
© Daily Social & Workplace Skills CC5791
3

Contents

EZ

..................

 • Go to our website:
    www.classroomcompletepress.com/bonus 

 • Enter item CC5791
 • Enter pass code CC5791D 

FREE!    

TEACHER GUIDE
• Assessment Rubric ...................................................................................  4

• How Is Our Resource Organized?  ............................................................  5

• Bloom’s Taxonomy for Reading Comprehension .......................................  6

• Vocabulary ...............................................................................................  6

STUDENT HANDOUTS
READING COMPREHENSION

	 •	 Daily Routines & Time Management .....................................................  7

	 •	 Making Appointments & Filling Out Forms  ...........................................  13

 • Friendships, Communication & Problem Solving  ....................................  19

 • Texting, Email & Telephone Manners  ...................................................  25

 • Workplace & Volunteering Behaviors  ....................................................  31

 • Social Media Behaviors & Cyber Bullying  .............................................  37

 • Hands-on Activities ...........................................................................  43

 • Crossword .........................................................................................  47

	 •	 Word Search  .....................................................................................  48

	 •	 Comprehension Quiz  ........................................................................  49

EASY MARKING™ ANSWER KEY  ...........................................................  51

MINI POSTERS  ........................................................................................  55

4 6 BONUS Activity Pages! Additional worksheets for your students 



©

NAME: 

...................Before You Read

Daily Social & Workplace Skills CC5791

3. Write each term beside its meaning.

 

a) A planned meeting.

b) Coming in off the street with no appointment.

c) To save a time and a place for something.

d) A sheet of paper to be filled out.

e) To be closely connected.

f)  Things learned about something.
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Making Appointments  
& Filling Out Forms

1.  Topher is filling out a rental application form. List all the 
things that you think will be on the form.

2.  Zoey is filling out the emergency contact part of a form. List all the things that you think 
will be on the form.

information appointment relevant
reservation walk-ins forms
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Making Appointments  
& Filling Out Forms

   1. Circle  the word APPOINTMENT if the situation needs an appointment.  Circle 

the word WALK-IN if it doesn't. 

  a) Victoria goes to the free clinic during her day off.
   APPOINTMENT WALK-IN

  b) Hunter and Ethan go to the local deli for lunch.

   APPOINTMENT WALK-IN

  c) Sebastian goes to see his eye doctor.

   APPOINTMENT WALK-IN

  d) Natalie stops by the hair cutters on her way home.

   APPOINTMENT WALK-IN

Filling out forms is a normal thing to do in lots of places. Say you made an ______________ 

to see a doctor. You may have to fill out a '______________  form'. There are two things 

you will be asked for. ______________  is your name and how to reach you. ______________  

is anything that applies to the reason for the visit. 

b

c d

a

2.   Fill in each blank with the correct word(s) from the reading.
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Filling out forms is a normal thing to do in lots of places. Say you made an appointment to 
see a doctor. You may have to fill out a 'new patient form'. This is so the doctor has all your 
information.

There are two things you will be asked for. This is your 
personal and relevant information. Personal is your name 
and how to reach you.

Relevant is anything that 
applies to the reason for the 
visit. Say you're filling out a 
'new patient form'. Relevant 

information will be the reason for the visit. It can also be any 
medicine you’re taking and if you have any allergies. 

Francis is a new patient. Here is a new patient form that Francis fills out.

HEALTH

Allergies    Current Medication  Past Medication   
Peanuts, cat hair  None    None

PERSONAL

Last Name   First Name   Initial   Gender 

Address    Street    Apartment # 

City    State    Zip

Email    Phone    Date of Birth (mm/dd/yyyy)

Emergency Contact  Relationship   Phone

Schooling Francis Male

123

San Diego   Califarnia   92159

francis_schooling@mail.com 619-555-6195   08/17/1993

Amanda Schooling  Mother    619-555-6195

Sycamore St. Unit B

COVERAGE

Company   Group #    Policy/ID #   
Fielding Insurance  1234567   1234567890

none insurance3

15

Don't give out your 
phone or email if 
you don't want to be 
contacted.

Social Tip

Making Appointments  
& Filling Out Forms

3 Name
3 Contact information 
   (address, phone, email)
3 Gender
3 Marital status
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3. Lillian is filling out an application form for a new job. First she  
 puts in her name, address, phone number and email address.  
 Then, she lists where she went to school and what her last job  
 was. Underneath, she lists some of her skills. Finally, she adds  
 some people as her reference. She puts down their name, their  
 phone number, and how she knows them.

 List the relevant information found on this form. Why it is   
 relevant?

 
 Graphic Organizer

4.  Use the graphic organizer on page 18 to help you fill out forms. All forms are different. One 
thing every form has in common is your personal information.

