EASY at Work – Student Progress Log

High Beginner / Intermediate Students

________________________________

____________________________
__________


Last Name (Apellido del estudiante)


First Name (Primer nombre) 


Middle (Segundo)

_______________________________
___________________________

____________

Address (Domicilio)



City (Ciudad)





Zip (Zona postal)

_________________________

_________________
______________
____________

DOB (Fecha de nacimiento)


Phone (teléfono)

Student ID No.

Teacher

____________________

____________________


Deposit Paid



Refund Date



Student  _____

Community  ____
	Date Unit Out
	DVD/CD     School Id #
	Unit No.
	Unit Number and Lesson Name
	Date Unit Returned
	Activities
	Study Hours
	Hours Posted

	
	
	1
	Unit 1: Teresa’s New Job:

Lesson 1: Getting Ready

Lesson 2: Teresa’s Job History
	
	Worksheet Unit 1, Lesson 1

Worksheet Unit 1, Lesson 2
	15
	

	
	
	1
	Unit 1: Teresa’s New Job:

Lesson 3: First Day on the Job

Lesson 4: The Organization Chart 
	
	Worksheet Unit 1, Lesson 3

Worksheet Unit 1, Lesson 4

Test Unit 1

Certificate issued.
	15
	

	
	
	2
	Unit 2: A Tour of the Hotel.

Lesson 1: Security & the Hotel Laundry

Lesson 2: The Employee Lounge.
	
	Worksheet Unit 2, Lesson 1

Worksheet Unit 2, Lesson 2
	15
	

	
	
	2
	Unit 2: A Tour of the Hotel

Lesson 3: Maintenance & Gardening

Lesson 4: The Gym & Spa
	
	Worksheet Unit 2, Lesson 3

Worksheet Unit 2, Lesson 4

Test Unit 2

Certificate issued.
	15
	

	
	
	3
	Unit 3: The Lobby

Lesson 1: Guest Arrive & Leave

Lesson 2: Checking In
	
	Worksheet Unit 3, Lesson 1

Worksheet Unit 3, Lesson 2
	15
	

	
	
	3
	Unit 3: The Lobby

Lesson 3: Special Requests & Problems

Lesson 4: The Concierge

Lesson 5: Sylvia going to work
	
	Worksheet Unit 3, Lesson 3

Worksheet Unit 3, Lesson 4

Worksheet Unit 3, Lesson 5

Test Unit 3

Certificate issued.
	15
	

	
	
	4
	Unit 4: The Hotel Kitchen

Lesson 1: Introduction to the Kitchen

Lesson 2: Dishwashing
	
	Worksheet Unit 4, Lesson 1

Worksheet Unit 4, Lesson 2
	15
	

	
	
	4
	Unit 4: The Hotel Kitchen

Lesson 3: The Prep Cook

Lesson 4: Career Aspirations
	
	Worksheet Unit 4, Lesson 3

Worksheet Unit 4, Lesson 4

Test Unit 4

Certificate issued.
	15
	

	
	
	5
	Unit 5: Front of the House

Lesson 1: Bussing

Lesson 2: The Restaurant Telephone
	
	Worksheet Unit 5, Lesson 1

Worksheet Unit 5, Lesson 2
	15
	

	
	
	5
	Unit 5: Front of the House

Lesson 3: Reservations

Lesson 4: Self-Service Breakfast
	
	Worksheet Unit 5, Lesson 3

Worksheet Unit 5, Lesson 4

Test Unit 5

Certificate issued.
	15
	

	
	
	6
	Unit 6: Job Skills & Qualifications

Lesson 1: Around the Lobby

Lesson 2: Skills: Custodian &  Housekeeper
	
	Worksheet Unit 6, Lesson 1

Worksheet Unit 6, Lesson 2
	15
	

	
	
	6
	Unit 6: Job Skills & Qualifications

Lesson 3: Skills: Waitperson & Retail Clerk

Lesson 4: Help Wanted

Lesson 5: Apply for that Job!
	
	Worksheet Unit 6, Lesson 3

Worksheet Unit 6, Lesson 4

Worksheet Unit 6, Lesson 5

Test Unit 6

Certificate issued.
	15
	

	
	
	7
	Unit 7: Job Interviews

Lesson 1: A Good and a Bad Interview

Lesson 2: More Interviews
	
	Worksheet Unit 7, Lesson 1

Worksheet Unit 7, Lesson 2
	15
	

	
	
	7
	Unit 7: Job Interviews

Lesson 3: What do the Managers think?

Lesson 4: The Retail Clerks’ Interviews

Lesson 5: Who do we hire?
	
	Worksheet Unit 7, Lesson 3

Worksheet Unit 7, Lesson 4

Worksheet Unit 7, Lesson 5

Test Unit 7

Certificate issued.
	15
	

	
	
	8
	Unit 8: Breakfast, Lunch & the Beauty Salon.

Lesson 1: Breakfast

Lesson 2: Tiffany goes to the Beauty Salon.
	
