July 2001
Fl ori da Departnment of Education
CURRI CULUM FRANMEWDORK

Program Titl e: Wor kpl ace Essential s
Program Type: Job Preparatory
Qccupati onal Area: Di versified Education
Conponent s: One Cccupational Conpletion Point
Secondary PSAV
Pr ogr am Nunber : 8300310 DO88650
Cl P Nunber: 1098. 8650CP 1098. 8650CP
G ade Level : 7-12, 30, 31 30, 31
Lengt h: .5 credit 75 hours
Certification: Any Fi el d/ Bachel ors Any Fi el d/ Bachel ors
or Higher Cert or Higher Cert
Any Vocational Field Any Vocational Field
or Coverage or Coverage
CTSsO Any Appropriate Career Any Appropriate Career and
and Techni cal Techni ca
Co- op Met hod: NO NO
Apprenticeshi p: NO NO
Basic Skills:
Mat h Not Requi red
Language Not Requi red
Readi ng Not Requi red

MAJOR CONCEPTS/ CONTENT: The purpose of this course is to provide
students with those workpl ace skills essential for gainful enploynment.
The content of this course includes the follow ng: devel oping an

enpl oynment plan, seeking and applying for enpl oynent opportunities,
accepting enpl oynent, communicating on the job, maintaining

prof essi onal i sm adapting and coping with change, problemsolving and
deci si on- maki ng, mai ntaining a safe and heal t hy work environment,
denonstrati ng work ethics and behavi or, denonstrating technol ogi ca
literacy, maintaining interpersonal relationships, and denonstrating

| eader shi p and t eam wor k.

LABORATORY ACTI VI TI ES: Laboratory activities are an integral part of
this program

SPECI AL NOTE: Any Career and Techni cal Student O ganization is
appropriate for providing | eadership training and reinforcing specific
career and technical skills. Career and technical student

organi zati ons, when provided, shall be an integral part of the career
and technical instructional program and the activities of such

organi zations are defined as part of the curriculumin accordance with
Rul e 6A-6.065 (8), FAC.

VWhen a secondary student with a disability is enrolled in a career and
technical class with nodifications to the curricul umfranmework, the
particul ar outcomes and student performance standards that the student
must master to earn credit nust be specified on an individual basis.
The job or jobs for which the student is being trained should be
reflected in the student’s desired postschool outconme statenent on the
Transition Individual Educational Plan (Transition |EP)



| NTENDED QUTCOMVES: After successfully conpleting this course, there is

an occupational conpletion point:
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Assenbl ers O 93956
Banquet Server T 311.477-026
Cashi er o 49023A
Cook, Institution 0] 65028
Counter Cerk 0] 49017
Cust omer Service
Representative T 299. 367-010
Front Desk Agent 0] 53808
Gardner and G oundskeeper 0] 79030B
CGeneral O fice Cerk 0] 55347
Host ess O 65002
Housekeepi ng 0] 67002
Information derk T 237.367-022
Ki t chen Hel per 0] 65038B
Laundry 0] 92726
PBX Oper at or T 235. 662- 026
Recept i oni st 0] 55305
Reservati on and
Transportation Ticket Agent 0] 53805
Store derk T 222.387-058
Truck Driver, Light 0] 97105
Vi ter/Waitress 0] 65008A
War ehouse Stock Cerk 0] 58023

I

O her Cccupations Industry Title

successfully conpleting this course, the student will be able to:

Descri be human rel ations skills necessary for success in the
wor kf or ce

Identify types of communication skills necessary for successfu
enpl oynent .

Identify types of mathematical skills necessary for successfu
enpl oynent .

Descri be workpl ace | eadershi p and organi zational skills.
Expl ai n tel ephone activities integral to successful enploymnent.
Describe the duties and responsibilities of a successful enpl oyee.
Denonstrate enployability skills.

Denonstrate technology literacy.

Mai ntain a safe and heal thy work environment.

Denonstrate work ethics and professional behavior

Identify tentative career goals.



July 2001
Fl ori da Departnment of Education
STUDENT PERFORMANCE STANDARDS

Program Titl e: Wor kpl ace Essential s
Secondary Nunber: 8300310
Post secondary Nunber: D988650

01.0 DESCRI BE HUVAN RELATI ONS SKI LLS NECESSARY FOR SUCCESS | N THE WORKFORCE- -

The student will be able to:

01.01 Define punctuality, initiative, courtesy, loyalty, honesty,
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respect, responsibility, fairness, and trustwort hiness.
LAA1.4.3 LAB1.4.1 LAB1.4.2 LAB1.43 LABZ24.1,
LA.B.2.4.2, LA B.2.4.3, LAB 2.4.4, LA C2.4.1, LAC3.4.1,

LA C3.4.2, LAC3.4.3, LAC3.4.4, LAC3.4.5

Identify and di scuss the role of an enpl oyee as a team nenber in
the workplace. LA A 1.4.3, LAB1.4.1, LAB1.42 LAB14.3,
LA B.2.4.1, LA B.2.4.2, LAB2.4.3, LAB2.4.4, LA C3.4.1,
LA.C3.4.2, LAC3.4.3, LAC3.4.4, LAC3.4.5 PEB24.5
Describe the use of teans in the workplace to increase
productivity and product quality. LA A 1.4.3, LAB1l.4.1

