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INTRODUCTION

] The material contained in this Curriculum Guide was developed
through a grant project conducted by Special 'Ucatidﬁél Services
at_Mesa Commmnity College’. The project was furded by Title III
C.E.T.A. monies granted to thé Staté Department,of Bducation for
Special Projects. The projéct bégan in November of 1978, and the
curriculiim was field tested with selected high school students at
Mesa Central High School and Phoenix Fast High SCHOO]_.

- The goal of thlS 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 areds
of 1nterest, as well as max1m12e the use of the imdividual's abilities:

Focus in the project was placed upon the needs of the dlsagvantaged
handicapped; mainly the learning disabled (L:D.:); the educable mentally

handicapped (F:M:H.),; and the émotlonally handicapped (E:H:):

in 1). job.survival skills; 2) the 'world of work'; 3) independent
living skills; 4) assertiveness training, 5) money management; 6) in-

The currlculum prov1des class activities deSIgned to- gIve tféiﬁiﬁé

terpersonal commmication; and 7) to also provide a 'high support system'
for. students who_are involved in a work experience. In addition, the
first module is desxgned to give the student an orientation to the
community college and concepts of adult life-long learning.

An IhdiViduél Career Plan (I.C.P.) is déVéldpéd by students during
this first semester. This is an adult, post-secondary, individual career
and work askessment tool with an educatlonal plan designed to help the
student meet his/her career employment goals. :

Group process is the prlmary method used in presenting the job
survival skills and in creatitnig the high support system needed for
successfully keeping disadvantaged and handicapped students motivated:
In order to reach a minimum entry level for economic sufficiency, these
students must develop the: necessary skllls 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 envirommental experiences conducive to job sutcess;

 The module§ are a comb1nat¥gg of proup supportrve” éounselrng and
didactic presentation of value and skill development materials. This

delivery system; combined with the more adult appeal of a commmity

college setting; is the unique element in this. approach to the career

needs of the disadvantaged handicapped.




_ The entire curricglim is divided into threée mxhifes.  The first
module was dentgnod ta be taken by graduating high school seniors, during
their tast semester in high school. It provides a transition between
hlgh school and the communitv college; introducing the student to college
services, college life; and appropriate courses to assist their-job ad-

vancement plans. '

Students approprxatc for Module I would be identified by the schiool w
cogrdinator/instrictor, 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 aftor the regtilar school day aikl should be held on the nearest
¢ commnity collepe campus. Some courses w111 of course, need to be con-
ducted off campus due to transportation dlffjcultlc §; but where possible;
camptis anolvement will add greatly to the enhanced self-esteem associated
with being a "eollege studeit'.
e ] .
Module T is doslgned as a four-hour class: It consists of two hours
of actual class work, and two hours of class related work experience,

on the )ob 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 Methodology'' on the lesson

plan title page. The coordinator/instructor should feel free to adopt
or adjust this sugpested curr1cu1um, to meet the irndividual needs of
his/her particular class. This Curricutum Guide is only a suggested_

list of lessons and activities and should be adjusted to the necd% of the~
specific studcnts in the class.

, Modules I1f and it are botk two-semester hour courses, which do

ot hecessérrly have to be.takéh in sequence. Module II is designed

to further assist students: who are employed by introducing the skills ]
and attitudes most likely £a insure advancement and/or job securlLy e éé?
atso assists the students Lannlng for their -future and prov1dcs ‘the L

emdtronal support necessaq% ‘; y-continued growth as a mature adutt worker.

- quit his JoB‘-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 thorough "Job Search''. It is expected that a §
student enrolled in Module III would have completed carcer exploratlon,ii
and wotild have a definite area of interest before enrolling in the course.
: It is sincerely hoped that community college and high school pcrsonnel
iriterested 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 fdund to be successful
in instituting this approach between a conmuﬁity college and the high school
districts in ltS sgrvice area.

Further technical assistance “n; the Imptementatron of thlS pro ject

in your school districts should be referred to either Director, SpeCLal‘qi

Educational Services; Mesa Community Cottege; or Dlrector, Vocatlonal

Education, Arizona State Department of Education : L ' <*
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MODUILLE |

L . ,
7 ‘ PERSONAL ASSESSMITN
£ -
OBJECTIVES 2/ .
s 7 .
‘1: to provide students an introduct ion to the curriculum
and class content. ’ -
; 2. To become aware of factors that motivate people to work.
3. To show an_understanding of the relationship between
©a pood self-coneept and sue@ssful cmpl oyment .
4. -To dovelop a personal awarencss of the responsibilitics
of the worker in society.
S. To lcarn offcctive job communicition skills with peers
ard SUpCTViSors.
6. To develop, with student participation, a post-secondary
career plan.
UNITS
I. Introduction
II. The Role of the Worker in our Socicty.
II1I. Sclf-Apprdisal in Employment.
oo o- N N o R _ _ _ ;
IV. Personal Responsibility of the Worker
V. Communication at Work
- VI. Individual Career Plan = 1.C.P.
.
@ y
. .
s o <ty
N “
. ~ - 11 )
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UNIT T

OVERVIEW

MODULE. T

INTRODUETTON

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 one-another, and an intro-
duction to the collepe course structure. lesson Two gives
aviilable 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 commmity college.

Lesson Three includes the students observing a college class=

yoom and a Further discussion of the more adult demands .

Rl

learning and work which are soon to be expected of them:

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

.as One resource to assist the student in meeting thesé de=

mands. The units also encourage the student to develop a

positive identity as a college student. Stidents usually

pain markedly in their silf-esteem as they begin to relate -

to thémSéiv§§ as pért:time_ c'onmunity college students.

J



UNIT I .. INTRODUCTION \
- R ) : . ol . . Sy . . \\\
Lesson 1.51 Individual Intrpduction - \
N S oo 5
L .

BBH&VIOIHI: OBJECTIVES , \
/ \
/follow1ng the classroom dlSCUSSlonS .

1. The students will be aware of each of their work.
experience settings ard their future work plans: \

“ /
2. The stg@gnts wmll recognlze the differences between,
: their high school classes and this commmnity college
class: . Y\
. - \
a

CONTENT  SUGCESTED METHODOLOGY
Introduction to course | . Individual introduction,

- - ) beglnnlng w1th Lnstructor

: Presentation of course
requirements
- / ’
I .
Blackboard and chalk
OPTIONAL ACTIVITIES
"the Introduction Name Game'
' A
-~
1o
-~ )

6




UNIT 1

Lessén 1.1 Individual Introduction

SUGGESTED TEACHINC TECHNIQUES

I?TRODUCTION o g

L.D. — E:M:H:

'class structure be followed through the rest of the

Classes should be formed in a circle for best group

1nteractlon and discussion: It is suggested that this |

units as it provides the best climate for group supportlve

interaction: .
The insgkuctor should write suggested areas for student in-
trodiictions on the board: or - large newsprint. Di scussion

questions listed below: \
Instructor should begin by ifAtroducing him- or herself
and acting as a model for students to follow.

Inettuctor should be preparcd to ask qucstlons to

stimulate student's response .

SUGCESTED QUESTIONS:

Noo—

W

Yy an

Where do you work?

What kind of job do you have?

What is youpf'afc of pay?

what type of transportation do you use?

What is the lTocation of your job?

Whatrdrc your hObblLS, or dreams, OLL. Tell
ariythitiy, you might 1ike Lh< group to know.

I

~
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UNIT I INTRODUCTION
‘Lesson 1.1 . Indjvidual Introduction
OPTIONAL ACTIVITY  Introduction Name Gamc

This activity is bebt used when manv individudls in the class do not
know one another. The instructor ngLnb the activity by saying that
by the end of th< axerci S¢; overyone wi 11 Kriow evervorie's name in
the class. As an example, the: instructor uses his first name and
adds an adjective that e’ith’ér rhvmi@ sr otherwise is associated with
it: Example =1, "Sam"—add the ad jective ''Super''; and the introduction
name becomes ''Super Sam''. Exdtiple #2, "Ben'', adding the adjective;
"Gentle'', the introduction names becomes "Gentle Ben''. '

The instructor should caution the students to use only ''positive"
ad jectives and ot allow )Ludcnt to use o wegative one. It is
important that the class begin W1th X)Sltlve reinforcenent to the
individudal's self concept so that ay supportive atmos.phere will be
Crpated. A neg‘xtl‘:"c experionce 1,;.’?\[‘{ to familiar to most of these
student s. : )

The instructor again begins the excrcise bv saying, "I am Super Sam,
and ['m glad to }?a i class with:::": ‘There the instrctor woul d ;
ins‘éi‘f the ﬁéiiﬁe f the person to his right; ' am Super Sam; and
I'm glad to be in class wiiﬁ Ccﬁ(’io Bth" "'(;('h'tlé Bbii;; (‘H'Oh r(iribilté
The 'p’(‘rsori rtheni Lo the rjght of Gentle Ben says his "int rodictio
name'! and repeat & thie dir'l"i‘ T swect Sues and T plad to be

in class with Gentle Ben (m(l Super S, Theintodiict Pons then pro-
cood drcinid the cliss OO with a1 ew n:muykdélwil cach time dntil ‘Uii*

Tast person ot vepent ull Ehe s o Uhie ent e el

The i';ri.;;i ruct or should iiiilii thie otiklent - if they have difficulty in
Pl g prioevions mses okl nicle e, The Pustitct or shotld also
have a tew iiii()iiii\ Who Pnitially bepaain the gouee po aromsl the entive
room Lo Goe i f riii~y pecil T evervone ' n,iiin-.

8 -



" UNIT I INTRODUCTION

Lessoni 1.2 Orientation to College Campus

BFHAVIORAL OBJECTIVES

Following the classroom discussions:

1. The student will be familiar with the commmity
college campus and the services available to
him/her. s -

Campus Orientation . Tour. campus and describe
' services available

Discuss how college differs
from high school

4

<

MATERTALS
Student handbook

OPTIONAL ACFIVITII%

9
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" UNIT I L INTRODUCTION o . e

Lesson 1:2 - Orientation to College Campus

SUGGESTED TEACHING TECHNIQUES

L.D. — E.M.H. — E.H.

The high school coordinator/instructor should entist the’
coiiegé coordlnator S help to secure a campus tour gu1de

if the instructor does not have adequate knowledge of the
campus. A campus map is usually helpful w1th an explanation .
.to the students about where they are going on the campus
before they begin the tour. The instructor should schedule
time for a meal (lunch) or a snack in the ”Student Union =
Cafeteria' to glve the students a chance to efﬁerlence
another di ffercnce in the atmosphere and structure of the

lﬂStltUthnS.

Common campus spxvices to be foured include counseling
and advisementj?zz;issions, job placement, financial aids;
library bookstore; and career center. Students; where
pd%éible, shotild be introduced to campus persomnel in

each of these service areas.

A .discussion of the“areas toured, serv1ces avallable and
how college and high schools differ should take ptace
after the tour. fhls partlcu}ar lesson may need to be
1qeger thee therqormalreless eessron This activity
will ustrally takg a full two hours. ’

»
Y

10



INTRODUCTION

Classroom Visitation I )
o F‘ollowing‘the classroom dlSCUSSIOn
L S 1) The/student will gain-an awareness. of what a Colleoe ‘ ,
' class is like, and how 1t might dlffer from his/her ‘
hlgh school experlences. ’ R
( :

CONTRNT . . o U(,GESTED METHODOLOGY

e N L. Visrbatron of a College

-.Classroom Observdt}on_ class in proyréss
’ o : . Dlscusslon of how college

- : ‘classes dlffer from each
* qchool
l v : -
. v ;
> -
MATERIALS - . |
I s

Paper and penc1ls ‘ :

Blackboafd 'chalk - or 1arge newsprint L )

' OPTIONAL ACTIVITIES B \g/;\\\
/

/ !
I \
= ¥




UNIT I . . INTRODUCTION

- Lesson 1.3 : | Classroom Visitation

'7::.;”:,':" NG - ,I -

L:D. — EH. — EM.A.

Arrangements should be made with college instructors

of ‘appropriate college classes; e.g.; remédial math
and English; Occupational and Career classes. The
classes should be picked so that the material presentéd
is not overwhelming to the students: The class should

be divided into small groups for the class visitation.

Students should be encouraged to look for diffgrences
in college classes as compared to high school classes.

_ After the visitation, students should discuss their
experiences with the instructor and ctass. The
instructor should stimulate discussion with appro-
priate questions and write student responses on the
blackboard.

12



MODULE

UNIT. II THE ROLE OF THE WORKER IN SOCIETY

OVERVIEW - 5

~ A=

This unit is deSLgned to present a discussion of positive work

values and attitudes which many disadvantaged do not receive from

their normal envirommental experiences. These values and attitudes

are criticdl 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 whetner they are successful

in their work settlng v

LESS@N ONE:  What is Work focuses én helprng the student defrne
work and how it relates to jobs he/she has; or has had; in the

past: The tesson presents the concept of wbrk as ‘the combination

of three basic elementg: 1) satisfying one's own needs, §) satis-
fying others' needs, and 3) puttlng forth conscious efforts to
achieve the first two. * . LT

Wost students usually thlnk of work as belng,somethlng they do

not want to do. “They think of work as something unpleasant ; and
try to avoid ‘it whenever possible. Work, however; can and st ould
be something more. .If the student can see 1t : satlsfylng
himSélf/hérSélf and others, it mlght ‘encour: hlm/her to thlhk

attitide.

LESSON TWO: Why Work is destigred to have“students grapple w1th i
their own, and other's reasons for working::. Students need to
struggle uuth the coricept 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 modlfy their attitudes or behav1or at
work : _

A

LESSON THREE: Values 1ntroduces the student to 51tuat10ns Mhere

he/she must delineate those values which are most . important to- hIm4

her from those that are of iesser: 1mportance. These values are |

then related to their work 51tuat10n

ESSON FOUR:  Work Attitudes asks students to. £déﬁtify nega—

tive and positive work attitudes and how they are manifested be-

haviorally: They are also asked to comnect negative job attitudes
. w1th(/§b difficulties these may create on a ]ob

2

)(3”7 ;. 7

‘v\
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WNIT 1T THE ROLE OF THE WORKER IN SOCTETY
Lesson 2.1 ] What is Work
BEHAVIORAL OBJECTIVES:
Following the classroom discussion:
1. The students witl identify their curreént coricépt
: of the meaning of work.
2. The student will develop,an,understandlng of the
~ importance of work in fulfilling their needs,
© and the needs of others.
CONTENE SUCGESTED METHODOLOGY
Definition of Work ' % . Activity - '"What is Work'
_ 1 . v ) S ‘
, | .. Transparency 2.1:1" -
. ) o . "Is Tbis Work"
WOrksheet 2 1.1 - "Is This
Hork''
Transparency 2.1.2 = "Work"
Worksheet 2.1.2 = "Work''
MATERIALS AN
Overhead Projector, Blackboard
Transparencies —''Ts This Work''
ard '"Work'
Worksheets '""Is his Work?",
and 'Work"
OPTIONAL ACTIVITLES
t

% Robert Nelson, project director, ALl Carcer Deei sion-Making

Program (Bloomington, 111inois: McKiii kit Publishing Co:; 1978)

14 53
21
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. MODULE
UNIT II THE ROLE OF THE WORKER IN SOCIETY
lesson 2.1 What is Work
SUGGESTED TEACHING TECHANIQUES
" L.D. - E.H.
Students should be ‘given Worksheet 2.1.1 and then
-shown transparency 2.1.1. ThéyjéhoUld try to
answer questions on the workshéet and then use PR

the blackboard to record the groups' answers. )
Dlsagreenents -among the students w111 be helpful i
finition of work. The instructor should then use
transparency 2.1.2 to further clarify the definition
of work and how this relates to uDrk they are dOLng,

- and have done in the past {

Student worksheet 2:1 ?krelates back to Cransparenéy

2.1.1 and asks the students more detailed questions

about what separates work activities:

E:M:H.

S , , v . _
Peperding on the tevet 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.c., own needs; food, shelter, clothing,

~etc., and other pecople's examples from their
work is helpful). Classroom time will also dictate
whether transparency 2.1.2 and worksheet 2. 1.2 are
used. :

f‘f) ) : ’ ~

“~ L)
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UNIT II 4 THE ROLE OF THE WORKER N SOCI‘E'I‘&(
" Lesson 2*1 . What is Work PR \
Worksheet 2 1 l Is Thj,'s Work ? | - /J T
T Let's ‘see: what you have 1eamed about the term, "work''. Look at the ‘
Transparency 2.1.1, and answer the questlons below.: Décide if the.
~_person inthe Crang,parency is "working'': : R S
< 2 I i I1 o III i
‘Picture =| Is the person worklng " Are the. person s own Is the p§r§or} Sat1§fy-
v - If not,; why not? needs being satisfied? ing other people’ S/ N
Which ones? needs? -Which ones" -
- ) . l . - Q\ - _
A e >
3 -
- ~
7T —
[ -
4
B ~— / ’ 1
) / —
/ -
i, .
C
. 3
D |
3 )
r !
» oy
‘e 1 _ — —
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INIT II The Role Of ‘The Worker In Society . .
Lesson 2.1 What is Work, | 7
Transparency 2.1.2 - NS

. WORK.

f /) ’

o fs dene when - 99& f-e“gnsc ia"ug;j
__lj ge ' Sa#usfg your own needd

and
Jco i‘rg %o ga({tsfg
SATISFYING ~Pe‘0’9‘z‘s* |

needs:
YOoROWN J T .
NEEDS S

SAT'SFYIHG *

| '\ “OTHER |
N Y A NEEDS |

CONSCIOUS
EFFORT



. LNIT II ; THE ROLE OF ﬁ{? w()R”Kﬁ iN SOCIETY
L I ’ Pt . . . 'p
‘ ._,Lééé 2. l What is Work ST
wéi—’kéﬁééE"_Q;l‘;Q | ok _' J S s ‘]
i Work: Words . - ‘ v g

1. "List work words on blackboard - L e
: ‘Sf‘hoolwerk\ & S
homumrk

I housework

| . ;pagerwor’k L o Ea
. % .social .work | o \
' B _ volunteer work _ ) : _ S
"mﬂaﬁar’se | | SRR
4 , - A
. Ask student% for any addltrons whtch are not hsted
2, HAve 5tudents thlnk about the meaning of the word
_w_olk Is it something one always is pald for?
Discuss how work can hclp people satisfy: 1.nd1v1dual '
: -  needs - ) !
=

3




UNIT II THE, ‘ROLE OF THE WORKER IN SOCIETY .
Lesson 2.2 Why Work?

BEHAVIORAL OBJECTIVES

1. The students w111 identlfy their reasons, and
others' reasorns for working. e

2. The students will gain knowledge in what
preparations are necessary to reich the1r
work goals. .
Exploratlon of Work Mot1vators . Act1v1ty - Collages (collection
5 of pictures déplctlng reasons for
ﬁ’ ; , A working)

Dlscu551on éhd group iiétihg
of work motivators.

, . Homework Assigrment (As described’
in Lesson 4.1 - Suggested
N Tea¢hing Technique
777"'” 7777'7'7 Q o 'L . ; .
Magazines
Glue

Large construction paper

Blackboard - chalk, or large newsprint

OPTIONAL ACTIVITIES'

o * %hy People Seek Jobs' “ :
- Bulletin Board - 'You're in the Spotlight' ‘ -

* Nelson; loc cit.

4V}

20



ONIT T1

lesson 2:2

THEE ROLE OF 'FHE WORKER IN SOCIETY

Why Work

SUGGESTED TFACHING TECHANIQUES

E:D: - E:H.

E.M.H:

The instructor may wish to introduce the optional
first, and then let them graphically display in
the collage how they individually interpret the
hiorafcﬁy of needs as preSented in the activity.

cpiiagé, and the discussion afterward:

The. optiomal, activity could be used at the
discretion of the instructor. Again, the time
factor and the more complicated nmature of the

material might dictate the use of only the main

activity.

ol

MODULE



UNp1 by THE ROLE OF THE WoRKER IN SOCIETY
Lag gon 2.2 Why Work ) : ~

Lo Digeuss with SCudenes how so™ humn needs are satisfied directly
by working; OF heeds may be S3tisfied indirectly by the money a
Joh provides. Direct satisfation may be: (list on board while’

is’cussing)

© personal aNicvement

- status

* ecognition

-+ good self-COucepts, self-reSpect

bR éower

-+ jrdependence : ' ;
(Students MY need more eXPlangtion of terms)

rect satiSfaction of humd Needs which a job may provide are:
se may al%0 Be Yisted acr9Ss from previous list

2. Ingg
.

. cibtiﬁ

© pousing; shelter ‘ | \
- sEcurity <

- fulfill §a™ly needs o |
(add any Ja9ditions which 5tUdents may have)

it

v fe L -
—ou Xg in the

Jhe? Bul letinBogrd Materials

MagsZines, bulletil board; butcheT Paper; glue or pins:

Activigy is same 3S collage done I Lesson 2, with these variations:
Class prepares bolletin board, cvtting pictures from magazines; showing
Wy pegple work. Plctures are moMteq on bulletin board and discussed.
The byjetin board Mgy be referred to d}[rlng remainder of lessons:

)




UNIT 1I THE, ROLE OF THE WORKER IN SOCIELY

Lesson 2.3 . Work Values

BEHAVIORAL OBJECTIVES

Following the classroom discussion:

I. Students will be able to state those work
values that are most important o them:

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

CONTENT SUGGESTED METHODOLOGY

Values €larification . Activity '"What's Important'’;
' Worksheet 2.3.1 -
Lead a discussion on 'What You

,RéiéEiﬁé_Béﬁ%viéf to Values
: Do Reflects What You Believe"

Worksheet 2.3.1 - '"What's Important'!

