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*** 
 

This curriculum is part of a series of resource guides from the Monadnock Center for 
Successful Transitions. All are available for viewing or download at no charge at www.mcst-
nh.org or www.transitions.keenecommons.net. Other available resources are: 

• Online access to the Habits of Work curriculum: habitsofwork.keenecommons.net – 
print individual units and easily explore the many linked resources. 

• Build Partnerships for Career Exploration – a guide for partnering with an employer and 
offering a Job Shadow Day for students. 

• Create Approved Work-Based Learning Experiences – a guide to meeting NH Department 
of Labor requirements for work-based learning experiences. 

• Self-Advocacy and the Transition to College – an eight-lesson curriculum designed to 
address the specific needs of students with disabilities entering college. 

 
Keene State also hosts a Transition and Career Development Resources 
website, www.transitions.keenecommons.net, which includes a multimedia training and 
reference tool about IEP transition requirements and indicator 13. 

 

***
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INTRODUCTION 
 
 

 

Welcome to part three, Keeping Your Job, of the four-part curriculum, Habits of Work, an 
employment skills curriculum designed for use with internships and other work-based learning 
experiences. Habits of Work focuses on teaching universal workplace habits that will benefit any 
person in any kind of career.  

Keeping Your Job provides the student with foundational skills that are important preparation in 
keeping a job. These include managing time, understanding and practicing respect for self and 
others, understanding the importance of workplace safety, and understanding what it means to 
learn from experience. 

The curriculum is robust and intended to be flexible in its application. The units and lessons are 
research-based and apply to the learning of many prerequisite skills as well as skill deficiencies 
identified at the work site. Specific units, lessons, and activities may be used when they are 
most appropriate for the student’s present level of functional performance or current and 
future workplace experiences. Activities are designed to use many different instructional 
strategies in order to meet the needs of diverse learners. The curriculum is closely linked to 
web resources. 

Keeping Your Job is a work in progress. You can view and download the curriculum 
at habitsofwork.keenecommons.net. We welcome feedback and suggestions on any aspect of 
this curriculum or the website. Contact Betsy Street at bstreet@keene.edu or Steve Bigaj 
at sbigaj@keene.edu.  

IMPORTANCE OF ASSESSMENT 

Individualized assessment is important in using Habits of Work. You (and the student) need to 
know if the student achieved the learning outcome(s) intended for the lesson. We recommend 
you plan the assessment tools for each unit before you start the unit. 

You can do a preassessment at any time while using Habits of Work. The workplace activities 
can be formative assessments where your students are practicing skills and you or the 
workplace supervisor is monitoring progress. Each unit includes suggestions for summative 
assessments that are aligned with the unit outcomes. In addition, many of the lesson activities 
could also be used for a summative assessment. 

http://habitsofwork.keenecommons.net/
mailto:bstreet@keene.edu
mailto:sbigaj@keene.edu
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UNIT DESIGN 

Each of the units follows the same design, although units vary in size and scope. Each unit 
contains the following elements: 

Learning Outcomes Concrete statements about what the students will 
be able to do at the conclusion of the unit. 
 

Background 
Information for 
Instructor 

A brief introduction plus links to topical readings 
online. 

Unit Preparation 
Considerations 

Things to get ready before you start the unit, 
including concepts that might need preteaching. 

Summative 
Assessment Ideas 

Options for determining if your students have 
achieved the learning outcomes. You could also use 
these for preassessment.  
 
You may use different assessments for different 
students, depending on individual student goals and 
the learning outcomes identified for the unit. 
 

Unit Kickoff A short and engaging activity to pique student 
interest. 
 

Lessons Units are divided into lessons. Each lesson has 
several choices for introductory activities, activities 
to do at the workplace, and follow-up activities. 
Some activities are marked with a symbol for easy 
locating: 

 Journaling  

   Video clip 

   Asking questions 

 Guest speaker 
 
There are individual as well as classroom options 
since not all teachers have class time with their 
students. Individual contact might mean email, 
phone, podcasts, or course-management software. 
Many of the individual activities could also be used in 
a classroom setting. The workplace activities usually 
involve practice, observation, or interviewing. 
 



INTRODUCTION 

  

 
| 3 Habits of Work Curriculum – Part 3 – Keeping Your Job 

NH Career 
Development 
Curriculum 
Framework 
 

Lists the specific proficiency standards (end of grade 
10 and grade 12) toward which the unit provides 
practice. The full document is available on the NH 
Department of Education website: 
www.education.nh.gov/career/guidance/documents
/framework_k12.pdf 
 

JOURNALING 

Many of the individual (versus classroom) activities involve a journal entry. Sometimes the entry 
is a true reflection; other times the journal serves as a consistent place to record something for 
an individual activity. Feel free to depart from a traditional journal format if it doesn’t make 
sense for your students. Consider audio, video, pictorial, and other forms of journals as 
accommodations. 

WORKING WITH WORKPLACE SUPERVISORS 

The Habits of Work curriculum assumes your students have a regularly scheduled internship 
with a consistent supervisor and coworkers. Each Keeping Your Job lesson includes activities to 
be completed at the workplace. We recommend inviting your students’ workplace supervisors 
to partner with you in implementing the curriculum. Let them know the skills the students are 
practicing and the kinds of assignments they’ll have. For example, “Sam has been given an 
assignment to …”  

You might also give the supervisors copies of the units you are using. The more the people at 
the workplace reinforce and support the unit learning objectives, the deeper and more 
enduring your students’ learning will be. 

ONLINE ACCESS TO CURRICULUM 

The Habits of Work curriculum is available on the Internet at habitsofwork.keenecommons.net/. 
Since the curriculum is heavily web-linked, especially for background reading and videos for 
activities, you’ll want convenient Internet access when you’re doing your planning. You can view 
and print individual units or complete sections. We suggest you use the website and a printed 
version together.  

VIDEOS 

You may want to show videos in a classroom. Many of them can be downloaded to a portable 
universal serial bus (USB) flash drive if you don’t have YouTube access at your school. It’s often 
worth asking your technical support people if there’s some way they can give you access, as 
security software grows more flexible every year. 

http://www.education.nh.gov/career/guidance/documents/framework_k12.pdf
http://www.education.nh.gov/career/guidance/documents/framework_k12.pdf
http://habitsofwork.keenecommons.net/
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If you have no way of using YouTube videos, try searching for something comparable using the 
video search feature in Google: video.google.com. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

http://video.google.com/
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UNIT 4: MANAGING YOUR TIME 
 

  

INTRODUCTION 

Managing Your Time is the fourth unit in the Habits of Work curriculum, and the first unit in 
part three, Keeping Your Job. The pick-and-choose lesson activities are designed to suit the 
needs and interests of your students. See Appendix A in Keeping Your Job for a short summary 
of the full curriculum.  

LEARNING OUTCOMES 

Students will be able to: 

1. Describe their personal time-management strengths and weaknesses. 
2. Apply new strategies for balancing work, and social- and school-life demands. 
3. Communicate the importance of being on time at a job or during their internships. 

BACKGROUND INFORMATION FOR INSTRUCTOR 

Being timely and completing the most important tasks first are skills many of us work on for a 
lifetime. Different strategies work for different people at different times. This unit provides 
your students the opportunity to examine their own styles and strengths and experiment with 
more tools, tips, and tricks.  

Readings 
This link is an interesting read about the two ways people view time. It introduces the 
concepts of monochrones (people are usually on time) and polychrones (people see time as 
fluid and are often late). 

http://lifelearningtoday.com/2007/07/30/failure-to-transition/ 

Other Resources 
Download RescueTime, a time-management tool. It tracks where you spend your time on 
the computer, both on the Internet and your local computer. There is a free simple version 
or a fancier paid version. The paid version allows you to temporarily block yourself from 
distracting sites (like Facebook.) You can try a 14-day free trial of the paid version – long 
enough for your students to experiment with the blocking feature. Check out the short 

http://lifelearningtoday.com/2007/07/30/failure-to-transition/
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video tour (1:27 minutes) on “Voluntarily Blocking Distracting 
Sites”: www.rescuetime.com/tour#solo. 

UNIT PREPARATION CONSIDERATIONS 

Tasks 
If you plan to introduce RescueTime, be sure to download and install it on your computer 
at least a week ahead of when you plan to introduce it. It needs to run in the 
background and accumulate data over several days before it will show you any results.  

If students will be interviewing employees about time management, talk with the students’ 
supervisors about the intent of the assignment and to get suggestions of people to 
interview.  

Pie charts. Several of the activities involve students tracking and then charting how they 
spend their time. You may want to provide templates for tracking: 

• a grid chart with headings: time, task, purpose 
• a pie chart marked off in hour increments 

Consider teaching this unit around a school vacation, as vacation provides opportunities for 
students to practice time-management strategies in different settings. 

Prior Knowledge 
You may need to preteach some of these concepts depending on the lessons and activities 
you select: 

• multitasking 
• making a pie chart 

SUMMATIVE ASSESSMENT IDEAS 

Following are ideas for a summative assessment for this unit: 

1.  Use the CROWN technique to help students reflect on the unit (learning outcomes 1, 2).  

C – Communicate to another student what you learned about your personal time 
management.  

R – React to the other student’s learning. 
O – Offer one sentence that sums up what managing your time means for you. 
W – What are some situations where you will use ideas from this unit? 
N – Note how useful this unit was for you, and one idea to improve it for future 

students. 
 

http://www.rescuetime.com/tour#solo
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2.  Paper bag skits. Fill grocery bags with 10 miscellaneous objects. Give small groups 10 
minutes to each develop a skit showing what they learned about balancing work, and 
school and social demands. Put on the skits for each other (learning outcome 2).  

 
3.  Make a “MANAGE YOUR TIME” acrostic poem that includes four strengths, two 

weaknesses, and eight time-management strategies. Include at least one strategy that will 
help you get to your internship on time (learning outcomes 1, 3). 

UNIT KICKOFF  

Watch this humorous 3:56-minute time-management video during which a college student 
encounters the time-management fairy, “Time Management 
Fairy”: http://www.youtube.com/watch?v=se8Xncrpn24 

LESSONS 

This unit is divided into the following lessons. The lessons contain choices for activities and are 
organized into an instructional sequence around a workplace assignment. 

1. Analyze time 
2. Manage time 
3. Attendance 

 

Lessons Instructional 
Sequence Activities  

1.  Analyze time 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Introduction – individual Time study: 
1. Track your time for a few days. Write 

down what you are doing throughout 
the day, and for how long you did it 
(e.g., classroom, homework, work, 
hanging out with friends, sports, 
Facebook, instant messaging, email, TV, 
chores, sleeping).    

2. Make two pie charts that show your 
typical 24-hour weekday and a typical 
24-hour weekend day, showing the 
portion of a day spent on each major 
activity.   

3. In a journal entry, comment on 
anything that surprised you, anything 
you liked, anything you disliked. 

Beeping watch. Some watches or cell phones 
have a countdown timer. If yours does, set it to 

http://www.youtube.com/watch?v=se8Xncrpn24
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Lessons Instructional 
Sequence Activities  

Analyze time, 
continued 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

go off every 43 minutes (to randomize the 
data) for a couple days. Record what you are 
doing each time. What can you conclude from 
examining the results? 

Journal. Read the tips on this 
blog: http://www.lifehack.org/articles/productivi
ty/how-to-be-on-time-every-time.html 
Try one suggestion from his 10 Ways to Make 
Yourself More Punctual list. Write a journal 
entry about the experience. 

Write an entry about how you decide what to 
do and when to do it. When are your decisions 
conscious and when are they unconscious? 
How do you organize your homework and 
home chores? 

 
Journal. Write an entry about the 

importance of being on time for you 
personally. Are you more of an on-time person 
or a late person?   

Introduction – classroom Track your time for a couple of days as above. 
With a partner, make pie charts showing a 
typical 24-hour weekday and a typical 24-hour 
weekend day. Share your interpretations with 
each other. 

Story circle. Each person shares a personal 
anecdote with a bad result, starting with “Once 
when I was late …” Go around again with a 
good result, starting the story with “Once 
when I was on time (or early) …” 

Workplace activity Mental notes. Notice the pace of the day. 
Going fast all day? Slow? At your own pace? Do 
you prefer a particular pace? 

Mental notes. Observe the culture of your 
work place regarding time. Do meetings start 
on time? Do people notice the time? 

