 

· Effort with new vocabulary and structures.

· Interest and respect in the classmates’ opinions, mother tongue, accent, 
origin, etc. 

· Overcome mental blocking when meeting new people in the target 
language

· Attentive-assertive listening

· Use of  target language in class

MIXED-ABILITY ACTIVITIES

Consolidation activities:

· SB activities. Unit 14
· Self-study CD-ROM. Unit 14
· Phrase Bank. Unit 14
Extension activities:

· Additional material at the end of the SB.

· Resource materials of the TB for Unit 14: Unfair dismissal? / Tricky decision
· Website In Company e-lessons (www.businessenglishonline.net). 
EVALUATION

1. EVALUATION RESOURCES

· Formative evaluation

· Classroom observation to check both individual and global progress

· Skills: reading, writing, speaking and listening exercises.

· Accumulative evaluation

· Language Links Section: Grammar and Vocabulary revision. Unit 14 
· Self evaluation

· Self-study CD-ROM. Unit 14
· Website In Company Tests (www.businessenglishonline.net): Quick Progress Test 3, Mid-course Test, End of course Test
2. EVALUATION CRITERIA

· Understand the general message of texts about firing someone, and identify relevant details in oral messages related with them. C1, C5,  C8. 

· Express himself/herself with fluency and using the right pronunciation - intonation in a role-play about a job interview. C1, C5, C8.

· Write short texts in different supports, using the appropriate structures, functions and vocabulary, such as writing a brief CV. C1, C6, C8  
· Use consciously his/her linguistic knowledge in order to listen to an interview for a job. C1, C5, C8  

· Use information and communication technologies in a guided way in order to look for information by completing the CD-ROM and website activities. C1, C4, C8
· Analyze social aspects of Anglo-Saxon countries by comparing the employment situation in those countries with their own experience. C1, C3, C6, C8

· Identify learning strategies used to progress in the learning process by completing the Language Links section for this unit. C1, C7, C8

UNIT 15

Time
OBJECTIVES

Throughout this unit, the student will be able to achieve the following aims:

· Study the use of going to versus will.

· Learn vocabulary about working conditions.

· Discuss attitudes to time, effective time management, etc.

· Read a text about an interesting experiment by one company to do away with time.

· Look at a writer’s advice on how to be a good time-waster.
· Learn some important collocations with the word time.
· Study some useful techniques for organising their time.
· Practise talking about plans for the working day.

· Evaluate the progress done till this point by completing the activities of the Language links section so as to participate in the learning process.  


CONTENTS

Listening

· Listen to a conversation to do with time and answer some questions.
· Listen and complete some phrases with the appropriate words.
· Listen to a talk about the myth of time management and put some topics in the correct order.
· Listen and check conversations with either going to or will.

Speaking

· Discus some questions about time and money with a partner.
· Discuss a text about time management techniques.
· Talk about an experiment about working without clocks.
· Discuss the meaning of different verb tenses in a sentence.
· Plan how they are going to spend their next working day and explain to a partner.
· Have a conversation with a partner using going to or will and talking about the plans and problems shown in a table.

· Think of ways of wasting time at work.
Reading

· Read a quotation on time management.
· Read and match some words and phrases to do with time with the correct definitions.
· Underline four phrases in a script which can be useful in a presentation.
· Read an article about living without time and answer some questions.
· Find words and phrases in an article about working without time which mean the same as the ones given.
· Read and underline the correct option in some sentences choosing between will and going to.
· Look at the headings from an article and talk about the tips the author gives about wasting time at work.
· Read the Phrase Bank section about presentations and talking about time. 
Writing

· Fill in the gaps in some words with the correct vowels so as to complete verbs.
· Complete some sentences with the appropriate verbs.

· Complete some sentences about time so that they are true for them.

· Fill in the gaps in a text about the myth of time management with the appropriate words.

· Complete a table with information about how well they and their partner manage their time, using percentages.
· Use some words and phrases from a text to complete some sentences about time-management.
· Complete some conversations  using the verbs given with either going to or will.
· Match some pairs of words to make four common collocations.
· Use some collocations to complete an article about wasting time at work.
· Complete some sentences with words or phrases that mean the same as the ones given.
· Complete the grammar and vocabulary exercises of the Language Links section so as to revise the contents learnt in the unit.

Language knowledge and use

Linguistic knowledge:

· Grammar

· Going to 

· Going to vs will
· Vocabulary

· Time collocations
· Working conditions

· Presentations, talking about time

· Pronunciation
· Students learn the right pronunciation in English through the Listening activities, and the use of the Audio CDs.

· Students also practice their pronunciation in English through the Speaking activities.

Learning reflection:
· Reading an article about working without clocks.
· Discussing time management

· Listening to a conversation about a delayed project.

· Asking and answering about time management techniques.
· Listening to a talk on time management.

· Talking about decisions and plans.

· Reviewing and reflecting on learning.

BASIC COMPETENCES

	Basic Competence
	Page
	Activity
	Evaluation Criteria

	C1
	Linguistic communicative competence.
	SB page 95
	All the activities of the unit use the language as an instrument of communication. Ex. Discussing questions about time and money.
	Show interest in learning English



	C2
	Mathematical competence.
	SB page 19702
	Students complete a table with percentages about their time management.
	Be able to use mathematical concepts in English

	C3
	Knowledge of and interaction with the physical world.
	SB page 95-101
	The whole unit is devoted to talk about the social effects of time in our working lives.
	Express curiosity in learning about Social Science in English.