Blackboard — Chalk

OPTIONAL ACTIVITIES
* Million Dollar Story
* Most Liked and Least Liked Job

* Cool Seat

(3rd ed: Tempe, Arizona: Studies for Urban Man, Inc., 1672-1977)
23 A__i
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MODULE [

UNIT 11 TR RO OF THE WORKER IN SOCIETY

Lesson 2.3 Hork Values R

¥y

SUGGESTED TEACHING TECHNIQUES

E.b. - E.H. - E.M.H.
This lesson can ddsily be made into two class porieds instead of
orie. The imstructor is asked to use his/her discretion as to the
particular néeds of the students. Several optiondl activities
are prescnted with this lesson and éfé oeneral by better suited

; for L.D. dnd E.H. students. If the cxercises are used with E.M.H.

6E-Bigh level T:M:H: students, the instructor may find optional
Cactivities 2 and 3 more useful .

. These activities are available through Vocational Exploration

Group, (3rd ed. Tempe, Arizona, Studics for 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-

pioration arid valués clarification and how th<y'interr§13te.

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

17 in their own priority. The instructor can vary the ekéréi§% by
having the cliss divide into four small groups, having each group
prioritize the list, and then comparing the values of each small group.

v

61

~
ToR
s
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MODULE I

UNIT II  THE ROLE OF THE WORKER IN SOCIETY
Lesson 2:3 What's Important
Worksheet 2.3.1
VALUE? SURVEY e
. 7
o
. Below is a list of 17 values arranged in order. You should
arrange them in order Of\ their importance to YOU. o
~_Study the list carefiilly. 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 thirk carefully. If you change your mind, fael
free to_change your answers. The end result should show how
you really feel.
A COMFORTABLE LIFE (a prosperous life)
EQUALITY (brotherhood, equal opportunity for all)
AN EXCITING LIFE (active 1life) e
FAMILY SECURITY (taking care of loved ones)
FREEDOM (free choice)
MATURE LOQVE
NATIONAL QECURITY (protectlon from attack)
I . PLEASURE (an enquabie tife)
ELF—-—RESPECT ,
A SENSE OF ACCOMPLISHMENT (Making a contribution)
RESPECT » -
TRUE FRIENDSHIP
e — WISDOM (understanding of 1life)
\g; A WORLD AT PEACE (freedom from war and confllct)

RELIGION (church)

;,‘ | S~




UNIT II THE ROLE OF THE WORKER IN SOCIETY

Lesson 2.4 . Work Attitudes

{
\
) T
) BEHAVIORAL OBJECTIVES
K Following the classroom discussion:

. 1. Students will be able to identify positive and

N negative work attitudes.
i) 2. Students will be able to identify behavior at ;
3 work that reflects their attitudes toward work. 2

~

CONTENT ’ SUGGESHﬂDjﬂﬂ&KiiiDCX
Positive-Negative work attitudes . Employment Attitudes Checklist
L Worksheet 2:4.1 or 2.4.2
Zggayror as reflections of atti- - Fiimstrip "Trouble on the
es , Job", Filmstrip 2, 'Failing
to Commmicate'', with
= - suggested questions.
‘ax Activity 2.4.2

Filmstrip

L
Blackboard -

Worksheet 2:4:1 or 2.4.2
Filmstrip projector
€assette player
Filmstrip and €assette:
"Trouble on the Job'" 2.4.3

OPTIONAL ACTIVITIES '

*'Succeeding at Work'

. , & (
* Rychard Howard; ''Succeeding at Work'', Une$p1oyed Uglies(Liverpoot,
New York: Frank E. Richards Publ¥sher; 1966)
26 . .
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MODULE I

UNIT II THE ROLE OF THE WORKER IN SOCIETY

Lesson 2.4 - Work Attitudes

L.D - E:H.

E.M.H.

It is suggested ghat 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 feel
they rate. A discussion follows concerning the
importance of attitudes at work._, Students should
be encouraged to give examples of people on their
jobs who show negative attitudes. What spe01flcally
does that person do, which shows a negative
attitude? How does that negatlve attitude affect
their job? -

o

ey

3

Students shotuld verbally be glven the material
on the 'Employment Attitude Checklist." The
instructor should write on a blackboard or

large newsprint. the students' examples of nepa 2
tive job attitudis they have observed in em— ?’
ployees where they work.. The 1nstructor should

have the students relate to the questions above. ;

27




- MODULE 1

UNIT 1I THE ROLE OF THE WORKER IN SOCIETY
Lesson 2-4 » Empioymént Attitude Checklist
Worksheet 2.4 1-
A GOOD B AVERAGE C  FAIR D  POOR

A B C D

_ ,i:\ I — E— 1. Does he foiiow directioné?

_ —_ 2. Does he accept coristrictive criticism?

e 3. Does he sustain routine?
o 4. Does he get along with co-workers?
S 5. Does he get things done?
— 6. Does he like his work?
—_— 7. 1Is he dressed and groomed appropriately
for the job?
S 8. Toes he come to work every day?
- —_— 9. Doés he give notice of absence by
— calling in?
o 10. Does he get to work on time?
— —_— —. . 11. Can he do his share of the work? -
I G . 12. Does he work well without constant
supervision?
___ - ____  ____ 13. Does he observe the rules of the .

' ) company regarding smoking, egiing, etc.?
= ___  __ - 14. Does he observe rules and repulations?
= . 15. 1Is he courteous?

= — 16. Does he leave notes on where he stopped
— work; and where others are to start?
¥ N
28 -
25
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. MODULE 1

UNIT II THE ROLE OF THE WERKER IN SOCIETY o \\@
, iiééé&ﬁ 2.4 work Attitudes -

Worksheet 2.4:2

i

\

Ptace a check by those items you feel will heip you do well ig a job;
1‘ - - - —

and bé prepared to discuss why, (gith the class.

etewing gim .

Being careless é

— Being well groomed

U W N e

Arriving late each day - %

Being lazy

. _ ___Showing tact
Completing tasks on time
. Gossiping with other workers

O 00~ Oy

lo. . WéaEihg éUﬁgiasses

11 _Following directions
12. " DPisagreeing with co-workers

13, _ Showing respect for other people's opinions

1. . Seeking information when needed

15. - Being absent frequently
fié. — Attending to business affairs
17. Talking negatively about your work
18. - Constantly arguing with your supervisor

/ , 29
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UNIT I THE ROLE OF THE WORKER IN SOCIETY

Lesson 2.4 Work Attitudes

ACTIVITY SHEET 2:4:3

Filmstrips - Trouble on the Job - Fatling to Communicate

(from: Center fé? the Hamanities; Inc.)

The fllmstrlp is about a young lady and her supervisor who do not
commmicate. 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. 1Is erlam rlght to take time off to £0 to a dentlst,
or to study for an exam?

What are good reasons to take time off?
3. What could Miriam have done to make things better?
&. What could they both do to make the situation - better?

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

o
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N

!

UNIT 111 SEIF APPRATSAL IN FMPLOYMENT

1 a
g - - »

{

v )

The self-concept that one has of himself/hersetf determines
greatly the success he/she has at umrk, le@lopxnp a self\“‘
coricept is a life- long process as people di scover di fferent
aspects of themselves and changc One way pLoplo can find
out about themselves is to learn how others see them.  There
arg defcrcnces many times bLCWSFn how we sce ourselves, and
how others sce us: In work situations, it is vspcgll]ly
important to know ﬁow we are seen by others:

Lésson il;nvoiVeé'the student in a self-examination, using
an exercise entitled VLife Linc". Students will graphically |
delCt how they have cxpericncod ma jor parts of their lives?
i.e:, jobs, money, frionds and flmlly icv will dlso be
asked to project how positive these arcas witl be in the
future.

The next tvo !assons continte to look At aspects of their
self-coternts. The First exercise involves the students in
developins a porsoral "coat of arms'' reflecting six aspects
of their persoralitv. Lesson TII is designed to give

the ét”{’ t fc?dback on how others in ﬁﬁc'cldwé view him/her:
The last two lessons in Unit III deal with personal appedrance
and how it affects OanS emplovmcnt The lessons use the
”Appbarancc and Succeqq Worksheet' as one exorcrse, a?d a
téacher- preparﬂd visual did as a guide for studants

to explore what employers want in the area of per%onal appear-
ance. There are fllmstrlps Cuﬂﬁnsted and sever al optional

exercises frbm whrch the instructor can seloct.
oo > ¢

“ap

ERIC

Aruitoxt provided by Eic:



. ' TR OMODULE
.

) .
UNIT 111 SEIF APPRALSAL IN FMPLOYMENT
Lesson 3:1 ~ Life Line

; s>

o LT : , .
BEHAVIORAL _OBRJFCTIVES : ' )

Following the classroom discussion:

L. The students will demonstrate graphicaily how they have
oxperienced four major aspects ot their lives:

- (2. hd\gtudents will project into the future how they believe
. ma jor¥aspects of their lives will positively or negatively
develop. '
) .
J . . v . R -
CONTENT = - : SUGGESTED METHODROLOGY .
Hi storical “tomponents Discuss the meaning of sclf=
of personal self-concept : concept = "self" = "'concept'
. Eife bkine Fxercise S
Worksheet 3:1.1 : i
MATFREALS . . 2
¢ Life Line Exercise Worksheet 3.1.1
BiaCRbbard5 CFLaiR5 crayons
, ;
OPTIONAL ACTIVITIES
One year - five year life projéction ~
Exercise and discussion, 3.1.2 ‘
¥
- 2 '




UNIT III

SELF APPRAISAL IN EMPLOYMENT
‘Lesson. 3.1 Life Line
SUGGESTED TEACHING TECHNIQUES e - =
L.D. - E.H. |
Sl

The dxscus91on concerning the meaning of "sélf—coricept' is
meant to be an introdiuctiorfto this unit, and. 1? deSLgned

to convey -to the students the lmportance of how!they

view themselves. The discussion should be directed as

mich as possiblé to aspects of selficoncept 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 nepative parts of a Self—concept

‘Fhe exercise Life Line Should be glven out in Worksheet .

E:M:H:

.

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 fncouraged

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 unlt on ''goal settlng

The Life Line exercise can be used by asking one student
to allow the instructor to use him/her as an example on
the board. The student pickéd 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

. to plot whéther they were happy or not. -Sometimes happy and

unhappy periods can be related by the student to the
situations involving friends or famlly




MODULE T

UNIT III SELF APPRAISAL IN EMPLOYMENT

Lesson 3.1 Life Line

ACTIVITY SHEET 3:I:1

(graph is inctuded for reproduction)

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

Very good' - VG
ver S
N Average - A _ -
Bad - B .
Very Bad - VB ‘ .fﬂ\\\

]

Instrictor may use one student's life as an n‘mmple on board to give the
concept of draw1ng a graph. Students should use the following keys:

MOn@y“’

- Red crayon - ,

Job = Green crayon )
Frlends = Blue crayon-
Family = Yellow cravon

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 worse7

2. €ont1nue with a green crayon using your ]ob - first job at what age,

(i.e.; taking trash out, washing dishes, ctc.) And so with friends,

(btue crayon) and famlly (yellow crayon):

3. Instruct students to put an "% at the p01nt of lifc they are
presently (i.e., 17 years old); for each: job, moncy, friends;
family. They should then try to predict where cach catepory will
be at age 20.

4. Discussion should follow on what age was their hn;h point, and why :

“What was it that made them happicst, and how do  they sce themselves
in the next few years. What will cause these chimpes in their 1ives?

5. Hapﬁiné ;s can be substituted for ilmily and/or frl“Hd- if it appears
to be too difficult.

W

=Y
|
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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 11kgrto learn to do, activities
you'd Iike to be irwolved In, and thlngs you want to

strive toward during the next year.

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

List here things you would like to learn to do, 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; lei®™™we time,; family,
education, etc.

36
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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 SUGGESTED METHODOLOGY

5

Positive elements of self-concept . Coat of Arms

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

MATERIALS
. Worksheet 3.2.1;"Coat of Axms"
leacher—made example of''Coat of Arms" p

Magazines, construction paper,
glue, scissors

Draw a picture of self
and family 3:2.2




'
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UNIT III SELF APPRAISAL IN EMPLOYMENT
Lesson 3.2 Self-Concept -,

SUGGESTED TEACHING TEECHNIQUES

L.D. - EH. - E:M:H.
The instructor should assist the students in undéer=
standing, what a '""Coat of Arms'' is, and how what theyéér
are going to construct is to be a representative picture
of themselves.

-~

The instrictor 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 picturés from magazines.
The student is encouraged to use the medium that he/she
tikes best.

When the students are finished, the instructor should

ask for volunteers to show their '"Coats of Arms', and

18 T8



_ MODULE T

UNIT III SELF APPRAISAL, IN EMPLOYMENT
Lesson 3.2 Self Concept

Worksheet 3.2.1 Coat of Arms

BN

A B 1. My m:eror i’ookg at me and tells 2. What,'i‘.rvr, or movie star reminds
me samething it really likes me of me?
about me - - - ‘ - o=, ‘

B

v

3. Something I like about the way - 4. what nice things have been said

| S — *?1 — e ————
" B / e ———

5. The person in my family 6. Wwhat I'd like to have
who I like best - - - Why? others say about me - - -

]
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UNIT III SELF APPRATISAL IN EMPLOYMENT
iesson 32 éeif:éoncépt

OPTIONAL ACTIVITY 3.2.2

\»// Draw a pi,ctttré of self and family.
1. Give jstudents paper and crayons
2. Instruct them to dr;'v&w'a'\picture of\
J themselves and their Families:
3. Discuss why they pictured themselves

the way they did, and what their

relationship is with their family, etc.

- o o 74,/,&
The instructor can get a feeling of how
students see themselves in reiationshi'p

w1th others . -

M |
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uNIT 11T SELF APPRAISAL IN EMPLOYMENT
Lesson 3.3 Self-Concept II

BEHAVIORAL GRECTIVES

2 N ==

Follgying the classroom discyssion:

1. The students will have recdived positive feedback
on how they are perceived by“ether students.

2. The students will have aspects of their self-
Qoncept either suppprted or questioned by

others.
-
CONTENT ; / SUGGESTEDRMEIHODOLOGY
Positive Phodback concerging . "I Am, Am'I" Game

elements of Self-Concept™~I1 S o
(or) Teacher-made, ''The Me
You See'', a descriptive game,
Activity 3.3.1
MATERIALS o~
T Am, Am DY Gare ‘
Qf,,jﬂr M axerclss
Teach€IMaqg" exercise, ~
"The Me Yoy See' 3.3:1 AN
Note cArds, pencils
. ‘ \

First ImpregsiOhs Game  3;73:9

% ThoM™S W Gannaway and Glen B Jent ioi)’ glii:\]j val Skillg,
% (ROChCSthi ThHe Sinjrer CO.QIIOVW—IO77)




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 riot
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

characteristics of the individual:

The instructor needs to be éétiVély involved £ﬁ'
keeping the process positive and ericourage 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.

42 .
D)
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UNIT III SELF APPRAISAL IN EMPLOYMENT

Lesson 3.3 | Self-Concept 11

ACTIVITY 3.3.1 . ;iﬁé.Me You See = A Descriptive Game

()]

,.}'
P

Each of the SUggéStéd words shotild be written on individual
cards.

Suggested Words: Loud, quiet, bully, bossy, timid, weak,

kind; shy; strong, helpful smiling, sourpuss, pouter,
neutral, smoothie, smart alec, clown, sweety, willing; nice;
cute, pretty; handsome, etc.

Pictures may be matched on a bulleLln board with each descrlptlve
word. This could be done with students to give them a better

understanding of the terms to be used.

Arrange chairs in semi-circle: { ‘ ’
Give each student a card that is green on onc side and red on

the other: This card shatl be catled a response card. -

Each student will then be piven threc blank cards. They
should copy one word which they feel describes them best; .

from the board onto each card.

Individuatly students will stand and show their three cards®

to the élass. FEach member of the class will hold their response
card - green if they agreec that the word describes the
individual, and red if they disagree. This will give each
student a chance to wwlerstand how others see th/her and

the instructor will better understand the person's self-
concept.

If the nn;orLLy of . the cliiss dgrees with the student; then

mark a groen stripé on that particular word card, and write

the studeont's name on it. Place the ciard under the picture <
which dC‘Crlh‘S it. Do the same with the remaining two cards:
If the ma jority disagrees follow the samoe prO((dur( except

miirk the card with a red stripe:

The instructor should work to cncomrapge and reinforce positive

responses Lo medec he sk o posit e Lecnning, CXperience:

44
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UNIT III SELF. APPRAISAL IN EMPLOYMENT

Lesson 3.3 © Self-Concept Il

OPTIONAL ACTIVITY-3:3.2  First Impressions Game
< ‘ ' .
Q B 3

1. Seat students in a circle, with oné‘éﬁpty chair.
‘ 5
2. Each student receives a &{un in the "hot seat'
at which time each group member in turn gives
hj%/her impressions of that person.

& ' ; N
3. Students state thetr feellngs in simple terms B

in a couple of senterices.

4. Instructor should impress upon the stidents

MODULE I

the desire for positive comments toward each | —

student in the 'hot seat'': g
. ; r
5. Instructor leads discussion on how pigple
form their initial impréssions bascd on onc's
appearance, clothing, posture, gestures, facial

expressions; etc. , ;



MODULE, -
UNIT III SELF APPRAISA, 1IN FEMPLOYMENT
Lesson 3:4 Personal Appearance - Clothing .
s ’
BEHAVIORAL OBJECTIVES

Following the ctassroom discussion:

1. The student will be able to demenstrate Tcwowledge‘
of appropriate work attire. '

CONTENT SUGGESTED METHODOLOGY
Proper work clothing . feai'ch’érﬁnad"e Activity 3:4:1
e . Discussion on ''Appearance

dand Your Success'' -
Worksheet 3:4:2

MATERIALS
i;A‘p"p'o,a'r,ai'l'cé girx_i Your SuceCss!
Worksheet - 3.4.2 7

Pencils; Paper -

OPTIONAL ACTIVITIES

% Packdging Your Skills:  Personal appearance
o Dressing for Work

wekk Wearing, Proper Worle Clothes

- R - t - ' - - -
Thooers W, Ganaway e Glein Foodent, "Packaging, Yaar Skilla:
Poereonal Appeavance s Job Siirvival Sl o, (Rochester: T
Singrer Co., 1978 1977) (.78

Ak Maryranret W.,”lli;.iili .'n,xi Aninr A Weaver, 'iri)l"r‘.‘,.‘;rlrllj"r ii‘)lf l’*’,,’:il‘i’,'ﬁ,
I Want a Job, (Phoonix, Mew Yorlk:  Franlk Fo Richards Pablisher
1964) ,

Thalaon, loc: cito; 29 g



UNIT III SELF APPRAISAL IN EMPLOYMENT

Lesson 3.4 - Peréonal Appearance — Clothing

=2

SUGGESTED TFACRING TECHNIOUES

L.D.

R
s

- E.H. - EMH. - e

The instructor needs to be sensitive to, and help.the
students be sensitive to, the varlety of approprlite
dress in dlfferent work sites. As the students expigre
what is proper dress, they- should be encouraged to use
thelr own work site as an example of what may be
approprlate - The lnstructor can’add workKSLCes which

,are riot represented in the class

ACTIVITY 3.4.1

Instructor may cut pictures from magazines showing
approprlate arnd mion-appropriate dress for work: The
pictures can be mountedson 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 thLlr job. When act1V1ty lS canp]eted a
discussion shoutd follow with rensons;gtven Students
will gain a better undchEanding‘of types of clothes,

etc. they should wear-to work.

: v”i””" :



MODULE 1

UNIT I1I SELF APPRAISAL IN EMPLOYMENT
Lesson 3.4~ Personal Aﬁpéarancé - Ciothing
Worksheet 3.4.2 . . Appearancé and Your Success {

job Below are some statements about ore'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. Thé type of clothing a person should wear is:
a. sportswear '
~b. businesslike attire, considering the kind of job one
is starting
s ¢. school wear
2. Rings should be worn, if at all, ‘ 2
“a. on all fingers, on both hands
b. on one or two fi:igers of one hand _ .
~c. 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
c. before leaving, home o ;
4. Make-up on the first day should be
a. heavy
b. 1light
c. not worn,at all
Gum chewing is pérﬂﬁssibié if
‘a. your Supervisor states that many people chew gum
b. you decide you would like to chew gum
c. you observe a few employees chewing gum
6. Sungl-<ses can be worn if

Y. work in an office

a.
b. vo dork in a store
Jork oputdoors
7. Tne > ~ _olors an employee should wear are:
a. very conservative 5

b. strorigly contrasting -
c. pleasing

<
(e
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TUNIT III SELF APPRAISAL IN EMPLOYMENT

Lesson 3.4 Personal Appearance - Clothing
Worksheet 3:4:.2 Appearance and Your Success - continued:
8. A good source to get ideas on what to wear would be to

observe people in the personnel department

observe other applicants for the job

0O TN

observe people in the area in which you work
9. ‘Information that will give you an idea about what to wear
might be obtained from
. a. relatives
b. friends
c. your job description

r—



UNIT III ' SEEF APPRAISAL IN EMPLOYMENT

Lesson 3.5 Personal Appééréhcé - Hygiene

q!

