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INTRODUCTION

_ The material contained in this Curriculum-GUide was developed
through a grant project conducted by Special Lsucational Services
at-Mesa Community College. The_project was f-1 sed by Title III
C.E.T.A. monies granted toithe State Department/orEducation for
Special_ Projects. The project began in November of 1978; and the
curriculum was field tested with selected high school students at
Mesa Central High School and Phoenix East High School.

The goal of this project was to develop a program Which would
assist handicapped students to gain and retain full time; non-subsidized
employment. . .employment which would refleCt the students' areas
of interest, as well aS maximize the use of the individual's abilities;

Focus in the project was placed upon the needs of the disadvantaged
handicapped; mainly the learning disabled (LAO; the educable mentally
handicapped (E.M,H.); and the emotionally handicapped (E.H.);

The curriculum provides class activities designed to-give training
in l) job survival skills; 2) the "world of work ", 3)_independent _

living skills;_4)_assertiveness training; 5) money management, 6) in-
terpersonalcommunication; and 7)_to also provide a 'Thigh support system'
for students Who_are__involved in a work experience. In addition, the
first module is designed to give_the student an orientation to the
community college and concepts of adult life-long learning.

An Individual Career Plan (I.C.P.) is developed by students during
this first semester. This is an AdUlt, post-secendary; individual career
and_work asSeSsment tool with an educational plan designed to help the
student meet his/her career employment goals.

Group_ process _is the primary, method used in presenting the job
survival skills and in_creating the high support system needed for
successfully keeping disadvantaged and handicapped students tiotivated,
In order to reach a minimum entry level for economic sufficiency;_ these
students must develop the necessary skills for getting and holding a
job. The modules presented in the guide are designed to present some
of the values and skills to those disadvantaged and handicapped students
who do not receive the environmental experiences conducive to job success.

The modules are a combination of group Ysupportive"..counseling and
didactic presentation of value and skill development materials. This
delivery system; combined with_the_More adult appeal of a community
college setting; is the unique element in this-approach to the career
needs of the disadvantaged handicapped.



Theentireeurric011mi is divided into Ulree modides. ihe firSt
module was designed to be taken by grackLiting_high school seniors, during
their last semester in high school. It provides a transition between_
high school and the community collegei introducing the strident to college
ieryices, college life and appropriate courses to assist their-job ad-
vancement plans.

:Students appropriate for MOdule f_would be'idntified by the school
coordinator /instructor, during the student's First semester of his/her
senior year. These appropriate students would be recruited and those
interested would be enrolled for the second semester. The class would
take place after the reOilar school day and should be held on the nearest
community_college campus.. Some courses will, of course, need to be con-.
ducted off campusdueto transportation difficulties; but where possible;
campus involvement will add greatly to the enhanced self-esteem associated
With being a "college student".

MOdulei is designed as afour-hoirciass. It consists of. two hours

of actual class work, and two hours of class_relateu work experience;
on the job with periodic instructor supervision; Most of the individual
lessons in Module One have "Optional Activities" which the instructor
may decide to use; rather than the "Suggested Methodol.ogy"_on the lesson
plan title page._ The coordinator/instructor should feel free to adopt
or adjust this suggested curriculum; to meet the individual, needs of
his /her particular class; This Curriculum Guide is only a suggested
list of lessons and activities and should be adjusted to the needs of the-'
specific students in the class.

Modules II and..III are bo two-semester hour courses, Which do
not necessarily have to be.taken in sequence. MOdule II.is designed
to further assist studentho,are employed by introducing the skills

and attitudes most likely C insure advancement and/or job security. -It
also assists the studentS4 tanning for their future and provides the
emotional support necessary. continued growth as a mature adult worker

Meddle-III is designed tdassist the student Who has lost his job,
quit his johiq-or_Who wants to,look for another position more suited to
his interests and/or talents- This module introduces the student to the
skills necessary for a thoroOgh "Job Search". it is expected that a
student enrolled in Module III would have completed career exploration;
and would have a definite'area of interest before enrolling in the course:

It is sincerely hoped that community college and high school personnel
interested in the development of this type of program_ will find this
Curriculum Guide and the accompanying Program Development Manual-useful;
The Program Manual is the program implementation document_that:_contains
ideas and suggeStions on methods and techniques fdtind to be successful
in instituting this approach between a community college and the high School
districts in its service area.

Further technical assistance7Inthe_impiementation of this project
in your school districts should _be referred to either Director, Special.:
Educational Services; Mesa Community College; or Director, VoCational
Education, Arizona State 'Department of Education.:

2
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MODULE

PERSONA I, ASSI.:S;111.:N7'

013.JECTIVES

1; provide students an introduct ion to t he curri cul um
and class content .

UNITS

2. To become aware of factors t hat. mot i vat e peep' 0 to work.

3. To show an understanding of the re 1 at i onshi p be twuen
a good sel f -concept and suLVJ;ssful erupt oYment .

4. :To develop_ a personal awureness Of the reSponsi bi 1 i ti es
of the worker in society.

5. To _learn effective job -cofirrnini cat i on ski with peers
and supervisors.

6. To develop, with Student participation, a post-secondary
career plan.

1. Introduction

II. The Role of the Worker in our Society

III. Sel f-Appra i sal in Employment.

IV. Personal Responsibility of the Worker

V. Corrmun i cat ion at Work

VI. Individual Career Plan = 1. C . P .

Q.

k



UNIT I INTRODUCTION

OVERVIEW

MODULE I

Unit One is.designed to set the structure and tone for the

units to follow. Lesson One includes an introduction of

instructor to students; students to oneanother, and an intro-

duction to the college course structure. Lesson TWo gives

an orientation to the college campus and to college services

available to the students. The student should feel that

he/she is indeed a college Student and begin to relate to the_

differences experienced between high school and the more

adult world of the community college.

Lesson Three includes the students oOserving a college class-

room and a further discussion of the more adult demands

learning and work Which are soon to be expected of them.

Unit One's emphasis is to raise the student's awareness of

these adult demands and to introduce the community college

as one resource to assist the student in meeting these de-

mands. The units also encourage the student to develop a

positive identity as a college student. StOdents usually

gain markedly in their self-esteem as: they begin to relate

to themselves as part-time Community college students;

I



MODULE

UNIT I INTRODUCTION

Lesson Individual Inti2Oduction.

B-IAVIORF OBJECTIVES

- 'allowing the classroom discussions:

1. The students will be are of each of their work
experience settings and their future work plans;

9; The students -will recognize the differences between,
their high school classes and this community college,
class;

CONTENT

Introduction to course

MATERIALS

Blackboard and chalk

OPTIONAL ACTIVITIES

"the Introduction Name Came"

SUGGESTED.I?FINODOLOGY

. IndivLdual introduction;
beginning with instructor

Presentation of course
requirements



UNIT I INTRODUCTION
2

Individual Introduction

SUGGESTED TEACHING TECHNIQUES

L.D. E.M.H.

Classes should be formed in a circle for best group

interaction and discussion. It is suggested that this

class structure be followed through the rest of the

units as it provides the best climate for group supportive

interaction.

The instuctor should write suggested areas for student in-

troductions on the bOard-or,large newsprint. Discussion

questions listed below;

Instructor should begin by introducing him- or herself

and acting as a model for stOdents to follow.

Instructor should be prepared to ask questions to

stimulate student's response.

SUGGESTED QUESTIONS:

1.

) .

Where do you work?

What kind of job do you have?

3. What is your-rate of pay?

4. What type of transportation do you use?

5; what is the location of your job?

6. What are your hobbies, or dreams, etc, Toll
anything you might like the group to know.



UNIT I IN"FRODt7CTIQN

Lesson 1.1 Individual Introduction

OFTI al Introduction Name Game

MODULE I

This activity is best used when many individuals in the -class do not

know one another. The instructor begins the activity by saying that

by the end of the' xercise; everyone will know everyone' name in

the eldS'. As an example, tie instructor uses his first name and

adds an adjective that either rhymes jtherwise is associated with

it: EXAMple 41, "Sam"-add the adjective "Suer"; and the intrbduction

name becomes "Super SaM". Example 42; "Ben", adding the adjective;

"Gentle", the introduction names become's "Gentle Ben".:

The instructor should caution the students to use only FposiCive"

adjectives and not a116w student to use a -iegative one. It is

important that the class begin with positive reinforcement to the

individual's Self concept so that a supportive atmosphere will be

created. A negative expericncc to familiar to most of these

stOdents.

The instructor again begins the exercise by saying, "I am Super Sam;

and I'M glad t6 in class with...". 'there the instructor would i

insert the name f the person to hi right; "4 am Super Sam; and

I'M glad ti) be in class with Gentle Ben". "Gentle Ben" then repeats

the phrase arn Gentle Ben and I'm glad to be in class with Soper Sam".

the person then to the right (d Gentle Ben says his "intrcAuctio I

name" and repeat the Dlit-af, "I 'til Nm.et Stir' ;.!1:111 I glad to be

iii class t h Gentle and Sof Sam". Ale iit roduct iorr; then pro-

ceed aroond the cla )( t I 114 1; Illito4d( .; t fl)( unit i I t he

net-!;oll fin V;t r4,114,11. ill I 11V ' 11:11110'0, ()I I 111 ent ire ch.

'l'he in.;( rtfot,,0 .11°111(1 help t 113 Judeilt if they flay,. di f f y in

reinernheriff; name.; and 1 1 , I , nam. l i f e 1 1 1 . 1 rti, fur .,11uuld also

have a few neon10. who l ni I I ;ll Iv I ) the gain,. frutilid ent ire

r0(/1i l 11 !.4.1. if tht.y I ' I I, IIIN .

,)



UNIT I INTRODUCTION

MODULE I

Lesson 1.2 Orientation to College Campus

BEHAVIORAL OBJECTIVES

Following the classroom discussions:

1. The stddent will be familiar with the community

college campus and the services available to

him/her. 's

CONTENT SUGGESTED METHODOLOGY

Campus Orientation Tour, campus and describe
services available

Discuss how college differs
from high school

MATERIALS

Campus map

Student handbook

(OPTIONAL ACTIVITIF0



MODULE I EQ

UNIT I INTRODUCtION

Lesson 1;2 Orientation to'College Campus

SUGGESTED TEACHING TECHNIQUES

L.D. E.M.H. E.H.

The high school coordinator/instructor should enlist the'

college coordinator's help to secure a campus tour guide

if the instructor does not have adequate knowledge of the

campus. A campus map is usually helpful with an explanation

to the students about Where they are going on the campus,

before they begin the tour. The instructor should schedule

tpre for a meal (lunch) or a snack in the "Student Union =
)--.

Cafeteria" to give the students a chance to e rience

another difference in the atmosphere and structure of the

institutions.

Common campus s ces to be toured include counseling

and adviSeMent; admissions, job placement, financial aids;

library5bookstore, and career center. Students, Where

nO(SSible, should be introduced to campus personnel in

oath of these service areas.

A;discussion of the'areas toured, services available and

how college and high schools, differ should take place

after the tour. This particular lesson may need to be

longer than the normal class session. This activity

will usiully Like a full two hours.

1 "4a 1

I( )



INTRODUCTION

Classroom Visitation

Poll6Winthe classroom discussion:

1. Th6/StUdent will gain-an awareness of What a_col1ege
tlas is like and how it might differ from his /her
high school exikrienCes.

CONTENT' SUGGESTED METHODOLOGY

Classroom Observation.

MATERIALS

(

4

Paper and pencils

Blackboard'chalk or large newsprint

OPTIONAL ACTIVITIES

MODULE I

. Visitation.of_ a college
class in progress

. TDiscussion of how college
'classes differ from each
school;



UNIT I

Lesson 1.3

INTRODUCTION

Classroom Visitation

SUGGESTED TEACHING TECHNIWES

L.D. E.H. E.M.H.

ArrangeMentS ShOtild be made, with college instructors

of appropriate college classes; e.g. remedial math

and English; Occupational and Career classes; The

classes should be picked so that the material presented

is not overwhelming to the students; The class should

be divided into small groups for the claSS visitation.

Students should be encouraged to look fot diffqtences

in college classes as compared to high school classes.

After the visitation, students should discuss their

experiences with the instructor and class. The

instructor should Stimulate discussion, with appro-

priate questions and write student responses on the

blackboard.

12



MODULE I

UNITII THE ROLE OF THE WORKER IN SOCIETY

OVERVIEW

This unit is designed to present a discussion of positive work
values and attitudes which many disadvantaged do not receive from
their normal environmental experiences. These-values and attitudes
are critical to success in the work world;_Many students.who are
handicapped and/or disadvantaged have the mental and physical
ability to_perform.in a work setting... Their attitudes and work
values; however; are what determines whether they are successful
in their work setting.

.

LESSON ONE What is Work focuses n helping the student define
work and how it relates to jobs he/she has, or has -had., in the
past;. _The lesson presents the concept of work as the combination
of three basic eIement: 1) satisfying one's own needs; tp satis-
fying others'_ needs, and 3) putting forth conscious efforts to
achieve the first two.

Most students usually think of work as being something they do
noV want' to_do. "-They think of_work as something unpleasanti_and_
try to avoid it Wheneverpossible. WOrki howeveri can and s oUld
be something more. _If_the studentcan see it__satisfying -r
himself/herself and:others, it might .encourage him /her to think
of work in a more positive way, and approach work with a positive
attitude.

LESSON TWO: Why Work is designed to have-students grapple with
their own, and other's reasonsifor working::. Students need to
struggle with the concept of Why-Work at a very,basic level.
It provides the basis for the motivation needed by many of the
students to change and/or modify their attitudes or behavior at
work:

LESSON THREE: Values introduces the student to situations here
he/she must delineate those values which are moist_important to-hioe
her from those that are of lesser' importance; These values are
then related to their work situation.

VESSON FOUR: Work Attitudes asks_students to identify nega-:
tive and positive work attitudes and how they are manifested
haviorally; They are also asked to connect negative job attitudes
with tt difficulties these may create on a job.



UNIT II THE ROLF Te THE WCRKER IN SOCIETY

Le-SS-On 2.1

BEHAVIORAL OBJECTIVES:_

CONTENT.

What is Work

Following the classroom discussion:

1. The students will identify their current concept
of the meaning of work.

2; The student will deelOp_an_Understanding of the
importance of ork in fulfilling their. needs,

oand the needs of other-S.

Definition of Work

MATERIAIiS (

Overhead Projecter, Blackboard:

Transparencies -"Is This Work"
and "Work"

Worksheets "IS ,This Work?",
and "Work"

OPTION AL. ACTIVITIES'

SUGGESTED-METHODOLOGY

Activity "What is Work"'

Transparency 2.1;1'-
"IS This Work"

. WotkSheet 2.1.1 "Is This
Work"

Transparency 2.1.2 = "Work"

. WOrksheet 2.1.2 = "Work"

* Robert NelSoni project director; A.E.L. Career. Decision-Making

Program (Bloomington; Illinois: McKnight Pnblishing Co.; 1978)

14 21.



UNIT II THE ROLE OF THE WORKER IN SOCIETY

Lesson 2.1 What is Work

SUGGESTED TEACHING/±ECHNIQUES

L.D. E.H.

E.M.H.

Students should be Oven Worksheet 2.1.1 and then
shown transparency 2.1:1. Theyjshould try to
answer questions on the worksheet and then use
the blackboard to record the groups' answers.
Disagreements among the students will be helpful
in stimulating discussions and clarifying a de-
finition of work. The instructor should then use
transparency 2.1.2 to further clarify the definition
of work and how this relates Co work they are doing,
and have done in the past.

\,1

Student worksheet 2.1.1rrelates back to transparency
2.1.1 and asks the students more detailed questions
about that separates work activities;

Depending on the level of intellectual function of
the class, the instructor may want to spend some
time explaining "own needs":and "other people's
needs" on transparency 2.1.2 by giving specific
examples (i.e., own needs; food, shelter, clothing,
etc., and other people's examples from their__
work_is helpful). Classroom time will alSO dictate
Whether transparency 2.1.2 and worksheet 2.1.2 are
used.
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UNIT II THE ROLE OF THE WORKER IN 01Ci'ETY

Lesson 2.1 What is Work

Worksheet 2.1-1 Is This Work?

Let's 'see.wfiat you have learned about the

MODULE

term,"work"; Look at the..

Transparency 2.1.1, and answer the questions below. Decide if he

person in =,-the trariparency is "working ":

Picture

i'

(c. I

Is the person working?
If not why not?

II

Are the_:person's own
needs being satisfied?
Which ones?

III )'

Is the person satilfy-
ing other people's
needs? ch one?_._

.

A
'A

.

B

G7

-

.
.

1

.

C

. .

D .

.

E

F

. ) .

...; .



WIT II The Role Of The Worker In Society

Lesson 2.1 What is Work,

Transparency 2.1.2

WORK
done- when yo6 consci-

satisc9 9our
aniry sa is

othgr
nee

CONSCIOUS
EFFORT

)

18



YJIOT I I THE ROLE OF THE WORKE IN SOCIETY

esson2.-1 What iS.WOrk /

Worksheet2;1.2. .Work

Work Words.

List work words,on blackboard

schoblw.ork\

hoMeWbrk

housework

paperwork

,sotial.work

volunteer .work

WOrkhorse

MODULE

Ask students for.any additions which are not listed.

. Have students think about themeaning of the word

work. Is it something one always is paid_for?

Discuss how work can help people satisfy=indiyidual

needs.

19 '3



UNIT II

Lesson 2.2

BEHAVIORAL OBJECTIVES

THE ROLE OF THE WORKER IN SOCIETY

Why Work?

Following the classroom discussion:

1. The students will identify their reasons, and
others' reasons for working.

2. The students will ,gain knowledge Ln what
npreparations are necessary to reach their

work goals.

CONTENT

Exploration of Work Motivators

MATERIALS

Magazines

Glue

Large construction paper

Blackboard - chalk; or large newsprint

SUGGESTED- ME IHODOLOGY

. Activity Collages (collection
of pictures depicting reasons for
wiorking)'

Discussion and group listing
of Work motivators.

. Homework Assignment (As described'
in Lesson 4.1 - S ested
Teathing Techniques

OPTIONAL ACTIVITIES'

* "Why People Seek Jobs"

Bulletin Board "You're in the Spotlight"

* Nelson, loc cit.

20



UNIT T I THE ROLE OF 111E WORKER 1 N SOCIETY

Lesson 2;2 Why Work

SUGGESTED TEACHING TECHNIQUES

L.D. - E.H.

E.M.H.

The instructor may wish to introduce the optional

activity "Why People Seek Jobs" to the students

firSti and then let them graphically display in

the collage how they individually interpret the

hierarchy Of needs as presented in the activity.

This can help stimulate the students' use of the

Collages and the discussion afterward;

The.optionalsactivity could be used at the

discretion of the instructor. Again, the time

factor and the more complicated nature of the

material might dictate the use of only the main

activity.

ti
21
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'IT It

ks5011 2.2

CTICkAL-AGTIVTIES

2,

THE ROLE OF TH WORKER IN SOCIETY

Why Work

Jobs

discuss with students how soolc Nman needs are satisfied directly
ID:1). working, or aeeds may be safied indirectly by the money a

J% Provides kreo_t_satisfactioo may be: (list on board while'
discussing)

p ersonal aallevement

5tatus

recognition

good self-coricqt8,

power

independence

(S6id-66"
may need more eci) Iarlation Of terms)

self - respect

rest Satisfaction of hUran needs hich a job,may provide are
se may also 1st-6d across from previous list)

clothing

Dousing, shelter

5ecurity

fulfill amllY needs

(add any dltions Which 5tudeots may have)

Nazthes, bulletin board, butcher Paper; glue or pins.

A.tic-lity-is same as collage done in Lesson 2, with these variations:

Clas6 Prepares bulletiti board, cutting pictures from magazines; showing

41y Jolple work. l'Ictures are mounted on bulletin board and discussed.

Ttile licqlletin board '114y be referred to daring remainder of lessons.



UNIT II THE ROLE OF THE WORKER IN SOCIETY

Lesson 2.3 , Work Values

BEHAVIORAL OBJECTIVES

Following the classroom discussion:

1. Students will be able to state those work
values that are most important to them;

2; Students will have discovered how their
behavior at work is related to values which
they hold.

CONTENT

Values Clarification

,Relating Behivior to Values

MATERIALS

Worksheet 2.3.1 "What's Important"

Blackboard Chalk

OPTIONAL_ACTIVITIES

Million Dollar Story

Most Liked and Least Liked Job

Cool Seat

MODULE

SUGGESTED METHODOLOGY

ACtivity "What's Important",
WOi-ksheet 2.3:1

Lead a discussion on "What You
Do Reflects what You Believe"

Calvin J. Duane, Vocational Exploration Group

(3rd ed. Tempe, Arizona: Studies for Urban Man, Inc., 1972-1977)
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MODULE I

UNIT I I 'THE ROLE OF' llIE WORKER IN SOCIETY

Lesson 2;3 !fork Values

SUGGESTED TEACHING TECHNIQUES

L.D. E.H.

