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Introduction 

PURPOSE 

The purpose of Interaction Canada: Phase 3 Level C is to provide you with many opportunities to 
practise the functions, grammar and strategies you learned in the first two phases of the program. 

DESCRIPTION 

This book is divided into five sections, one for each Second Language Exam (SLE) objective: 

Explaining/Describing  
Supporting Opinions / Defending Points of View  
Counselling/Advising  
Handling Hypothetical Questions  
Handling Complex Work-Related Situations  

In addition, an appendix lists exponents for each of the functions mentioned in the sections. 

Each activity section consists of an introductory page and 20 independent activities. Each activity 
contains four boxes. 

The first box presents a situation, drawn from work or personal life, which will allow you to practise one 
of the SLE objectives. The next two boxes present functions and grammar to use in each activity. The 
functions are also found in the appendix. The fourth box presents vocabulary. 

In separate files you will find Templates, a Feedback sheet and a Self-Performance Checklist that 
should be adapted to your needs, then printed or copied and used with each of the activities. The 
templates allow you and your teacher to set target language for each practice of a situation. Feedback 
sheets are used to monitor your progress and help you to focus on areas to improve. The checklist is 
provided to help you assess how well you believe you have mastered the functions, grammar and 
vocabulary focussed on in each activity. 

Interaction Canada: Phase 3 Level C is designed for maximum flexibility. You can use it in many 
different ways. Each SLE objective section and each activity is independent; you can work on any one 
without having completed work on any of the others. This means that you can choose your own route 
through the materials; for example, you might want to focus only on those sections dealing with the SLE 
objectives which are difficult for you; within those sections you could work on any or all of the situations 
in the order they are presented or in any order you choose. 

In addition, you are encouraged to adapt any situation to bring it closer to your own experience. 

The activities are designed for use with a partner. In each activity, you could be either the major or the 
minor speaker. Specific instructions for the major speaker appear in each situation; general instructions 
for the minor speaker appear only in the introductory part to each section (see note later for more detail). 

To get the most out of each activity, you may wish to tape the interaction and later review the tape 
to pin point where you need improvement. 
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PERFORMANCE OBJECTIVES 

The activities are designed to give you practice speaking with the proficiency and fluency consistent with 
the performance standards for Level C. In specific terms, this level of performance requires you to: 

use precise vocabulary to convey exact meaning;  
link sequences of events in time;  
link facts in logical sequence;  
link sentences effectively to convey complex ideas;  
discuss a broad variety of topics;  
expand on topics with ease.  

At the same time, you are expected to: 

hesitate rarely, except for ideas;  
have natural delivery;  
understand readily and accurately what is said to you;  
be easily understood.  

Since all the activities could be performed at a B level of proficiency, it is up to you to make the extra 
effort required to bring your performance up to a C level. Use the above information to guide your 
planning, performance and subsequent self-evaluation of each activity you tackle. 

A reminder of Level C performance standards appears on the introductory page of each section. 

HOW TO PROCEED 

Find a partner. With your partner choose a situation and decide who will be the major and minor 
speakers. Partners can be a native speaker or your teacher during one-on-one oral interaction practice 
sessions. 

MAJOR SPEAKER: 

The approach you choose at this point depends on your learning style. 

1. To begin you may prefer to prepare each step carefully, following these steps: 

think about the situation;  
discuss the possibilities with your partner;  
study the functions listed: 

decide which functions you will focus on and set them as targets on your template;  
check the appendix for exponents and add them to your template;  

study the grammar listed: 

decide which structures you will need and note them on your template;  
review these structures, if necessary;  
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study the vocabulary listed: 

decide which words you will use and set targets on your template;  
think of any other words you might need or want to use and add them to the template;  

if you decide to record, turn on your tape recorder;  
do the activity with your partner.  

When you are finished: 

if you recorded the activity, listen to your recording;  
analyze your performance, using the evaluation checklist to determine your strengths and 
weaknesses;  
(if you have done the activity as a one-on-one with your teacher, he or she should give you 
feedback using the Feedback sheets);  
try to improve any weaknesses: 

check the appendix for additional exponents for the functions you need;  
review any necessary grammar;  
review any necessary vocabulary.  

You can redo each activity as many times as you feel you need to. Modify the situation to make it 
more interesting. Change your language targets on your template. Add functions and vocabulary 
to help you improve your performance and keep the activity interesting and challenging. 

Now REPEAT the activity and see if you can do better this time. 

2. You may also want to deep-end an activity from time to time (i.e. attempt the activity without 
preparing first), follow these steps: 

think about the situation;  
glance at the functions, grammar and vocabulary;  
if you decide to record the activity, turn on your tape recorder;  
do the activity with your partner.  

Again, repeat the activity until you feel you are comfortable and happy with the result. 

Minor speaker: 

You will take the part of the secondary person in the situation. This person may be the boss, a 
colleague, a friend, an interviewer or a workshop participant. 

Your job is to help your partner speak English at the Level C standard. 