BEHAVIORAL OBJECTIVES

Follow1ng the classroom discussion:

1. Students will have knowdedge of proper hygienlc
practices in their work settlngs.

2. Students will have éxploréd,What‘prbper hygienic
practices would be in a variety of work settings.

»

CONTENT ' SUGGESTED METHODOLOGY

Proper work hygienic practices ' . Discussion of what is good '
personal hygiene -
'"Personal Hygiene List"'

"Personal Hyglene Llst" 3.5.1

OPTIONAL ACTIVITIES

* Skin Trouble
** Packaging Your Skills: Personal Appearance
***The Basics

X
* Thomas. Mooney; ”Skln Trouble'', JLmﬁJonesgLearnsgAboucmHLsgleeeh
(Phoenlx New York Frank E. Richards Publisher, 1965)

***LOIS Carrter, Bill G. Gooch and John Huck ‘The Ba51cs” Work




UNIT III SELF APPRAISAL IN EMPLOYMENT

Lesson 3:5 Personal Appearance - Hygiene

SUGGESTED TEACHING TECHNIQUES

L.D. - E.H. - E:M:H:
For L:D: and E.H. students, the instructor may want
to reprint '"The Basics' (Optional Activity) to lead
into a discussion on what is good personal hygiene.
E.M:H: and T:M:H: students might need the instructor
to read portions of '"Thé Basics' to the class, The
use of the Personal Hygiene List witl reinforce for
the students the nééd for his/her own personal schedule
for hygienic practices comnected with work.
This lesson can easily be expanded depending upon need
and available resources. Many students are concerned
about such isstues as acne and hair care: 4 health
instructor 03 local physician might make an appro=-
priate speaker; to answer questions generated by the
class. The instrictor could introduce the subject
of hygiene one class period using the suggested
methodology and then have the class develop a list
of questions to be answered by a speaker for the next
-  class period. -
aliowed 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.
This type of forum can dispell some of the misinformation

being spread in the peer group.

50
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MODUL i

UNIT IIT 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 practi'céé‘.
Fill in how often you think it is necessary to do each
.Oné. (Ohcera day, twice, été;) ‘
Practices How Often

1. Brush Teeth

comb hair

a8

Shower or bathe .

Use deodorant _

£~ W

(e NNV, }

Use mouthwash

7. Clean nails ' o

8. Manicure nails : o

9. Change to cléan clothing - - : o

L
R

51 KSR



UNIT IV PERSONAL RESPONSIBILITIES W

i ﬁ'&
SR
v

OVERVIEW

Job responsibility, as defined, is thé obligation

of a worker to perform satisfactorily the duties
he/she is given. There are, ﬁbwieVer3 other qu&iitiéé
and attitudes that are expected of employees by their
éﬁbléyeré; Most empioyers 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 béhaviors and attitudes to
learn and internalize: The two lessons in this unit

\\/‘

are designed to make the student aware of these
role responsibilities; and to try to corvince the
student of the importance of learning the role be—
haviors, and displaying them at work.

¢



MODULE

UNIT 1V PERSONAL RESPONSIBILITIES OF THE WORKER

Lesson 4.1 Your Job Respondibilities &

\

L

Following the classroom discussion:

1. Students will be able to identify specific

employee job-related responsiblities. TN

\

CONTENT SUGGESTED METHODOLOGY

Employee role responsiblities . Filmstrip: 'Being Absent'';
in work settings ard discussion questions
Discussion: 'Your Job
Resporisibilities' involving
""Transportation, Personal
Busiress, Planning, Lunches
and Breaks, Dating Other
Employees'

Blackboard - chalk
Filmstrip Projector & Cassette player
- Questions concerning the film
* .Fiimstrips— Trouble at Work
s #2 - Being Absent |

OPTIONAL ACTIVITIES

Class scrapbook of jokes which relate ‘to

job responsibilities - keep the scrapbook
for several weekg - keep for next class.

*

T
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UNIT IV * PFRSONAL RESPONSIBILITIES OF THE WORKER

. o - : o
Lesson 4.1 \ Your Job Responsibilities

SUGGESTED TEACHING TECHNIQUES

L.D. = E.H.

- E.M.H.

Several weeks before doing'Unit II, Lesson 2.2, it is
suggested that the instructor ask the ‘stidents 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 throtgh during this
class pegiod: » :

- 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 hulletin board is available to the classroom,
students can - in small groups - be asked to take
responsibility for putting lup the "okés of the
month''. The group would then be ééﬁéa 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. P2

"



UNIT IV
Lesson 4.1

ACTIVITY

J ;
PERSONAL RESPONSIBILITIES OF THE WORKER

Your Job Responsibilities

Filmstrip: Being Absent 3
7

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

faiis to caii inp

DISCUSSION QUESTIONS

1.
2.

Do family problems make it okay to miss work?

Do you agree or disagree with Kay?

‘What problems does the head murse have when

Kay does ot call or report for work?
Was the shgéfvigaf's suggestion to Kay

about Welfare a good orie?:

. Who is right? The Supervisor, or Kay?

—

£
gV ]
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UNIT IV PERSONAL RESPONSIBILITIE'S OF THE WORKER
Lesson 4.2 Thlngs That Get E‘moloyees in Trouble
BEHAVIORAL OBJECTIVES
Following the}CIaSSrbdn discussion:
)
1. Studerits will be aware of the dangers in t:aklng,
or using for personal use, their company' s
supplies; 'or using and/or abusing company's
equi pment .

;i : | . i
Consequences of employee thief ' . Discussion using Role Playing
arnd/pr abuse of employer suppites . Situation
and aguipment : o

' . .+ Have student give examples

N S from their own experience:
: of situations when workers
7 ‘abused their position.
> d ) .
MATERIALS
OPTIONAL ACTIVITIES
Employee in Trouble group story
exercises
56 81« +




UNIT IV FRGONATL, RFESPONSIBILITIES OF THE WORKER

Lesson 4.2 Fmployee in Trouble - Group Story Exercise .

OPTIONAL ACTIVITY

Divide the class into small proups of four to five. Have cach
g‘r‘oup make up a q*tory about empiéyéé's who have broken 'cmp'aﬁy
Have each group tell the stories to the ldrge group and have the
group decide what should be done in each situation and what
kinds of rules were broken: Are all édnq)ciri}'/'q ﬁ,xie"s the same?
How do you find ot what the rules are? What are the usual con-

sequences of breaking company rules?

ACTIVITY ROLE PLAY OUILINE

«
Describe to the class how to do role playing. Present to them
“the following—sftuation and -ask for volunteers-to ﬁlay the a

different roles:

SITUATION
Orie employee is standing near a Xerox machine, running off copies
and a friend Comes up and asks what he's doing: The employee
tells his frlend "I'm making COplOS‘Of this Jokc to give t
-y frlends\ét\school” Just at this moment the empltoyee's Zuper—
visor walks up. _ Start‘the role play from the point where thé
' superv1§or asks the ng&of"*ﬁﬁﬁ what they are doing. |

e SR . . '
AR L @ s
L ¢ o ';'," -

—

v -
1

fker abuses.'%The 1nstrnctor
hese exampbe”,‘Then as

_,glven §1tuaa§ons



UNIT V COMMUNICATION AT WORK

OVERVIEW
Unit Five's objective is to help students understand gid
appreciate the importance of effective communication in work
situations and explore megliods of commumnicating effectively
kﬁile 66 tﬁe jéB* C&ﬁﬁdﬁiéétiéﬁ is iﬁ@éftéﬁt to Eﬁé sﬁbétﬁ
An employee's successfut adaptation to his work situation wili
many times depend on his ability to commmicate effectively.

Thls unit will concentrate on three major forms of commmication *
at work: verbal; non—verbal and written. Lesson One, of
Unit V, gives definition to these three types of communication,

and attempts to a'eno'nscrate the importance of each. Lesson Two

concentrates on the lmportance to the employee.pf ”Llstenlng
to Others". Listening skills are presented and attempts made
to apply these to thetr own work s1te

N
LSRN

- © Lesson Thfee, "Expressing Ydﬁfself” focuses on how the stu-

cent ds an employee expresses himsel £ verbally, The lesson :(erf~¢h. =
suggests the use of video-tape to give visual and auditory .. ' -
feedback to the student on*how he/she is seen by others.
Lesson Four, ”Follow1ng Directions: G1v1ng Dlrectlons"
cuses on the students'’ llstenlng skills in following directions -
and his verbal skill in giving directions. Lesson Flve, 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 gnother. Lesson Six
emphaSLzes the importance of ”Cannunlcatlon with Your Super=
visor''. ' Students explore what qualities make a good superv1§or,
ard role play situations where students have had difficulties
Cdnﬁhnieatihg with them. Techniques such as role reversal ~
are also suggested to maximize the learning potential.of the
iesson. | . “
(f~. ,
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MODULE

UNIT V COMMUNICATION AT WORK
Lesson 5.1 Commumication: Verbal, Non-Verbat and Written
BEHAVIORAL OBJECTIVES
! Following the classroom aiéé"assiaaa
1. Studlents will be ablc to recognrze thg di fference
between verbal; non-verbal and written cammunication.
2. Students will appreciate the importance of commuri~
cating effectlve]y, verbally, non—verbally, and in
writing.:
CONTENT SUGGESTED METHODOLOGY

Deflm;txons and examples of
grrbal, non-verbal and 4
itten communication

7
Spec1a1 CmphaSlS on mon-
verbal communication

- ; ‘

_Blackboard - ch: Lk
Filmstrip prOJegEQr

Téai'chér presentation of definitio
and cxamples of verbal, non-verba

.and written comunication

(Transparency 5.1.1 - Elements
of Communication )

Filmstrip Communication

. Discussion on importance of

communicating effectively

Transparency —~ Eléments of Commmication 5.1.1

OPTIONAL ACTIVITIES

Non VéfEal Rehavior 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 onm the renlay.

% Gannaway and Jent, Op-—Cit. Unit V

« : . 59
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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 dlfflcult:y in cominicating with others. They
are usually quite unaware of how they communicate verbally
and how much they commmnicate non-verbally. If this is
especially true of the particular class that the instructor
is teaching, it is sugpested that at least one additional

_ class be presented early in this unit, using the Opticnal
Act:1v1t:1es directed toward non-verhal behav10r The use
of VLdeo-—tape, if avallable, is st:rongfy advised as it
gives graphic and immediate feedback to the students
c'o'ncérhing their r}bh:verbai beﬁ\fivior. .

There are several effective ways of u51r1g the v1deo-—t:ape.

The teacher can video-tape the class discussion and then

replay the tape and have the students pick out what is

commumnicated non—verbally that they had learned from |

t:helr earller discussion. An 1nt:erv1ew su:uat:lon can be

view, perhaps) and t:hen replayed and the non-verbal
behavior pointed out and discussed. The v1deo-t:ape is

a very powerful -and effect:lve way for students to become ‘
aware of thelr mﬁu—verbal communication.

P




" ‘Verba" al , Na'n-—’f;"ve'rbal”” : imderitten : :

o

 SENDER

ERICH— 9%

Aruitoxt provided by Eic:




Eesson 5.1 Communication: Verbal, Non-verbal and Written
Transparency 5.1. 2 7;

o MTEHTIVE 170}1 RE

Turn yeur boély toward the speaker

Be aware of what is happening

here and now.

Be relaxed . .

but not too relaxed!

/ T2

- 7 o f i ",

Lean slighty toward
the speaker, but be comfortable.
Show the other person you are truly nbtunng,

not Jusf wal.tmg for your turn to speak.

O e W0




UNET .V COUNICATION AT WORK

Lesson 5.1 Commnication: Verbal, Non-verbal and Written
Transparency 5.1.3 "

EVE CONTACT

Look the speaker in the eye . . .

but don't starel

help you understand what fhe person is saying.

63




INIT V COMMUNICATION AT WORK

Lesson 5.1 "Commmication: Verbal, ton Verbal, and Written"

OPTIONAL ACTIVITY

Workshoal 5.1.1
?oétUr&f
1. Does TI

change? ves  No
2. Is it thd same? - Yes Mo

Eve Cbiitéﬁiw{

L. Does cach person look more /1
when listening? Yes No :
2. Does each person look more , B
when speaking? Yes No

Paving Attention:

How <5 each person lot the other

know ne/she is paving attention?

Whaat body movements (gestures) are

used by both people?

[

6/
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ENET ¥ COMMUNZATION AT WORK
Lesson 5.2 "Listening to Others'
BEHAVIORAL OBJECTIVES
Féllowing the classroom discussion: i

1. Students will understand the importance of listening
. hers on the job

2. Students will develop better tistening skills

CONTENT SUGGESIED METHODOLOGY
* . Filmstrip: 'Communication Skills:
HUWgEQ;Llsten hffeCthLly ‘ Learning to Listen and Express
SN . 1t
%ﬂ%dﬁllts from Effective Yourself
Listening biscassici of Filmstrip
L4 ' ’\é
MATFRIALS ; Ny e
- s (Can BN
- Filmstrip PFOJOLtor\J‘ \“' Co
I ¥
%) [ONAL AC[ IVI [1ES:
"Active LLstonLng”
- Ixergise and WOrksthL 5.2.
’ lranbparghcy 5.2.
o
Q@

“ The Ceniter for Humamities, Ine., op. cit.
65
"1‘

O Y




UNIT V

Lesson 5.2

MODULE

COMMUNICATION T WORK

Listéning to Othcrs

SUGGESTED TFACHING TECHNIQUES

L.D. = E.H.

E.M.H.

In the event that the suggested filmstrip; "Communication’
Skitts: Learningrto Listen and Express Yourself''; is

not accessible, tie instructor should use the 'Active
Listehing” excreise Suggéétéd as the optional activity.
The filmstrip is suggested first as it is an excellent
visual did; and uSuaIiy gets an cXceinnt response

from students.

“

a

The Active Listening exercise atso highlights non-verbal .
behavior ard ve -bal skills such as paraphrasing. E.M.H.
students may need the instructor to scale down the
¢xorei se and/or use the exercise sugpestod in lLesson 5.1,

"Optional Activities'.

&

e g
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UNIT V _ _ COMUNICATION AT WORK
‘Lesson 5.2 '"Listening to Others' -
Transparency 5.2.1

FOLLOWING

Paying attention means
more than just using your
ears and eyes . . . |

it means

becoming actively involved with the speaker. .

~ Let the seeaker knew you are listening by nodding when

you agree, or laughing or smiling at a joke. You may also
comment on what the ether person says ask questlons

763




UNIT V COMMUNTCATION AT WORK
* Lesson 5.2 Listening to Others

OPTIONAL ACTIVITY 5.2.1 Active Listening

Begln by stating that active listening skills are an important part

of good commmication. And. being a good commmicator means sending

clear messages. Messages are made Up of both facts anqifeellngs,

and both must be reccived free of distortion. The message received
must be the message sent. '

llstenlng lnclLﬂes three more activities, name}y

l attéhding behaviors
2. paraphrasing ® ) '
3.. responding to feellng ‘ -

Attending behaviors are defined 25 all those nc- verbal behaviors

of the listener which show that he is receivir .ssages from the
speaker and that he is intcrested; dtténtive; aixd conceried. Attend—
ing behaviors are demonstrated by the listencrs 'positive eye contact,
tone of voice, facial expressions, etc. '

Notes to the teacher: 1f 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 ariother to express something

he or she tikes to do after school. Instruct the listener to non-verbally
convey the message '@ oam listening to vou with genuine -interest and
concern'

- - - A

Nest, have the group audience discuss how eficctlve the attending

bchavior appcafcd to them. AsK for their suggestions for merovement

puttlng dnother S word@ into. your own . Paraphra%rng tells the qpeaker
what message you heard; and how vou interpret it. Paraphrasing also
allows the sender a chance to correct -any misunderstandings related

to thegmessage he sends.  An example follows :

Stuclent : "1" had a hard time finishing my homcwork.'

Teacher: "You found the homework assignment difficult
\ 7 to do?" - . o

Studdent : "Oh no; 1 just couldn't find a quiet place

to work on it. [Everyone at home kept
interrupting me."

IX flnz r(';xnxhxu' Lo fv(llruw;lr,flu‘ Listoner's VLrhdl and nonisverbal
recognition that he understands the feeling part of . the person's
e message s i this [)r(x eus; the 1istener perceives, Al l\,, arxl conveys
‘ 68
§
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MODULE

UNIT V COMMUNICATION AT WORK

Lesson 5.2 L{EE;EEﬁF to/éthéré

Optional Activity§21( Active 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 urderstand the other person's feelings. An example
follows: y '

Bov: "I don't think my parents will like seeing

o my report card. " . o
Girt: '"You're afraid they will get mad about
your grades.'' , ,
Boy: 'That's right. You undcrstand."

Notes to the teacher: Because rosponding to feelings deals with
the affective portion of messages; it may be necessary to include
more examples like the one abové. Once you betieve the student
understands what responding to feelings is all about, you can
proceed with ‘the following exercise. Keep in.mind that with
younger children it may be necessary for you to complete the
. worksheet with the class participating together.
Following the activity, discuss the sgudents' impressions about
responding to feelings, and ask. these questions:

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

2. Ts responding to feelings casy, or hard to do? 5

Why?

ACTIVE LISTENING — PARAPHRASING

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

Next, divide the class into triads, with each student in the triad
choosing to be A, B, or C:

Distribute copies of the-dopics for Discussion sheet, and give thee
following instructions:
. i o .
. Student A is the first speaker and chooses the
topic to be discussed from those 1isted.
7. Student B is the first listener. .
3. Student € is the first referce. 7

-~
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MODULE

UNIT V COMMUNICATION AT WORK
Lesson 5.2 Listening to Others

4. Thé topic chosén is o be discussed by thé speaker.
It is important that speakers don't overload
the listeners with too much information to para-
phrase. They can ¢stablish non—-verbal cues for
pacing the dlscusslon ,
5. 'lhe listenér must summari z¢ in his own words and
, without notes.
6. If the summary.is thought to be incorrect, either
the speaker or the referce can interrupt and
) correct any misunderstanding.
7. The referee is to miake certain that the listener
does not om;t, 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: . ’
4
After the %EféE round is completed; stop the process and respord to
any procedural questions. iIn addition; with younger children;
it may be neccssary to further demonstrate paraphrdqtng to help
them understand how they are to proeeed with the activity.

Next, have studcut B become the speaker, student. C the listener, and
student A the referee. The new speaker chooses his topic and begins.
(Round 2 should also take about 5 mlnutes) /

Next %tudenv C bécomes the spedker, A ‘the 1istener; and B/the
referee After 5 minutes, the discussion 1ﬁ%;ound 3 ends«<

Finally, refer to the Questions for Discussion sheet, and lead a
discussion regarding the process. Elicit peneralizations about {
barriers to cffective Tistening from the engire group.

A

o
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UNIT v C(X\MNICMIO\‘ AT L“"

Lesson 5.3 o \;‘Bresung Yoursel‘\
4

BEHAVIORAL OBJECTIVES  *

;Follomng the classroom dleU':,blOIl

[

1. St:udents will have better knowledgq of. how they
express themselves to others: o8 R

2. Stuiﬂmts will gain skill in exprresslng themselves .
" in"Jeb situations.

[

CONTENT i . SUGGESTED METHODOLOGY

‘Expressions“9f<%ée1ihgs , . Responding to Feéliqgi,

Student WOrksheet 5.3.1

Expression of Fee ngs

u " Student Worksheet 5.3.2

MATERIALS

Blackbodm ~ chalk . ‘ .
LI . \

Student Worksheets !

f b

Responding, to Feelings 5;3:17
Expression of Feelings 5,3.2 l
; ~~
OPTIONAL ACTIVITIES -
Video-Tape - Feodback Exercise : S ) :
| ' A
'iT - .,:‘ ; Ty
¢ iy
e
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MODULE,
o COMMUNICATION AT WORK
Lesson 5.3 =  '"Expressing Yoursplf"
SUGGESTED TEACHING TECHNIQUES
L.D. - E.H. -

if Vrdeo—tape eq01pment is avallable. The suggested methodology
may also be used for an additibhai ciass to follow the video
tape. As mentioned carlier; the v1deo—tape can be a very '
effective tool for ass15t1np the students to become more ex-—

pressive and assertive. Generally, some stwlents are Cautlous

E.M.H.

at first, but ChlS is usually overcome by th@lr (ur1051ty and it

is easy to get them involved.

= T.M.H. |
Tﬁé material on the worksheets ”Response to Feclings" and

hxpreSSLOn of Feellngs” maﬁphdve to be read to the students
and responses verbally obtained. The instructor may wish to

write out selected rtjponses to the que- ions on a blackboard

or newsprint. -; . ' "

o
5



UNIT V COMMUNICATION AT WORK

Lesson 5:3 Expr6551ng Yoursglf

WORKSHEET 5:3:1 Responding to Feelings

Directiors: Write out the answers to the following situations.

Compare your answers with those of the other members
of your class. -
, o - T
When you‘feel goods how do you usually express your feelings?

Using words: ' o o

n‘Witﬁout words: ; I Y

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

Using words: o

Without words:—— - _ .

When another person \dys or dges something that hurts your feeiings,
how do vou usually tell that person?

Usine words: —

. i
Witho it words: //

7

When someone “asks you to do something that makes you feel afraid,
how do you usually cxpress your feelings?

