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PA Career Education & Work Standards
Lesson Planning Guide
Graphic Organizing of Essential Workplace Skills
Strand #13.2:  Career Acquisition (Getting a Job)  

CEW Standard #13.2.5E:  Apply to daily activities the essential workplace skills.  
Approximate Time: Three 45-minute periods. 

Prerequisite Skills
Reading, Writing, Speaking and Listening*
1.1.5 Learning to Read Independently
F.  Identify, understand the meaning of and use correctly key vocabulary from various   subject areas. 
1.4.5 Types of Writing
B.  Write multi-paragraph informational pieces.
1.5.5 Quality of Writing
B.  Write using well-developed content appropriate for the topic.
C.  Write with controlled and/or subtle organization. 
Mathematics*
None
Science and Technology*

None
Career Education and Work*

None
Performance Standards

	Performance Standard
	Suggested Evaluation Method

	1. Given a graphic organizer for your group’s key skill (commitment, communication, dependability, team building, etc.), identify aspects of that skill, how the key skill pertained to working in their group and how that skill may be used in a real job setting with 77% accuracy on the rubric. 
	Written rubric


Suggested Projects

None
Multiple Intelligence Types

Verbal/Linguistic
Interpersonal

Resources
1.
Handout - graphic organizer: skill
See attached
2.
Handout – “Oral Presentation: Rubric: Skills”
See attached
3.
Worksheet – “Job Shadowing Notes”
See attached
4.
Worksheet – “Job Shadowing”
See attached
5.
Rubric – “Pennsylvania Writing Assessment Domain Scoring Guide”

Pennsylvania Department of Education website
See attached
Equipment/Materials/Software
None
Suggested Learning Sequence

	Strategy
	Outline
	Resources/Equipment

	Performance Standard 1
	
	

	Introduction
	Have students come up with essential skills that they believe every work place should have.  Write the skills on the board.  Talk about the key skills you fell the students should learn.
Explain and demonstrate to the class how to complete the graphic organizer.  Review each section in detail.  When finished, show the class the rubric used to grade their graphic organizer and presentation.  Read each category and ask if there are any questions.
In groups, give students their key skill (no more than 5). Have the groups complete a graphic organizer for their assigned key skill. Grade the graphic organizer using the rubric.
Have each group give an oral presentation about their graphic organizer. Grade the presentation with the rubric and combine it with the score on the graphic organizer for a total score.
Related Academic Skills: 1.1.5F 
Related SCANS/Soft Skills: Interpersonal A; Information A, C
	Resource #1
Resource #2

	Job Shadowing
	Describe the job shadowing experience to the students.  You should have had this planned before hand so the students have already handed in their permission slips.

The students may job shadow an adult for a day.  It does not matter where they go or what the job is.  Inform the students that they should pay attention to the key skills the adults have learned and how they are used in the job they will be shadowing.  Discuss with the class different aspects of the job and educational requirements.

Explain to the students they must ask the employee questions that will help them better understand the job in its entirety and take notes during the observation.  These “job shadow notes” will be used to help write a one-page report.
Have students take notes and ask questions while job shadowing.
Note:  Special needs students will have a question sheet on the skills in which they will answer while job shadowing.
Related SCANS/Soft Skills: Information A
	Resource #3
Resource #4

	Activity/ Demonstration
	Have students write a one page report on their job shadowing experience and how the key skills learned in class were used at the job they shadowed.  They must use their notes from the job shadowing experience.
Note:  Special needs students may use their question sheet to better organize their thoughts before they create paper.

Have each student give an oral summary of the report to class.

Related Academic Skills: 1.4.5B; 1.5.5B, C

Related SCANS/Soft Skills: Information C
	

	Assessment
	Use the PA Writing Rubric to assess their one-page written report on their job shadowing experience.
	Resource #5


Related SCANS/Soft Skills
Resources

None
Interpersonal

A.  Participates as Member of a Team

Information

A.  Acquires and Evaluates Information
C.  Interprets and Communicates Information

Systems

None
Technology

None
Thinking Skills

None
Personal Qualities

None
Related Worksite/Work Based Activities

None
Additional Resources

None
______________________________

This planning guide was written by Heather Troutman, Special Education Teacher, Dalmatia Elementary, Dalmatia, PA.
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Oral Presentation Rubric: Skills
_________________________________________________________________


Teacher Name:  

Student Name:  _________________________________________

	CATEGORY
	4
	3
	2
	1

	Aspects of Skill
	The skill is stated in the graphic organizer and each aspect of the skill is described in detail.
	The skill is stated in the graphic organizer and each aspect of the skill has some detail.
	The skill is stated in the graphic organizer with its aspects.
	The skill is stated and has very little information to support it.

