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Lesson 1:  Common Work Words 

Word List 

 

• Shift 

• Break 

• Overtime 

• Deadline 

• Schedule 

 

Practice pronouncing (saying) these words. 

 

Word List Images  
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Writing Practice  
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Digital Skills Activity 

Use Google Translate, a phone app, or a dictionary to look 

up each word in your first language.  

Write the translation: 

What are these words in your first language? 

1. Shift ________________________________ 

2. Break _______________________________ 

3. Deadline _____________________________ 

4. Overtime _____________________________ 

5. Schedule _____________________________ 

Word Definitions and Examples 

Word Definition Example 

Shift The time you work. "My shift starts at 8:00 AM."  
Break A short rest during work. "I take a 15-minute break."  
Overtime Extra hours you work after 

your shift. 
"I worked overtime last night. I worked 12 
hours in total."  

Deadline The last day or time to 
finish a task. 

"The deadline for this delivery is Friday at 
1pm."  

Schedule A list showing when you 
work. 

"Check the schedule to see your shifts 
this week."  
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Grammar Exercise: 

Fill in the blanks with the correct workplace word from the list below 

(shift, break, overtime, deadline, schedule). 

 

1. My ______________ starts at 8:00 AM and ends at 4:00 PM. 

 

 

 

2. I take a 15-minute _____________ at 10:00 AM. 

 

 

 

3. I worked _______________ last night because we had a lot 

of customers. 

 

 

 

4. The _____________ for this delivery 5:00 PM. 
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5. Check the __________________to see your next shift. 

 

 

 

 

A Real-World Example 

 

Maria works at a grocery store.  

 

Her shift starts at 8:00 AM. 

 

 

She takes a 30-minute break at noon.  

 

 

Yesterday, she worked overtime because her coworker called  

 

in sick.  
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Her manager told her about the deadline to stock the  cereal shelves 

before closing time.  

 

Maria checks her weekly schedule every Sunday. 

 

Workplace Conversation (talk)  

 

Choose someone to be Maria and someone to be the 

manager. 

Act out this scene. 

 

Manager: "Maria, can you check the schedule for your shift tomorrow?" 

 

Maria: "Yes! I work from 8:00 AM to 4:00 PM." 

 

Manager: "Good. Take your break at noon." 

 

Maria: "Got it! Should I stay for overtime if we are busy?" 

 

Manager: "Yes, but talk to me first.” 
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Answering Questions 

 

Please answer these questions about the conversation.  

 

1. What time does Maria start her shift? 

a) 9:00 AM 

b) 8:00 AM 

c) 10:00 AM 

d) 12:00 PM 

2. What should Maria do if she wants to stay for overtime? 

a) Stay without asking 

b) Talk to the manager first 

c) Take a longer break 

d) Leave at her regular time 

Reading a Work Schedule 

Park works at a warehouse. 

Look at the schedule.  

Find Park’s shifts for the week. 
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1. What days of the week does Park work?  

___________________________________________________________________ 

2. What are Park’s hours on Monday? 

___________________________________________________________________ 

3. What days will Park be off from work this week? 

___________________________________________________________________ 

4. Who has the same shift as Park on Friday? 

___________________________________________________________________ 
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Practice Questions 

Practice these questions with your group, a friend, instructor, or a classmate. 

1. When is my next shift? 

2. Is it time for my break? 

3. When is the deadline for this delivery? 

4. Will I be paid for this overtime? 

5. Where is the work schedule? 
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Lesson 2: Greetings and Goodbyes 

Word and Phrases List:  

 
• Hello 
• Goodbye  
• Have a nice day.  
• Good morning  

• Good afternoon  
• Good evening  
• Goodnight  
• Nice to meet you. 

 

Practice pronouncing (saying) these words. 

 

Words in Images 
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Writing Practice 

 

  

Write each word or phrase 3 times 
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Digital Skills Activity 

Use a translation program (Google translate, a program on your phone). 
 

What are these words and phrases in your first language? 

1. Hello ________________________________ 

2. Goodbye _______________________________ 

3. Have a nice day. ________________________________________ 

4. Good morning  _____________________________ 

5. Good afternoon _____________________________ 

6. Good evening ___________________________ 

7. Goodnight ___________________________ 

8. It was nice to meet you. _________________________________ 

Definitions and Examples 

Word Definition Example 

Hello Greet someone when you meet 
them. 

"Hello! How are you?" 

Goodbye Say this when leaving. "Goodbye, see you later!" 

Have a nice day A polite way to say farewell. "Goodbye! Have a nice day!" 

Good morning A common greeting in the 
morning. 

"Good morning, how was your 
night?" 

Good 
afternoon 

A greeting used in the 
afternoon. 

"Good afternoon! How was 
work?" 

Good evening A greeting used in the evening. "Good evening! Did you have a 
good day?" 

Goodnight A way to say goodbye before 
bed. 

"Goodnight, sleep well!" 

Nice to meet 
you 

A polite phrase when meeting 
someone new. 

"Nice to meet you! What is your 
name?" 
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Grammar Exercise  

Fill in the blank with the right word from the list.  

1. At 6am: Good __________. Did you sleep well? 
 
 
 
 

 
2. At 7pm: Good __________. How was your day? 
 
 
 
 

 
3. __________, how are you? 
 
 
 
 
 

 
 4. At 11pm: ________________. Sleep well. 
 
 
 
 
 
5. I am going home now. _________________. 
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6. Hello. It is nice ____ __________ _____. 
 
