WORK READINESS 

STANDARDS AND BENCHMARKS

STANDARD 1

The student identifies ways to plan for employment/self-employment.
Benchmarks:

1.1 Identifies reasons people work;

1.2 Describes the relationship between jobs, careers, family life, and leisure activities;

1.3 Completes a self-inventory of skills, experience, education, work preferences, abilities, and values using technological and/or traditional resources as they relate to the job market;

1.4 Develops a career plan for future career options to include job preferences, training requirements, business plan for entrepreneurial options, and tasks/responsibilities;

1.5 Identifies the knowledge and skills required for a variety of careers of interest to the student;

1.6 Compares occupations based on entry-level requirements and skills associated with employment.
STANDARD 2

The student identifies ways to search for a job.

Benchmarks:

2.1 Locates, selects, and networks job opportunities;
2.2 Identifies and locates personal resource materials (for example: birth certificate, certificates, training certificates, driver’s license, social security card);
2.3 Develops a portfolio & resume;
2.4 Develops a system to record specific job leads, requirements, employer names, interview information, and personal notes;
2.5 Practices telephone etiquette when calling an employer for job information.
STANDARD 3

The student understands how to apply for a job and/or applies for a job.

Benchmarks:

3.1 Describes and gives examples of effective interviewing situations, including prepared questions to ask the interviewer;

3.2 Identifies appropriate behavior and attitudes in interview situations;

3.3 Demonstrates competence in job interview techniques to include grooming, dress, and verbal/nonverbal communication;

3.4 Develops a personal fact sheet to include, but not be limited to, personal references, work history, educational information, and other pertinent data;

3.5 Completes job applications;

3.6 Composes a resume with a cover letter;

3.7 Communicates follow-up response after interview.
STANDARD 4

The student demonstrates a willingness to work.

Benchmarks:

4.1 Has a positive attitude toward work, speaks positively about work, and approaches responsibilities with a positive attitude;

4.2 Treats co-workers with courtesy and respect;
4.3 Strives to improve, develop, and/or engage in work skills and actively participates in vocational activities;
4.4 Accepts and demonstrates responsibilities on time and to expectations with a positive attitude;

4.5 Continues working through frustration and difficulty

4.6 Recognize one’s own work schedule, share of work, and responsibility to complete tasks;

4.7 Meets basic expectations by completing tasks to expected quality level seeking out assistance as needed and working well in an individual or group setting;
4.8 Demonstrates an awareness and acceptance of job expectations.
STANDARD 5

The student understands the importance of safety standards and procedures in the workplace.

Benchmarks:

5.1 Identifies safety signs found in places of employment training and in public buildings;

5.2 Identifies safe & dangerous work situations;

5.3 Wears safe work attire;

5.4 Understands the importance of reporting training and job-related hazards, accidents, injuries, and/or damages to the appropriate person(s);

5.5 Demonstrates acceptable employee health habits.
STANDARD 6

The student demonstrates understanding of concepts and materials related to job training, performance, retention, promotion, and changes.

Benchmarks:

6.1 Identifies factors the employer considers when promoting/retaining employees;
6.2 Interprets general work-related vocabulary;
6.3 Demonstrates the ability to apply or transfer skills learned in one job situation to another;
6.4 Interprets job-related signs
6.5 Recognizes job responsibilities;

6.6 Reacts appropriately to constructive criticism;
6.7 Demonstrates a knowledge of how and when to make job changes or to resign from a job;
6.8 Identify, understand, and solve work place problems;
6.9 Identifies and maintains appropriate attire and hygiene standards for employment situations;
6.10 Identifies and utilizes the coping strategies to handle stress factors of various tasks.
STANDARD 7

The student is made aware of and/or utilizes common workplace technology.

Benchmarks:

7.1 Identifies common tools, equipment, machines, and materials required for one’s job;

7.2 Demonstrates simple keyboarding skills;

7.3 Demonstrates ability to use a filing system;

7.4 Identifies common business machines (for example: fax machine, copy machine, computer, and shredder);

7.5 Leaves messages on answering machines;
7.6 Demonstrates appropriate use of the telephone in a workplace setting.
STANDARD 8

The student demonstrates ability to effectively interact and respect coworkers.

Benchmarks:

8.1 Interacts in an appropriate manner with co-workers;

8.2 Demonstrates effective communication skills in working with customers and clients;

8.3 Develops a working relationship with co-workers;
8.4 Demonstrates appropriate body language 
8.5 Respects the rights of coworkers;
8.6 Allows co-workers to concentrate on their work
8.7 Identifies techniques for handling stress and time management problems on the job.
STANDARD 9

The student demonstrates work skills in a work place environment.
Benchmarks:

9.1 Has willingness to try or complete work by accepting assigned responsibilities with a positive attitude;
9.2 Demonstrates responsibilities by completing simple one, two, or multi step tasks; 

9.3 Works well with and without supervision for a determined amount of time;

9.4 Tolerates work environment and continues to work through frustration and difficulty;

9.5 Works continuously for a pre-determined amount of time and maintains effort;
9.6 Shows an awareness that work is going to begin or 
end, accepts work transitions such as breaks and lunch 

parameters;

9.7 Demonstrates increased independence with work 
skills.






