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Career and Vocational/ Technical Education and 

Workplace Competencies Standard One

Workplace Resources- Students identify, organize, plan, allocate and demonstrate an understanding of and ability to apply principles of resource management in the workplace (e.g., time, money, materials, facilities, personal management, human resources). 

Rationale:

In order to be productive members of society, students must be able to manage workplace resources.

	K/1
	2
	3
	4

	Copy word for word assignments of the day that teacher writes.
	Copy assignments from board with teacher reminder.


	Copy assignments on own.
	Benchmark One:  Manage time effectively (e.g., assignment notebook, calendar).

	Recognize all coins and bills (e.g., penny, dime, nickel, quarter, ones, fives, tens).
	Make change from different simple money amounts.


	Make complex change.
	Benchmark Two:  Use basic monetary skills.

	Use workspace and materials properly and clean up with teacher modeling.
	Clean up workspace and desk with reminders.  


	Clean up workspace and desk without reminders.
	Benchmark Three:  Acquire, store, allocate, and use materials or space (e.g., supplies, notebook).

	Keep belongings in correct space with teacher reminders.
	Keep personal belongings in correct spaces with minimal teacher reminders.
	Keep personal belongings in correct space.
	Benchmark Four: Manage personal resources.


Career and Vocational/ Technical Education and 

Workplace Competencies Standard One

Workplace Resources- Students identify, organize, plan, allocate and demonstrate an understanding of and ability to apply principles of resource management in the workplace (e.g., time, money, materials, facilities, personal management, human resources). 

Rationale:

In order to be productive members of society, students must be able to manage workplace resources.

	5
	6
	7
	8

	Create specific timelines towards a goal. (e.g., show when each part of assignment is due)


	Create specific timeline plans and identify constraints.
	Create specific timeline plans and identify priorities.
	Benchmark One: Create and manage plans/schedules with specific timelines and recognize and take into account constraints, priorities, and goals while creating a class project.

	Use a basic household budget.


	Use a basic checkbook (e.g., deposit checks).
	Use a complex checkbook (e.g., deposit, checks, electronic transfers and reconciliation).
	Benchmark Two: Use basic monetary skills and practice maintaining basic financial records (e.g., personal records, etc.).

	Use materials or space while recognizing limitations on physical resources.
	Acquire materials or   space while recognizing limitations on physical resources.
	Store and allocate use of materials or space while recognizing limitations on physical resources. 
	Benchmark Three: Acquire, store, allocate, and use materials or space while recognizing limitations on physical resources.

	Manage personal resources to achieve personal goals.
	Manage personal resources for team goals.
	Manage team resources for personal goals.
	Benchmark Four: Manage personal and team resources to achieve personal and team goals.

	Practice following detailed instruction and complete assignments with direct instruction from teacher.


	Practice following details instructions and complete assignments with teacher input.
	Practice following detailed instructions and complete assignments with spot check from teacher.
	Benchmark Five: Follow detailed instructions and complete assignments (e.g., project/time management).


Career and Vocational/ Technical Education and

Workplace Competencies Standard Two

Interpersonal Workplace Skills- Students must acquire and utilize personal, leadership, and interpersonal workplace skills to become a successful, productive citizen.

Rationale:

Interpersonal skills play a major role in workplace success. It is essential that an individual has the ability to: participate as a member of a team, teach others new skills, exercise leadership, negotiate/compromise, work with individual differences and cultural diversity, and serve clients and customers.

	K/1
	2
	3
	4

	Practice one’s role as a team player.


	Practice one’s role as an active and cooperative team player.
	While team playing, recognize individual differences.
	Benchmark One: Practice one’s role as an active and cooperative team player while recognizing individual differences and cultural diversity (e.g., be accountable for one’s actions).

	Recognize a learned skill.


	Explain a learned skill (e.g., write out steps for making a sandwich).
	Demonstrate and explain a learned skill to teacher.
	Benchmark Two: Demonstrate a learned skill to peers (e.g., give a “how to” demonstration).

	Identify a leadership skill.