 
 
 

 
7. Thank you. Have __ ________ _____. 

 

 

 

8. At 2pm. Good ______________. Did you have a good lunch 
break? 

 

 

Multiple Choice Questions 

1. What do you say when you meet someone for the first (1st) time?  

a. Goodbye  
b. Nice to meet you. 
c. Goodnight  
d. Good evening 

2. Which greeting do you use at night before bed?  

a. Goodbye  
b. Good evening  
c. Goodnight  
d. Have a nice day. 
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Saying Hello and Goodbye 
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Communication (Talking)  

Work in pairs, groups or with your instructor to say hello and goodbye.  

Use these points for your talk: 

• Meeting someone for the first time. 
• Starting a new job. 
• Saying goodnight to a friend or family member. 

Communication (Writing) 

Write a short greeting using your new words. 

___________________________________________________________________

___________________________________________________________________ 

Write a short goodbye using your new words. 

___________________________________________________________________

___________________________________________________________________ 

Practice Sentences 

Practice reading these sentences with your group, an instructor, or a 

classmate. 

1. Hello, how are you? 

2. It is nice to meet you. 

3. Will you be saying goodbye to everyone? 

4. Goodnight. See you in the morning. 

5. Thank you. Have a nice day! 
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Lesson 3: Talking to Your Manager 

 
Word List 

 

• Appointment 

• Switch shifts 

• Call in sick 

• Late 

• Time off request 

• Safety issue 

 

Practice pronouncing (saying) these words. 
 

 

Words in Images  

 

Appointment 

 

 

 

Switch shift 

 

 

Call in sick 
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Late 

 

 

 

Time off request 

 

 

 

Safety Issue 

 

 

 

Writing Practice 

Write each word or phrase two times on the next page to practice spelling. 
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Digital Skills Activity 

Use Google Translate, a phone app, or a dictionary to look up each 

word in your first language.  

Write the translation next to each word. 

1. Appointment - ________________________ 

2. Switch shifts - __________________________ 

3. Call in sick - _____________________________ 

4. Late - ___________________________________ 

5. Time off request - __________________________ 

6. Safety issue - _______________________________ 

Definitions and Examples 

Word Definition Example 

Appointment A scheduled meeting or visit. "I have a doctor’s appointment 

at 3 p.m." 

Switch shifts Trade work hours with a 

coworker. 

"Can we switch shifts on 

Friday?" 

Call in sick Notify work you are too ill to 

come in. 

"I had to call in sick with a 

cold." 

Late Not arriving on time. "I was late because of traffic." 

Time off 

request 

Asking for permission to be 

absent (away) from work. 

"I submitted a time off request 

for next Monday." 

Safety issue A problem that can cause harm 

at work. 

"A wet floor is a safety issue." 
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Fill in the blanks – Verb ‘to be’ 

Finish the sentences with the correct form of the verb "to be" (am, is, 

are). 

1. I _________ calling in sick today. 

 

 

 

2. Ming __________ switching shifts with Asad. 

 

 

 

3. We __________ handling a safety issue in the warehouse. 

 

 

 

 

4. They ___________ submitting a time off request. 
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5. He _____________ late for his appointment. 

 

 

 

 

Real-World Example 

 

Maria has a doctor’s appointment, so she asks her coworker 

to switch shifts.  

 

Her coworker says yes. 

 

Maria puts in a time off request.  

 

One day, Maria wakes up feeling sick.  

 

She calls her manager to let them know she cannot come to work.  

Her manager thanks her for calling. 

 At work, Maria notices that a shelf in the stockroom is broken and 

could fall.  

She tells her manager right away about the safety issue, so no one gets 

hurt. 
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Workplace Conversations 

 

Maria: "Hi, can we switch shifts on Thursday?" 

Coworker: "Sure, I can take your shift." 

Maria: "Thanks! I will put in a time off request now." 

Manager: "You were late today. Is everything okay?" 

Alex: "Yes, I’m sorry. My bus was late. 

 

Talking Activity: 

Role Play: Work in pairs or with your instructor to practice asking a 

manager for a time off request or reporting a safety issue. 

 

Writing Activity: 

Write and send a pretend email to ask for time off . You can use a 

translate program. 

Include: "Subject," "Greeting," and "Reason for time off." 

Safety Issue Email: 

EXAMPLE 

Subject: Safety Issue 

Hello Juan, 

I want to tell you about a safety issue. One of the shelves is broken, and it looks like 

it could fall. I am worried that someone might get hurt. Can we get it fixed? 

Thank you, 

Rami 
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Time Off Email 

To: _______________________________ 

Subject: ___________________________ 

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________ 

______________, 

________________ 
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Review – Lessons 1 to 3 

Word Scramble 

Unscramble the words below using the Word Lists from Lessons 1, 2, and 3.  

 

1. SIFHT _____________ (Lesson 1) 

2. KBERA _____________ (Lesson 1) 

3. MTEIROVE _____________ (Lesson 1) 

4. OELHL _____________ (Lesson 2) 

5. ODBYEGO _____________ (Lesson 2) 

6. HEVA A CINE DYA ___________________________ (Lesson 2) 

7. EPOTMINNTPA   ___________________________ (Lesson 3) 

8. AYFETS SESIU ________________________ (Lesson 3) 

Fill in the Blanks 

Fill in the blanks with the correct word from the list below. 

Choices: 

• late 

• appointment 

• switch 

• time off request 

• goodbye 
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1. I was late because my bus was ____________. 