Usirgr words: . S R
Without words: N s - L
When vou foel soodvibout someone or something; how do you usually
tell smother person? : .
NUsing: words:
ijthuut words: oo - -
o [
N
5 .
-
- :
s - . Qg
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MODULE,

-

ENIT V= COMMUNICALLON AT WORK
Lesson 5.3 Expressing Yourselfs

ACTIVITY SHEET 5.3.1 ExpreSSLOn df Feellngs

Directions: Dlstrlbute the worksheet Ekpréééion of Feelings'', and
instruct the students to read through each situation 1nd1v1dua11y

and fill in the appropriate llnes with thelr responses. (It may take up
to 20=30 minutes).

=

h&xt d1v1de the class into trlads, and have each student in the
,;rladb compare their answers with each other.
Variation: Co ure the students” answers with the whole group, and
discuss reactidns togfhe exercises.

) 1 ‘ ;

Questions to consider:

1. When would a verbal expresslon of feelings be more 11ke1y
than a non-verbal expression?

3.

In what situation would a non—vcrbal expression bc more
-likely?

‘3. In what situation woutd you need both?

Pad

“~
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o = UNIT WV COMMUNTCATLON- AT WORK™
R R\ ’ oL
w2, lesson 5.3 Expressing Yourself
Worksheét 53} f‘l)’(j)’f_f_"ssi()ris of f'e"cij}&
Di rections: eru whdt 'yi,)'u,thin’k the persotl is f'grejin;fg in B
each of the followinj statements. (Ask yourself
"What is this person really feeling?''.)
- - - - - - - ’. - I "’
L. Two of the kids in class are always calliny + names.
2 1 nope T can make the team today:
| <
3. don't have very many friends in this schoo? | @
R 7
4. My teacher is always giving us too much homework to do..
5. Since my mother started a new jbb, I don't see her as much
as Lrused to. ' ’
' =
- - - - B - ¥
6. I like art class the best of all.
7. T névér get to fee my best friend anymore. -
8. Why don't the teachers give us mdore time to take these tests?
9. But T don't understand why you can't help me with the housework:
10. I hope you still like-me even after what I’said abeut you.
; - T T T '7'7'k7>1” T -7
S ... 75 J
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©

MODULF.

- e
UNIT V . COMMNICATION AT WORK
Lésson 5.4 ??diiq@ing Difcétfbnéf Giving Directions
\7.'\:37 \

BEHAVIORAL OBJECTTVES Yo

Following the classroom dlscusslon R

1. Students will be better ablé to both g1ve And

follow directions.
%

CONTENT - SUGGESTED METHODOLOGY
Exgygl§e§ where students ’ "Follondng D]rectlons -
_Ppractice following directions - Giving Directions '

" and glvxng directions 3
Activity 5:4:1
\
MATERIALS . ’ - >
3 .
OPTIONAL ACTIVITIES :
One way — two way Conhiwﬁcétibn :
Exercise and Workgheet 5. 4 2 . )
and 5.4.3 N e = .
&
& ) ,
-
: , o =~
Nooi R
76



UNIT V 3  COMMUNICATION AT WORK p
Lesson 5:4 ' R - Following Directions: Giving Directions
“ | o

ACTIVITY SHEEP 5.4.1

-

1. Instructor passe§ dut papers to each student then explains that it
is important in most work situations to be’ able to follow instructions
that are given.

2. Instructor then gives oral dii: .ons for drawing a picture and
asks students to draw it on paper they have been given.
Example of directions:

Draw a circle in the center of the page.

A
B. Draw a square in the top right hand corner of your paper.:
€. Draw a square in the bottom 1eft hand cormer. - g"\%
D. Draw a line going from the center of each squareﬂ%hrough
the center of the “eircle: -
\ '
bl X ;
[ L - . &

3:: DlSCUSS how well they followed directlons glven orally, and relate

to how a supervxsoi mmght give them

4: Give one student :{possxbly a volunteer) a picture of a simplée

object: Have the student glve directions to the class.

5. When comp}eted, compare how people glve directions difféerently by
use of words and expressions (body language, facial)

77 &
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UNET ¥ COMMUNICATION AT WORK MODULE T
Lesson 5.4 Following Directions: Giving Directions , I
Worksheet 5.4.2 '

OPTIONAL _ACTIVITY One—Way Two—Way Lommunlc1t10n '

HWO WAY COMM U QyCA
SENDER ~ MESSACE °  RECEI Era

. Two W3y Communication

QN

)

£ 78 R




UNIT V COMMUNICATION AT WORK
Lesson 5.4 7 Following Directions: Civing Dircctions

WORKSHEET 5.4.2 @

NOTE TO INSTRUCTOR:

Exercise 5.4.2 can be placed on the overhead projector while discussion
takes place to show the difference between the two forms of communication.

oy

DISCUSSION: s

Sometimes it is difficult to understand a messa

L that is given to us by someone if you cannot
questions, or give a responsé in Some way.
is called one-way commmication. If the re cr
| can ask questlons to bettéeig undtrstand the messagy ‘
! given by the sender; then H& can act ypon the |
' mossage. This is two-way conmuication. /IndEhe
-follounng activity, the dlff(rence will d? shovg/
clearly.  Not being able to ask questions,>or ,
receive clarification will make a difference in
,how directions are followed: When the activity - = . .
. (5.4.3 ) is compléted, discuss other situations . v
e L\,k/ where stUdentg‘have been imdolved in both one ﬁéy
e

C l9)

79
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/ MODULE I
P

UNIT V - COMMUNICATION AT WORK

Lesson 5.4 Following Directions: Giving Directions

OPTIONAL ACTIVITY  Worksheet 5.4.3

w0
Lookgat the design below. Give directions to another student 5r how
to draw the design. The person to whom you give the instructions ‘
may not look at your design, or ask afy questions. The person re-—
ceiving the instructions will have 10 minutes to compléte the draw—
ing.

2
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MODULE

UNIT V - COMMUNICATION AT WORK

2

Lesson 5. Gossip

BEHAVIORAL OBJECTIVES:
P :

Following the classroom discussion:
) 1. Students wiii,hévé a greéater undérstanding of
a how rumors and gossip gét Started and their
negative effects. '

CONTENT . SUGGESTED METHODOLOGY
Activity VCéééip“ and
Student observatiunal
Worksheet 5.5.1

Negétiyé effects of rumors and
gossip

I

Discuss negative aspegts of

Tumors or gossip

5 StUdE ,sérvatibnéi.Workéhéet: 5.5.1 - *®
Blackboard - Chalk .
. s
B n .
< st S5 / s

&

ks >
i



UNIT V COMMUNICATION AT WORK

Lesson 5;5 Cossip ; CN

SLK;‘GESIIEQIEACHING TECHNIQUES *

L.D. - E:H:
-

During the dtscuss:ton the instructor should ask if anyone
in the class had ever been involved mth rumors of gos51p
'had first hand experience with things be1ng sald about
t:hem which t:hey disliked and. feel were untrué. This
could add a great deal to the dlSCUSSl%L

&
E. M Hl - T:M:H. i : :
The lnstruct:or may want to use t:he blackboard and mte\

‘out the answers instead of _using the stucfent: observat:lo N-in
sheets. The 1nst:ruct:or may alse’choose to make the acci-

dent rebbi’t less compllcat : 2 1t: CO a work $*"
s1t:uat:10n % '
!
J ~
7 . ,
7. }, gy .?,
/J . v 5 \’j
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MODULE 1

o N e B
WNIT V-~ COMdUN AT WORK

Lesson 5.5

for six volunteers. (The rest of
the group remalns to act as bservers ) Qend five df the six

4

Now, read the ”accidenc,repOrtU on the,Observation Form to the <
voluiiteer, who may hot take notes on whiat He Hears. : , \\g

, Next, ask one volunteer from outside the room to return to listen

/ to’ the first volunteer .repeat what was teld to him: (It is im- "
portant that each volunteer transmits.the message in his own
way ;' wmthout help:) S

A thlrd‘Volunteer returns; and the second repeats what he heard ’i
" from the fjist. Repeat this process until all volunteers but

L the <1xth e had the message transmitted to them:

When tﬁé sixth volumteer returns to the room,; he is told that

he is to assume the role of the boss: The fifch participant repeats

the message to the boss. . Afterwards; the boss writes the message
on thk chalkboard so the group can read’ it. g

Next, post the original message, so it can be compared with the

boss' version: .
L"

Flnally, lead a dlSCUSSlon w1th the entire class on 1mp11catlonse
of: the G0551p Ask the ''Observers'' to report their notes. Ask
the 'volunteers'' to discuss their experiences.

L oF

5
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UNIT V COMMUNICATION AT WORK '
Lesson 5:5 Gossip )
Worksheet 5.5.1  Gossip {
ACCIDENT REPORT:
i (T can't wait to report the a‘gcideht to the boss. I must get
to the hospital as soon as possible.)
/"I was moving some boxes for the supervisor. I was almost
finished when Joe aCleently bumped into t:he six I had
already stacked. He cotildn't really sée me because h
was carrying some pane}s which btocked his view: . Joe
had passed me already when the edge of the panel pushe;
the stack. over on my foot — I think my right foot is
broken!'
 VOLUNTEER ADDFD - ' LEFT.OUT CHANGED
? ' | - : t
}.f';jr
)
.‘\i -
{"5
T ; &:"‘
/ ¥ , X
[ ‘3‘2} ,:;;, ' >' ;‘;L“:
—— N . o :
JOE ok E
a0 B "~
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g MODULE I

BNIT V _COMMUN ! “ATION AT WORK

Lesson 5.6 Communication with Your Supervisor
; ' .

) VBV VE VHV ";’ Vs’g I i V'R ) ! 5 i i Vl B 2 VI 7[4 '!7 l VI VS' Z 7[4 'VS-

- L

Following the classroom discussion:

' w N .
Students will 'understand how to better communicate
. “rith their wpAtsligervisor:

2. Students will

from a supera

CONTENT -~ # : SUGGESTED,MEH{XK&QCX

Communication issues and - "The Good Supervisor''
techniques with supervisors *

—

e + Discuss the common problems
Quarities workers desire in experienced by the students
a supervisor : with their supervisor

MATERIALS:
Blackboard - chalk or newsprint

OPTIONAL ACTIVITIES

*  Filmstrips: 'Trouble at Work" !
F

s

_ -
%

Y0




MODULE

UNIT V " COMMUNICATION AT WORK . , ot

Lesson siéwb

If the 1nstructor has rﬂc al ready shown the/two f;lmstrlps,

< .
'ﬂrouble at Wbrk” eithe- w :ld be a good. g;sqyssldn starter
: for communication probleﬂs bzzween empioyee% andHSUperv1sors.
The ''Good Superv1bor act. iy g§ designed to have students .
; 1¢ent1fy what they want -from 4 supervisor. As the students
1lst the qualltles of a gocr. sdperVLsor they are also
% g saving that these are the qu:_ities they deSLre,
Ve | - L
W o , ~ o
- \
i - : /
x g - = 4 —
> o i
LN
‘//'ff‘ - i 5
¥
{ 2, ,// 7
B ,,)/ ) 3“) \‘x i
> / NG / i v
- . . o © ¢
) -
}J/ ¢
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S
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~UNIT V COMUNLCATION AT WORK -
Lesson 5.6 Communication With”Ypur éupérVisor
AGTIVITY SHEET 5.6.1

i. Dividé board into two Sectionsz

SUPERVISOR P EMPLOYEE
5
2. Ask students for description of: N

A: What a supervisor looks like.

» B: What a supervisor's job is (function) -

C. %hat are some of the characteristics you think
an ideal supervisor should have: Listens,
helps,; etc.

. List all the descrlptlons under’ %bperVLSor on blackboard

Do the same for employee - these wril serve as definitions ;
of supervrsor and empioyee. @b
) R
: <
3. Brainstorm: How would you exgigz your superVISor to treat
L
you: In turn, how should you § at your supervisor?

: f“

4. Discuss: Are there some of ng (students) who are not happy
on your Job7 Discuss some of- the problems.

5. Roié éiév; Before exerc1se lnstructor makes two SLgns, p0551b1y

— from tag board, ”GUPERVISOR“ and "EMPLOYEE''

Tie yarn to Signé, in order to'pUC on students who are role
playing.’
Vfﬁg? inétrUCtOr S uld start by la ng the em lo ée. .Student.will
W playi P Yy 5
‘ become Supe¥#t sor.
‘6. - Role play one of the situations which has been discussed; so
_that students éXpériénCé how it feels to be on:the-other side.
7. After role playing, discuss soime thlOﬂS the emplo ee had to
solve the problems or unhappiness: Also discuss how many

'of our problems are caused or made. worse because:of a lack of -
commmication, or communication breakdowns. .

; 87




B . MODULE T
UNIT VI ; INDIVIDUAL CAREER PLAN (1.C.P.)

Ais*unit is dcslpned to give studonts a chance to take part'

) in educational andlcareer planning for their future. Develop= $
ment of théif Individual Caféef Plans (I.C.P-) will take place

in cach lesson. lesson 6,1 udil‘servc as a history of their

past work expericnce. Lesson 6.2 will be given as a tool £or
studen@s to 5%%@55 themselves and Lesson 6.3 to plan for the
futurc{ The 1.C.P. will then serve as a tool in Module II £o

| ard look at what skills they have now

iFls they need for continued cmployment .
2 j ' . . 5

. The "ihdividd'di Carcer Plan is designed as the post-secondary
carcer and educational planning arid evaluation instrument.
:The Lnstructor/coordlnator is expected to use the studEnts
: htgh school IndLVLdual Educatlonal Plan;to §581st in the
L development of the I:C:P: .The student 's. invplvement , however, f
v B in the dévélopmeht of hle/hcr I.C.P. is éﬁg,creatlve element. v
‘ ihé student as the” emerglnp adult nceds‘?% take mdre responsi--
'biiicy for his/her future Déve&oplng a career and educatlonal

N

plan is a ‘concrete step by this yo’hng adult to t§
: responsibility for his/her life: ’

L eew

. . A z
‘ . . B S5
(AN B N . . : . . " &5 o [ o A

g more dlrect
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’ | ' MODUTE
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!
] . i
INTT VI ITNDTVIIUAL (?z\RICi'IR Pl AN -
lirsson 601 ook Work i}l!l'.!m‘y
|
BEAV EORAT ORFCTIVES

Following, the olassroom disewe

sion: 2
. N

~

B i

I. the students will comwect past worle expericnces
with work l‘u[.nlwd-ml(i{lr. apd successes:

,
!

CONTINT ; SUGGESTED METHODOLOGY

Skills Tearned in pant work . "L.C.p. bersonal History
CXPOT T s | a & Work History” Workshoet 6.1.1

MATERIALS

— ° ‘, \
TELCIED PorsoRal History & , |

Work Historv™ Worksheet 6:1:1 ' . ‘ \

Pencil or Pen

OPTIONAL. ACTIVITIES

()’  ;




MODULE 1

CUNIT VI _ [NDIVIDUAL CAREFR PLAN

ib%’on’ 6.1 [.C:P: Worle History

SUGGESTED THACHING 'TECHNTQUES .

L.D: — E:H:
The instructor should b i tho 't’iﬂb'n’t% fill out as
mucH as thiey can of Lh&! information requn ‘sted on Worksheot
6.1:.1. The parts that ‘L\he student cannot fi1l out should
be s:on"t home as homework I’he student should be encouragel
to get help from fdmlly meribers to answer all the empty

blanks .

AL
. e instructor may be advised to ﬁéla;-i"rﬁﬂik/’i'dtié} con—
fCI‘Lﬁ(,LS with the students to begxn the process of
'mhm in the I.C.P: Family members and other resource
people can be used to help the student gathcr the in-

forméiation necessary. The student may nced the help of

the instructor in p] dnmnp 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 filling out .

the activity form:

U
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W DGR < I

lesson 6.1 L.E:P: Worksheot

Worksheet 6.1.1 PERSONAL HISIORY
AR RS R S R RS I EEE R T R A S S S ,LjLH“””*”HH*

NAE:: R Place of Blrth s
Tast) — (First) | (MiddLe) | (Clty) (StatpT [County)
Address ‘ .__7 - “ ' Age . Sex: o
§ ‘ (Years &Months) - (Mo B
) Parent's Names: ,
(Mother) tOecupation)

Social Secirity Naber: _

(Father] (Occupatlon)

 Phone: | o

Dite of Evaluation: - .

Date of Birth: .
(Honth) ~ (Bay) (Yaar)

Past Enploynent: | o Crvent Eployment:”

P — e (gt;) —

(SUP_EMSOY) -  THhuore)

~TPlace) R Thate)

(SUPETWSOY) a \ (Pﬁone)

e T T

Togense] T W
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UNIT VI - INDIVIDUAL CAREER PLAN

Lesson 6.2 Your I.C.P. Self Assessient

BEHAVIORAL OBJECTIVES

Following thé classroom discussior: .

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

sl ZL»ZZ, o

1:C:P: Self AsSessment | . "I.C.P: Student Self- _
: : N Rating Worksheet't 6:2:1

Pericil - Pen. - __
"I.C.P. Student Self-rating
Worksheet 6.2.1 s

OPTIONAL ‘ACTIVITY P

1




UNIT VI INDIVIDUAL CAREER PLAN
Lesson 6.2 [.C.P. Self Assessmont

L

* . SUGGESTED TEACHING TECHNIQUES

L.D. - E.H. = E.M.H.
The instructor for Lesson 6.2,"1.C.P. Self Assessment'',
and Lesson 6.3 "What's Your Plan?" will nced to plan
individual conferences with students to check out their
individual’ career plan. Students will nced the extra
help in reaching the objective of presenting their plan

to the class. g

Added class sessions may be necessary for the students
R Ll g e J T . e - . 4 Loo oo - 1 .
to be prepared for Lesson.6.3. It is vital, however, that
the students have a visible plan and at least 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 mirtor; and note cards, plus speech outline:)

! N _
— - 7”777”—”4};”” - R - ~o o B S
The class presentation of the I.C.P. should include:
their current occupational plan; .and 4) future educational

plan.

155




. | MODULE
UNIT Vi : INDIVIDUAL CAREER PLAN

Lesson 6.2 } Your I.C.P. Self Assessment
Worksheet 6.2.1 y I.C.P. Student Self-Rating Worksheet
DIRECTIONS  Circle the number below the line which shows where you
think you raEeféf each of the éﬁéé&éEéﬁéE’iéé;

1. 4bility to'work alone:

(g S S N (1T
S |

I 7 _ 2 ¥ 3 4 o
2. Ability to follow instructions: ‘
( 2

(Low) | o~ (High)

1 2 3 4 5

3. Ability to keep your mind ‘on one thing:

(Low) : _ (High)
1 R 3 4 5

4. Ability to communicate:
(1ow) ’ (High)

1. 2 3 4 5
'5. Ability to make decisioris:

(Low) - : ‘ (High)

T 7 3 T4 5

6. Ability to control your frustrations:

{(low) . . . 7 ) y 7 (Hi gh)

7. #&bitity to continue something when receiving opposition:

(tow) | i __ (High)
T 2 3 A 5

8. Ability to keep g cool temper:

s . o
(Low) ‘ - ) _ (High)
1 2 : 3 A 5

-~

.9. Ability to believe in yourself: 2

(Low) _ _ - _ (High)
; 1 S 2 - 3 A . 5

10. Ability to work under supervision:

T ) Tou - - & 5

|
)
)

I




MODULE 1T

UNIT VI .-~ INDIVIDUAL CAREER PLAN

Lesson 6.3 . What's Your Plan?

REHAVLORAL CBJECTIvE

Following the classroom discussion: - - A

1. Students will present to the other students

“their career and educational plans.