	Identify multiple leadership skills.
	Practice a leadership skill.
	Benchmark Three: Identify and practice leadership skills (e.g., team leader, class officer, class job).

	Identify conflict resolution. 


	Identify negotiation skills in structured situations.
	Practice conflict resolution in structured situations.
	Benchmark Four: Identify and practice negotiation skills and conflict resolution in structured situations.

	Identify basic customer etiquette.


	Practice basic customer etiquette.
	Identify basic electronic etiquette.
	Benchmark Five: Practice basic customer and electronic etiquette (e.g., role-play, order from a menu, appropriate e-mail language).


Career and Vocational/ Technical Education and 

Workplace Competencies Standard Two

Interpersonal Workplace Skills- Students must acquire and utilize personal, leadership, and interpersonal workplace skills to become a successful, productive citizen.

Rationale:

Interpersonal skills play a major role in workplace success. It is essential that an individual has the ability to: participate as a member of a team, teach others new skills, exercise leadership, negotiate/compromise, work with individual differences and cultural diversity, and serve clients and customers.

	5
	6
	7
	8

	Identify personal ethics.


	Identify work ethics.
	Identify personal and work ethics while using a variety of skills to recognize individual differences.
	Benchmark One: Identify personal and work ethics while using a variety of skills to work as a member of a team and recognizing individual differences and cultural diversity (e.g., listening skills).

	Demonstrate a learned skill.
	Teach another person a learned skill.
	Demonstrate a learned skill to a group.
	Benchmark Two: Demonstrate a learned skill and teach others.

	Serve as a positive role model and demonstrate leadership skills by following the rules for school.


	Serve as a positive role model and demonstrate leadership skills by following school regulations and policies.


	Serve as a positive role model and demonstrate leadership skills by following management strategies for school, family, and community. 
	Benchmark Three: Serve as a positive role model and demonstrate leadership skills by: following the rules, regulations, policies, and management strategies for schools, families, and communities.

	Work toward agreements that include exchanging specific resources in structured situations.
	Work toward agreements that include resolving divergent interests in structured situations.
	Work toward agreements that include exchanging specific resources or resolving divergent interests in unstructured situations.
	Benchmark Four: Work toward agreements that include exchanging specific resources or resolving divergent interests in structured and unstructured situations.

	Identify several methods of communication skills.


	Identify positive interpersonal communication skills.
	Practice positive interpersonal communication skills.
	Benchmark Five: Describe several methods of communication and practice positive interpersonal communication skills (e.g., customer service, electronic etiquette, community service project).

	Describe a person’s self-esteem.


	Identify what can increase a person’s self-esteem.
	Identify methods that can increase a person’s self-esteem.
	Benchmark Six: Identify methods that can increase a person’s self-esteem.

	Understand how citizens work with government to make desired changes.
	Recognize that all citizens have rights and responsibilities.
	Recognize the importance of casting an informed vote in all elections.
	Benchmark Seven:  Recognize the characteristics of a good citizen. 


Career and Vocational/ Technical Education and

Workplace Competencies Standard Three

Workplace Information- Students acquire and demonstrate the requirements of the workplace through authentic application and the use of workplace information.

Rationale:

Students must be able to use information from a variety of resources to assist them in making informed workplace decisions.  A student must be able to: acquire, evaluate, and interpret data; organize and maintain; process and communicate workplace information using current technologies.

	K/1
	2
	3
	4

	List workplaces


	Recognize a workplace information source.
	Name a variety of sources that provide workplace information.
	Benchmark One: Identify a variety of sources that provide workplace information.

	Create ways to organize information (e.g., alphabetizing) with teacher assistance.


	Create more detailed ways of organizing information with teacher assistance (e.g., third and fourth place alphabetizing and assignment book).
	Arrange information without teacher assistance.
	Benchmark Two: Organize information using systematic methods (e.g., assignment book, alphabetizing, calendar).

	Recognize a variety of methods to complete a task. (e.g., oral, written, graphic, pictorial, multimedia).
	Use one method to complete a task. (e.g., oral, written, graphic, pictorial, multimedia).