2. Maria has an ____________ at 2:00 PM. 

3. Can you ____________ shifts with me on Friday? 

4. My _____________ for my vacation is next week. 

5. After 5:00 PM, it is time to say ____________ to my coworkers. 

 

Matching Definitions 

Match the words with the correct definition.  

Write the letter on the line. 

1. Shift _________ 

2. Overtime _________ 

3. Deadline _________ 

4. Good morning _______ 

5. Call in sick _________ 

a. The time you work. 

b. Extra hours worked after your shift. 

c. Tell your employer that you are too ill to work. 

d. A greeting used in the morning. 

e. The last day or time to finish a task. 
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Short Answer Questions 

1. Ask for time off at work? 

_______________________________________________________________

_______________________________________________________________ 

2. When would you say, “Good evening”? 

_______________________________________________________________

_______________________________________________________________ 

3. How do you answer if someone says, “It is nice to meet you”? 

_______________________________________________________________

_______________________________________________________________ 

4. What do you say if you notice a safety issue at work? 

_______________________________________________________________

_______________________________________________________________ 

 

Email Practice 

Read the email and then answer it. 

Hello. Can you work overtime after your shift on Friday?  

Have a good afternoon, 

Jin 

_________________ 

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________
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Lesson 4: Cashier Terms 

Word List 

 

• Credit 

• Debit 

• Cash 

• Total 

• Change 

 

Practice pronouncing (saying) these words. 

 

Word List Images  

 

Credit 

 

 

 

Debit 

 

Cash 
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Total 

 

 

Change  

 

 

Writing Practice 

Write each word three times to practice spelling on the next page. 
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Definitions and Examples 

Word Definition Example 

Credit A card for money that you pay back later, 

example: Visa or Mastercard. 

"I paid for my groceries 

by credit." 

Debit A card for money in your bank account. "He used his debit card to 

buy lunch." 

Cash Paying with money. Or where you pay (at 

the cash). 

"She gave me $20 in 

cash." 

Total The full price of everything. "The total is $15.75." 

Change The money you get back after paying. "I gave $10, and my 

change was $3.25." 

 

Fill in the Blank 

 

Choose the correct word from the list (credit, debit, cash, total, change) to 

complete each sentence. 

1. I do not have cash, so I will pay with my __________(Visa) card. 

 

 

2. The _________ for my groceries is $32.50. 
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3. I gave the cashier $20, and she gave me my __________ back. 

 

 

 

4. She used her __________ card to buy coffee. 

 

 

5. He paid in ___________because he did not have a card. 

 

Real-World Example 

 

Anna is buying food at a grocery store.  

 

The total cost is $18.50.  

 

She pays cash with a $20 bill.  

 

The cashier gives her $1.50 in change.  

 

Another customer uses a debit card to pay for groceries.  

 

The cashier helps another person who is paying with credit. 
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Workplace Conversation 

 

Anna: "How much is my total?" 
 
Cashier: "Your total is $18.50." 
 
Anna: "Here is $20 in cash." 
 
Cashier: "Thank you! Your change is $1.50." 
 
Anna: "Thanks!" 
 

Reading Questions 

 

1. How much is Anna’s total? ____________________________ 

2. What does Anna pay with? ____________________________ 

3. What is Anna’s change? _______________________________ 

Fun Activities: 

Reading  practice – Read the list of names for Canadian change below to a 

classmate or your instructor. 

Nickel = 5 cents 

Dime = 10 cents 

Quarter = 25 cents 

Loonie = 1 dollar 

Toonie = 2 dollars 
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Matching – Draw a line to match the right coin with the right word. 

 

 

Print the name of the coin under the photograph that appears on it. 

         

___________ _________        ___________      __________     __________
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Lesson 5: Common Workplace Prepositions 

Word List 

 

• Across from 

• Behind 

• Between 

• In front of  

• Next to (Beside) 

• On top of 

 

Practice pronouncing (saying) these words. 

 

Words in Images  

 

*Look at where the bucket is in the pictures. 

 

Across from 

 

 

 

 

Behind 
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Between 

 

 

 

 

In front of 

 

 

 

Next to (Beside)  

 

 

 

 

On top of 

 

 

 

 

Writing Practice 

Write each word or phrase two times on the next page to practice spelling. 
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Write each word or phrase from the Word List 2 times 
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Digital Skills Activity 

 

Look up each item from the word list in your first language. 

Write the translation next to each word. 

 

1. Across from - ________________________ 

2. Behind - ________________________ 

3. Between - ________________________ 

4. In front of - ________________________ 

5. Next to - ________________________ 

6. On top of - ________________________ 

 

Definitions and Examples 

Word/Phrase Definition Example 

Next to Beside something or 

someone. 

"The lunchroom is next to the lockers." 

Across from On the other side of 

something. 

"The supervisor's office is across from 

the entrance." 

Behind At the back of 

something. 

"The boxes are behind the door." 

In front of At the front of 

something. 

"The worktable is in front of the 

machines." 

Between In the middle of two 

things. 

"The chairs are between the lockers and 

the break room." 

On top of Above something, 

touching it. 

"The safety manual is on top of the 

desk." 
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Fill in the Blanks 

Complete the sentences with the correct preposition. 

across from, behind, between, In front of, next to (beside), on top of 

 

1. The bucket is  __________ the sponge. 

 

 

 

2. The bucket is __________ the cleaner. 

 

 

 

3. The bucket is ______________ of the table. 

 

 

4. The bucket is  ___________ the mop and the broom. 
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5. The bucket is  _____________from the mop. 