CONTENT h “ SUGGESTED METHODOLOGY

Individual Career Plans : ‘ . Class Eféééﬁﬁéﬁiéﬁﬁéf,,
. Individual Career Plans
. Outllne for Class Pre—,

sentation Worksheet 6.3. 1

MATERIALS
Pencil
Student I.C.P.
\  Outline for class presentation
Worksheet 6.3.1

OPTIONAL ACTIVITY




; i | ) ©OMODULE |
; i MODULE 1
Y UNIT VI INDIVIDUAL, CAREER PIAN
Lésson 6.3 "What 'S 5}"0111‘ Plan?" )

Worksheet 6:3:1 My Carcer Plan

1. What I am doing now: -

2: What T want for a job in the future:
' o ;
F £

3. To réach my job goal; 1 need to do:

- - - : . A
WHAT (things to be done) ) WHFRE
1 : 1 '
2 ' 2
3 ; 3
4 §§ 4

. »

HOW WILL I DO IT? \
S

.

oW N e
B R N

WHO (those help will I need?)

e

LY

NOW N

H
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.
3
A
$BIECTIVES )
Lo To. dOVLlop or upxdate a post-secorxdary educat ional
and career plan” for cgch stedent .
2. To teach students Job“retcntion skills:
3. To assist students in dovc-toplnp reahstlc plans
for obtaining advancement in their pr(,fsont
positions. 7
. A 4. To pt-ov1de students with money mnm;romcnt Lnfor—
- mation and techniques.
UNITS : .
\\k )
I. Your I.C.P. and Your Future <
I1. Keeping, Atiead on Your Job
I11. gYou and Your Money-
" Iv: Filling Out Forms
_ ’ ¢
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. i = . .
. > 11, '
\ ‘5\ . ol ’ s
. , N - -
O

ERIC

Aruitoxt provided by Eic:



. | MODULE,
: 7

ONIT 1. YOUR 1.C.P. AND YOUR FUIURE

OVERVIEW
it One SePves.ds an introduction to the courSe, and to
one another: 1t is also a review of the educational and
o career pidnhihg don¢ in Module 1. Module IT is designed
so that students who have not taken Module One can enroll
;niiiiﬁzhl with tho deCiopnpht of their Individudl Career
Plans (1:€:P:):  For those students who have completed
Mxdule 1, Unit One serves as a needs review and a chance
to upkite their planning, after a sumer's work oxperience.
thit One; hesson One, as dc's‘i';‘fiibti— includes an introduction
of Lho studeiits to the 1neruLLor, students to onie another,
and an introduction to the' col]opc course’ eructuro Stu-
denits will be asked to share their current work situations
~and how thYJTC]lLO to their 1.C.P. pldn% for the. fu(ure.
Lessons Two and Three relate to the student's 1. ( P. wnrk
- : historV4‘3ﬁdvthé skills and experience they arc dcvelop-
. : ing. Mnny students have little insight as to the types
" of marketablo skills they have acqﬁﬂ{ud in past work
situations. A skills’ inventory tries to grdphlcally shaw
the student the valuable 5k1115 hc/shc has dLready, or is

now, I«arnlnp )

Lesson Four focuses on the student s Ind1v1dual Career
Plan and hlq/hnr abllrty to present the plan to the rest
of the cla@@ ’ Thc lnbthCtOT hnll need to spcnd 1ndLv1dual

time with the student as%1s(1ng h1m/her in the dovcfopmcnt

of thelr plan. i B : ' [ =
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OMODULE  II
UNIT I YOUR 1CP AND YOUR FULLRE .
lesson 1.1  Introduction

BEHAVIORAL OBJECTIVES

. . s . -

Following the classSroom discussioii:

- - - - - - \’ - - - : - -

1. The studerits will know course requirements and objectives:

2. The students will be aware of each of thelr work experience
settings and their future work plans: Co :

© CONTENT

- . SUGCESTED MZTHODOLOGY
Intrxduction to Course Indiwidual introductons,
- begining with instr;lctoff

Presentition of course
- requirements )

METIRIALS

Blackboard and chalk
Acrvivity 1.1l Worksheet

OPTIONAL ACTIVITY

10"

100



INIT 1  YOER 1.C.P.-AND YOUR FUIURE

Iessonn 1:1 , Introduction

SHGGESTED TEACHING TECINIQUES

A5 with Module 1. Mxdule IL classes should be formed in
4 circle for bBost sroup interaction, and te fdacilitate
discussion. It is suggested that this class structure
he Toblowed  hroushout the rust of Lhi:htﬁiits, as it
pm\;i'dcg the best atmosphere for }i';’(’)tlb supportive inter-
PO
action.

..
The instrictor shaald wx;im suggested arens for stwdent
it rixductions on a black board or large nm@print.

(Soe Activity 1.1.10.

The instructor should begin by introducing himself; or
horsel £ and acting as a model tor students to follow.
Those stixdent & who Rave completod Module 1 will be at

di dadvdnitiage over those begiming, with Module T1. One

stppestod method for dassisting both Tevels of students
v to assiyn advanced Modale 1 students to act s
teaching assistants for those who hve not taken Module
- iheir Firet dssipment should be o show new stu-

) (it;n(', ;ii‘u’lin’ri t hie Campis Adfter the first class ;ii’i’iiii.

[3
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MODULE 1T

- @
UNIT I SOUR-LCP AND YOUR FUIURE
Lesson 1ol et rodte UL on
OPTIONAL ACTIVITY Introdurtion Name Game

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

know one another. The instructor begine the activity bv saving that

bv the end of the exercise; —vervone will know cvervone's mame in
the class. As an example, the fnstmictor uses his first ndme and
adds an ad jective that cither rhvmes or otherwise is associazed with
it: Example #1, "Sam" - add thu ad ‘cetive "Super', and the intro-
duction name becames "Super SamY.  Example #7; "Ben''; adding the ad-

Jective "Gentle', the introduction name becomes "Gentle Ben''.

1 : - "7, - - 1 - . H 1 - } . ;7 Jj - - AN Ty "7 - - 1y
The instructor should caution the studentsd®o use only positive
T . . . o . { ) .
ad jectives and not allow a student Lo use a negative one. It is -

important that the class begin with positive reir orcement to the
individual 's self concept so that a supbortive atmosphere will be
created. A negatrve experience rs all too familiar to most of these

o

students.
The instructor again begins the exercise by saving, "1 am Super Sam,
and I'm plad to be in class with . . .. There the instructor would
insert the vame of the poerson to his right; "I am Stlp’cr‘ Sam, aid

['in glad to bo in cliss with Gentlo Bon'™. "Gontla Ben' thor repeats
the phrase; "1 am Gentle Benoand ' plad to be in class with Super
San''. Tho porson then to the ripht of Gentle Ben savs his Uintro=
duction name' and repeats the phrase "'m Swect Sues and ['m oplad to
be fnclass with Gonit 1o Ben and Stiper San''. The it roduct ions then
procecd aromd the class Foon with 4 new mame addod cach Cime it |
e Tast person mst vopeat al | B viwmes of Che ot ire class.,

The instructor Should help the stodent s if Chiov e difiicul v in
oo ng, provions pamces and nicle-pamed: e Bnistiietar Shou i
alo ii.’lr\n;»' A 11'&; ii«‘ui)l" \h(‘ ‘iilif ially Ix'ji‘lll l]\lt' sl j"(b aroond the

entire oo o soe i they really romember everyone ' name.

107 I 1 i



MODULE, 11
UNIT 1 YOUR 1.C.P. AND YOUR FUILRE

lesson 1.2 You and Your Future !

BEHAVIORAL OBJECLIVES :
Following the dlassroom discussion:
1. Students will commect past work cxperiences with work
related skills and successes.
2. Students will have developed or revised the first
section of their ICP:
CONTENT , SUGGESTED METHODOLOGY
Skills learned in past work ' . "ICP Personal Historv &
s Work History' Worksheet 1:2:1
"Six tork Successes”
Worksheet 1:2:2
b{j 5 rEE‘RI f l <
"1CP ?c{ﬁoﬁdlrﬂiségfy & Work
History" Worksheet 1.2.1
- -
"8ix Work Successes'  Worksheet
1.2.2
Pencil or pen
OPFIONAL ACIIVITIES . S

»1 T

103




. MODULE I
CUNIT I~ YOU AND YOUR FUHURE

lesson 1.2 You dand Your Futire

lesson, 1.2 .. °
‘ ,

,UCGESTED TEACHIVC TL(HNICpES

“L.D. = E.H.

The lnstructor shou]d have the studerits flll out as much as
thev can of the information rdquksted on work sheet 1.2.1. The parts
tmﬁ ﬂwsﬁuhntcmmm,ﬁllom,ﬂwddkp<£nthmm,ashummxk
The student should b: encouraged to get holp f£rom tamlly members
to answer all the empty. bldnks . . -

The second activity "'Six Work Successes' should follow the
stud&nt E dlscuq ion :of past johs: The student’s should be helped
to broaden their concept of .work to include uork/done(around Fheir
home and volunteer situations where they gained experience:
Usually, studentb havé dlffxcultv identifying successes. The -
instructor can aid their strugglc by questioning one student and

a551st1ng him or her through examples uniti ] the students understand

the broad definition of job success used for this activity.

E.M.H. o ,

The second activity "Six Work Successes'' might have to be
discussed or sent home as homework for the students: Students with
low sclf-cstoem usuallv thC dlfflcultv LdUHLIfYIHL successes. The
instructor may need to be vory active arxl-very supportive with

this exercise. The stlVltV may recd two full class erLOdS to

. complete.

SR | p—




"~ lesson 122 ;Ydjéﬁ our Future .- . o
\ WOYkSht’ethl WDIVIDUALIZED CAREER PLA :
i
«/ : ﬁtm.“ | |
6ER30NAL HISTORY | |
. ] f"'— PO " L
- . Place of Birth: L : - v
b (First) (Middle) - [City) (State) (County)
bR + Ager T [ S —
A (Years & Months) Mor F)

A & | i Parents' Nares: - R
e ” (Mother) ~{Bccupation)
/5001al Securltv Vumber : - ‘ ‘

« Phone: o w?ﬂ ] | | | | . | |
vl ' TFatner [Occupation)
Date of Births L oo o o a*o of Pvaiuatlon
(Month) (Day) (Year) , ¢
g ol :;_"Z._:Z_.;ZZ_.;_ '
o DPast Employment: .- Current Employment:
TlPlace) 77 Date) [Place] (Date)
(Place) . (Date) | (SuperV1sor)/ (Phone)
i - . , ' o ;
Place) [Date , llace) [bate)
(Place] (Date) (Supervisor) (Phone)
(blace) (Date) Triia\ceﬂ/ [bate]
' (SuperVIsor) '“(Phdhéj

<A
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. o MODULE II

(UNIT I YOUR [.C.P. AND YOUR FUTURE
Leggdn 1.2 You and Your Future

Worksheet ®.2.7 Six Work Suct sses

-~

* - &

1. On the. follow1np chart in the left hand column, list six (6) successes -
’ or accomplishments in your past work or vour life that were lmportant to you:

; o II | I11:

SUCCESSES A B C D E F |G BEST

,)'t - <

2. Now. put an "X Uhdcr each colum cr columns (s6¢ 1ist bélow) that applleb to
cach success:
A. I was free to dec1de what I d]d or how 1 did lt
B. I used sklll and knowledge
C. I helped someone else do somcthlng important to thm
D. I learned Somethlng new.
E. I received love and acceptance from my family dnd friends:
. I received money.
G. I increased my self-respect:
3. Go back to eaeh ”SUCL€b§” - ]ook at the ”X’ iU after it; ard d0c1dc thCh R

holds the most importance to you ~ Put the letter of the colum in the "BEST"
colum: look at the letters in the "BEST" column and you mary see-a pattern
of values and/or what holds importance for you:

106




WNIT I YOUR 1.C:P. aAD Y(*R FUITRE
Lesson 1:3 Your ICP Self Assessment :
BEHAVIORAL OBJECTIVES '
Following the classroom discussion:
1. Students will have rated their work strcngphs and areas
necding improvement .
o
CONTENT . SUGGESTED METHODOLOGY
i.C.P. Self Assessment ‘ . "ICP Student Self-rating n
Work Sheet 1:3:1
1
- MATERIAL
o >
,P(,E,n,c,i,], _Pon o '
- "ICP Student_Self-rating"
Worksheet FT3.t
OPTIONAL ACLTVITY
\
171
<7
107 )
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. , - | © MODULE 11

INIT I - YOUR I.C.P. AND YOUR FUTURE

lesson 1:3  YOUR I€P SELF ASSESSMENT

xé;/?/./" - ‘ o § B

’

SUGGESTED TEACHING TECHNIQUES:.
o L N
L:b:  E:H. E.M.H.

The instructor for Lesson 1.3 "Your ICP Self Assessment'', and”

5 Lesson 1.4, "What's Your Plan* will need to plan individual conferences
w1th students to check out théir individual caregr plan Even studerits :
who completed an I1.C. P. in Module I will need th§ extra help in reachyﬁﬁ the ~

ob]ectlve of presentlng thelr plan tc the class. For May, it will be !
difficult and added class sessions may be necqgsary for the students

to be prepared for Lesson 1.4. It is vital, however, that ‘the students
have a visibte pltan and at least mike an attempt to present ¢h1s plan

to the class. ‘ i
Practice sessions during the individual corifererices can sometimes

N ) - provide the confidence needed for some éﬁﬁﬂéﬁts to make a pféséhtation \
to the class. Instructors may want to use part of this class period
giving tips on ''public speaking' to the ctass (i. e., practice before a
mirror, and note cards, plus speeqh outline):

The class presentation ‘of the ICP should lnclude 1) past work
history, 2) skills they have’ acqulred 3) fheir current occupatlonal

plan; and 4) future educational plan.




. . V . :
UNIT I VOUR 1:C:P: AND YOUR  FUTURE | ‘ @UJ&E 11
Lesson 1.3  Your I.C.P. Self Assessment

\\

| Worksheet 1.3.1 1.C.P. Self-Rating ' /z
DIRECTIONS: Circle the. number below the line which Ishows where vou
* think you rate for eish of the Charactcris“?fc'\—\s. 7 '
: : : / A
,1/ Ability 6 work alone: )
*ow) ' , , - (High) .
T 7 3 % 5

2. Ability to follow instructions:

= (1.ow) o ) . 7 (High)

1 L 3 G 5 »
3. - ability to kéep your mind o one thing: \
(Low) . {(High)
1 BE N =
4. #Ability to commmicate: '
- (Low) 7 . " (High)
1 2 - 3 4 5 7
5. Ability to make decisions:
( Lok) S T (Hiuh)
A 2 3 4 5
6. Ability to control your frustrations:
(lLiow) o a (High)
1 2 3 -4 5
7. Ability to continue something when receiving opposition:
(1ow) . o tHigh)
I ) ' 3 Z& i {) :
8. ability to keep a cool temper:
(:1’*)‘&)5;_;;;: I.::;:_:.:::,;i;;,;,., R S o ._.(i!ill}‘): o
T ’ 2 ' 4 5
9. Abilitv to beliovie in y%\)l‘lr.k,(:]' f: . \
! ) 3 4 5
109
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'10. Ability to work under supervision:

(Low) = .\ ;

i

A , L (High)
1 < , 2T 3 A 5 :
11. Ability to com'pépo: \ 'é I
., ";17 N . ’ 7‘; . M
- . : N f .
(I5Hw) , , J : T - (High)
1 - 7 3 4 5 ‘
N Q‘ } '
% =
e |
o7 ‘
a
. .')
} )
.
<
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UNIT I - YOURE.C.p. 20D, YOUR TATURE
- Lessen 1.4 "What 's Your P} e
R A _
' BM'iMlECTL\ES o b
ro’lomng the Classroom dLbLUSSlon
- 1: btudents will present .to fhe othgr
. N ! - )
anpe—rducati onal plans;.
e ; ) ’
Lo ) s
CONTENT L
Ié’ﬂivifﬁylk Careor Plans: ‘
[ ]
MATERTALS
i Percid
Student 1CP
Out line for ¢iziss Presentat fon
Worksheet 14,1 ' '
6&_; . . ol
OPFTONAL A TIVITY : ‘
I
[
Q «

ERIC

Aruitoxt provided by Eic:

[y

FiAN

ol

**ﬁc& theLr career -

4

5u<;u STED METHODOLOGY ,|

Clags prebentatlon of"

. Indi- 1dual Career Plans
(xm'Ir Lgr Ciass Presen-
tation Worksheet 1.4:1 .

- \
.
Y
A
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-~ T e ' .
INIT 1 YOU AND YOXR FUIURE «
bewson 1;{5 "What 's Your Plan’ . U
,-; s ' o4
“‘Worksheet 1.4.1  *Myv Career Plart * e
B O ’ v
Lo What 1T oam daing now: R -
777‘7‘ N T s :u " - I o _ -
B - z Ny
2. ‘What- b owant-to. be doing"with §eb as a future: -~ . . L LT o 0T
— - - S — S
, A R A
3: - To reach my Job Goal; I need to do:
WHAT? (things to be done): o WHERE 7 /
— , et . —i » LA

I,

)

3.

.
—+.

BY WHEN?  Clagpet Date)

T b]

WHO 2 Cwhose help will f necd?)

[OCRIN O

e

HOW WILL I DO IT?

1R

oW
\;;&

5
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MODUL K

UNIT 11 KEEPTNG AHEAD ON YOUR OB

OVERVIEW - ©

Imit 1I, Keeping Ahead on Your Job, attempts to héih the student
develop 4 high level awareness of his work environment and its
roquiremenits. This awdrencss is vital to the student/employce's
identification with the organization. Identification with the
organization is aii ospecially meaningfil elomert in thic student/
emplovee's investment in staying with the job:

Clear understanding of the work envi ronment féﬁﬁiféﬁéﬁté'ﬁiéé
mz?iRéS it "éagiér for th'o gtudéht to 'répo'nd p"o@it-ivoiy gmci ré'céi'vé
business. All -of ;tHese factors dlrectly and indirectly are
retated to theﬁZéncept of job retentlon.

Lesson One; "Knowing Your Busiress'', consists of a worksheet which
asks several .questions about the organlzatlon/bUSanss; for whlch
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 mijor work concépts and asks the students

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

ISLtuatlons. Lesson Three attempts to have the students become more

aware of the specrfrc desires of the employers in their work
setting. Leésson Four concentrates gn the common reasons for

people to 1ose thelr JObS. R

195

~
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MODULE

UNIT 11 KEFPING AHEAD ON YOUR JOB

Lesson 2.1 Knowing Your Business
>

BEHAVORIAL OBJECYIVES
/

. o ! . Lo illl
Fol lowing the classroom discussion:

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

2. Students will havé a better understanding of their
position in the organization/business.

CONTENT SUGGESTED METHODOLOGY
Ekbidfétibn of organizational /busincss . "Knowing Your Business'

Worksheet 2.1.1
Discussion of studént;s
answers on the worksheet

function. v

o/

S

PEPCii;f Pih; - -
- "Knowing Your Business''
Worksheet}2.1:1 .
, .

”W"”7i'/i:"1!T¥f

"What Employers. Went from
Employees'' Worksheet 2:1:2 .
"What's True About Work''-
Worksheet 2.1.3

114
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MODULE 1T

!

UNIT II KEEPTNG AHEAD ON YOUR JOB

LCSSOH Q.i

Worksheet 2.1.1  "KNOWING YOUR BUSINESS"
Résearch your employér, writé down bélow the things you find out =
< don't be afraid to ask questions!

What docs the fimm do?

How old is the company,

or how long has it been in business?

Whére are its plants; stores; offices?

What are its products or services?

What has been

its growth?

I How do  its pros—

pects for the future look? >

Who is in charge of

the company? ST

Who is in'charge of the aéﬁé%tﬁéﬁt you

would be working for?

Who are the company's competitors?

5 Are they large, or small?

What kinds of jobs do tPey have that

I could do?

:115 1 25
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MODULE II

UNIT 1T KEEPING AHEAD ON YOUR JOB

Lesson 2.1 Knowing Your Business

OPTIONAL ACTIVITY 2.1.2  What Bmployers Want From Employees

An employer looks for certain dﬁéiiEiéé-iﬁ an employee. Below are
qualities which several péople have. Place a chéck in front of
those qualities an employer would rather have in an employee.

2. A person who is sometimes late.
3. . A person who is always on time.
person who is slow.

person you can depend on.

person who wants to learn.

person who knows his or her job.
person who is Sick a lot.

‘person who watches the clock a lot:
10. person who loafs around.
person who asks questions:

O
L - T T TR R T R ST

1.

12. person with a skill.

person who tells off the boss.

person who works well with others.

=
&~ W
\

n who wants to get ahead.

o
U
>

®
!
o
Q
3



» | \  MOPULE i

UNIT 1T KEEPING AHEAD ON YOUR JOB

Lesson 2.1 . Knowing Your Business

OPTIONAL ACTIVITY 2:1.3: '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. A raise in salary means a promotion.

2. Honesty and education have a lot to do with
advaricement .

is one way to show you are irterested in your
Jjobs.

3.- Going to work every day and being on time

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

5._ ... 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.

”

P , ] ] ,
Evaluation takes place only sometimes.

[ NIRRT

Evaluations take place all the time.

I~
LD
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UNIT II y ' KEEPING AHFAD ON YOUR JOB
t
- Lesson 2.2 Your Job Awarénéss
BEHAVIORAL OBJECTIVES 3 ,
{
*  Following the classroom discussion: s

1. Students will be aware of important coricepts related
. to work s’ettings;
2: Students will have related the concepts to their
ouwn work setting.

A
CONTENT . SUGGESTED METHODOLOGY
Work concepts for employees . . 'Work Concepts'' student

worksheet 2.2:1

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

oo ,;,
Pencil or pen
"Work Concepts'' student
worksheet 2:2:1 R ‘ : 7
Btackboard and chatk ‘ Qf

OPTIONAL ACTIVITIES

% "Janus Job Planner"
%% !'"Preparation for the World of Work
*%%  ""Succeeding at Work"

4 €

* Wing Jew and Robert Ton% Janus Job Plammer, (Haywood, California:
o Janus Books, 1976)
** Frank Roskos, Preparing ﬁor the World of Work, (Merrlll Wisconsin:
¥, R, Publisher, 1975\
o Hudson, Cp. Cit. Chapter I§I ¢




; MODULE 1II
WNIT 1 " KEEPING AHEAD ON YOUR JOB
Lesson 2.2 Your Job Awareness
Worksheet 2.2.1  'Work Concepts'
Plcase be prepared to define the foﬁowing words as t:héy rélaté to
Sertne .
'your ]ob "
t. Pay Period
2. Deductions
3. Fringe Benefits .
4. Insurance Group Plans 3
5. Unions
6. Credit Unions ’ ‘
7. Breaks '
8. Compensatory Time
9 Overtimé
10. Dress Code
11 ériévancé iirocéduréé ’ ,;

8
~ 19¢
119 )




MODULE  II

UNIT 1T KEEPING AHEAD ON YOUR JOB

Lesson 2.3 * What Employers Want

-

- BEHAVIORAL OBJECTIVES

Following the ciassroom discussion:

1. StﬁdéﬁﬁsrWiiiﬂbéVthféétéf awareness of work retated
expec%%tions of employees.

CONTENT ‘ . SUGGESTED METHODOLOGY

The most commonly foimd * . Filmstrip ''Advancing on the Job'
employer's expectagions ' -
of worker role performance
biscussion and student deveioped
list of employer expectations

MATERIALS
Fllmstrlp Projector

Filmstrip "Advancing on the Job" ‘
Blackboard & Chalk ' .