	Use two methods to complete a task. (e.g., oral, written, graphic, pictorial, multimedia).


	Benchmark Three: Use a variety of methods (e.g., oral, written, graphic, pictorial, multimedia) to complete a task.

	Recognize information from print.


	Recognize information from electronic sources.
	Access information from print and electronic sources.
	Benchmark Four: Access and organize information from print and electronic sources.


Career and Vocational/ Technical Education and 

Workplace Competencies Standard Three

Workplace Information- Students acquire and demonstrate the requirements of the workplace through authentic application and the use of workplace information.

Rationale:

Students must be able to use information from a variety of resources to assist them in making informed workplace decisions.  A student must be able to: acquire, evaluate, and interpret data; organize and maintain; process and communicate workplace information using current technologies.

	5
	6
	7
	8

	Identify the need for informed decisions.


	Identify how to obtain data for informed decisions.
	Identify the need for informed decisions in the workplace.
	Benchmark One: Identify the need for and obtain data in order to make informed decisions in the workplace and describe how decisions affect self and others.

	Maintain written or computerized records.


	Organize and maintain written or computerized records.
	Organize and maintain written or computerized records.
	Benchmark Two: Organize and maintain written or computerized records using systematic methods.

	Select and present information using a method (e.g., oral, written, graphic, pictorial, multimedia).


	 Select and present information using two methods. (e.g., oral, written, graphic, pictorial, multimedia).
	Select and present information using more than two methods. (e.g., oral, written, graphic, pictorial, multimedia).
	Benchmark Three: Select and present information using a variety of methods (e.g., oral, written, graphic, pictorial, multimedia), and apply academic and technical skills to a class project.

	Acquire information from print and electronic sources.


	Organize and communicate information from print and electronic sources.
	Process information from print and electronic sources.
	Benchmark Four: Acquire, organize, communicate, process, and analyze information from print and electronic sources.

	Define entrepreneurship.


	Identify examples of entrepreneurship.
	Define concepts of entrepreneurship.
	Benchmark Five: Identify the concepts of entrepreneurship.

	Identify appropriate equipment for use in school setting and other learning environments.
	Explain appropriate processes for using equipment in school settings or other learning environments.
	Use appropriate equipment and processes for school settings or other learning environments.
	Benchmark Six: Use appropriate equipment and processes reflecting industrial standards for a school setting or other learning environments.


Career and Vocational/ Technical Education and 

Workplace Competencies Standard Four

Workplace Systems- Students demonstrate an understanding of how social, organizational and technological systems work.

Rationale:

A system is a set of related parts that together form a whole designed to accomplish a purpose.  Complex social systems (e.g., family, community groups), organizational systems (e.g., government, school, workplace), and technological systems (e.g., computer network communications) impact outcomes in the workplace.  Students must understand these systems and system relationships and function effectively within them.  Students must use knowledge/experiences to: understand how systems relate to achieving goals, demonstrate competencies in monitoring and correcting a system’s performance, provide input to alter/improve existing systems or develop new systems, and use analytical skills to design creative solutions.

	K/1
	2
	3
	4

	Identify components of family.


	Identify components of school.
	Identify components of community.
	Benchmark One: Identify components of family, school, and community systems encountered in daily life.

	Recognize components of a system (e.g., role-play, class jobs).


	Recognize how components of systems interact.
	Model how components of systems interact.
	Benchmark Two: Identify and model how components of systems interact (e.g., role-play, class jobs).

	Recognize systems (e.g., team, study group, group structure, classroom rules, mechanical model).


	Describe working within a system (e.g., team, study group, group structure, classroom rules, mechanical model).
	Explain requirements for working within a system (e.g., team, study group, group structure, classroom rules, mechanical model).
	Benchmark Three: Work within a system (e.g., team, study group, group structure, classroom rules, mechanical model).


Career and Vocational/ Technical Education and 

Workplace Competencies Standard Four

Workplace Systems- Students demonstrate an understanding of how social, organizational and technological systems work.