	C4
	Competence in information and communication technologies
	SB page 95

	CD-Rom and website activities: www.businessenglishonline.net
There’s also a reference to a webpage at the beginning of the unit: www.sme-blog.com
	Feel pleasure in using new technologies in order to revise and extend what they have learnt.

	C5
	Social and civil competence.


	SB page 99
SB page 97
	Moral and Civic Education: The importance of being responsible at work and avoid wasting their time. 

Education for Health: the importance of reducing stress at work by not paying so much attention to clocks.
	Understand the importance of responsibility.

Be willing to follow healthy habits.

	C6
	Cultural and artistic competence.
	SB page 95
	References to Stefan Töpfer, chairman of Winweb (The small business blog).
	Show pleasure in learning cultural facts.

	C7
	The competence of learning to learn.
	SB pages 100-101

	Students complete the Language Links section for Unit 15 evaluating their own work.


	Show interest in learning how to learn English.



	C8
	The competence of personal autonomy and initiative.
	
	Initiative to complete the CD-Rom activities by themselves.
	Be willing to listen to and interact with others. Have a positive attitude towards own ability to participate

in class activities.

	C9
	The emotional competence.

(Castilla la Mancha)
	SB page 99
	Students learn to work in groups respecting each other and admitting both their own success and their classmates’. Ex. working in pairs discussing ways of wasting time.
	Enjoy group participation.

Show respect for others in the group.


Socio cultural aspects and intercultural  awareness

· References to time management and wasting time at work.
· Show interest in learning English and in the topic of the unit



· Positive attitude towards own ability to participate  in class activities 


· Willingness to review and reflect on own learning 



· Enjoyment in completing activities



LITERARY EDUCATION

· Assessment and active participation in literary activities in the classroom.

· Appreciation of literature as a source of pleasure showing criticism towards it.

· Development of reading autonomy.

E.g.:  Reading texts: The myth of time management / life without time
CROSS-CURRICULAR ITEMS

· Social Science: the whole unit is devoted to talk about the use of time at work and students can compare this with their own experience.
ATTITUDES AND VALUES

· Politeness in the other language. 

· Effort with new vocabulary and structures.

· Interest and respect in the classmates’ opinions, mother tongue, accent, 
origin, etc. 

· Overcome mental blocking when meeting new people in the target 
language

· Attentive-assertive listening

· Use of  target language in class

MIXED-ABILITY ACTIVITIES

Consolidation activities:

· SB activities. Unit 15
· Self-study CD-ROM. Unit 15
· Phrase Bank. Unit 15
Extension activities:

· Additional material at the end of the SB.

· Resource materials of the TB for Unit 15: Plenty of time 
· Website In Company e-lessons (www.businessenglishonline.net). 
EVALUATION

1. EVALUATION RESOURCES

· Formative evaluation

· Classroom observation to check both individual and global progress

· Skills: reading, writing, speaking and listening exercises.

· Accumulative evaluation

· Language Links Section: Grammar and Vocabulary revision. Unit 15 
· Self evaluation

· Self-study CD-ROM. Unit 15
· Website In Company Tests (www.businessenglishonline.net): Quick Progress Test 3, Mid-course Test, End of course Test
2. EVALUATION CRITERIA

· Understand the general message of texts about time management, and identify relevant details in oral messages related with them. C1, C3, C5,  C8. 

· Express himself/herself with fluency and using the right pronunciation - intonation in conversations about how they are going to spend their next working day. C1, C8.

· Write short texts in different supports, using the appropriate structures, functions and vocabulary, such as writing a table with information about their use of time. C1, C5, C8  
· Use consciously his/her linguistic knowledge in order to listen to a talk about the myth of time management. C1, C5, C8  

· Use information and communication technologies in a guided way in order to look for information by completing the CD-ROM and website activities. C1, C4, C8 
· Analyze social aspects of Anglo-Saxon countries by comparing the ways in which they waste time at work in those countries with their own experience. C1, C5, C6, C8

· Identify learning strategies used to progress in the learning process by completing the Language Links section for this unit. C1, C7, C8

UNIT 16

Getting things done
Case Study: Company structure
OBJECTIVES

Throughout this unit, the student will be able to achieve the following aims:

· Talk about persuading other people to do things for you.

· Learn language for asking for favours.

· Look at ways of saying “no” tactfully.

· Recognise the difference between requests, persuasion and threats.

· Study two conversations about a check in for a flight and an unsuccessful complaint.
· Work on a case study based on the issue of company organisation.
· Read information about different types of company structure.
· Discuss the advantages and disadvantages of different company structures.
· Simulate a meeting assuming the roles of consultants discussing the best way to organise a company structure.
CONTENTS

Listening

· Listen to a conversation about saying no tactfully and answer some questions.

· Listen to a conversation of a passenger checking in for a flight asking for an upgrade and answer some questions.
· Listen to a conversation of a guest checking in to a hotel and answer some questions.

Speaking

· Act out conversations asking for favours using the prompts given.
· Act out conversations using polite expressions for asking for an upgrade.

· Discuss the advantages and disadvantages of the different types of company structure.
· Take part in a meeting to decide what the best organisation for a company is playing different roles.
Reading

· Read a quotation about telephone calls.

· Read some lines and put a conversation in the correct order.
· Identify phrases in a conversation which mean the same as the expressions given.

· Read the information about different types of company structure and answer some questions.

· Read the background information about a company which wants to change its structure.
· Read a text about the organisation of a Spanish company and discuss it.
Writing

· Complete some extracts from conversations asking favours in an office after listening to a recording.