This lesson can easily be made into LW° ciaSS periedS in-stead of

one. The instructor is asked to use his/her discretion as to the

partictilar needs of the students. Several optional activities

are presented with this lesson and are- generally better suited

fOr L.D. and E.H. students. If the exe;:eises are used with E.M.H.

or high level T.M.H. students, the instructor may find optional

activities 2 and 3 more useful.

These activities are available through Vocational ExpLbration

Group, (3rd ed. Tempe, Arizona, Studies fbr Urban Man; Inc. 1972-

1977). The entire V.E.G. program is a resource for not only this

exerc:_se, but for Module III also. The material is easily adaptable.

for E.M.H. and L.D. students and provides the students with job ex-

ploration and ValUeS clarification and how th -y Interrelate.

Activity 2.3.1 takes 17 common values and has the students rate the

17 in their own priority. The instructor can vary the exercise
4_

by

having; the class divide into four small groups, having each group

prioritize the list, and then comparing the values of each small group.

The instructor can also do a large group composite to see what the

group feels are the top three values and the bottom three values.

24



UNIT II THE ROLE OF THE WORKER IN SOCIETY

Lesson 2;3 What's Important

Worksheet 2.3.1

VALUE/SURVEY

Below is a list of_17 values arranged in order. You should
arrange them in order of their importance to YOU.

Study the list carefUlly. Then place a 1 next to the value
which is most important to YOU; place a 2 next to the value which is
second most important to you, etc.

Work slowly and think carefully. If you change your mind, feel
free to change your answers. The end result Should Show how
you really feel.

MODULE

A COMFORTABLE LIFE (a prosperous life)

EQUALITY (brotherhood, equal opportunity for all)

AN EXCITING LIFE (active life)

FAMILY SECURITY (taking care of loved ones)

FREEDOM (free choice)

HAPPINESS

MATURE,LQVE

NATIONAL SECURITY (protection from attack)

PLEASURE (an enjoyable life)

SFLF=RESPECT

A SENSE OF ACCOMPLISHMENT (Making a contribution)

RESPECT

TRUE FRIENDSHIP

WISDOM (understanding of life)

A WORLD AT PEACE (freedom from war and conflict)

A WORLD OF BEAUTY (beauty of nature and the arts)

RELIGION (church)



UNIT II

Lesson 2;4

I

THE ROLE OF THE WORKER IN SOCIETY

Work Attitudes

BEHAVIORAL_OBJECTIVES

Following the classroom discussion:

1. Students will be able to identify positive and
negative work attitudes;

Students will be able to identify behavior at
work that reflects their attitudes toward work.

CONTENT

Positive-Negative work attitudes

Behavior as reflections of atti-,
tudes

Filmstrip

NATERIALS

Blackboard
Worksheet 2.4.1 or 2.4.2
Filmstrip projector
Cassette player
Filmstrip and Cassette:

"Trouble on the Job" 2.4.3

OPTIONAL ACTIVITIES

*"Succeeding at Work"

SUGGESTED

. Employment Attitudes Checklist
Worksheet 2.4.1 or 2.4.2

. Filmstrip "Trouble on the
Job", Filmstrip 2, "Failing
to Communicate", with
suggested questions.
Activity 2.4.2

Ichard Howard, "Succeeding at Wbrk", Un loyed Uglies(LiverpooI,
New York: Frank E. Ric Ids PubI/sher, 1966)

26
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UNIT II THE ROLE OF THE

Lesson 2.4 Work Attitudes

SUGGES1E6 TEACHING TECHNIQUES

L.D - E.H.

E.M.H.

I 401' IN SOCIETY

It is suggested that the teacher give out the

"Employment Attitude Checklist" Worksheet 2.4;1

to students and ask them to complete it. Students

should check each item according to how they jeeI

they rate. A discussion follows concerning the

importance of attitudes at wori.c. Students should

be encouraged to give examples of people pn their

jobs Oho show negative attitudes. What specifically

does that person do, which shows,a negative

attitude? HOW doeS that negative attitude Affect

their job?

StUdents should verbally be given the material

on the "Employment Attitude Checkli-st." The

instructor should write on a blackboard or

large newsprint the stUdents' examples of nega-

tive job attitudes they have observed in _tgpiti-

Oloyees Where thy work.` The instructor shoUld

have the students relate to the questions above;

27
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UNIT II

Lesson 2.4

Worksheet 2-4.1'

A GOOD

B C

THE ROLE OF THE WORKER IN SOCIETY

Employment Attitude CheckliSt

AVERAGE

D

MODULE I

C FAIR D POOR

1. Does he follow directions?

2. Does he accept constructive criticism?

3. Does he sustain routine?

4. Does he get along with co-workers?

5. Does he get things done?

6. Does he like his work?

7. Is he dressed and groomed appropriately
for the job?

boes he come to work every day?

9. Does he give notice of absence by
calling in?

10. Does he get to work on time?

11. Can he do his share of the work?'

12. D008 he work W011 without
supervision?

13. Does he observe the rules of the 4

company regarding smoking; gaming; etc.?

constant

14. Does he observe rules and ations?

15; Is he courteous?

16. Does he leave notes on where he stopped
work; and where others are to start?

28



UNIT II ME ROLE OF THE WEAKER IN SOCIETY

_esson 2;4 Work Attitudes

Worksheet 2.4.2

Place a check by those items you feel will help you do well is

and be prepared to discuss t,Jhyj4kh the class.

°TiditVing gum

Having a good attitude

MODULE I

job,

3. Being careless

4; Being well groomed

5. Arriving late each day

6; Being lazy

7. Showing tact

8. Completing tasks on time

9. Gossiping with other workers

10. Wearing sunglasses

11. Following directions

12. Disagreeing with co-workers

13; Showing respect for other people's opinions

14. Seeking information when needed

15. Being absent frequently

16. Attending to business affairs

17. Talking negatively about your work

18. constantly arguing-with your supervisor

29



MODULE I

UNIT II THE ROLE OF THE WORKER IN SOCIETY

Lesson 2.4 Work Attitudes

ACTIVITY_SHEEt 2;4;3

Filmstrips - Trouble on the Job - Failing to Communicate

(from: Center for the Humanities, Inc.)

The filmstrip is about a young lady and her supervisor who do not
communicate; The complaint of the supervisor is the young lady's
attitude;

DISCUSSION QUESTIONS:

1. Is the supervisor right, or is Miriam right?

Should she have asked questions?

What made it harder for her to ask?

2. Is Miriam right to take time off to go to a dentist,
or to study for an exam?

What are good reasons to take time off?

3. What could Miriam have done to make things better?

4. What could they both do to make the situation better?

5. Do bosses treat younger employees differently than
older ones?

30
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N101)1 11.E

WIT I 1 I SELF APPRA ISA! , 1 N INN ,OYMIN

CVERVINWm-

The self-concept that one has of himself: /herself determine

greatly the. success heishe, has at work: lkweloping a Seff2c'

-concept j8 a life-long process as people discover different

aspects of themseiveS and change. One way people can find

out about themselves is to learn how others see them. There

art differences many LIMOS betWyn 116w we see ourselves, and

how others see us; In work situations, it LS especially

important to know how we are seen by others.

LeSSen I
I inVolvethe student in aself-examinaion; using

an exercise entitled "Life Line". Students will graphically

depict how they have experienced major parts of their'lives-;

i.e., jobs, money, friends and family. They will also be

asked to project how positive these areas will be in the

future.

The next tKJ lessons continue to look at aspects of their

self-conceots; The first exercise involves the student's iii

deVelopifh a personal "coat of arms" reflecting six aspects

of their personality. Lesson III is designed to give

the feedback on how others in the cla.:s view him/her.

The laSt two lessons in Unit III deal with personal appearance

and how it affects one's employment. The lessons use the

"Apparance and Success Worksheet" as one exercise;

t6acher-prepared visual' aid as a guide for 8tud±:it8

to explore what employers want in the area of personal appear-

ance. There Are filmstrips suggested and several, optional

exercises frbM which the instructor can -?elect:

31



a

IJNI- 1\ III SEIF Al'PRAISAI, IN I.MPIAWMPNI.

Lesson 3. 1 Life Li ne

BFI1AVIORALAXUECT_IVES

Following the classroom discussion:

1; The students will demonstrate graphically how they have
experienced four major aspects of their lives;

2; The ,..students tall project into the future how they believe
majo .aspects of .their lives will positively or negatively
develop.

J

CONTENT SUGGESTED METHODOLOGY

Historical components
of personal. Self=concept

MATERIALS

Life'Line EkerciSe Worksheet 3.1.1

Blackboardi chalki crayons

OPTIONAL ACTIVITIES

One year five year life projection

Exercise and diScuSSioni 3.1.2

32

. Discuss the meaning of self-
concept "Self" = "concept"

. Life Line Exercise
Worksheet 3.1.1



MODULE

UNIT III SELF APPRAISAL IN EMPLOYMENT

LP-s-son 3.1 Life Line

SUGGESTED TEACHING TECHNIQUES

L.D. E.H.

The discussion concerning the meaning of "self-concept" is
meant to be an_intrOduct4OIT:to_this unit, and.i_ designed
to convey to the students the importance of howtthey
view themselves. The discusSion should be directed as
much as possible_to_aspects of self -- concept that relate
to their work. It is helpful for them to identify from where
their self-concept comes, and to explore ways people might
Change negative parts of a self-concept.

E.M.H.

The exercise Life Line should be given out in Worksheet
form with the instructor giving examples of how to fill
out the graph; If time permits; the students who volunteer
can show others their life line; explaining the ups and
downs in their lives. They should also be encouraged
to talk about Why they graphed_their future the way they
did. This will lead to their future life expectations
and set the ground work for a later unit on "goal setting".

The Life Line exercise can be used by asking one student
to allow the instructor to use him/her as anexample on
the board. The student picked for the "board example"
should be carefUlly selected as the exercise can be very
revealing. The two categories, "friends and families" can
be changed to one category, 'happiness". Some students
haVe difficulty combining conceptually all their friends,
And all of their family members into one position on the
graph. It appears to be easier for most of these students

;.toplot Whether they were happy or not. -Sometimes happy and
unhapPy periods_can be related by the student to the
situations involving friends or family.

n-
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MODULE I

UNIT III SELF APPRAISAL IN EMPLOYMENT

Lesson 3.1 Life Line

ACTIVITY SHEET 3;1;1

(graph is included for reproduction)

Based upon student's life from age five (5); they are asked to draw in
Where it has been:

Very good' VG
Good G
Average - A
Bad B
Vv-ry Bad VB

Instructor may use one student's life as an example on board to give the
concept of drawing a graph. Students should use the following keys:

Koney-' Red crayon
Jbb = Green crayon
FtiendS = Blde crayon
Family = Yellow crayon

Directions:

1; Using a red crayon, starting at age five (5), did you have a lot of
money; or not enough? Rate as being VG, G, A, B, VB. When you
were six (6) and so on; did it get better or worse?

2; Continue with a green crayon using your job first job at what age,
(i;e;; taking trash out; washing dishes; etc;) And so with friends,
(blue crayon) and family (yellow crayon);

3. Instruct students to put an 'Nu at the point of life they are
presently (i.e., 17 years old'); for each: job, money; friends;
faMily. They should then try to predict where each category will
be at age 20.

4. Discussion should follow on what age was their high point, and why;
What_ was it that made them happiest, and how do they see themselves
in the next few years. What will cause these changes in their lives?

. Happiness can be substituted for family and/or friends if it appeal-;
CO be to diffictilt.

I I
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UNIT III SELF APPRAISAL IN EMPLOYMENT

Lesson 3;1 Life Line

OPTIONAL ACTIVITY 3.1.2 One Year Five Year Life Projection

I. Discussion should follow:

What you'd like to have happen in one year:

List here things you would. like to learn to do; activities
you'd like to be involved in, and things you want to
strive toward during the next year.

What you'd like to have happen in five years:

List here things you wpuld like to learn to_do_i_satisfying
activities -you'd like to be involved in, and things you want
to strive toward during the next_five year - Keeping_your
values in mind, think in terms of job, lel, time, family;
education, etc.

"36



MODULE

UNIT III SELF APPRAISAL IN EMPLOYMENT

Lesson 3.2 Self- Concept

BEHAVIORAL OBJECTIVES

Following the classroom discussion:

1. Students will be able to state positive aspects
of their self-concept.

CONTENT

Positive elements of self- concept

MATERIALS

WOrkSheet 3.2.1,"Goat of AttS"

leacher=tad example of"Coat of ArmS"

Magazines,_ construction paper,
glue, scissors

OPTIONALACTIVITIES

Draw a picture of self
and family 3;2;2

SUGGESTED_METHODOLCCY

Coat of Arms

Discussion of positive self-
concept and how a person
obtains one



UNIT III aa_l_APPRAISAL IN EMPLOYMENT

Lesson 3.2 Self-Concept

SUGGESTEEITEACHING TECHNIQUES

L.D. EH. - E.M.H.

The instructor should assist the students in under=

standing what a "Coat of Arms" is, and how what they

are going to construct is to be a representative picture

of themselves.

The instructor should make an example of the "Coat of

Arms" exercise to show students how to complete the

lesSon. The example should contain a combination of

written statements, drawings, and pictures from magazines.

The student is encouraged to use the medium that he/she

likes best.

(then the students are finished, the instructor should

ask for volunteers to show their "Coats of Arms"; and

explain the different sections and their meaning.

38 t7,



UNIT III

Lesson 3.2

Wbrksheet 3.2.1

SELF APPRAISAL IN EMPLOYMENT

Self Concept

Coat of Arms

1. My mirror lookS at me and tells
me something it really likes
about me -

3. Something I like about the way
I look. is- - -

5. The person in my family_
who I like best Why?

J

MODULE

2. What T.V. or movie star reminds
me of me?

4. What nice things have been said
about me?

6. What I'd like to have
others say about me -

39



UNIT III

LesSon 3.2

SFIF APPRAISAL IN EMPLOYMENT

Self=Concept

OPTIONAL ACTIVITY 3.2.2

Draw a picture of self and family.

1; Give)students paper and crayons.

2. Instruct them to draw-a picture of

themselves and their families;

3. Discus's Why they pictured themselves

the way they did,'and what their

relationship is with their family, etc.

The instructor can get a feeling of how

students see themselves in relationship

with others.



UNIT SELF APPRAISAL IN EMPLOYMENT

Lesson 3.3 Self-Concept II

BEHAV1cRAL_OBJECTIVES

Following the classroom dis

1;

2.

CONTENT

Positive edback- concet ng_
elements of Self=Concent

ssion:

The students will have rec ved positive feedback
on how they are perceived by ether students.

The students will have aspects of their_self-
Qoncept either suppprted or questioned by
others.

MATERJ ALS

"I Am; Am 1" Game

Or
Teacher-m4de'exercise,
"The me Ycki See" 3.3.1

Note cards, pencils

SUC,GESTEINE-1110DOLOGY

" I AMi Ain' I" Game

. (or) Teacher-made.,"The Me

You See", a descriptive game,

Activity 3.3.1

4\

opTiNL_ ACTIVITIES

First ImPrQssions Game 3;3;2

* Thomas W. Cat trowav and C:1 en .14-1 , .J01) Survival Ski 1 1 s,

t14 (Rod-lest: : '11-to Si tiger Co 1 / '1- 1 t)77)



MODULE I

UNIT III SELF APPRAISAL IN EMPLOYMENT

Lesson 3.3 Self-Concept II

SUGGESTED- TEACHING TECHNIQUES

L.D. - E.H. - E.M.H.

Any teacher-made exercise should avoid words not

likely to be in the vocabulary of the students;

The teaCher should also avoid using words like "man"

"woman"; "black "; or "white" which are characteristic

Of large groups and tells little about the personality

characteristics of the individual;

The instructor needs to be actively involved In .

keeping the process positive and encourage the

students to be serious in their reflection of

other's personality. The exercise can be very

powerful in its impact on the student so the

instructor needs to be ready to support vulnerable

studentS.
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MODULE I

UNIT III

Lesson 3.3

ACTIVITY 3.3.1

SELF APPRAISAL IN EMPLOYMENT

Self-Concept II

The Me You See = A Descriptive Game

1. Each of the suggested wordS should be Written on individual
tardS.

,Suggested Words: Loud, quiet, bully, bossy, timid, weak,
kind, shy, strong, helpful, =fling, sourpuss; pouter;
neutral; smoothie, smart alec, clown, sweety, willing, nice;
cute, pretty, handsome, etc;

. Pictures may be matched on a bulletin board with each descriptive
word. This could be done with students to give them a better
understanding of the terms to be used.

3. Arrange chairs in semi - circle.

4. Give each student.a cord that is green on one side and red on
the other; This card shall be called a response card.'

5. Each student will then be given three_blank CardS. They
should copy one word which they feel describeS them best,

from the board onto each card.

6. Individually students will stand and show their three cards'
to the class. Each member of the class will hold their response
card - green if they agree that the word describes the
individual, and red if_they disagree._ This will give each
student a chance to understand how others see him/her and
the instructor will better understand the person's self-
concept.

7. If the majority of the class agrees_with the student; then
mark a green stripe onthatparticular word card, and write
the student's name on it. Place the card under the picture
WhiehdeSeriheS it. IX) the same with the remaining two .cards.

themajoriLv disagrees follow the same procedure except
Mark the card with a red strif

'the i 13,J 1-tict (3r- should wot-lz t (nilc( iyagy mid wi [11(A(o )!; t

,H)( )11-,;( t 11 t s,..trii .1 I), It inn I (nxi)crienct..-.
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UNIT III SEI F APPRAISAL IN EMPLOYMENT

LeSSon 3.3 Seif-Concept II

First Game

I; Seat students in a circle, with one empty chair.

4

2. Each student receives a ajrn in the "hot seat"

at Which time each group member in turn gives

hiliher impressions of that person.

3. Students state their feelings in simple terms,

in a couple of sentences.

4. Instructor should impress upon the students

the desire for positive comments toward each

student in the "hot seat".

5. Instructor leads discussion on-how ppl -e

form their initial impressions based on one's

appearance, clothing, posture, gestures, facial

expressions; etc.

1414
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UNIT III

Lesson 3.4

5.1 !.&_ 0: IVES

SELF -ATPRAISAd. IN F_",.IPLO`i'AFNT

Personal Apparance Clothing,

Following the classroom discussion:

1; The student will be able to demonstrate knowledge
of appropriate work attire. /

CONTENT SUGGESTED METHODOLOGY

Proper work clothing Teacher===Made Activity 3.41

Discussion on "Appearance
and Your Success"
Worksheet 3.4.2

MATERIALS

"Appearance and YOur SUCC.X.:"
Workheet , 3', 4 . 2

Pencili Paper

OPTIONAL 1&7FIVITI ES

Packagi ng Your Skills: Personal 4Ix,arance

Ae* Dressing for Work

Weari ng, I 'rorx r Work CI ot hi, s

A A

"111(xlwr; W. (....nuhr,shiy 11Ht 11); Yitiiir !iki 1

l'or(')tia I Appoat anc(.", va I !iki I I !; , (ItoOtc!;t '111(

Co., 19/8 Pt//i

Marr;111't W. ilikl!,()11 ,110 A1111 A. W;ivil-, "1)1(.!,!-,/11),, for ',4,11,",
I Want .161), N(.1.-4 York : Frani, chard,
964)

I It id ,(Pii, I ( )c i t
_r-b.
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UNIT III

a

SELF APPRAISAL IN EMPLOYMENT

Lesson 3.4 Peronal Appearance - Clothing

SUGGESTED TEACHING TECHNIWES

L.D. - E.H. - E.M.H.

The instructor needs to be sensitive to; and helpithe

students be sensitive to, the variety of appropriate

dress in different work sites. As the students exploge

what is proper dress; they should be encouraged to use

their own work site as an example. bf What may be

appropriate. The instructor can'add workeSites Which

are riot represented in'the:claSS.

ACTIVITY 3.4.1

Instructor may cut pictures from magazines showing

appropriate and non-appropriate dress for work; The

pictures can be mduntedi:on construction paper and

numbered. Students will be given paper which they

diVide in half -- one side saying yes (it.is appro-

priate) the other side saying no (is not appropriate)

dress for their job. When activity is completed, a

discussion should follow with reasons given. Students

will gain a better understanding of types of clothes,

etc. they should wear to work.