 The organizer is a sample of a general form. Fill out the form with your personal information. 

 Keep this in a safe place. Somewhere you'll know where to find it. Use it as a reference   
 when filling out forms. 
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Making Appointments  
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Graphic Organizer

Workplace & Volunteering Behaviors

36

..................
Career Path Map

Ideal Career Path: 

Step 4: Outcome

Step 2: Education

Step 1: Interests

Step 3: Steps
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Part A

Comprehension Quiz

1.  Saving up for a new car is a daily routine.
  TRUE FALSE
2. Appointments help manage time.
  TRUE FALSE
3. A friend is someone you like to spend time with.
  TRUE FALSE
4. It’s okay to text for work.
  TRUE FALSE
5. It’s good to be at least 5 minutes early for work.
  TRUE FALSE
6. The best way to protect yourself is to set your privacy.
  TRUE FALSE

Part B

 Circle   TRUE if the statement is TRUE or FALSE if it is FALSE. 

SUBTOTAL:       /8

49

2.  Put a check mark (3) next to the answer that is most correct.

 a)  Which is an example of relevant information?

   A Name 

   B Address 

   C Gender 

   D Allergies

 b)  What is NOT a way to behave at work? 

   A  be honest 

   B be selfish 

   C  show loyalty 

   D  be kind

18
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Crossword Puzzle!

47

Down

 1. Not wasting time.
 2. Junk mail.
 3. How you act.
 5. What you wear at work.
 6. An exact copy of something.
 9. When something applies to something 

else.
 10. When someone breaks into your 

account.
13. Letting someone know about 

something.
14. Starting something without being told 

to.

Across

 4. Rely and trust to do something.
 7. A friend you don't know very well.
 8. Things you do every day.
 11. Things you want to reach in your 

life.
 12. An appointment you make with a 

restaurant.
15. When people show up without an 

appointment.

acquaintance
behavior
carbon copy
dependable
goals
hacked
initiative
relevant
report
reservation
routines
spam
time     
   management
uniform
walk-ins

Word List

1
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1.

3.

2.

3.

a) routines

b) goals

c) time 
management

d) skills

e) planner

f) decisions

1.  

a) TRUE

b) FALSE

c) FALSE

d) TRUE 

To get into a good 
medical school. To 
become a doctor.

Answers will vary, 
but may include: 
2. Do a little bit 

of research and 
writing each night. 
This is the best way 
to reach the goal. 
It allows for Amelia 
to not rush through 

anything. It also 
lets her adjust how 
much time each 
night she should 

spend on the 
paper.

The morning 
wouldn’t work 

because she is 
busy from 10:00 

a.m. to 11:30 
a.m., and needs 

an hour. She 
should set the 

appointment for 
2:30 p.m. in case 
the meeting runs 

long. This gives 
her 15 minutes 
to get from her 

meeting with the 
accountant to the 
meeting with her 

boss.

Answers will vary.

To lose 5 pounds 
every 2 months.

2.

a)  4 C

b)  4 B

1.

2.

3.

a) appointment

b) walk-ins

c) reservation

d) forms

e) relevant

f) information

Answers will vary, 
but may include: 

name, current 
address, contact 

information, 
employer, income.

Answers will 
vary, but may 

include: name of 
contact, contact 

information, 
relationship.

9
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3.

Relevant 
information: 
education, 

employment, skills, 
and references. 

These are relevant 
because she is 
filling out a job 

application form. 
When applying 

for a new job, you 
will always need 
to provide your 

education, what 
job experience 

you have, any skills 
that will help you, 
and references 

from people you’ve 
worked with.

1.  

a) WALK-IN

b) WALK-IN

c) APPOINTMENT

d) WALK-IN 

2.  

a) appointment

b) new patient 

c) Personal
d)  Relevant 
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Daily Routines & Time Management

 1. Circle  the word TRUE if the statement is TRUE or  Circle  the word FALSE 
if it is FALSE.

 a) Brushing your teeth is a daily routine.
   TRUE  FALSE

 b) Time management will not help you reach your goals.

   TRUE  FALSE

 c) Long-term goals can be reached quickly.

   TRUE  FALSE

 d) Being able to make good decisions will help you reach your goals.

   TRUE  FALSE

2.  Put a check mark (3) next to the answer that is most correct.

 a)  Which is an example of a long-term goal?

   A See a movie. 

   B Go shopping. 

   C Get a job. 

   D Buy groceries.

 b)  What is the first step to making good decisions?

   A  Pick the best way to reach your goal. 

   B Make a goal. 

   C  Make a list of ways to reach your goal. 

   D  Make a pros and cons list.

EASY MARKING ANSWER KEY