Follow-up – individual 
3-2-1 Journal. Write an entry that 

includes:  
• three key words from what you have 

http://www.lifehack.org/articles/productivity/how-to-be-on-time-every-time.html
http://www.lifehack.org/articles/productivity/how-to-be-on-time-every-time.html
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Lessons Instructional 
Sequence Activities  

Analyze time, 
continued 
 
 
 
 
 

analyzed about your use of time  
• two ideas you would like to explore 

further  
• one skill you think you have mastered 

Follow-up – classroom Quick talk: In exactly 30 seconds, share with 
the whole class everything you have learned 
about yourself and time. 

2. Manage time 
 
 

Introduction – individual 
Journal. Write an entry about how you 

decide what to do and when to do it. When 
are your decisions conscious and when are 
they unconscious? 

 
 
 

 
Journal. It’s usually easier to make a list of 

the important tasks than to get them done. 
Describe five things that make it hard for 
people to actually complete the tasks on their 
lists.  

  
Journal. List the time-management tools 

you have already used in your life (e.g., 
assignment book, to-do lists, online reminders).  
Which ones work for you and which ones 
don’t?  

 
 
 
 

 Download this free time-management 
tool: http://www.rescuetime.com/tour_family 
Experiment with the Focus Time feature, which 
lets you block yourself from distracting 
websites like Facebook for a period of time 
that you determine. 

 Introduction – classroom Class discussion. What are the social demands 
on your time? What are the work demands? 
What are the school demands? How do you fit 
everything in? How do you decide what is 
important? 

 
 
 
 
 

 Grab bag. Fill paper bags with a pad of paper, 
sticky notes, watch, highlighter, calendar, timer, 
piece of candy, and a few other random 
objects. Small groups brainstorm how they 
could use the objects, individually or in 
combinations, to better manage their time. 

http://www.rescuetime.com/tour_family
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Lessons Instructional 
Sequence Activities  

Manage time, 
continued 

Groups share their three favorite ideas with 
the whole class. 

 Workplace activity Interviews. Ask three people to describe 
their favorite time-management strategies. 
How do they balance work and social time 
demands? How do they set priorities? 

  Plan how you will continue your internship 
during a school vacation (if possible). 
Implement your plan. At the end of each day, 
make some notes about what worked and 
what you could improve about your time 
management. 

 
 
 
 

Follow-up – individual 
Journal. Pick one new time-management 

strategy and try it out for a week. Write a 
journal entry each day about the experience. 
What did you do? What were the results? 
What will you change tomorrow? 

  Make some observations about multitasking. 
When is it effective for you? What tasks are 
suitable for multitasking? Which ones are not? 

 Follow-up – classroom Group share. Compare time-management 
experiences from your vacation week. Develop 
a list of lessons learned.  

  Role-play. Multitasking – when is enough, 
enough? Role-play what happens when you can 
successfully multitask two things. What 
happens when you add more? And even more? 
Ask for a volunteer, give him or her one thing 
to do, then two, three, four, etc., and talk 
about how and when it becomes impossible to 
do everything efficiently. 

  Group share. Share workplace interview 
results with each other. Make a class list of all 
the strategies and agree on some to try out. 

3.  Attendance 
 
 
 

Introduction – individual Mental tour. In your head, drive around your 
town noticing the different stores and 
businesses. Make two lists. For what jobs is it 
very important to be on time? For what jobs 
would it matter less? You could also do this 
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Lessons Instructional 
Sequence Activities  

Attendance, 
continued 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

activity with occupation picture cards or as a 
collage. 

Introduction – classroom Activating prior knowledge. Being on time 
means being present and ready to work at a 
designated time. Where do you as a consumer 
count on people being on time (e.g., hospital 
shift change, bank teller line)? What would 
happen if these people were not on time? Are 
there any places it doesn’t matter? 

Small group wisdom. Make a symptom chart 
listing what it means to be too sick to go to 
work versus simply not feeling well. Compare 
your results with another group’s. 

Review the school attendance policy in detail. 
Speculate about the reasons behind the rules.  

Make time cards for your internship. 

Workplace activity Find out the attendance policy at your work 
place. What is the policy for attendance and 
timeliness? 

Find out how absenteeism and tardiness are 
problems for the business. Find out how an 
employer deals with such problems. Find out 
appropriate actions to take when you will be 
late or absent. 

Time card: Keep a chart at work and log time 
in and out. Compare your time in every day 
with the time you are expected to be there. 
You could also do this with a regular school or 
volunteer activity. 

Follow-up – individual 
Journal. Restate your workplace’s 

attendance policy in your own words.  

Journal. Review your internship time card. 
If you need to improve, write down what 
prevented you from being on time and what 
you could do to change next time. 

 
Journal. What could happen if you were 

not on time for your job? 
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Lessons Instructional 
Sequence Activities  

Attendance, 
continued 
 
 
 

Follow-up – classroom Compare/contrast. Use the diagram format at 
this link to compare and contrast the impact of 
being late or absent at school versus being late 
or absent at work. 
http://www.siue.edu/MLTE/LA%20Modules%20
DONE/compare_and_contrast1.htm 

 

CONNECTIONS TO NH CAREER DEVELOPMENT CURRICULUM  

The NH Career Development Curriculum Framework (October 2006) establishes seven 
curriculum standards “that define what New Hampshire students should know and be able to 
do relative to career development” at the end of grades four, eight, 10, and 12. Listed below 
are the End of Grade 10 and End of Grade 12 proficiency standards addressed in this unit, some 
more intensely than others. Habits of Work provides practice toward these standards. Student 
competence will depend on the activities you choose and the depth of student practice. You 
may need to develop individual activities in order for students to achieve competence. 

End of Grade 10  

1.1 Access information from multiple sources and information-retrieval systems.  
1.3 Demonstrate the ability to summarize ideas and information.  
1.4 Demonstrate the ability to use a variety of organizational structures such as cause-and-

effect patterns, paraphrasing, and charts and graphs to communicate ideas and 
information.  

1.5 Demonstrate the ability to effectively and logically support individual ideas.  
1.6 Use cross-referencing while gathering information. 
2.2 Identify the issues involved in making a decision or solving a problem. 
2.3 Gather and use appropriate materials and resources in making individual and career 

decisions, including printed materials, human resources, and information accessed 
through technology.  

2.4 Use logic to draw conclusions from available information. 
2.5 Develop a plan that reflects research and builds on relevant precedents. 
2.6 Evaluate an event or activity in terms of expressed purposes. 
2.7 Generalize rules or principles (underlying patterns and relationships) from a set of 

conclusions, objective data, written text, or system’s review, and apply those rules and 
principles to a new situation. 

2.8 Devise strategies for improving the performance of a system. 
2.9 Test the effectiveness of the strategies employed. 
3.2 Demonstrate an understanding of how courses of study relate to the selection of 

college majors, further training, and/or entry to the job market.  
 

http://www.siue.edu/MLTE/LA%20Modules%20DONE/compare_and_contrast1.htm
http://www.siue.edu/MLTE/LA%20Modules%20DONE/compare_and_contrast1.htm
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3.3 Describe how skills developed in academic and vocational programs relate to career 
goals.  

4.1 Demonstrate the ability to use peer and adult feedback.  
4.2 Demonstrate an understanding of how individual characteristics relate to achieving 

individual, social, educational, and career goals.  
4.3 Demonstrate the importance of responsibility, dependability, punctuality, and integrity in 

school, the workplace, and adult life.  
4.5 Apply decision-making skills to career planning and career transitions.  
5.3 Develop the ability to use constructive criticism.  
6.1 Locate, evaluate, and interpret career information.  
6.4 Demonstrate the use of a range of resources to gather information about careers.  
6.5 Identify individuals in selected occupations as possible information sources, role models, 

or mentors.  
6.6 Consult with and observe adult role models at work to identify elements of their work 

and determine the need for specific knowledge and skills.  
6.7 Demonstrate skills and behaviors necessary for a successful interview.  
7.1 Evaluate the relationship between individual interests, abilities, and skills, and achieving 

individual, social, educational, and career goals.  
7.2 Demonstrate a positive attitude toward work and learning.  
7.4 Apply employability and job-readiness skills to internship, mentoring, shadowing, and/or 

other world-of-work-related experiences.  
 
 

End of Grade 12  

1.1 Utilize others’ critiques as a resource in achieving goals. 
1.2 Demonstrate the ability to analyze how well evidence supports a conclusion or thesis. 
1.3 Present, explain, and defend positions, using visual aids when appropriate. 
1.4 Demonstrate the effective use of the conventions of the English language in 

communications. 
1.5 Demonstrate the ability to adjust communication style and language so that it’s 

appropriate to the situation, topic, purpose, and audience. 
2.1 Apply decision-making skills in a wide variety of situations. 
2.2 Analyze the design and management of a system. 
2.3 Develop a systemic plan and communicate the plan clearly. 
2.4 Develop and test strategies to optimize the performance of a system. 
2.5 Demonstrate how to analyze the interrelationships of events/ideas from several 

perspectives. 
3.1 Evaluate the processes used to achieve goals and improve the qualities of resulting 

products.  
3.2 Show evidence of effective time management.  
4.1 Demonstrate behaviors that maintain physical and emotional health.  
4.2 Demonstrate knowledge of how individuals grow and develop throughout their lives.  
4.3 Describe the contribution of work to a productive life.  
4.4 Demonstrate the ability to make decisions consistent with one’s own belief system. 
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5.2 Demonstrate the ability to respect the rights of, and accept responsibility for, oneself 
and others.  

 
5.3 Demonstrate effective and flexible team skills as a team member or leader.  
6.1 Use their analyses of role models to improve the planning and implementation of 

projects.  
6.9 Demonstrate an understanding of the ways in which work, family, and leisure roles are 

interrelated. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



 

 
| 15 Habits of Work Curriculum – Part 3 – Keeping Your Job 

UNIT 5:  RESPECTING OTHERS  
 AND YOURSELF  
 

INTRODUCTION 

Respecting Others and Yourself is the fifth unit in the Habits of Work curriculum, and the 
second unit in part three, Keeping Your Job. The pick-and-choose lesson activities are designed 
to suit the needs and interests of your students. See Appendix A in Keeping Your Job for a short 
summary of the full curriculum.  

LEARNING OUTCOMES 

Students will be able to: 

1. Explain the importance of respect for others and respect for authority. 
2. Explain the importance of self-respect. 
3. Engage in appropriate conversation topics at the workplace. 
4. Develop a healthy work friendship. 

BACKGROUND INFORMATION FOR INSTRUCTOR 

Respect is the overall esteem you feel toward a person. You can also feel respect for a specific 
quality of a person. For example, you might not like your boss, but you can respect his or her 
honesty.  

Respect for authority is an acknowledgement that the person in authority may have a wider 
perspective, more knowledge, or more pressing deadlines, or may be responsible for executing 
a complex plan that depends on everyone doing their part well and on time.  

Self-respect is “I am worthy; I matter,” and therefore, you have the confidence to stand behind 
what you say and value yourself enough to care for your spirit and body. Self-respect and 
respect go hand-in-hand; you realize that other people’s agendas are as important to them as 
your particular agenda is to you.  

Conversation comes easily to some of us and not to others. Easy conversation stems from an 
interest in and curiosity about the other person, about what he or she is doing, and/or about a 
shared interest. When you are a new employee, it is more appropriate to focus less on the 
person, and more on what the person is doing or a shared interest. This guideline will help 
keep students from inadvertently violating a coworker’s sense of privacy.  
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Privacy varies tremendously from person to person, based on unique combinations of factors 
such as personality, culture, age, gender, workplace, and more. Comments about a person’s 
appearance should be avoided, as they can be considered harassment. 

See the readings below for some interesting thoughts on work friendships. 

Readings 
On conversation: http://www.whatithinkabout.com/conversation-skills-tips-how-to-have-a-
good-conversation/ 

Interesting overview on what swearing is, why people swear, how the brain processes 
it: people.howstuffworks.com/swearing.htm 

Why work friendships matter: blogs.hbr.org/bregman/2010/07/why-friends-matter-at-work-
and.html 

Other Resources 
Social articles are like social stories, but written for older students and adults with autism. 
Rather than a story, the strategy is to write a news article: www.thegraycenter.org/social-
stories/what-are-social-stories 

Baker, J. (2006). The Social Skills Picture Book for High School and Beyond. Arlington, Texas: 
Future Horizons, Inc. Photographs show right (and wrong) ways to interact in different 
social situations. Clear captions and an attractive layout are intriguing to students at all 
levels of social skills. It’s a particularly good resource for the conversation lesson. 

Miles, B. S., Trautman, M. & Schelvan, R. (2004). The Hidden Curriculum: Practical Solutions for 
Understanding Unstated Rules in Social Situations. Shawnee Mission, KS: Autism Asperger 
Publishing Co. This is a good introductory resource for identifying and teasing out the 
inferred messages and learning for students who struggle with social skills. 