 

 

 

6. The bucket is __________ the locker. 

 

 

 

Real-World Example 

 

Carlos is a custodian (cleaner at a school) and needs to find a bucket. 

• His coworker tells him, "The bucket is in front of the lockers." 

• Carlos walks past the lunchroom and sees that there is another bucket 

between the sink and the door. 

• He puts the bucket on top of the table. 

 

Workplace Conversations 

 

Employee: "Where can I find the bucket?"  

 

Supervisor: "There is a bucket next to the mop in the classroom."  

 

Employee: "Where should I put the bucket when I am done?" 
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Coworker: "You can put the bucket behind the door." 

 

Answer the Questions 

 

1. Where can the employee find the bucket? 

a)  On top of the desk 

b) Next to the mop 

c) Between the lockers and the door 

d) Behind the sink 

2. Where does the employee put the bucket when he is done? 

a) On top of shelf 

b) Next to the mop 

c) Between the table and the shelf 

d) Behind the door 

 

Talking Activity 

Role Play: Work in pairs or with your instructor to practice giving 

directions using workplace prepositions. 

Take an item and put it in different places. 

Practice putting the item: 

across from, behind, between, In front of, next to (beside), on top of 
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Practice Activity 

Look at the ball.  

Where is the ball?  

Is it in front of, behind, next to, on top of, between, or across from the box? 

 

Write the prepositions on the lines. 

 
 

Wordsearch 

Find the words in the puzzle on the next page. 
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Practice Sentences 

Practice reading these sentences with your group, an instructor, a friend, or 

a classmate. 

 

1. Is the bucket behind the door? 

2. What is on top of my desk? 

3. What is next to the desk? 

4. Who is sitting beside me? 

5. What is in front of the computer? 

6. The bathroom is across the hall. 
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Lesson 6: English for Restaurants 

Word List 

 

• Bill (Receipt) 

• Cook 

• Menu 

• Reservation 

• Server 

• Tip

Practice pronouncing (saying) these words. 

 

Word List Images 

 

 

Bill (Receipt)   

 

 

 

 

Cook 
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Menu 

 

 

 

 

 

Reservation  

 

 

 

 

Server 

 

 

 

 

 

Tip  
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Writing Practice 

Write the restaurant words three times in the spaces below. 

 

Digital Skills Activity 
 

Use a translation program (Google Translate, a program on your phone, or a 
dictionary app) to look up each of the words in your first language. 
 

Write down the translation next to each word in the list. 
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1. Bill _____________________________ 

2. Cook _____________________________ 

3. Menu ________________________________ 

4. Reservation _____________________________ 

5. Server _______________________________ 

6. Tip _____________________________ 

Word Definitions and Examples 

Word Definition Example 

Menu A list of food and drinks 

available at a restaurant. 

"Please look at the menu and tell 

me what you want." 

Server A person who takes your order 

and serves food. 

"The server brought our drinks 

right away." 

Reservation A booking made in advance to 

hold a table. 

"I made a reservation for 7:00 PM 

tonight." 

Bill A list of the charges for food 

and drinks. 

"The bill is $35.00, including tax." 

Tip Money given to the server for 

good service. 

"We left a $10.00 tip for the 

server." 

Cook A person who prepares the 

food in the kitchen. 

"The cook made a steak." 

Fill in the Blanks 

Fill in the blanks with the correct restaurant word from the list below 

(menu, server, reservation, bill, tip, cook). 
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1. Please hand me the ___________ so I can decide what to 

order. 

 

 

2. Our ___________ was for 7:00 PM, and we got there on time. 

 

 

3. The ___________ brought our drinks first. 

 

 

 

4. The total on the ___________ was $50.00. 

 

 

 

5. I always leave a ___________ for good service. 

 

 

6. The ___________ prepared a special meal for us. 
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Real-World Example 

Carlos and Jane went to a restaurant.  

They had a reservation for 6:30 PM. 

The server gave them menus. 

 

The cook made their food.  

After they ate, the bill came.  

 

They paid with their credit card.  

 

They left a tip for the good service. 

Using Words in a Restaurant Conversation (Talk) 

Choose someone to be Carlos and someone to be the server. 

Act out this scene. 

Carlos: "Hi, do you have a reservation under my name?" 

Server: "Yes, I see your reservation for 6:30 PM. Please follow me to your table." 

Carlos: "Thanks! Can we have menus?" 

Server: "Here you go.”  

--------------------------------------------------------- 

Server: “Have you decided." 

Carlos: "We are ready. I will have the chicken, and my friend will have the salad." 

Server: "Great! I will give the order to the cook." 

Carlos: "Thanks!" 
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Answering Questions 

Please answer these questions about the conversation. 

1. What time was Carlos's reservation? 

a) 6:00 PM 

b) 7:00 PM 

c) 6:30 PM 

d) 5:00 PM 

2. What did Carlos order from the menu? 

a) Hamburger 

b) Salad 

c) Coffee 

d) Chicken 

Reading a Restaurant Bill 

Look at the bill on the next page. 