LA-B.1.4.2, LAB.1.4.3, LAB 241 LAB242 LABZ24.3
LA.B.2.4.4, LA C3.4.1, LAC3.4.2, LA C3.4.3, LAC3.4.4,

LA.C. 3.4.5, PEB.2.4.5

Di scuss the inportance of human relations to success in the
workplace. LA A 1.4.3, LAB1.4.1, LAB.1.4.2, LA B.1.4.3,

LA B.2.4.1, LA B.2.4.2, LAB2.4.3, LAB2.4.4, LA C3.4.1,

LA C3.4.2, LAC3.4.3, LAC3.4.4, LAC3.4.5 SS5B2.4.4
Def i ne enpat hy, conpassion, caring, enthusiasm positive attitude
and self-nmotivation. LA A 1.4.3, LAB1.4.1, LAB1.4.2

LA B 1.4.3, LAB.2.4.1, LAB2.4.2, LAB.2.4.3, LAB 2.4.4,

LA C2.4.1, LA C3.4.1, LAC3.4.2, LAC3.4.3, LAC3.4.4,

LA.C. 3.4.5

Expl ain the inportance of working effectively with diverse

popul ations. LA A 1.4.3, LAA1l.4.4, LAB1.4.1 LAB1.4 2,

LA B 1.4.3, LAB2.4.1, LABZ242 LAB243, LABZ24.4,

LA C3.4.1, LAC3.4.2, LAC3.4.3, LAC3.4.4, LAC3.4.5
HE. B. 2. 2

Expl ai n i nportance of self-managenent when m ni num direction and
supervision are given. LA A 1.4.3, LAB.1.4.1, LAB1.4.2,
LA.B.1.4.3, LAB.2.4.1, LAB2.4.2, LAB.2.4.3, LAB 2.4.4,

LA C3.4.1, LA C3.4.2, LAC3.4.3, LAC3.4.4, LAC3.4.5
Describe ethical situations in the world of work. LA A 1. 4.3,
LA B 1.4.1, LAB.1.4.2, LAB1.4.3 LAB241 LABZ24.2
LA.B.2.4.3, LAB.2.4.4, LAC3.4.1, LA C3.4.2, LAC3.4.3
LA.C3.4.4, LA C3.4.5 S5.C2.4.3, HEEB.1.4.1

Descri be inportance and benefits of time managenent. LA A 1.4.3,
LA B 1.4.1, LAB.1.4.2, LAB1.4.3 LAB241 LABZ24.2
LA.B.2.4.3, LAB.2.4.4, LAC3.4.1, LAC3.4.2 LAC3.4.3
LA.C.3.4.4, LA C3.4.5

Identify and denonstrate steps necessary for solving problenms and
maki ng decisions. LA A 1.4.3, LAB1.4.1, LAB.1.4.2, LA B.1.4.3,
LA.B.2.4.1, LA B.2.4.2, LAB2.4.3, LAB2.4.4, LA C3.4.1,
LA.C3.4.2, LAC3.4.3, LAC3.4.4, LAC3.4.5

Anal yze future consequences of current decisions. LA A 1. 4. 3
LA B 1.4.1, LAB1.4.2, LAB1.4.3 LAB241 LABZ24.2
LA.B.2.4.3, LAB.2.4.4, LAC3.4.1, LAC3.4.2, LAC3.4.3
LA.C.3.4.4, LA C3.4.5
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Di scuss the value of enotional self-control in the workplace.
LAA1.4.3, LAB1.4.1 LAB1.4.2 LAB1.43 LABZ24.1,
LA.B.2.4.2, LA B.2.4.3, LAB2.4.4, LA C3.4.1, LA C3.4.2,
LA.C3.4.3, LAC3.4.4, LAC3.4.5 HEB.3.4.3

Explain “conflict resolution” and “di spute resol ution” techniques
and apply to a sinulated work related problem LA A 1.4.3,

LA B 1.4.1, LAB.1.4.2, LAB1.4.3, LAB241 LABZ24.2
LA.B.2.4.3, LAB.2.4.4, LAC3.4.1, LA C3.4.2, LAC3.4.3
LA.C.3.4.4, LA C3.4.5

Identify and practice stress nmanagenent and rel axati on techni ques
LAAL1 41 LAAL42 LAALA43 LAAL4L4 LAAZ2.4.1,
LAA2.4.2 LAA2.43, LAA2.4.4, LA A2.4.5 LAAZ24.6,
LAA2.4.7 LAA2.48 LAB1.4.1 LAB1.42 LAB1.4.3,
LAB.2.4.1, LA B.2.4.2, LAB2.4.3, LAB.2.4.4, LAC1.4.3,

LA C1.4.4, LAC2.4.1, LAD1.4.2, LAD1.4.3, LAD2.4.1,

LA E 2.4.6

Di scuss inmportance of practicing positive customer service skills.
LAA1.4.3 LAB1.4.1 LAB1.4.2 LAB1.43 LAC1.4.1,

LA C1.4.2, LAC1l.4.4, LAC3.4.1, LAC3.4.2

| DENTI FY TYPES OF COVMUNI CATI ON SKI LLS NECESSARY FOR SUCCESSFUL

EMPLOYMENT- - The student will be able to:

02.01 Describe the inportance of the proper use of granmar, vocabul ary,
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and diction. LA A 1.4.3, LAB1.4.1 LAB1.4.2 LAB14.3,
LA.B.2.4.1, LAB.2.4.2, LA B.2.4.3, LAB 2.4.4, LA C 3.4.1,
LA.C.3.4.2, LA C3.4.3, LAC3.4.4, LAC3.4.5

Identify the appropriate way to address people. LA A 1.4.3,

LA B 1.4.1, LAB1.4.2, LAB1.4.3, LAB241 LABZ24.2,
LA.B.2.4.3, LAB.2.4.4, LAC3.4.1, LAC3.4.2, LAC3.4.3
LA.C.3.4.4, LA C3.4.5

Identify appropriate conversation for work related settings.
LAA1.4.3 LAB1.4.1 LAB1.4.2 LAB1.43 LABZ24.1,
LA.B.2.4.2, LA B.2.4.3, LAB 2.4.4, LA C3.4.1, LAC3.4.2,
LA.C3.4.3, LA C3.4.4, LAC3.4.5

Descri be onverbal skills necessary to

i stening, speaking, and
1.

n
determ ne custoner needs. LA A 1.4.3, LA B.1.4.1, LA B. 1.4.2,

LA B 1.4.3, LAB.2.4.1, LAB 242, LAB243, LABZ24.4,

LA C1.4.1, LAC3.4.1, LAC3.4.2, LAC3.4.3, LAC3.4.4,

LA.C 3.4.5, LA D241, HEB3.4.4

Li st professional vocabul ary appropriate for the work environment
LAA1.4.3 LAB1.4.1 LAB1.4.2 LAB1.43 LABZ24.1,
LA.B.2.4.2, LA B.2.4.3, LAB2.4.4, LA C3.4.1, LAC3.4.2,
LA.C3.4.3, LAC3.4.4, LAC3.4.5 LAD1.42

Denonstrate ability to communicate in a multicultural

setting. LA A1.4.3 LAB1l.4.1 LAB1.4.2, LAC3.4.1,

LA C3.4.2, LAC3.4.3, LAC3.4.4, LAC3.4.5 LADZ24.1
Identify and define commonly used custoner service ternms such as
conplaints, internal and external customers. LA A 1l.4.3,

LA B 1.4.1, LAB1.4.2, LAB1.4.3, LAB241 LABZ24.2,
LA.B.2.4.3, LAB.2.4.4, LAC3.4.1, LA C3.4.2, LAC3.4.3

LA.C.3.4.4, LA C3.4.5
Denonstrate the ability to t
directions. LA A 1.4.3 LA A2
LA.B.1.4.3, LA B.2.4.1, LA
LA.C 3.4.1, LA C3.4.2, LA
Denonstrate the placing/recei
busi nessl i ke manner. LA A 1.4,
LA.C 3.4.3, LA C.3.4.4, LA C 3.4.
Denonstrate ability to | ocate, understand, and interpret

n to, follow and provide
4.8, LAB.1.4.1, LA B.1.4.2,
.2.4.3, LA B.2.4.4,
.3.4.4, LA C 3.4.5
ephone calls in a
.4.1, LA.C. 3.4.2,



i nformati on found in trade manual s, schedul es, charts, diagrans,
tabl es of contents, indexes, |abels, and Internet resources.

LA A1.4.3, LAB1.4.1, LAB.1.4.2, LA B.1.4.3, LA B.2.4.1,

LA B.2.4.2, LAB.2.4.3, LAB.2.4.4, LA C.3.4.1, LA C.3.4.2,
LA.C.3.4.3, LAC.3.4.4, LA C.3.4.5

03.0 | DENTIFY TYPES OF MATHENMATI CAL SKI LLS NECESSARY FOR SUCCESSFUL
EMPLOYMENT- - The student will be able to:

03.01 Conpute and conpare gross pay, net pay, overtine pay, and specific
payrol | deductions. MA.B.1.4.3

03. 02 Conpute different methods of nnnetary conpensation (e.g., annua
sal ary, hourly wage, conm ssion, piecework). MNA B.1. 4.3,
MA. A 1.4.4

03. 03 Cal cul ate exenpti ons, deductions, and taxable incone and use tax
tables to prepare a federal incone tax form MAA4.4.1
MA.D 1.4.2, MAE1l41

03.04 Prepare a bal anced budget based on incone and expenses.
MA.A1.4.3, MAAS341 MB341

03. 05 Describe inportance of maintaining an accurate checkbook bal ance.
LAA1.4.3 LAB1.4.1 LAB1.4.2 LAB1.43 LABZ24.1,
LA.B.2.4.2, LA B.2.4.3, LAB2.4.4, LA C3.4.1, LAC3.4.2
LA.C3.4.3, LAC3.4.4, LAC3.4.5 MAA3. 43

03.06 Identify mathematical skills used by enployees in a variety of
career fields (e.g., electricians and apply electrical formulas to
calcul ate watts, anmps, ohns, or volts). LA A1.4.3, LAB1.4.1,

LA.B.1.4.2, LAB.1.4.3, LA B 2.4.1, LAB2.4.2, LA B. 2.4.3,
LA.B.2.4.4, LAC3.4.1, LA C3.4.2, LAC3.4.3, LA C 3.4.4,
LA.C.3.4.5 MAA11.41 MAAI1L1.43 MAAL1 4.4 NAB 1.4 2,
MA.B.2.4.1, MAB.3.4.1, MAB 441 MADZ241 MD2.4.2
04.0 DESCRI BE WORKPLACE LEADERSHI P AND ORGANI ZATI ONAL SKILLS--The student

wll be able to:

04.01 Describe qualities of an effective | eader. LA A 1.4.3,
LAA2.4.3 LAB1.4.1 LAB1.4.2 LAB1.43 LABZ24.1,
LA.B.2.4.2, LA B.2.4.3, LAB2.4.4, LA C3.4.1, LAC3.4.2
LA.C3.4.3, LA C3.4.4, LAC3.4.5

04.02 Describe different nethods of |eadership. LA A 1.4.3, LA A 2.4.3,
LA B 1.4.1, LAB1.4.2, LAB1.4.3, LAB241 LABZ24.2
LA.B.2.4.3, LAB.2.4.4, LAC3.4.1, LAC3.4.2 LAC3.4.3
LA.C.3.4.4, LA C3.4.5

04.03 Identify and utilize the planning process. LA A 1.4.3,
LAA2.4.4 LAB1.4.1 LAB1.4.2 LAB1.43 LABZ24.1,
LA.B.2.4.2, LA B.2.4.3, LAB 2.4.4, LA C3.4.1, LAC3.4.2,
LA.C3.4.3, LA C3.4.4, LAC3.4.5

04.04 Work cooperatively within a group to achi eve organi zationa
goals. LA A1.4.3, LAB1.4.1, LAB1.4.2 LAB14.3,

LA B.2.4.1, LA B.2.4.2, LAB2.4.3, LAB2.4.4, LA C3.4.1,
LA C3.4.2, LAC3.4.3, LAC3.4.4, LAC3.4.5
05.0 EXPLAIN TELEPHONE ACTIVITIES | NTEGRAL TO SUCCESSFUL EMPLOYMENT- - The

student will be able to:

05.01 Identify and denonstrate tel ephone techniques for placing and
answering tel ephone calls. LA A 1.4.3, LAB1.4.1, LA B 1.4. 2,
LA B.1.4.3, LAB.2.4.1, LAB.2.4.2, LAB.2.4.3, LAB. 2 4.4,
LA C3.4.1, LAC3.4.2, LAC3.4.3, LAC3.4.4, LAC3.4.5
05.02 Identify and denonstrate procedures for recording and rel ayi ng
accurate messages. LA A 1.4.3, LAB.1.4.1, LA B.1.4. 2,
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LA B 1.4.3, LAB.2.4.1, LAB2.4.2, LAB.2.4.3, LAB 2.4.4,
LA C3.4.1, LAC3.4.2, LAC3.4.3, LAC3.4.4, LAC3.4.5
05.03 Identify and denonstrate techniques for accurately directing
calls. LAA1.4.3, LAB1.4.1, LAB1.4.2 LAB143,
LA.B.2.4.1, LA B.2.4.2, LAB2.4.3, LAB2.4.4, LAC1.4.1,
LA C3.4.1, LAC3.4.2, LAC3.4.3, LAC3.4.4, LAC3.4.5
05. 04 Describe and denonstrate a positive and caring tel ephone voice
LAA1.4.3, LAB1.4.1 LAB1.4.2 LAB1.43 LABZ24.1,
LA.B.2.4.2, LA B.2.4.3, LAB2.4.4, LA C3.4.1, LAC3.4.2,
LA.C3.4.3, LAC3.4.4, LAC3.4.5

DESCRI BE THE DUTI ES AND RESPONSI BI LI TIES OF A SUCCESSFUL EMPLOYEE- - The
student will be able to:

06. 01 Explain how to handl e custoner inquiries/conplaints. LA A 1. 4.3
LA B 1.4.1, LAB1.4.2, LAB1.4.3, LAB241 LABZ24.2,
LA.B.2.4.3, LAB.2.4.4, LAC3.4.1, LAC3.4.2 LAC3.4.3
LA.C3.4.4, LA C.3.4.5 HEB. 3.4.4

06. 02 Explain howto handle difficult internal and external customers.
LA A1.4.3 LAA244 LAB1.4.1 LAB1.42 LAB1.4.3
LA.B.2.4.1, LA B.2.4.2, LAB2.4.3, LAB.2.4.4, LA C3.4.1,

LA C3.4.2, LAC3.4.3, LAC3.4.4, LAC3.4.5

06.03 Explain howto interpret policies to internal and external
custoners. LA A 1.4.3, LAA2. 4.4 LAB1.4.1 LAB1.4.2,
LA B 1.4.3, LAB.2.4.1, LAB2.4.2, LAB24.3, LAB24.4,
LA C3.4.1, LAC3.4.2, LAC3.4.3, LAC3.4.4, LAC3.4.5

06.04 dassify custoner services according to nature and characteristics
of the activity. LA A1.4.3, LAA2. 4.4 LAB1l.41 LAB1.4.2,
LA B 1.4.3, LAB.2.4.1, LAB2.4.2, LAB.2.4.3, LAB 2.4.4,

LA C3.4.1, LAC3.4.2, LAC3.4.3, LAC3.4.4, LAC3.4.5

06. 05 Revi ew nmet hods to resol ve custoner problens through clarifying and
expl ai ning policies and procedures. LA A 1.4.3, LA B 1.4.1,