The introductory page for each SLE section provides suggestions for eliciting more language from your 
partner. 

Study this page while your partner prepares. If you need to review exponents for the functions listed on 
this page, turn to the appendix pages for those functions. 
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TEMPLATES AND  FEEDBACK SHEETS  FOR  STUDENTS  AND  TEACHERS  

Situations can be used as they are presented in Phase 3 or adapted using a template to better reflect 
the students’ realities. The templates for Phase 3 are intended to give students and teachers the 
opportunity to customize each suggested situation for oral interaction practice to each student's real-life 
situation and language needs. Students and teachers should select target functions, grammar and 
vocabulary to practise rather than try to do everything suggested in each situation in Phase 3. Situations 
can be used several times by readapting them and by adding to or changing the target language for 
each additional practice. 

For a first practice, students and teachers should both have a copy of the template of the situation and 
the targeted language. Students use their sheet as a “cheat sheet” to remind them to include the 
language they have targeted. For a second practice, perhaps on another day, another sheet could be 
developed including some of the original targets that need the most practice plus a few new ones. For a 
third or any subsequent practices, only the teacher would have a copy of the template; the student 
would now rely on memory and knowledge. 

Feedback sheets are intended to give students an idea of how well they did during their practices and to 
point out areas for improvement. Space is provided for general comment as well as for targeted 
functions, grammar and vocabulary. 

On the next few pages you will find examples of two templates and one feedback sheet for a situation 
from EXPLAINING AND DESCRIBING.  

Students and teachers are encouraged to adapt templates and feedback sheets to fit student’s needs. 
Print the sheets for use during one-on-one oral interaction practice sessions. 
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Student:   
Date:  / /  

SITUATION:  (WRITE YOUR OWN SITUATION OR COPY AN ADAPTED SITUATION HERE):  

FUNCTIONS YOU MAY WISH TO USE: CHOOSE THE FUNCTIONS YOU WANT TO FOCUS ON FOR DESCRIBING PRESENT 
REPEATED ACTIONS. 

GRAMMAR: CHOOSE THE GRAMMAR YOU WANT TO TARGET FOR THIS PRACTICE. 

VOCABULARY: CHOOSE VOCABULARY YOU WISH TO PRACTISE. 
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Student:   
Date:  / /  

SITUATION: COPY OR WRITE THE SITUATION IN THIS BOX. 

Language function 1:  

  

Language function 2:  

  

Language function 3:  

  

Language function 4:  

  

Language function 5:  

  

  

Language function 6:  

  

  

Some useful expressions and vocabulary in this context 

 
 

Some relevant facts about this situation 
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Feedback Sheet 

Student:   
Instructor:   
Date:  / /  

Language Used Misuse/No 
use

Some 
problems

Okay Comments

Language Functions        

         

         

Vocabulary        

         

         

Tenses        

         

         

Modals        

         

         

Connectors        

         

         

Prepositions        

         

         

Conditions        

         

         

Passive        

Causative        

         

         

Other        
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INSTRUCTIONS 

Ask your partner to help you by taking the minor role in the activity and by doing some or all of the 
following: 

asking for clarification 
 
paraphrasing to check understanding 
 
using direct and indirect questions to: 

get more information  
ask for explanations  
ask for examples  
ask for details  
ask for reasons 
 

raising objections (e.g. pointing out the disadvantages of your ideas) 
 
refusing 
 
bargaining 
 
conceding  

LEVEL C PERFORMANCE STANDARDS 

You need to: 

use precise vocabulary to convey exact meaning;  
link sequences of events in time;  
link facts in logical sequence;  
link sentences effectively to convey complex ideas;  
discuss a broad variety of topics;  
expand on topics with ease.  

You are also expected to: 

hesitate rarely, except for ideas;  
have natural delivery;  
understand readily and accurately what is said to you;  
be easily understood.  

Don't forget! It is up to you to make the extra effort required to bring your performance up to a C 
level. Use the above information to guide your planning, performance and subsequent self-
evaluation of each activity you tackle. 
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PROBLEMS AT HOME 

SITUATION: 

A colleague, whom you know quite well, is having serious family problems, and, as a result, is 
having trouble concentrating at work. Persuade your colleague to contact the Employee 
Assistance Program. 