 

Words to know: 

Chicken  

 

Salad  

 

Soft Drink  

 

Dessert  
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Sample Restaurant Receipt 
Restaurant Name: The Cozy Cafe 
Address: 123 Maple Street, Toronto, ON 
Phone: (555) 123-4567 
Date: March 1, 2025 
Time: 7:30 PM 
Server: Amina Hassan 

Item: Grilled Chicken - $15.00 
Item: Salad - $7.50 
Item: Soft Drink - $2.50 
Item: Dessert (Cheesecake) - $5.00 

Subtotal: $30.00 
Tax (13%): $3.90 
Total: $33.90 
Tip (15%): $5.09 
Grand Total: $38.99 

Payment Method: Credit Card  
Amount Paid: $38.99 

 

1. What was the server’s name? ______________________ 

2. What was the name of the restaurant? _________________________________ 

3. What did Carlos have for dinner (4)? ___________________, 

___________________. ________________ and ___________________ 

4. What was the total? _________________________________________ 

5. What was the tip? ___________________________________________ 

6. What was the payment method? _______________________________ 
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Reading Practice 

 

Practice these questions with your group, your instructor, a friend, or a classmate. 

1. Do you have a reservation? 

 

2. Can I see a menu? 

 

3. How much was the tip? 

 

4. Can I have the bill? 

 

5. Can you tell the cook that I say thank you? 
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Review – Lessons 4 to 6 

Word Scramble 

Unscramble the words below: 

1. HSAC _______________ (Lesson 4) 

2. GAHCNE _______________ (Lesson 4) 

3. NMUE _______________ (Lesson 6) 

4. OKCO _______________ (Lesson 6) 

5. HINBED _______________ (Lesson 5) 

6. EBDIT _______________ (Lesson 4) 

Fill in the Blanks 

Use the word list to complete the sentences: 

Word list: credit, change, reservation, server, next to, in front of 

1. I paid with my ___________ card. 

2. The ___________ brought our drinks. 

3. I got $2.00 ___________ after paying. 

4. Our ___________ is at 6:30 PM. 

5. The lunchroom is ___________ the lockers. 

6. The table is ___________ the kitchen door. 

Matching Words with Definitions 

Match the word to the correct definition: 

1. Cash ______ 

2. Menu ______ 
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3. Between ______ 

4. Tip ______ 

5. On top of ______ 

a. Money given for good service 

b. A list of food at a restaurant 

c. In the middle of two things 

d. Paper money or coins 

e. Above and touching something 

 

Short Answers 

 

1. What are two ways to pay for items at a store? ______________________ 

 

2. They wanted a table for 7pm so they made a ________________________. 

 

3. The ball is ________________ the two boxes. 

 

4. The beaver is on the Canadian ____________. 

 

 

 

 

 

 



LLEO English for Work   Lesson 7: Personal Protective Equipment (PPE) 

 
 

56 
 

Lesson 7: Personal Protective Equipment (PPE) 

Word List 

 

• Gloves 

• Safety glasses 

• Headphones 

• Hard hat 

• Respirator 

• Work boots 

• Vest 

Practice pronouncing (saying) these words. 

 

Words in Images 

Look at the pictures of PPE items. 

 

 

Gloves 

 

 

 

Safety glasses 
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Headphones 

 

 

 

 

Hard hat 

 

Respirator 

 

 

 

Work boots 

 

 

 

 

Vest 

 

 

 

Writing Practice  

Write each PPE word two times to practice spelling. 
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Digital Skills Activity  

 

Use a translation program (Google Translate, a program on your phone, or a 

dictionary app) to look up each of the PPE words in your first language.  

Write the translation next to each word. 

1. Gloves - ______________________ 

2. Safety glasses - ______________________ 

3. Headphones - ______________________ 

4. Hard hat - ______________________ 

5. Respirator - ______________________ 

6. Work boots - ______________________ 

7. Vest - ______________________ 

Definitions and Examples 

Word Definition Example 

Gloves Protects hands "Wear gloves when handling 

chemicals." 

Safety 

glasses 

Glasses that protect the eyes. "Safety glasses protect your eyes 

from dust." 

Headphones Protects ears from noise "Wear headphones when you 

work with loud noises." 

Hard hat A helmet for head protection. "A hard hat protects against 

falling objects." 
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Respirator A mask for breathing safety. 

Protects your lungs. 

"Use a respirator when working 

with mold." 

Work boots Strong footwear "Wear work boots to protect your 

feet." 

Vest A bright jacket "A vest makes workers easy to 

see." 

 

Fill in the Blanks  

Complete the sentences with the right PPE words 

gloves, safety glasses, headphones, hard hat, respirator, work boots or vest. 

 

1. ___________ protect your hands. 

 

2. Workers wear ___________ to protect their eyes from dust. 

 

3. ____________ protect your ears from loud noises. 

 

 

4. A ________ protects your head. 

 

5. Wear a _____________ to protect your lungs when working with 

chemicals or dust. 
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6. _____________ protect your feet. 

7. An orange ________ helps people see you.  

 

Real-World Example 

Carlos is a custodian. He needs to clean an area with chemicals. 

• He puts on gloves to protect his hands. 

• He wears safety glasses to protect his eyes. 

• He puts on a respirator to avoid breathing in harmful fumes. 

• He wears work boots to keep his feet safe. 

 

Circle the Right Picture 

Circle all the PPE that Carlos wears at work. 

 

 

Workplace Conversations 

 

Employee: "What PPE do I need to wear?" 

 

Supervisor: "You need gloves, safety glasses, and a respirator." 
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Employee: "Where can I find them?" 

 

Coworker: "They are in the closet." 