LA B 1.4.2, LAB.1.4.3, LAB2.4.1 LAB242 LABZ24.3,
LA-B.2.4.4, LA C3.4.1, LAC3.4.2, LAC3.4.3, LAC3.4.4,

LA.C 3.4.5 SS.C.2.4.3, HEEB.3.4.2

06. 06 Explain the inmportance of stress managenent and rel axation
techniques as they relate to job performance. LA A 1.4.3,
LA B 1.4.1, LAB1.4.2, LAB1.4.3, LAB241 LABZ24.2,
LA.B.2.4.3, LAB.2.4.4, LAC3.4.1, LA C3.4.2, LAC3.4.3
LA.C3.4.4, LA C.3.4.5  HEB 1.4.3

06. 07 Denonstrate an understandi ng of gender, age, disability, and
cultural courtesy. LA D 1.4.1

06. 08 Descri be workpl ace codes of professional/business conduct.
LAA1.4.3, LAB1.4.1 LAB1.4.2 LAB1.43 LABZ24.1,
LA.B.2.4.2, LA B.2.4.3, LAB 2.4.4, LA C3.4.1, LA C3.4.2,

LA.C.3.4.3, LAC3.4.4, LAC3.4.5

06. 09 Explain the concepts of integrity, credibility, reliability, and
perseverance. LA A 1.4.3, LAB1.41 LAB1.4.2 LAB.1.4.3
LA B.2.4.1, LAB.2.4.2, LAB.2.4.3, LAB.2.4.4, LA C3.4.1,
LA C3.4.2, LAC3.4.3, LAC3.4.4, LAC3.4.5 LAD1l4.1

06.10 List the responsi bi lities an enpl oyer has for his/her enpl oyees
(ethical, social, legal). LA A1.4.3, LA B1.4.1, LAB1.4. 2,
LA B.1.4.3, LAB.2.4.1, LAB.2.4.2, LAB.2.4.3, LAB. 2. 4.4,
LA C3.4.1, LAC3.4.2, LAC3.4.3, LAC3.4.4, LAC3.4.5

SS.C.2.4.6

DEMONSTRATE EMPLOYABI LI TY SKILLS--The student will be able to:

07.01 Identify and utilize resources used in a job search (e.g.,
net wor ki ng, newspaper, Internet). LA A 1.4.3, LA A2 4.4,



07.

07.

07.

07.

07.

07.

07.

07.

07.

07.

07.

07.

07.

07.

02

03

04

05

06

07

08

09

10

11

12

13

14

15

LA B 1.4.1, LA B.1.4.2, LAB1.4.3 LAB241 LABZ24.2,
LA.B.2.4.3, LAB.2.4.4, LAC3.4.1, LA C3.4.2, LAC3.4.3
LA.C.3.4.4, LA C3.4.5

Di scuss inportance of drug tests and crimnal background checks in
i dentifying possible enploynment options. LA A 1.4.3, LAB.1.4.1,
LA B 1.4.2, LAB.1.4.3, LAB 241 LAB242 LABZ24.3,
LA-B.2.4.4, LA C3.4.1, LAC3.4.2, LA C3.4.3, LAC3.4.4,
LA.C.3.4.5, SS.C.2.4.3

Identify steps in the job application process including arrangi ng
for references and proper docunentation (e.g., green card).
LAA1.4.3 LAB1.4.1 LAB1.4.2 LAB1.43 LABZ24.1,
LA.B.2.4.2, LA B.2.4.3, LAB2.4.4, LA C3.4.1, LA C3.4.2,
LA.C3.4.3, LAC3.4.4, LAC3.4.5 LAAZ244

Identify and denonstrate appropriate dress and grooming for

enpl oyment. LA B.2.4.1

Identify docunents that may be required when applying for a job.
LAA1.4.3 LAA244 LAB1.4.1 LAB1.42 LAB1.4.3,
LAB.2.4.1, LA B.2.4.2, LAB2.4.3, LAB.2.4.4, LA C3.4.1,
LA.C3.4.2, LAC3.4.3, LAC3.4.4, LAC3.4.5

Prepare a resune (electronic and traditional), letter of
application, followup letter, acceptance/rejection letter, letter
of resignation, and letter of recommendation. LA A 1. 4.3,

LA B 1.4.1, LAB1.4.2, LAB1.4.3, LAB241 LABZ24.2,
LA.B.2.4.3, LAB.2.4.4

Conplete a job application formneatly, legibly, and error free.
LAA1.4.3 LAA244 LAB1.4.1 LAB1.42 LAB1.4.3

LA B.2.4.1, LAB.2.4.2, LAB2.4.3, LAB.2.4.4

Denonstrate conpetence in job interview techni ques (behavioral).
LA B.2.4.1, LAC3.4.1, LAC3.4.2, LAC3.4.3, LAC3.4.4,