4 6



UNIT III

Lesson 3.4

yorksheet 3.4.2

SELF APPRAISAL IN EMPLOYMENT

Personal Appearance Clothing

Appearance and Your Success

MODULE I

Your appearance will help or hinder you in obtaining And_succeeding on a
job._ Below are some statements about one's appearance Which ShOuld be
completed, Put a circle around the letter that best answers the way
you feel the statement should be completed.

1. The type of clothing a person should ukar

a. sportswear
b. businesslike attire, considering the kind of job one

is starting
C. school wear

2. Rings should be worn, if at all,

a. on all fingers, on both hands
b; on one or two fLigers of one hand

on all fingers on one hand

3. A person should check his or her appearance

a; in the washroom at work
b. on the way to work

before leaving home

4. Make-up on the first day should be

a. heavy
b. light
C. not worn at all

Gum chewing is permissible if

a. your_ supervisor states that many people chew gum
b. you decide you would, ike to chew gum
c. you observe a few employees chewing gum

6. Sunglsses can be worn if

a. work in an office
b. vo irk in a store

cork Qutdoors

7. ,s colors an employee should wear are:

a. very conservative
b. strongly contrastfng-
t. pleasing
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UNIT III

Lesson 3.4

Worksheet 3;4;2

SELF APPRAISAL IN EMPLOYMENT'

Personal Appearance Clothing

Appearance and Your Success continued:

8. A good source to get ideas on what to wear would be to

a; observe people in the personnel department
b; observe other applicants for the job
c; observe people in the area in which you work

9; Information that will give you an idea about that to wear:
might be obtained from

a; relatives
b; friends
c. your job description

48



UNIT III

Lesson 3:5

BEHAVIORAL OBJECTIVES

SELF APPRAISAL IN EMPLOYMENT

Personal Appearance Hygiene

Following the classroom discussion:

1. Students will have
practices in their

2. Students will have
practices would be

knowledge of proper hygienic
work settings ;.

explored what proper hygienic
in a variety of work settings.

CONTENT SUGGESTED METHODOLOGY

Proper work hygienic practices

MATERIALS

"Personal Hygiene LiSt" ;3.5.1

OPTIONAL ACTIVITIES

* Skin Trouble

** Packaging Your Skills:

***The Basics

MODULE

Discussion of What is good
personal hygiene

"Personal Hygiene List"

Personal Appearance

Thomas Mboney, "Skin Trouble"._Jiones=LearnsAboulis-Teeth
(Phoenix, New York: Frank E. Richards Publisher; 1965)

** Gannaway and Jent, Cp. Cit., pp. 78=81

kLois Carrier., Bill G. GOoch;and John Huck, "The Basics", Work:
Pathway To Independence (Chicago: American Technical Society, 1979)
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MODULE

UNIT III SELF APPRAISAL IN EMPUTIME\IT

Lesson 3.5 Personal Appearance Hygiene

SUGCESTED_TEACHING TECHNIQUES

L.D. - E.H. E.M.H.

For L.D. and E.H. sWdents, the instructor may want

to reprint "The Basics" (Optional. ACtivity) to lead

into a discussion on What is geed personal hygiene.

E.M.H. and T.M.H. students might need the instructor

to read portions of "The BaSicS" to the class, The

use of the Personal Hygiene List will reinforce for

the Students the need for his/her own personal schedule

for hygienic practices connected with work.

This lesson can easily be expanded depending upon need

and available resources. Many StOdents are concerned

about such i sues as acne and hair care. A health

instructor o local physician might make an appro=

priate speaker; to answer questions generated by the

claSs. The instructor could introduce the subject

of hygiene one class period using the suggested

methodology and then have the class develop a list

of questions tohe answered by a speaker for the next

class period.

ThiS approach has worked well in the past; it has

alloWed the students to share some of their adolescent

concerns, and fears about health and hygiene. It is

not uncommon for many students to be spreading mis-

information about health issues and hygienic practices.

Thistype Of forum can diSpell some of the, misinformation

being spread in the peer group.
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MODULE I

UNIT III SELF APPRAISAL IN EMPLOYMENT

Lesson 3.5 Personal Appearance - Hygiene

Worksheet 3.5.1 Personal Hygiene List

Carefully read the list below of good hygiene practices.

Fill in how often you think it is necessary to do each

one. (once a day, twice, etc.)

Practices How Often

1. Brush Teeth

2. comb hair

3. Shower or bathe

4. Shampoo hair

5. Use deodorant

6. Use mouthwash

7. Clean nails

8. Manicure nails

9. Change to clean clothing
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UNIT IV PERSONAL RESPONSIBILITIES

OVERVIEW

Job responsibility, as defined, is the obligation

Of a worker to perform satisfactorily the duties

he /she is given. There are, however, other qualities

and attitudes that are expected of employees by their

employers. Most employers expect such things as

loyalty, enthusiasm, punctuality; dependability,

honesty, a willingness to learn and a willingness to

accept criticism.

Workers Who accept these responsiblities as part

of their role as a worker generally do well in-

almost any work situation. They are, however, among

the most difficult role behaviors and attitudes to

learn and internalize; The two lessons in this unit

are desigRed to make the stUdent aware of these

role responsibilities; and to try to convince the

Student of the importance of learning the role be-

haviors, and displaying the at work.



*

UNIT IV PERSONAL RESPONSIBILITIES OF THE WORKER

Lesson 4.1 Your Job ResponSibilities

BEHAVIORAL_OBJECTIVES

Following the classroom discussion:

1. Students will be able to identify specific
employee job-related responsiblities.

CONTENT

Employee_role responsiblities
in work SettingS

MATERIALS

Blackboard - chalk

Filmstrip Projector & Cassette

Questions concerning the film

Filmstrips- TroUble at v4ork

#2 - Being Absent

OPTIONAL ACTIVITIES

SUGGESTED METHODOLOGY

player

MODULE I

Filmstrip:. 'Being Absent",
and discussion questions

Discussion: "Your Job
Responsibilities" involving
"Transportation, Personal
Business, Planning, Lunches
and Breaks, Dating Other
Employees"

Class scrapbook of jokes which relate to
job responsibilities keep the scrapbook
for several week4 - keep for next class.

The Center for HumanitieSi Inc. (White Plains; New York)
53

cid



UNIT IV PERSONAL RESPONSIBILITIES OF THE WORKER

Lesson 4.1 Your Job Responsibilities

SUGGESTED TEACHING TECHNIQUES

L.D. - E.H.

rveral weeks before doing Unit II, Lesson 2.2, it is

suggested that the instructor ask the-Students to

bring in jokes they find that relate to job respon-

sibilities. The instructor should provide concrete

examples himself and encourage the students to paste

them in a scrapbook to be gone throUgh during this

class period.

E.M.H. - T.M.H.

Asking E.M.H. and T.M.H. students to identify the

"point" of the joke will bring many points of job

responsibility into discussion and allow them to

gain greater work role clarity. This technique can

also be used with L.D. - E.H. students when the

instructor feels the meaning of the joke is obscure

to them. The students also enjoy having their name

ascribed to the joke donated by them.

If a bulletin bOard is available to the classroom,

students can in small groups - be asked to take

responsibility for putting(Gp the-2-1-jOge-S. of the

month ". The group would then be asked to explain

their meaning to the Whole class some time during

the month. This activity can have a significant

impact upon the students and their understanding

Of job responsibilities.



UNIT IV PERSONAL RESPONSIBILITIES OF THE WORKER

Lesson 4.1 Your Job Responsibilities

ACTIVITY Filmstrip: Being Absent
2

The filmstrip is about a woman who is absent quite often; and

fails to call in.

DISCUSSION- QUESTIONS

1. Do family problems make it okay to miss work?

2. Do you agfee or disagree,with Kay?

3. What problems does the head nurse have when

Kay does not call or report for work?

4. Was the S rvisor's suggestion to Kay

about Welfare a good one?

5. Who is right? The Supervisor, or Kay?
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UNIT IV PERSONAL RESPONSIBILITIES OF THE WORKER

Lesson 4.2 Things That Get Employees in Trouble

BEHAVIORAL OBJECTIVES

CONTENT

Consequences of employee thief Discussion using Role Playing
and/.. abuse of employer supplies Situation
and -mmipment

Following thelclassroom discussion:

1: Students will'be aware of the dangers in taking,
or using for personal use, their company's
suibplies,'or using and/or abusing company's
equipment.

et.

SUGGESTED METHODOLOGY

MODULE I

MATERIALS

OPTIONAL ACTIVITIES

Employee in Trouble group story
exercises

56

Have student give examples
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of situations when workers
abused their position.



UNIT IV PERSONAL RESPONSIBILITIES OF THE WORKER

Lesson 4.2 Employee rn Trouble Group Story ExerciSe,

OCTIONAL ACTIVITY

Divide the class into small groups of fOur to five. Have each

gi-oup make up a story about employees who have broken company

rules by using supplies or equipment they are not supposed to use.

Have each group tell the stories to the large group and haVe the

group decide it should be done in each situation and what

kinds of rules were broken. Are all company's tOleS the Same?

HOW dd you find bUt what the rules are? What are the usual con-

sequences of breaking company rules?

ACTIVITY ROLE PLAY OULLINE.

Describe to the class how to do role playing. Present to them

the following-51Ttuation and-ask for volunteers to ['May the

different roles:

SITUATION

One employee is standing near a Xerox machine, running off copies

and a friend COWS up and asks what he's doing; The employed

tells his friend, "I'm Making"copies 'of thiS joke to give t-

my friends school". Just at this moment the employee's imper-

visor walks up, Start the role play from the point where the

supervisor asks the rflqtof wit they are - doing.

OTHER ROTE PT

Have the stUden

can make role pl

before, have studro

instructor

hese exampr60,,,:Then as

461-es in -; given situaCiOns..
. .



UNIT V COMMUNICATION AT WORK

OVERVIEW

Unit Five's objective is to help stOdents Understand grid

appreciate the importance of effective communication in work

situations and explore meqiods of communicating effectively

while on the job. Communication is important to the smooth

and effective functioning of any business or organization.

An employee's successful adaptation to his work situation will

many times depend on his ability to communicate effectively.

This unit will concentrate on three major forms of communication

at work: verbal, non-verbal, and written.' Lesson One; of

Unit V; gives definition to these three types of communication,

and attempts to demonstrate the importance of each. Lesson Two

concentrates on the importance to the employee of 'listening

to Others". Listening skills are presented and attempts made`

to apply these to their own work site.-

Lesson Three, "EXpressing Yourself' , focuses on how the stu-,)

cent as an employee expresses himself verbally, The les§on

suggests the use of video-tape to give visual and auditory

feedback to the student onwhow he/she is seen by others.

Lesson Four, "Following hirections: Giving Directions", f

cuses on the students' listening skills in following directions

and his verbal skill in giving directions. Lesson Five, en-

titled "Gossip at Work", attempts to demonstrate the negative

aspects of gossip and how verbal information often gets dis-

torted as it is spread from one person to another; Lesson -Six

emphasizes the importance of "CommuniCation with Ybur Super-

visor". Students explore what qualities Make a good supervipor,

and role play situations where students have had difficulties

communicating with them. Techniques such as role reversal

are also suggested to maximize the learning potential of the

lesson.

(
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UNIT V

Lesson 5.1

MODULE

COMMUNICATION Al' WORK

Communication: Verbal, on-Verbal and Written

BEHAVIORAL -ORJECTWES

Following the classroom discussion:

1; Students will be'able to recognize the difference
between verbal, non-verbal and written carinunication.

Students will appreciate the importance of communi-
cating effectively; verbally, non-verbally, and in
writing. -

CONTENT

Definitions and examples of
aferbaI, non-verbal arid
,Taritten communication

Special emphasis on'non7
verbal comMUnication

I.

MATERIALS

_Blackboard c lk
Filmstrip proje
Transparency;,- Elements of Communication 5.1.1

SUGGESTED METHODOLOGY

I

. Teacher presentation of definition
and examples of verbal, non-verba
.and written communication
(Transparency 5.1.1 - Elements
of-Communication )

Filmstrip Communication

Discussion on importance of
communicating effectively

OPTIONAL ACTIVITIES

Non Verbal Behavior Tells US About Others
Transparency 5.1.2 and 5.1.3

Worksheet 5.1.1 = Non Verbal Behavior

Video-tape classroom and attempt to point
out non-verbal behavior on the reolay.

Gannaway and Jent, Op.-CLL. Unit .\-:97



UNIT V COMMUNICATION AT WORK

Lesson 5;1 Communication: Verbal, Non-verbal and Written

SUGGESTED TEACHING TECHNIQUES

Most of the students for which this curriculum is designed

have great difficulty in communicating with others. They

are usually quite.unaware of how they communicate verbally

and how much they communicate non-verbally. If this is

especially true of the particular class that the instructor

is teaching, it is sup,gested that at least one additional

class be presented early in this unit, Using the Optional

Activities directed toward non-verbal behavior. The use

of video-tape, if available, is strongly advised as it

gives graphic and immediate feedback to the students

concerning their non-verbal behavior.

There are several effective ways of using the video-tape.

The teacher can video-tape the class discussion and then

replay. the tape and have the students pick out What i8

communicated non-verbally that they had learnad-from

their earlier discussion. An interview situation can be

video-taped between instructor and student (a job inter-

view; perhaps) and then replayed and the non-verbal
_

behavior pointed out And discussed. The video-tape is

a very powerful-and effective way for students to become,

aware of their verbal communication.

6



COUMUNICtindi AT Is1CRK
.1 4cqiunitati : Verbal, Mar-verbal and Written

y 5.1.1

SENDER

MESSAGE



UNIT V CONIUNICATION-AT WORK
Lesson 5.1 Communication: Verbal, Non-verbal and Written
Transparency. 5,1;2

A fftifitif MORI
Turn your body toward the speaker.

Be relaxed . . .

but not too relaxed!

Lean slightly toward

the speaker, but be comfortable.

Be aware of what is happening

here and now.

Show the other person you are truly listening,

not just waiting for your turn to speak.



UNITN COOMUNICATION AT WORK
Lesson 5.1 Communication: Verbal; Non-verbal and Written
Transparency 5.1.3

EYE COAriACI

Look the speaker in the eye

but don't stare!

Eye contact means that you and thetpeaker exchange

glances. Changes in the speaker's facial expression

help you understand what the person is saying.

6"i



UNIT V COMMUICATION AT WORK

LeSsOn 5.1 "Conimnication: Verbal, Non Verbal:, and Written"

OPTIONAL ACTIVITY

.1^JorkSheet

PoStin4

1. Does i change?

Is it the same?

Eve Contac

1.

)

Does each .person look more
when Listening?

Does each person look more
when speaking?

pAving_ALbentfon:

Ho,) S each person let the other

know ne/she is paving attention?

Wt at body movements (gestures) ire

used by both people?

Yes No

Yes No

Yes

Yes



UNIT V GOMMUN1=CATION AT WORK

Lesson 5;2 "Listening to Others"

BEHAVIORAL OBJECTIVES

Fdllowing the classroom discussion:

I. St-,:dents will understand the importance of listening
t, hers on the job

Students will deVeIop better listening skills

CONTENT

Hdi.;:iA0i,LIsten Effectively

:110.1:40fitS_from EffeeLiVe
LiStening

MATERIALS:

Filmstrip Projector

OFTIONAL

"Active Listening"
ExerQise ?yid Worksheet 5.2.1
TranSpareeicy 5.2.1

MODULE I

SUGGESTED METHODOLOGY

Filmstrip: "Communication Skills:
Learning to Listen and Express
Yourself"

Discussiui of Filmstrip

C(.ntor for f it umni t i!,, I INC. , (1j. Ci t

(`)



UNIT V COMMUNICATION g WORK

Lesson 5.2 Listening to Others

SUGGESTED TEAMING TECHNIQUES

L.D. - E.H.

E.M.H.

MODULE

In the event that the suggested filmstrip; "Communication'

Skills: LearningtIto Listen and Express YoOrSelf'; is

not accessible, the instructor should use the "Active

Listening" exercise suggested AS the optLdhal activity.

The filmstrip is suggested first as it is an excellent

visurd aid; and usually gets an excellent reSpone

from students;

The Active Listening exercise, also highlights non-verbal_

behavior and skills such as paraphrasing. E.M.H.

students may need the instructor to scale down the

exercise and/or use the exercise suggested in Lesson 5. 1 ;

"Optional Activities".



UNIT V COMMUNICATION AT WORK
sson 5.2 "Listening to Others"

Transpai-endy 5.2.1

101, LOWING
Paying attention means
more than just using your

ears and eyes . . .

it means

becoming actively involved with the speaker.

Let the speaker know you are listening by nodding.when
ybEi adobe, or laughing or smiling at a joke. You may also
comment on what the ether person says, ask questions,
or summarize what yOU think the other person has said.



MODULE I

UNIT V COMMUNICATION AT WORK

Lessen 5.2 Listening to Others

OPTIONAL ACTIVITY 5.2.1 Active Listening

Begin by stating that active listening- skills are an important part
Of good communication. And being a good communicator means sending
clear messages. Messages are made up of both facts and feelings;
and both must be -treceived free of distortion. The message received
must be the message

PaSSiVejiStening Only requires hearing what was said; but active
listening includes three more activities, namely:

1. attending_be aviors
2. pataphraSing
3.: responding to feelings

Attending behaviors are defined as all those n( verbal behaviors
of the listener which show that he is receivir, :2.ssagesjrom the
speaker and that he is interested, attentive, and concerned. Attond-
ing behaviors are demonstrated by the liStenerS'poSitiVe eye contact,
tone of voice; facial expressions, etc.

Notes to the teacher: If you feel that the class Would benefit froM
a demonstration of attending behavior, ask for one volunteer from
the group to model attending behavior; and another to express something
he or she likes to do after school. Instruct the listener to non-verbally
convey the message "I am listening to you with genuine interest and
cone-ern".

Nest, have the group audience discuss how effective the attending
behavior appeared to them. Ask for their suggestions for improvement.

Continue the_discussion by defining paraphrasing as the process of
putting another's_words into, your own. Paraphrasing. tells. the speaker
that message you heard; and how you interpret it. Paraphrasing also
allows the sender a chance to correct_any misunderstandings related
to t '-message he sends. An example follows:

udent: '9-had a hard time finishing my homdWork."
Teacher: "Yeti foOnd the heimewetk assignment difficult

to do ?"
St10(41(:: "Oh no,_ I jtiteotildn't find piace

to work on it. EVorone at home kept
int-orruptih mo."

1)(.4ine respoidiw to feelings as tho IMon&r's verbal and rum-verbal
reownition that he twidor!-;Lan&; th( part; of Chi' oornn'5;
mc!-;age in this proco; the listener perceive!;, ,'the r;, and conVo9
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MODULE I

UNIT V COMMUNICATION AT WORK

Lesson 5.2 Li tent tc/thers

Optional Activity 5-.=1.4e:tive Listening, continued

the other person's feelings. By responding to feelings, we send
the message.that we care about the other person and it is a way
to make sure we understand the other person's feelings. An example

follows:

Boy: "I don't think my_parents will like Seeing
my report card- "

Girl: "You're afraid they will get mad about
your grades."

Boy: "lhat'S right. YOU understand."

Notes to the teacher: Because responding to feelings deals with
the affective portion of messages, it may be necessary to include
more examples_ like the one above. Once you be -sieve the student
understands_What respohding to feelings is all about, you can
proceed with:the folloWing exercise. Keep that with
younger Childrenit may be necessary for you to complete the
worksheet with the class participating together;

Following the activity, discuss the students' impressions about
responding to feelings, and ask these questions:.

1. Should you ,respond to every feeling you hear?

2. Is responding to feelings easy, or hard to do?

Why?

ACTIVE LISTENING PARAPHRASING

Begin the activity by informing the students that they will have
an opportunity to practice paraphrasing.

Nekti_diVide the class into triads; with each student in the triad
choosing to be A, B, or C.

Distribute copies of ttvo-Topics for Discussion sheet, and give thee
follow ng instructions:

I ; Student A is the first speaker and chop heS the
t opi c to be discussed from those I i (,(1.

St trlent B is the first 1.i s teller .

SLudent G i the first referee.
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MODULE

UNIT V COMWNICATION AT WORK

Lesson 5.2 Listening, to Others

ACTIVE LISTENING PARAPHRASING (contnued).

The_topie ehoSen is to be discussed by the speaker.
It iS_important_that speakers don't overload
the listeners with too much informaCion to para-
phrase. They can establish non-verbal cues for
pacing the discussion.

