
EL CIVICS · COAAP 35 · IL · EMPLOYMENT – RIGHTS

Asking HR About Overtime Pay
Fix a paycheck problem with dates and facts.

 LISTENING

1  Describe the Picture
Look at the picture with your partner. Take turns. Talk for one minute. Keep talking!

 YOU CAN SAY 

I can see...
There is... / There are...
He is... / She is... (+ing)
I think... because...

 THEN ASK EACH OTHER 

Where are they?
What's happening?
What happens next?

2  Reading — Marco Asks About His Overtime Pay
Read silently. Then read with a partner.

Marco checked his work hours at home. During a busy week, he worked forty-eight hours. His 
paycheck showed only forty hours of regular pay. Eight hours of overtime pay were missing. Marco 
had written his start and end times in a small notebook every day.

Marco took the notebook to Human Resources. Dana checked the records and quickly found the 
problem. His Saturday hours had not uploaded from the time clock. She explained the overtime rules 
and corrected the mistake. The missing money would be added to Marco's next paycheck.

Dana told Marco to keep his own record of his hours and check every paycheck. Marco shared the 
advice with his coworkers. One coworker decided to start keeping a record too.
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3  Dialogue
Read with a partner. Read it again and switch roles. Practice it several times. Next,  
fill in the missing words from memory!

 SPEAKING

Dana: Hi, I'm Dana from HR. Have a seat. What did you want to ask about?
Marco: Thank you, Dana. It's about my paycheck. I think there is a mistake with my overtime pay.
Dana: Okay, let's look. Tell me the details — dates and hours.
Marco: The week of June 2nd — the big shipment week. I worked forty-eight hours: Monday through 
Friday, nine hours each day, and Saturday morning, three hours.
Dana: And the paycheck shows...?
Marco: Forty hours, normal pay. Eight hours are missing. Here — I keep a record. Every day, in this 
notebook: date, start, end.
Dana: A daily record! Marco, you just made my job easy. Let me check the system... I see it. 
Saturday didn't upload — a timeclock error.
Marco: So what are the rules? What is overtime pay in California?
Dana: Over forty hours a week — or over eight hours in a day — you get time and a half. Your eight 
missing hours are all overtime.
Marco: Time and a half for eight hours. How do we fix the paycheck?
Dana: I'm filing the correction now. The extra pay comes in your next check, with a note that says 
'adjustment.' Check your paycheck when it arrives, and come back if it's wrong.
Marco: I will check it — line by line, like always. Should I keep doing my notebook?
Dana: Please do. You have the right to your records and the right to ask. Workers who write it down 
protect everyone — including us.
Marco: Then my little notebook keeps working overtime too. Thank you, Dana.
Dana: Ha! Unpaid, sadly. Thanks for coming in with facts, Marco — this is exactly how to do it.

4  Vocabulary
Translate it, explain it, or use it in a sentence.

Word / Phrase Meaning My sentence

overtime pay

forty hours a week

keep a record

time and a half

a timeclock error

check your paycheck

a daily record

the right to ask

write it down
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5  What Do You Remember?
Fill in the missing words. Do not look back!

 WORD BANK 

  forty hours a week       check your paycheck       write it down       a timeclock error       the right to 

ask       a daily record       keep a record       time and a half       overtime pay 

Dana: Hi, I'm Dana from HR. Have a seat. What did you want to ask about?
Marco: Thank you, Dana. It's about my paycheck. I think there is a mistake with my (1) 
__________________________________.
Dana: Okay, let's look. Tell me the details — dates and hours.
Marco: The week of June 2nd — the big shipment week. I worked forty-eight hours: Monday through 
Friday, nine hours each day, and Saturday morning, three hours.
Dana: And the paycheck shows...?
Marco: Forty hours, normal pay. Eight hours are missing. Here — I (2) 
__________________________________. Every day, in this notebook: date, start, end.
Dana: (3) __________________________________! Marco, you just made my job easy. Let me 
check the system... I see it. Saturday didn't upload — (4) __________________________________.
Marco: So what are the rules? What is overtime pay in California?
Dana: Over (5) __________________________________ — or over eight hours in a day — you get 
(6) __________________________________. Your eight missing hours are all overtime.
Marco: Time and a half for eight hours. How do we fix the paycheck?
Dana: I'm filing the correction now. The extra pay comes in your next check, with a note that says 
'adjustment.' (7) __________________________________ when it arrives, and come back if it's 
wrong.
Marco: I will check it — line by line, like always. Should I keep doing my notebook?
Dana: Please do. You have the right to your records and (8) 
__________________________________. Workers who (9) 
__________________________________ protect everyone — including us.
Marco: Then my little notebook keeps working overtime too. Thank you, Dana.
Dana: Ha! Unpaid, sadly. Thanks for coming in with facts, Marco — this is exactly how to do it.
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6  Talk About It
 PART 1 · YOU AND THE STORY 

1. Do you check your paycheck? What information do you look at?
2. Why is it helpful to keep your own record of your work hours?
3. What should a worker do if the hours or pay on a paycheck look wrong?

 PART 2 · TELL YOUR STORY 

Tell your partner about a time you noticed a problem with money, an order, or a schedule. Speak for 
one minute or more.
You can say: what was wrong · how you noticed · who you talked to · how it ended

 PART 3 · WHAT DO YOU THINK? 

1. Why is it important for workers to understand their pay and work hours?
2. What work rights do you think English students should learn about?
3. Some companies use electronic time clocks with face scans. What are some possible good and 
bad things about this?

7  Now You Try — Talk to HR
You did the math twice, then a third time at the kitchen table. Two 
weeks ago you worked forty-eight hours — the big shipment 
week, everyone stayed late. But your paycheck shows forty 
hours, straight pay. Eight hours of time and a half, missing. Your 
coworker shrugs: 'That's how it is.' But you kept your own record, 
in a little notebook, every day. HR is on the second floor. You 
knock.

  YOUR GOAL 

Show your record, learn the overtime rules — and get the 
paycheck fixed.
Scan the code and talk to Dana, an AI HR rep. Practice every day this 
week!
Cannot scan? Go to: eslvideo.com/cb.php?iframeid=817949802615

Asking HR About Overtime Pay (COAAP 35 · IL) · v4.0 · © 2026 ESL Video, Inc. · CC BY-NC 4.0 · eslvideo.com · Listen: youtu.be/OfpofHQZfQE

https://youtu.be/OfpofHQZfQE
https://eslvideo.com/cb.php?iframeid=817949802615


8  Write Your Own Dialogue
Work with a partner. Student A is HR. Student B has a different problem: your paycheck is missing two lunch 
breaks that you worked through.

A: Hi, I'm from HR. Have a seat. What did you want to ask about?

B: It's about my paycheck. I think there is a mistake with ______________________.

A: Tell me the details — dates and hours.

B: The week of ____________. I worked ________ hours: ______________________________.

A: And the paycheck shows...?

B: ________ hours. ________ hours are missing. I keep a record — here.

A: Let me check... I see the error: ________________________________.

B: What are the rules for ______________________?

A: ________________________________________.

B: How do we fix it?

A: ______________________________. Check your paycheck when it arrives.

B: I will. Thank you — and I will keep my record!

Now practice your dialogue out loud. Switch roles!
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Answer Key (teacher page)

5 · What Do You Remember?
1. overtime pay · 2. keep a record · 3. A daily record · 4. a timeclock error · 5. forty hours a week · 6. 
time and a half · 7. Check your paycheck · 8. the right to ask · 9. write it down
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