· Use the phrases given to rewrite a conversation so that it sounds more polite.
Language knowledge and use

Linguistic knowledge:

· Grammar & Vocabulary

· Revision of the language seen in units 13-15

· Pronunciation
· Students learn the right pronunciation in English through the Listening activities, and the use of the Audio CDs.

· Students also practice their pronunciation in English through the Speaking activities.

Learning reflection:
· Asking for favours.

· Listening to a conversation with a refused request.

· Saying “no” tactfully.

· Listening to conversations to persuade, promise and threaten.

· Using polite language

· Listening to people making special requests.

· Reading an article about company structure.

· Discussing how to restructure a company.

· Reading an article about company structure.

· Reviewing and reflecting on learning.
BASIC COMPETENCES

	Basic Competence
	Page
	Activity
	Evaluation Criteria

	C1
	Linguistic communicative competence.
	SB page 103
	All the activities of the unit use the language as an instrument of communication. Ex. Act out a conversation asking for an upgrade in a polite way.
	Show interest in learning English



	C2
	Mathematical competence.
	
	
	

	C3
	Knowledge of and interaction with the physical world.
	SB pages 104-105
	Students read a text with references to different types of company structures, and discuss about the organisation of a Spanish company.
	Express curiosity in learning about Social Science in English.

	C4
	Competence in information and communication technologies
	SB page 102
	CD-Rom and website activities: www.businessenglishonline.net
There’s also a reference to a webpage at the beginning of the unit: www.guardian.co.uk
	Feel pleasure in using new technologies in order to revise and extend what they have learnt.

	C5
	Social and civil competence.


	SB pages 102-103

	Moral and Civic Education: The importance of being polite when asking for favours or upgrades.
	Understand the need of being polite in all situations.

	C6
	Cultural and artistic competence.
	SB page 102

SB page 139
	References to The Guardian.

References to Marlon Brando.

Students read a text with references to a Spanish transport company called Truck & Wheel.
	Show pleasure in learning cultural facts.

	C7
	The competence of learning to learn.
	
	Students complete the website activities evaluating their own work.


	Show interest in learning how to learn English.



	C8
	The competence of personal autonomy and initiative.
	
	Initiative to complete the CD-Rom activities by themselves.
	Be willing to listen to and interact with others. Have a positive attitude towards own ability to participate

in class activities.

	C9
	The emotional competence.

(Castilla la Mancha)
	SB pages 102-105
	Students learn to work in groups respecting each other and admitting both their own success and their classmates’. 
	Enjoy group participation.

Show respect for others in the group.


Socio cultural aspects and intercultural  awareness

· References to politeness and tactfulness when asking for favours at work 
· Show interest in learning English and in the topic of the unit



· Positive attitude towards own ability to participate  in class activities 


· Willingness to review and reflect on own learning 



· Enjoyment in completing activities



LITERARY EDUCATION

· Assessment and active participation in literary activities in the classroom.

· Appreciation of literature as a source of pleasure showing criticism towards it.

· Development of reading autonomy.

E.g.:  Reading text: Company structure
CROSS-CURRICULAR ITEMS

· Social Science: References to different types of company structures
ATTITUDES AND VALUES

· Politeness in the other language. 

· Effort with new vocabulary and structures.

· Interest and respect in the classmates’ opinions, mother tongue, accent, 
origin, etc. 

· Overcome mental blocking when meeting new people in the target 
language

· Attentive-assertive listening

· Use of  target language in class

MIXED-ABILITY ACTIVITIES

Consolidation activities:

· SB activities. Unit 16
· Self-study CD-ROM. Unit 16
Extension activities:

· Additional material at the end of the SB.

· Resource materials of the TB for Unit 16: Things to do / It’s not rocket science
· Case Studies Glossary at the end of the SB.
· Website In Company e-lessons (www.businessenglishonline.net). 
EVALUATION

1. EVALUATION RESOURCES

· Formative evaluation

· Classroom observation to check both individual and global progress

· Skills: reading, writing, speaking and listening exercises.

· Accumulative evaluation

· Case Study Section: Company structure 
· Self evaluation

· Self-study CD-ROM. Unit 16
· Website In Company Tests (www.businessenglishonline.net): Quick Progress Test 4, Mid-course Test, End of course Test
2. EVALUATION CRITERIA

· Understand the general message of texts about asking for favours and about company structure, and identify relevant details in oral messages related with them. C1, C3, C5,  C8. 

· Express himself/herself with fluency and using the right pronunciation - intonation in conversations about the advantages and disadvantages of the different types of company structure. C1, C3, C8. 
· Write short texts in different supports, using the appropriate structures, functions and vocabulary, such as rewriting a conversation in a more polite way. C1, C5, C8  
· Use consciously his/her linguistic knowledge in order to listen to a conversation about saying no tactfully. C1, C5, C8   
· Use information and communication technologies in a guided way in order to look for information by completing the CD-ROM and website activities. C1, C4, C8
· Analyze social aspects of Anglo-Saxon countries by comparing company structures in those countries with their own experience. C1, C3, C5, C8

UNIT 17

Office gossip
OBJECTIVES

Throughout this unit, the student will be able to achieve the following aims:

· Study the use of the reported speech.

· Learn vocabulary about relationships at work.

· Discuss the topic of office gossip and small talk at work.

· Do small talk practising reported speech.
· Look at the wider implications of office gossip and discuss whether it is harmful or productive.
· Read a text about an attempt to ban gossiping at work.
· Role-play a situation in which a management consultant tries to persuade a client to abandon a strict policy aimed at discouraging gossip at work.

· Evaluate the progress done till this point by completing the activities of the Language links section so as to participate in the learning process.  