 

Answer the Questions 

 

1. What PPE does Carlos wear to clean? 

a) Headphones and gloves 

b) Safety glasses, gloves, and a respirator 

c) Vest and work boots 

d) Hard hat and gloves 

 

2. Where can the employee find PPE? 

a) On the desk 

b) In the closet 

c) In the lunchroom 

d) Outside 

 

Practice Sentences  

 

Practice reading these sentences with your group, an instructor, a friend, or a 

classmate. 

1. "Wear gloves to protect your hands." 

2. "Put on your safety glasses before working with metal." 
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3. "Where is my hard hat?" 

4. "Headphones protect your ears from loud noise." 

5. "Always wear your vest on a construction site." 

6. "Respirators help protect you from dust and chemicals." 

7. "Work boots keep your feet safe." 

Crossword 

Find the answers to the crossword by using answers from the lesson. 
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Lesson 8: Important Retail Words 
 

Word List 

 

• Customer 

• Stock 

• Barcode 

• Sale 

• Price tag 

• Return 

• Refund 

• Aisle 

Practice pronouncing (saying) these words. 

 

Words in Images 

 

 

Customer 

 

 

 

 

Stock 

 

 

Barcode 
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Sale 

 

 

 

Price tag 

 

 

 

 

Return 

 

 

 

Refund 

 

 

 

Aisle 
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Writing Practice  

Write each retail word three times to practice spelling. 
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Digital Skills Activity  

Use a translation program (Google Translate, a program on your phone, or 

a dictionary app) to look up each of the retail words in your first language. Write 

the translation next to each word. 

1. Customer - _________________ 

2. Stock - _________________ 

3. Barcode - _________________ 

4. Sale - ______________________ 

5. Price tag - __________________ 

6. Return - ____________________ 

7. Refund - ___________________ 

8. Aisle - ____________________ 
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Definitions and Examples 

Word Definition Example 

Customer A person buying something "The customer asked for help finding a 
jacket." 

Stock Items available for sale in a 
store 

"We need to check the stock in the 
backroom." 

Barcode A pattern of lines scanned 
for pricing 

"The cashier scanned the barcode." 

Sale A discount on items "The shoes are on sale for 20% off." 

Price tag A label showing the cost of 
an item 

"The price tag says the shoes cost $50." 

Return Giving back an item to the 
store 

"She made a return because the shoes 
were too small." 

Refund Money given back for a 
returned item 

"The store gave me a refund for the 
broken lamp." 

Aisle A walkway between shelves 
in a store 

"The cereal is in aisle 5." 

 

Discussion Question 

What is scanning? 

For example:  

• The clerk scanned the barcode.  

• He scanned the price tag. 

• They scanned the item to see the price. 

I think scanning means: 

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________ 



LLEO English for Work   Lesson 8: Important Retail Words 

 
 

69 
 

Fill in the Blanks  

Complete the sentences with the correct retail word. 

 

1. She made a ___________ because the item was broken. 

 

 

 

2. The store is having a big ________ this weekend. 

 

 

3. The cashier scanned the _______________ to check the 

price. 

 

 

4. A ________ asked where to find the bread aisle. 

 

 

 

5. The store has new __________  (items) for the holiday 

season. 
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6. The ________ shows the price of the item. 

 

 

 

7. The store gave her a ________ for the returned dress. 

 

 

 

8. The drinks are in ________ 7. 

 

 

 

Real-World Example 

 

Ming is a retail worker.  

A customer asks her for help. 

• She shows the customer a price tag. 

 

• The customer buys an item on sale.  

 

• Ming checks the barcode to find the price. 
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• She helps stock  the item in the aisle.  

 

• A customer asks her about making a return and getting a refund. 

 

Workplace Conversations 

Read this with a classmate or your instructor. 

Customer: "Where can I find the price of this item?" 

Cashier: “The price tag is on the side." 

Customer: "Can I return this item?" 

Cashier: "Yes, we accept returns within 30 days with a receipt." 

 

Answer the Questions 

1. Where does Ming stock the item? 

a) On the shelf 

b) In the stockroom 

c) In the aisle 

d) At the front desk 

 

2. What does a customer need for a return? 

a) A barcode 

b) A refund 

c) A price tag 

d) A receipt 
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Practice Sentences 

Read the sentences. 

 

1. "Where is the price tag?" 

2. "The barcode is missing on this item." 

3. "Can I get a refund for this return?" 

4. "We have new stock arriving tomorrow." 

5. "All sale items are final sale." 

6. "The bread is in aisle 4." 

 

Build a Sentence 

Use the words to make a sentence. Put them in the right order. 

1. customer/ sale/ sees/ a/ the 

________________________________________________________________ 

2. barcode/ the/ price/ the/ scan/ for 

________________________________________________________________ 

3. return/ refund/ the/ for/ item/ a 

_________________________________________________________________ 

4. the/ shelf/ stock/ aisle/ in/ the 

__________________________________________________________________ 

5. checks/ the/ tag/ customer/ the/ price/  

__________________________________________________________________ 
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Lesson 8: Important Retail Words 

Part 2: Asking for Help at The Store 

Sentences to use to ask for help. 

• Can you help me? 

• Could you show me where…? 

 

Writing Practice 

Write each sentence 2 times to practice spelling. 
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Definitions and Examples 

Phrase Definition Example 

Can you help me? 
A nice way to ask for help 

finding something. 

"Can you help me find the 

apples?" 

Could you show 

me where? 
Asking where something is. 

