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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.

	9
	10
	11
	12

	Identify future goals and list steps needed to achieve those goals.
	Set priorities and determine decision-making skills needed to achieve personal goals.
	Rank priorities, choose best plan of action and allocate time to achieve personal goals. 
	Benchmark 1:  Select goal-relevant activities, rank them, allocate time, and prepare and follow schedules and complete a task or project.

	Make a personal budget including income and expenses.
	Diagram personal budget and financial records to determine potential success and make adjustments as needed.
	Interpret financial data and current market conditions to make forecasts for future personal success.
	Benchmark 2: Prepare and analyze budgets and financial plans, make forecasts, keep records, make adjustments to meet objectives, and evaluate financial records.

	Identify time and material constraints and list consequences of time management.
	Allocate use of time, materials and physical resources when setting goals.
	Demonstrate effective use of time, materials and physical resources to reach goals.
	Benchmark 3: Allocate and evaluate time, materials, facilities and physical resources to set and achieve goals.

	Identify individual strengths and weaknesses and select tasks accordingly.
	Use deductive skills to analyze appropriateness of task assignments.
	Formulate a plan to overcome team differences to achieve goals.
	Benchmark 4:  Assess skills and distribute work accordingly, evaluate performance and provide feedback toward the accomplishment of personal and team goals.

	Identify age and skill level appropriate projects. 

 
	Formulate a plan with details to complete a project.
	Plan a multi-faceted project from conception to completion and arrange all details and steps for desired outcome.
	Benchmark 5:  Select, design, complete, and evaluate a project (e.g., manage multiple facets of a project).

	Identify multiple personal interests and plan activities to explore those interests.
	Compare available time with preferred interests to determine course of action.
	Demonstrate management of time and resources when pursuing multiple activities. 
	Benchmark 6:  Manage multiple priorities and assess effectiveness of outcomes (e.g., school, work, family).


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.
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	Apply different roles as a member of a team and distinguish between positive and negative attributes with each role. 
	Examine interpersonal characteristics of various cultures and compare teamwork in those societies.
	Evaluate individual differences on a team.  Take a leadership role on a team.
	Benchmark 1: Practice various roles required as a member of an effective team and demonstrate active leadership skills while recognizing and respecting individual differences and cultural diversity.

	Demonstrate a learned skill and identify performance criteria.
	Demonstrate a skill and teach a learned skill to others.  Evaluate their performance.
	Teach a learned skill and evaluate the performance. 
	Benchmark 2:  Demonstrate and teach a learned skill including performance evaluation of self and others in this process.

	Identify communication skills needed to make changes.
	Implement appropriate communication skills to justify one’s position.
	Assess current problems and design communication plans to persuade others to address it.
	Benchmark 3: Practice several methods of effective communication such as communicating ideas to justify position, persuade and convince others, and responsibly challenge existing procedures and policies.

	Identify a desired outcome in a situation and practice persuasive skills to reach that outcome.
	Apply negotiation skills to resolving conflict.
	Distinguish between points of view and formulate a plan to reach an agreement.
	Benchmark 4:  Practice and evaluate negotiating process including researching, goal setting, presenting, listening, clarifying, adjusting and compromising. (e.g., resolving misunderstandings, consumer complaints).

	Describe positive personal and work ethics.
	Compare positive and negative personal and work ethics. 
	Demonstrate positive personal and work ethics.
	Benchmark 5:  Demonstrate, evaluate, compare, and contrast positive personal and work ethics.

	Select methods that can increase esteem in self and others.
	Apply methods to build self-esteem.
	Apply methods to build esteem in others.
	Benchmark 6:  Select and apply methods to constructively build esteem in others as well as self.

	Explain the role of productive citizenship in an activity.
	Demonstrate productive citizenship in an activity.
	Evaluate the importance of productive citizenship to an activity.
	Benchmark 7:  Demonstrate, implement, and evaluate a successful, productive citizenship activity and use skills to be a productive citizen (i.e., community service project).


Career and Vocational/ Technical Education and

Workplace Competencies Standard Three

Workplace Information- Students must know 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 data; and process and communicate workplace information using current technologies.
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	Identify a variety of relevant sources to answer inquiries. 
	Use appropriate sources to make informed decisions in the workplace.
	Evaluate decisions for relevance and accuracy.
	Benchmark 1:  Gather, compile and analyze data from a variety of sources, and evaluate relevance and accuracy in making informed decisions in the workplace.

	Identify various systems to organize, process, and maintain written and computerized records and other forms of information using systematic methods.
	Select a system to organize, process, and analyze personal records.
	Use a computerized system to organize, process, and analyze records.
	Benchmark 2:  Organize, process, analyze, and maintain written and computerized records and other forms of information using systematic methods.

	Select, explain, and present information using a variety of methods (e.g., oral, written, graphic, pictorial, multimedia).
	Select, explain, practice, and present information using a variety of methods (e.g., oral, written, graphic, pictorial, multimedia).
	Analyze and present information from a variety of methods.
	Benchmark 3:  Select, analyze, and present information using a variety of methods (e.g., oral, written, graphic, pictorial, multimedia).

	Acquire, organize, and communicate information from print and electronic sources.
	Process and analyze information from print and electronic sources.
	Create information from print and electronic sources.
	Benchmark 4:  Acquire, organize, communicate, process, analyze, and evaluate information from print and electronic sources.