CONTENTS

Listening

· Listen to a conversation about gossip and answer some questions.
· Listen to a conversation and complete some reported statements.
· Listen to some conversations at the office and complete them with words and phrases which make sense.
· Listen to an interview about office gossip from a radio programme and match some words with their definitions.
· Listen to an interview about socialising at work.

Speaking

· Act out a gossip conversation at the coffee machine using the frameworks given.
· Discuss gossiping and gossip policies in certain companies.
· Work with a partner and perform a role-play about office policy on coffee breaks and gossiping.
Reading

· Read a quotation about gossip in the working place.
· Read a news article about a new law about gossiping and answer some questions.
· Underline words and phrases in a text which mean the same as the ones given.
· Read some comments about gossip and classify them into a table.
· Read some statements about socialising at work and discuss them.
· Read the Phrase Bank section about social chat.
Writing

· Complete sentences using either said or told.
· Fill in the gaps in some sentences with the appropriate question words.

· Complete some sentences practising the use of the reported speech.
· Complete some sentences about gossip using their own words and ideas.
· Complete a form sending a note to the manager director of a company about a new policy on coffee breaks and gossiping.
· Complete the grammar and vocabulary exercises of the Language Links section so as to revise the contents learnt in the unit.

Language knowledge and use

Linguistic knowledge:

· Grammar

· Reported speech
· Say and tell
· Vocabulary

· Office chat
· Relationships at work

· Social chat

· Pronunciation
· Students learn the right pronunciation in English through the Listening activities, and the use of the Audio CDs.

· Students also practice their pronunciation in English through the Speaking activities.

Learning reflection:
· Reading an article about a company banning gossip

· Reporting gossip

· Reading posts on a forum about office gossip.

· Discussing the pros and cons of gossip at work.

· Listening to a conversation about company gossip.

· Discussing office policy about gossip.

· Listening to a radio interview about the importance of gossip at work.

· Reviewing and reflecting on learning.

BASIC COMPETENCES

	Basic Competence
	Page
	Activity
	Evaluation Criteria

	C1
	Linguistic communicative competence.
	SB page 108
	All the activities of the unit use the language as an instrument of communication. Ex. discussing their opinion on companies’ gossip policies.
	Show interest in learning English



	C2
	Mathematical competence.
	
	
	

	C3
	Knowledge of and interaction with the physical world.
	
	
	

	C4
	Competence in information and communication technologies
	SB page 106
	CD-Rom and website activities: www.businessenglishonline.net
There’s also a reference to a webpage at the beginning of the unit: www.personneltoday.com
	Feel pleasure in using new technologies in order to revise and extend what they have learnt.

	C5
	Social and civil competence.


	SB pages 106-112
SB page 109
	Moral and Civic Education: the importance of having a critical attitude towards gossiping at work and doing it with moderation.
Education for Sexual Equality: Understand that gossiping is not just a women’s habit.
	Be critical towards companies’ gossip policies.
Accept sexual equality in all fields.

	C6
	Cultural and artistic competence.
	SB page 106
	References to Judith Doyle and Personneltoday
	Show pleasure in learning cultural facts.

	C7
	The competence of learning to learn.
	SB pages 111-112

	Students complete the Language Links section for Unit 17 evaluating their own work.


	Show interest in learning how to learn English.



	C8
	The competence of personal autonomy and initiative.
	
	Initiative to complete the CD-Rom activities by themselves.
	Be willing to listen to and interact with others. Have a positive attitude towards own ability to participate

in class activities.

	C9
	The emotional competence.

(Castilla la Mancha)
	SB page 110
	Students learn to work in groups respecting each other and admitting both their own success and their classmates’. Ex. role-playing a dialogue about a company’s gossip and coffee-break policies.
	Enjoy group participation.

Show respect for others in the group.


Socio cultural aspects and intercultural  awareness

· References to socialising in the workplace
· Show interest in learning English and in the topic of the unit



· Positive attitude towards own ability to participate  in class activities 


· Willingness to review and reflect on own learning 



· Enjoyment in completing activities



LITERARY EDUCATION

· Assessment and active participation in literary activities in the classroom.

· Appreciation of literature as a source of pleasure showing criticism towards it.

· Development of reading autonomy.

E.g.:  Reading texts: City council gags workers / Office workers forum 

CROSS-CURRICULAR ITEMS

· Education for Citizenship: Understand the need of gossiping at work with moderation.
ATTITUDES AND VALUES

· Politeness in the other language. 

· Effort with new vocabulary and structures.

· Interest and respect in the classmates’ opinions, mother tongue, accent, 
origin, etc. 

· Overcome mental blocking when meeting new people in the target 
language

· Attentive-assertive listening

· Use of  target language in class

MIXED-ABILITY ACTIVITIES

Consolidation activities:

· SB activities. Unit 17
· Self-study CD-ROM. Unit 17
· Phrase Bank. Unit 17
Extension activities:

· Additional material at the end of the SB.

· Resource materials of the TB for Unit 17: Say something / But you said…!
· Website In Company e-lessons (www.businessenglishonline.net). 
EVALUATION

1. EVALUATION RESOURCES

· Formative evaluation

· Classroom observation to check both individual and global progress

· Skills: reading, writing, speaking and listening exercises.

· Accumulative evaluation

· Language Links Section: Grammar and Vocabulary revision. Unit 17 
· Self evaluation

· Self-study CD-ROM. Unit 17
· Website In Company Tests (www.businessenglishonline.net): Quick Progress Test 4, Mid-course Test, End of course Test
2. EVALUATION CRITERIA

· Understand the general message of texts about gossiping at work, and identify relevant details in oral messages related with them. C1, C5, C8. 