UNIT PREPARATION CONSIDERATIONS 

Tasks 
There are several workplace activities that involve interviewing people at the workplace. 

As the questions are more personal, talk with the workplace supervisor about the intent of 
the lesson and ask the supervisor to suggest good people to interview. 

If you want to provide more detailed starter questions and ideas for some of the journal 
activities, the student materials portion of this lesson plan, “The Value of Respect,” may be 
useful:  http://www.peacefulsolution.org/curriculum/products/sample_lessons.html#Inter
mediate_Respect_Lesson  

http://www.whatithinkabout.com/conversation-skills-tips-how-to-have-a-good-conversation/
http://www.whatithinkabout.com/conversation-skills-tips-how-to-have-a-good-conversation/
http://people.howstuffworks.com/swearing.htm
http://blogs.hbr.org/bregman/2010/07/why-friends-matter-at-work-and.html
http://blogs.hbr.org/bregman/2010/07/why-friends-matter-at-work-and.html
http://www.thegraycenter.org/social-stories/what-are-social-stories
http://www.thegraycenter.org/social-stories/what-are-social-stories
http://www.peacefulsolution.org/curriculum/products/sample_lessons.html#Intermediate_Respect_Lesson
http://www.peacefulsolution.org/curriculum/products/sample_lessons.html#Intermediate_Respect_Lesson
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Prior Knowledge 
You may need to preteach some of these concepts depending on the lessons and activities 
you select: 

• chain of command 
• boundaries 
• prejudice (especially race and sexual preference) 
• body language 

SUMMATIVE ASSESSMENT IDEAS 

Following are ideas for a summative assessment for this unit: 

1. Draw two cartoon strips or create two brief scripts – one that illustrates respect/self-
respect at work and one that doesn’t. Share them with the class (learning outcomes 1, 2).  
 

2. Draw a cartoon strip that shows people having an appropriate conversation at a 
workplace (learning outcomes 3, 4).  
 

3. Make a Top 10 Tips list for maintaining healthy work relationships, including your 
supervisor, coworkers, and work friends (learning outcomes 1, 2, 3, 4).  
 

4. Cut/Take Two skits. Start an improv skit about a situation where people are not 
demonstrating respect. Call “Freeze” and ask for volunteers to jump in and replace the 
current actors, taking the skit in a different direction. Call “Freeze” again and have a new 
crew jump in and again switch the direction of the skit (either good or bad). Continue as 
desired (learning outcomes 1, 2, 3).  

UNIT KICKOFF 

 Watch this 1:40-minute video, “Ray Calls for Respect,” about disrespectful parent at a 
soccer game: www.youtube.com/watch?v=ezZ2ZRfSsLY. Use it to start a discussion about 
where in their lives students have felt, given, and witnessed respect. 

 Watch the first 2:46 minutes of this 24:09 minute video, “Sheena Iyengar on The Art of 
Choosing,” during which the speaker recounts the story of trying to order green tea with sugar 
in Japan: www.ted.com/talks/sheena_iyengar_on_the_art_of_choosing.html. Use it to start a 
discussion about how culture affects what is perceived as respectful. If you need to give some 
background on the importance of tea in Japan, this lesson plan will be 
helpful: www.pardeehome.org/TeaCulture_Module.pdf 

 

http://www.youtube.com/watch?v=ezZ2ZRfSsLY
http://www.ted.com/talks/sheena_iyengar_on_the_art_of_choosing.html
http://www.pardeehome.org/TeaCulture_Module.pdf
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LESSONS 

This unit is divided into the following lessons. The lessons contain choices for activities and are 
organized into an instructional sequence around a workplace assignment. 

1. Respect  
2. Self-respect 
3. Conversation 
4. Work friendships 

 

Lessons Instructional 
Sequence Activities  

1.  Respect 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Introduction – individual Journal. Write an entry about a person 
you respect. How do you treat him or her? 
How does that person treat you? How do you 
feel when someone treats you with respect? 

Journal. Look at this chart, “We Don’t 
Feel Respected When …” 
at: http://eqi.org/we_dont_feel_respected_whe
n.htm. Think of a time you did one of these 
things to another person. If you could do it 
over again, how could you change your 
response to show respect? 

  Watch this 1:29-minute video, “Work 
Scenarios With 
Coworkers,” www.youtube.com/watch?v=1kO
n8vWA4fU, that plays a scene two ways – one 
that works and one that doesn’t. Write a 
journal entry about the differences you see in 
the two scenarios. How does the late 
employee show respect? What happens to the 
irate employee when the late one shows 
respect? 

Introduction – classroom Invite a guidance counselor to lead a 
workshop on respect. Include a discussion of 
what disrespect looks, sounds, and feels like. 

 Watch this 8:18-minute video, “Use 
Another 
Word,” www.youtube.com/watch?v=GM-
nWXz1YHo, about a successful student 
campaign to reduce hurtful language in their 
high school. Discussion. Have you ever been 

http://eqi.org/we_dont_feel_respected_when.htm
http://eqi.org/we_dont_feel_respected_when.htm
http://www.youtube.com/watch?v=1kOn8vWA4fU
http://www.youtube.com/watch?v=1kOn8vWA4fU
http://www.youtube.com/watch?v=GM-nWXz1YHo
http://www.youtube.com/watch?v=GM-nWXz1YHo
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Lessons Instructional 
Sequence Activities  

Respect, 
continued 
 
 
 
 
 
 
 
 

hurt by someone’s words, even though they 
didn’t mean to hurt you? Could you do 
something similar in your class or school? Make 
a classroom list of words to substitute for 
hurtful ones. 

 Discuss chain of command and why it’s 
important in certain situations. Why do we 
respect authority? Are there times it’s better 
not to respect authority? 

 Disconnects. Brainstorm a list of respectful and 
disrespectful phrases. Put them on cards and 
have volunteers deliver the phrases to the class 
using a mismatch between words and tone of 
voice and body language. Discuss the impact of 
body language on what is communicated. How 
can interpretation skew perceptions and 
responses? 

Workplace activity Ask your supervisor and a coworker what 
behaviors demonstrate respect for others at 
your workplace. Make a mental list of these 
behaviors. 

Ask your supervisor if there is a chain of 
command at your workplace. How do people 
know what the chain of command is? How do 
they use it? Is it ever appropriate to ignore it? 

Follow-up – individual Journal. Make yourself a respect report 
card. First generate a list of phrases that 
represent respect. Then select the phrases that 
represent you showing respect at work, with 
your friends, grandparents, or siblings. Are 
there any relationships where you would like 
to show more respect?  

Follow-up – classroom Grammy awards. List all the respectful 
behaviors identified during the workplace 
activities. Discuss them and award blue ribbons 
to the three most important behaviors. 

2. Self-Respect 
 
 
 
 

Introduction – individual Journal. Take a look at this drawing about 
self-respect at:  
pramoddoke.files.wordpress.com/2010/08/me-
my-self-respect.jpg. Think about the different 

http://pramoddoke.files.wordpress.com/2010/08/me-my-self-respect.jpg
http://pramoddoke.files.wordpress.com/2010/08/me-my-self-respect.jpg
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Lessons Instructional 
Sequence Activities  

Self-respect, 
continued 

aspects of you: thoughts, feelings, social skills, 
body traits, abilities, values, actions. Then write 
an entry describing at least one thing you 
respect about yourself in each of those aspects. 
Are there aspects of yourself that you value 
more than others? 

  Journal. Survey others about what they 
respect about you. Write a journal entry about 
why you do or do not respect the same things 
in yourself. 

  Word splash. Create a word splash with words 
that represent the self-respect you have for 
yourself. 

 Introduction – classroom Use the words from the word splash (see 
above) to build a class poem, starting each line 
with “I respect myself for …” 

  Character analysis. In small groups, choose a 
popular book, movie, or TV show and analyze 
the characters for their amount of self-respect. 
Give the character pluses, minuses, and 
questions for things you’re not sure about. 
Share your findings and your reasons with the 
rest of the class. This could be an 
interdisciplinary activity with an English class, 
where your students use a book that the 
English class is reading. 

 Workplace activity Explain to your supervisor that you are 
studying respect. Ask how he or she can tell 
which employees have good self-respect (e.g., 
what those people say or do that reveals it). 

  Ask three people what they respect about 
themselves in the workplace. 

 Follow-up – individual Journal. Based on what you learned at 
your workplace, add to your list of things you 
respect about yourself. Are there qualities you 
could improve to increase your self-respect? 

  Acrostic poem. Write out your name. For each 
letter of your name write a statement about 
self-respect. 

  Journal. Based on what your supervisor 
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Lessons Instructional 
Sequence Activities  

Self-respect, 
continued 

told you about how he or she knows when 
employees have good self-respect, what do you 
think your workplace behaviors say about your 
self-respect? On a scale from one to five, how 
much self-respect do you demonstrate at 
work? 
 

 Follow-up – classroom Skits. Take a typical minor work issue and act it 
out two ways – one with good self-respect and 
one with no self-respect. As a class, discuss 
how good self-respect makes you a better 
employee. 

  Alphabet summary. Each student is assigned a 
different letter of the alphabet and thinks of a 
word or phrase starting with that letter that is 
related to self-respect. Share your ideas. 
 

3. Conversation Introduction – individual Journal. Notice how you speak differently 
with friends, teachers, and classmates. Write a 
journal entry about what you observed and any 
theories about why the differences exist. 

  Track your swearing for a day. Note the 
number of times, where you are, who you are 
with, what your mood is. Are you angry, being 
funny, anxious? 

  Scan the news daily for a week. At the end, 
write down some local and national events. 
Write a journal entry about the events you 
might mention at work and why it would show 
you are curious and interested in the world 
beyond yourself. 
 

 
 
 
 
 
 
 
 

Introduction – classroom Classroom challenge. Can you go a day without 
swearing? Help each other meet the challenge. 
Each student keeps a tally chart. The next day 
talk about where it was easy and where it was 
difficult not to swear. What was the feeling 
behind the swearing: defense, humor, anxiety, 
anger? Highlight to students that it’s never 
appropriate to swear during a job interview.  
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Lessons Instructional 
Sequence Activities  

Conversation, 
continued 

Make a classroom list of words to substitute 
for swear words in different situations. 

 Discuss why people avoid discussing politics 
and religion at work. Help students to better 
understand personal and professional 
conversations at the workplace.  

  Conversation cards. Create cards of 
appropriate and inappropriate conversations in 
the workplace. Have students identity which 
are which and explain their reasoning. 

  Dyad conversations. With the whole class, 
review some of the suggestions at this 
website: www.happiness-
project.com/happiness_project/2009/05/seven-
tips-for-making-good-conversation-with-a-
stranger.html. Assign different techniques to 
each dyad and have them practice 
conversations for three to five minutes. As a 
class, discuss how the conversations went. 

 Workplace activity Have a 10-minute conversation about a neutral 
topic: sports, hobbies, weather. Make sure that 
you allow input from the other people 
involved, instead of delivering a monologue on 
a topic of interest to you. 

 Ask your supervisor what to do if someone 
brings up an inappropriate conversation at the 
workplace. 

 Mental notes. Listen for words people use 
instead of swearing. 

 Mental notes. Observe how employees speak 
to coworkers. Observe how they speak to 
customers. What is their tone of voice? Do 
they use different kinds of words?  

 Follow-up – individual Journal. Make a list of conversation topics 
to avoid at work. Make a second list of 
conversation starters you might use instead. 
Make a third list of things you could say to 
steer a conversation away from politics or 
religion. 

 
 

Journal. What was it like to hold an 

http://www.happiness-project.com/happiness_project/2009/05/seven-tips-for-making-good-conversation-with-a-stranger.html
http://www.happiness-project.com/happiness_project/2009/05/seven-tips-for-making-good-conversation-with-a-stranger.html
http://www.happiness-project.com/happiness_project/2009/05/seven-tips-for-making-good-conversation-with-a-stranger.html
http://www.happiness-project.com/happiness_project/2009/05/seven-tips-for-making-good-conversation-with-a-stranger.html
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Lessons Instructional 
Sequence Activities  

Conversation, intentional conversation at your workplace? 
continued 
 

Follow-up – classroom Blow the horn. As a class, develop a set of 
workplace language and conversation rules. 
Students work in groups and create a 
workplace role-play that goes in and out of 
following the rules. Students in the audience 
“blow the horn” when a conversation rule is 
broken. Students explain why they think the 
rule was broken and what they could do 
differently. They rewind to the place in the 
role-play when the rule was broken and fix it. 