LA.C.3.4.5

Descri be methods for handling illegal interview and application
questions. LA A1.4.2, LAA1.4.3, LAA2 4.2, LAAZ2 44,
LA A2.4.5 LAA248, LAB1.4.1 LAB1l.42 LAB1.4.3,
LA.B.2.4.2, LA B.2.4.3, LAB2.4.4, LAC1.4.3, LAC1.4.1,
LA.C2.4.2, LAC3.4.1, LAC3.4.2, LAC3.4.4, LA C3.4.5,
LA D1.4.2, LAD1.4.3, LAD?2.4.1, LAD24.2 LADZ24.3,
LA.D2.4.4, LA D.2.4.5 LA D246, SCH3.4.1, SS.A5.4.7
Identify and conpl ete docunents that are required subsequent to
accepting enploynent (e.g., W4, 1-9). LA A1.4.3, LAA2 4.4
LA B 1.4.1, LA B.1.4.2, LAB1.4.3 LAB241 LABZ24.2

LA.B.2.4.3, LAB.2.4.4
Identify and conpl ete docunents associated with filing a federal
incone tax return. LA A 1.4.3, LAB1.4.1, LAB. 1 4. 2,

LA B.1.4.3, LAB.2.4.1, LAB.2.4.2, LAB.2.4.3, LAB. 2. 4.4,

MA.D. 1. 4.2

Describe state and federal |abor |aws that regul ate the workpl ace
(e.g., Child Labor Law, sexual harassment, EECC, ADA, FLMA).
LAA1.4.3, LAB1.4.1 LAB1.4.2 LAB1.4.3 LAB24.1,

LA B.2.4.2, LAB.2.4.3, LAB.2.4.4, LAC3.4.1, LAC3.4.2,
LA.C.3.4.3, LAC3.4.4, LAC3.4.5 SS A543

Identify and denonstrate appropriate responses to feedback from
supervisors. LA A 1.4.3, LAB. 1.4.1, LAB1.4.2, LAB.14.3,
LA.B.2.4.1, LA B. 2 LA.B.2.4.3, LAB.2.4.4, LA C3.4.1,
LA.C.3.4.2, LA C , LA C3.4.4, LA C3.4.5

Identify and deno te acceptabl e work habi

4.2,

3.4.3

nstra S. L
LA.A2.4.4, LA B 1.4.1, LA B 1.4.2, LA B.1. 4.

2.4.3, 4.

4.4

bl e

A
, LA B.
LA. C
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LA.B.2.4.2, LA B LA.B.2.4.4, LA C 3.
LA.C 3.4.3, LA.C3. LA.C. 3.4.5
Denonstrate acceptabl e health and hygi ene habits. HE A 1.4.1
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07.

07.
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DEMONSTRATE TECHNOLOGY LI TERACY--The student wi ||

16

17

18

19

20

21

Di scuss exanpl es of conpany standards, policies,
LAA1.4.3, LAB1.4.1 LAB1.4.2 LAB1.43 LABZ24.1,
LA.B.2.4.2, LA B.2.4.3, LAB2.4.4, LA C3.4.1, LAC3.4.2
LA.C3.4.3, LAC3.4.4, LAC3.4.5

Expl ai n i nmportance of follow ng accepted rules,
policies. LA A 1.4.3 LA B14.
LA.B.2.4.1, LA B.2.4.2, LA B
LA.C3.4.2, LA C3.4.3, LAC
Descri be inportance of produc
performance standards. LA A
LA.B.1.4.2, LA B.1.4.3, LA B
LA.B.2.4.4, LA C3.4.1, LAC
LA.C. 3.4.5

Identify qualities typically

regul ati ons,
1, LAB1.4.2, LAB1.4.3

3, LA B.2.4.4, LA C 3.
4, LA.C. 3.4.5, SS.D. 2.
quality work and neeti
8 B. 1.
.2, LA B2
3, LAC3

2. 4. .1,
3. 4. .3
i ng
1. 4.
2. 4.
3. 4.

required for promotion (e.g

and procedures.

and

productivity,

dependability, responsibility).

LA B. 1. 4.
LA B. 2. 4.
LA. C. 3.
| denti f

1, LAB.1.4.2, LA B
3, LA B.2.4.4, LAC

.3, LAC.3.4.4, LAC

how to prepare for j

1.4.3, LA B.2.4.1, LAB.2.4'2,
2.4.1 LAC3.41 LACS3 42

3.4.5

ob separation and re-enpl oynent.

LA B.1.4.1, LA B.1.4.2, LA B.1.
LA B.2.4.3, LA B.2.4.4, LA C. 3.
LA.C.3.4.4, LA C.3.4.5
Create and maintain a career
recomrendati on, awards,
conmuni ty/vol unteer activities, enployer evaluations).

LA A1.4.3, LAB1.4.1, LAB.1.4.2, LA B.1.4.3, LA B.2.4.1,
LA B.2.4.2, LAB.2.4.3, LAB.2.4.4

A B.2.4.1, LAB24.2,

4
y
LA A 1.4.3
4
4 A C 3.4.2, LA C 3.4.3,

31
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be able to:
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y types of technol ogy used in the workpl ace.
4.1, LAB.1.4.2, LA B.1.4.3, LAB.2.4.1, LA B.2.4.2
4.3, LA B.2.4.4, LA C3.4.1, LAC3.4.2, LAC3.4.3
4.4, LA C.3.4.5 SC.H3.4.5

e applications of technology i
4.1, LA B. 1.
4.3, LA B
LA.C. 3.4.4, LA C
Di scuss ethical i
wor kpl ace. LA A
LA.B.2.4.1, LA B
LA.C 3.4.2, LA.C 3.
Denonstrate conpute iteracy by produc
gener ated docunment. LA A 1.4.3,
LA.B.1.4.3, LAB2.4.1, LAB24.2, LAB
Descri be use of electronic communication
e-mail, voice mail, Internet). LA A 1.4.
LA.B.1.4.2, LA B.1.4.3, LAB2.4.1, LAB.
LA C3.4.1, LAC3.4.2, LAC

g morkplace L
A B.1.4.3, .1, LA B.2.4.
1 4

L
LA C. 3. 4.