FUNCTIONS YOU MAY WISH TO USE: 

Describing: 

ongoing situations  
physical states  

Suggesting diplomatically 

Persuading 

Expressing: 

advisability  
necessity  

Warning 

GRAMMAR WHICH MAY ARISE: 

Tenses: simple present, present continuous, present perfect 

Modals: must, should, ought to, might 

Conditions: present real and unreal 

Connectors: 

cause: since  
opposition: even though, however, nevertheless  
purpose: in order that, so that  
sequence: first, to begin with, to start with, the first time, next, after that, at the same time, 
before that, once, the next time, then, whenever, finally  

Prepositions: 

cause and effect: because of, due to, for the sake of, in view of, on account of  
opposition: despite, in spite of  
state: at risk of, in danger of, in need of  
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VOCABULARY YOU MAY WISH TO USE: 

Verbs: * = keep together in this situation 

*apply for  
bring up  
*blow up  
check out  
*face up to  
*fall apart  
*look into  
*put up with  

Adjectives: 

burned out  
keyed up  
on edge  
stressed out  
worked up  
worn out  

Idioms: 

it can't hurt to (do something)  
to be beside (oneself)  
to fly off the handle  
to go to pieces  
to lose (one's) temper  
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PROOFREADING AND REPORTING 

SITUATION: 

You have been asked to edit your colleague's report. You have found a number of problems: 
grammatical errors, inaccuracies, omissions and biased language. Give your colleague this 
negative feedback tactfully. 

FUNCTIONS YOU MAY WISH TO USE: 

Giving negative feedback 

Stating facts 

Suggesting diplomatically 

Expressing: 

advisability  
possibility  
necessity  

Suggesting 

GRAMMAR WHICH MAY ARISE: 

Tenses: simple present, present perfect, simple past 

Modals: can, be able to, could, should, must, have to 

Conditions: present real and unreal 

Connectors: 

opposition: but, even so, nevertheless  
purpose: in order to, so that, so  
condition: even if, otherwise, unless  

Prepositions: 

cause: because of, due to, for the sake of, for want of, in view of  
condition: in the event of  
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VOCABULARY YOU MAY WISH TO USE: 

Verbs: * = keep together in this situation 

*give offence  
*go over  
leave out  
look over  
take a look at  
*take offence  
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ENTERING A COMPETITION 

SITUATION: 

You have seen a competition notice which you feel is ideal for one of your colleagues. This 
colleague is very knowledgeable and comfortable, but is coasting in the current job. The present 
position, however, may disappear in the near future. Persuade your colleague to enter the 
competition. 

FUNCTIONS YOU MAY WISH TO USE: 

Persuading 

Expressing and supporting opinions 

Expressing: 

ability  
possibility  
necessity  
advisability  

GRAMMAR WHICH MAY ARISE: 

Tenses: simple present, present continuous, present perfect, present perfect continuous 

Modals: can, be able to, could, should, must, have got to, have to 

Condition: present real 

Connectors: 

purpose: in order to, so, so that  
opposition: although, even though, however, nevertheless  
result: as a result, consequently, now that, so, therefore  

Prepositions: 

concession: despite, in spite of  
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VOCABULARY YOU MAY WISH TO USE: 

Verbs: * = keep together in this situation 

*get away with  
check out  
*look into  
put off  
think over  
wake up  

Idioms: 

in the long run  
in a rut  
it's high time  
it's worth a try  
Nothing ventured, nothing gained!  
stick-in-the-mud  
Time is running out!  
to have a good chance  
to take a crack at (something)  
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ACCEPTING A PROMOTION 

SITUATION: 

Your colleague has been offered a promotion which will mean working with a newly appointed 
boss who is reputed to be unpleasant. The boss is also still unfamiliar with the work of your unit. 
Your colleague is considering refusing the promotion. You think this could adversely affect your 
colleague's career. Persuade your colleague to accept the promotion. 

FUNCTIONS YOU MAY WISH TO USE: 

Persuading 

Suggesting diplomatically 

Expressing: 

possibility  
probability  
necessity  

Suggesting 

GRAMMAR WHICH MAY ARISE: 

Tenses: simple present, present continuous, present perfect, present perfect continuous 

Modals: can, could, should, might, must, have got to, have to 

Conditions: present real and unreal 

Connectors: 

purpose: in order to, so, so that  
opposition: even so, nevertheless  
result: as a result, consequently, now that, so, therefore  

Prepositions: 

concession: despite, in spite of  
replacement: as an alternative to, in place of  
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VOCABULARY YOU MAY WISH TO USE: 

Verbs: * = keep together in this situation 

*face up to  
*keep out of  
*shy away from  
*stand up for (oneself)  
*stand up for what (one) believes/ believes in  
*stand up to (someone)  
*walk away from  

Adjectives: 

assertive  
firm  
foolhardy  
hasty  
rash  

Idioms: 

Don't burn your bridges (before they're crossed)!  
Look before you leap!  
Sleep on it!  
to bite the bullet  
to grin and bear it  
to grit (one's) teeth  
to take the bull by the horns  
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GETTING EMOTIONALLY INVOLVED 

SITUATION: 

Your friend is becoming emotionally involved with someone you think is unsuitable. You have 
heard that this person is unreliable, irresponsible and untrustworthy. Persuade your friend to think 
carefully before becoming more deeply involved. 

