
Lesson Plan: BYAG 2 

Course Reference: 2 

Subject: BYAG Attendance 

Duration: 60 minutes 

 

Lesson Objectives: 

The student will demonstrate not only showing up on time, but the practice of being 

completely prepared to accomplish the tasks of the day. 

 The student will understand that timeliness is a part of their personal brand and it is 

used to evaluate their performance. 

 Students will understand that punctuality tells other people that you care and 

demonstrates your commitment. 

 Students will be able to understand that you must be present in order to succeed, 

showing up is the first step to success. 

 Students will commit to arriving at least five minutes before their shifts begin because 

early is on time.  

 Lesson Motto:  Attendance = Reliability    

Summary of Tasks/Actions: 

1. Provide an introduction to Attendance (10 minutes). 

a. SAY: “Attendance is being where I say I'll be 5-10 minutes early showing. This 

demonstrates that I am dependable and reliable.” 

b. Facilitate a conversation regarding attendance in their personal life. SAY: “When you 

are counting on someone to show up and they don't, how does that make you feel? 

How important is it for someone to be on time to you?” Allow 2-3 minutes for 

discussion.  

c. Facilitate a conversation with the class regarding attendance in their professional life. 

SAY: “When someone doesn't show up for work, how does it affect the other people on 

the team?” Allow 2-3 minutes for discussion. 

d. Facilitate a conversation with the class regarding preparation. SAY: “Showing up is 

one thing, but being prepared when you show up is another.  How do you make sure 

you are prepared?” Allow 2-3 minutes for discussion.  

2. Prepared and Ready to Go Activity (20 minutes, pg. 17 workbook):  



a. PREP:  The purpose of this exercise is for participants to realize that being on time is 

not enough, they must also be prepared.    

b. SAY: "Being prepared is the next step in attendance.  Showing up is not enough in 

most situations to achieve our goals.  You have to be ready for any situation you find 

yourself in, and the best way to do that is to make sure you’re completely prepared 

before you start." 

c. DO:  Divide the class into four groups.  Assign each group a different situation from 

the worksheet on Page 17 of their workbook.  Give each group 10 minutes to identify all 

aspects of being prepared in the situation they have been assigned. 

d. Have one person from each group report to the class the ideas their group generated 

for being prepared. 

e. ASK: "What are the benefits of being prepared?"  “How would an employer know you 

are prepared?”  “What are the consequences of not being prepared?” 

3. Drama Triangle Activity (20 minutes, pg. 13 workbook):  

a. PREP:  Participants will explore how ‘drama’ weaves itself into attendance issues and 

effects their relationship with managers and other employees.      

b. ASK: 

"How many of you have been caugtht up in drama at work?"  “What was your role in 

the drama?”  “What happens when you get caught up in drama at work?”  “How do you 

keep from getting caught up in the drama?” 

    c. DO:  Explain each role 

 This exercise uses Karpman’s Drama Triangle, which has three roles.  One person is the 

victim, who often starts the drama by making themselves powerless in a situation.  

Another role is the rescuer, who finds solutions to fix the victim’s problems.  Finally, 

every drama triangle has a persecutor, who dominates and tries to take advantage of 

the victim.    

d. Number off the students into groups of 4 and have them complete the three 

questions on page 13 of their workbook. 

e. RECAP: "What is the effect of drama in the workplace?” “What does entering into the 

drama triangle do to your relationship with coworkers or your employer?”  “Some 

people thrive on drama, why do you think that is?” 

 Materials/Equipment: 

Workbook Page 13 & 17 



PowerPoint Presentation  

References: 

https://www.livecareer.com/quintessential/job-interview-preparation 

https://www.haas.berkeley.edu/groups/alumni/files/networking.pdf 

Take Home Tasks: 

https://www.forbes.com/sites/jacquelynsmith/2013/08/23/16-things-you-should-do-at-the-

start-of-every-work-day/#2499b27a7309 

https://www.familyeducation.com/life/working-moms/working-moms-sample-plan-hectic-

workdays 

 