· Express himself/herself with fluency and using the right pronunciation - intonation in conversations about office policy on coffee breaks. C1, C5, C8.

· Write short texts in different supports, using the appropriate structures, functions and vocabulary, such as writing a form to a company’s manager director on gossiping. C1, C5, C8  
· Use consciously his/her linguistic knowledge in order to listen to an interview about socialising at work. C1, C6, C8  

· Use information and communication technologies in a guided way in order to look for information by completing the CD-ROM and website activities. C1, C4, C8
· Analyze social aspects of Anglo-Saxon countries by comparing gossip policies in companies from those countries with the ones in their own country. C1, C5, C6, C8

· Identify learning strategies used to progress in the learning process by completing the Language Links section for this unit. C1, C7, C8

UNIT 18

E-Commerce
OBJECTIVES

Throughout this unit, the student will be able to achieve the following aims:

· Study the use of will for future predictions.

· Learn vocabulary about shopping and the Internet.

· Discuss e-commerce as an interesting option for many companies.

· Learn about the factors which are involved in persuading someone to buy something.

· Discuss the advantages and disadvantages of e-commerce.

· Listen to a radio programme about e-commerce.

· Role-play a focus group to explore the possibility of marketing to the over-sixties surfing the Internet.

· Read a text about the future of the Internet.
· Evaluate the progress done till this point by completing the activities of the Language links section so as to participate in the learning process.  


CONTENTS

Listening

· Listen to a radio programme where experts discuss e-commerce and discuss about it.
· Listen and complete some phrases about the advantages and disadvantages of e-commerce.

Speaking

· Work with a partner asking each other questions to do with buying things.
· Brainstorm the advantages and disadvantages of different topics.
· Discuss some predictions about the future of the Internet with a partner.
· Make other predictions with their own ideas about the future of the Internet.

Reading

· Read a note about British pensioners surfing the net.
· Match some words about the future of the Internet with the appropriate explanations.
· Read the answers to a survey about the future of the Internet and show agreement or disagreement.
· Read an explanation about the way to do predictions.
· Read a chart with predictions on different topics, tick the ones that are true for them and discuss them with a partner.
· Read the Phrase Bank section about advantages and disadvantages
Writing

· Complete some sentences about buying things using the appropriate expressions.
· Complete a table with their own opinions about the advantages and disadvantages of e-commerce.

· Complete sentences following a model and using the prompts given.

· Make notes for a marketing company about over-sixties using the Internet.
· Complete some ideas on different topics with the appropriate words from a reading text.
· Complete the grammar and vocabulary exercises of the Language Links section so as to revise the contents learnt in the unit.

Language knowledge and use

Linguistic knowledge:

· Grammar

· Will for future predictions
· Vocabulary

· Discussing advantages and disadvantages.
· Shopping and the Internet.

· Pronunciation
· Students learn the right pronunciation in English through the Listening activities, and the use of the Audio CDs.

· Students also practice their pronunciation in English through the Speaking activities.

Learning reflection:
· Reading a survey about the future of the Internet.

· Discussing purchase decisions.

· Listening to a radio interview about the pros and the cons of e-commerce.

· Discussing advantages and disadvantages.

· Discussing marketing e-commerce to the over-sixties.

· Reviewing and reflecting on learning.

BASIC COMPETENCES

	Basic Competence
	Page
	Activity
	Evaluation Criteria

	C1
	Linguistic communicative competence.
	SB page 113
	All the activities of the unit use the language as an instrument of communication. Ex. discussing shopping online.
	Show interest in learning English



	C2
	Mathematical competence.
	
	
	

	C3
	Knowledge of and interaction with the physical world.
	SB pages 114, 116
	Students read texts with references to e-commerce and about the future of the Internet.
	Express curiosity in learning about Technology and Social Science in English.

	C4
	Competence in information and communication technologies
	SB page 113
	CD-Rom and website activities: www.businessenglishonline.net
There’s also a reference to a webpage at the beginning of the unit: www.axa.co.uk
	Feel pleasure in using new technologies in order to revise and extend what they have learnt.

	C5
	Social and civil competence.


	SB pages 113-119
SB page 115
	Consumer Education: Have a critical attitude towards the use and abuse of shopping online and be aware of the risks of buying on the Internet. 

Education for Leisure: the importance of the over-sixties using the Internet for pleasure.
	Be willing to use Internet with caution and show criticism towards the consumer society.

Understand the importance of leisure in our lives.

	C6
	Cultural and artistic competence.
	SB page 113
	Students read a text with references to insurer AXA.
	Show pleasure in learning cultural facts.

	C7
	The competence of learning to learn.
	SB pages 118-119

	Students complete the Language Links section for Unit 18 evaluating their own work.


	Show interest in learning how to learn English.



	C8
	The competence of personal autonomy and initiative.
	
	Initiative to complete the CD-Rom activities by themselves.
	Be willing to listen to and interact with others. Have a positive attitude towards own ability to participate

in class activities.

	C9
	The emotional competence.

(Castilla la Mancha)
	SB page 117
	Students learn to work in groups respecting each other and admitting both their own success and their classmates’. Ex. working in pairs discussing future predictions.
	Enjoy group participation.

Show respect for others in the group.


Socio cultural aspects and intercultural  awareness

· References to shopping online 
· References to the future of the Internet.