FUNCTIONS YOU MAY WISH TO USE: 

Persuading 

Reporting facts 

Expressing or supporting opinions 

Expressing: 

advisability  
possibility  

Suggesting 

Disagreeing 

Warning 

GRAMMAR WHICH MAY ARISE: 

Tenses: simple present, present continuous, present perfect, present perfect continuous, future 

Modals: could, should, might 

Conditions: present real and unreal 

Connectors: 

cause: since  
opposition: although, even though, however, nevertheless, though  
condition: even if, in case, unless  
enumeration: first and foremost, for a start, in the second place, more importantly, above all, 
last but not least  

Prepositions: 

cause: because of, for the sake of, on the strength of, thanks to  
concession: despite  
condition: in case of, in the event of  
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VOCABULARY YOU MAY WISH TO USE: 

Verbs: * = keep together in this situation 

bring up  
*face up to  
*get out of  
*get into  
*keep away from  
keep quiet  
let (oneself) in for  
*look out for  
think over  

Adjectives: 

circumspect  
foolhardy  
hasty  
prudent  
rash  
reckless  

Idioms: 

Better safe than sorry!  
Don't kid yourself!  
to put two and two together  
to sleep on it  
to take (someone) for granted  
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BECOMING MARKETABLE 

SITUATION: 

Your friend is always complaining about having a dead-end job. You have seen an advertisement 
for a course (in public relations / public speaking / time management,...). You think the course will 
provide your friend with some of the skills needed to become more marketable. Persuade your 
friend to take the course and think about taking others. 

FUNCTIONS YOU MAY WISH TO USE: 

Persuading 

Expressing or supporting opinions 

Expressing: 

ability  
possibility  
necessity  

Hypothesizing 

Disagreeing 

GRAMMAR WHICH MAY ARISE: 

Tenses: simple present, present continuous, present perfect, present perfect continuous 

Modals: can, be able to, could, should, must, have got to, have to 

Conditions: present real and unreal 

Connectors: 

opposition: but, even so, nevertheless  
condition: if, even if, unless, otherwise, or else  
enumeration: first and foremost, for a start, in the second place, more importantly, above all, 
last but not least  

Prepositions: 

condition: in case of, in the event of  
purpose: for the sake of, with a view to  
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VOCABULARY YOU MAY WISH TO USE: 

Verbs: * = keep together in this situation 

back up  
*benefit from  
coast  
*cope with  
drift  
*get away with  
*look into  
*put up with  
rule out  
stagnate  
take on  
think over  

Adjectives: 

apathetic  
bored with  
capable of  
complacent  
interested in  
keen on  
satisfied with  

Idioms: 

in the long run  
it's high time  
Nothing ventured, nothing gained!  
Sleep on it!  
to bite the bullet  
to take a crack at (something)  
to take a/the chance  
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LOCATION, LOCATION, LOCATION 

SITUATION: 

Your friends are determined to buy an old house on the edge of the city. The city is considering 
extending the busses-only transit way to run immediately behind the house. This would mean 20 
to 30 busses per hour would pass behind the house. You don't want them to lose their shirts. 
Persuade one of your friends to think again before making a down payment. 

FUNCTIONS YOU MAY WISH TO USE: 

Persuading 

Expressing or supporting opinions 

Expressing: 

possibility  
probability  
advisability  

Hypothesizing 

Suggesting 

Disagreeing 

Warning 

GRAMMAR WHICH MAY ARISE: 

Tenses: simple present, present continuous, present perfect, present perfect continuous, future 

Modals: could, might, should, must, have (got) to 

Conditions: present real and unreal 

Causative: Have your lawyer look at the plans. Get someone to advise you. 

Connectors: 

cause: since  
opposition: but, even so, nevertheless  
condition: if, even if, unless, otherwise, or else  
time: after, before, soon, thereafter  

Prepositions: 

cause: for lack of, for want of, in the light of, in view of, on the strength of, thanks to  
condition: in case of, in the event of  
exception: apart from, aside from, short of  

Interaction Canada – Phase 3 – Handling Complex Work-Related Situations

16Canada School of Public Service



VOCABULARY YOU MAY WISH TO USE: 

Verbs: * = keep together in this situation 

call off  
*hint at  
*keep away from  
*keep up with  
let (yourself) in for  
point out  
put off  
*take care  
tear down  

Nouns: 

gamble  
mess  
predicament  
quandary  
risk  

Idioms: 

a steal  
a spur of the moment decision  
Better safe than sorry!  
to be a kill-joy  
to be a wet blanket  
to be out of pocket  
to get taken in by (someone/something)  
to lose (one's) shirt  
to take a chance  
to throw cold water on (an idea)  
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GOING OVER THE BOSS'S HEAD 

SITUATION: 

A new colleague, who wants a quick response to a query, is determined to go over the 
boss's head to get an answer. Persuade your colleague not to do this but rather to follow the 
proper procedures. Think about other ways your colleague could put pressure on your boss: 
making a written request, making a formal request at a meeting, getting other colleagues to ask 
the boss for the desired information,.... 