  Share observations of conversations students 
observed at their work sites. Students are 
asked to present what they still question about 
workplace conversations they observed. 

  Facebook conversations. Speculate why people 
will say things to each other online they would 
not say face-to-face. What is different about an 
online conversation? Also, how can people be 
more conscious that employers, coworkers, 
and customers may see what they post? 

4. Workplace  
friendships 

 
 

Introduction – individual Journal. Read this short article on work 
friendships: http://www.psychologytoday.com/b
log/office-diaries/201005/friendships-work-can-
work-if. In your journal write three guidelines 
for yourself about making a friend at work. 

 
 
 
 
 
 

Introduction – classroom Teacher provides a walkthrough of A Day In 
the Life of Someone. The teacher walks 
through the day as this someone goes in and 
out of interactions with different people in his 
or her life. Students note how this someone 
shows friendship in different environments 
(home, store, workplace). 

  Venn diagram. Create a Venn diagram to 
compare and contrast work and personal 
friendships (e.g., polite/informal, touch/no 
touch, during work hours/weekends, work 
parties/family parties). 

 
 

Workplace activity Ask your supervisor about company 
guidelines on work friendships.  

  Ask your supervisor about the difference 

http://www.psychologytoday.com/blog/office-diaries/201005/friendships-work-can-work-if
http://www.psychologytoday.com/blog/office-diaries/201005/friendships-work-can-work-if
http://www.psychologytoday.com/blog/office-diaries/201005/friendships-work-can-work-if
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Lessons Instructional 
Sequence Activities  

Workplace 
friendships, 
continued 

between personal friendships and work 
friendships. Does your supervisor have 
suggestions for managing work friendships? 

  Through observation and listening, study 
relationships at work. Are conversations just 
work-related? Do people hang out after work? 
How big are people’s personal space bubbles? 

 Follow-up – individual Journal. How might you know if you cross 
a line at the workplace and engage in 
inappropriate behavior with regard to work 
friendships? How would you correct things? 

  Journal. Create a true/false quiz for your 
class on workplace friendships. 

  Journal. Make a list of 10 things you 
learned about work friendships. 

 
 
 
 

Follow-up – classroom Share observations about work site 
relationships. How were relationships similar 
and different in the different work places? 
Brochure. Make a brochure about healthy 
work friendships. Include rules for what to do, 
a list of inappropriate behaviors to avoid, and 
clues about what inappropriate may sound, 
feel, or look like. 

  Have students take each other’s true/false quiz 
(see above) and discuss answers. 

  Cut/take two. Make cards of corrections to get 
a friendship (or conversation) back on track. 
Start a role-play with people doing the wrong 
things for workplace friendships. Cut. Do it 
over again experimenting with some of the 
corrections.  

 

CONNECTIONS TO NH CAREER DEVELOPMENT FRAMEWORK  

The NH Career Development Curriculum Framework (October 2006) establishes seven 
curriculum standards “that define what New Hampshire students should know and be able to 
do relative to career development” at the end of grades four, eight, 10, and 12. Listed below 
are the End of Grade 10 and End of Grade 12 proficiency standards addressed in this unit, some 



RESPECTING OTHERS AND YOURSELF (UNIT 5) 

 

 
| 25 Habits of Work Curriculum – Part 3 – Keeping Your Job 

more intensely than others. Habits of Work provides practice toward these standards. Student 
competence will depend on the activities you choose and the depth of student practice. You 
may need to develop individual activities in order for students to achieve competence. 

End of Grade 10  

1.1 Access information from multiple sources and information-retrieval systems.  
1.3 Demonstrate the ability to summarize ideas and information.  
1.4 Demonstrate the ability to use a variety of organizational structures such as cause-and-

effect patterns, paraphrasing, and charts and graphs to communicate ideas and 
information.  

1.5 Demonstrate the ability to effectively and logically support individual ideas.  
2.2 Identify the issues involved in making a decision or solving a problem. 
2.4 Use logic to draw conclusions from available information. 
2.5 Develop a plan that reflects research and builds on relevant precedents. 
2.6 Evaluate an event or activity in terms of expressed purposes. 
2.7 Generalize rules or principles (underlying patterns and relationships) from a set of 

conclusions, objective data, written text, or system’s review, and apply those rules and 
principles to a new situation. 

2.8 Devise strategies for improving the performance of a system. 
2.9 Test the effectiveness of the strategies employed. 
3.1 Independently identify resources and tools needed to achieve learning goals.  
4.1 Demonstrate the ability to use peer and adult feedback.  
4.2 Demonstrate an understanding of how individual characteristics relate to achieving 

individual, social, educational, and career goals.  
4.3 Demonstrate the importance of responsibility, dependability, punctuality, and integrity in 

school, the workplace, and adult life.  
5.1 Demonstrate confidence and positive self-concept in beginning work-related 

experiences, practice or actual.  
6.5 Identify individuals in selected occupations as possible information sources, role models, 

or mentors.  
6.6 Consult with and observe adult role models at work to identify elements of their work 

and determine the need for specific knowledge and skills.  
7.2 Demonstrate a positive attitude toward work and learning.  
7.4 Apply employability and job-readiness skills to internship, mentoring, shadowing, and/or 

other world-of-work-related experiences.  
 

End of Grade 12  

1.1 Utilize others’ critiques as a resource in achieving goals. 
1.2 Demonstrate the ability to analyze how well evidence supports a conclusion or thesis. 
1.3 Present, explain, and defend positions, using visual aids when appropriate. 
1.4 Demonstrate the effective use of the conventions of the English language in 

communications. 
1.5 Demonstrate the ability to adjust communication style and language so that it’s 

appropriate to the situation, topic, purpose, and audience. 
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2.2 Analyze the design and management of a system. 
2.4 Develop and test strategies to optimize the performance of a system. 
2.5 Demonstrate how to analyze the interrelationships of events/ideas from several 

perspectives. 
4.1 Demonstrate behaviors that maintain physical and emotional health.  
4.2 Demonstrate knowledge of how individuals grow and develop throughout their lives.  
5.1 Demonstrate consistent, responsive, and caring behavior.  
5.2 Demonstrate the ability to respect the rights of, and accept responsibility for, oneself 

and others.  
5.3 Demonstrate effective and flexible team skills as a team member or leader.  
6.1 Use their analyses of role models to improve the planning and implementation of 

projects.  
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UNIT 6: WORKPLACE SAFETY  

 

INTRODUCTION 

Workplace Safety is the sixth unit in the Habits of Work curriculum, and the third unit in part 
three, Keeping Your Job. The pick-and-choose lesson activities are designed to suit the needs and 
interests of your students. See Appendix A in Keeping Your Job for a short summary of the full 
curriculum.  

LEARNING OUTCOMES 

Students will be able to: 

1. Identify common workplace safety practices. 
2. Describe personal habits that improve workplace safety. 
3. Locate and follow posted safety rules and procedures at the workplace. 

BACKGROUND INFORMATION FOR INSTRUCTOR 

The underlying message of this unit is that workplace safety is the joint responsibility of the 
employee and the employer. Accidents are preventable, but both employers and employees 
need to work together.    

Students need to realize that workplaces have their own safety rules that students may not 
have encountered elsewhere. They cannot assume home or school rules apply. For example, 
doors may be locked for a very important safety reason, not just for theft protection. 

Congress created the Occupational Safety and Health Administration (OSHA) in 1970 to 
ensure safe and healthful working conditions for workers. Child labor laws are authorized by 
the Fair Labor Standards Act (FLSA) of 1938. Workers’ compensation insurance dates much 
farther back – most states adopted workers’ compensation laws between 1911 and 1920. 

Readings 
NH Department of Labor checklist for employers to use to develop their safety 
plans: http://www.labor.state.nh.us/ST-SelfInspectionChecklist.PDF 

Sample of a hazard map: www.masscosh.org/node/127 

http://www.labor.state.nh.us/ST-SelfInspectionChecklist.PDF
http://www.masscosh.org/node/127
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Decoding safety signs: safetysignsandsymbols.com/know-more-about-safety-signs-
symbols  

Overview of safety signs with links to more information: safetysignsandsymbols.com/ 

About OSHA, including a link to a FAQ: www.osha.gov/about.html 

Ergonomically sound computer 
postures: www.osha.gov/SLTC/etools/computerworkstations/positions.html 

Brief explanation of workers compensation 
insurance: topics.law.cornell.edu/wex/workers_compensation 

Quick overview of the federal Department of Labor agencies and offices with 
responsibility for the administration and enforcement of laws that protect worker safety 
and health. http://www.dol.gov/dol/topic/safety-health/index.htm 

Other Resources 
Common safety signs and 
symbols: www.sad67.k12.me.us/curriculum/Content_standards/Supplemental%20Pages/
Wellness/Common%20Safety%20Signs%20and%20Symbols.pdf 
 
Safety and Training division of the New Hampshire Department of Labor 
website: www.labor.state.nh.us/safety_training.asp. 

OSHA’s Young Workers site: www.osha.gov/SLTC/teenworkers/index.html 

Youth@Work: Talking Safety 
website. www.cdc.gov/niosh/talkingsafety/states/nh/default.html . A free curriculum for 
teaching teens the basics about job safety and health. It’s attractively laid out, has 
engaging activities for diverse learners, and has student handouts. The entire curriculum 
can be taught in three to five hours and shortened as needed. It’s presented by the 
National Institute for Occupational Safety and Health (NIOSH) and the Centers for 
Disease Control and Prevention (CDC), with customized versions for each state. 

UNIT PREPARATION CONSIDERATIONS 

Tasks 
Inform the workplace supervisors about the kinds of questions students will be asking. 
Reassure them that the students are not out to find problems at the workplace, but only to 
learn more about safety themselves. 

There are safety videos for all sorts of different occupations online. We included a couple 
choices in the lessons, but feel free to search for others that connect to your students’ 
interests. For example, do a Google video search for “assembly line safety” or 
“photographer safety.” 

http://safetysignsandsymbols.com/know-more-about-safety-signs-symbols
http://safetysignsandsymbols.com/know-more-about-safety-signs-symbols
http://safetysignsandsymbols.com/
http://www.osha.gov/about.html
http://www.osha.gov/SLTC/etools/computerworkstations/positions.html
http://topics.law.cornell.edu/wex/workers_compensation
http://www.dol.gov/dol/topic/safety-health/index.htm
http://www.sad67.k12.me.us/curriculum/Content_standards/Supplemental%20Pages/Wellness/Common%20Safety%20Signs%20and%20Symbols.pdf
http://www.sad67.k12.me.us/curriculum/Content_standards/Supplemental%20Pages/Wellness/Common%20Safety%20Signs%20and%20Symbols.pdf
http://www.labor.state.nh.us/safety_training.asp
http://www.osha.gov/SLTC/teenworkers/index.html
http://www.cdc.gov/niosh/talkingsafety/states/nh/default.html
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Speakers  
Scan the classroom introduction activities for speaker ideas. Contact these people early to 
arrange dates and times. 

Prior Knowledge 
You may need to preteach some of these concepts depending on the lessons and activities 
you select: 

• refresher on sensible dress codes 
• hazard map 
• ergonomics 
• liability 

SUMMATIVE ASSESSMENT IDEAS 

Following are ideas for a summative assessment for this unit: 

1. Interview panel. Select students a few at a time to sit in the front of the class. Select 
another student to be the moderator and interview the panel about workplace safety. 
The interviewer asks questions about safety practices, personal habits, and laws and 
procedures around safety (learning outcomes 1, 2, 3). 

2. Relay summary. One class member writes a sentence or draws a picture summarizing 
his or her learning from this unit, then passes the paper to a classmate. Continue until 
everyone in the class has added at least one sentence or picture. Learning should fall 
under one of the following headings: workplace safety practices, personal habits that 
improve workplace safety, rules and procedures (learning outcomes 1, 2, 3). 

3. Collage. Do a Google image search to find images showing workplace safety practices 
that pertain to your workplace. Include at least one rule, one personal habit, and one 
reference to a safety law. Make an electronic or paper collage with the images (learning 
outcomes 1, 2, 3). 