· Show interest in learning English and in the topic of the unit



· Positive attitude towards own ability to participate  in class activities 


· Willingness to review and reflect on own learning 



· Enjoyment in completing activities



LITERARY EDUCATION

· Assessment and active participation in literary activities in the classroom.

· Appreciation of literature as a source of pleasure showing criticism towards it.

· Development of reading autonomy.

E.g.:  Reading texts: The future of the Internet 

CROSS-CURRICULAR ITEMS

· Technology: References to predictions about the Internet.
ATTITUDES AND VALUES

· Politeness in the other language. 

· Effort with new vocabulary and structures.

· Interest and respect in the classmates’ opinions, mother tongue, accent, 
origin, etc. 

· Overcome mental blocking when meeting new people in the target 
language

· Attentive-assertive listening

· Use of  target language in class

MIXED-ABILITY ACTIVITIES

Consolidation activities:

· SB activities. Unit 18
· Self-study CD-ROM. Unit 18
· Phrase Bank. Unit 18
Extension activities:

· Additional material at the end of the SB.

· Resource materials of the TB for Unit 18: How wrong can you be? / A-Z race
· Website In Company e-lessons (www.businessenglishonline.net). 
EVALUATION

1. EVALUATION RESOURCES

· Formative evaluation

· Classroom observation to check both individual and global progress

· Skills: reading, writing, speaking and listening exercises.

· Accumulative evaluation

· Language Links Section: Grammar and Vocabulary revision. Unit 18 
· Self evaluation

· Self-study CD-ROM. Unit 18
· Website In Company Tests (www.businessenglishonline.net): Quick Progress Test 4, Mid-course Test, End of course Test
2. EVALUATION CRITERIA

· Understand the general message of texts about the future of the Internet, and identify relevant details in oral messages related with them. C1, C4, C5, C8. 

· Express himself/herself with fluency and using the right pronunciation - intonation in conversations about advantages and disadvantages. C1,  C8.

· Write short texts in different supports, using the appropriate structures, functions and vocabulary, such as writing about the advantages and disadvantages of e-commerce. C1, C4, C5, C8  
· Use consciously his/her linguistic knowledge in order to listen to people making predictions. C1, C8  

· Use information and communication technologies in a guided way in order to look for information by completing the CD-ROM and website activities. C1, C4, C8
· Analyze social aspects of Anglo-Saxon countries by comparing the use of new technologies by elderly people in those countries with their own experience. C1, C4, C6, C8

· Identify learning strategies used to progress in the learning process by completing the Language Links section for this unit. C1, C7, C8

UNIT 19

E-Work
OBJECTIVES

Throughout this unit, the student will be able to achieve the following aims:

· Study the use of conditionals with future reference.

· Learn vocabulary about teleworking.

· Explore the issues about working from home.
· Read an article about the growing number of teleworkers in Europe.

· Look at a survey about the different types of e-work.

· Discuss an advert for work on the Internet.

· Talk about the advantages and disadvantages of working from home.

· Study conditional sentences for talking about hypothetical or imagined situations.
· Look at two case studies about teleworking 

· Listen to interviews with people and complete a chart about their work.

· Take part in a role-play between the manager of a company who wants to introduce a system of working at home and a union representative who is against it.
· Evaluate the progress done till this point by completing the activities of the Language links section so as to participate in the learning process.  


CONTENTS

Listening

· Listen to a conversation where two people discuss an advert and answer some questions.
· Listen to two interviews with people who telework and answer some questions.
· Listen and complete a chart with information from  an interview about telework.

Speaking

· Discuss some questions about e-work with a partner.
· Discuss hypothetical situations using conditional sentences.
· Talk about the main advantages and disadvantages of working from home.
· Perform a role-play about the advantages of working at home or in the office.
Reading

· Read a quotation about telework as a solution to social, environmental and familiar problems.
· Read an article about e-work in the EU and answer some questions.
· Answer to true/false statements according to an article.
· Look at an advert for e-work on the Internet and discuss it.
· Read a magazine article about the advantages and disadvantages of working from home and complete a chart with the information.
· Find words and phrases in a text which mean the same as the expressions given.
· Read the Phrase Bank section about explaining things.
Writing

· Complete some phrases from a dialogue  about working at home with the missing words.
· Complete some conditional sentences with their own words.
· Put some ideas into a chain of conditionals to recreate a manager’s dream.
· Complete some sentences to do with teleworking with the appropriate words and phrases.
· Change some sentences to do with teleworking so that they are true for them.

· Complete the grammar and vocabulary exercises of the Language Links section so as to revise the contents learnt in the unit.

Language knowledge and use

Linguistic knowledge:

· Grammar

· Conditionals (future reference)
· Vocabulary

· Teleworking
· Explaining things

· Pronunciation
· Students learn the right pronunciation in English through the Listening activities, and the use of the Audio CDs.

· Students also practice their pronunciation in English through the Speaking activities.

Learning reflection:
· Reading an article about the rise of e-workers.

· Talking about hypothetical situations.

· Reading an article about working from home.

· Discussing the advantages and disadvantages of teleworking.

· Listening to a conversation about working from home.

· Discussing company policy about teleworking.

· Listening to people talking about their experiences of telework.

· Reviewing and reflecting on learning.

BASIC COMPETENCES

	Basic Competence
	Page
	Activity
	Evaluation Criteria

	C1
	Linguistic communicative competence.
	SB page 120
	All the activities of the unit use the language as an instrument of communication. Ex. Discussing e-work.
	Show interest in learning English



	C2
	Mathematical competence.
	
	
	

	C3
	Knowledge of and interaction with the physical world.
	SB page 120
	Students read a text about telework in the European Union.
	Express curiosity in learning about Social Science in English.