FUNCTIONS YOU MAY WISH TO USE: 

Persuading 

Expressing: 

advisability  
probability  
impossibility  
necessity  

Hypothesizing 

Suggesting 

Disagreeing 

Warning 

GRAMMAR WHICH MAY ARISE: 

Tenses: simple present, present continuous, present perfect, present perfect continuous 

Modals: can, be able to, could, should, must, have got to, have to 

Conditions: present real and unreal 

Connectors: 

opposition: even so, nevertheless  
condition: even if, in case, or else, otherwise, unless  

Prepositions: 

cause: for want of, in case of, in the light of, in view of  
opposition: despite  
state: at the risk of, in danger of  
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VOCABULARY YOU MAY WISH TO USE: 

Verbs: * = keep together in this situation 

accuse (someone) of  
*be aware of  
*be opposed to  
*go against  
*keep away from  
let (oneself) in for  
*rush in  
*take exception to  
*take advantage of  
*watch out for  

Nouns: 

course of action  
error of judgement  

Idioms: 

to eat humble pie  
to get off on the wrong foot  
to go over (someone's) head  
to go out on a limb  
to make a fool of (oneself)  
to put (one's) foot in it  
to stick (one's) neck out  
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WORKING IN  AN OPEN AREA 

SITUATION: 

Some employees have to move out of their individual offices for a few months for renovations. 
Your boss has just told you that all except one person can be given comparable offices nearby. 
One person, however, will have to be moved to an open area. Insist that it should not be you and 
explain why. Think of the effect your working in an open area would have on those around you as 
well as on yourself and your work. 

FUNCTIONS YOU MAY WISH TO USE: 

Describing ongoing situations 

Giving reasons 

Giving details 

Insisting 

Expressing: 

inability  
possibility  
impossibility  
necessity  

Disagreeing 

Bargaining 

Refusing or rejecting 

GRAMMAR WHICH MAY ARISE: 

Tense: present habitual 

Modals: can't, might, must, have got to, have to 

Condition: present real 

Connectors: 

opposition: all the same, although, at the same time, even if, even though, nevertheless  
condition: even if, in case, or else, provided that, unless  

Prepositions: 

similarity: in accordance with, in comparison with, in line with  
contrast: as distinct from, in contrast to, unlike  
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VOCABULARY YOU MAY WISH TO USE: 

Verbs: * = keep together in this situation 

add to  
*be aware of  
be discriminated against  
*cut down on  
*end in  
*get down to  
*insist on  
*look forward to  
*object to  
*provide for  
put (someone/anyone) off  
put (someone) out  
*put up with  
*resort to  
*take exception to  
*take to  

Nouns: 

affront  
blow  
insult  
shock  
slight  

Idioms: 

a (bit of a) slap in the face  
If I had my druthers,...  
Let's not kid ourselves,...  
That's/It's all very well and good, but...  
That's/ This is the last straw!  
To add insult to injury,...  
if worst comes to worst  
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TAKING TIME OFF 

SITUATION: 

You are about to finish three months of language training. Your boss is anxiously awaiting your 
return to your job, but you need some vacation time before you go back to work. You don't have 
any leave, so you will need an advance. Persuade your boss to allow you to take the time off. 

FUNCTIONS YOU MAY WISH TO USE: 

Describing physical states 

Persuading 

Giving reasons 

Expressing: 

inability  
impossibility  
necessity  

Expressing purpose 

Warning 

Disagreeing 

Bargaining 

GRAMMAR WHICH MAY ARISE: 

Tenses: simple present, present perfect, present perfect continuous 

Modals: can, can't, be able to, be unable to, might, must, have got to, have to 

Condition: present real 

Connectors: 

opposition: although, even though, nevertheless  
condition: even if, unless, or else, provided, provided that, providing  
time: after, lately, meanwhile, originally, when, recently  

Prepositions: 

condition: but for, in the event of, without  
similarity: compared to, in accordance with, in comparison with, in line with  
state: in danger of, in need of  
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VOCABULARY YOU MAY WISH TO USE: 

Verbs: * = keep together in this situation 

*look forward to  
make an exception  
*put up with  
*get out of  

Adjectives: 

worn-out  
wiped out  
stressed out  
burned-out  
burnt-out  
bushed  
pooped  

Idioms: 

I don't feel up to (doing something)  
Give (me) a break!  
to be between a rock and a hard place  
to fly off the handle  
to meet (someone) halfway  
too pooped to pop  
to recharge (one's) batteries  
to regroup (one's) energies  
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KEEPING EMPLOYEES 

SITUATION: 

Your work group will soon lose an employee with vital skills. Since your new deadlines are tighter 
than ever before, persuade your boss to adjust the work plans. Point out the risks of cutting 
corners, skimping on quality, expecting more of already overworked employees,.... 