Rationale:

A system is a set of related parts that together form a whole designed to accomplish a purpose.  Complex social systems (e.g., family, community groups), organizational systems (e.g., government, school, workplace), and technological systems (e.g., computer network communications) impact outcomes in the workplace.  Students must understand these systems and system relationships and function effectively within them.  Students must use knowledge/experiences to: understand how systems relate to achieving goals, demonstrate competencies in monitoring and correcting a system’s performance, provide input to alter/improve existing systems or develop new systems, and use analytical skills to design creative solutions.

	5
	6
	7
	8

	Recognize a system 

(e.g., relationships among self, family, school, community).


	Describe a system (e.g., relationships among self, family, school, community).


	Explain how there are different types of relationships in systems. 


	Benchmark One: Describe and illustrate a system (e.g., relationships among self, family, school, community).

	Analyze input and output of a system.


	Analyze process of a system.
	Analyze feedback of a system.
	Benchmark Two: Analyze how a system works (e.g., input, process, output, feedback, performance improvement).

	Design and work within a system to manage performance.


	Design and work within a system to control a performance.
	Design and work within a system to improve performance.
	Benchmark Three: Design and work within a system (e.g., committees, student council, mock government, simple electrical circuit) to manage, control, and improve performance.


Career and Vocational/ Technical Education and 

Workplace Competencies Standard Five

Workplace Technology- Students acquire and demonstrate current technical skills leading to an occupation and work safely with a variety of workplace technology.

Rationale:

The students must be able to: select technology, safely apply technology, maintain, and troubleshoot equipment.

	K/1
	2
	3
	4

	Recognize information sources using technology.
	Locate information using technology.
	Select information using technology.
	Benchmark One: Identify and select information sources using technology.

	Recognize problems both individually and with others.
	Describe problems both individually and with others.
	Generalize problems both individually with others.
	Benchmark Two: Solve problems both individually and with others.

	Recognize problems using technology.


	Identify problems using technology.
	Prevent problems using technology (e.g., save work on disk).
	Benchmark Three: Prevent or identify and solve problems using technology.

	Recognize responsible and irresponsible use of technology.


	Show responsible use of technology.
	Practice responsible use of technology.
	Benchmark Four: Discriminate between responsible and irresponsible use of technology.

	Recognize appropriate care of technological tools.
	Explain appropriate care of technological tools.
	Demonstrate appropriate care of technological tools.
	Benchmark Five: Identify and demonstrate appropriate care of technological tools.


Career and Vocational/ Technical Education and 

Workplace Competencies Standard Five

Workplace Technology- Students acquire and demonstrate current technical skills leading to an occupation and work safely with a variety of workplace technology.

Rationale:

The students must be able to: select technology, safely apply technology, maintain, and troubleshoot equipment.

	5
	6
	7
	8

	Use technology for learning.


	Use technology for communication.
	Use technology for productivity.
	Benchmark One: Use technology for learning, communications, and productivity and identify appropriate technical skills required for selected occupations.

	Use technology to observe.


	Use technology to analyze.
	Use technology to interpret.
	Benchmark Two: Use technology to observe, analyze, interpret, and draw conclusions.

	Recognize basic technical instructions.


	Apply basic technical instructions to prevent problems.
	Apply basic technical instruction to identify problems.
	Benchmark Three: Follow basic technical instruction to prevent or identify and solve problems.

	Recognize others’ rights and practice responsible and appropriate use of technology.
	Explain others’ rights and practice responsible and appropriate use of technology.
	Compare others’ rights and practice responsible and appropriate use of technology.
	Benchmark Four: Acknowledge others’ rights and practice responsible and appropriate use of technology.

	Identify appropriate tools and equipment for a task.


	Use appropriate tools and equipment for a task.
	Demonstrate appropriate care of technological tools.
	Benchmark Five: Identify and use appropriate tools and equipment for a task while demonstrating appropriate care of technological tools and following troubleshooting protocol. 