4. Limericks. Write three safety limericks: one for an employee, one for an employer, and 
one that applies to your workplace (learning outcomes 1, 2, 
3). volweb.utk.edu/school/bedford/harrisms/limerick.htm  

UNIT KICKOFF  

 Watch this startling 3:06-minute video of accident prevention ads from Canada, “Prevent-
it.ca (All Five Ads)”: www.youtube.com/watch?v=MwCyVku1HvI, which portrays five serious 
accidents (kitchen, construction, factory, retail store, electricity). Use it to spark a discussion of 
shared responsibility for accidents. What did the workplace do wrong? What did the employee 
do wrong? You may want to prepare a viewing guide to help students focus on the safety 
aspects and not just the extreme drama. 

http://volweb.utk.edu/school/bedford/harrisms/limerick.htm
http://www.youtube.com/watch?v=MwCyVku1HvI
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LESSONS 

This unit is divided into the following lessons. The lessons contain choices for activities and are 
organized into an instructional sequence around a workplace assignment. 

1. Safety practices 
2. Personal habits 
3. Laws and procedures 

 

Lessons Instructional 
Sequence Activities  

1.  Safety 
practices 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Introduction – individual 
Journal. Go look at your kitchen and draw 

a map of the room. Circle and label areas where 
you notice a good safety practice. Use a 
highlighter to mark any places with safety 
hazards. List the safety hazards.  

Journal. List all the safety hazards you can 
find in the second office safety cartoon (scroll to 
the bottom of the 
page): www.cartoonstudio.co.uk/HealthAndSafe
tyCartoons.html 

 
Watch at least half of this 4:31-minute 

video, “Loading Dock 
Safety”: www.youtube.com/watch?v=JPfaL0fUu5
s 
List 10 safety practices you saw on the video or 
heard about in the narration. 

 
Watch the 3:01-minute video, “Kitchen 

Safety From 
Safetyinstruction.com”: www.youtube.com/watc
h?v=BlAl-EcExlU  
List 10 safety practices you saw on the video or 
heard about in the narration. 

Introduction – classroom 
Invite the facilities manager from a local 

business to come talk about workplace safety. 

Discussion. Do you know anyone who has been 
hurt at work? What happened? How could it 
have been prevented? 

 
Fishbowl. Invite employers from several 

http://www.cartoonstudio.co.uk/HealthAndSafetyCartoons.html
http://www.cartoonstudio.co.uk/HealthAndSafetyCartoons.html
http://www.youtube.com/watch?v=JPfaL0fUu5s
http://www.youtube.com/watch?v=JPfaL0fUu5s
http://www.youtube.com/watch?v=BlAl-EcExlU
http://www.youtube.com/watch?v=BlAl-EcExlU
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Lessons Instructional 
Sequence Activities  

Safety practices, 
continued 

fields (of interest to the class) for a panel 
discussion of safety practices in their 
workplaces. Invite them to share stories. 

 As a class, make a list of general safety hazards. 
Compare your list to the checklist 
at www.masscosh.org/node/126. In small 
groups, make hazard maps of different areas of 
the school. Which hazards are the school’s 
responsibility? Which are the students’ 
responsibility?  

Workplace activity Find out what safety issues might occur at 
your particular workplace. What does the 
workplace do to prevent accidents? Is there a 
safety program? 

Follow-up – individual 
 Journal. Make a list of 10 safety practices 
that would apply to any workplace. Add three 
more that are particular to your internship site. 

Follow-up – classroom Remembering circle. Several students share 
something important they learned about safety 
practices at their workplaces. Next, other 
students remember (restate) what was shared. 
Continue until each of the original speakers is 
remembered. 

2.  Personal 
habits 

Introduction – individual 
 Watch this 0:44-minute video, “Paper 

Cut – Safety at 
Work”: www.youtube.com/watch?v=Fw-
c0asvxCo 
Identify the personal habits that led to the three 
accidents. 

 
 
 
 
 
 
 
 
 

 
 Journal. Read the article, “Should You 

Admit a Mistake?,” 
at msn.careerbuilder.com/Article/MSN-1702-
Workplace-Issues-Should-You-Admit-a-
Mistake/?ArticleID=1702&cbRecursionCnt=1&c
bsid=7f9a6ab0f65c4c8bb2fa218fb0868cab-
296905218-JU-5. Write a journal entry about a 
time you admitted a mistake. Could you have 
made the outcome better by applying any of the 

http://www.masscosh.org/node/126
http://www.youtube.com/watch?v=Fw-c0asvxCo
http://www.youtube.com/watch?v=Fw-c0asvxCo
http://www.msn.careerbuilder.com/Article/MSN-1702-Workplace-Issues-Should-You-Admit-a-Mistake/?ArticleID=1702&cbRecursionCnt=1&cbsid=7f9a6ab0f65c4c8bb2fa218fb0868cab-296905218-JU-5
http://www.msn.careerbuilder.com/Article/MSN-1702-Workplace-Issues-Should-You-Admit-a-Mistake/?ArticleID=1702&cbRecursionCnt=1&cbsid=7f9a6ab0f65c4c8bb2fa218fb0868cab-296905218-JU-5
http://www.msn.careerbuilder.com/Article/MSN-1702-Workplace-Issues-Should-You-Admit-a-Mistake/?ArticleID=1702&cbRecursionCnt=1&cbsid=7f9a6ab0f65c4c8bb2fa218fb0868cab-296905218-JU-5
http://www.msn.careerbuilder.com/Article/MSN-1702-Workplace-Issues-Should-You-Admit-a-Mistake/?ArticleID=1702&cbRecursionCnt=1&cbsid=7f9a6ab0f65c4c8bb2fa218fb0868cab-296905218-JU-5
http://www.msn.careerbuilder.com/Article/MSN-1702-Workplace-Issues-Should-You-Admit-a-Mistake/?ArticleID=1702&cbRecursionCnt=1&cbsid=7f9a6ab0f65c4c8bb2fa218fb0868cab-296905218-JU-5
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Lessons Instructional 
Sequence Activities  

Personal habits, advice in the article? 

continued  Pictures. Draw (or find online) pictures of 
people dressed for three different kinds of jobs 
(e.g., office, construction, wait staff). Circle 
elements that increase safety for that kind of 
job. Explain how. 

 Introduction – classroom Charades. Brainstorm reasons people get hurt 
at work (e.g., rushing, not enough sleep, not 
paying attention, improper lifting, bad 
ergonomics). Write the reasons on cards and 
play a game of charades. 

  Group read. Read this article, “How to Admit 
Your Mistakes,” 
at www.lifehack.org/articles/management/how-
to-admit-your-mistakes.html as a class and 
discuss it. It has some great questions to ask 
yourself when you make a mistake that can help 
you decide how to admit your mistakes in an 
effective way.  

 
 

Workplace activity Ask your supervisor what to do if you get 
hurt at work. Find the first aid kit at your 
workplace. Find out important emergency 
numbers in case you get hurt at work. 

  Ask your supervisor about the company 
policy on mistakes. What is the best way to 
admit a mistake? Is there a bad way to do it? 

  Ask three coworkers what they do 
personally to maintain a safe workplace. 

 Follow-up – individual 
Journal. List three personal safety habits 

you already have, and three new safety habits 
you would like to develop. Pick one and start 
practicing. 

  
Journal and activity. Make a personal first 

aid kit to keep in your backpack. List the 
contents in your journal and the reason you 
included each item. Demonstrate the proper 
use or application of each item to an adult in 
your life. 

http://www.lifehack.org/articles/management/how-to-admit-your-mistakes.html
http://www.lifehack.org/articles/management/how-to-admit-your-mistakes.html
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Lessons Instructional 
Sequence Activities  

Personal habits, 
continued 

Follow-up – classroom Class poster. Share what you learned at your 
workplaces about what to do if you get hurt. 
Does there seem to be a general procedure? 
Make a class poster that communicates the 
general procedure. 

  Baggage claim. Students write down three 
personal safety habits they would like to adopt. 
They walk around the room, sharing the 
practices on their cards. They then exchange 
cards (baggage) and move on, explaining the 
practices on the new cards. When time is up, 
teacher collects the cards, reads the practices, 
and asks students to identify the owner of the 
card. 

3.  Laws and 
procedures 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Introduction – individual 
Watch the 4:40-minute history of 

OSHA, “ Occupational Safety and Health 
Administration 40 Year History Video 
2011”: www.youtube.com/watch?v=YBrXfwDgz
0w 
Write a journal entry describing the role of 
OSHA in the workplace. 

 
Watch the 1:01-minute video, “One 

Minute Tip: History of Workers 
Comp”: www.youtube.com/watch?v=9ueXojvA
DBo 
Write a journal entry to describing worker’s 
compensation insurance. 

 
Watch the surprisingly interesting 

10:09-minute video, “Workers Compensation 
History” by students at Nimitz High School in 
Texas: www.youtube.com/watch?v=UcE6GJ05
W0o&feature=related 
Write a journal entry explaining: 

• the compromise that workers 
compensation insurance represents 

• one thing you didn’t know 
• one thing you already knew 

 

http://www.youtube.com/watch?v=YBrXfwDgz0w
http://www.youtube.com/watch?v=YBrXfwDgz0w
http://www.youtube.com/watch?v=9ueXojvADBo
http://www.youtube.com/watch?v=9ueXojvADBo
http://www.youtube.com/watch?v=UcE6GJ05W0o&feature=related
http://www.youtube.com/watch?v=UcE6GJ05W0o&feature=related
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Lessons Instructional 
Sequence Activities  

Laws and 
procedures, 
continued 
 
 
 
 
 
 
 
 
 
 
 
 

Introduction – classroom 
Invite an instructor from your local 

college’s safety studies or OSHA training 
program to speak to your class about workplace 
safety regulations. 

Workplace activity Ask your supervisor how to report an unsafe 
situation or an injury. Ask how to decide if 
something is reportable or just a little thing not 
worth mentioning (e.g., a paper cut). 

Ask your supervisor what safety rules and 
regulations are most important at your 
workplace. 

Find the OSHA and Fair Labor posters at your 
workplace. Read them and make a mental note 
of one item to share with your class later on. 

Follow-up – individual 
Journal and activity. Write a simple step-

by-step protocol that articulates what you will 
do if you encounter an unsafe situation at work. 
Make a cue card for your protocol that will fit in 
your wallet. Laminate it with plastic tape. 

Follow-up – classroom Multiple solutions. In pairs, come up with two 
examples of unsafe situations you might 
encounter at your workplace. Write down 
several acceptable solutions for how you could 
handle the each situation. Add a pro or con to 
each solution. 

CONNECTIONS TO NH CAREER DEVELOPMENT CURRICULUM  

The NH Career Development Curriculum Framework (October 2006) establishes seven 
curriculum standards “that define what New Hampshire students should know and be able to 
do relative to career development” at the end of grades four, eight, 10, and 12. Listed below 
are the End of Grade 10 and End of Grade 12 proficiency standards addressed in this unit, some 
more intensely than others. Habits of Work provides practice toward these standards. Student 
competence will depend on the activities you choose and the depth of student practice. You 
may need to develop individual activities in order for students to achieve competence. 

  



WORKPLACE SAFETY (UNIT 6) 

 

 
| 35 Habits of Work Curriculum – Part 3 – Keeping Your Job 

End of Grade 10  

1.1 Access information from multiple sources and information-retrieval systems.  
1.3 Demonstrate the ability to summarize ideas and information.  
1.5 Demonstrate the ability to effectively and logically support individual ideas.  
2.1 Perform the four basic mathematical operations with rational numbers. 
2.2 Identify the issues involved in making a decision or solving a problem. 
2.3 Gather and use appropriate materials and resources in making individual and career 

decisions, including printed materials, human resources, and information accessed 
through technology. 

2.4 Use logic to draw conclusions from available information. 
2.6 Evaluate an event or activity in terms of expressed purposes. 
2.7 Generalize rules or principles (underlying patterns and relationships) from a set of 

conclusions, objective data, written text, or system’s review, and apply those rules and 
principles to a new situation. 

2.8 Devise strategies for improving the performance of a system. 
2.9 Test the effectiveness of the strategies employed. 
4.1 Demonstrate the ability to use peer and adult feedback.  
4.2 Demonstrate an understanding of how individual characteristics relate to achieving 

individual, social, educational, and career goals.  
4.3 Demonstrate the importance of responsibility, dependability, punctuality, and integrity in 

school, the workplace, and adult life.  
6.2 Identify and explain the rights and responsibilities of employers and employees.  
6.3 Demonstrate an understanding of how employers and employees organize to improve 

the quality of goods, services, and working conditions.  
7.2 Demonstrate a positive attitude toward work and learning.  
7.4 Apply employability and job-readiness skills to internship, mentoring, shadowing, and/or 

other world-of-work-related experiences.  
7.5 Demonstrate knowledge and application of safety standards to work setting.  
 