FUNCTIONS YOU MAY WISH TO USE: 

Insisting 

Persuading 

Expressing: 

ability  
impossibility  
necessity  

Suggesting 

Hypothesizing 

Warning 

Bargaining 

GRAMMAR WHICH MAY ARISE: 

Tenses: simple present, present continuous, present perfect, present perfect continuous 

Modals: can, be able to, could, might, must, have got to, have to 

Conditions: present real and unreal 

Connectors: 

purpose: so that, in order that  
opposition: however, on the other hand, even so, even though, nevertheless  
condition: even if, if, in case, provided that, unless  
time: after, at the beginning, in future, lately, meanwhile, next time, originally, previously, 
recently, when  

Prepositions: 

cause: at the expense of, for lack of, for want of, in the light of, in view of  
purpose: for the sake of, with a view to  
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VOCABULARY YOU MAY WISH TO USE: 

Verbs: * = keep together in this situation 

accommodate  
*be in danger of  
*come to grief  
*come unstuck  
jeopardize  
*meet with disaster  
*run the risk of  

Adjectives: 

out of hand  
under control  

Idioms: 

a can of worms  
if worst comes to worst  
(I'm) between a rock and a hard place  
(something) is the last straw  
to draw the line  
to cut corners  
(We'll) pay for it in the long run  
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EXTENDING THE DEADLINE 

SITUATION: 

A project deadline is approaching and the work will not be ready on time. The main reason is that 
the supervisor was unrealistic in assigning the work. The supervisor has called a meeting to 
discuss the situation. Persuade your supervisor to extend the deadline, making sure your 
supervisor understands the real reason the extension is necessary. 

FUNCTIONS YOU MAY WISH TO USE: 

Giving bad news 

Suggesting diplomatically 

Persuading 

Expressing: 

impossibility  
necessity  
advisability  

Hypothesizing 

Warning 

GRAMMAR WHICH MAY ARISE: 

Tenses: simple present, present continuous, present perfect, present perfect continuous 

Passive (to distance): Deadlines were set. 

Modals: can, be able to, could, might, must, have got to, should have, might have 

Conditions: present real and unreal 

Causative: Have someone else assigned to the project. 

Connectors: 

cause: since  
purpose: so that, in order that  
opposition: even so, nevertheless  
condition: even if, if, in case, or else, otherwise, unless  

Prepositions: 

cause: as a result of, for lack of, for want of, in view of  
concession: despite, in spite of  
replacement: as an alternative to, in exchange for, in place of, in return for  
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VOCABULARY YOU MAY WISH TO USE: 

Verbs: * = keep together in this situation 

ease off  
ease up  
get down to (something)  
hold up  
*make allowances for (something/someone)  
*step up  

Idioms: 

a can of worms  
if worst comes to worst  
to be up against (something)  
to keep (one's) nose to the grindstone  
to work flat out  
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BURIED IN PAPER  

SITUATION: 

Your division is groaning under the weight of a great deal of paperwork, such as filling out time 
sheets in detail, monthly project reports, internal memos, supply requisitions, room reservations, 
equipment requests,.... Persuade your boss to eliminate several of these requirements. 

FUNCTIONS YOU MAY WISH TO USE: 

Describing ongoing situations 

Persuading 

Expressing: 

impossibility  
necessity  

Hypothesizing 

Expressing or supporting opinions 

Warning 

GRAMMAR WHICH MAY ARISE: 

Tenses: simple present, present continuous, present perfect, present perfect continuous 

Modals: can't, be unable to, could, might not, might, must, have got to, have to 

Conditions: present real and unreal 

Connectors: 

opposition: even so, nevertheless  
condition: even if, if, in case, or else, unless, otherwise  

Prepositions: 

cause: due to, on account of, as a result of  
concession: despite, in spite of  
purpose: for the sake of, on behalf of, with a view to, with the intention of  
comparison: in accordance with, in comparison with, in line with  
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VOCABULARY YOU MAY WISH TO USE: 

Verbs: * = keep together in this situation 

follow up  
*keep track of  
*lose track of  
*lose count of  
streamline  

Adjectives: 

counter-productive  
unproductive  

Idioms: 

a stumbling block  
easier said than done  
find a happy medium  
The tail is wagging the dog!  
to be snowed under  
to cut through the red tape  
to get out of hand  
to push paper  
to shuffle paper  
to snowball  
to waste time  
We'll cross that bridge when we come to it!  
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CARTOON IMAGE 

SITUATION: 

You have drawn a cartoon which expresses your division's negative feelings about upper 
management. Your Chief thinks management should be made aware of these feelings, and has 
asked for a copy of the cartoon to circulate. You think there could be serious repercussions for 
you. Firmly, but tactfully, refuse your boss's request. 