	Explain the concepts of entrepreneurship.
	Identify the elements of a business plan.
	Outline a business plan including all necessary elements.
	Benchmark 5:  Apply the concepts of entrepreneurship and evaluate components of a business plan.

	Use appropriate equipment and processes in a school setting or other learning environment.
	Analyze use of appropriate equipment and processes in a workplace setting.
	Demonstrate skills using appropriate equipment and processes in a workplace setting.
	Benchmark 6: Practice and demonstrate skills using appropriate equipment and processes in a workplace setting. Transfer the skills to the level of industrial standards in a school setting or other learning environment.

	Analyze steps in the decision making process.  Identify outcomes and consequences of a decision.
	Practice problem-solving techniques and identify possible outcomes.
	Demonstrate problem-solving skills.
	Benchmark 7:  Identify possible outcomes and consequences of decisions and demonstrate decision-making and problem-solving skills.


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.
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	Compare how effective systems work. 
	Evaluate a technology system for quality of performance (e.g., cellular phones).
	Evaluate quality and performance of systems using technology and those that do not.
	Benchmark 1:  Evaluate quality and performance of a variety of systems (e.g., impact of technology on production).

	Identify external factors that affect systems.
	Describe strategies that control the effects of external factors on a simple system (e.g., Excel).
	Analyze management strategies to deal with uncontrolled variables.
	Benchmark 2:  Practice and analyze principles of successful system management considering external factors and planning for uncontrolled variables (e.g., balance professional and personal lives).

	Identify subsystems within systems on an identified project.
	Describe strategies to control the effects of external factors on a complex system.
	Design a system composed of sub systems. 
	Benchmark 3:  Design, evaluate, and refine a system composed of subsystems (e.g., community service project, peer mediation, web page design.)


Career and Vocational/ Technical Education and

Workplace Competencies Standard Five

Workplace Technology- Students must 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.
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	Recognize safe and appropriate technical skills.
	Compare multiple technologies to distinguish appropriate uses.
	Use safe and appropriate technical skills to complete tasks.
	M: Benchmark 1:  Choose procedures and technology to complete a task while applying safe and appropriate technical skills required for an occupation.

	Create new knowledge by combining information using two or more technologies.
	Extend information using two or more technologies.
	Evaluate information using two or more technologies.
	M: Benchmark 2:  Create new knowledge by evaluating, combining, and extending information using multiple technologies.

	Prevent problems using technology.
	Identify problems using technology.
	Solve problems using technology.
	M: Benchmark 3: Prevent or identify and solve problems using technology.

	Define ethical behavior in the use of technology.
	Observe the ethical behavior of others using technology.
	Appraise ethical behavior of others.
	M: Benchmark 4: Practice and advocate ethical behavior in the use of technology.

	Explain the use of tools and equipment needed for specific tasks.
	Compare tools and equipment to determine the appropriate choices for the task.
	Select appropriate tools and procedures for a task.
	M: Benchmark 5: Select the appropriate tools, equipment, and procedure for the task. 

	Identify troubleshooting protocol for technological systems.
	Describe troubleshooting protocol for technological systems.
	Maintain technology systems through simple troubleshooting.
	M: Benchmark 6: Manage and maintain technological systems and follow troubleshooting protocol.

	Identify career choices and the skills and technology needed for those careers.
	Discover skills associated with a particular career or careers.
	Refine tool usage and skill proficiency.
	M: Benchmark 7:  Master tools and technical skills required for an entry level job or advanced training, and adapt technical information generated from a variety of sources.


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.
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	Identify how academic and occupational programs relate to life and career plans.
	Explain how academic and occupational programs help develop career plans.
	Explain how specific academic and occupational programs help adjust to life plans.
	Benchmark 1:  Describe how skills developed in academic and occupational programs relate to developing, evaluating and adjusting life and career plans.

	Identify and explain the importance of workplace readiness skills. 
	Practice workplace readiness skills.


	Demonstrate workplace readiness skills.
	Benchmark 2:  Display workplace readiness skills (e.g., responsibility, sociability, self-management, job-seeking skills).

	Analyze steps in the decision making process.  Identify outcomes and consequences of a decision.
	Practice problem-solving techniques and identify possible outcomes.
	Demonstrate problem-solving skills.
	Benchmark 3:  Demonstrate decision-making and problem solving skills.

	Identify career choices and lifestyle.
	Identify and explain the impact of career choices on family and lifestyle.
	Analyze the impact of career choices on family and lifestyle.
	Benchmark 4:  Recognize the interrelationship of family, community, career, and leisure roles and evaluate how career choices affect family and lifestyle.

	Define bias and stereotype in the workplace.
	Identify nontraditional careers.
	Evaluate personal beliefs and prejudices.
	Benchmark 5:  Discuss and demonstrate strategies to overcome bias and stereotyping in the workplace.

	Conduct an assessment of local resources available to aid in career and life goals planning.
	Analyze and evaluate local resources.
	Develop strategies to achieve tentative career and life goals.
	Benchmark 6:  Explore and identify personal interest, aptitudes, and abilities by utilizing local resources to develop strategies to achieve tentative career and life goals.

	Identify personal interests, aptitudes and abilities. Discover how personal interests, aptitudes and abilities relate to career choices.
	Observe authentic workplace situation (e.g., job shadow).
	Practice authentic work (e.g., school to work).
	Benchmark 7:  Gain practical experience related to one’s career plan (e.g., internship, job shadow, work experience, (authentic, simulated, virtual career comparison).
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