End of Grade 12  

1.4 Demonstrate the effective use of the conventions of the English language in 
communications. 

2.2 Analyze the design and management of a system. 
2.3 Develop a systemic plan and communicate the plan clearly. 
2.5 Demonstrate how to analyze the interrelationships of events/ideas from several 

perspectives. 
3.1 Evaluate the processes used to achieve goals and improve the qualities of resulting 

products.  
4.1 Demonstrate behaviors that maintain physical and emotional health.  
5.2 Demonstrate the ability to respect the rights of, and accept responsibility for, oneself 

and others.  
6.5 Analyze the effects of the changing workplace on the individual, employers, workers, 

labor organizations, the economy, and society.  
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UNIT 7:  LEARNING FROM  
 EXPERIENCE  
 

INTRODUCTION 

Learning from Experience is the seventh unit in the Habits of Work curriculum, and the third 
unit in part three, Keeping Your Job. The pick-and-choose lesson activities are designed to suit 
the needs and interests of your students. See Appendix A in Keeping Your Job for a short 
summary of the full curriculum.  

LEARNING OUTCOMES 

Students will be able to:  

1. Identify important skills in their current field and areas in which they could improve or 
grow. 

2. Describe their transferable skills. 
3. Determine personal growth from past experiences and create opportunities for future 

personal growth. 

BACKGROUND INFORMATION FOR INSTRUCTOR 

This unit offers practice internalizing the value and process of lifelong learning and reflection, 
and makes explicit how we get better with time and practice. Investigations into the habits of 
experts in several fields are pointing to a magic figure, 10,000 hours, which seems to be the 
amount of focused practice one needs to do to achieve expertise. This also equates to working 
at something for three hours a day for five years. It’s interesting to note the correlation to the 
level of competence we associate with any worker with five years’ experience. 

Good judgment comes from experience, and experience often comes from poor judgment. No 
one likes to make big mistakes or be involved with failures (projects, relationships, or 
initiatives). However, the process of examining the difficult experience with honesty can yield a 
rich harvest of personal and professional learning.   

It’s just as important to examine successes in order to become consciously competent instead 
of accidently competent. Reflection after any experience helps reveal our personal qualities and 
job habits that we would like to keep and strengthen, change, or shed. 

The rapidly changing workplace means people’s ability to identify their transferable skills 
becomes ever more important as multiple career changes become commonplace. Our students 
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need to be aware of their own growth and how existing skills can be used in new areas. 
Sometimes the most valuable contribution to a team comes from a member who approaches 
the problem through a different lens. 

Readings 
A quick overview of the 10,000-hour theory: www.squidoo.com/10000-hour-rule 

Fascinating blog by Daniel Coyle, the author of The Talent Code: thetalentcode.com/. The 
Talent Code’s tag line is “Greatness isn’t born. It’s grown. Here’s how.” 

Explanation of a learning curve: kaylaslearningcurve.wordpress.com/2011/04/01/what-is-a-
learning-curve-anyway/ 

Intriguing thoughts about the work world our students are 
entering: workawesome.com/career/what-is-a-21st-century-career/ 

The worst Jobs for the 21st century (from late 2007): www.forbes.com/2007/10/08/jobs-
employment-economics-biz-wash-cx_bw_1009worstjobs.html 

UNIT PREPARATION CONSIDERATIONS 

Tasks 
Prep the workplace supervisors about the kinds of questions students will be asking.  

Check in with the workplace supervisors about the workplace’s evaluation procedure to 
make sure it would be appropriate for students to ask about it. For example, is the process 
formal enough to analyze? 

Explore the website, www.mynextmove.org/, so that you can facilitate students through it. 
It’s a user-friendly front end to O*NET OnLine, the federal bank of occupational 
information. 

Speakers  
Scan the classroom introduction activities for speaker ideas. Contact these people early to 
arrange dates and times. 

Prior Knowledge 
You may need to preteach some of these concepts depending on the lessons and activities 
you select: 

• life experience 
• good judgment 
• soft skills (see the Personal Presentation unit in Learning About Work) 
• learning curve 
• changing workplace 

http://www.squidoo.com/10000-hour-rule
http://thetalentcode.com/
http://kaylaslearningcurve.wordpress.com/2011/04/01/what-is-a-learning-curve-anyway/
http://kaylaslearningcurve.wordpress.com/2011/04/01/what-is-a-learning-curve-anyway/
http://workawesome.com/career/what-is-a-21st-century-career/
http://www.forbes.com/2007/10/08/jobs-employment-economics-biz-wash-cx_bw_1009worstjobs.html
http://www.forbes.com/2007/10/08/jobs-employment-economics-biz-wash-cx_bw_1009worstjobs.html
http://www.mynextmove.org/
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SUMMATIVE ASSESSMENT IDEAS 

Following are ideas for a summative assessment for this unit: 

1. Personal commercials. Make a commercial advertising yourself for the next job you’d 
like to have. “My name is ___________. I would like to ___________. I can already 
_________. In my current job, I’ve done/learned ___________, which I could use in 
the new job. I’m excited to learn ____________” (learning outcomes 1, 2, 3). 

2. Make S.M.A.R.T. goal cards for yourself in three areas:  

• a skill you’d like to learn or improve 
• a transferable skill you’ll apply in a new area 
• a goal that will stretch you 

 
Explain how each goal is specific, measurable, attainable, realistic, and timely. You can 
find more information on S.M.A.R.T. goals at topachievement.com/smart.html (learning 
outcomes 1, 2, 3). 

UNIT KICKOFF  

1. Show this graphic of “Good judgment comes from experience, and experience comes 
from poor judgment” at pastorron7.files.wordpress.com/2010/08/yep.jpg. Use it to start 
a discussion of what it means to learn from experience. Try to tease out the concept 
that improvement comes from effort, practice, and reflection. 

2. Scroll down about five screens at this webpage to see a good graphic flowchart about 
how we learn from experience: www.businessballs.com/experiential_learning.htm. Ask 
the class for three quick examples of recent activities or actions they have done. 
Facilitate talking through each activity or action according to the chart. 

LESSONS 

This unit is divided into the following lessons. The lessons contain choices for activities and are 
organized into an instructional sequence around a workplace assignment. 

1. Identify and evaluate skills 
2. Identify transferable skills  
3. Notice growth 
4. Create growth 
5. Stretch yourself 

 
 
 
 
  

http://topachievement.com/smart.html
http://pastorron7.files.wordpress.com/2010/08/yep.jpg
http://www.businessballs.com/experiential_learning.htm
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Lessons Instructional 
Sequence Activities  

1.  Identify and 
evaluate skills 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Introduction – individual 
Journal. Do a Google search on “blank 

skills and qualities.” In place of the word, blank, 
type the name of a career that interests you. 
Investigate a few websites and list the skills and 
qualities needed to be successful in that career. 
Highlight the ones you have. Use a different 
color highlighter for the ones you still need to 
acquire. 

 
Journal. Read the short article, “Evaluate 

Yourself,” 
at b.lesseverything.com/2008/5/19/evaluate-
yourself 
Make a list of five questions you would ask 
yourself to evaluate your work performance. 

Introduction – classroom Speaker. Invite someone from the local 
Chamber of Commerce or your school’s 
vocational rehabilitation counselor to come 
talk about the local job market and the kinds of 
skills that are important for workers to 
develop. 

Categories. Students bring in the list of skills 
from the career investigation they did at home. 
Students review the list of skills and then try to 
come up with general categories that skills fall 
under: specific work skills, machinery 
operation, writing skills, communication skills. 

 Role-play. Make a list of careers. Take turns 
being the new employee and explaining what 
you can do and what you need to learn, based 
on your actual real-life skills. 

Workplace activity Ask your supervisor to tell you what has 
changed in your type of workplace in the past 
10 years. What skills do workers need now 
that they did not need 10 years ago? What has 
stayed the same (e.g., the value of a good work 
ethic, punctuality)? 

Ask your supervisor to review the 
company’s employee evaluation form with you 

http://b.lesseverything.com/2008/5/19/evaluate-yourself
http://b.lesseverything.com/2008/5/19/evaluate-yourself
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Lessons Instructional 
Sequence Activities  

Identify and 
evaluate skills, 
continued 

and explain the reasons for the different parts. 
Ask at least three questions to deepen your 
understanding. 

Request a copy of the job description for a job 
you’d like to have someday. Read the job 
description with your supervisor or coworker 
to make sure you understand all the parts.  

Follow-up – individual 
Journal. Using the job description from 

your workplace, list 10 different skills you need 
to have to get that job. Include interpersonal 
skills in the list. Rate yourself from one to five 
on each skill, where one is low (beginner) and 
five is high (can do it well already). Write down 
what education you will need after high school, 
if any, to obtain all the necessary skills. 

 Journal. Research the job you’d like to 
have someday on www.mynextmove.org/. 
Make a Venn diagram that compares the job 
requirements in your workplace job 
description to the skills, knowledge, and 
abilities listed on the website. Any surprises? 

Follow-up – classroom Venn diagram. Create a giant Venn diagram 
that compares current and future skills needed 
in the students’ different workplaces. What can 
you conclude? Are there patterns across 
industries? 

 
 
 
 
 
 
 

 Applicant ranking. Teacher makes up a 
fictitious ad for a job and lists a number of skills 
the applicant will need. Students get slips of 
paper saying how many of those skills each of 
their applicants has (e.g., possesses two of five 
skills needed for this job). Students write a 
profile for their applicant for the job and give 
the profiles to the teacher to read aloud. The 
class then ranks the applicants, explaining their 
reasons.  

 
 
 
 

 Future job. Students make up an ad for a 
career job of their choice, listing six to10 skills 
necessary for the job. The teacher makes a 
generic job application that asks the student 

http://www.mynextmove.org/
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Lessons Instructional 
Sequence Activities  

Identify and 
evaluate skills, 
continued 

applying for the job why they are qualified for 
the job and what they will need for additional 
training for the job. Students complete the job 
application. 

2. Identify 
transferable 
skills 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Introduction – individual 
Journal. Think of a job you’d like to have. 

Look at the classified ads in your local 
newspaper or on www.craiglist.com to get 
ideas. Summarize skills you learned in a 
previous experience that would help you 
succeed in this future job. Which ones would 
you highlight on a résumé or in a cover letter? 

 
Watch this 2:35-minute video, 

“Transferable Skills”: 
www.youtube.com/watch?v=kJJOw_GtNGo 
Write down two experiences where you were 
very successful (e.g., home, sports, club, job, 
friend, games). List at least five transferable 
skills you can pull out of those experiences. 

Introduction – classroom Class skill bank. Make a three column chart:  
• a job skill someone has 
• where he or she uses it 
• other jobs where this skill would be 

important 
Remember to include soft skills in the chart. 

On the Spot game. I am thinking of a skill that’s 
often transferred from home to sports, or 
camp to home, or school to home, or sports 
to a job. Students ask yes or no questions to 
guess the skill. 

Workplace activity Ask three people what skills they have 
brought from other jobs. What skills did they 
bring from school? 

Mental notes. What skills are people using that 
they could use in a different kind of job? 

Follow-up – individual 
Journal. Make a list of your transferable 

skills. For example, what skills have you learned 
at home that you use in school? What have you 
learned at school that you use at home? What 

http://www.craiglist.com/
http://www.youtube.com/watch?v=kJJOw_GtNGo
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Identify 
transferable skills, 
continued 

skills have you learned from sports that you 
use at home or school? 

Journal. Tell the story of one of your 
transferable skills: I learned this skill when I was 
five years old. My mother taught me … then 
when I went to school this skill improved by … 
Today, I use this skill daily … at school and 
home. 

Follow-up – classroom Stump the class. Students make their own lists 
of their job skills, and then pick out one job 
skill they think is not transferable. They call out 
their untransferable skill and challenge the class 
to think of another job where it could be used. 

  Switch game. Class develops a list of 20 jobs 
(go for a big variety) and posts them around 
the room. Students make individual lists of 
their transferable skills (e.g., What skills have 
you learned at home that you use in school?; 
learned at school that you use at home?; 
learned from sports that you use at home or 
school?). Lists in hand, all students stand by a 
job where they could use their transferable 
skills. Switch! Students move to another job. 
Teacher interviews a few students, “How will 
you use your transferable skills in this job?” 
Switch at least three times. 