: OPTIONAL ACTIVITII;S P!

wx VAsk oomeone Qhﬂ Knows! ) - /

Interview WOrkSheet 2.3.1

(=

* Life Skitts, Advéhcfagfén the JoB, (éhicago: éociéty For Visual Education;ﬂ
Inc., qrnger Co. 1978) :
< Ibid. .
120
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MODULE 1I

UNIT II KEEPING AHEAD ON YOUR JOB

Lesson 2.3 What Employers Want

SUGGESTED TEACHING TECHNIQUES

L.D. = E.H. = E.MH:.

The ‘instructor is encouraged to use the optional
activity if possibie It coyld be used as homework,
' or as a separate lesson. The student would be
asked to-imterview a senior employee and Ask t:hem
the suggested questions on the work sheet. Students
have reported learning a great deal and the Wiilding
- o of meaningful relationships at their work site as
‘ a result of this activity:

.
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MODULE It

UNIT II- “KEEPING AHFAD ON YOUR .JOB '

Lesson 2.3 What Employers Want o >)
A N

1 .

M TIVITY 2.3.1 Ask Someone Who Knows

To 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 (thingg) which helped to make them a =

Success. Below aré a féw questivfis you might ask them.

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

2. How loniz did it take\you to get to where you are now?

‘3. who hei'ped ol get to where vou are, and how did they f;e]p?
4. What skills do I need to advance on this job? *
5. What factors helped yourﬂh success so far? -
6. Do I need more education for this job?

7. Wmt things do you dislike about your job?
8. What things do you like about your job?

9. With the skills and education I have ﬁéWj Qﬁét_dé you

think I could do for your employer?
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Lesson 2.4 Why People Lbose 'Their Jobs

BEHAVIORAL OBJFCTIVES

Following the classroom discussion:

MODULE

1. Stwlents will be able to identify attitudes and

behaviors that create:problems on the job.

CONTENT
Pféb}éﬁétié work behaviors
and attitudes

MATERIALS

'"Why People Lose Their Jobs'
__Worksheet 2:4.1
Blackboard & Chalk

Pencils & Pens

OPTIONAL ACTIVITY .

"Why Employers Don't Like Some Student-—
Employees''  Worksheet 2.4.2

¢

SUGGESTED METHODOLOGY

_'Why People bosc Their
Jobs'"  Worksheet 2:4:1
Discussion to rank the
items on worksheet 2.%4.1
in order of importance.

t
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UNIT 11 KEEPING AHEAD ON YOUR (1OB
lesson 2.4 Why People Lose ‘Their Jobs
s >
_ N
Worksheet  2:4:1 "Why People Lose ‘Their Jobs' ,
. S Lo

Just as there are sLSVQhﬂéthinﬁ:;\thut gfou should do to help keep a jorb,
there are also some things thjt you should not do!  Read the list

baltw, and check whether you think it is a good reason for losing

vory  job; or not:  Discuss your answers with the class: =

‘ Y

s Good Reason? : - !
Yes? No? ; ' '
B A\

5 Coming to work late, or leaving ecarly.

2. Taking too many breaks or staying too long
on.them.

3. Be}ngl dishonest or s’tealing from the boss.

4. Missing too many days from work.

5. Not followirg company rules.

_ 6. Not getting along well with others:

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

o 8: Not willing to train for the job.

9. Doing messy or incomplete work.

10. Being too slow or not trying to improve.

.
T
S
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Aruitoxt provided by Eic:

(NI 11 KEFPING AHFAD ON YOUR OB - ; s
Linson 24 Why People Lose Their Jobe
OPFLTONAL ACTIVITY . 2.4.2. j

"Why tmplovers Don't Like Some Student Fmplovees!

o MODUTLE

Read the Tist below and chock whether you, agree or disagree with the

reason some cmplovers 'don't ke some stwdent employeess.,

. N
discuns with cl.l:;s}\i

. ' Aprec

.

L\‘

A
.

6.

oy

11

13:

4.

15.

\Q s

laack of iaterest in job

°

Boor personal appearanse

Be prepared to

Di sagree

i

- 4 . v o :

Foel thev dawow it atl .

Interested onty in the money

Verv immatwre o L

. — -
L1 -manniered i
No purpose or poal | -
Miikes a lTot of exceuses T 7——————7——4§£
Lack ‘of energy . . 57 I
S , .

Stoppy wory : S

Parent 's maKe decisions for them

Can't take criticism

Don't ask questions when they don't

arderstand something,

Can't handle their money

- 3

ClUnwilling to go where sent

Don't get along, with others

Unwilling to start at the botgom

] . o . L y

Can't express themselves clearly :
Poor grades in school r
Can't Ik vou in-the eve : gy

S 2125 0 0 =




MODULE:
TUNIT 1L YOU AND YOUR MONEY

- OVFRVIIW
'hbnc , 1ts management and thc way in whlch our culturp pays a
ubrker for his labors, is a very complex systo . All those who work must
f” dvnl w1thv{1rs monetaryv system and its canplexxths © “This unit is
desiymed 1o pFOVIdP the stwdent with the very basics in this compll—
caited \UhIOQL dred. , ) . e
Lesson Onc attempts to prOVldC the student with the basic knowledge
dbout his pdthQLk and why he reccives what_he does. The class is
designed to deal with tssues such as: satary - comnission; hourly,
umokly, nmmrhly, dnd yLdrly pay schedules; gross pay - net pay; and all
the tvpes' of deductions, that tﬁﬁfbtudonts are likely to encounter.
~ lLs,on Two prosents a 5$mplifled budget system to the students
avicl CXplw[(s reasons for the bCUdQnC to attempt budgetlng his money .
» budget system presents basic &kam areas such as: food, rent,

Y(CFCltLOH, trdnspolt\LLon medlgdl, ClOthlﬂg, Utllltles, phone, and

-’ - - . [

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

Installment buving and eredit ééi&s will be discussed and how indivi-
duals can get into financial trouble’ W1th these and borrowing too much
S money. How the bank can be helpful savings accounts, credit, and

its value are to be explored.

T

e

.

O ‘ .

ERIC

Aruitoxt provided by Eic:



MODULE II.
UNIT III YOU AND YOUR MONEY
Lesson 3.1 Pay checks
' 4
BEHAVIORAL OBJECTIVES
Following the classroom discussion:
1. Studerits will understand standard payrcll systems used
by emplovers .
2. Students will understand the standard deductions
which are taken from an émpioyee's pay .
S : h , o .f\\\
CONTENT SUGGESTED METHODOLOGY \B
Payroll systems hnd standard . "Pay chéck" workshcet 3.1.1
payroll dirdctions : o , ,
- . . . - Disciission of elements of the
Payroll deductions paycheck

MATERIALS . . | :

Work- et 3.1.1

Poneil

OPTIONAL ACTIVITY

., L 177



MODULE 11

L
UNET 11l - YoU AND YOUR MONEY N
Lesson 3.1  Pay checks ' ez
WORKSHEET 3.1.1 , - - .
: paycheck
. _ L __ o _ o _ I N N S ,77:
ACE’E lNDUSTRY No 10228
566 BLAIR AV -
. PODU NK” AZ B5223 y . - 917164
> \ ’j} ;’/‘/. ';/ - / 3( ;9 7 7 'z 21
. /,Y:. . / N ()."
AN o » <2]a/’L [ /”\:4 el G =3 é 9 é QZ 2

,éf///‘i/ //4/)/&/1(/, Ll’/&é W /%MVJ/M /00 DOLLARS

City Bank

AZ

-

POOU N K,

040 2 28

1182240860 02

- .
,7’}’/
%

7

“AC WE INDUSTRY

7c§ici’ri'uﬂifii ACME INDUSTRY
0228 uimwsc‘:r:;%’ui:chéﬁi NOT - NEGOT'ABLE S LKEEP FOR YQUR RECORDS
T T CARNINGS T T T amount | T Qmscnumbusﬁﬁo?;u}no~sﬁv‘ T
1 nTn1nnn0aTs Anon ¥ ATAAGL RuANA T T T
L1 ENINNNNST15 4ngn X B.NND 32000
t
I
I
1
| .
. JANE DOE !O 0 00 000 00|
< X . B, “”"O"“ N‘M! | SOCIAL SECURITY NO
H_ ) PERIOD ENDING | DisT NO VA(.AH()N‘ 5 LEAVE i T"MARITAL STATUS |
| ) i ) : N4 /?0/7’4 8 ) I rn-m r
CERTIFICATE 7 ,uwwun ouoss nv FED W/ H FICA ST Wik ST/RT HOSP LIrE MU It e AM' WNT
EXPIRATION hiis PERIOD qr,no 0l 1 ;1(1.'“: K Q.n % 1 PE X ‘ ! o C ,‘,,)7
T VEAR 10 OATE] Qc.,men ipﬁog ) rl’w\ jf’:7w % v ! o J o } gﬂc.p

ACCOMULATED DATA CONTAINED HEREIN (3 NOT THE OFFICIAL PAYROLFRINGE BENFFIT RECORDS. BUT 15 PROVIDED

ONLY AS A SERVICE

TO THE EMP u,)m

O

E

Aruitoxt provided by Eic:
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MODULE II
UNIT III YOU AMD YOUR MONEY
, j_ess'o'n 3.2 Managing Your Money
BEHAVIORAL OBJECTIVES
Following the classroom discussion:
1. Student will have a simplified budgeting process
to follow in managing their money. '
2. Student will better understand the importance
) of budgeting. )
CONLENT - ’ -2 SUGGESTED- METHODOLOGY
Budgeting and Money Management . '"Your Budget' worksheet
' - Weekly  3:2:1
l Monthly 3.2.2
\g<;~_ﬂj “Words ABOut Money“
: Handout 3.2.3
Discussion of Budgeting
i and how to keep the
budget for 4 weeks
Filmstrip '"'Sense and Cerits''
Center for the Humanities
MATFRIALS

Pencil - pen

Filimstrip o jector

Blackboard, chalk

Worksheets  3.2.1, 3.2.2

Fi;jr)(ldut 3.2.3

OPI'TONAL ACTIVITIES

“Cnﬁﬁﬁ%ison Shopping!" Activity 3.2.4

ﬁi’h’ihxs; to Remember abotit Bilyiiipj'
Activity 3.2.5 .
A Fow Wise Rules for gh()i)i)iii;" - F\ctivity 1.72.6
"uiz Yourself Into Buying Wisely™ - Activity 5:2.7

77777 179
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MODULE 1II

UNIT III YOU AND YOUR MONEY
Lesson 3.2 Managing Your Money

WORKSHEET 3.2.1 Your Budget (Weekly)

Write down how much momey you spenid EACH DAY

; ' for each item listed below:

M,, Tues ) Wed - 'ﬁ'lurs v I?rl sét :' Tot;ali—

1.] Food

2.] Clothes

3.| eleaning & _
_ Pressingl | , | I

4.| Transportakion

Ut

Recreation

6.1 Gifts:

Donations

~

8.} Cornitribute

11icome - -
11 HHE e

9.] lisurance

10:] Medical |
(Dr.,; Dendist) ' S I S

11.] Medicine

Now put your Totals for’ ecach item on your Monthly

Budgret Sheet .

T
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UNIT III

Lesson 3:2

Worksheet 3.2:2 -

YOU AND YOUR MONEY

Managing Your Money

"our Budpet!'

. MODULE 1II

(Monthly)
.
I. - What-I Spend  1st Week  2ad Week - 3rd Week - 4th Week Total
1. Food
2. Clothes
3. Cleaning, & ,
Pressing : B
4. Transportation |
5. Recroation - [ R I
6. Gifts R
i 7. Donations '
—— (church,etc.)
8. Contribute
‘ to tamily
_9.  Insurance
4+
0. Medical (br,
dentist) A )
11: Medicines .
12, other SRS SR [ :
Lines 1 through 11 Total :
Il. What was your incomc for onie month? -
{II. Subtract your total spendings (I) from your total income (I1) Income
'l'QLzli fi]x'n(iin;',s E—
g, What Qs left? e Remai ning, . o

v: What coald you save?

Vi: Could you better spend your money? How?

Di scuss your finvlings with the class:
. 131 -

Q 1-1 1l

VIl. Mike a budget cach month.
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UNIT I1I : YOU, AND- YOUR MONEY
Lesson 3.2 Managing Your Money
Handout 3:2.3 Words About Money . N

‘Thé following are words commonly associated with money:

1. Adverttsxnw' The act of Lnformlng the public about the merits
and attractlveness of various products and services .

AN

Afford: ‘The ablitty to pay. for somethlng vou 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 business.

4. Bargdin: 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 for 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 itém from
someone else with the understanding that you will pay the
money biack or return the item within a certiain time.

7. Borrower: The pcrson 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: lradonnrks or labels which are associated with
© and Jdontlfy products. 7 : )

9. Iﬁih;f 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- W1nL or need to use your

©money.

10.  Cash: Another word for money. The dollars and cents we use
to pay for poods and services.

110 Charge Accotnit @ Andrraiipement yoil make with a store which
allTows your to buy now and pay liter

120 Check: A written order presented by an ln(llvuhml to a bk,
“to withdraw moiey from his or anothier individual 's check fyr

1742 ~1‘4‘1
-~ 42

account at that bank.
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MODULE II
\
UNIT III YOU AND YOUR MONEY
Lessoni 3.2 Managing Your Money
Handout 3.2.3 Words About Money — continued.

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 utderstanding that payment will be made by a certain date.

t6. Credit Card: A card identifying you as a person €0 whom the privi-
tege of using credit has been given: -

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

18. Credit Bureau: An g%énéy 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 buréaus 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
tritil he repays all his debts.

20. Debt: ‘The. amoint owed for something you have received but have
rnot yet paid for:

21. Deposit: Moncy pledged to show the sincerity of one's intention
to buy. Also,; the money a person places in a savings or checking

account at a bank:

22. Fxpenses: ‘The total amount of moncy you must pay for services and - - .
products you nced and want to have: ’ ' ‘

! ‘J,VVVV 7777'7 o o o ,777 o o . N o . o o o . o
23. Wnance: Anothor term for buying goods and services with credit.

24.  Finance Charge: The fee that is paid by a borrower for the privi-
lepe of using credit.,

133
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————— S A T MODULE I

UNIT I1I YOU AND YOUR MONEY
Lesson 3.2 Managing Your Money -
Handout 3.2.3 Words About Moriey — continued.

25. Goods A word used to describe tanglble items which are for sale.
For Lnstance, toys, food, clothes, books,.etc., are examples of
goods that can be bought and sold. ] .

26. Cuarantee: A written or verbal statement assuring that the quallty
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 someorie else to use one's

money. Specifically; for a borrower, the cost of borrowing moriey;
for an investor; the payment received from a bank or similar company

for lending money to it.

29. Payment: . An amount of money gharged for the privilege of borrOW1ng

morney . Interest is the amount of money a- borrower must pay in

" addition to the amount that was borrowed:

- 29. Payment: #An amount paid Eoﬁéfa fﬁlfiiliﬁ;} a promise to repay a debt.

30. Sale: The transfer of ownershrp From one person to another,

* usually after a purchase has been made.

3l. Service: Work or labor that can be exchanged for money :
For_instance, a doctor; dentist, lawyer, carpenter, plumber att
.sell their services to people uho request and pay for it.

32. Spending Habits: Tha way in which a pérson usually spends his/her
money. i

33. Wages: Money received from working at a job.

{34 : -
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UNIT III YOU AND YOUR MONEY
Lesson 3.2 ‘ Managing Your Money
OPTIONAL ACTIVITY 3.2.4
. ‘ éompariSon éhopping

biRECTiONS:

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 such a way that the students

a box of ceréal would requlre 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 pricés of the
items on the shopping tist.

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 back to the class what they discovered

at the next regular class.

195
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: ' MODULE 11

UNIT III YOU AND YOUR MONEY
7 , . : .
Lesson 3.2 Managing Your Money '

OPTIQNAL ACTIVITY 3.2.5

Things To Remember

We have come to the end of our 'journey' on using money wisely. But,
before you go, here are a few things that may be helpful.

Shop Arourd ‘ |

Check 'pri'cés,at,diffﬁéfent stores to make sure you are paving the lowest
possible price for what you buy. Be extra cautious in dealing with door=
to—door salesmen: before buying from them, call several stores or check

a mail-order catalog so you can compare quality and prices:

Read Advertisements Carcfully .

Buy the pr(;d'u',cté you NEED. Don't let your emotroﬁs determine what you
are going to buy. Remember that in the Tong run you get "nothing for
nothing''. You pay for what you get. '

Know your Store 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 madé against that store or company .
Resist Smooth Talking : -

= A

Refuse to be talked into a salesman's 'fast deal'. Remembér, it's
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 balt for a long time to come.
Beware of statements such as ''YOU MUST ACT NOW'. . .''YOU WILL LOSE A

'GOLDEN OPPORTUNITY IF YOU WAIT". . ."THIS IS A ONCE-1N-A-LIFETIME

CHANCE!'.

Think it Over ' X
- - . - - T - ,
Never sign 4 contrict too réadily,; no matter how great the deal 1ooks
to you at the moment. Take it home and discuss it with somcone you
know and trust, or with someonc who krnows a lok about the product . :
Consult a lawyer if you are really confused.  An honest salesman doos
not object if you tike younr time to look over the contract bofore -

you sign it: If you are dealing with a door-to-door sal csman, ask him
to return in a few days when yoi have had a chance to think it over.
Also remember that you have three business days after sipning a contract
to change younr mirkd.



MODULE 11

UNIT it ; YOU AND YOUR MONEY

Lesson_ 3.2 Managing Your Money

OPTIONAL ACTIVITY 3.2.5

1

Things to Remember, Continued

@\

Put It In Writing

Got a wrltten 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 aii of your promlses in writing when you sign a contract'

Get Legal Advice

If you receive a paper that looks 1tke, legal docunent or notlce, see
a lawyer right dway If you can't afford a lawyer, then go to Logal
Ald but don't ignore it!

Use Consumer Agencies

You can savé yourself a lot of headaches if _you seek help before you
sign-a contract. These agencies have been discussed before, but here
they are again: N '
. Better Business Bureau

State Consumer Agency

Municipal Consumcr Fraud Buredu (each c1ty has one listed)
Federal Trade Commitssion

Post Office Department (for using the mails to defrawl)
Your local newspaper may have an '"Action Line' or some
51mllar service to help harassed consumers.

o 0w

NN W N~ -

Check your telephone dlrectory for the addresses and phone numbers
of the above agencies to find the one nearest to your home - : >

L 1’7 ;‘ ji?
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. ~ MODULE II

WNIT III YOU AND YOUR MONEY

Lesson 3.2 , Managing Your Money

OPTIONAL ACTIVITY 3.2.6

¢ for Shopping

er before you decide to buy anything:

_Here are ua few key points to remem}

1. Shop Arourd:. Prices charge from day to day on almost
- everything. Do some _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: g
2: Watgh for sales or sp@crais Study the '"Calendar for Barga®ms''.
Learn when to purchase a bargain.

3. ,%éék for differentes in qmlity. It may well be that a
Fs "higher priced item is really worth the extra cost.

it

Talk it over with someone who you can rely on to give you , /
sound advite. : N

5. Be careful about impulse buying. Don't lot your feclings
trick you into buying things you don't need ar even want.
6. Buy whdt‘s _'right fOr you. Don'L bo fooled by te@ﬂ‘?"' L Mfad"
items. - ‘They may bé out of style tomorrow. ) e
7. Don't buy high priced brand name goods if you can get the
sanmke merchirdise for less. Non—é;d%rt-i sed goods are usually
more redsonably priced.

8. Read the label mfohm(mn lxboro you buy to see if the item
/w1 11 reil ly do what you (xpcu it to- ’
:w J

9. Conside r oservice and "ro(tlrj)s Buy/mly from stores or

businesses who will service or rv])l ace a product if Liv i
defective.

% " : 138




, : : MODUEE Il

INIT 111 YOU AND YOUR MONEY
. . "
Lessen 302 ~ Managing Your Money "
il
T OPTIONAE ACTIVITY 3.2.7
: ' Quiz Yourself Into Buying Wicely
Tnstructions:
Write the name of an item vou would like to buv in the space provided.
Answer c¢ach question on the worksheet as if vou are rcally going to
buv the item.
[ WANT TO By
1. Do vou redally need the item? « YES NO
2. 1s the pricc reasorabl e ? { YES NO
3. Is this the best time to buy the item? YES NO
. If this is a bargain;:is it a new model? o YLb NO
. : 4 ) : ,
5. “Are you sure the item is a good one? . YES NO)
6. If the iton is oxponsive, will it truly
- osatisfy an inner need?  (1f not expensive,
just check "YES'™! : s N NO
» .-
7. Arc you sure-no less expensive item can
T be substituted? <% “YES - NO
8. Hive vou checkd® and rescarched the item? YES S NO
. ' Vi .
9. Have you done some comparison ni’mi)pin;z
on the item? ) YES / NO
1o, Ix youl lhiow the store's reput it ion? YES NO)
1. Doos the store of fer any .‘,i)(‘(‘l;:ll Serviees with 7 7
Pothe item? : . YIS NO)
. )
30 o '
&) : -
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. ’ ( - . ' (". I . . ; ) J‘ ‘ - . ) ) o B .
UNIT I11 : YOU AND YOUR MONEY
Lesson 3.3 Banks and Your Moncy <
r
BFHAVIORAL - OBJECTIVES .
kA
Following the classroom discuSsién:
. Students will more adequately undurstand the
functions of a hank. i
R Studcnts will bo aware of thg ad'vantages, and )
disadvantages of credit and installment buying.®
CONTENL LOX
Common Banking Practices , . _Di};(:p&ﬁiét}ﬁéf "Banlfgand
: o ‘ Banking Words'' Handout
< - Credit & Installment Buying S 30301 i

MATIRIALS
Blackboard amed chalk

”Zli)(i():lit 3,301

OFETONAL, ACTTVITIES

"Gotting: Ready Tor Pav Day"

Marvyaavet .o thedeon arkl Ann A Weaver, Gotting Ready For Pay Day,
(Phocnix, New Yorle: Richards Pabliching Co.; 1966y 7 77

140 154




MODULE 1

INIT TI1 'YOU AND YOUR BANKING
losson 3.3 , Banks arxd Your Moniey

SUGGESTED TFACHING TECHNIQUES

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

introduce the types of credit that are available to

studenits by developing a brief presentation to illustrate

the various forms and usés of credit from the following
intormation. If possible, you may wish to use actual

copies «. replicas of various forms of credit applications

to help illustrate your discussion. Déééﬁ&iﬁé upon ‘the group

you may wish not "o discuss all that is Sugpésted.