"Could you show me where 

the apples are?” 

 

Practice Sentences 

Read the sentences 

 

Can you help me find the cheese aisle? 

Could you show me where the cheese is? 
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Lesson 9: Fast Food Vocabulary 

Word List: 

 

• Combo 

• Order 

• Drive-thru 

• Condiments 

• For here or for takeout? 

• Would you like anything else? 

Practice Pronouncing (saying) these words 

 

Words in Images 

 

Combo 

 

 

Order 

 

 

Drive-thru 
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Condiments 

 

 

 

For here or for takeout 

 

 

 

Would you like anything else? 

 

 

Digital Skills Activity 

Use a translation program (Google Translate, a program on your phone, or 

a dictionary app) to look up each of the words in your first language. 

Write down the translation next to each word in the list below: 

Combo _____________________________ 

Order _____________________________ 

Drive-thru _____________________________ 

Condiments _____________________________ 

For here or for takeout _____________________________ 
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Would you like anything else? 

___________________________________________________________________

___________________________________________________________________ 

Writing Practice: 

Write each word three times to practice spelling. 
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Definitions and Examples 

Word/Phrase Definition Example 

Combo A meal that has a group of 
items at a cheaper price 

"I’ll have the combo with a 
burger, fries, and a drink." 

Order A request made by a customer 
for food or drink 

"I would like to place an 
order for a large pizza." 

Drive-thru A fast-food service where 
customers get food or drinks 
in their car 

"I’ll go to the drive-thru to 
pick up my lunch." 

Condiments Sauces added to food, like 
ketchup or mustard 

"Can I get some 
condiments with my fries?" 

For here or for 
takeout 

A question that asks if the 
customer will eat in or take 
the food to go 

"Would you like your meal 
for here or for takeout?" 

Would you like 
anything else? 

A question asked to offer more 
food or drinks. 

"That will be $5. Would you 
like anything else with 
that?" 

 

Fill in the Blanks 

Fill in the blanks with the correct fast-food word from the list: 

1. I ordered a burger, but I also want to add some ___________ 

like ketchup and mayo. 

 

 

2. I will have a ___________ with fries and a drink. 
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3. I am ready to ___________ my lunch now. 

 

 

 

 

4. The cashier asked, “__________ you like anything else?” 

 

 

 

 

5. Do you want to have your meal ____________ or for takeout? 

 

 

6. We are going through the ___________ to pick up our food 

without leaving the car. 
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Words to Know  

drink 

 

hamburger 

 

French fries 

 

 

 

Mustard 

 

 

Ketchup 

 

Real World Examples 

Read these with a classmate, or your instructor. 

1. A customer is ordering at the counter (inside). 

Customer: "Hi, I would like to order a number 3 combo, please." 

Cashier: "Would you like that for here or for takeout?" 

Customer: "For here, please." 
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Cashier: "Would you like any condiments on that?" 

Customer: "Yes, ketchup and mustard, please." 

Cashier: "Would you like anything else?" 

Customer: "No, thank you." 

 

2. A customer is ordering at the drive thru (outside). 

Customer: "I would like a hamburger combo with fries and a drink." 

Drive-thru Worker: "Would you like anything else with that?" 

Customer: "No, that is it." 

Drive-thru Worker: "Thank you. Your total is $8. Please pull up to the window." 

 

Answer the Questions 

What does “combo” mean in a fast-food restaurant? 

a) A drink order 

b) A set of items sold together for a cheaper price. 

c) A dessert option 

What do you use to get food without leaving your car? 

a) The cash 

b) The drive-thru 

c) Delivery 

What question does a cashier ask after you place your order? 

a) "Can I help you?" 

b) "Would you like anything else?" 

c) "Are you done?" 
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Look at the poster. 

 

 

Poster Questions 

1. What is in the combo in this picture? 

___________________________________________________________________

___________________________________________________________________ 
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2. How long will this combo be on sale for $15? 

___________________________________________________________________

___________________________________________________________________ 

3. Can you order this at the drive thru? 

___________________________________________________________________

___________________________________________________________________ 

4. What is the name of the fast food place on the poster? ___________________ 

5. When is the fast food place open? ____________________________________ 

 

Build a Sentence 

Use the words to make a sentence. Put them in the right order. 

1. customer/ combo/ a/ orders/ the 

________________________________________________________________ 

2. I / drive-thru/ will/ at/ order/ the 

________________________________________________________________ 

3. mustard/ condiments/ ketchup/ and/ are 

_________________________________________________________________ 

4. like/ anything/ would/ you/ else 

__________________________________________________________________ 

5. takeout/ for/ here/ for/ or 

__________________________________________________________________ 
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Lesson 10: Common Words in a Warehouse 

Word List 

 

• Shipping 

• Forklift 

• Pallet 

• Exacto-knife 

• Bill of lading 

• Picking 

• Packing 

Practice Pronouncing (Saying) These Words 

 

Words in Images 

 

Shipping 

 

 

 

 

Forklift 

 

 

 

Pallet 
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Exacto-knife 

 

 

  

 

Bill of lading 

 

 

 

Picking 

 

 

 

 

Packing 
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Digital Skills Activity 

Use Google Translate, a phone app, or a dictionary to look up each 

word in your first language.  