5. The listener must summarize in his own words and
Without noteS.

6. If the summary-is thought to be_incorrect, either
the siniker or the referee can interrupt and
correct any misunderstanding.

7. The referee is to make certain that the listener
does not omit; distort, add to, respond to, or
interrupt what the speaker has said.

8. The total process of speaking and summarizing
should take about five minutes in each round;

Notes to the Teacher:

After the .1rst.round_is completed; stop the process and respond to
any procedural questions. In. addition; with younger children;
it may be..necessary to further demonstrate paraphrasing to help
he understand how they are to proceed with the activity.

Next, have student B become the speaker, stiident C the listener, and
stUdent_A the_referee. _The_ new Speaker chooses hiS topic and begins.
(Round 2 should also take about 5 minutes).

Next, studeny C becomes the speaker, Athe stener_i and B/the
referee. After 5 minutes; the diScUSSibn in round 3 ends,:

Finally, refer to_the Questions for Discussion sheet, and lead a
discussion regarding the process:. Elicit generalizations about
harriers to effective listening from the entire group.



UNIT V

LessOn 5.3

MODULE

COMJNICATION AT t

E4;ressing'Your-cllf

BEHAVIORAL OBJECTIVES

CONTENT

Following the classroom discussion:

1. scudont111,havo
express themselves

Studknts will gain
situations .

Expressiops,of 'Feel ings

Blaekboal - chalk
;

Student Worksheets:
Responding to Feelings 5.3.1

4

Expression of Feelings 5,3.2

OPTIONAL ACTIVITIES

Video-Tape Feedback Ekercise

better knowle of
to others.

skill in expreSsing themselves

SUGGESTED METHODOLOGY

Responding to Feelings,
Stddent WOrkSheet 5.3.1

Expression of- Feelings,
Student Worksheet 5.3.2



MODULE

Lesson -5.

COMMUNICATION AT WORK

"Expressing Yourvlf"

SUGGESTED TEACHING TECHNIQUES

L.D. E.H.

It is suggested that the instructor use the Optional Activity

if Video-tape eo6ipment is available; The suggested methodology

may also be used for an additional class to follow the video

tape. As mentioned earlier; the video-tape can be a very

effective tool for assisting the students to become more ex-

pressive and assertive. Generally; some students are cautious

at first; but this is usually overcome by tNir ,.cariosity and it

is easy to get them involved.

E.M.H. = T.M.H.

The material on the worksheets "Response to Feelings" and

"Expression of Feelings" mathave to be read to the students

and responses verbally obtained. The instructor may wish to

write out selected rt ,ponses to the que ions on a blackboard

or newsprint.



MODULE

4

UNIT V COMMUNICATION AT WORK

Lesson 5.3 Expressing Yourself

WORKSHEET 5.3;1 Responding to Feelings

Directior: Write out the answers to the following Situations.
Compare yotir answers with those of the other member
of your claSS.

1. When you'feel good.; hoW do you usually express your feelings?

USing WordS:

Without words:

When you are feeling angry with another person, how do you
usually eXpress your feelings?

Using words:

Without words:

3. When another person says or does something that hurts your feelings,
lvw do you usually tell that person?

Usinc, words:_

words:

When Someone
4
asks you to do something that makes you feel afraid,

how do you ustvdly eXPress your feelingS?

Us ng words:

Without wprds:

5. When YOU feel good'nholA (kiedne or something; how do you usually
tell An)ther person?

cx,rd; :

1,1 Cheat( word! :

13



MODULE I

UNIT V COMMUNICAIDV AT WORK

Lesson 5.3 Expressing Yedr_Se.

car

ACTIVITY SHEET 5.3.1 Expression Of Feelings

DirectienS_: DiStribUte the worksheet ' ression_of Feelings ", and
instruct the students to read_throligh_each_SitUatiOn individually
and fill in the appropriate lines with their responses. (It may take up
to 20=30 MinuteS).

Nekt, divide the class into triads, and have each student in the
riads compare their answers with each other.

VariatiOn: CorNorethe?students'answers with the Whole group, and
discuss react ens exercises.

Questions to consider:

1. When would a verbal expression of feelings be more likely
than a non-verbal expression?

9; In what situation would a non-verbal expression be were
:likely?

3. In what situation would you need both?
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V. UNIT V

Lesson 5.3

COMUIliCAILON Al' WORK-

Expressing Yourself

Worksheet 5.3.4 P,xpressions of Feelings

Directions:

1. Two of the

Write What you think the person is feeling in
0a:Ch of the_following statements. (Ask yonrSelf
"What iS this person really feelinp,?".)

in c lass are always ca I 1 ing o names .

1 nope r can make the team- today.

don't have very many friends in this school

4; iy teacher is always giving us too much homework to do...

5. since my mother started a new job; I don't See her as much
as Iiused to.

6. I like art ClasS the beSt of all.

7. T never get to see my best friend anymore.

MODI.JLE I

. Why don't the teachers give us more time to take these tests?

9; But T don't understand why you can't help me with the housework;

T10. I hope you still like- me even after What I'said about you.
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UNIT V

Lesson 5.4

COMMUNICATION Ai WORK

l'OILQWing Direetteins': Giving Directions

BEHAVIORAI. OB. JECTIVES

CONTENT

Following the classroom diScuSSioh:

1. Students will be better able to both give and
follow directions.

Exercises where students
practice following directions
and giving directions

MATERIALS

OPTIONAL ACTIVITIES

One way_== two way ComMOnication
Exercise_ and Wor4heet 5.4.2
and 5.4.3

76.

MODULE I

SUGGESTED METHODOLOGY

"Following Directions

Giving Direetions "

Activity 5.4:1

17



UNIT V COMMUNICATION AT WORK

Lesson 5;4 Following DirectionS: Giving Directions

ACTIVITY SHEET 5.4.1

1. Instructor passek100t papers to each studentj_then explains that it
is important-in most work situations to beableto follow instructions
that are given.'

2. Instructor thengives oral dig; ons for drawing a picture and
asks stOdentS.to dtaW it on paper they have been given.

Ekample of directions:

A; Draw a circle in the center of the page.

B. Draw a Square in the top right hand corner of your paper;

C. Draw a square in the bottom left hand corner.

D. Draw a line going from the center of each squirreAthrough
the center of the-tircle.

3. Discuss how well they followed directions given orally,oand relate
to how a supervisor might give them/

4; Give one studentXpossibiy a volunteer) a picture of a simple
object; Have the Student give directions to the claSS.

5; When completed, compare how people give directions_ differently by
use of words and expressions (body language, facial)

77



UNIT V
Lesson 5.4
Worksheet 5.4.2
OPTIONAL ACTIVITY One-Way

TWo-.0

Way Communication

COMMUNICATION . AT WORK
Following Directions: Giving Directions

MODULE I

WAY COMMU 'CATION
SENDER RECEIVER.

One Way Communication

MESS GE

SENDER RECEIVER

o Way Communication

78
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UNIT V

Lesson 5.4

WORKSHEET 5.4.2

NOTE TO INSTRUCTOR:

COMMUNICATION AT WORK

Following Directions:
.

Giving Directions

MODULE

Ekerei-se 5.4.2 can be placed on the overhead projector while diStUSSion
takes place to shOW the difference. between the two forms of comnunication.

DISCUSSION:

Sometimes it is difficult to Understand a messy

that is given to, us by someone if you cannot

questions, or give a response in some way.

is called one-way communication. If the re .cr

can ask questions to Bette understand the message

given.by the sender; then can act iipon the

message. This is two-way comunication. /Iti4the

following activity, the difference will le shown/
z

clearly. Not being able to ask questions

receive clarification will make a difference in

.how directions are followed..: When the activity

(5.4.3 ) is completed, discuss other situations

where students have been in&lved in both one way
r

and two way communication.



UNIT V

Lesson 5.4

MODULE

k_Il'a HCATION AT WORK

Following Directions: Giving Directions

OPTIONAL ACTIVITY Worksheet 5.4.3

Looniat the design below. Give directions to_another_student on how
to draw the design; The person to whom you give the_instriktiOns
may not look at your design; or ask ar,r questions. The-persdn_re-
ceiving the instructions will have 10 minutes to complete the draw-
ing.



UNIT V COMMUNICATION AT WORK

LeSSon 5 Gossip

B,AVIORAL OBJECTIVES w,

CONTENT

Following the classroom diScuSSion:

Students will have a greater understnding of
how rumors and gossip get started and their
negative effects.

SUGGESTED METHODOLOGY

Negative effects of rumors and Activity "Gossip" and
gossip Student observatiuial

Worksheet 5.5.1

MATERIALS

Act GOSsi 1.5.11
Sta ,servational Worksheet: 5.5.1
BlaCkboard = Chalk )i

OPTLONAL_ACTIVITY

9

;AINIMMfr
ki

4
5)81

MODULE

Discuss negative aspOgts of
rumors or gossip



:r

UNIT V COMMUNICATION AT WORK N

Lesson 5.5 Gossip

_IJGGESTED__TEACIIING TECHNI

L.D. - E.H.

During the discussion the instructor should ask if anyone

in the. class.had ever been involved with rumors of gossip

and-Wiiat,.had happened. MOSt Of the students have probably

had first hand experience with things being said about

them Which they disliked and. feel were untrue. This
,
could add a great deal to the discussi

E.M.ELH

' Theinstructor may want to use the blackbOard; and write

out the answers inseead of using the stiff entobservational

sheets. The instructor may alsodhooe to make the acci-
,

dent report less complicate a work

situation.

82



MODULE

UNIT V

Lesson 5.5

Activity Sheet 5.5.1'

Begin the experiment by asp for six volunteers. Me rest of
the group remains to act ascibservers.) Send_five df the six
volunteers out of the roomy one remains behind.W
Next, diStribUte the Gossip Observation Forms to the rest of the
class. Instruct thestUdentSto take notes on the proceedings.

Now, read the "ac-o dent report" on the Observation ForM to the
volunteer, who .may t take notes on what he hears.

N9 , ask one volunteer from outside the room to return to listen
to the first volunteer repeat What was told to him. (It is. im-
portantthat each volunteer transmits. the message in his on
way;' without help.)

A third-volunteer returns; and the second repeats what he heard
from the f st. Repeat this process until all volunteers but
the sixth 0. e had the message transmitted to them;

When the sixth volunteer returns to the room; he is told that
he is to assume the role of the boss. The fifth participant repeats
the message to the boss; Afterwardsthe boss writes the message
on 04 chalkboard so the group can read'it.

Next; post the original message; so it can be compared with the
hOss' version;

lead a discussion with the entire class on implications
of the Gossip. Ask the "Observers" to report their notes. Ask
the "volunteers" to discuss their experiences.

83



UNIT V

Lesson 5.5

MODULE

COMMUNICATION AT WORK

Gossip

Worksheet 5;5;1 Gossip

(1.

ACCUNT REPORT:

(I can't wait to report the accident to, the bosS. I monot get

to the hospital as soon as possible.)

/ "I was moving some boxes for the supervisor. I was almost

finished when Joe accidently bumped into the six I

already stacked. He couldn't really see me because h

was carrying some panels Which blocked his view. Joe

had passed me already when the edge of the panel pushe

the stack over on my foot I think my right f8ot is

broken!"

VOLUNTEER ADDED LEFT.OUT CHANGED

3; ?=-

4.



UNIT V ,COMMUN.HATION AT WORK

Lesson 5.6 Communication with Your Supervisor

BEHAVIORAL__OBJECTIVES

onowl g the classroom discussion:

1. students will understand how to better communicate

MOI)ULE I

with their

2. StOdehtS Wil

from a .supe

CONTENT

rvisor;

re of What assiktance they want

Communication issues and
techniques with supervisors

Qualities workers desire in
a supervisor

MATERIALS:

Blackboard chalk or newsprint

OPTIONAL ACTIVITIES

Filmstrips: "TrOuble at Work"

The Center for Humanities; Inc.; 4)-11D;

85

SUGGESTED- METHODOLOGY
YY

"The Good Supervisor"

. Discuss the common problems
experienced by:the students
with their supervisor

4i 93
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MODULE

UNIT V COMMUNICATION AT WORK

Lesson 5.6 Communicat Nour Supervisor

SUGGESTED TEACHING TECHNIQUES:

L.D. = E.H.= E.M.H.

X.

If the instructor has not aiready,shown the,twp.f44mstrips,

"Trouble at Work"; eith w :Id be a goocrompOiom starter

for communication problems 13,-_.:ween employees and sUpervisors.
t,

The "Good Supervlsor" designed to have students.

,.identify what they want=fr-Dm a supervisor. AS the stUdentS

Dist the qualities of a goc(. sdpervLsor; they are also

saying that these are the clui_ities they deSire.

86
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MODULE

UNIT V COtt4UNICA'FION f\'1' WY'S

Lesson 5.6 Communication With Your Supervisor

ACTIVITY SHEET 5.6.1

1. Divide board into two sections:

SUPERVISOR EMPLOYEE

2. Ask students for description of:

A; What a supervisor looks like._
B. What a supervisor's job is (function)
C. What are some of the characteristics you think

an ideal supervisor should have: Listens;
helps; etc.

List all the descriptions under rvisor on blackboard

Do the same for employee these will serve as definitions ;

1
of supervisor and employee.

1Z.

. Brainstorm: How would you e t your supervisor to treat
Y66: In turn, how should yori at your supervisor?

4. Discuss: Are there some of yOlii (students) who are not happy
on your job? DiStUSS some Of%,the problems.

5. Role Play: Before exercise,in8truttor makes two signs; possibly
from tag beard, "SUPERVISOR" and "EMPLOYEE"

Tie yarn to signs, in order to put on students Who are role

InStrUctOr Old start by playing the employee. ,Student3Will
bet-me Sulde sor.

-6. Role play one of the situations which has been discussed, so
that Students experience how it feelstO be on the- Other side.

7. After role playing, discuss some options the employee had to
solve the problems or unhappiness: Also discuss how many i
of our problems are caused or nude worse because:of a lack of
communication; or communication breakdowns.
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UNIT VI

1,1

MODULE,

INDIVIDUAL CAREER PLAN

- Th sThnit is designed to give students aochance to take part

in educational and career planning for their future. Develop-

ment of their Individual Career Plans (I.C.P.) will take place

in each lesson. Lesson 6,1 will serve as a history of their

past work experience. LeSson 6.2 will be given as a tool fOr
- , -

students to assess themselves and Lesson 6.3 to plan for the

future. The I.C.P. will then serve as a tool in Module II Le

make more concre

Or how to,

and fut

andlook at it skills they have now

6h-eV need for Continued employment

The Career Plan is designed as the post-secondary

career and educational Planning and evaluation instrument.

The instructor/coordinator is expected to U80 the studOnts'

high' school Individual Educational P1An1to,OS8ist in the

development of the I.C.P. student'-s: inV4plvement; however;

in the develOpment of his/her_f.C.P. is L` element.

'the student as the emerging adult needOktake meFe -respOnsiL.

bility for his /her future. Devedoping a career and edUcational

plan is a*concrete step by this
y'
o adult to 00more direct

responsibility for his/her life. F I

,

- 0

y'-
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UNIT VI
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"1 .C.P. Personal Ili story
Work Hi story" Worksheet 6,1.1



tlNIT VI

1,e on 6.1

TEACHI_N_G

INDIVHM*M, CAREER Pt AN

1;C;P; Work History

E.D. E;11;

E.M.H.

The instructor should have the students fill out as
A

much as they can of thck information requested on Worksheet

6; 1 ; t; The parts that t\\ he student cannot fill out should

be Sent home as homework The student should be encouraged

to get help from family meMbers to answer all the empty

blanks.

The instructor may be advised to holdindividual con-

ferences with the students to begin the process of

fillihg in the I.C.P. Family members and other resource

people can be used,to help the Student gather the in-

formation necessary; The student may need the help of

the instructor in planning how to get the information; The

Class time in this instance can be best used to explore

how and from Whom the student can get help in filliRg out

the activity form;

.4 90
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Unit VI INDIVIDUALIED CARO PLAN
MODULE I

Lesson 6;1 I.C.P. Worksheet

Worksheet 6.1.1 PERSONAL HISTORY

i * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * ** * * * * * * *'* * * * * *

NAME:
Place of Birth:_

(Last) (irst) (Middle) '(City) (State) (Cowl-yr-

Address: A. 0(:

(Years & Months)- 7kOr F)

Parent's Names:

Social Security Nurnber:

Phone:

Date of Birth:

(Month) (Year)

(Mother) (Occupation)

(Father) (Occupation)

pate of EValuation:

Past Employment:
CUrrent Employment:''

(Place) oateT (Place)
(Date)

(Supervisor) .(PhoneT

(Place)
(Date)

(-Supervikr)
(Phone)

(Place) (Date)

Supervisor) (Phone)



UNIT VI INDIVIDUAL CAREER PLAN

Lesson 6.2

BEHAVIORAL OBJECTIVES

Your I.C.P. Self Assessment

Following the classroom discussion:

1. Students will have rated their work strengths and
areas needing improvement. _

CONTENT

Self AAessment

MATERIAL

Pencil Pen_
Student_Self-rating

WOrksheet 6.2.1

OPTIONAL, ACTIVITY

'.92

"I.C.P. Student Self-
Rating Worksheettf 6;2;1



UNIT VI INDIVIDUAL CAREER PLAN

Lesson 6.2 I.C.P. Self Assessment

SUGGESTED TEACHING TECHNIQUES

L.D. E.H. - E.M.H.

The instructor for Lessgn 6.2,"I.C.P. Self Assessment

and Lesson 6.,3 "What's Your Plan?" will need to plan

individual conferences with students to check out their

individual' career plan. Students will need the extra

help in teaching the objective of presenting their plan

to the class.

Added class sessions may be necessary for the students,

to be prepared for Lesson.6.3. It is Vital, however, that

the students have a visible plan and at Ieast make an

attempt to present this plan to the class.

Practice sessions during the individual conferences can

sometimes provide the confidence needed for some students

to make a presentation to the class; Instructors may

want to use part of.this class period giving tips on

"public speaking" to the class, (i.e., practice before

a mirror, and note cards, plus speech outline.)

The class presentation of the I

1) past work history, 2) skills

their current occupational plan

plan.

93

X. P: should include:

they have acquired, 3)

;;and 4) future educational



MODULE

UNIT VI INDIVIDUAL CAREEF PLAN

Lesson 6.2 Your I.C.P. Self ASsessment

Worksheet 6.2.1 j I.C.P. Student Self-Rating Worksheet

DIRECTIONS Cif-CIO the number be1ow the fine Which shows Where you

think you ratelEor each of the charcteristiCs.

1. Ability-to work alone:

(low) (High-)
2 3

2. Ability tio. 4;ollow instructions:

(LOW)
1 2 3 4

3. Ability to keep your mind'on one thing;

(fig)

1 2 3 4 5
c.

4. Ability to communicate:

(Low-) Him
1

5. Ability to make decisions:

(Low)
1 2 3 4

6. Ability to control your frustratio9s:

(Lktow)

1 2 3 4

7; Ability to continue- something When receiving opposition:

(Low)
3

8. Ability to keep cool temper.

(High)
5

(High)
5

(High)
5

(Low) (High)
1 2 3 4 5

-9. Ability to believe in yourself:

(Low)
1

(High)
4

10. Ability to work under supervision:

(Low)
1

(High)



MODULE I

UNIT VI INDIVIDUAL CAREER PLAN

Lesson 6.3 . Olat's Your Plan?

BEHAVIORAL OBJECTIVES

FolloWing the classroom discussion:

1. Students will present to the other students
-their career and educational plans;

CONTENT SUGGESTED METHODOLOGY

IndiVidual Career Plans

MATERIALS

Pencil
Student I.C.P.
°Udine_ for class presentation

Worksheet 6.3.1

OPTIONAL ACTIVITY

. Class presentation of
Individual Career Plans

Outline for Class Pre=
sentation Worksheet 6.3.1



UNIT VI

4

INDIVIDUAL, CAREER PLAN

Lesson 6.3 "What'S.Xour PLan?'!

Worksheet 6;3;1 My Career" PLan

I. What I am doing now:

MODULE

2; What I want for a job in the future:

3. To reach my job goal; I need to do:

WHAT (things to be done) WHERE

1. 1;

2.' 2.

3; 3;

4. 4.

BY WHEN? (Target Date

1.

2.

3.

4.

WHO Nhose help will I need?)

2;

3.

4;

e.

1.

2.

3.

HOW WILL DO IT?



Oaf

'Work Future



Jib BJE C T IV ES

UNITS

YOUR WORK FUT_URE

To develop or update a post-secondary educational
'and career plan-,for each stndent.