	Speaks Clearly
	Speaks clearly and distinctly all (100-95%) the time, and mispronounces no words.
	Speaks clearly and distinctly all (100-95%) the time, but mispronounces one word.
	Speaks clearly and distinctly most (94-85%) of the time.  Mispronounces no more than one word.
	Often mumbles or cannot be understood OR mispronounces more than one word.

	Plan for Organizing Information
	Students have developed a clear plan for organizing the information.  All students can independently explain the planned organization of the skill.
	Students have developed a clear plan for organizing the information.  All students can independently explain this plan.
	Students have developed a clear plan for organizing the information as it is gathered.  All students can independently explain most of this plan.
	Students have no clear plan for organizing the information AND/OR students in the group cannot explain their organizational plan.

	Graphic Organizer
	Students have the graphic organizer filled out accurately and can be easily read.
	Students have the graphic organizer filled out accurately with some trouble reading it.
	Students have the graphic organizer filled out, but it is not neat.
	Students have the graphic organizer, but it is inaccurately done.

	Collaboration with Peers
	Almost always listens to, shares with, and supports the efforts of others in the group.  Tries to keep people working well together.
	Usually listens to, shares with, and supports the efforts of others in the group.  Does not cause “waves” in the group.
	Often listens to, shares with, and supports the efforts of others in the group but sometimes is not a good team member.
	Rarely listens to, shares with, and supports the efforts of others in the group.  Often is not a good team member.


Job Shadowing


Please take notes on your job shadowing and hand it in with your one page essay.
Name  _____________________________________________

Job Shadowing
1. What skills are needed for your job?

2. How does teamwork play a role in your occupation?

3. What level of education is needed in order to do this job?

4. What are your likes and dislikes of this occupation?

5. What are your job details?

6. How does this occupation help others?

7. How are skills like determination, communication, dependability, etc important to your job?

8. (For Student) What did I do throughout the day?

9. (For student) What have I learned from observing and doing this job?

10. (For student) Would I like or not like to do this job?

11. (For student) Is this job what I expected?
12. (For student) What was the most important skill used?

Take this information and write a one page essay.

	Assessment Rubric 1: Pennsylvania Writing Assessment Domain Scoring Guide
	CONTENT
	ORGANIZATION
	STYLE
	CONVENTIONS

	4
	Sharp, distinct controlling point made about a single topic with evident awareness of task
	Substantial, specific, and/or illustrative content demonstrating strong development and sophisticated ideas.
	Sophisticated arrangement of content with evident and/or subtle transitions
	Precise, illustrative use of a variety of words and sentence structures to create consistent writer’s voice and tone appropriate to audience
	Evident control of grammar, mechanics, usage and sentence formation

	3
	Apparent point made about a single topic with sufficient awareness of task
	Sufficiently developed content
	Functional arrangement of content that sustains a logical order
	Functional use of a variety of words and sentence structures that may or may not create writer’s voice and tone appropriate to audience 
	Sufficient control of grammar, mechanics, usage and sentence formation

	2
	Evidence of a single controlling topic but no apparent point
	Significantly limited content with inadequate elaboration or explanation
	Confused or inconsistent arrangement of content with or without attempts at transition
	Generic word choice and limited control of sentence structures that inhibit voice and tone
	Significant weaknesses in control of grammar, mechanics, usage and sentence formation

	1
	Minimal evidence of controlling topic
	Superficial and/or severely limited content
	Minimal control of content arrangement
	Minimal control of word choice and sentence structures
	Severe weaknesses in control of grammar, mechanics, usage and sentence formation




Why is this skill important?





Where do you see this skill being used?





Related words





How does this skill pertain to your group?





Skill





Dictionary Definition of Skill








* Academic Standards, Pennsylvania Department of Education
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