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Competency #4: Demonstrate positive work behaviors.

Lesson Planning Guide

Workplace Readiness
High School Level
Duty H:  Employability and/or Career Development
Competency #4:  Demonstrate positive work behaviors.
Approximate Time: Two - Four 45-minute periods. 

Prerequisite Skills
Workplace Readiness Competencies
A. Communication
1. Apply strategies to enhance effectiveness of all types of communications in the workplace.

7. Apply basic skills for work-related oral communication.

9. Apply active listening skills to obtain and clarify information.
Reading, Writing, Speaking and Listening*
1.2.11 Reading Critically in All Content Areas

A. Read and understand essential content of informational texts and documents in all academic areas.
1.4.11 Types of Writing
B. Write complex information pieces (e.g., research papers, analyses, evaluations, essays)
1.5.11 Quality of Writing

A. Write with a sharp, distinct focus.
1.6.11 Speaking and Listening

A. Listen to others.

E. Participate in small and large group discussions and presentations.
Mathematics*
None
Science and Technology*

None
Career Education and Work*

13.3.11 Career Retention and Advancement
A. Evaluate personal attitudes and work habits that support career retention and advancement.
Performance Standards

	Performance Standard
	Suggested Evaluation Method

	1. Identify positive work behaviors with 90% accuracy according to class activities and evaluations.
	Written test


Suggested Projects

None
Multiple Intelligence Types

Verbal/Linguistic
Visual/Spatial

Interpersonal

Resources
1.
CAPS Modules: The Capstone Activity Packets through PPDC
The Professional Personnel Development
Penn State University

CAPS Modules, 2003

Available at http://voc.ed.psu.edu

2.
Textbook: Succeeding in the World of Work
ISBN #0-07-828034-6
Kimbrell and Vineyard

Glencoe McGraw Hill Company, 7th Edition

Woodland Hills, CA

3.
Test: Case Studies
Teacher made
Equipment/Materials/Software
None
Suggested Learning Sequence

	Strategy
	Outline
	Resources/Equipment

	Performance Standard 1
	
	

	Introduction
	Introduce the lesson for “successful work habits” by sharing a story of the student that was FIRED.
	

	Presentation/ Discussion
	Break down students into groups. Have them brainstorm positive work behaviors to being successful on the job. Have each group prepare and present to the class a list of behaviors.
Related Academic Skills: 1.6.11 A, E; 13.3.11 A
Related SCANS/Soft Skills: Interpersonal A
	Resource #1
Resource #2


	Activity
	Have each group then prepare a concept map for their list. Then place the lists on the wall in the classroom for future reference.
Related Academic Skills: 1.6.11 A, E

Related SCANS/Soft Skills: Interpersonal A
	

	Assessment
	Have students read three case studies and prepare a written response on what skills are missing from the examples. Have them hand in their responses for evaluation.
Related Academic Skills: 1.2.11 A; 1.4.11 B; 1.5.11 A
	Resource #3


Related SCANS/Soft Skills
Resources

None
Interpersonal

A. Participates as Member of a Team

Information

None
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 Donna K. Mayes, Co-op Coordinator, Keystone Central, Lock Haven, PA.
* Academic Standards, Pennsylvania Department of Education
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