Career and Vocational/ Technical Education and 

Workplace Competencies Standard Six

Workplace Readiness/Life & Career Planning- Students acquire and demonstrate skills in life and career planning and workplace readiness by experiencing various career opportunities and assessing personal career pathways.

Rationale:

The foundation for a rewarding life and productive employment is built through exploration and an understanding of life and career choices.

	K/1
	2
	3
	4

	Recognize how current learning relates to life.


	Describe how current learning relates to life.
	Recognize how current learning relates to career development.
	Benchmark One: Describe how current learning relates to life and career development.

	Recognize positive work activities.


	Describe positive ways of performing work activities.
	Demonstrate a positive way of performing work activities.
	Benchmark Two: Demonstrate positive ways of performing work activities.

	Recognize decisions.


	Recognize how decisions affect self.
	Recognize how decisions affect others.
	Benchmark Three: Describe how decisions affect self and others.

	Recognize lifetime roles

(e.g., friend, student, family member).


	Describe lifetime roles

(e.g., friend, student, leader, worker, family member).
	Recognize various lifetime roles (e.g., friend, student, leader, worker, family member).
	Benchmark Four: Describe various lifetime roles (e.g., friend, student, leader, worker, family member).

	Recognize occupational clusters (e.g., health, science).


	List a variety of occupational clusters (e.g., health, science).


	Identify a variety of occupational clusters (e.g., health, science).


	Benchmark Five: Explore and discuss a variety of occupational clusters (e.g., health, science) and their contributions to society.

	Recognize a personal goal.


	Recognize the importance of planning.
	Explain the importance of personal goal setting and planning.
	Benchmark Six: Describe and demonstrate the importance of personal goal setting and planning.


Career and Vocational/ Technical Education and 

Workplace Competencies Standard Six

Workplace Readiness/Life & Career Planning- Students acquire and demonstrate skills in life and career planning and workplace readiness by experiencing various career opportunities and assessing personal career pathways.

Rationale:

The foundation for a rewarding life and productive employment is built through exploration and an understanding of life and career choices.

	5
	6
	7
	8

	Identify how the skills taught in school subjects are used in a life role.
	Identify how the skills taught in school subjects are used in an occupation.
	Identify how the skills taught in school subjects are used in various life roles.
	Benchmark One: Identify how the skills taught in school subjects are used in various life roles and occupations.

	Recognize personal qualities (e.g., dependability, punctuality, cooperation). 


	Recognize personal qualities (e.g., dependability, punctuality, cooperation) that are needed to get and keep a job. 
	Explain personal qualities (e.g., dependability, punctuality, cooperation) that are needed to get and keep a job. 
	Benchmark Two: Demonstrate personal qualities (e.g., dependability, punctuality, cooperation) that are needed to get and keep jobs.

	Identify an outcome of a decision.


	Identify a consequence of a decision.
	Identify possible outcomes of decisions.
	Benchmark Three: Identify possible outcomes and consequences of decisions.

	Recognize the interrelationships of two lifetime roles (e.g., friend, family member, community, student, leader, worker, leisure).
	Describe the interrelationships of two lifetime roles (e.g., friend, family member, community, student, leader, worker, leisure).
	Recognize the interrelationships of various lifetime roles (e.g., friend, family member, community, student, leader, worker, leisure).
	Benchmark Four: Recognize and describe the interrelationships of various lifetime roles (e.g., friend, family member, community, student, leader, worker, leisure).

	Recognize career stereotypes, bias or traditional roles.


	Locate a variety of career occupations not limited by stereotypes, bias or traditional roles.
	Explore a variety of career occupations not limited by stereotypes, bias or traditional roles.
	Benchmark Five: Locate, explore, and investigate a variety of career occupations not limited by stereotypes, bias or traditional roles.

	Explore and identify personal interests.
	Explore and identify personal aptitudes and abilities.
	Explore and identify and develop strategies to achieve tentative goals.
	Benchmark Six: Explore and identify personal interests, aptitudes and abilities to develop strategies to achieve tentative goals while recognizing the importance of goal setting and career and life planning.
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