Write the translation: 

 

Shipping -_____________________________ 

Forklift -_____________________________ 

Pallet -_____________________________ 

Exacto knife - _____________________________ 

Bill of lading -_____________________________ 

Picking -__________________________________ 

Packing -__________________________________ 

 

Writing Practice 

Write each word three times to practice spelling. 
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Definitions and Examples 

Word Definition Example 

Shipping Sending goods out of the 
warehouse 

He shipped the order to the 
customer. 

Forklift A small vehicle used to lift 
and move bigger items 

She uses the forklift to move the 
pallets. 

Pallet A flat wooden base for 
stacking boxes 

Put the boxes on the pallet. 

Exacto-
knife 

A small, sharp knife used to 
open boxes 

Use the exacto-knife to cut open the 
tape. 

Bill of 
lading 

A shipping paper (document) 
that lists what is being sent 

The driver signed the bill of lading. 

Picking Getting items for an order I finished picking all the items for this 
order. 

Packing Getting items ready for 
shipping.  

I am packing the items in the box 
now. I am packing the items into the 
truck now. 

Fill in the Blanks 

 

 

1. The worker used an ________________ to open the box. 

 

 

2. We send finished orders through the ________________ 

department. 
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3. I finished ________________ all the items for this order. 

 

 

 

 

4. We move heavy boxes with a ________________. 

 

 

 

5. I put the boxes on a ________________. 

 

 

 

6. I am ________________ the items in the box now. 

 

 

 

7. He signed the ______________________ before the truck left. 
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 Real World Examples 

Scenario 1: Receiving and Packing 

Supervisor: “Did you finish picking the order?” 

Worker: “Yes. Now I am packing the items.” 

Supervisor: “Good. Put them on a pallet and take them to shipping.” 

Scenario 2: Getting the Truck Ready 

Worker: “Here is the bill of lading for this shipment.” 

Driver: “Thanks. I will sign it and pack the boxes.” 

Worker: “The forklift is ready to move the boxes when they are packed.” 

 

 Answer the Questions 

 

1. What tool do you use to open a box? 

a) Forklift 

b) Exacto-knife 

c) Pallet 

 

2. What do you do before packing an order? 

a) Picking 

b) Shipping 

c) Driving 

 

3. What is a bill of lading used for? 

a) Cutting boxes 

b) Moving pallets 

c) Listing what is being shipped 
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Past Tense Verbs 

 

Write the past tense verb in the sentence. (+ ed) 

Yesterday,  

Move 

I __________ the pallet with a forklift. 

Open 

I __________ the box with my exacto-knife. 

Pick 

I __________ all the items for the order. 

Pack 

I __________ the boxes for the order. 

Sign 

I __________ the bill of lading. 

 

Speaking Practice 

 

Say this out loud. 

 “What did I do yesterday?” 

 

 “I picked items, packed boxes, and signed a bill of lading.” 
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📄 Bill of Lading Example 

Order – Bill of Lading 

 Details 

Shipper (From) ABC Warehouse, 123 Main Street, Toronto, ON 

Receiver (To) Quick Shop, 456 King Street, Hamilton, ON 

Shipping Date March 20, 2025 

Delivery Date March 21, 2025 

Carrier (Driver) Kwan Lee 

Truck Number TRK-1025 

Items Shipped 5 pallets of cleaning supplies 

Weight 1,200 kg 

Special Instructions Handle with care 

Driver Signature ____________________ 

Date ____________________ 

 Bill of Lading Questions 

 

1. What is the name of the shipper? 

___________________________________________________________________ 

2. Where is the shipment going (the receiver)? 

___________________________________________________________________ 

3. What is the shipping date? 

___________________________________________________________________ 
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4. Who is the driver? 

___________________________________________________________________ 

5. How many pallets are being shipped? 

___________________________________________________________________ 

6. What are the special instructions? 

___________________________________________________________________ 

 

Wordsearch 

Find the words in the 

puzzle. 
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Review – Lesson 7 – 10 

 

Build a Sentence 

Use the words to make a sentence. Put them in the right order. 

1. wear / gloves / I / work / at 

 ____________________________________________ 

2. order / drive-thru / we / food / the / at 

____________________________________________ 

3. returns / store / the / at / made / I 

 ____________________________________________ 

4. forklift / a / drives / he / warehouse / the / in 

____________________________________________ 

Fill in the Blanks 

Use these words to complete the sentences: 

customer safety glasses packed combo forklift 

1. I wore my _____________ to protect my eyes. 

2. The __________ asked for help finding the sale items. 

3. We __________ the items into a box. 

4. He drove the __________ to move a heavy pallet. 

5. I ordered a __________ with a drink and fries. 

 

 

 



LLEO English for Work   Review – Lessons 7 to 10 

 
 

95 
 

Match the Words with Their Meanings 

Write the correct letter next to each word. 

1. ___ Hard hat 

2. ___ Return 

3. ___ Sale 

4. ___ Shipping 

5. ___ Order 

a. Bring something back to the store 

b. Sending goods out of the 

warehouse 

c. Special lower price 

d. Protects your head 

e. A request made by a customer for 

food or drink 

Circle the Correct Word 

Pick the best answer. 

1. The (forklift / customer) lifted the heavy pallet. 

2. I got a (combo / barcode) with fries and a drink. 

3. She wore (headphones / aisles) to protect her ears. 

4. The (respirator / price tag) shows how much it costs. 

5. We put the (picked / stock) on the shelves. 

6. The new (work boots / gloves) protect my feet. 

7. We (condiments / packed) the boxes for the order. 

8. The ketchup is in (stock / aisle) 5. 

 

Congratulations, you have finished this course! 

 

 