:b-b

i nvol ving t
, LAB1.4.1
, LA B 2.4.3,
, LAC3.4.4

4.2
2.4.4
3.4.5
ssues
1.4.3
2.4.2
4.3
rol

.4,
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current and emerging tel ecomuni cation
3, LAB1.4.1, LAB.1.4.2, LAB1.4.3
2, LA B.2.4.3, LAB.2.4.4, LA C3.4.1,
3, LAC3.4.4, LAC3.4.5
i
y
2
4
5

ﬂ
NISEY

ituations in which technol ogy can
i npact the workplace. LA A1l 4.
, LAB1.4.3, LAB24.1, LAB.2.
, LA C 3.
, LA D 2.

NN

4.1, LA.C. 3.4.2, LA C 3.
4.5

letters of
evi dence of participation in school/

LA A 1.4.3,



09.

10.

0

0

08.08 Select and use a variety of electronic nedia, such as the
Internet, information services, and desktop-publishing software
prograns, to create, revise, retrieve, and verify information.
LA.D 2.4.4

MAI NTAI N A SAFE AND HEALTHY WORK ENVI RONVENT- - The student will be able
to:

09.01 Identify health and safety regul atory agenci es responsible for
governing the work environment (e.g., OSHA, EPA). LA A 1.4.3,
LA B 1.4.1, LAB1.4.2, LAB1.4.3, LA B241 LABZ24.2,
LA.B.2.4.3, LAB.2.4.4, LAC3.4.1, LA C3.4.2 LAC3.4.3
LA C3.4.4, LA C3.4.5 HEA1.4.7

09.02 Identify enmergency procedures for fire, tornado, and hurricane
situations including energency tel ephone nunbers. LA A 1. 4.3,
LA B 1.4.1, LAB1.4.2, LAB1.4.3, LAB241 LABZ24.2,

LA.B.2.4.3, LAB.2.4.4, LAC3.4.1, LA C3.4.2, LAC3.4.3
LA C3.4.4, LA C3.4.5 HEC24.1

09.03 Identify types of hazards in the workplace. LA A 1l. 4.3,
LA B 1.4.1, LAB1.4.2, LAB1.4.3 LAB241 LABZ24.2,
LA.B.2.4.3, LAB.2.4.4, LAC2.4.1, LA C3.4.1, LAC3.4.2,
LA.C3.4.3, LA C3.4.4, LAC3.4.5

09. 04 Describe types of personal protective equipnment. LA A 1. 4.3,
LAA2.4.4 LAB1.4.1 LAB1.4.2 LAB1.43 LABZ24.1,
LA.B.2.4.2, LA B.2.4.3, LAB 2.4.4, LA C3.4.1, LA C3.4.2,
LA.C3.4.3, LA C3.4.4, LAC3.4.5

09.05 Identify hazardous chemi cals and their characteristics.
LAA1.4.3, LAB1.4.1 LAB1.4.2 LAB1.43 LABZ24.1,
LA.B.2.4.2, LA B.2.4.3, LAB2.4.4, LA C 241, LAC3.4.1,
LA.C3.4.2, LAC3.4.3, LAC3.4.4, LAC3.4.5 HEA1l.4.5

09. 06 Define the neaning of “drug-free workplace.” LA A1l 4. 2,
LAA1.4.3, LAB1.4.1 LAB1.4.2 LAB1.43 LABZ24.1,
LA.B.2.4.2, LA B.2.4.3, LAB2.4.4, LA C3.4.1, LAC3.4.2,
LA.C3.4.3, LAC3.4.4, LAC3.4.5 HEAL1l47

09.07 ldentify causes of accidents on the job (e.g., human error).
LAA1.4.3 LAB1.4.1 LAB1.4.2 LAB1.43 LABZ24.1,
LA.B.2.4.2, LA B.2.4.3, LAB2.4.4, LA C3.4.1, LA C3.4.2,
LA.C3.4.3, LAC3.4.4, LAC3.4.5 HEB.1.4.5

09. 08 Di scuss current occurrences of violence in the workpl ace.
LAA1.4.3, LAB1.4.1 LAB1.4.2 LAB1.43 LABZ24.1,
LA.B.2.4.2, LA B.2.4.3, LAB 2.4.4, LA C3.4.1, LA C3.4.2,
LA.C.3.4.3, LAC3.4.4, LAC3.4.5 HEB3.4.7

09.09 Identify possible nmedical energencies in the workpl ace.
LAA1.4.3, LAB1.4.1 LAB1.4.2 LAB1.43 LABZ24.1,
LA.B.2.4.2, LA B.2.4.3, LAB2.4.4, LA C3.4.1, LA C3.4.2,
LA.C3.4.3, LAC3.4.4, LAC3.4.5 HEB.1.4.5

DEMONSTRATE WORK ETHI CS AND PROFESSI ONAL BEHAVI OR- - The student will be
able to:

10. 01 Define ethics and describe several ethical situations that could
arise within a school /workpl ace setting. LA A 1.4.3, LAB1l.4.1,
LA B.1.4.2, LAB.1.4.3, LAB.2.4.1, LA B.2.4.2, LA B.2.4.3,
LA B.2.4.4, LA C.3.4.1, LAC.3.4.2, LAC.3.4.3, LAC3.4.4

LA.C.3.4.5, S5.C 2.4.3, HEB.1.4.1
10. 02 Anal yze the rel ati onshi p between enpl oyee behavi ors and potenti al
consequences. LA A 1l. 4.