To teach students job retention skills:

3. To assist students in developing. reali tic,plans
for obtaining advancement in their prcisent
positions.

4 r.To provide students with money management i &or-
mation and techniques.,

I. Your I.C.P. and Your FutOrb

II. Keeping Ahead on Ycur Job

III. You and Your Money-

IV. Filling Out ForrT)

j

I

98



MODULE

UNIT I. yOUR I.C.P. AND YOtll MUM

OVERVIEW

Unit One seeves,a; an introduction to the course, and to

one another. It is also a review of the educational and

career planning dciiie Di Module I. Wade III is designed

so that students who have not taken Module One can enroll

;nil begin with the development of their Individual Career

Plans (1.C.P.); For those students who have completed

Islxkde Unit One serves as a needs review and a chance

to ixlate their planning, after a summer's woi\l. experience.

Unit One; Lesson One, as designed;

Of the students to the instructor,

and an introclucti on to the college

dents will be asked to share their

and how the -relate to their I.C.P.

includes an introduction

students to one another;

course' structure. Stu-

current work situations

plans for the future.

Lessons 1* and Three relate to the StUdent'S I.C.P. work

hiStOrY;'and the Skills and -experience they are develc3p-

ing. Many students have little insight as to the types

Of marketable ski:HS-they have ac -v:k4d,in past work

situations.: A skill:; inventory tries to graphicafly ShOW

the student the valuable skills'he/she has already; or is

now; learning.

Lesson Four focuses'on the 8fUdent'S Individual Career

Plan and his/her ability to present the plan to the ---est

Of the class. The .instructor will need to spend inavidual

time with the 'Student assisting-him/her in the cleVelOpment
ti

of their plan.

99.



UNIT I

..,101/_TLE I I

Lesson 1.1

YOUR ICI) AND YOUR FITITTRE

Iritroduc t ion

BEHAVIORAL OBJECTIVES
.

Fallowing the clasSroom discussion:

L. The students will know course requi rements ject i ves

The students wi 11 be aware <if each their ,:,-xyrk_ experience

settings and their future work plans:

CONTENT !%1E1110DOIOGY

Introduction to Course

MATFJ: I ,S

Blnckh-oard and chalk
Activity 1.1.1 Worksheet_

OPTIONAL ACTIVITY

"The 1 tit r( ;duct ion Name :any"

TRI dtai3 introductions;
beninning with instructor

Presentation of course
requirol7ients



UNIT I

lesson I ; I

\1:011R I . C . P YOUR 1717'Il1R1.2

Introduction

SLJC,C,ES'1 ) I { I :.;(l I EC {_NT I (RUES

AS With N dale I , IL Classes shoul d he tonned in
circle f or be :-)t group i nt cra,:t ion and to f a-c i 1 irate

diSCUSSibn. It is su,ggested that this class structure
tX fol bowed t hroughout the rest Of the RztR, as it

provides t he best at mos phe re for group support i ve i ter -
:iCtion.

1he insta uct (ft- sh(ful d w i66 --,tigest ed areas for 1,t tident
}nrK¥k2tR ws on a hi ack board
c See Ac t ivit

yr I newspri nt .

The i list rtict or ShOtil d heg, 11 by integer h 1 ins e 1 f oi-

rse d{; and acti gas 0 rixxiel tor student s to foil ow.

Those student s who have corripl et ed &gale I W1.11 be at

a! /e± age over those begi nni wi t h Nkx Jul e II. One

stvgest d rrx.Lh6d fl5r a SIStIrig h-ot h I eve 1 s Of stuklent

is to nssi gn advanced lAxiul e I students to act as
t( ad i ;11;1;i -;t ant- S fOr those t;ho hive not t aken 1\1)(411 e

I 'rho ir fi rst us ; gnment shoul d he to Show new stu-

( 1( !in au id L 11(., camptp aft t he f i r!-;t c 1

I o I

, / +p2.



UNIT I

Lesson I

OPTIONAL AC=ITY

21) `.(..XT- 1_7:TRE

I it

:\1()i)L11,1F; II

"ibis activity is best used when n-inv individual s i the class do not
know one another_. Me instructor be the actin i tv by saying that
by the end of the exerci se ; ..veryone wi 11 know everyone s name i n

the class. As an exampl,_'' , the Ilip tructOr it his s f rSt Mine and

adds an ad ject i ve that either rhvi-:).:s or otherwi se i s associated with
i t ; E.5wmple , "Sam" add the ad:ect "Siiper and the ihtroL-
dOct ion name becomes "Super Sam'-'. 1 c I "Ben"; add i ng the ad-
ject i ve "Gout 10", the int rociticti oh name becomes "Gent 1 fiCri" .

The _instructor should caut ion the sttxicnts ec use on1'' ''positive''
jectiVes arid not allow a student to use a neg:it i ve one. It is

important that the class begin wi th positive re i t orcertent to the
inch 's sel f concept so that a sUpfportive atmosphere wi 7 1_ be

created. A negative experience is al I too' [anti liar to most of these
students.

The inst ructor again begins the exerci se by satin g, "I i;ilt) Super Sam,

aid I 'm glad to be in cl ass wi th . . .". There the instruct or- 1,,,onild
i nsert the name of the person to hi s rf ght ; "I am Super Sam, and

'iii f 1 ad iii class wi th Gent le Ben". "Gent_ 1c Ben" then repeats
the phrase ; "I and Gent 1 e Ron and 1 'm ad to he i n cl ass wi th Super
SaM". The person then t };lit of G(.1 It 1 e hen says his s ro-
duct ion mirno" and repeat s the phrase "1 'm S,,-,,et Sue ; aril I 'm gl ad to
be iii C ;i!-r; with Gent le Ben and Super Sant". The Int roduct ions then
proceed around t hi ci as:, room wi th a new name added each t i lint i

t he 1)1,A pyl-))0I1 l'ypt ',AI it I rsl, h-Irn( Wirt c (.1!;,;.,

The i rust isi :li,nii I li tp the' i f hoy'r..tvo diIIleapty ili
1-orio fill)ri previot, nanx aril nick -n,in no,

) '1' )1

iii TO ri let O1- Iv t ICI

11'w 1))'))11l,' %AV' III t .1:11 IV Is '}',,H) j'p a 1-ot Ind t

'10 ' )erlll tai I t 1 1 1 . y really t- 'UN '1111X ry( nit 11;111)(

to?



MODULE II

UNIT I YOUR I .C.P. AND YOUR Fun-RE

Lesson 1 .2 You and Your Future

BEIAVI()RAI. OBJECTIVE S

following the Classroom di scussion:

1: Stu:lents will connect past work experiences with work
related skills and successes.

2. Students will have developed or revised the first
section of their ICP.

CONTENT SUGGESTEDMETHODOLOGY
12.

SkilTs learned in past work "ICP Personal History &
Work Hi Story" Worksheet 1.2.1

MAXElk

"ICP Personal History & Work
History" Worksheet 1.2.1

"ix Work Successes" Worksheet
1."-);')

Pencil or pen

OPTIONAL ACTIVITIES

C

I.1

103

"Six Work Successes"
Worksheet 1.2.2



to

UNIT I YOU AND YOUR FUTURE

Lesson 1.2 You and Your Fiiture

Lesson 1.2

SUGGESTED TEACHING TECHNIQUES:

= E H.

MODULE I

The instructor should hate the students fill out as much as

thev. can of the information roquested on work sheet 1.2.1. The parts

that the student cannot fill out 'should be sent home, as homework

The student should be encouraged to get help from family members

to answer all the. empty blanks.

The second activity "Six Work SuccesseS" shotild folloW the

students discussion,of past jo4s. The studenCs should be helped

to broaden their concept Of.work to include work'-done(aroiind their

home and volunteer situations where they gained experience:

Usually, students have difficulty identifying successes. The

instructor can aid their struggle by questioning one student and

assisting him or her through examples until the Students, understand

the broad definition of job success used for this activity.

E.M.H.

The second activity "Six Work Successes" might have to be

discussed or sent home as homework for the students. Students with

low self-esteem usually have difficulty identifying successes. The

instructor may need to be very active and,very supportive with

this exercise. The activity may need two full class periods to

,complete.



lesson 1-).2 :'You and (our Future

Worksheet, 1: ;l:

P qr
ERSONAL JUSTORY:

INDIVIDUALIZED CAREER PLAN

0°601 Security Number:

rr,

4,- Phone:

(First) (Middle)

Date of Birth

Di Past F hymen :

(Place)

(Place)

(Place)

(Place)

(Place)

1k

month) (Day) (Year)

,(Date)

(Date)

(Date

(Date)

(bate)

Place of Birth:

(city) (State) (County)

Age: Sex:

TYears & Months) (M or F)

Parents' Nares:

(Mother) (Occupation)

(Father) (Occupation)

Date of valuation:

Current Employment:

(Place)

(Supervisor)

(Plac-)

(Supervisor)

(Place)

(Supervisor)

(Date)

(Phone)

(Date)

(Phone)

(Date)

'(Phone)



MODULE II

UNIT I

LOS-On 1.2

YOUR I.C.P. AND YOUR FUTURE

YOU and Your Future

Worksheet I0.2.7 Six Work Succ sses

1. Oh the,fallowing chart, in the left hand column, list six (6) successes
or accomplishments in your past work or your life that were important to you;

i.

SUCCESSES

II.

C D E F G

III.

BESTA B

1.

2.

1'

4. --N

5.

6.

Now-put an "X" under each column cr colOmns (see Ilst below) that applies to
each success:

A. I was free to decide_What I.did, or how 1 did it.
B. I used skill and knowledge.
C. I helped someone else do something important to them.

P. I learned something new.

E. I received love and acceptance from my family dnd friends.
F.' I received money.
G. I increased my self-respect.

3; Goback to each "Success" - look at the "X'S" after it; and decide which "X"
holds the most importance to ybu; Put the letter of the column in the "BEST"
column; Look at the letters in the "BEST" column and you may see-a pattern
of values and/or what holds importance for you.

06



UNIT I YOUR I C P A11D YGtri: FLTURE

Lesson 1.3 Your ICP Self Assessment

BEHAVIORAL OBJECTIVES

MODULE II

Following the classroom discussion:

1. Students will have rated their W6i-k strengthS and areas
needing improvement.

0

CONTENT

1.C.P. Self Assessment

MATERIAL

Pencil Pen
"ICP StudentSelf-rating"
Worksheet rn.1

OPTIONAL ACTIVITY

1 07

SUGGESTED METHODOLOGY

"ICP Student self-rating tt
Work Sheet 1.3.1



MODULE II

UNIT I YOUR I.C.P. AND YOUR FUTURE

Lesson 1;3 YOUR ICP SELF ASSESSMENT

SUGGESTED TEACHING TECHNIQUE

L.D. E.H. E.M.H.

The instructor foresson 1.3 "Your ICP Self Assessment", and"'

Lesson 1.4, "What's Your Plan''' will need to plan individual conferences

with Stiidenr_s to check out their individual carer plan. Even students

who completed an I.C.P. in Module I will need th extra heIp in reaches the
4 .. _

objective of presenting their plan to the class. For May, it will be 1

difficUlt and added class sessions may be nec*sary for the students

to be prepared for Lesson 1.4.. It is vital, however, that the students

have a visible plan and at least make an attempt to present his plan

to the class.

Practice sessions during the individual conferences can sometimeS,

provide the confidence needed for some students to make a presentation

to the class. Instructors may want to use part of this class period

giving tips on "public speaking" to the class (i.e., practice before a

mirror, and note cards, [Ails speec,h outline).

The class presentation of the ICP should inettide: 1) past Woirk

hiStOry, 2) skills they have-acquired; 3) their current occupational

plan, and 4) future educational plan.



UNIT I

Lesson 1.3

YOUR I.C.P. AND YOliR FUTURE Dl TLE

YOUr I.C.P. Self Assessment

WOrksheec 1.3.1 J.C.P. SelfRuing

DIRECTIONS: Circle the_ number below the Dine' Which 1.shows

_ A

think you rate for eaiiih. Of the char-zicteris'el.

2

Ability woYk alone:

(Low)
1

2

Ability to follow instructions:

(Ito)

3 4

. Abi 1 i ty to keep your mind 00 040 thing:

(Low)

where..1yOu

(High)
5

(High)

1

4; Ability to conmunicate :

(bow)

2 3

-5. Ability to make decisions:

(High)

(High)'

(l iirFi)

3 4.

Ability to control your frustrations:

1 2 '3

7. Abi 1 i ty to coot i nue some thi rig .when receiving opyrs i on :

(1.ow)

1 2 3

8. /phi I i ty to keel a cool temper:

(4.;o0

Abi 1 i CY., t nV0-, i 1:



3

10. AbiltlY to work bidet super ision:

(Iow)

=

11. Ability to compte:

(High)
5

(High) )

c.7

3

Ilia



UNIT I VOLTZ i .0 . P. A":1) ,YOUR FIrITIRE

Lesscn s Your P.': an?".

)

i I 1

,

BEHAV_I oRAL__okiEmi ES
..

Fol lowing the classroom di scus!.-; i oh :

MODULE - I

I. Students vi 1.1 present to ehe ,other.: student their career
0

.ducat I onal . -

I Ai ,,$)

Pen,: i 1

St tident

P

Out 1 i i I o re!-,c '1It t )11

sllee t." 1 .4 .1

VI VI

SEJG I -S--; FIET) NIETHOD6L.CCY I

. C I as: s pre sc'nt_at i,on of
I ncli dtial Career Plans
(lilt I Inc for r-.:1-iss Presen-

t at ion 'vjorksheet I . 4.1 .



'UNIT 1

E-A2son

AND I'Lfl.URE

"".That's Your P1i31='1"

'.Worksheet 1.4.1 My Career Plan

Whot .1 am doing now:

.Wit wzint to be dc.)I ng'" wi th job as a ruture:

To reach my _Job Goa1 ; 1 need to do:

3.

4.

Mit)? (.!/hu

I.

to `done) WHEIIE ?
,N7

(T,1,-(q.t Wt.') ROW WILL I DO IT?

toll) will I noo( ?)

3.

4.



MOIXTI.E I I

UNIT Il KEEPING AHEAD ON YOUR JOB

OVIUMWAI

Unit II, Keeping Ahead on Your Job, attempts to help rho- student

develop a high level awareness of his work environment and its

requirements. This awareness is vital to the student/employee's

identification with the organization. Iden0fication with the

Organization is an especially meaningful element in the student/

employee's investment in staying with the job;

Clear understanding of the work environment requirements also

makes it easier for the student to repond positively and receive

back positive; self-esteem enhancing feedback from the organization/

business. All-Ofr these factors directly and indirectly are

c
vh

related to the oncept of job retention.

Lesson One, "Knowing Your Business"; consists of a worksheet which

asks several. questions about the organization/business; for which

the student works. The student is asked to answer as much as

he can; and then research the answers he does not have; Lesson

Two presents several major work concepts and asks the students

to define their meanings and to apply the concepts to their specific

situations. Lesson Three attempts to have the students become more

aware of the specific desires of the employers in their work

setting. Lesson Four concentrates pn the common reasons for

people to lose their jobs.



MOD1.11E II

UNIT II KEEPING AHMD ON YOUR JOB

Lesson 2.1 Knowing Your Business.

BEHAVORIAL OftIEC1/1VES

Following the

1. Students
business

classroom discussion:

will have greater knowledge of the organization/
for which they work.

2. Students will have a better-understanding of
position in the organization/business.

CONTENT

Exploration of organizational/business
function.

MATERIALS

Pencil - P n_ _

"Knowing; Yo r Business"
Worksheet 2.1.1 .

LW

"What Employers: -Want from
Employees" Worksheet 2.1.2

"What's True About Work"
Worksheet 2;1.3

114

their

SUGGESTED METHODOLOGY

"Knowing Your Business"
Worksheet 2.1.1

DiscusSion of Studer-ICS
answers on the WorkSheet



UNIT II KEEPING AHEAD ON YOUR JOB

LeSsOu 2.1

Wbrksheet 2.1.1 "KNOWING YOUR BUSINESS"

Research your employer, write down below the thingS you find out -=

don't be afraid to ask questions:

What does the firm do?

How old is the company,

or how long has it been in business?

Where are its plants; stores, offices?

What are its products or services?

what has been

its growth?

How do its pros

pects for the future look?

Who is in charge of

the company?

Who is in'charge of the department you

would be working for?

Who are the company's competitors?

Are they large, or small?

MODUIE I I

What kindS of jobs do they have that

I could do?

115
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MODULE II

UNIT II KEEPING AHEAD ON YOUR JOB

Lesson 2.1 Knowing Your Business

OPTIONKL-Al7r-BalY2-.1.2 What-Ehplopers Want Fran Employees

An'employer Looks for certain qualities in an employee; Below are

qualities Which several people have. Place a check to front of

Chose qualities an employer would rather have in an employee.

1. A person who makes decisions;

2; A person who is sometimes late;

3; A person Who is always on time.

4. A person who is slow.

5. A person you can depend on.

6. A person Who wants to learn.

7. A person Who knoWS his or her job.

8. A- person Who is sick a lot.

9. A person Who watches the clock a lot;

10. A person Who loafs around.

11. -A person Who asks questions;

12; 'A person with a skill;

13; A person Who tells off the boss;

14; A person who works well with others;

15. A person Who wants to get ahead.

116



UNIT II KEEPING AHEAD ON YOUR JOB

Lesson 2.1 Knowing Your Business

OPTIONAL _ACTIVITY 2.1. "What's True About Work"

Write true (T) for the statement; if you feel that it's true, and

false (F) if the statement is false;

1.

2.

A raise in salary means a promotion.

Honesty and education have a lot to do with
advancement.

3.- Going to work every day and being on time
is one way to show you are interested in your
job.

4; You are born with good work habits. You don't
develop them;

__Making more money is never important to
people who want to advance on their job.

6. Asking for information from a person WhO is
successful in the career of your choice will
be of help to you.

7. EvalUation takes place only sometimes.

8. Evaluations take place all the time.

117



UNIT II KEEPING AHEAD ON YOUR JOB

Lesson 2.2 Your Job Awareness

BEHAVIORAL OBJECTIVES

Following the classroom discussion:

MODULE

ti-

1. Students will be aware of important concepts related
to work settings.

2. Studentsswill have related the concepts to their
own work setting.

CONTENT SUGGESTED METHODOLOGY

Work concepts for employees. "Work Concepts" student
worksheet 2.2.1

Discussion of the work
concepts and how they relate
to students' present work
situation.

MATERIALS

Pencil or_pen
'Work Concepts" student
worksheet 2;2;1

Blackboard and chalk
(7,

OPTIONAL ACTIVITIES

"Janus Job Planner"
'Preparation fOr the World'of Work"
"Succeeding at Wbrk"

Wing Jew and Robert Tong, Janus Job Planner, (Haywood, California:
Janus Books, 1976) j,

** Frank Roskos, Preparing for the World of Work, (Merrill Wisconsin:
P. R. Publisher, 197A

Hudson, OD. Cit. Chapter t I
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UNIT I. KEEPING AHEAD ON YOUR JOB

Lesson 2.2 Your Job Awareness

Worksheet 2.2.1 Concepts"

Plea-se be prepared to define the following wordS as they relate to

your job.

I. Pay Period

2. Deductions

3. Fringe Benefits

4. Insurance Group Plans

5. Unions

6. Credit Unions

7. Breaks

8. Compensatory Time

9 Overtime

10. Dress Code

11. Grievance Procedures

119
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UNIT II KEEPING AHEAD ON YOUR JOB

Lesson 2.3 "What Employers Want

BEHAVIORAL OBJECTIVES

Following the classroom discussion:

1. Students will have greater awareness
expectitions of employees.

CONTENT

The most commonly found
employer's expectailiona
of Worker role performance

MATERIALS

Filmstrip Projector
Filmstrip _"Advancing on the Job"
Blackbdard & Chalk

OPTIONAL ACTIVITIES
(!"

** "Ask Someone Whb KnoWS"

Interview Worksheet 2.3.1

c_

MODULE II

of work related

SUGGESTED METHODOLOGY

Filmstrip "Advancing on the Job"

Discussion and student developed
list of employer expectations

* Life Skills, Advancingion the Job, (Chicago: Society For ViSual Education,'S
Inc., Singer Co. 1978)

Ibid.
120



MODUIE II

UNIT II KEEPING AHEAD ON YOUR JOB

Lesson 2.3 What Employers Want

SUGGESTED TEACHING TECHNIQUES

L.D. = E.H. = E.M.H.