	Worksheet Unit 8, Lesson 1

Worksheet Unit 8, Lesson 2
	15
	

	
	
	8
	Unit 8: Breakfast, Lunch & the Beauty Salon.

Lesson 3: Lunch


	
	Worksheet Unit 8, Lesson 3

Test Unit 8

Certificate issued.
	15
	

	
	
	9
	Unit 9: Dinner Service

Lesson 1: Inventory & Measurement

Lesson 2: Preparing & serving Dinner
	
	Worksheet Unit 9, Lesson 1

Worksheet Unit 9, Lesson 2


	15
	

	
	
	9
	Unit 9: Dinner Service

Lesson 3: Serving Alcohol


	
	Worksheet Unit 9, Lesson 3

Test Unit 9

Certificate issued.
	15
	

	
	
	10
	Unit 10: Housekeeping

Lesson 1: The First Day – Swiping In

Lesson 2: Stocking the Supply Cart
	
	Worksheet Unit 10, Lesson 1

Worksheet Unit 10, Lesson 2
	15
	

	
	
	10
	Unit 10: Housekeeping

Lesson 3: Cleaning Rooms

Lesson 4: Interacting with Guests

Lesson 5: A Difficult Guest
	
	Worksheet Unit 10, Lesson 3

Worksheet Unit 10, Lesson 4

Worksheet Unit 10, Lesson 5

Test Unit 10

Certificate issued.
	15
	

	
	
	11
	Unit 11: Retail Sales

Lesson 1: Bad Decisions

Lesson 2: Opening The Shop
	
	Worksheet Unit 11, Lesson 1

Worksheet Unit 11, Lesson 2
	15
	

	
	
	11
	Unit 11: Retail Sales

Lesson 3: A Busy Day at the Gift Store

Lesson 4: Dealing with Credit Cards

Lesson 5: Closing Up Shop
	
	Worksheet Unit 11, Lesson 3

Worksheet Unit 11, Lesson 4

Worksheet Unit 11, Lesson 5

Test Unit 11

Certificate issued.
	15
	

	
	
	12
	Unit 12: Taking Care of Business.

Lesson 1: Restocking the Shelves

Lesson 2: Showing Respect
	
	Worksheet Unit 12, Lesson 1

Worksheet Unit 12, Lesson 2
	15
	

	
	
	12
	Unit 12: Taking Care of Business.

Lesson 3: Meeting with the Manager

Lesson 4: The Business Center

Lesson 5: Difficult Customers
	
	Worksheet Unit 12, Lesson 3

Worksheet Unit 12, Lesson 4

Worksheet Unit 12, Lesson 5

Test Unit 12

Certificate issued.
	15
	

	
	
	13
	Unit 13: The Custodian Job

Lesson 1: Opportunity for Sergei.

Lesson 2: Sergei’s Job Application
	
	Worksheet Unit 13, Lesson 1

Worksheet Unit 13, Lesson 2
	15
	

	
	
	13
	Unit 13: The Custodian Job

Lesson 3: Skills: Leaving a Message.

Lesson 4: Phone Skills: Getting Through

Lesson 5: Sergei’s Interview
	
	Worksheet Unit 13, Lesson 3

Worksheet Unit 13, Lesson 4

Worksheet Unit 13, Lesson 5

Test Unit 13

Certificate issued.
	15
	

	
	
	14
	Unit 14: Workplace Responsibility

Lesson 1: A Good Job Offer

Lesson 2: Invitations & Replies
	
	Worksheet Unit 14, Lesson 1

Worksheet Unit 14, Lesson 2
	15
	

	
	
	14
	Unit 14: Workplace Responsibility

Lesson 3: Calling in Sick

Lesson 4: Job orientation

Lesson 5: Maintenance & Repairs
	
	Worksheet Unit 14, Lesson 3

Worksheet Unit 14, Lesson 4

Worksheet Unit 14, Lesson 5

Test Unit 14

Certificate issued.


	15
	

	
	
	15
	Unit 15: Opportunity Knocking

Lesson 1: Safety Workshop

Lesson 2: The First Aid Kit
	
	Worksheet Unit 15, Lesson 1

Worksheet Unit 15, Lesson 2
	15
	

	
	
	15
	Unit 15: Opportunity Knocking

Lesson 3: Good Working Relations

Lesson 4: Lifelong Learning

Lesson 5: Opportunities for the Future
	
	Worksheet Unit 15, Lesson 3

Worksheet Unit 15, Lesson 4

Worksheet Unit 15, Lesson 5

Test Unit 15

Certificate issued.
	15
	


Certificate issued:  __________________



Total Hours:  450

Notes:  ___________________________________________________________________________

_________________________________________________________________________________
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