  Meet me in the middle. Assign each student 
one job skill that is needed in a number of 
occupations (e.g., strong organizational skills, 
good leadership skills). Ask the students to 
form a circle. Using a list of common 
occupations, call out occupations and ask all 
students who think their assigned job skills 
apply to that occupation to meet in the middle 
of the circle. Students can say how they think 
their particular skills are needed in the 
occupation. Have students keep track of how 
many times they are in the middle during the 
activity. Are there some job skills that are 
needed for almost every occupation? 
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3. Notice 
growth 

 
 
 

Introduction – individual Sealed letter. Write a letter to yourself. Think 
about yourself and write about (or list) at least 
five things you are proud of and five things you 
would like to work on. Give the letter to your 
teacher. In a few weeks you will open the 
letter and do a reflection (at the end of the 
Stretch Yourself lesson.) 

  
Journal. Recall a significant experience in 

your life. Describe it in three sentences, then 
describe several ways you grew or changed as 
a result of this experience. 

 
 

Introduction – classroom In small groups, describe a time you learned 
from an experience and how you changed as a 
result of the experience.  

 
 
 
 

 Body Machine. Discuss the concept of a 
learning curve, that in the beginning you are 
slow and make mistakes and need support. 
Next create a body machine that you start 
with one movement and then add another 
movement until you have six to10 movements 
running the body machine. Help students see 
this is similar to a learning curve in that you 
can’t imagine in the beginning how it will all 
come together, but eventually see the 
cumulative effect of adding skills one at a time.  

 Workplace activity Ask two people to remember their early 
days on the job. Ask them to tell you about a 
significant learning experience they had. 

  Mental notes. What did you learn today? It 
could be job skill or a interpersonal skill or a 
new understanding. 

 Follow-up – individual 
Journal. Write the story of what you 

learned today. How did you grow as a person? 
Which life or work skills did you practice 
today? 

 
 
 

 
Journal. Make a trail map of your life 

journey and important learning along the way. 
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Notice growth, 
continued 

It could be a waterway, a roadway, or in an 
airplane, a spaceship, or anything! 

 
 
 
 
 
 

 Design a personal report card. The report card 
image 
at 1.bp.blogspot.com/_WZ7dM_6DYfo/SwWT
-
eTMqSI/AAAAAAAAAUs/857YjBGP37E/s1600/
ReportCard.jpg may be helpful as a template. 
List five things about you that you consider 
important. Describe how you’ve grown in each 
of those areas in the last year. 

  
Journal. Draw a learning curve and plot 

yourself on it in regards to your workplace. 
Ahead of the point you plotted, list some skills 
you have already learned. After the point you 
plotted, write down three skills you have yet 
to master. 

 Follow-up – classroom Bumper stickers. What are some inspiring 
sayings that people use to help them stay 
strong when learning is difficult? Create mottos 
that will help you keep going when that 
happens to you.  

4. Create 
growth 

Introduction – Individual 
Watch the 1:00-minute video, “How 

to Take Criticism: Seek 
Clarification”: www.youtube.com/watch?v=uaoj
i83HB-g&feature=related. Be on the lookout 
for the next time someone criticizes you. 
Practice the suggestions from this video. Then 
write a journal entry describing how you felt 
when you were criticized, how it felt to ask for 
clarification, and if your feelings changed after 
you got the answers to your questions. 

  
Journal. Scan a newspaper or online news 

site for some bad news. List what might have 
gone wrong from this event to happen.  
Identify five things those involved could change 
to have a better outcome in the future. 

 Introduction – classroom Debriefing practice. Pick a recent event in 

http://1.bp.blogspot.com/_WZ7dM_6DYfo/SwWT-eTMqSI/AAAAAAAAAUs/857YjBGP37E/s1600/ReportCard.jpg
http://1.bp.blogspot.com/_WZ7dM_6DYfo/SwWT-eTMqSI/AAAAAAAAAUs/857YjBGP37E/s1600/ReportCard.jpg
http://1.bp.blogspot.com/_WZ7dM_6DYfo/SwWT-eTMqSI/AAAAAAAAAUs/857YjBGP37E/s1600/ReportCard.jpg
http://1.bp.blogspot.com/_WZ7dM_6DYfo/SwWT-eTMqSI/AAAAAAAAAUs/857YjBGP37E/s1600/ReportCard.jpg
http://www.youtube.com/watch?v=uaoji83HB-g&feature=related
http://www.youtube.com/watch?v=uaoji83HB-g&feature=related
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Create growth, 
continued 

school and have the class evaluate it. What 
went well? What needs improvement? Ideas 
and changes for next time? 

  
 Watch the 1:00-minute video on criticism 

(above), then the 1:19-minute video, “Deadliest 
Catch: Learning Curve video,” which shows a 
new deck hand making a mistake and getting 
yelled at: 
http://www.yourdiscovery.com/video/deadliest-
catch-learning-curve/ 
Reenact this scene in class as shown in the 
video. Then do a second version, with the deck 
hand asking for clarification instead of 
defending himself. Notice if and how the 
emotions change. Discuss how it changes the 
outcome. 

 Workplace activity Work with your supervisor to choose a 
meaningful task. Complete it. Make mental 
notes about what went well, what needs 
improvement, and what you would do 
differently next time. 

  Ask your supervisor for some suggestions 
about how to improve your work 
performance. Practice asking for clarification. 
Right after the conversation, make mental 
notes about your feelings during the 
conversation. The next day, take a few minutes 
to make mental notes about your feelings now 
that a day has gone by. Are they the same or 
different? 

 Follow-up – individual 
Journal. Write up your evaluation of your 

chosen task at work. Make three lists: what 
went well, what needs improvement, ideas for 
next time. Put a star next to the changes you 
would most like to make. How could others 
support or guide you? 

 
 
 

 
Journal. Briefly describe your supervisor’s 

suggestions for how you could improve your 
work performance. Draw a series of faces or 

http://www.yourdiscovery.com/video/deadliest-catch-learning-curve/
http://www.yourdiscovery.com/video/deadliest-catch-learning-curve/
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Create growth, 
continued 

cartoons that show the different feelings you 
experienced during the conversation. Draw 
more faces that show your feelings a day later. 

 Follow-up – classroom Role-play. Role-play pairs of situations where 
1) a student is criticized and 2) a student is 
given more positive feedback. The purpose is 
to let the students practice controlling their 
response to criticism and handling difficult 
situations calmly and appropriately. 

  Feeling cards. As a group, create a class set of 
feeling cards that describe possible responses 
people have to hearing suggestions for 
improvement. Students then share their stories 
and choose three to five feelings from the class 
feeling cards that best describe how they felt. 

  S.M.A.R.T. cards. In small groups, make at least 
one goal card for each person based the 
workplace activity completed. Use the 
S.M.A.R.T. goal format found 
at topachievement.com/smart.html. Help each 
other write goals that are specific, measurable, 
attainable, realistic, and timely. 

5. Stretch 
yourself 

 

Introduction – individual 
Watch the 1:24-minute video, “How 

Struggle Becomes 
Skill”: thetalentcode.com/video-2/ 
Observe yourself for a day and notice a time 
you are working at the edge of your ability. 
Notice another another time when you are not 
working hard at all. Does the video’s messgae 
apply to what you experienced? Explain. 

  
Journal. Set an ambitious but acheivable 

goal for the next week in some area you care 
about. Make a plan for what you’ll do each day 
toward that goal. 

 
 
 
 
 

Introduction – classroom Failure stories. Read the article, “How to Fail 
at Practically Anything,” 
at www.lifehack.org/articles/productivity/how-
to-fail-at-practically-anything.html. Write the 
six failure strategies on the board. In small 
groups share stories where students have used 

http://www.topachievement.com/smart.html
http://thetalentcode.com/video-2/
http://www.lifehack.org/articles/productivity/how-to-fail-at-practically-anything.html
http://www.lifehack.org/articles/productivity/how-to-fail-at-practically-anything.html
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Stretch yourself, 
continued 

some of these strategies. 

  Read an inspiring story of someone who has 
learned from a challenging experience. Ask 
students to think of others that they know 
who have learned from experience. Share the 
stories. 

 Workplace activity Ask two people to tell you about a time 
they had to stretch to accomplish something. 
What was hard? What was satisfying?  

 
 

 Ask someone to tell you about one risk he 
or she took that worked, and another one that 
didn’t. What did he or she learn from each 
experience?  

 Follow-up – individual 
Journal. Sealed letter reflection. Open 

your sealed letter from the introductory 
activity for the Notice Growth lesson. Write a 
reflection about how you have stretched 
yourself in the past few weeks. What progress 
did you make in the areas you wanted to 
improve? Are there other things about which 
you are proud? What are your next short-term 
goals? 

  Crazy goal. Think of something challenging but 
realistic that you’d like to achieve. Think of a 
second goal that is too risky (physically, 
emotionally, anything). Make a Venn diagram 
that compares and contrasts the goal that 
stretches you with the goal that pushes you to 
take an unhealthy risk. 

 Follow-up – classroom Practice. Each student chooses something to 
practice at the edge of their ability for two 
weeks. Check in with each other every few 
days to compare experiences and observations. 

  Group share. Share the workplace stories of 
successful and unsuccessful risks. Look for 
patterns or universal lessons. 
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CONNECTIONS TO NH CAREER DEVELOPMENT CURRICULUM  

The NH Career Development Curriculum Framework (October 2006) establishes seven 
curriculum standards “that define what New Hampshire students should know and be able to 
do relative to career development” at the end of grades four, eight, 10, and 12. Listed below 
are the End of Grade 10 and End of Grade 12 proficiency standards addressed in this unit, some 
more intensely than others. Habits of Work provides practice toward these standards. Student 
competence will depend on the activities you choose and the depth of student practice. You 
may need to develop individual activities in order for students to achieve competence. 

1.1 Access information from multiple sources and information-retrieval systems.  
1.3 Demonstrate the ability to summarize ideas and information.  
1.4 Demonstrate the ability to use a variety of organizational structures such as cause-and-

effect patterns, paraphrasing, and charts and graphs to communicate ideas and 
information.  

1.5 Demonstrate the ability to effectively and logically support individual ideas.  
1.6 Use cross-referencing while gathering information. 
1.8 Recognize, evaluate, and respond appropriately to persuasive forms of communication. 
2.3 Gather and use appropriate materials and resources in making individual and career 

decisions, including printed materials, human resources, and information accessed 
through technology. 2.4 Use logic to draw conclusions from available information. 

2.5 Develop a plan that reflects research and builds on relevant precedents. 
2.6 Evaluate an event or activity in terms of expressed purposes. 
2.8 Devise strategies for improving the performance of a system. 
2.9 Test the effectiveness of the strategies employed. 
3.1 Independently identify resources and tools needed to achieve learning goals.  
3.2 Demonstrate an understanding of how courses of study relate to the selection of 

college majors, further training, and/or entry to the job market.  
3.3 Describe how skills developed in academic and vocational programs relate to career 

goals.  
4.1 Demonstrate the ability to use peer and adult feedback.  
4.2 Demonstrate an understanding of how individual characteristics relate to achieving 

individual, social, educational, and career goals.  
4.3 Demonstrate the importance of responsibility, dependability, punctuality, and integrity in 

school, the workplace, and adult life.  
5.1 Demonstrate confidence and positive self-concept in beginning work-related 

experiences, practice or actual.  
5.3 Develop the ability to use constructive criticism.  
6.5 Identify individuals in selected occupations as possible information sources, role models, 

or mentors.  
6.6 Consult with and observe adult role models at work to identify elements of their work 

and determine the need for specific knowledge and skills.  
6.7 Demonstrate skills and behaviors necessary for a successful interview.  
7.1 Evaluate the relationship between individual interests, abilities, and skills, and achieving 

individual, social, educational, and career goals.  
7.2 Demonstrate a positive attitude toward work and learning.  
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7.4 Apply employability and job-readiness skills to internship, mentoring, shadowing, and/or 
other world-of-work-related experiences.  