FUNCTIONS YOU MAY WISH TO USE: 

Expressing or supporting opinions 

Expressing: 

inability  
impossibility  
inadvisability  

Warning 

Stalling 

Refusing and rejecting 

Suggesting diplomatically 

GRAMMAR WHICH MAY ARISE: 

Tense: present habitual 

Modals: can't, be unable to, mustn't, won't, shouldn't 

Condition: present real 

Connectors: 

cause: since  
opposition: even so, nevertheless  
condition: even if, if, unless  
reason: as, as long as, because, now that, since  
result: as a result, consequently, now that, so, therefore  

Prepositions: 

cause: as a result of, because of, due to, on account of, on the strength of, thanks to  
motive: for fear of, from, out of  
state: at the risk of, in danger of  
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VOCABULARY YOU MAY WISH TO USE: 

Verbs: * = keep together in this situation 

*get into trouble for  
*take exception to  

Adjectives: 

ill-advised  
ill-considered  

Idioms: 

Once bitten, twice shy!  
to blow the whistle on (someone/something)  
to get carried away  
to get into hot water  
to let sleeping dogs lie  
to risk (one's) neck  
to see eye to eye about/on (something)  
to see eye to eye (with someone)  
to skate on thin ice  
to stick (one's) neck out  
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STEPPING FORWARD 

SITUATION: 

You have to designate one of your employees to represent your division on the Social 
Decorations Committee. One of your employees has never volunteered to undertake extra 
responsibilities and, as a result, is the only person not doing extra tasks. Persuade this employee 
to represent the division on the decorations committee. 

FUNCTIONS YOU MAY WISH TO USE: 

Giving bad news 

Persuading 

Insisting 

Expressing: 

necessity  
impossibility  

Warning 

Disagreeing 

GRAMMAR WHICH MAY ARISE: 

Tenses: simple present, present continuous, present perfect, present perfect continuous 

Modals: can, be able to, should, must, have got to, have to 

Conditions: present real and unreal 

Connectors: 

cause: since  
opposition: even so, nevertheless  
condition: even if, in case, or else, otherwise, unless, if  

Prepositions: 

cause: because of, due to, in the light of, in view of, on account of  
opposition: despite, in spite of  
comparison: in accordance with, in comparison with, in contrast to, in line with, unlike  
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VOCABULARY YOU MAY WISH TO USE: 

Verbs: * = keep together in this situation 

*duck out of  
*get out of  
*get away with  
*goof off  
shirk  
take on  

Idioms: 

it's high time  
once in a blue moon  
to be snowed under  
to build team spirit  
to make allowances for  
to meet (someone) halfway  
to pull (one's) weight  
to share the load  
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EXPRESSING REGRETS 

SITUATION: 

You have an excellent employee who has been working on contract. You were sure you would be 
able to renew the contract for another six months. Unfortunately, because of changes to the work 
plan, the budget no longer allows you to renew the contract. Give the bad news to the contract 
employee. 

FUNCTIONS YOU MAY WISH TO USE: 

Giving bad news 

Reporting facts 

Expressing: 

inability  
impossibility  
necessity  

Suggesting diplomatically 

GRAMMAR WHICH MAY ARISE: 

Tenses: simple present, present perfect, future, past perfect 

Modals: can, be able to, could, might, must, have got to, have to 

Conditions: present real and unreal 

Passive: A decision was made late last night. 

Connectors: 

cause: consequently, given the circumstances  
opposition: even so, nevertheless  
condition: even if, unless, in case, if  

Prepositions: 

cause: because of, in the light of, in view of, on account of, for lack of  
condition: in case of, in the event of  
comparison: in accordance with, in line with  
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VOCABULARY YOU MAY WISH TO USE: 

Verbs: * = keep together in this situation 

*argue with  
*count on  
*hope for  
*look forward to  

Idioms: 

Beggars can't be choosers.  
(My) hands are tied!  
to be between a rock and a hard place  
to pay lip service to  
to take (someone) for granted  
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WORKING IN  JEANS 

SITUATION: 

Employees in other branches have decided to wear jeans every Friday. The money that would 
have been spent on cleaning bills is donated to charity. Some team leaders have expressed 
reservations about the image conveyed to the public by employees in jeans. Persuade your team 
leader to participate in the project. 

FUNCTIONS YOU MAY WISH TO USE: 

Persuading 

Generalizing 

Expressing and supporting opinions 

Expressing: 

possibility  
probability  
advisability  

Hypothesizing 

Disagreeing 

Suggesting 

GRAMMAR WHICH MAY ARISE: 

Tenses: present continuous, present perfect, present perfect continuous 

Modals: can, could, should, might, must, have got to, have to 

Conditions: present real and unreal 

Causative: How can we make everyone participate? 

Connectors: 

opposition: even so, nevertheless  
condition: even if, unless, in case, if  
summary: all things considered, taking all this into account  

Prepositions: 

cause: because of, due to, in the light of, in view of, on account of  
concession: despite, in spite of  
comparison: in accordance with, in comparison with, in contrast to, in line with, unlike  
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VOCABULARY YOU MAY WISH TO USE: 

Adjectives: 

casual  
eye-catching  
informal  
innovative  
relaxed  

Idioms: 

once in a blue moon  
to be a good sport  
to be a team player  
to get a kick out of  
to get on side  
to go over big  
to have mixed feelings about (something)  
to join the team  
to let (one's) hair down  
to play along  
to show willingness  
When in Rome, do as the Romans do!  
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MEETING STANDARDS 

SITUATION: 

One of your employees always meets deadlines but submits work which is both inaccurate and 
incomplete. In addition, this employee's casual attitude is setting a poor example to junior 
employees. Discuss these problems with the employee. 