If poSSibié5 you rmght take small £roups of Stud_ents to
a local park and go through some of the processes W.Lth
thosé who need further guidance. A speaker may be con-
tacted who can bring in movies or 'silidregr_,to answer

further questions students may have.
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g L, MODULE,

INIT IT1 YOU AND YOUR BANKING
lesson 3.3 Banks and Your Money
Handout 3.3.1 Banks and Banking Words

PCHARGE 17
Wi our g mdp;’mm ii)"upm Lhm;m, tii;sy pro'b {biy' b’o’licvod that

Hugrm>‘t pQQp]C Lodiy know th[ Lhc re is nothlng,wrong unth buying,

on time. ‘There is something wrong; however, Witl‘\ not getting quality -

merchandi se and wi th not shopping arouxd to get the most inexpensive
financing possible. :

7. .
Unfortunately, very few people are familiar with the many ways
they can use credit to their advantage. Here are a few things
vou should check into before you buy~on time.

[ntorest Freo Crioddit

You've hgard the old saving; "You can't get something for nothing "
This is #n dLLUTiL(‘ statement to bo xure" But- you can PCC interest
free credit at some stores if you are willing to pay the balance

within usually 25 to 30 days; dopendlnp on the store's policy. Some

will even let you po for as tong as 90 days before they will charpe

interest: N
N\

Revolviiy Charge Accounts .

When vou 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 hce wishes to.pay each month.  The cus-
tomer makes a monthlv payment and is charged interest on the unpaid
balance. The interest charge is usually 1=1/27% monthly. That )
docsn't sound like much, but figured on an annual basis, this comes
to a whopping 187 interest.

(At th1s p01nt, it mlght be useful to 111uatrate by example what

the 18% fipure means in terms of dollars and cents.)

For lnstance, ake Bob Blunder who wanted to buv a Pioneer stereo
sef that is on sale, for $200.00. It regularly sells for $230.00.

He Y.akes a vear to pay and the salesman tells him that he will be
paying only 1-%% interest per month: But, what Bob does not realize
is that ke is paying interest at an_ annualiggtg of 18% on the un-
paid balance. And this-could cost him an additional $30 to $35

for the stereco set. ;

142

[y
<
(\J

L1



O

ERIC

Aruitoxt provided by Eic:

MODULE 11

UNIT 111 YOU AND YOUR BANKING
lessont 3.3 ¢ Banks and Your Money
Handout 3.3.1 . Banks and Banking Words

Charge It - Continued:

Credit Cards

It is impossible to nmke the VCHOrJlI(lLIOD that credit cards arc
cither good or bad. It depends on vou. 1f 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 ¢an restrain
themselves, and who do not have a tendency to lose things, credit
cards have a distinct advantage.

Manv types of credit cards exist. . Some you have to pay for and
others are for tred. Generilly; they carry no interest charges
®r30dmm,aml%mihmgéwmjmmﬁn,mebmkéamidﬁMtCmﬂ
companiies pét their "intcérest' by charging the stores wherc purchasés
were made a certain percent of the purchase price == in short, a
discount. 3

&

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

The Cost of Borrowing Monev

Fveryone knows that you can borrow money for something vou want to
buy.  You should be awarc that the interest rate is based primarily
on the risk taken by Lhe ‘compapy lending you the money:. As a result,

the true interest rate dan go as high as 36%, or even higher.

No. ér}é can téllr"y'c'jii the Béét way to Béi:r'éw' Ebﬁéy in é'\}éﬁ} éiEihiti&ﬁ

the task a lot ecasier.

Life Insurance

Probably the least expensive loans are those available from Life
Insurance Compantes, provided vou own a life insurance policy in
the first place. _If you do, gonerally you ar¢ alltowed to borrow.
up to the cash value of the policy at an interest rate of 5% to 6%
per vear.

Credit Unions

In many companies, a credi: union has been set up for employees of
that company or organiziticn. 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 consumer cooperative.
Interest charges are usually about 1% a month for the unpaid balance.
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MODULE II

UNIT 111 YOU AND YOUR BANKING
Lesson 3.3 Banks and Your Money
Handout 3.3.1 Banks and Banking Words
Charge It - (

This is another way to borrow money, but thcre is a catch to it.
You must have money in the bank in order to borrow at a lower
interest rate. :

Commercial Bank

ConnErCLat banks only toan 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 is wise to shop around. Generally, the
rate will be more than from the other sources mentioned, but 1é€ss
than finance companies.

Finance Companies

Findncé companics 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 yecar: )

\u
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 187% charged:)

Conclude the lesscn on credit by discussing some or-all of the
following: 1

How can you get interest free credit?

2. What is a revolv1ng charge account7

Lo

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

What is the best way to borrow money?

Are credit cards a good idea?

[ \UNNU, s

What is the least expensive way to borrow money?

How does a credit union work?

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

0
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MODULE 11

\
UNIT I1I YOU AND YOUR BANKING
Lesson 3.3 Banks and Your Money
Handout 3.3.1 Banks and Banking Words
o _ O\
Charge It - Continued: Y

9. Of all the plans mentioned; which do you think is best? Why?
10. What are the right reasons for borrowing money?

11. What are the wrong reasons for borrowing money?

2
t
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UNIT IV FILLING OUT FORMS

Lesson 4.1 Filling Out Forms

BEHAVIORAL OBJECTIVES

Following the classroom discussion:

1. The studerits will have a bettér.

3%—:‘ ’ \Pt' 1 g
ﬁﬁder%anding (

'MODULE  II

of the proper way to fill out various /forms.

¢

CONTENT

Skills in Filling out
torms

MATERIALS

Filmstrip Projector

Filmstrip 'Filling Out Forms'',
Part IT1 :

Worksheet 4.1

OPTIONAL ACTIVITY

* The Center for Humanities, Op. Cit.
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SUCGESTED METHODOLOGY:

% + Filmstrip 'Life Skills:
Filling Out Forms and
Following Directions'';

Part III.

Sample Forms - Worksheet 4:1

ey
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MODULE 1II

UNIT v FILLING OUI' FORMS
LessOn 4,1 Filling Out Forms

\

SUGGESTED TEACHING TECHNIQUES

L.D. =~ E.H. - E:H.H.
. | Y

Filling oat forms is a life skill that.all young adults
must learn. The instructor should first help studen€g

to see that one must first read forms carefully and
secondly they mist follow directions accurately: This
may be done by<h§§§g?ng in a simple recipe and discussing
what might happen if the correct amounts are not put in.
Labels from clothes can also bé checked and discussions
of what might happen if the instructions are not foltowed .
could be held.

After discussions and filmstrips students may be given
the Forms and assistance given in following 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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i | CHULE 1T
Unit 1V Flll].ng Out FO!m9 TE FMPLOYEE'S WITHHOEDING ALLOWANCE €F RTIFICATI
Lesson 4.1 . =

Horksheet 4,11, "Sample Forns" :

Form W4 (Revised October 1976) |
Employee's Withholding Allowance Certficate
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MODULE ITIT

JOB SENREH

%
I . o
OBJECTIVES . .
1. To make students aware of the job Seeking réSourdés on
y - the Community College Campus.
2. To help students become knowledgeable concerning job
seeking skills.
3. To assist students in developing skills for interview :
situations: L - P

4. To have students learn offective skills in filling out
job applichions. ) ( )

I.




MODULE — III

JOB SEARCH
OVERVIEW

The Student prepared to take Module IIT should have already completed
career exploratlon and be ready to galn the skills necessary to obtain
the job of his/her ch01e;‘ For any student who has not adequately
prepared for Modulé III, the instructor can refer hlm/her to the
career center on the local cammnity college campus to obtain the
prerequisites for career eprOration béfora téking’NﬁduIe IIT.

Y
The question to be addressed- by Module III 1s “Howrdoés one go about
gettlng the job of his/her choice?" Knowing what one wants is the
first step. This cowbined with the skills to be.learned in Modqié 111,

should enable a person to find an appropriate position.
[ 2

Q

helpful in filling out job appllcatlons and- dependlng on the need :
experlence of the students, resume wrltlng can also be introduced.
" unit I1I, The Job Interview, provides skills and techniques for conduct
oneself in job 1nterv1ews. Students will practlce these skills i# mockf

interviews in the classroom.

Most of the students entering Module III wiil also have had cooperative
education and/or work experience programs in thelr secondary experience.
As past work surveys have lndlcated young people often obtain their
first job with the assxstance of people they know. These people may not
always have a jOb to offer, but they often know about avallable openlngs

"pass the word along". Unit IV, ﬁbb,SeekLng Skills, introduces ways
the student can use these and other resources avallable to hun/her in -
finding the jOb of hls/her choice:

162
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‘MODULE  ITI

UNIT I g INTRODUCTION TO JOB SEARCH
ILesson 1.1 intro§UCtién

BEHAVTORAL OBJECTIVES -
Following the classroom discussion:
1. The students will know the course requirements and objectives.
2. The students will be aware of each other's work goals ,
and any current plans they have for reaching those goals
777,,,77,,; ‘ . SU@ B K - —_———— e - e -
S Intr UCtion t:o Course and ¢ ) ', Individual introductions
7 /Presentatlon of beginning with instructor
EmpymetGol d Plans L S P
. toymen als an P)‘ . Presentation of course .
\ < . objectives and requirements
. )
Blackboard, chalk °
Activity Worksheet 1.1.1 ‘ . : :

“ : 5
OPTICNAL. ACTIVITY
i;’I‘Vhle Introduction Name Game"

R
.
)
- . N
12> B
. Y} B
: L
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MODULE  III
‘{
UNIT I INTRODUCTION 'TO JOB SEARCH

lesson 1.1 Introduction 4‘

| SUGGESTED TFACHING TRCHNIQUES - , .

B
"As with Modula T, Module I classes should be formed in a circle
for ‘best grbup.iﬁteraction, and to' facilitate discussion. It is
suggested that this class structure be followed throughout the

rest .of the ﬁnits, as it provides the best atmosphere for group
Supportive interaction.

The instructor should write Suggested areas fof student intro-
ductions on a bldckboard or large newsprint: (See Activity 1.1.1).
The instructor should begin by introducing’ himself or herself,
and acting as a model for students to £bllow.

Those students who have completed Module I will be at an advantage
over those beginning with Module III. One suggested method for
assisting both levels of students is to assigh advanced Modile I
students to act as teaching assistants for those who have not
taken Module I. Their first assignment should be to show néw
students around the campus after the first class period.
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MODULE  TIT

/
UNIT I INTRODUCTION TO JOB SEARCH
, besson 1.1 Introduction 7
5
ACTTVITY WORKSHEET 1.1:1 . INTRODGETION
,‘j"
., SYCGESTED QUESTIONS: 9

g 1. where you work )
| 2. w}“nt kind o% job you dc .'
3. Rate of pay
4' TYpCe of tranSpOrtation used
5

5. Location of job

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

Bt

ERIC SR
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UNIT I - THE JOB APPLICATION

Filling out the job application form is an important part of the

job seeking process; which should be taken very seriously. When a
prospective amployer 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 ‘or contradicting. The
student needs to pay close attemtion to the information and the way
an application is to be filléd out. What he/she puts down will
iépiéééﬁf the picture of him/her Eﬁsﬁ the éﬁﬁléyéf has:

If an employer is 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 best effort, as it could providé

important dividends.

Unit II begins with Lesson I, Packaging Your Skills, which presents

why the application is important and a simple technique for having
job apptication information available in the form of "wallet cards":
/ , o
" Lessons IT and III provide the student with specific practice

sessions where skills in filling out applications can be learned

, and practiced: By the end of the first unit, the student should

have the informition needed to fill out most applications, -in a

5 readily acces:ible form.

T P2 T
Cynsad €8
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RSN - MODULE — IIT

UNIT II THE JOB APPLICATION

Lesson 2.1 . Packaging Your Skills

>
Following the classroom dlscusslon
1. Students w1l}fbgﬁgware of the information
required on an employment application.
2. Students will be aware. of the proper
arrangement of 1nformatlon on various
types of employment applications.
CONTENT SUGGESTED METHODOLOGY
- Bmployment Applications : : ‘ *, Filmstrip "Packaging
’ Your Skills: Appllcatlon
—_ . Introduction "of the
oy s ’ "Wallet Cards" worksheet 2.1.1
I
2 g
MATERIALS
Filmstrip projector
‘ils
"Wallet Cards" worksheet 2.1:1
Blackboard, chalk
S ?

OP’I‘IONAL ACT I\LILIX

**Ilndlng Your First Job,
"Filling Out The Forms"

*@anndway, Op cxf., Unit XIT:

frcarl Mebaniels, Ilndlnq Your First Job (Boston: lioughton Mifflin co:, 1975)

1o
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MODULE I1I

UNIT II
Lesson 2.1

Worksheet 2:1:1 "Wallet Cards"

Note to Instructor:
This card may be reproduced on tag or note cards to be carried in
students' wallets.

Hore 5.5.4
e

= Zip City State County
Birthdate  / / Weight Height
[jrim ucense#**”*ii' —— '. i‘btify il‘ S0 of 'etergen’cy;

Work History: Phone N ——
Dates Name & Address of Employer Rate of Pay Supervisof Reason For

Fr. To Leaving

o _ B L
Education-High School Beferences: }
N&LE ol L _ Name ) .

Address : T Address
Date of CGraduation — - - ¥ ome




MOBULE IIX

~  OUNIT II THE JOB APPLICATION
Lesson 2.2 Application Form Practice Session I
Foiiowiﬁg the CiaSSKCCﬂldiSCUSSiOn;§Q
1: sStudents will have the knowledge to fill out
é~job éppiication accurateiy. .
< ,
L;v-‘

e : SUGGESTED METHODOLOGY
- - - = Practice Employment

application Worksheet 2.2.1
wallet Information Cards

: W‘%f “ .

3
' MATERIALS
Pen01l' pen

;‘)7;

Worksheet: 2 2% i R
Practice Emplo?ﬁ%n'ﬂ ”W';
Biackboard chalk *;m

OPTIONAL ACTIVITY
tResume Wbrksheet (Page 25, Finding Your First Job)

i Practlcq;Exer01ge

**"Appllcatlon for Employment"
- "Jofn' S’Wew Job"

“ibid
**Application for mnpiqymént, "John's New Job", (White Plains,

New York: The Center For Humanities, Inc:) frames 42-60

N,
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/ MODULE — IfI

UNIT IT THE JOB APPLICATION
Lesson 2.2 Application Form Practice Session I

SUGGESTED TEACHING TECHNIQUES

L:D: E:H: E:M:H:

advanced Students who have had enough experlence and can campete
for jobs where a resume would be helpful:. For students who have
much 168S experiénce, the "information cards” will probably contain
the type of 1nfornat10n they will need to fill out most

appllcatlons.

Students rarely have the necessary information with them to fill
out the practice application. Sending home the practice sheet

or the information card as hohework usually is helpful. The
instructor will have to prov1de 1nd1v1dual a551stance for sarie
students in filling out the application.with accurate information.

Pre-scheduling individual conferences during this time in the

semester will add much to the success of this activity and provide’

the student with the skills and information needed to fill out most

job applications.

The individual ééssioné will help the instructor be awaré of how

each student is approaching his "job search". It will also acquaInt
him with theé individual learnlng strengths and weaknesses of the

students in the class. e
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UNIT If  /
Lesson 272
Worksheet 2-2.1

THE JOB APPLICATION
Application Form Practice Sessicn I

IIT

Practice BEmployment Applicatior;

- . /‘-
pTT T T e - - - - “;_*'—/ T e ST - N
I3 - N o z
» Employment Application
0 Date ST
i. Naime 2. Social Secanity NG -
Las: Fllél Mldd](,; or Md»déﬂ B Vg
. 73._Add'ré§§ T 4 Telephone No
Stivet Ciiy State Zip Code
5 Birth Date and Pige ‘ 6 nge 7 Marital Siatus single . divorced
! marned - widowed
' i - L ) L. - e - - P — —
8 Height -1y -.n i 9 weight — ——lbs 10 Hair Color I 11. Eye Color ¥
12 Piresent Heolth 13 Do you ':ILive any physical Hd;;(Jlé(lD or himitations? If yes,
St v e explain. o Yes No
.. extellent “~..__ good
_an L pd(jr

14 Cncle h:ghesl yeu ¢f SLhUu’ {O'Y‘Dleled dna give d:ploma

List coursed or tratming which préparéd you for wark:

o1 degrée iecaived. including T SEL o GE.D . B
- 3
Qrd(ie and High Schoot ) _ S . —
12345678920 41 42 - g/ o _
College (\""G}na Gr Degree _
o _i 2 3 4 b 377 =il T T m—
16 Employmtn( Hisiory — Musf LCL'nl Job first.
a. Name of Employer . - — — —- - o T T —
Addr ess . JV/;\\ij_i R S
Dates of Employmt‘ﬂl/ S _ — PR
PuSlllon and Dunes s U - ——
b Ndme ot Emplgye' __— ~.. — o -
Address - :_ﬁg/" — ST T T T T e TIT D
Dates of Employment_ -~ - P — S — : —
, Pom-on and Dum:SJ \\_‘&-{w_ : _ ——— —
C. N.mm uf E,npluyuf e :——«MM‘/M,,M i e e e e
Ad(lvess T~ — S e ——

Dates of Employmént - <. _

Pusnn)n angd Dures e ,,;

17 L-sv thiee {3) veteren_res who 4™ not ,eldled to you
a. Nome o B B .
Addvéﬁsﬁ e e . e
firrl.m?héh m PR [
i) l’\]}i"n!r e e ~ —
Address - e U . T
Ho;i.illim-.h.p
¢ Na;;iu . . -
Axlrdn_-ssr
“(el.)liiiinl).p
7() Ar(} MY Hlv}liih’m of amon’ yes No
It Sl;, farne ot Uyt )
O

ERIC

Aruitoxt provided by Eic:

18. Llsl hobboes school or commumly ac tivinies, and dny ocht:s

yuu have held. -

19

21 Are you wilhing 1o travel or relocate for trang?
Yig N
1 (Y
160 s
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ERIC

Aruitoxt provided by Eic:

MODULE III

"UNIT II i THE JOB APPLICATION

Lesson 2.2 Application Form Practice Session I

OPTIONAL ACTIVITY 2.2.1 \

'/i
Rt'.\’lllllt" “()I’i\ﬁllt't'l
ﬁ*‘evs’ondl Intormation
Name (Firet, f\'nl,:‘-L;ns( - no nicknamues)
Local Mailing Addr ess ) =
Permanent Mailing Addreis (if different from above) )
by
Social Secarty Number (see d’\apier 3if you d'on;l have one)
Date of Birth Place of Birth
Hb'gﬁt L - Welghl -
Health (Exceltent; Good, Fair: Poor)
Matital Status (Maru'ed, éangle, blvorced, éepéréléd, etc.) el
Number of Chitdren (if any) , ’
Miscellangous J . e — -
Educational Béékgrbarid
List most recent s¢hools first.
Dates Degree/Diploma/
School City/State Artended Mayor
ey
-4

Vol
\

»

%]



1 )
OPTIONAL ACTIVITY 2:2:1 continued.

T
+

Schocl Activities

Exvacurricalar Actii.ties Ottices Honors

MODULE  ITT

.

Wk Exper ence
EasTinost cowe ol paliy TS e iLce tail tirme, part time; sammer; ang veigritecr otk
rall o AL
7 Deétés of Erief Descrist o
Jor Tine Sy Employnien: of Duties
N
. P
interests »
List hobbies, commarnity orgamzanons, and other activities.
o 2 5
.
References (see next section of this chapter)
Name POSIION .~ Address *
- i
N T
e
- f P; b
[ 1. .

ERI!

Aruitoxt provided by Eic:



MODULE  III

Lesson 2.3 ' Apptication Form Practice $ession II

BEHAVIORAL OBJECTIVES

Following the Ciassrpdn discussion:
1. sStudents will be able on their own to fill
out standard employment applications.

.

- ¥

Job Applicatior_i Forms : . PE‘C?i’Ge; E; : 1’0”,- :,t | N
Application Worksheet 2:.3.1

"Ei - Examination

. Class Grading of Examinations

MATERIALS’
Practice Examinatioh Worksheet 2.3.1 !
Penc11, Vpeli 1}
Blackboard, chalk ' s

OPTIONAL ACTIVITY | 3

]
] N
.

