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and supporting different projects that encourage employment. Website: www.mcst-nh.org 
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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 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 the first part of 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. This unique 
curriculum includes not only the soft skills employers often identify as crucial for employee 
success, but also skills in the complementary areas of health and wellness. These are as 
important as soft skills in helping students grow within their chosen careers.  

Soft skills are interpersonal skills and habits, as opposed to concrete skills like typing or using a 
power saw or creating a spreadsheet. They are skills such as the ability to look your manager in 
the eye or understanding that you should show up 10 minutes before your shift begins, not five 
minutes after. Soft skills involve an awareness of self and the impact of your behavioral choices 
on others. They are characteristics and habits that help build a successful and balanced adult life. 

INTENT OF HABITS OF WORK 

Habits of Work is a pick-and-choose curriculum. It’s 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 apply many 
different instructional strategies in order to meet the needs of diverse learners.  

The curriculum is published in four parts: 

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

Each part contains three or four units with specific learning outcomes, background information 
for the teacher, assessment ideas, and lesson plan ideas. The lessons are organized in an 
instructional sequence around a workplace assignment. Most activities will be from 15 to 20 
minutes long. There are individual and classroom activities for all lessons to enable Habits of 
Work to be used in a variety of learning situations. Habits of Work draws heavily on web 
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resources for instructor information and student activities. You will see many clickable web 
links throughout the units and lessons. 

The pick-and-choose format means you can easily match lessons to the needs of your students. 
The preparation activities introduce a skill or concept, then the workplace activities ask the 
student to investigate the skill or concept further. The follow-up activities integrate and extend 
the learning. There’s a lot of emphasis on building awareness. All along, the students get 
extensive practice in noticing and interpreting what goes on inside themselves and in the world 
around them. 

Although developed in response to the need to support high school students with disabilities in 
their work-based learning experiences, Habits of Work can be used with any high school 
population and also adapted for middle school, college, or adult learners. Note that it’s not 
meant to be exhaustive; it doesn’t address all the variables important to success in the 
workplace. Instead, Habits of Work targets areas identified by practitioners and employers as 
important. 

Habits of Work 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.  

OVERVIEW 

Each part of the curriculum focuses on a different aspect of employment: 

Curriculum Overview (Part 1) 
Curriculum Overview provides an introduction to the Habits of Work curriculum. It lays out 
the learning outcomes for each unit and provides an extensive glossary of instructional 
strategies to encourage extending and differentiating lesson activities.  

Learning About Work (Part 2) 
The lessons in Learning About Work provide the student with foundational skills that are 
important preparation for being successful in a job. These include personal presentation 
skills like making eye contact and shaking hands, skills and attitudes that demonstrate 
enthusiasm for working, and skills in understanding your disability and requesting 
accommodations. 

Learning About Work also serves as a model for how you can expand this curriculum. There 
are more lessons in each unit and a deliberately wide variety of activities provided for each 
lesson, modeling diverse pedagogies that you can draw on in other units. The Glossary of 
Instructional Strategies in Curriculum Overview will be a valuable resource in this endeavor. 
Teachers, you know your students best – choose what will work for them. 

 

http://habitsofwork.keenecommons.net/
mailto:bstreet@keene.edu
mailto:sbigaj@keene.edu
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Keeping the Job (Part 3) 
The lessons in Keeping the Job provide the student with foundational skills that are important 
in keeping a job. These include managing time effectively, understanding and practicing 
respect for him- or herself and others, understanding the importance of workplace safety, 
and understanding what it means to learn from experience. 

Staying Well (Part 4) 
Staying Well provides the student with foundational skills in maintaining his or her health. 
These include the basics of wellness (sleep, exercise, diet, and regular health care), the 
potential impacts of substance abuse on work performance, and strategies for managing 
stress.  

UNIT DESIGN 

Each of the units follows the same design, but they 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 pre-teaching. 

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. 

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 e-mail, phone, podcasts, or 
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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 someone in the workplace. 

NH Career 
Development 
Curriculum 
Framework 
 

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

ONLINE ACCESS TO CURRICULUM 

The Habits of Work curriculum is available on the Internet at habitsofwork.keenecommons.net/. 
You can view and print individual units or complete sections. 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. 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. 

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://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/
http://video.google.com/
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LEARNING OUTCOMES 
 

 

These charts provide an overview of the full Habits of Work curriculum and the learning 
outcomes associated with each of the units.  

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. 
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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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INSTRUCTIONAL STRATEGIES 
 

 

These instructional strategies – found at www.beesburg.com/edtools/glossary.html – are 
excerpted from the Glossary of Instructional Strategies, an online resource of more than 1,000 
strategies and methods.  

The glossary is used with permission and is abridged, and slighted edited. We drew upon many 
of these strategies in designing the unit activities and include it as an additional resource for 
when you need to customize or extend any of the lessons. We suggest referring to this glossary 
to spark your own ideas to creatively teach career concepts. 