The instructor is encouraged to use the optional

activity if possible. It could be used as homework,

or as a separate lesson. The student would be

asked tOiteerView a senior employee and ask them

the suggested questions on the work sheet. Students

have reported learning a great deal and the Wilding

of meaningful relatibhShipS at their work site as

a result of this activity.
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UNIT II

MODULE I I

.KEEPING AHEAD ON YOUR JOB

Lesson.2.3 What EtpLoyerS Want

-_ACT1VITY Ask-Sbmeone Who Knows

fo find out what makes a person successful; ask someone who is

successful on his job. Ask the person What he or she thinkS Were

the most valuable factors (thin?) which helped to make them a

Success. Below are a few questibtiOu might ask them.

1. What does personality have to do with your job?

2. How long did it take you to get to Where you are now?

3 Who helped yoi get to where vou are, and how did they -lp?

4. Whit skills do I need to advance on this job?

5.. What factors helped your success so far?

6. Do I need more education for this job?

7. What things do you dislike about your job?

8. What things do you like about your job?

9. With the skills and education I have now what.do you

think I could do for your employer?
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UNIT II KEEPIN(',4'AllliAD ON YOUR JOB

Lesson 2.4 Why People Lose Iheir Jobs

BEHAVIORAL OBJECTIVES

Following the classroom discussion:

1. Students will be able to identify attitudes and

behaviors that create problems on the job.

coNnar
2

ProNematic work behaviors
and attitudes

MATERIALS

"Why People Lose Their Jobs"
Worksheet 2.4.1

Blackboard & Chalk
Pencils & Pens

OFTIONAL ACTIVITY

"Why Empl'oyers Don't Like Some Student-
Employees" Worksheet 2.4.2

123

SUGGESTED mEnionotocx.

133

MOI)UIE II

"Why People hose Their
Jobs" Worksheet 2.4.1

Discussion to rank the
items on 1.Aorksheet 2.4.1
in order of importance.

'SA
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MOUI it

UNIT 11 KEEPING MEAD YOI1R JOB

Lesson 2.4 Why People Lose their Joh;

Worksheet: 2;4;1 "Why People Lose lheir Jobs",

Just as there are severliothings,that you should do to help keep a job,

there are also some things tftjt you should not do! Read the list

w, and check whether you think it is a go(xl reason tor losing

lob; or not; Discuss your answurs with the class.

. Ok)d- Re sor

Yes? No?

ri

Coming to _wkirk late, or leaving early.

2 Taking. too many breaks or Staying too long
OntheM.

3. Being dishonest or stealing from the boss.

4. Missing too many days from work.

5. Not following company rules.

6; Not getting along well with others;

7; Being lazy and not doing a fair work share.

8. No, willing to train for the job.

9; Doing messy or incomplete cork.

10. Being too slow or not trying to improve.

l24



I I PINC ,\111..A1) (1N \COI .101i

Ion 7 4 Why People Ii Joh:,

)I.Y1' ( VA I 111/.1.11.11 ) _

1.:mi)lover, Don't 1,i1(e Some St ndelit l.hploye(-,"

. N )I)( III.: I I

Read t he I i st below and check whet her von, agree or di agree wi Ili he

r'a(')n ;,oin' empl oyers don't. I ikv !.; x1i ' K. IC 'II I_ (11)1 ovee..,. Re preparcd to

wi t h

I . 14.a Ck of ('r('t n jot)

I;por peronal

3. Feel they kil(u iC all

4. I nt ere!-:t ed only in t he mone-Y

5. Very irimitiire

6 . 1 1 1 -tiliiiitiered

7. No nurpoe or gOal

8. 1kt A 1 at

9 1i:: ot energy

A. I oipP`' '^'()17"

1 Parent ' s make decisions for them

12; Can' t take criticism

13; Don.' t ask quest i ons when they don ' t
understand something

14. Can't handle their money

1 5. ti111ii to go ckiere sent

16. Don't get ii on with th others

17. Unwi 11 in to start at the tibt (,)m

18. Can't express therncve clearly

19. Poor grades in school

20. Can't 1 )k you i n the ere
125
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`ti,NK)111A:E I I

uNIT I I.I YOU AND YOUR MONEY

OVERVIEW

N166-eV, its, Management and the way in which Our culture pays a

Worker for his labors, is a very complex system. All those who work most

deal With-t mOnetary system and its complexities. This unit is

clemed to provide the student with the very basics in this compli=

eared sub. ect area.

Lesson Onc attempts to provide the student with the basic knowledge

about his paycheck and why he receives What he does. The class.is

designed to deal wtth issues such as: salarY comMission; hourly,

weekly-, monthly, and yearly pay schedules; gross pay net pay; and all

the types of deductions. that OW-students are likely to encounter.

1,(2orl Ttnn presents a,sloplitied budget system to the students

and explores reasons for the student. to attempt budgeting his money.

The budget system presents basic 041dget areas such as: food, rent;

recreation, transportation, medic s, clothing, utilities, phone, and

entertainment;

Lesson Three presents the role of the bank and how it can be used.

Installment buying and credit cards will be discussed and how indivi-

duals can get into financial trouhle'with these and'borrowing too much

Flow the bank can be helpful, savings accounts, credit, and

its value are to be explored.
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UNIT III

Lesson 3.1

YOU AND YOUR MONEY

Pay checks

BEHAVIORAL OBJECTIVES

Following the clasSrdom diSCuSSioh:

1. Students will understand standard payroll systems used

by emplOver;

2 Students understand the standard deductions

whiCh are taken from an employee's pay.

CONTENT

Payroll hrid standard

payroll di ctions

Payroll deductions

MATERIALS

WOrk- Het 3.1.1

Pcil

OPTIONAL ACTIVITY

1 I

MODULE II.

SUGGESTED -M1 \1

"Pay check" worksheet 3.1.1

Discussion of elPments of the

paycheck



UNIT I I I YOU AND YOUR MONEY

Les son 3.1 Pay cheeks

WORKSHEET 3.1.1 pay

MODULE II

L,L

ACME INDUSTRY
56 -6 BLAIR AV.
PODUNK AZ 85223

79

N2 10228

91=184
1221

A")L-.4 '27yd DOLLARS

City Bank
PODU N K, A Z

LO 2 2 80 L 2 2 L0161-.
I INDUSTRY

CHECK NUMBER

10228
_STATEMENT OF_

EARNINGS AND DEDUCTIONS

EARNINGS

lnlnlnnn0`,115 80in Y
lrinin09115115 40.11

CIRTIFiL.ATE

ExP1RATION

4

SuMmARI

THIS PERIOD

YEAR TO DATE

GROSS PAY

(:)(1-1 n

ACME INDUSTRY

NOT - NEGOTIABLE KLERF_OR YOUR RECORDS

FAMOUNT MISCELLANEOUS DEDUC 'IONA

6-4r1nr,

tlion0 lc?nrn

FED W;H

P 9

JANE. DOE
EMPLOvE I NAME

PERIOD ENDING CAST NO VACATION

ST /RE

S LEAVE

LIFE

CHECK DATE

7
AMOUNT

1O_ t) 0.0 0.00 0 0
So( ,At St( ()WTI' NO

lAikA.
I 1 MARITAL STATUS

IL C TElf",1 r
MIST. HE . AM, LINT

Al= .._LiMULATED DATA L OMANI° HEREIN 0. NOT THE OFFICIAL PAYROIL,FRIN tit INUIT RR (ADS. BUT IS PROVIDED ONLY AS A SERVICE TO THE IMILLT)YEE

4

118
")-



UNIT III YOU AND YOUR MONEY

LesSOn 3.2 Managing Your Money

BEHAVIORAL OBJECTIVES

MODULE II

Following the classroom discussion:

1. Student will have a simplified budgeting process

to follow in managing their money.

2. Student will better under-Stand the importance

Of budgeting.

Budgeting and Money Management

MATERIALS

Pencil - pen

FilMStrip prOjector

Blackboard, chalk

Worksheets 3.2.1, 3.2.2

Handout 3.2.3

ovrioNAL ACTIVII1ES
-,-

CatiliTrison Shopping" Activity 3.2.4

"things to Rememl)er alx)ut Buying"

Activity 3.2.5

A FeW Rules for Shopping - Activity 3.2.6

"Quiz Yourself Into Buyinv Wise y" Activity

129
.T,()

SUGGESUED-METHODOLOGY

"Your Budget" worksheet
Weekly 3;2;1
Monthly 3.2.2

. "Wet& About Money"
Handout 3.2.3

Discussion of Budgeting
and how to keep the
budget for 4 weeks

. Filmstrip "Sense and Cents"
Center for the Humanities



UNIT III YOU AND YOUR MONEY

Lk..88bh 3.2 Managing Your Money

WORKSHEET 3.2.1 Your Budget (Weekly)

Write down how much money you spend EACH DAY

for each item listed below:

Sun Mon Tues Wed Thurs Fri

MODULE II

sat Total

_Food

L. Clothes .

. Cleaning &
Pres_sing

. Transporta2.ion

5. Recreation\

6. Gifts

7. DoinatiOnS

8. icontribOte
to family
inecoie

. Insurance

10. Medical
(Dr; Dentist)

11. Medicine

Now put your Totals for'each item on your Monthly

Budget Sheet .

13



UNIT III YOU AND YOUR MONEY

Lesson 3.2 Managing Your Money

Worksheet 3.2.2 "Your Budget"
(MonthlY)

I. what s l_s_t_Week_2nd_Week

. MODULE II

Ind Wee 4th Week Total

1. Food

2. Clothes

3. Cleaning &
Oressirv,

4. Transportation

5. Recreation

61. Gift-S----

7. Obnations
-(-Church-,--etc.)

H. Contribute
4 to family

income

9. Insurance-

10. Medical (lar
dentist)

11. Medicines

12. Other
Lines 1 through 11 Total:

What was your income for one month?

Subtract ybut total spendings (I) from your total income (11) Income

TOtal St>ndings

ivL What i Jolt?

V. What could you save?

(I you hot t or spotki your money! HOW?

Remaining

VI I Make a budgot each month. Di scnss yonr Ii iNli nps with the c I a!;!.;

I 31



rt MODULE II

UNIT III

Lesson 3.2

Handout 3.2.3

YOU AND.YOUR_MCNEY

Ivtinaging Your Money

Words About Money

The following are words commonly associated with money:

1. Advertising: The act of informing the public about the merits
and attractiveness of various products and services.

2. Afford: The ability to pay for something you want or need
after buying the other necessities of life; (The ability
to pay_for something you want or need without jeopardizing
your ability to purchase the other necessities of life.)

3. Assets: In money terms, all forms of property owned by a
person or bbsiness.

4. Bargain: An item purchased for less money than you expected
to pay for it.

.

5. Bargaining: To negotiate or talk over the terms of a purchase.
Bargaining_means to discuss the_ differences between how much
money a seller wants fer_something and how much money you are
willing to pay for it. Bargaining is an attempt at persuading
a person to sell you something at a lower price than he
originally intended.

6. Borrow: The act of accepting money or some other item from
someone else with thounderstanding that you will pay the
money hack or return the item within a certain time.

7; Borrower: The. person who borrows money or some other item
and is responsible for paying the money back or returning the
item at a later date;

8. Brand Names: Trademarks or labels which are associated with
and identify products.

9. Budget: A personal system for keeping track of your income
and expenses. A plan for using or managing money. To think
about and decide beforehand how you Want or need to use your
piney

10. Cash: Another _ward for money. The doll airs and cults we use
to pay for goods and services.

11 Charoo Account arrarwment you make wi al a storm whi eh
al lows you to buy now and pay 1 Ater.

17.. Chock: A wri tt en order present 0d by an i iu.li vi dual Co a bank,
to wi t hdraw n)oney from his s or another i lid i v i dual check i ug

accot It it ;it t hat balk.

3?



UNIT III

Lesson 3.2

Handout 3.2.3

YOU AND YOUR MONEY

Managing Your Money

Words About Money continued.

MODULE II

13; Checking Account: A bank record which lists the amounts and dates
a person puts money he owns into a bank for the purpose of having
the bank pay individuals or companies whom the person has authorized
to receive (withdraw) money from this fund.

14; Consumer: Any person who uses goods and/or services;

15. Credit: The privilege of "buying now and paying later"; An
agreement to receive goods or services before full payment is made
with the understanding that payment will be made by a certain date.

i6; Credit Card: A card identifying you as a person to Whom the privi-
lege of using credit his been given;

17. Creditor: An individual or company who extends credit;

18. Credit Bureau: An agencygency Which keeps records on people who use
credit for the purpose of informing creditors whether or not the
person applying for more credit has been keeping his promise to
repay other creditors in the past.

19. Credit Rating : A measure used by credit bureaus to determine
a person's ability or willingness_to pay his debts, based on_the
person's reputation for paying off debts-in the_past. If and_When
a person's credit rating is considered bad, he is labeled a "bad
credit risk ", and the privilege of using credit will be taken away
until he repays all his debt-s.

20; Debt: Tho.amount owed for something you have received but have
not yet paid for:

21; Deposit: Money pledged to show the sincerity
to buy. Also; the money a person places in a
account at a bank;

22. Expenses: The total amount of money you must
products you need and want to have;

23. iff4nance: Another term for buying goods and services

24. Finance Charge: The fee that Is paid f); a borrower
legp cif Using -credit.

of one's intention
savings or checking

pay for services and

4 '

with credit.

for the privi-



UNIT III

Lesson 3.2

Handout 3.2.3

YOU AND YOUR MONEY

Managing Your Money

Words About Money continued.

MODULE II

25. Goods: A word used to describe tangible items which are for sale.
For instance, toys, food, clothes, boOks,.ete.; are examplOSOf
goods that can be bought and sold.

26. Guarantee: A written or verbal statement assuring that the quality
of goods or services will last for a specific period of time.

27. Income: The total amount of money you receive from all sources.

28. Interest: A charge made for allowing someone else to use one's
money; Specifically; for a borrower; the cost of borrowing money;
for an investor; the payment received from a bank or similar company
for lending money to it.

29. Payment: An amount of money charged for the privilege of borrowing
money. Interest is the amount of money a-borrower must pay in
addition to the amount that was borrowed.

29. Payment: An amount paid toward fulfilling a promise to repay a debt.

30. Sale: The transfer of ownership from one person to another;
. usually after a purchase has been made;

31. Service: Work or labdr that can be exchanged for money.
For- instance, a doctor; dentist, lawyer, carpenter, plumber all
,sell their services to people Who request and pay for it.

32. Spending Habits: The way in Which a person usually spends his/her
money.

33. Wages: Money received from working at a job.
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UNIT III YOU AND YOUR MONEY

Lesson 3.2 Managing Your Money

OPTIONAL ACTIVITY 3.2.4

Comparison Shopping

MODULE II

DIRECTIONS:

Ask the students for their input in developing a shopping list of

three or four items found in any grocery or department store and write

these things on the chalk board.

Make sure the items listed are defined in sucha way that the students

understand exactly what it is they are going acompare. For example:

a box of cereal Would require the brand name, size of package, product

name, etc.

Have the students copy this list on a piece of paper and ask them to

visit three or four different stores and compare the prices of the

items on the shopping list.

They are to record the name of the store visited and the prices they

observed for each item on the list.

Ask the students to report hack to the class what they discovered

at the next regular class.

8.4

13 5



UNIT III

Lesson 3.2

OPTIQNAL ACTIVITY 3.2.5

We haVe come to the end
beforip you go, here are

Shop Around

MODULE II

YOU AND YOUR MONEY

Managing Your Money

Things To Remember

1

of our 'journey' on using money_wiSely. But,
a few things that may be helpful.

Check_priteS at different stores to -make sure you are pavingthe lowest
possible price for what you buy. Be extra cautious in dealing with doior=
to -door SaleSMen:_ before buying from them; call several stores or check
a mall=order catalog so you can compare quality and.prices.,

Read Advertisements Carefully

Buy the prodUttS you NEED. Don't let your emotions determine what you
are going to buy. getriember that in the long run you get "nothing for
nothing". You pay for what you get.

_Know your St -ore or Company

Before you spend your last dime on an important purchase, call the
Better Business Bureau or the State ConSUmer Protection Agency to find
out whether any complaints have been made against that store or company.

Resist Smooth Talking

Refuse to be talked into a salesman's "fast deal". Remember, itS_
your money and he probably needs your business more than you need his
goods. Don't sign a contract just because you -see something you like.
Be sure you want it enough_to pay the price happily; Your signature
may mean that you'll be behind the eight ball for a long time to come.
Beware of statements such as "YOU MUST ACT NOW'. . ."YOU WILL LOSE A
GOLDEN OPPORTUNITY IF YOU WAIT". ."IHIS IS A ONCE-IN-R-LIFETTME
CHANCE".

Think it Over

Never sign a contract too readily; no matter hoc's/ great the deal looks
to you at the MOMent. Take it hOme and discuss it with someone you
know and trust , or wi th someone who knows a 1 of about- the product ;
Consul t a bziwYer i f yo i are real 1 y confused. An honest- sail esman does
not object i I you Like yoiir t i me to 1 ook over the contract bet ore
you sign i it If you are deal i wi th a door-to-d(x)r sal esman , ask hi ifi
to return i ri it few fttys when y(41 hive_ had a Chance to Chi rik i t over.
-Al so remember t hat you have three business days alter si gni ng a cont ract
to change your mi n(b
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MODULE II

UNIT III YOU AND YOUR MONEY

Lesson3;2 Managing Your Money

OPTIONAL ACTIVITY 3.2.5

Put-_l _t In Writing

Get_awritten statement from the seller that states he will replace or
repair his product; at no extra cost to you; if it should not work
properly-or not work at all within a certain amount of time. If you
expect to have your product live up to the expectations the salesman
has indicated; then you must have it in writing. An honest seller is
more than willing to do this for you. Remember that the seller makes
you put all of your promises in writing when you sign a contract:

Get Legal Advice

If_yeu receive
a taayet right
Aid, but dbn't

Use Consumer

Things to Remember; Continued

a paper that looks like a legal document or notice, see
away. If_You can't afford a Iawyer, then go to Legaf
ignore it!

encies

MU can save yourself a lot of headaches if -you seek help before
signa contract. These agencies have been diScuSSed before, but
they are again:

1. BetterBusinessBureau
2 State Consumer Agency
3; Municipal Consumer Fraud Bureau (each city has
4; Federal Trade Commiion
5; Post Office Department (for using the mails to
6; Your local newspaper may have an "Action Line"

similar service to help harassed consumers.

yO
here

one liSted)

defraud)
or some

Check your telephone directory for the addresses and phone numbers
of the above agencies to find the one nearest to your home;



UNIT III YOU AND YOUR MONEY

Lesson 3.2 Managii Your Money

OPTIONAL ACTIVITY 3.2.6

MODULE II

A Feti VLso -R -f or-Shopping

Here are a few key points to remem r before you decide to buy anything:

1. Shop Around; Prices cha e from day to day on almost
everything; Do soae comparison shopping at stores in your
neighborhood:. Keep an eye on newspaper ads and find- out
which stores have a reputation for offering values on certain'
items;

%-e

2; Watch for sales or specials; Study the "Calendar for Bargafts".
Learn when to purchase a bargain.

3. k for differenLes in quality. It may well be that a
`higher priced item is really worth the extra cost.

4. Talk it over with someone who you can rely, on to give you
sound advice.

5. Be careful abbut impulse buying. Don't let your feelings
trick you into buying things yoU don't need or ,even want.

6. Buy what's right fbr you Dbn't be fooled by t-Molyfad"
items,. -They may be out of style tomorrow.

7. Don't b(iyhigh priced brand name goods if you c-an get the
SaMe merchandise for tos. Non -dicirt:711:;ed goods are usually

more reasonably priced.

8 _,:ReA the 1 Rhol informati on be-f7t5re you buy to see i f the i tern

wi 1 1 really do what you expect it

9. Consider se 1-V et. and 'treturus''.. Buyp d y from stores or
businesses who wi 11 service or rep( ae ri pro(luct i f at
defect i ye;

I 18
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UNIT III YOU AND YOUR MONEY

Lesson 3.2 llanaglng YoUr Ione).

OPTIONAL ACTIVITY 3.2.7

Quiz Yourself Into Buying Wisely

Instructions:

MODETIE I I '

Write the name of an item_ you would like to bit/ in the space provided.
Answr each question on the wrkSheet: as if you are real 1 y going to
huv the item.