	C4
	Competence in information and communication technologies
	SB page 120

	CD-Rom and website activities: www.businessenglishonline.net
There’s also a reference to a webpage at the beginning of the unit: www.ecyberworkers.org
	Feel pleasure in using new technologies in order to revise and extend what they have learnt.

	C5
	Social and civil competence.


	SB page 123
SB page 120
	Moral and Civic Education: Understand the importance of being responsible and self-disciplined in they want to work from home. 

Environmental Education: we can take this opportunity to talk about the effects of telework in reducing pollution.
	Be willing to make efforts at work.
Be willing to support environmentally friendly attitudes

	C6
	Cultural and artistic competence.
	SB page 123
	Students read about the advantages and disadvantages of working at home.
	Show pleasure in learning cultural facts.

	C7
	The competence of learning to learn.
	SB pages 125-126

	Students complete the Language Links section for Unit 19 evaluating their own work.


	Show interest in learning how to learn English.



	C8
	The competence of personal autonomy and initiative.
	
	Initiative to complete the CD-Rom activities by themselves.
	Be willing to listen to and interact with others. Have a positive attitude towards own ability to participate

in class activities.

	C9
	The emotional competence.

(Castilla la Mancha)
	SB page 124
	Students learn to work in groups respecting each other and admitting both their own success and their classmates’. Ex. role-playing the advantages of working in the office or at home.
	Enjoy group participation.

Show respect for others in the group.


Socio cultural aspects and intercultural  awareness

· References to telework.

· Show interest in learning English and in the topic of the unit



· Positive attitude towards own ability to participate  in class activities 


· Willingness to review and reflect on own learning 



· Enjoyment in completing activities



LITERARY EDUCATION

· Assessment and active participation in literary activities in the classroom.

· Appreciation of literature as a source of pleasure showing criticism towards it.

· Development of reading autonomy.

E.g.:  Reading texts: e-work in the EU / Working at home 

CROSS-CURRICULAR ITEMS

· Social Science: References to the European Union and the volume of e-work in the different countries.
ATTITUDES AND VALUES

· Politeness in the other language. 

· Effort with new vocabulary and structures.

· Interest and respect in the classmates’ opinions, mother tongue, accent, 
origin, etc. 

· Overcome mental blocking when meeting new people in the target 
language

· Attentive-assertive listening

· Use of  target language in class

MIXED-ABILITY ACTIVITIES

Consolidation activities:

· SB activities. Unit 19
· Self-study CD-ROM. Unit 19
· Phrase Bank. Unit 19
Extension activities:

· Additional material at the end of the SB.

· Resource materials of the TB for Unit 19: What if…?
· Website In Company e-lessons (www.businessenglishonline.net). 
EVALUATION

1. EVALUATION RESOURCES

· Formative evaluation

· Classroom observation to check both individual and global progress

· Skills: reading, writing, speaking and listening exercises.

· Accumulative evaluation

· Language Links Section: Grammar and Vocabulary revision. Unit 19 
· Self evaluation

· Self-study CD-ROM. Unit 19
· Website In Company Tests (www.businessenglishonline.net): Quick Progress Test 4, Mid-course Test, End of course Test
2. EVALUATION CRITERIA

· Understand the general message of texts about teleworking, and identify relevant details in oral messages related with them. C1, C3, C5,  C8. 

· Express himself/herself with fluency and using the right pronunciation - intonation in conversations about the advantages and disadvantages of working from home. C1, C5, C8.

· Write short texts in different supports, using the appropriate structures, functions and vocabulary, such as writing conditional sentences. C1, C8  
· Use consciously his/her linguistic knowledge in order to listen to interviews with people who telework. C1, C8    
· Use information and communication technologies in a guided way in order to look for information by completing the CD-ROM and website activities. C1, C4, C8
· Analyze social aspects of Anglo-Saxon countries by comparing the habit of telework in those countries with their own experience. C1, C3, C5, C8

· Identify learning strategies used to progress in the learning process by completing the Language Links section for this unit. C1, C7, C8

UNIT 20

Working lunch
Case Study: Linux
OBJECTIVES

Throughout this unit, the student will be able to achieve the following aims:

· Learn useful language for conversing with business colleagues over lunch.
· Listen to two businessmen having a working lunch in Japan.
· Answer questions and put lines of a dialogue in order.
· Study some practical expressions for describing different dishes and how they are prepared.
· Work on a case study about the issue of Linux computer operating system.
· Read about the issues involved before a company switches to Linux.
· Have a simulated meeting to discuss whether a company should change its operating system to Linux.
CONTENTS

Listening

· Listen to a conversation at a working lunch in Japan and answer some questions.
· Listen and put the lines of a conversation in the correct order.
· Listen and complete the second part of a conversation using the phrases given.
· Listen to someone talking about a business trip and answer some questions.
Speaking

· Act out a conversation with a partner explaining what some dishes consist of.
· Act out conversations using the prompts given.

· Act out a conversation about doing business in Japan.

· Discuss the differences of doing business in different countries.

· Discuss their experiences with different operating systems on their work computer.
· Take part in a meeting to decide whether a company should change its operating system to Linux playing different roles.

Reading

· Read a quotation about working lunches and discuss it.
· Find phrases in a conversation which are similar in meaning to the ones given.
· Read a text with information about doing business in Japan and discuss it.
· Read an article about Linux and discuss some questions.
· Underline phrases in an article which mean the same as the definitions given.