3, LAB.1.4.1, LAB1l.4.2 LAB1.4.3,
LA.B.2.4.1, LAB.2.4.2, LAB.2.4.3, LAB 2.4.4, LA C 2.4.1,
LA.C.3.4.1, LAC3.4.2, LA C3.4.3, LAC3.4.4, LA C.3.4.5
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Devel op a sanple code of ethics. LA A 1.4.3, LA
2 3!

3 B.
LA.B.1.4.2, LA B.1.4.3, LAB2.4.1, LA B24.2 LA
LA.B.2.4.4, SS.C.2.4.3
Identify ways to work cooperatively in various settings with

4.
. 2.

Wl—‘
hiA

di verse populations. LA A 1.4.3, LAA1.4.4 LAB1l4.1,
LA B.1.4.2, LAB.1.4.3, LAB2.4.1 LAB242 LABZ24.3
LA B.2.4.4, LA C3.4.1, LAC3.4.2, LAC3.4.3, LAC3.4.4

LA.C 3.4.5 HE.B.2.4.2

Defi ne and di scuss issues involving gender equity, disability,
age, and sexual harassnent. LA A 1.4.3, LA B 1.4.1, LAB.1.4.2,
LA B 1.4.3, LAB.2.4.1, LAB2.4.2, LAB.2.4.3, LAB 2.4.4,

LA C3.4.1, LAC3.4.2 LAC3.4.3, LAC3.4.4, LAC3.4.5
Identify key ways a company can benefit its comunity.

LAA1.4.3 LAB1.4.1 LAB1.42 LAB 3, LAB2.4.1
LA.B.2.4.2, LA B.2.4.3, LA B.2.4.4, LAC , LA C3.4.1
LA.C.3.4.2, LAC3.4.3, LAC3.4.4, LAC

3
o]
physical ly chal |l enged. LA A 1.
LA.B.1.4.3, LA B.2.4.1, LAB.2.
LA C3.4.1, LA C3.4.2, LAC3.
Denonstrate appropriate bu3|ness
SS.C.1.4.4

Identify and di scuss those personal characteristics necessary to
be successful on the job. LA A 1.4.3, LAB1.4.1, LAB.1.4.2,
LA B 1.4.3, LAB.A4.1 LABZ242 LAB243, LABZ24.4

LA C3.4.1, LAC3.4.2, LAC3.4.3, LAC3.4.4, LAC3.4.5

, LA C 3 4 5

t
1
2
, . 3
Descri be the inportance of providing for th
1
2
3
e ctices. LA B.2.4.1

1
5
a
1, LA B 1.4.2,
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| DENTI FY TENTATI VE CAREER GCOALS--The student will be able to:

11.01 Identify job skills and personal characteristics necessary for

11.

11.

11.

11.

11.

02

03

04

05

06

career success. LA A1.4.3, LAB1.4.1 LAB1l.4.2 LAB1.4.3,
LABA41 LAB242 LAB243 LAB244 LACS3.4.1,
LA.C3.4.2, LAC3.4.3, LAC3.4.4, LAC3.4.5

Identify high skill/high wage occupations requiring specialized
training with gro potential for future enploynment. LA A 1. 4. 3
LA.B.1.4.1, LA B 2, LAB. 1.4.3, LAB.A4.1 LAB24.2
LA.B.2.4.3, LA B 4, LA.C 3.4.1, LA C3.4.2, LAC3.4.3

LA.C. 3.4.4, LA C 5
Descri be the step vol ved in planning for education, career, and

4.
4.
/
h
4.
4.
4.
i nvo
life goals. LA A1.4.3, LAB1l.4.1, LAB1.4.2, LAB1.4.3

owt
1.
2.
3.
S

LA B A4.1 LAB242 LABZ243 LAB244 LAC3.4.1,
LA C3.4.2, LAC3.4.3, LAC3.4.4, LAC3.4.5

Conpl ete and anal yze a personal traits inventory. LA A 1. 4.3,
LAA2.4.4 LAB1.4.1 LAB1.4.2 LAB1.43 LABAA4.1,
LA.B.2.4.2, LA B.2.4.3, LAB 2.4.4, LA C3.4.1, LA C3.4.2,
LA.C 3.4.3, LA C3.4.4, LAC3.4.5

Match desires, abilities, tenperanents, and assets to a career
goal. LA A1.4.3, LAA244 LAB1.4.1 LAB1.42 LAB1.4.3
LA B A4.1 LAB242 LABZ24.3 LAB244

Prepare an education and career devel opnent plan. LA A 1.4.3,
LAA2.4.4 LAB1.4.1 LAB1.4.2 LAB1.43 LABAA4.1,
LA.B.2.4.2, LA B.2.4.3, LAB2.4.4

10