I WANT TO BUY:

1 . Do von real 1 y need the item? YES NO

IS the pri ee reaSoriabl YES NO

3. I5 this the bet- Lime to huv the item? YES NO

4 f this is a hargni n,;is it a new model ? YES NO

5; 'Are you sure tht, item i s a good one'? YES

6. If the item is -eVen5-;ive, will it truly
sat i sfv an inner need? ( If not expens i ve ,

just check- 'NES". YES NO

7 Are you sure no 1 ess expensi ye i tem can

be substituted'? YES Ni)

8. /I iv(' you chf,,c1c(41 at it 1 rf 'ircht'd the item'? NO

!Live you clone some xivdri Stuipping
oii t i t ern? YES NO

1o. 1)6 you knoW tin ' reput at i on'? YES Ni)

11. 1)oe5 the store of fee any pecia 1 t h
t i t ern? YES NO
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MODULE I I
0

UNIT III YOU AND YOUR MONEY

Lesson 3.3

13111AV I ORAL OBJECTIVES

Banks rind Your Money

Fol the classroom discussion:

1 . Students wi 11 mbre_ adequate I y underStand the
functions of a bank.

StudentS will be aware of the advantages and
disadvantages of credit and inSta1 lment buying.

SUGGESTED MEIHODOLOGY

Contnon :li< inking Pract i ces Discussion of "Banks and
Banking Words" Handout

Gredi Instal lment Buying 3.3.1

NIA11J's I Al

B I ; kb( )iir(1 atid chalk

11;11.)dttit S. "3. I

)11110NAI, A("1 TI f)N

V( t i ttr, k();)dy 1:.)r I);tv 1):17"

try). tt 11. Huck( tit mid And A. Wt);iv()r, t Ity.1dy y IXt
( .1d YOH( : ch:ttik Pith! '.hi (:(). ; 1966)

I hiO ,



MODULE II

UNIT III YOU AND YOUR BANKING

I son '3.3 Banks and Your Money

SUGGESTED TEACH _LNG TECHNIQUES

L.D. E.H. E.M.H.

Introduce the types of credit that are available to

LI;Ludent. s by developing a brief presentation to illustrate

the various forms and uses of credit from the f0116Wing

intOrtation. If possible, you may wish to use actual

copies cL replicas of various forms of credit applications

to help illustrate your discussion. DeOending upon the group

you may wish not Yo discuss all that is sugge-sted.

If possible, you might take small groups of students to

a local park and go through some of the processes with

those whO need further guidance. A speaker may be con-

tacted who can bring in movies or slideto answer

further questions students may have.

9
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UNIT Ill

Lesson 3.3

MODULE 11

AN!) Y( AIR RANK I N( ;

Banks ;IIKI Your Money

Handout 3.3.1 Banks and Banking Words

"CHARGE IT"

1,11 ,n our grandparent s bought thi ;_ they probabl y be I i eyed that
it WAS wrong Co own something that they had not yet paid for.
Rut most people today know that there is nothing i,wTong with buying
on LiMe,_ "11-Ore is Something wrong, however, withLrK)t_ getting quality
Merchandi Se and with not shopping around to get tNe most inexpensive
financiig

Unfortunately, very few_ people are familiar With the many_ ways
they can usecrediC to their advantage. Here are a few things
you should check into before you hu--on Lime.

interest Free Credit_

You've h-rd the old saying; "You can't get something for nothing"
Th Iis is n accurate statement to be suresur But you can get interest

fi

free credit at some stores if you are willing to pay the balance
within usually 25 to 30 days; depending on the store's policy; Some
will even let you go for as long as 90 says before they will charge
interest.

\
Revolving Charge Accounts

When you get beyond_the charge account, you generally get_ into what
is knOWn as a_"revolving" charge account. Many stores alloW a
customer to charge purchases up to a given amount, depending on his
credit rating and the amount he WiSheS to.pay each month. _The cuS7
tomer makes a monthly payment and is charged interest on the unpaid
balance. The interest charge is usually 1=1/2% monthly. That
dOesn't sound like_much but figured on ah annual basis; thiS comes
to A 4loppirig 18% interest.

(At thiS point, it might be useful to illustrate by example_What
the 18% figure moons in terms of dollars and cents.)

For instance, take Bob Blunder Who wanted to buv a Pioneer stereo
set that is on sale,for $200.00. It regularly sells for $230.00.
HeNakes a year to pay and the salesman tells him that he will be
paying_only interest per month; But; what Bob does not realize
is that he is paying interest at an annual rate of 18% on the un-
paid balance. And this(tould cost him an additional $30 to $35
for the stereo set.
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(NIT I I I

Lesson

handout b_3. 3.I .

Charge f t Cow= i nt led

Creel t Cards

Y011 ANI) flt BANK! NC

Banks and Your Money

Banks and Banking Words

MODULE 11

It is impossible to make the generalization that credit cards are
ti then g,00d or bid. It delxlids on you. if you have absolutely
no will power, then the best advice to you, would be to forget
about owning credit cards of any type. For those Who can restrain
themselves, and Who (k) not have a tendency to lose things, credit
cards have a distinct advantage.

Many types of credit cards exist. _Some you have to pay for and
others are for free. Generally, they carry no interest charges
for 3n dayS, and sometimes even jonger. Many banks and credit card
companies get their "interest" by charging the stores _where purchases
were made a certain percent Of the purchase price == in ShOrt, a
diScOOnt.

A big advantage for credit cards is that they are as good as money
in your pocket when an emergency arises.

The Cost of Borrowing Mono/

Everyone knows that you can borrow money for something you want to
buy. You should be aware that the interest rate is based primarily
on the risk taken by the compaip lending you the money; As a result,
the true interest rate jail go as high as 36%; or even higher.

No one can tell'you the best way to borrow money in every situatiOn.
But if you know the different ways that are available; it will make
the task a lot easier.

Life Insurance

Probably the least expensive_ loans are those available from Life
Insurance Compani-esi provided you own a life insurance policy in
the first plate. _If you do, generally. you are allowed to borrow_
up to the cash value of the policy at an interest rate of 5/ to 6%
per year.

Credit Unions

In many companies, a credi: union baS been set up for employees of
that company or organizatic71. The credit union offers low-cost
loans to their members. 'It does this by pooling the savings of its
Members. In other words, it is a kind of consurnor cooperative.
interest charges are usually about l% a month for the unpaid balance.

143
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MODULE II

UNIT III

Lesson 3.3

YOU AN!) YOUR BANKING

Banks and Your Money

Handout 3;3.1 Banks and Banking Words

Charge It-- Continued

ntis

this is another way to borrow money; but there is a catch to it.
You must have money in the bank in order to borrow at a lower
interest rate.

Commercial Bank

Commercial banks only loan money to people that are considered
good risks; A person who has a job and a record of prompt payment
of bills should have no trouble getting_a loan from a bank. One
thing to remember is that banks have different plans for repayment,
and different rates, so_it iSWise_to Shop around._ Generally, the
rate will be more than from the other sources mentioned, but less
than finance companies.

Finance Companies

Finance companies make small loans to people who would have trouble
getting loans from a bank. But, becaUse these companies take
greater risks than banks, they usually are permitted by the laws
Of some states to charge higher interest rates. Interest rates can
go as high as 3-1/2% per month, or 42% per year.

Again, you may want to illustrate the dollar and cents costs of
this form of credit by using the situation presented earlier and
comparing the costs of the stereo by substituting a 42% interest
rate for the original 18% charged;)

Conclude the lessdn on credit by discussing some or-all of the
following:

1; Hbw can you get interest free credit?

2. What is a revolving charge account?

3; Do all companies that loan money charge the same amount of
interest for the use of their money?

4. What i8 the best way to borrow money?

5. Are credit cards a good idea?

6; What is the least expensive way to borrow money?

7. Hbw does a credit Union Work?

8. Why do finaace companies charge a higher rate of interest than
banks?



UNIT III

Lesson 3.3

HandObt 3.3.1

Charge It Continued:

YOU AND YOUR BANKING

Banks and Your Money

Banks and Banking Words
;\

MODULE II

9 Of All the plans mentioriedi which dO you think is best? Why?

lo. what are the right reasons for borrowing money?

11. What are the wrong reasons for borrowing money?



UNIT IV FILLING OUT FORMS

LessOn 4.1 Filling Out Forms

BEHAVIORAL OBJECTIVES

Following the classroom discussion:

1. The Students will have a bett6t. Under anding
of the proper way to fill out various forms.

MODULE II

pA

CONTENT

Skills in filling out
forms

MATERIALS

'Filmstrip Projector

Filmstrip "Filling Out Forms",
Part III

Worksheet 4;1

OPTIONAL ACTIVITY

The Center for HumanitieS; Op. Cit.

146

SUGVESTED_METHODOLOG

* . Filmstrip !:rLife Skills:
Filling Out Forms and
Following Directions";
Part III.

. Sample Forms - Worksheet 4.1



MODULE II

uNITIV

Les5°,1 4.1

FILLING OUT FORMS

Filling Out Forms

SUCG1ETED TEACHING TECHNIQUES

L.D. E.H. - E.H.H.

Filling out forms is a life skill. that.all young adults

must learn. The instructor should first help student,

to see that one must first read forms carefUlly and

secondly they must follow directions accurately. This

may be done by.J2ihging in a simple recipe and discussing

What might happen if the correct amounts are not put in.

Labels from clothes can also be checked and discussions

of what might happeh if the instructions are not followed

could be held.

After discussions and filmstrips students may be given

the forms and assistance given in follbwing the direc-

tions, and filling them out; If additional help is

needed, obtain forms from banks or department store

credit offices.
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Uift IV 1'illing Out Fiii

Lesson 4.1

Worksheet 4.1.1. tSarnple Foriiis"
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JOB SEARCH

OBJECTIVES

1., TO. make students aware of the job seeking reSoUrdeS on
the Community College Campus.

2. TO help students become knowledgeable concerning job
seeking, skills.

3; To assist students in developing skills for interview
situations;

4. TO have students learn-effective skills in filling out
job appllotions.

UNITS:

I. INTRODUCTION

II. TEE JOB APPLICA

III. THE JOB INTERVI

IV.\ 30B SEEKING SKIT.T.SP5

as-



JOB SEARCH

OVERVIEW

MODULE III

The student prepared to take Module III should have already completed

career explOration and be rQady to gain the skills necessary to obtain
41116

the job of his/her choice; For any student who has not adequately

prepared for MbdUle III, the instructor can refer, him/her to the

career center on the local community college campus to obtain the

prerequisites for career exploration before taking Mbdule III.

\(

The question to be addressed by Mbdule III is: "How does one go abbUt

getting the job of his/her choice?" Knowing what one wants is the

first step. This combined with the skills to be.learned in Module III,

should enable a rson to find an appropriate position.

Skills addressed in Unit II, The Job Application, will provide techniqugs

helpful in filling out job applications and depending on the need

experience of the students, resume writing can also be introduced.

Unit The Job_Interview, provides skills and techniques for cOndliCt

oneself in job interviews. Students will practice these skillS

interviews in the classroom.

MbSt of the students entering Mbdule III will also have had coopers ive

education and/or work experience programs in their secondary experi ce.

AS past work surveys have indicated, young people often obtain their

first job with the assistance of people they know. These people may not

always have a job to Offer, but they oftervknow about available openings

and "pass the word along"; Unit IV, jobSeeking Skills, introduces ways

the student can use these and Other resources available to him/her in

finding the job of his/her choice.



'MODULE III

UNIT I INTRODUCTION TO JOB sEARai

Lesson 1.1 Introduction

BEHAVIORAL OBJECTIVES

Following the classroom discussion:

1. The students will know the course requirements and objectives.

The students will be aware of each other's work goalS
and any current plans they have for reaching thoSe goals.

CONTENT

Intrcguction to Course and
Stuaent/Presentation of
Employment Goals and PI:An8

MATERIALS

Blackboard; chalk

ActiviLly Worksheet 1.1.1

OPTICUAL_ACTIVITY

"The Introduction Name Game"

152

suGGEsaln METHODOL OGY

Individual introductions
beginning with instructor

. Presentation of course.
objectives and requirements

)



UNIT I

MODULE III

INTRODUCTION TO JOB SEARCH

Lesson 1.1 Introduction

sucx1PsAmi_EACIIING_TECHNIQUES

As with Module I, Module II classes should be formed in a circle

ferlaSt group interaction, and to'faCilitate discussion. It is

suggested that this class structure be followed throughout the

rest.of the units, as it provides the best atmosphere for group

tupportive interaction.

The instructor ShbUld write suggested areas for student intro-

ductions on a blackboard or large newsprint. (See Activity 1.1.1).

The, instructor ShoUld begin by introdliciahini8elf or herself,

arid acting as a model for students to Llow.

Those students who have completed Mbdule I will be at an advantage

over those beginning with Module III. One suggested method for

assisting both levels of students is to assign advanced Module I

students to act as teaching assistants for those who have not

taken Module I. Their firSt assignment should be to show new

students around the campus after the first class period.
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UNIT I INTRODUCTION '11) JOB SEARCH

Lesson 1.1 Introduction

ACTIVITY WORKSHEET 1.1;1 INTRODUTION

SUGGESTED QUESTIONS:

1. Where you work

2. What kind of job you do

3. Rate of pay

4 Tsopo of transportation used

4
5. Lbdation of job

.4.

Hobbies; dreams; etc., anything you
might like the group to know

MODULE III



UNIT II

OVERVIEW

THE JOB APPLICATION

MODULE III

Filling out the job application form is an *portant part, of the

job seeking process; which should be taken very seriously. When a

prospective employer reviews the person's application form, it will be

an advertisement for the student. Applications can be either

neat or messy, clear or confusing; accurate T -or contradicting. The

student needs to pay close attention to the information and the way

an application is to be filled out. What he/she puts down will

represent the picture of him/her that the employer has.

If an employer i8 not Impressed with, the application, the stUdent

may not even get as far as the interview, Impress upon the students

to give the job application their be8t effort, as it could provide

*portant dividends.

Unit II begins with Lesson I; Packaging Your Skills, which presents

Why the application is *portant and a simple technique for having

job application information available in the form of "wallet cards".

Lessons II and III provide the student with specific practice

sessions where skills in filling out applications can be Ieained

and practiced. By the end of the first unit, the student should

have the information needed to fill out most applications, in a

readily accesible form.



MODULE III

UNIT II THE JOB APPLICATION

Les-Son 2.1 . Packaging Your Skills

BEBY-TIORAL OBJECTIVES

Following the classroom discussion:

1. Students will be aware of the information
required on an employment application.

2. Students Will_be aware of the proper
arrangement of information on various
types of employment applications.

CONTENT SUGGESTED METHODOLOGY

.Employment Applications

MAThRIALS

FilthStrip projector_

"Wallet Cards" WorkSheet 2.1.1

Blackboard, chalk

OPTIONAL ACTIVITY

**Finding Your First Job,
"Filling Out The Forms"

*. Film8trip "Packaging
Your Skills; Application"

Introduction the
"Wallet Carol" WOrkSheet

*Gdnnaway, Op.cit.; Unit XIII.

**Carl McDaniell;, Finding Your First Job (Boston: Houghton Mi r , 1975)



UNIT II

Lesson 2.1

Worksheet 2.1.1
4

"Wallet cards"

MODULE III

Note to Instructor:

This card may be reproduced on tag or note cards to be carried in

students' wallets.

tlae S.S.#
Addtess'

Zip City State County
Birthdate / Weight Height

Driver License# Notify it 7>c of emergency:
. Name

PhdheWork History:
Dates Name & Address
Ft. To

of Employer Rate of Pay' upervi ri Reason °for
Leaving

Eljrrjal:High School adaterrr.a:
Name Name
Address_ Address

Date of Graduation- -Me

-Addres



L

MODULE III

UNIT II THE JOB APPLICATION

Lesson 2.2 Application Form Practice Session I

BEHAVIORAL__OHJW_TIVES_

Following the classroom discussion:

1. Students will have the knowledge to fill out

A job application accurately.

CONTENT

Job Application Forms

MATERIALS
*

Pencili pen

WorksheeL2.2

Practice EMploOentPlicati

Blackboard, chalk

OPTIONAL. ACTIVITY

SUGGESTED VETHODOLOGY

Practice Employment_
Application Worksheet 2.2.1

Wallet Information CardS

*420sume Worksheet (Page 25, Findina Your First Job)
t Practi4Eercise

**"Application for-Employment"
"Jofin's*eW Job"

*Ibid

**Application for Employment, "jOhn's New Job", (White Plains,

New York: The Center For. Humanities, Inc.) frames 42-60.

I 58



UNIT II

Lesson 2.2

MODULE III

THE JOB APPLICATION

Application Form Practice Session I

SUGGESTED TEACHING TECHNIQUES

L.D. E.H.

The Resume, an optional activity, is a good option for more

advanced students Who have had enough experience and can compete

for jobs where a resume would be helpful; For students who have

much less experience, the "inforMatibh cardS" will probably contain

the type of information they will need to fill out most

applications.

Students rarely have the necessary 'information with than to fill

out the practice application. Sending have the practice sheet

or the information card as homework usually is helpful. The

instructor will have to provide individual assistance for some

students in filling out the application,with accurate information.

Pre-scheduling individual conferences during thiS tine in the

semester will add much to the success of this activity and provide'

the Student with the skill and information needed to fill out most

job applications.

The individual sessions will help the instructor be aware of hi-OW

each student is approaching his "job search". It will also acquaint

hiM with the indiVidual learning strengths and weaknesses of the

students in the class.

AAA

5
1 599



UNIT II /
Lesson 2/f'

Worksheet 2'2.1

1 Name

Las!

3. Address

First

THE JOB APPLICATION

Application Form PraCtice Sessicn

Practice Employment Applidation

Employment Application

Street City State

5 Bil Or Dote and Pi-,,e Al6 9e

1

8 Height in I 9 Weight bs

12 Present Health

eAcellent
fair

good

14 Circle highest yar of school C°11flpleted and give diploma
or degree received, including H B.E. or G,E.D

..rade and High Si hou)

. 1 '2 3 4 5 6 7 8 9 1p 11 12

College '°10ma Or Degree.

1 2 3 4 5 6 7

16 Employment History Most recent lob first.

a.

Middle or Maiden

Zip Code

Marital Status

MODULE III

Date

2 Social Security NO

4 Telephone No.

single
married

divorced
widowed

10 Hair Color 11 Eye Color

13 Do you have any physical handicap or limitations? If yes,
exp:ain. Yes No

15 List courses or training which prepared you for work.

Name of Employer _
Address-

Dares of E n-IPlovrent

Position arid Dunes _
Name of ErriPloYer

Address

Dates of Employment .- -----
,...(-rolat ion and But

c. Name of EmPloyer

Ad dr es s

Dates of Ernployment,.--

Position and

17. List three (3) ref erynces who .'"- hot related to you 18. List hobbies, school or community activities, and any offices

70

a Name

Address

Helationsh yt

b Name
Address

fielatiorrairp

c Name

Address

tel

Ar I you .1 member if
If sr). 11,11110 of rro,r,rt

), yes Nu

you have held

19 What would you like to he doing 10 years horn now:.

21 Are yol) willing to travel or 'elm ate for If

Yer, Nii



MODULE III

UNIT II THE JOB APPLICATION

Leson 2.2 Application Form Practice Sesion I

OPTIONAL ACTIVITY 2.2.1

Pei Sonai Information

Name (F!rst, MlrLnst no mckflcifiltP.,)

Rem., nu". VIolk,licel

Local Mailing Address

Permanent Mailing AddreSs (if different from above)

Social Securely Number (see Chapter 3 if you don't haVe one)

Date of Birth Place of Ellett,

Height Weight

Health (Excellent, Good, Fair; Poor)

Marital Status (Married, Single, Divorced, Separated, etc.)

Number of Children (if any)

MiellOneous

Educational Background
List most recent sd'hools first.

Dates Degree/Diploma/
School City/State Attended Maio r



OPTIONAL ALITT:ITY 22;1 continued.

3. School Acts ties

Extlacorriciial Acti,:ities Of floes Honors

moDuLE' III

k E xocr cn..c
I 1st LrS'. ::i tir-,e. part time: somrner, anO viari'wci

Interests

L51 hobbies, community organizations, and other activities.

D,2.te.5

Emplo;
net DescrIc:r.;.,

of Gut,e.'

References (see next section of this chapter)

1\1,PM" Address



MODULE III

UNIT II THE 3OB APPLICATION

Lesson 2.3 Application Form Practice ession II

BEHAVIORAL OBJECTIVES

FollbWing the Classroom discussion:

1. StUdentS will beable on their own to fill
out standard employment applications;

CONTENT SUGGESTED METHODOLOGY

Job Application Fora

MATERIALS/

Practice Examination worksheet 2.3.1

Pencil; pen

Blackboard; chalk

OPTIONAL ACTIVITY

163

Practice Employment
Application worksheet
Examination

Class Grading of Examinations



UNIT II THE JOB APPLICATION

A 4
.