FUNCTIONS YOU MAY WISH TO USE: 

Giving negative feedback 

Generalizing 

Expressing: 

ability  
impossibility  
necessity  

Hypothesizing 

Suggesting 

Warning 

Disagreeing 

GRAMMAR WHICH MAY ARISE: 

Tenses: simple present, present continuous, present perfect, present perfect continuous 

Modals: can, can't, be able to, shouldn't, should, mustn't, must, have got to, have to 

Conditions: present real and unreal 

Connectors: 

opposition: even so, nevertheless  
condition: or else, otherwise, unless  

Prepositions: 

cause: at the expense of, in view of, owing to  
purpose: for the sake of  
comparison: as many as, fewer than, less than, more than, in accordance with, in comparison 
with, in contrast to, in line with, unlike  
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VOCABULARY YOU MAY WISH TO USE: 

Verbs: * = keep together in this situation 

*look up to  

Adjectives: 

bedraggled  
careless  
dishevelled  
inadequate  
insufficient  
messy  
poor  
rumpled  
sloppy  
slovenly  

Idioms: 

a couldn't-care-less attitude  
(not) up to standard  
That takes the cake!  
the last straw  
to bend over backwards  
to draw the line  
to goof off  
to mean business  
to pull (one's) weight  
to set an example  
You take the cake (, you really do)!  
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RAMBLING ON 

SITUATION: 

One of your employees, who is enthusiastic, hard-working and loyal, unfortunately cannot stop 
talking. Everybody in the work unit has complained to you about this. Discuss the problem with the 
employee. 

FUNCTIONS YOU MAY WISH TO USE: 

Giving negative feedback 

Suggesting diplomatically 

Reporting facts 

Giving reasons 

Expressing: 

ability  
possibility  
probability  
impossibility  
necessity  

Hypothesizing 

Suggesting 

Expressing purpose 

Warning 
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GRAMMAR WHICH MAY ARISE: 

Tenses: simple present, present continuous, present perfect, present perfect continuous 

Modals: can, can't, be able to, should, shouldn't, must, mustn't, have got to, have to 

Conditions: present real and unreal 

Connectors: 

opposition: even so, nevertheless  
condition: or else, otherwise, unless  

Prepositions: 

cause: at the expense of, in view of, owing to  
purpose: for the sake of, on behalf of  
comparison: in comparison with, unlike  
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VOCABULARY YOU MAY WISH TO USE: 

Verbs: * = keep together in this situation 

babble  
blabber  
blather  
*carry on  
chat  
chatter  
*drone on  
gab  
gossip  
prattle  
yammer  

Nouns: 

chitchat  
drivel  
foolishness  
gab  
gossip  
silliness  

Adjectives: 

boring  
bothersome  
exasperating  
gabby  
infuriating  
irritating  
maddening  
tiring  
trying  
vexing  

Idioms: 

Cut it out!  
to be unable to get a word in edgewise  
to drive (someone) up the wall  
to get carried away  
to get on (someone's) nerves  
to give (someone) a break  
to pass the time (of day)  
to shoot the breeze  
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WHINING ON THE JOB 

SITUATION: 

One of your employees is a chronic whiner. You feel this is affecting the attitudes of other 
members of the work unit. Discuss this problem with the employee. 

FUNCTIONS YOU MAY WISH TO USE: 

Giving negative feedback 

Suggesting diplomatically 

Describing ongoing situations 

Expressing: 

ability  
possibility  
probability  
impossibility  
necessity  

Hypothesizing 

Suggesting 

Warning 

GRAMMAR WHICH MAY ARISE: 

Tenses: simple present, present continuous, present perfect, present perfect continuous 

Modals: can, can't, be able to, should, have to, shouldn't, must, mustn't, have got to 

Conditions: present real and unreal 

Connectors: 

opposition: even so, nevertheless  
condition: or else, otherwise, unless  

Prepositions: 

cause: at the expense of, in view of, owing to  
purpose: for the sake of, on behalf of  
comparison: in comparison with, in contrast to, unlike  
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VOCABULARY YOU MAY WISH TO USE: 

Verbs: * = keep together in this situation 

bellyache  
bitch  
carp  
complain  
*find fault with (someone/something)  
gripe  
grouch  
grouse (someone) out  
grumble  
moan  
mutter  
whine  

Adjectives: 

bothersome  
exasperating  
infuriating  
irritating  
negative  
positive  
trying  
upbeat  
vexing  

Idioms: 

to be unable to get a word in edgewise  
to drag (everyone) down  
to drive (someone) up the wall  
to find a happy medium  
to get on (someone's) nerves  
to give (someone) a break  
to have had it with (something/someone)  
to have had it up to here with...  
to look on the bright side  
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