 
End of Grade 12  

1.3 Present, explain, and defend positions, using visual aids when appropriate. 
1.4 Demonstrate the effective use of the conventions of the English language in 

communications. 
1.5 Demonstrate the ability to adjust communication style and language so that it’s 

appropriate to the situation, topic, purpose, and audience. 
2.5 Demonstrate how to analyze the interrelationships of events/ideas from several 

perspectives. 
3.1 Evaluate the processes used to achieve goals and improve the qualities of resulting 

products.  
4.1 Demonstrate behaviors that maintain physical and emotional health.  
4.2 Demonstrate knowledge of how individuals grow and develop throughout their lives.  
5.2 Demonstrate the ability to respect the rights of, and accept responsibility for, oneself 

and others.  
5.3 Demonstrate effective and flexible team skills as a team member or leader.  
6.3 Demonstrate knowledge of how occupational skills and knowledge can be acquired 

through leisure activities.  
6.4 Explain how the changing workplace requires lifelong learning and upgrading of skills.  
6.5 Analyze the effects of the changing workplace on the individual, employers, workers, 

labor organizations, the economy, and society.  
6.6 Explain how employment opportunities relate to education and training.  
6.8 Describe the impact of factors such as population, economic and societal trends, and 

geographic location on occupational opportunities.  
6.9 Demonstrate an understanding of the ways in which work, family, and leisure roles are 

interrelated. 
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Appendix A: HABITS OF WORK  
CURRICULUM  
 

These charts provide an overview of the complete Habits of Work curriculum, which is 
published in four parts: 
 

1. Curriculum Overview 
2. Learning About Work 
3. Keeping Your Job 
4. Staying Well 

 

Curriculum Overview (Part 1) 

Provides an introduction to the Habits of Work curriculum. Details learning outcomes for each 
unit. Provides an extensive glossary of instructional strategies to assist you to extend and 
differentiate lessons as needed.  
 
 

Learning About Work (Part 2) 

Unit  Learning Outcomes 
1. First impressions Students will introduce themselves demonstrating good posture, a firm 

handshake, good eye contact, and clear articulation. They will maintain 
good hygiene and dress appropriately at their workplace. 

2. Understanding 
your disability 

Students will identify strengths and talents they can apply in a work 
setting. They will describe how their disability might affect them in a 
work setting. They will explain their personal plan for disclosure and be 
able to request an accommodation. 
This unit can be adapted for students without disabilities who desire to 
learn more about their strengths and challenges in relation to a career. 

3. A desire to work Students will communicate effectively that they are enthused about 
working and be able to describe the rewards of sustained effort. They 
will be able to explore a company website and plan comments or 
questions to bring up during an interview. They will develop meaningful 
answers to challenging interview questions, including inappropriate (i.e., 
illegal) ones that are sometimes asked during interviews. 

 
 



FULL CURRICULUM 
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Keeping Your Job (Part 3) 

Unit  Learning Outcomes 
4. Managing your 
time 

Students will describe their personal time-management strengths and 
weaknesses. They will apply new strategies for balancing work, social life, 
and school life demands. They will communicate the importance of being 
on time at a job or during their internships. 

5. Respecting others 
and yourself 

Students will explain the importance of respect for others, for 
themselves, and for authority. They will engage in appropriate 
conversation topics at the workplace and maintain healthy work 
friendships.  

6. Workplace safety Students will identify common workplace safety practices and describe 
personal habits that improve workplace safety. They will locate and 
follow posted safety rules and procedures. 

7. Learning from 
experience 

Students will identify skills they could improve on or acquire to remain 
employed in their current field. They will describe their transferable 
skills. They will describe their personal growth over time and create 
opportunities for future growth. 

 

Staying Well (Part 4) 

Unit  Learning Outcomes 
8. Wellness basics Students will describe the impact of exercise, sleep, and eating habits on 

work performance. They will define what regular health care should be in 
young adulthood. They will participate in at least one active and one 
passive leisure activity. 

9. Substance use Students will explain how substance use can be a problem in the 
workplace and what the policy is at their workplace. They will explain 
common rules and safeguards regarding smoking, drinking, and drug use 
in the workplace. 

10. Stress 
management 

Students will identify personal stress triggers and reactions and the 
impact on work performance. They will develop strategies for responding 
to stress in a productive manner. They will practice at least one activity 
that strengthens emotional resilience. 
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Appendix B: NH CAREER  
DEVELOPMENT 
FRAMEWORK 

 

The NH Career Development Framework (October 2006) establishes standards for career 
development and serves as a guide for making local decisions about curriculum development, 
delivery, and assessment in this area. 

There are proficiency standards for End of Grade 4, End of Grade 8, End of Grade 10, and End 
of Grade 12. The following chart shows which End of Grade 10 and 12 standards are addressed 
in the four Keeping Your Job units, some more intensely than others. Keeping Your Job provides 
practice toward these standards. Student competence will depend on the activities you choose 
and the depth of student practice.  

The curriculum standards address three broad areas: 

1. Core educational learning (standards 1, 2, 3) 
2. Individual and social learning (standards 4, 5) 
3. Career learning (standards 6, 7) 

You can find the NH Career Development Framework at: 
www.education.nh.gov/career/guidance/documents/framework_k12.pdf 

 
 
 
Curriculum Standard 1. Students will demonstrate a firm 
grounding in the interactive language processes of reading, writing, 
speaking, listening, and viewing, as well as the ability to use those 
skills to communicate effectively. 
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End of Grade 10     
1.1 Access information from multiple sources and information-

retrieval systems.  x x x x 

1.2 Distinguish between informative and persuasive messages.      

1.3 Demonstrate the ability to summarize ideas and information.  x x x x 

1.4 Demonstrate the ability to use a variety of organizational 
structures such as cause and effect patterns, paraphrasing, and 
charts and graphs, to communicate ideas and information.  

x x  x 

http://www.education.nh.gov/career/guidance/documents/framework_k12.pdf
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Curriculum Standard 1, continued 
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1.5 Demonstrate the ability to effectively and logically support 
individual ideas.  x x x x 

1.6 Use cross-referencing while gathering information. x   x 
1.7 Credit sources and cite references appropriately.     
1.8 Recognize, evaluate, and respond appropriately to persuasive 

forms of communication.    x 

End of Grade 12     
1.1 Utilize others’ critiques as a resource in achieving goals. x x   
1.2 Demonstrate the ability to analyze how well evidence supports 

a conclusion or thesis. x x   

1.3 Present, explain, and defend positions, using visual aids when 
appropriate. x x  x 

1.4 Demonstrate the effective use of the conventions of the 
English language in communications. x x x x 

1.5 Demonstrate the ability to adjust communication style and 
language so that it’s appropriate to the situation, topic, 
purpose, and audience. 

x x  x 

 

 
 
 
Curriculum Standard 2. Students will demonstrate a firm 
grounding in essential computational skills as well as strong 
problem-solving and reasoning abilities. 
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End of Grade 10     
2.1 Perform the four basic mathematical operations with rational 

numbers.     

2.2 Identify the issues involved in making a decision or solving a 
problem. x x x  

2.3 Gather and use appropriate materials and resources in making 
individual and career decisions, including printed materials, 
human resources, and information accessed through 
technology.  

x  x x 

2.4 Use logic to draw conclusions from available information. x x x x 
2.5 Develop a plan that reflects research and builds on relevant 

precedents. x x  x 
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Curriculum Standard 2,  continued 
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2.6 Evaluate an event or activity in terms of expressed purposes. x x x x 
2.7 Generalize rules or principles (underlying patterns and 

relationships) from a set of conclusions, objective data, written 
text, or a system’s review and apply those rules and principles 
to a new situation. 

x x x  

2.8 Devise strategies for improving the performance of a system. x x x x 
2.9 Test the effectiveness of the strategies employed. x x  x 
End of Grade 12     
2.1 Apply decision-making skills in a wide variety of situations. x    
2.2 Analyze the design and management of a system. x x x  
2.3 Develop a systemic plan and communicate the plan clearly. x  x  
2.4 Develop and test strategies to optimize the performance of a 

system. x x   

2.5 Demonstrate how to analyze the interrelationships of 
events/ideas from several perspectives. x x x x 

2.6 Demonstrate skills necessary to function as a consumer and 
manage financial resources.     

 

 
 
 
Curriculum Standard 3. Students will take an active role in their 
own learning. 
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End of Grade 10     
3.1 Independently identify resources and tools needed to achieve 

learning goals.  x x  x 

3.2 Demonstrate an understanding of how courses of study relate to 
the selection of college majors, further training, and/or entry to 
the job market.  

   x 

3.3 Describe how skills developed in academic and vocational 
programs relate to career goals    x 

End of Grade 12     
3.1 Evaluate the processes used to achieve goals and improve the 

qualities of resulting products.     x 

3.2 Show evidence of effective time management.  x    



NH CAREER DEVELOPMENT FRAMEWORK 

 

 
| 56 Habits of Work Curriculum – Part 3 – Keeping Your Job 

 
 
 
Curriculum Standard 4. The student will develop characteristics and 
behaviors necessary for success in school, work, and everyday settings. 
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End of Grade 10     
4.1 Demonstrate the ability to use peer and adult feedback.  x x x x 
4.2 Demonstrate an understanding of how individual characteristics 

relate to achieving individual, social, educational, and career goals.  x x x x 

4.3 Demonstrate the importance of responsibility, dependability, 
punctuality, and integrity in school, the workplace, and adult life.  x x x x 

4.4 Demonstrate the ability to take leadership roles when appropriate.      
4.5 Apply decision-making skills to career planning and career 

transitions. x    

End of Grade 12     
4.1 Demonstrate behaviors that maintain physical and emotional health.  x x x x 
4.2 Demonstrate knowledge of how individuals grow and develop 

throughout their lives.  x x  x 

4.3 Describe the contribution of work to a productive life.      
4.4 Demonstrate the ability to make decisions consistent with one’s 

own belief system. x    

 

 
 
 
Curriculum Standard 5. The student will demonstrate skills in 
working cooperatively/collaboratively with others. 
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End of Grade 10     
5.1 Demonstrate confidence and positive self-concept in beginning 

work-related experiences, practice or actual.   x  x 

5.2 Demonstrate the ability to lead others as well as to support the 
leadership of a team.   x   

5.3 Develop the ability to use constructive criticism.  x   x 
End of Grade 12     
5.1 Demonstrate consistent, responsive, and caring behavior.   x   
5.2 Demonstrate the ability to respect the rights of, and accept 

responsibility for self and others. x x x x 

5.3 Demonstrate effective and flexible team skills as team member or 
leader. x x  x 
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Curriculum Standard 6. Students will acquire the knowledge, 
attitudes, and skills to make a successful transition from school to the 
world of work and adult life. 
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End of Grade 10     
6.1 Locate, evaluate, and interpret career information.  x    
6.2 Identify and explain the rights and responsibilities of employers 

and employees.    x  

6.3 Demonstrate an understanding of how employers and employees 
organize to improve the quality of goods, services, and working 
conditions.  

  x  

6.4 Demonstrate the use of a range of resources to gather 
information about careers.  x    

6.5 Identify individuals in selected occupations as possible information 
sources, role models, or mentors.  x x  x 

6.6 Consult with and observe adult role models at work to identify 
elements of their work and to determine the need for specific 
knowledge and skills. 

x x  x 

6.7 Demonstrate skills and behaviors necessary for a successful 
interview.  x   

End of Grade 12     
6.1 Use their analyses of role models to improve planning and 

implementation of projects.  x x   

6.2 Explain the importance of the balance between work and leisure 
time.      

6.3 Demonstrate knowledge of how occupational skills and 
knowledge can be acquired through leisure activities.     x 

6.4 Explain how the changing workplace requires lifelong learning and 
upgrading of skills.     x 

6.5 Analyze the effects of the changing workplace on the individual, 
employers, workers, labor organizations, the economy, and 
society.  

  x x 

6.6 Explain how employment opportunities relate to education and 
training.     x 

6.7 Demonstrate skills in preparing a résumé and completing job 
applications.      

6.8 Describe the impact of factors such as population, economic and 
societal trends, and geographic location on occupational 
opportunities.  

   x 

6.9 Demonstrate an understanding of the ways in which work, family, 
and leisure roles are interrelated. x   x 
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Curriculum Standard 7. Students will understand the relationship 
between individual qualities, education and training, and the world of 
work. 
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End of Grade 10     
7.1 Evaluate the relationship between their individual interests, 

abilities, and skills and achieving individual, social, educational, and 
career goals.  

x   x 

7.2 Demonstrate a positive attitude toward work and learning.  x x x x 
7.3 Review and update their individual educational and career plan 

based on progress, continued and changing development of 
interests, and an awareness of the importance of lifelong learning.  

    

7.4 Apply employability and job readiness skills to internship, 
mentoring, shadowing, and/or other world-of-work-related 
experiences.  

x x x x 

7.5 Demonstrate knowledge and application of safety standards to 
work setting.   x  

End of Grade 12     
7.1 Analyze the issue of gender equity and traditional and 

nontraditional occupations and how these relate to career choice 
and a positive workplace environment.  

    

7.2 Share and discuss their individual educational and career plan, 
including decisions to be implemented after high school.      

7.3 Display knowledge of the placement services available to assist 
the transition from high school to employment or the armed 
services.  

    

7.4 Identify the steps required for transition from high school to 
entry into postsecondary education, training, and/or employment.      

7.5 Apply job readiness skills to seek employment opportunities.     
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