Lesson 2.3 Application Form Prac
Worksheet 2;3;1 Practice Elliployment Ap

. NAME ._

--_,

..
2 . ! 41

1

*

. ,

Last FirSt Middle Stir et ,... .2,,At ty State

3.

.

Social Security #: 4. TelZphone Numbe'

5. Birthdate: 6. -Weight ., F. Height

8. Date of High School Graduation or G.E.D.: ,,,,,

f

49. Any additional training: .

.

.

10. Work History. 'Start with your present or latest job:

a. Name of Employer: Address:

DaceS Employed: PoSition:

from to

Reason for leaVing:

Name of Employer: Address:

Dates Eiiielpyed: -Position_ Reason for leaving
1; --

from to --

c. Name of Employer AddreSs:

Reason for leavingDates Employed: Position

rom to 4

s

List two (1) r {orences:

a. Name

Address

Occupation

N:ime t.

Addres;

.10c ct ipa I On

:



UNIT III

OVERVIEW 44.

THE JOB IeERVIEW

MODULE III

The interview is one of the most important elements Of

obtaining employment. Usually students who have problems

.acquiring a job also have problems with presenting than-

selves well in an interview. In this unit; students

will be given help in 'interviewing skillS; what to lbek

for; what is appropriate interview behavior, etc. Video-

taping will be used as in ModuleS I and II for Stadents

to 'become aware of the skills they have or_need to work on.

Positive feedback is alsO given from instructor and

mates to make the-se positive and enjoyable learning

experiences.

-
Lesson 3.1, Packaging Your Skills: _The__Interview; presents

the necessary skills for the job interview process. It

shows students the importance of presenting themselvts well

in an interview.

Lesson 3.2, Job Intexiriew_PracticP Session I Preparation;

pre8Ont8 to the students the most commonly asked questions

in a job interview. The class then discusses the best way

* for an applicant to answer these questions.

Lesson -3; Job Interview Practice Session II: Video-

Tape Mbc Interviews, gives the student a real oppor-

tunity to practice what -_,o/she has learned, and to have

a visual playback of how he/she actually performed;

165



MODULE III.

UNIT III THE JOB INTERVIEW

Lesson 3.1 Packaging Your Skills: The Interview

BEHAVIORAL OBJECTIVES

Following the classroom discussion:

1; Students will be aware of how important
the job interview is to their employment.

2. Students will have knowledge of how they
should conduct themselve-P"Curing an interview.

CONTENT

Appropriate Behavior for Job
Interviews

MATERIALS
. _

Filmstrip "Packaging Your Skills:
The Interview"

FilMStrip Projector & Sound
SynchrOni'?_er

Blackboard, alk

ACTIVITY

**Find ng Your First Job

*Gannawayi Unit XIII.

**McDani(Js Op.eit. , pp. 45-52.

166

SUGGESTED__MHOCaIES

* Filmtttip "Packaging Your
Skills: The Interview"



UNIT III THE JOB INTERVIEW

MODULE III

Lesson 3;1 "Packajiug Your Skill: The Interview"

SUGGESTED TEACHING TECHNIQUES

Students who have complettd Modules I aticL II should have gained

skills in

StUdents

situation;

being interviewed. This can Ict as a review for these

and help them gain Confidenoe inaspocific job interview

As in Modules I and II it is suggested that video tape

be used Where possible. Students who have had experience

witHthis media can help the otherswho have not, to gain :ough

Confidence to attempt th first video.

_where video equipTent is not available; role play practice interview

sessions can be used with effectiveness?"' Other students can be asked

to act as observers and give constructive feedback to other students;

The instructors should liudt the kind of feedback given by using an

observer check list that will focus the feedback in a positiVe manner.

Lesson 3.2 includes a list of "frequently asked questions''; which Should

-csd as the basis for the mock interview practice sessions; The

uc )r canadd or eliminate questions, depending on the level of

LcUlar class he/she is teaching. It is, however, helpful

Lhe students to play both nbleS if the maturity of the class

will allow thin is not, the instructor is advised the one

eendiic1 ting the interVieW. Iri sane situations; a icularly advanced

student could be given the role. The instructor's discretion should be

used in ChoOSing the most effective approach.

DISCUSSION QUESTION

1. What is the employer trying to get from an interview?

2. HOW canan employer tell if you are interested in the job?
4

3. What are some questions you might ask the interviewer?

4. What tho_right dress for men/women to wear to an interview?

5. Is it :,(milettmes necessa/y to go for world intervieW?

6: What are some things you should not (1,, auri,i, an intervi(n.-/?-
(eamples: slimq) in chair, poor eye contac' being too nervousi etc.)

161



UNIT III.

Lesson 3 . 2

`st

THE JOB INTERVIEW

NIDDULE III

Job Interview Practice Session I = Preparation

BEHAVTORAL OBJECTIVES

Following the classrpam discussion:

1. Students will know,the most balnly,asked
.:..!,

questions In a job interview.

2. Students will prepare to participate in an
interview practice session.

'10

(JuisiTENT SUGGESTTD__MEFFIODOLOGY

Job InterView Questions

MATERIALS

"The Most Asked Q0estions in
a Job Interview" Wbrksheet 3.2.1

OPTIONAL ACTIVITY

*Findinq Your First Job

*Ibid.

168

"The Most Asked Questions
in a JobvInterview"
Worksheet

. Discussion of the structure
of the practice session for_
the rest of the clASS ,eriod.



MODULE III

-Silln+.4:41

xi.;e11-

110-,

Most Asked Questions

in a Job Lnt eve.

. What v.sould ?(ImaginedPiiituations that test a Verson'e
laxmlfy3ge of, the job.)

2. In 4hat type of pokifion Vre you wegi intermitted?
3. sew do rod thitfryou I to work for our catipany?
4, What jabs have you h.d, bctw were they obtained, ,did you
5. that do. youknow ear'r =many?

. Mat ate yctir ilsWys on salary?'
Why do you think yet Ake tic ottrticular type of job?

8. Can yiou get reorserdtt*.ions from twevious,iariployers

9. ttiterests you &cut our product or service?
loakillg for a penivinent or a tercorary job?,

ark do you expect to utirk?
Are you willing to go wlie;e the =yew sends you?1*

. What are your own special abilities?
*tt kind of work interests Ali?
*ve yod ever had diver' s license revoked?
Ohyttirwitad Yi for this job rather than anyone else?



MODULE III

UNIT III THE JOB INTERVIEW

Lesson 3;3 Jobe Interview Practice Session II

Videotape MOck Interview

BEHAVIORAL OBJECTIVES

CONTENT

Following the classroom cusSion:

1. Students will have praeticed_the
appropriate interviewing skillSt,

Students will have obtained con-L
structive feedback on their
interviewing skills;

Job interviewing Skills

MATERIALS

Videotape .equipment

Worksheet,3.2.1-

Observer Worksheet 3.3.1

OPTIONAL ACTIVITIES

170

su5sEsTED reniaboiloGy

Videotape_ practice session
using mock interviewer
situation

. ObSO?Ver feedback _to students
froM ObServer Feedback Work-
sheet 3.3.1



UNIT III

Lesson 3.3

OBSERVER_WORKSHEET 33;1

Observe the person who is being interviewed and check responses:

MODULE III

THE_JOB INTERVIEW

Job Interview Practice Session II-

Video Tape Mock Interviews

positive and honest.'
-.

I; Non-Verbal Behavior

A. Eye Contact

looks directly at person being spoken td

leekS down at the floor or feet

stares

usually looks directly at person

looks away - not directly fadinj person

. Posture

sits slumped in chair

sits very straight, stiff

sits relaxed butnot slumped,

Physical Mo*ements

Wringing hands, oto',

keeps head down

4po8 hands to talk

seems comfortable and relaked

D. Facial Expressions

smiles a lot

frowns a lot

facial expressions go with what the pert is saying

II; Verbal Behavior

A. What the person is saying

repeats words

rambles a lot

ideas well put, yOu.und6rStand



UNIT III THE JOB INTERVIEW

Lesson 3.3

B. Voice

MODULE III

Job Interview Practice Session II

'0 Videb Tape MOCk Interviews (continued)

too loud

too soft

goOd

C. Speech

too fast

repeats words

tO0 Slow

gcod

172
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J B SEEKING SKILLS

MODULE III

Unit IV presents the student with several practical

IPtchnigues and helps develop the skills necessary

for a successful job search Unit TV also attempts

to introduce the student to community job seeking

resources and presehis a plan whereby the student

can practice Using the resources in the most

effective manner.

1.sson 4.1 Atroduces the student to the "Job

Interest Interview Questionnaire" and explains

howit should be used. The student is to find .

someone working at a job or company in which

he/she is interested. He/She then interviews

th e perton and reports bac*to the class, his

fihdingS_

Lesson 4-9 is the actual class presentation of

ihfOrMatiained during the interview.

''Lesson44.3 introduces an activity .--e4171t..* assist
_ _

the Student to better understand and -ly

use the."employment want ads".
,

LeSson 4.4 suggests that the teacher arrange for .f

a speaker to talk on the "Job Service" and how

the student can ,use the service;

Lesson 4:5 Suggests that the StudentS visit a

Job Service Center and make applicationTfor work.

All Of the exercises are practical steps toward

obtaining the jobs of their choice.

IL 14
T71



UNIT IV JOB SEEKING SKILLS

MODULE III

LeSi:k.)n 4.1 Job Interest Interview

BEHAVIORAL-OBJECTIVES

Following the classroom discussion:

1. Students will become familiar
with the use of the Job IntereSt
Interview Questionnaire.

2; Students will be prepared to conduct
a Job Interest Interview and report
the information bdck at the next
class session.

Job Search Techniques

Worksheet 4.1.1

Blackboard, chalk

OPTIONAL41/2CrIVITIES

*"Finding Your First Job"

;. *Mk
*McDaniels, oOtit.i chapter II.

4 174

SUGGESTED METHODOLOGY

Explanation of how t0/-
use the Jobynterest`-"
Interview kestionnaire
WOrksheet .1.1

Discussion
IntervieWAssi
for the



MODULE III

UNIT IV JOB SEEKING SKILLS

LesSon 4.1 Job Interest Interview

SUGGESTED TEACHING TECHNIQUES

L.D. E.H. E.M.H.

Students should be instructed to pick out a business or public agency

where the type of job they-are interested in exists; They then need to

call and talk to someone who is currently doing that job. They should

then explain that they. are-apollege student who needs to interview

them for a class islcareer searth"; The student will then use the

"Job-jnterest interview" form as a guide-to asking questions during

the interview.

The student is encburaged to take notes for his/her- sentation to

the class the following week. Each student is expected to do at

least one' intervww and Make a presentation..:. Same students of course

will have difficulty.: ollowing through and conducting t4einterview.

somotime8.8tudenta feel hOre coMfortable if they can dbthe'interVieW

jointly with another student. OtherS'hay ct the interview

over the phone. '.1t:is suggested to only

a last resort, as much more is gained

visit to the work site.

eAilterview as

interview anda:

This particular activity may need extra class sessions,_ but the pdtontial

gain is worth spending extra time assisting the students to gain the

confide-Ace needed to complete the exercise. The instructor will

probably need to spend individUal time with some students who find

this type of activity difficult;

1 SG
175



UNIT IV

Lesson 4.1

WorkSheet 4.1.1

ti

MODULE III

JOB SEEKING ASK IT.T..c

Job Interest InterVieW

Interest Interview Questionnaire"

1. NaMe of OCcupation E6

2. Typical duties for.th

3; Other occupations similatpr related to this one:

4. What kinds of business or industry offer employment in this occupation?

5; "peal Li"' employing people in this occupation

6; Are those positions currently available in our local area?

Where?

Yes

Is part-

local area?

Where?

employment available in this or similar occupations in our

Yes No

8; Educational Preparation Requirements:

a. 6.ttighSchool Graduation?

b. College or Trade-tech School?

c: What local schools orcolleges offer subjects in this occupation?

d; Cost for this training?

f.

g-

h.

NUmber of months-or years preparation beyond high school?

Is on-the-job Mining available?

Are apprenticeships'available for this occupation?

What high school subje40 are useful to prepare for

Yes No

YeS NO

this occupation?

18 ekperienCe'necessary to

Must you joal a Union to

Are you required -to have

occqeatioh?

enter this occupation? Ye,8 NO

occupation? Yes No
,

license or certificate to enter this

enter this

a

Yes



Investigating Careers, continued:

12. Personal qualifiCations for this occupation:

a; Personality traits

C

b. Special Intete

c; Physical Skills

di;Physical Demands

13. Working

a.

conditions for this qcupation:'

Hour8 Day- Week

b. Work nights? Yes No

c. Unusual health or safety hazards? Yes No

d. Is the job physically tiring?' YeS NO

e; Will you be required to meet the public?
c

Yes No

f. Will you work alone much of the time? YeS NO

g; Will you have to make decisions? Yes No

h. Will you have responsibilities? Yes No

j.

Will you work indoors, outdoors, or both?

Does the work have variety or is it routine?

k. Does this job require concentration for long periods? YeS No

1:

m.

Will the work be regular or seasonal

Will there be much noise?''.
Y8,

NO

n.
4

Will you be required to travel? es No

o. Will you be work"g primly with'thirg ; people; or id s?

14. What is the

15. Paid weekly

startjin

;
_ , Hourly - Weekly Monthly

tVeiti -6.9OhwOeks

. 16. ,Top salarp, n this occupati

17. Advancement opportunities?

To what positions?

What fringe-JO-en fitsare offered? (Insuranc
1)

,Retirements Ac

Salary

. 77

Monthly

Vacations, Sick,Leave,



4

Investigating Careers, continued:

19 Are uniforms or special clothing required? Yes No

Yes NoDoes the emplevL furnish them?

20. Are special tools or equipment required? Yes No

Does the employer furnish them? Yes No

21. Does thi s job offer secuLity? Yes No

22. tee thiS job require security clearance? Yes No

23. What do you like about this occupation?

Advantages:

24. what do you dislike about this occupatio

Disadvantages

-`..i.,41:employirent outlook tefr-this occupation? Will grow?
. _

, .
.

e same? Decline?

25. What is the,-

26. How many peop employed in this occupation?

27; Woulck you expect this occupation to be your life career? YeS NO .!

-JOy a stepping stone to

28. Have you disdussed your career plans with your parentS? Ye 8 NO

What is their opinion of this occupation?



UNIT IV

Lesson 4.2

BEHAVIORAL OBJECTIVES

CONTENT

JOB SEF
4

C],aSS Pt

T TiS

MODULE III

f Interest IntervieWs

Following the Cla88rOor di -ussi_on:

1. Students will have rese-..7-1ted to

the clasS the resul. of their
interest interviews;

2; The students will have rained
knowledge and a contact :arson
in their job area of in7=rest.

`Job Information
Job Contacts

MATERIALS

Stujlent Completed Interest
Interview'Forms

OPiONAL(ACTIVITY

*Finding-Your First Job

* lb

I

SUGGESTED TIODOLOGY

179 1 C)

Class p sentation of
information from interest

-6rvieWg.,



UNIT IV

Lesson 4.3

BEHAVIORAL- OBJECTIVES

as

JOB SEEKING SKILLS

Under-Standing the Want AdS

Following the classroom discussion:

1. Stpdents_will be able to effectively
use_the classified advertisement
section of newspapers in their Job
Search;

ONTENT

ClaSsified Job, Advertisements

WorkSheet 4;3;1

Copies of classified sections
of newspaper

OPTIONAL _ACTIVITY

*"Finding Your First JOb"

*McDaniels; Op._cit., chapter

180

MODULE III

SUGGESTED=HODOIDGY

. Discussion on how to
use the Want Ads the
student's experience

"Job_Want Ads" Worksheet
4.3.1



UNIT IV

:Tesson 4;3:

_Worksheet 4

JOB SEEKING SKIT)

Understanding the Want Ads

"Job Want Ads":

MODULL: III

I. In w (-ads)many abbreviations are used to save 43ace. In order to

and stand what you'll be reading, find out what the= abbreviations
'fl .:,.------

stand for Match want ad abbreviations to correct Word below.

1.

2.

3;

4.

5;

6.

7.

8.

9.

10;

11.-

.grad.

exp.

Fig f

Phx.

of

W1:111

trnee

M/F

p.m.

cc

temp

II. LIAed below are sothe sample

ncticeiheinformation given

questions that- follow:

1-DED IfsUla\ITED

LUBE MAN & PARTS CHAS 211°
wi

imported car seller needS
hard Thorking,Manw#h:exp_;

conditions & chance,
Apply Ln person,14r.'Earri'-25
Dr., Phx.

."

a. appointment

b. Monday through Friday

c. part time-

d. High school

e. 'Phoenix

f.- words'per minute

g. office

h. graduate

i. necQssary

J. aftellip6on or evening

k. experience

1. Y
.049.

m. befits
n. trainee

Q.
td

tImporarY**

yof
help wanted ads; Read the ads and

about.each job, and thdn;3ansWer the

;.
, MATURE .WC EN

ilursin4-hame.
ge bnqs., Call

appt. a.M; 12 noon.
cement.
Valley

181
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*1 HELP InYVTED

WAITRESSES - exp. over 18
Apply in person between 1-4 p.m.

Ted's Steak Haute, 19 S. Park St.

MODULE III

HELP WANTED

Parking Lit Attendant
p.t. apply 738 S. 2nd

-JO Davis; Owner,

HELP WANTED EMPLOYMENT AGENCIES

HOUSEKEEPERS; COOKS; MAIDS; GARDENERS Agency

52 Oak, 621-1121: MOdest fee.

Use help wanted ads' to find,' answers to the following questions:

1. What time should you call to ask about nurse's aide job?

2. what is Mini:MUM (youngest) age for waitresses at Ted's Steak HOuse?

:Voski4t is the address and who is the owner of the parking lot?

Besides experience; what else

parts man?

What is the telep

If

is needed to get the job as a lithe and

number of the. King Employment Agency?

t a.j9b through( there; who would pay the 'fee?

193
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UNIT IV

Lesbb/t4.4

BEHAVIORAL OHJECTIVES

JOB SEEKING SKITss

MODULE' III

Jbb Service and Employment Agencies

Following the classroom discussion:

1; Studentswill_be_informed concerning
the_employment_services available
through -the Job Service and employ-
mentagencies:

C-IiMMUnity Employment Services
0 ,

MATERIALS

OPTIONAL_ACUNITY

suGGEsnia_msTuocaLice(

A_gUest speaker from _
the Job Service depart-
ment(D.E.S4

A_Jiscussion of private =

employment agencies and
Vocational Rehabilitation

/ 04

e



UNIT IV

_-

Lesson 4.5

JOB SEEKING SKITX.S

Job Service Practice Exercise

BEHAVIORAL OBJECTIVES

Fallowing the classroom discussion:

1; The students will have actually gone.
through the Job Service process of
job search.

CONTENT,

Class visitation to
Job Service Center:

MATERIALS

Ttansportatibh fOr students

-OPTIONAL ACTIVITY

MODULE III

, SUGGESTED METHODOLOGY

. .Student assignment to visit
a Job Service Center and
Make application.



BIBLIOGR-APHY

Carrier,. Lois, Gooch, Bill G.; and Huck; John; Work" Pathway to
Independence.- Chicago: American Technical Society, 1979.

Dwane, Calvin J= Vocational_Exploragion Group; 3rd ed. Tempe, zna:
Studies For Urban Man; Inc.; 1971-1977;

GannaWay, Thomas W., and- Glen; Jent E._ Job Survival Skills, Program__
ForI7 ndependept;_Living. Rochester: The Singer CoMpahy, 1973=1977.

,

Howard, Richard, Unemployed Ugliest Phoenix, New York: Frank E. Richards

"_-Publi"iher, 1966.

Hudson; Margaret W.; and WeaveriAnn_A._ Getting Ready For Pay Day.
Phoenix;iNew York: Frank RiChardS PUbliShet, 1966=

Jew; Wing and;.Tong,_Robert Janus Job Planner. Hayward, Calirfornia:

Janus,BookS,-1976.-

McDaniels, Carl Finding Your First Job. Boston: Houghton Mifflin Company;

1975.

Mooney, Thomas. Jim, Jones Learns About His Teeth. Phoenix; New York:

Frank E. Richards Publisher, 1965.

Nel oniiRbibett. Appalachia ) Career Decision

Making Program. Bloomington,, Illinois : McKnight PubliAhing Company,

1978.

Roskos, Frank.
F. R.-Publisher, 1975;

World of Work. Merrill, Wisconsin:

OTHER SOURCES

-Life-Skills, Advancing On'The Job. Chicago:- Scitiety for Visual Ed0-

cation,-Inc.-;The:Singer coiiipatisii 1978.

The Center For Humanities, Inc. White Plains, New York.