· Read a text about an Australian company that decided to use Linux and discuss the problems they faced.
Writing

· Make a list of some of the typical dishes which restaurants serve in their area.
· List five job titles in their company and explain what each person does.
Language knowledge and use

Linguistic knowledge:

· Grammar & Vocabulary

· Revision of the language seen in units 17-19

· Pronunciation
· Students learn the right pronunciation in English through the Listening activities, and the use of the Audio CDs.

· Students also practice their pronunciation in English through the Speaking activities.

Learning reflection:
· Reading an article about business etiquette in Japan.
· Describing food.

· Listening to a conversation at a restaurant.

· Describing different roles in a job

· Listening to an explanation of job roles.

· Using the correct business etiquette.

· Reading an article about Siemens adopting a new OS

· Discussing and evaluating different operating systems.

· Reviewing and reflecting on learning.

BASIC COMPETENCES

	Basic Competence
	Page
	Activity
	Evaluation Criteria

	C1
	Linguistic communicative competence.
	SB page 127
	All the activities of the unit use the language as an instrument of communication. Ex. discussing questions to do with working lunches.
	Show interest in learning English



	C2
	Mathematical competence.
	SB page 130
	Students read a text with percentages about the use of different operating systems.
	Be able to use mathematical concepts in English.

	C3
	Knowledge of and interaction with the physical world.
	SB page 129
	Students read texts with references to the difference in business approaches in different countries such as Japan.
	Express curiosity in learning about Social Science in English.

	C4
	Competence in information and communication technologies
	SB page 130

SB page 127
	CD-Rom and website activities: www.businessenglishonline.net
The case study is devoted to talk about different operating systems in computers.

There’s also a reference to a webpage at the beginning of the unit: www.elliott.org
	Feel pleasure in using new technologies in order to revise and extend what they have learnt.

	C5
	Social and civil competence.


	SB page 127

SB page 128
SB page 129
	Education for Health: the importance of having a balanced diet even in working lunches so as to stay healthy.
Education for Peace: the importance of respecting other countries, including their food habits and typical dishes when travelling for business.

Moral and Civic Education: Understanding the differences between different cultures such as the Japanese one.
	Be willing to follow healthy habits.
Show respect towards other cultures.



	C6
	Cultural and artistic competence.
	SB pages 130-131
	Students read texts with references to operating systems such as Linux, Windows or Mac.
	Show pleasure in learning cultural facts.

	C7
	The competence of learning to learn.
	
	Students complete the website activities evaluating their own work.


	Show interest in learning how to learn English.



	C8
	The competence of personal autonomy and initiative.
	
	Initiative to complete the CD-Rom activities by themselves.
	Be willing to listen to and interact with others. Have a positive attitude towards own ability to participate

in class activities.

	C9
	The emotional competence.

(Castilla la Mancha)
	SB pages 127-131
	Students learn to work in groups respecting each other and admitting both their own success and their classmates’. 
	Enjoy group participation.

Show respect for others in the group.


Socio cultural aspects and intercultural  awareness

· References to Japanese culture.

· References to the increase in Linux operating system.

· Show interest in learning English and in the topic of the unit



· Positive attitude towards own ability to participate  in class activities 


· Willingness to review and reflect on own learning 



· Enjoyment in completing activities



LITERARY EDUCATION

· Assessment and active participation in literary activities in the classroom.

· Appreciation of literature as a source of pleasure showing criticism towards it.

· Development of reading autonomy.

E.g.:  Reading texts: The Hard Shell/  Siemens back Linux / Linux misses Windows of opportunity.
CROSS-CURRICULAR ITEMS

· Social Science: References to the Japanese culture in business.
· IT: References to computer operating systems such as Linux, Mac or Windows.
ATTITUDES AND VALUES

· Politeness in the other language. 

· Effort with new vocabulary and structures.

· Interest and respect in the classmates’ opinions, mother tongue, accent, 
origin, etc. 

· Overcome mental blocking when meeting new people in the target 
language

· Attentive-assertive listening

· Use of  target language in class

MIXED-ABILITY ACTIVITIES

Consolidation activities:

· SB activities. Unit 20
· Self-study CD-ROM. Unit 20
Extension activities:

· Additional material at the end of the SB.

· Resource materials of the TB for Unit 20: That’s not right! / Information overload
· Case Studies Glossary at the end of the SB.
· Website In Company e-lessons (www.businessenglishonline.net). 
EVALUATION

1. EVALUATION RESOURCES

· Formative evaluation

· Classroom observation to check both individual and global progress

· Skills: reading, writing, speaking and listening exercises.

· Accumulative evaluation

· Case Study Section: Linux 
· Self evaluation

· Self-study CD-ROM. Unit 20
· Website In Company Tests (www.businessenglishonline.net): Quick Progress Test 4, Mid-course Test, End of course Test 
2. EVALUATION CRITERIA

· Understand the general message of texts about business lunches and operating systems, and identify relevant details in oral messages related with them. C1, C3, C4,  C8. 

· Express himself/herself with fluency and using the right pronunciation - intonation in conversations about what some dishes consist of. C1, C3, C6, C8.

· Write short texts in different supports, using the appropriate structures, functions and vocabulary, such as writing about job titles in their company. C1, C6, C8    
· Use consciously his/her linguistic knowledge in order to listen to a conversation at a working lunch in Japan. C1, C3, C6, C8  

· Use information and communication technologies in a guided way in order to look for information by completing the CD-ROM and website activities. C1, C4, C8
· Analyze social aspects of Anglo-Saxon countries by comparing business attitudes in those countries with their own experience. C1, C3, C5, C6, C8
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