163




UNIT 11 THE JOB APPLICATION

Lesson 2.3 . Application Form - Practedeiession 11

Worksheet 2:3:1 Practice Employment Apgfrcatiggv’kxani nalyg

_Last First Middld, Strge

3. Social Security #: . 4.

Birthdate: _ | 6. Weight

5.
8. Date of Hl;zh Sc:hoo]t Craduétl;.ong or G.E.D.:
%9. Any additional training:"

R

10. Work History. 'Start with your present or latest job: \ :

a. Name of Employer: Address: ‘ ‘

. 5
Dates fm’pioyed: Positiion: Reéason for iéavipg:

from " to s

b: Name of Employer:

1 Address:

—

_Bates Fmplpyed: ‘Position . Reason for leaving _
. lS/""'; ‘ - -

. EO —— — U VO U U ——e

T

X
v

c. Name of Employer 7 Address: o
‘[Reason for Teaving™

Dates Employed: Position \

rom ‘ to . R | B P

11. List two (2) r ferences: B
a. Name B " b. Mame
rddress Address °' R
‘/\(ldrc e e - dress " S
I . X . .
Occupation <Occupat ion
- N ~




© MODULE  III

]

UNIT IIi — THE JOB INTERVIEW

=

' The intervicw is one of thé most important elements of
obtaining employment. Usually students who have problems
‘acquiring a job also have problems w1th presentlng them—
selves well 1in an interview: In thIs unit; students
will be glven help in 1nterv1eWLng skllls what to look
for, what is appropriate interview behav1or etc. Video-
taping will be used as in Modules I and IT for stdents
to bécomé aware of the skills they have or. need to work on.

‘Positive feedback is also given fram 1nstructor and class—
mates to make these pos1t1ve and enjoyable learning
experiences: )

Lesson 3.1, Packaging Your Skills: The Interview,; presents

the necessary skills for the job interviei. process. It
shows students the lmportance of presenttng themseiv&s well

'—\
in an Interv1ew

besson 3.2, dJob. interyleﬁLlnzmi;ceASess1on I Preparatlon,
presents to the students the most ccnnonly asked questlons i

in a job interview. The class then discusses the best way
. for an applicant to answer these questions.

1losson | 3, Job Interview Practice Session IT: Vldeo—

Tape Moc Interv1ews, gives the student a real oppor-
tunity to‘B?actlce what "o/she has learned, and to have

a visual playback of how he/she actually performad:

<

17

165




MODULE  IIT

CUNIT III THE JOB INTERVIEW

Lesson 3.1 Packaging Your Skills: The Interview

BEHAVIORAL OBJECTIVES

e PR
Following the classroam 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 themselves™uring an interview.

*. CONTENT SUGGESTED METHODOLOGIES

) Appropriate Behavior for Job * . Filmstrip “"Packaging Your
® Interviews Skills: 9he Interview"

Filmstrip “Packaging Your Skills: "
The Interview"
%ihnstrip ﬁrojector & Sound
Synchronizer 3
alk - .

**McDanicls) Op:cit., pp. 45-52.

N

$!




UNTT TTT - THE JOB INTERVIEW

tesson 3:1 _ _“Péckaging Your Skills: The Interview"
S

SUGGESTED' TEACHING TECHNIQUES

p
Students who havé ocampletd&d Modules I_and: II

skills in being interviewed: This can act as a

should have gained

review for these

studéhts and help them gain confldence i a: spec1f1c jOb interview

‘rsiEﬁéEién; As 1n Modules I and IT it is suggested that video tape
'cqu1pnent be used where pOSSlble. Students who have had experience

with" this media can help the others who have not,

confidénce to attempt theAr first video.

!

K

to gain ;uugh

7

_Where video equipment 1s not available, role play practice interview

3

will allow this: 1 not, «he instructor is adv1sed i

‘ studcﬁt could be gtvon the role. The instrictor’

sessions can be used with effcctlveness Other students can be asked

to act as observers and give constructive feedback to other students.
The instructors should limit the kind of fecdback given by uSing an

Lesson 3.2 includes a tist of "frequently asked

_observer check list that will focus the feedback in a positive manner.
& ‘ : :

questidns“; which should

L ~d as the basis for the mock interview practice sessions: The

TSt oaetor c’//add or eliminate questlons dependlng on tho 1eve1 of .

tr - p&  1cular class he/she is teaching. It is, howevcr, heipfui

the students to play both roles if the maturlty of the class

conductlng the interview. Tn same situations, a

used in chooang the most cffective approach.

DTSCUSSTION QUFSTIONS

S s

tbe one
icularly advanced

S discretion shouid be

Mmtlstm‘mmﬂqmrLqum;a)gilimwwlummvum°

<

5

. What are some questlons you miqht ask tho 1ntnrv1ower7

1.
2. How canwan employor tell if you are 1ntorezted in the job?
3' -
A

, an  interviow?

. What is  the right dress  for men/women  to wear to an interview?
5. TIs 1t comebimes n6cossnly to go for -qund intervicw?
6! whui are aonn thlnqs you stivukd not v, Jdurio

(e mwﬂn" s Tuamp nirhnr,}xnr(yO(ﬂnUH

167 [
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being too nervous, otc.)
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.~ MODULE ITI

7 THE JOB INTERVIEW

“Jobs Tnterview Practice Session I = Préparation

: T ;
R T
BEHAVIORATL, OBJECTIVES.
Following the classroom discussion:
i ,'\,
1. ‘Students w1ll know thc most COﬁHﬁnly asked
"questions in a job™ ‘interview. Y

2. StuaentS'wiii prépare to participate in an
interview practicé session.

e
' e sucapsTes pEmiopooY 4
Job Interviéw Quéétiogs "The Méét Asked ouestions
in a Job Interview"
- Worksheet 3:2:1.
. Discussion of the structure
~of the practice session for
- _ the rest of the class _.criod.
4 , ’

“The Most Asked Questlons in _
a Job Interview" Worksheet 3. 2.1

< 3
OPTIONAL ACTIVITY
*Finding Your First Job
;Ibid; - : . » j T‘]
_ o ‘ =
g : : 168




Most Asked Q._ues"t'i&ns

""'in a Job lnteﬁhew

SR | AL .Y élb.zations that tesi; a\person B
. T BAY o “knowledge of the job.) & - _ S
| ‘.2;"Inwﬁattype efpdéztimﬁeyoumﬁitinte:eﬁed?,_: o L ey g
7 3. Wy do you' thifjyou would 1’ = to vork for our campany? b
.7 "% vWhat jobe have you held, how were they obl:a.med; ard W av
. 5, viat aoyw’ﬁmﬁﬁgr carpany?




MODULE IIT

UNIT III , THE JOB INTERVIEW (
S , . -~ A
Lesson 3.3 © . Job Interview Practice Session IT
Videotape Mock Interview Y 4
a0
s
BEHAVIORAL OBJECTIVES
f‘oiibwing the ciaésro'om é},&:u's'sion:
4 . -
1. Students will have practiced the
appropriate interviewing skillsy )
2. Students will have obtained con- .
structive feedback on their . STy
interviewing skills. el N /fl}
. Ty
.\ R A ~
- : - S
Job Interviewing Skills - . Videotape practice session
N . using mock interviewer oy
’ situation o , '
C | . Obsérver faedbdck to students
' from Obgerver Feedback Work-
—_ sheet 3.3.1 ;
Videotape -equipment LA 7 o w
Worksheet-3.2.1 " RS S ,
Observer Worksheet 3.3.1 : s
‘ ; \\
L

OPFIONAL ACTIVITIES

170




UNIT IIT
Lo lasson 3.3
$

, ' ; %

J,:_J“ ;v .
THE_JOB INTERVIEW H
Job Interview Practice Session II=

Video Tape Mock Interviews

.

Observe the person who is being interviewed and check responses.

positive and honest:.- *{ﬁ
Non-Verbal Behav1or

1.

Yo

II.

A.

Verbat Behavigr

A.

Eye Contact '
- looks directly at person being spoken td
4 locks down at the floor or feet

___ stares 4 . :
usuaiiy looks directly at pereon
looks away - not directiy facing person -~
Posture Co : S '
.. __ sits slumped in chaIr o
___;slts very stralght Stiff-
. eeeejéiﬁs relaxed butinot siumped\ -
Physical MoWements |
wringing hands, etc. o A :
- keeps head down -
uses hands- to talk g
seems comfortable and relaxed 5 ﬁ,fﬁ’ ’
Facial Expressions -
- smiles a lot : o

frowns a lot

What i:h‘\é“‘gers’o’n is saying :
repeats words
__ rambles a lot
ideas well put, you. understand
. < N

.17 -

11T

‘Be

Re
B

facial expressions go with what the peresé is saying

o]



UNIT III

Lesson 3.3

B. Voice.

good . o

THE JOB INTERVIEW
~Job Interview Practice Session II -
L7 Video Tape Mock Interviews (continued)

a

too loud

too soft

too fast
fééééf:é words

too 510w

good - ) o

. .
b
i -
=
@ ,
3
e . ;i . Ry
- :';::. e,
& A
o R ]
- >
oyt
3
R
1 3 vK
L]
.}t

i72 -



-

LEe

P

UNIT IV JOB SEEKING SKILLS

Dnit IV presents the student with several practical
Bochniques and helps develop the skills necessary
for a successful job search: Unit IV also attempts
to introduce the student to community job seeking
\ resources and presents a plan whereby the student :
v can practlce uUsing the résources in the most

effective mamners:

Lesson 4:1 #itroduces the student to the "Job
Interest Interview Questionnaire" and explalns
how it should be used. The student is to find o
sameone worklng at a job or company in whlch 73& .
he/she is 1nterested He/she then 1nterv1ews e
he perso repor class, his

Lessonséti is the actual class presentafxon of

1nfbrmatloﬁ°obta1ned diring the 1nterv1ew
e Iesson'4 3 introduces an act1VIty --“ﬁ“-
=7 the student to better understand and[

use the "employment want “ads" ,

Lesson 4.4 suggests that the teacher arrange for .=

a speaker to talk on the "Job Service" and how

the student can use the service.

Lesson 4. 5 suggests that the students v1s1t a

) Job Servxce Center and make application for work
All of these éxercises are practlcal steps toward

obtalnxng the jobs of their choice: .

111

g

Vi

e



MODULE ~ III

UNIT IV JOB SEEKING SKILLS
Lesson 4.1 ¢ Job Interest Interview
ST VIO 7,”,7 . - '7 - - ey — '7" '5 : a’

Following the ctassroam discussion:
1: Students will become familiar
with the use of the Job Interest

Interview Questionnaire.

"' 3. Students will be preparéd to conduct )
a Job Interest Interview and report CX
the information back at the next
class session.
- Y
Job Search Téchniques . : Explanatlon ggfbggima/
' : usefthngobﬁ;gggresth\«
. Interview ¢ estxonnaxre
- Worksheet ¢ ;
| Dié&tifsféibﬂﬁ myent
Interview Assig t
for the week. )
/o
5 % ;.
/' Worksheet 4.1.1 5
Blackboard, chalk ' '
‘ OPTIONAL ACTTVITIES
*"Finding Your First Job" ' ,
( V, -
- 5?51 . S __ 11 f;é; J?.
*McDaniels, Op¥cit., Chapter II. , i
’ 174 =
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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 falk to someone who is currently doing that job. They should
then expiain that they are - a college student who needs to interview
them for a class xﬂ career search: The student will then use the
"Job Interest Interv1ew form as a gulde to asklng questlons durlng

the interview. o : 2

6 &

‘The student is encouraged to take notes for hls/her §¥ESentatxon to

the class the follow1ng week. Each student s expected to do at
least one'interv;ow and make a presentatlon.i Same students of course
will have dIffxcuity fottowing through and corducting the rnterv1ew

- Sametimes .students feel more canfortable 1f they can_do “the’ lnterv1ew '

jointly with another student. Gthersf
over the phone.'fft is suggested to only g
a last resort, as much more is galned by 54 Ba Intervxew and

visit to the work s1te.

confxdeﬁce needed to campiete the exercise. The instructor will
probably need to spend individual timé with somé students who find
this type of actxvxty difficuit. -

S

o

(v



MODULE IIT

UNIT IV o JOB SEEKING a8KILLS

Iesson 4.1 ‘)j‘*» I Job Interest Interview

Worksheet 4.1.1

w10:

“.local area?

,

What kinds of business or industry offer employment in this occupation?

Local firms employing people in this occupation .

Are those positions currently available in our iocal area? Yes  No
Where?
Is part—ta employment available in this or similar oCcupations in our
ah Yes No

Where?
Edtieéﬁibﬁal Preparation Requxrements :
a. Wigh School Graduation? '
b. College or Trade-teth School?

c. What local schools or colleges offer subjects in this occupatlon’>_____

cw

ra

s

Cost for this trau:nlﬂg’> _
P Number of months Oor years preparatlon beyond hlgh school?
'f." fs on-the-job Eifarnmg avatlable?  _ . Yes No .
g. Arc apprentlceshlps available for this occupétlorl:> . Yes No
h. What high school subjegi# are useful to prepare for this occupation?
1s experlence necessary to enter ‘this occupatlon’> ) '?-‘}',,% Yéé No
S T
Must you ]01\11 a Unlon to enter this Occupat10n’> . Yes No
Are ,you requ1réd’€o have a license or certlflcate to enter this
. 5 o _ o .
‘ OCCG‘?athh 176 1 Q' Yes No



™

Investigating Carecrs, continued: ¢
s ) o ,
12. personal qualifications for this occupation:
a. Personality traits ' | _
T
b. Special Interests ‘.
~ ¢. Physical Skills
) dr'w Physical Demands
*
13. Wworking conditions for this ggcupation:
a. Hours ‘ Day - ‘Week o .
b. sWork nights? - Yes Mo
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? ) Yes No
. Will you work aloié much of the time? ' Yes No
g. will you have to make decisions? ’ \ Yes No
h. Will you have responsibilities? Yes No
i: Will you work indoors, outdoors; or both?
j. Does the work have variety or is it routine?
k. Does this job réquiré concentration for long periods? Yes No
1. will the work ke regular or seasonal" S
. Will there be much noise?* T No
n. Will you be reqtlired to travels . - No
Wla.l you be workg pryn%&lly with thi gs, people or 1d s?
— : .'"?‘ ‘é e
13. V%hat is the start;n i l]Hourly - Weekly - Monthly
15. Paid. weekly = '_ X | / Monthly
. 16. .Top salarye \fn this occupatlr ; S
17. - Advancement opportunities? * - “ o '
| To what positions? : " salary Lo
18’~X What fringe {benjflts are offered? (Insurancg;” Vacations, Sick; Leave,
- tRetlrarent ste S g o
. » t ) ‘ E \ {'@L ‘ , ,

A
\
v
~N
-
T

i
e
PETR P

& A
%
N
@ (0
- m
k-3
%
%2
I
(EE




Investigating Careers, continued:

19. Are uniforms or special clothing required?
Does the employ: . furnish them?

20. Are special tools or equipment required?
Does the empioyérwfurhiéh tqui

21: Does this job offer security?

22. Does this job require security clearance?

Yes
Yes
Yes
Yes

Yes

53 5% 5%

Yes

1

23. What do you like about this occupation?

Advantages:

S i " — T
24. What do you dislike aEPUt this occupatig
i ‘ > e

: :ganpi_oymnt outlook fori this occupation?

25. What is theJX
ReTha: ,wfé same? ... " Decline?

26. How many peopl®~he employed in this occupation?

27 Wéﬁl&'yéﬁ expect this occupation to be your life carcer?

e

. &% a stepping stone to Y
e L T T - N -
28. Have vyou discussed your career plans with your parents?

~

What is their opinion of this occupation?

e
A
i
e

e

L .
BT I

R Y 4



2 - MODULF I1I
14
UNIT IV
Lesson 4.2
BEHAVIORAL
< Following the tlassroor di:~ussion:
1. Stud'ents will have “:resakted to
the class the resul=s o their i 5
interest 1nterv1ews N3
2. The students will havc Pxned . . ]

khowledge and a contac~ »erson ,

in their job area of ir-:rest:

N, | ~ &
CONTENT . SUGGESTED M: HODOLOGY
‘Job Information md . oL Class pﬁesentatlon of
Job Contacts information .from mterest

;:g intérviews.
;j ' K

i ‘
i N
MATERIALS - ) ' , -
Stud gnt Completed Interest el R
Interview’ Forms ,
.2 }(' o
o A :
D = 7 T3] .
S 7 . ) . B //’ : P
OPTFONAL ACTIVITY - : o
— ) o = . o
*Finding+Your First Job ’
: Y
o
- Eg
N B
*I_Bia- PO
. - : ’31 e
B ;} N\r*‘ X:,. s i
N
179 194 :
Q o N , o o S . . T

ERIC

Aruitoxt provided by Eic:



MODULE  III

‘e

UNIT TV JOB SEEKING SKILLS 7
Eééséﬁ 4.3 Understanding the Want Ads

-
R

BEHAVIORAL. OBJECTIVES

« Following the classroam discussion:

1. Students will be able to effectively
use the classified advertisement
section of newspapers in their Job
Search:

/ |

.AéONTENT o SUGGESTED. METHODOLOGY

\ . Discussion on how to
use the Want Ads - the
' student's experience

~

. "Job Want Ads" Worksheet
4.3.1 .

~

hL v

vorksheet 4:3:1 ; ‘ T
- _ - - - Y . °

Copies of classified sections
of newspaper

5&3 . . . K

t 1 [ : &w | . R 1 . 3

. OPTIONAL ACTIVITY |
T

* "pinding Your First Job" ( .

f - ' —r

R : gly




- MODULL;  IIT
UNIT IV '~ JOB SEEKING SKILLS /
oo ’
Lesson 4:3 o " Understanding  the Want Ads 3
‘ Worksheet 4.% - . “Jéf? Want Ads":
- & .
] . y ’ ¢
'I. Inw é?n{/;ds,ymany abbrev1at10ns are used to save space. in order to
undérstand what you'll be rLadlng, find out what the- abbrevxatlons
stand for. Match want ad abbreviations to correct word below. -

1. a. appointment
2. b. Mbnaay through Friday
3. c. part time’
4. \ _d. High school C. )
5. ) e: ‘Phoenix
6. e . f.- words’per minute
7: g. . office
8. "h. graduate |
3. i.  necessary s
10. 3.7 aftemmdon or evenmg
11.- k. .experience
12 < 1. odimy s
13. . m.
4 v o L
15. - %o, % .
a0 ) ;;w# . S . ;« A é?fi
1. Listed below are some sarple help wanted ads: Read the ads and
'notlce Ehe lnformatlon given about éach job, and thénranswer the R

questxons ;ghat follow:

Imported car seller needs @\@“ E

bard working man with exp.:
Brxver's 1lic._nec: Gooi' v ﬁf%k

conditions & chance. foféa cement .
Apply in person Mr. Eari”'25 Vaiiey
Dr., Phx: S .
- e
4

181




MODULE  TII

WAITRESSES - - exp over 18 ) Parklng I_Dt Attendant .
Apply in person between 1-4 p.m. ] . p.t. apply 738 S: 2rd
Ted's Steak . House, 19 S. Park St. .- Jo Davis, Owner, ‘
SR - 4,
HELP WANTED - EMPLOYMENT AGENCIES ‘
HOUSEKEEIPERS GOOKS MkaS GARDENERS ng E)nployment Ngency,
7 52 Oak 621~ 1121 Nbdést fee. 7 TR
BOOE b ¥ 4% B ¥ & ¥
* 'f\ " ‘
. R - '," b4 ‘v
Use help wanted aﬁs o flnd answers to the followmg questlom;: -
1. Wwhat tifme should you call to ask about nurse's aide job’),,, o o
,777 N , . _7 ,7 — oo - ,;Q, ,’L;,’ ,:,,3,;:1;, - ,:,;’,,’, oo e )
2. What is minimum (youngest) age for waitresses at Ted's Steak House? .
N . ) . - . . B '. . s 2
© 30 What is the address and who is the owner of the parking lot?.
G o B »
- e . 4. Besides experlem;e, what ei:se is needed to get the ]Ob as a lube and
- | parts man’ 7 :
) 5. What is the telephude number of the King Employment Agency'z

ok got a jgb through(than, who wouid pay the fee?




UNIT IV - ".J"OBSEEKINGSKILIS : R

Lesso}4 4 ' ~ Job sexvice and Employment Agencies

Pollowing the classroom discussion:

1. Students:will be informed concerning

the._employment services available
through the Job Service and anpioy—

ment agencxes

oo

1

Cormianii ty Employment Services . A guest speaker from

oo, . the Job Service depart-
: . , . ) ment {D: E S: )

: A,ilscu551on of prlvate

enployment agencies and
Vocational Rehabilitation

- ’ OIQTICI‘ WAL ACTIVITY




MODULE . Iii

UNIT IV ~ JOB SEFKING SKILLS

Lésédﬁ 4.5 - : Job SerV1ce Practlce Exercxse

BEHAVIORAL, OBJECTIVES

Félléoﬁfxé the classroom discussion:

' v 1. The students will have actually gone .
- ' 7 through the Job Serv1ce process of
’ s job search.

@ Cee i

‘Class visitation to . - . Student assignment to visit
"~ Job Service Center: : SN : " . a Job Service Center and -
: o ' make application.

.

_Transportation for students

R

B R i s .

N
N
. (D‘
{
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