Note: To further extend the learning from Habits of Work, you might consider having your 
students start companion journals to keep track of instructional strategies that work for them.  

Many of the strategies include a web link for further information about that particular strategy. 
All links were working at the time of publication; however, things change quickly in the online 
world. If a link no longer works, try searching for the strategy using your favorite search engine. 

GLOSSARY OF INSTRUCTIONAL STRATEGIES (ABRIDGED) 

3-2-1 (Three-Two-One) 
Writing activity where students write: three key terms from what they have just learned, two 
ideas they would like to learn more about, and one concept or skill they think they have 
mastered. 

Acronym Memory Method  
Example: ROY G. BIV = Red, Orange, Yellow, Green, Blue, Indigo, Violet  
www.ldonline.org/article/5912 
 

Acting Out a Problem  
Students can act out mathematical, scientific, or social problems to improve their 
comprehension.  
 
Activating Prior Knowledge  
Helping learners connect to concepts about to be taught by using activities that relate to or 
determine the level of their existing knowledge.  
 

http://www.beesburg.com/edtools/glossary.html
http://www.ldonline.org/article/5912
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Affinity  
A brainstorming approach that encourages less verbal members of a group to participate. First, 
all members of the group write responses to the problem or question on separate cards, then 
the cards are silently grouped by each member while the others observe. After a discussion, the 
agreed upon arrangement is recorded as an outline or diagram.  
 
Agree/Disagree Matrix  
A formal approach to discussing and researching issues. Students are polled for agreement or 
disagreement with a statement, and their responses as a group are recorded in the matrix. 
Students research the topic, and again their responses are recorded. Finally, small groups meet 
to discuss the results and changes.  
www.aea267.k12.ia.us/cia/index.php?page=teaching_strategies 
 
Agreement Circles  
An activity used to explore opinions. As students stand in a circle, facing each other, the 
teacher makes a statement. Students who agree with the statement step into the circle.  
 

Air Drawing  
Students draw or motion in the air to demonstrate how they will carry out a procedure before 
they actually do so. Used in science labs, home economics, and other classes where students 
use tools or musical instruments.  
 

Alphabet Summary   
Each student is assigned a different letter of the alphabet and asked to generate a word starting 
with that letter that is related to the topic being discussed. Students share their terms with the 
class.  
 

Alternative Scenarios  
A creativity technique in which students consider alternative futures. Useful in writing to 
encourage students to consider several plots and endings for their stories before settling down 
to write. In social studies or science classes, this approach can be useful in helping students see 
possibilities, both for the present and for their own futures.  
www.mycoted.com/creativity/techniques/alternative.php  
 
Analogies  
A thinking skill demonstrated by a student when he or she can give examples similar to, but not 
identical to, a target example. For example, the Internet is analogous to the post office (because 
in both multimedia information is delivered to specific addresses).  
www.mycoted.com/creativity/techniques/analogy.php  
 
Anecdotes  
A motivational technique to encourage creativity or empathy in students. Anecdotes can be 
about the teacher’s life or excerpted from biographies to help make real-world connections.  
 

http://www.aea267.k12.ia.us/cia/index.php?page=teaching_strategies
http://www.mycoted.com/creativity/techniques/alternative.php
http://www.mycoted.com/creativity/techniques/analogy.php
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Anticipation Guide  
Checklist written by a teacher to activate existing knowledge.  
Examples: www.somers.k12.ny.us/intranet/reading/anticipexs.html  
 
Application Cards  
At the end of instruction, students write a real-world application for the new knowledge on a 
small card and submit the card to the teacher. 
 

Artifact Strategy  
The teacher presents carefully selected objects (artifacts) to the students, poses a problem, and 
allows the students to collect information about the object, then formulate answers to the 
presented problem.  
 
Assumption Smashing  
List assumptions, then eliminate one. What might happen? (For example, “All forms of 
transportation are now free.” What is the effect on society?)  
 

Baggage Claim  
Members in a new group are asked to write five interesting facts about themselves on a note 
card. For several minutes, people walk around the room, introducing themselves and sharing 
the facts on their cards. They then exchange cards (baggage) and move on to introduce 
themselves to others in the group. When time is up, the teacher or moderator collects all the 
cards and either returns them to their owners or reads the facts and asks people to identify the 
owner of the card. www.aea267.k12.ia.us/cia/index.php?page=teaching_strategies 
 
Bio Poems  
Students write poems about any specific person or object (a character in a book, either living 
or inanimate object) to summarize student knowledge of a topic.  
www.aea267.k12.ia.us/cia/index.php?page=teaching_strategies 
 
Brain Writing  
A creativity or problem-solving technique similar to brainstorming, except individuals write 
their ideas. The ideas are then shared with others to act as triggers for more ideas. 
www.mycoted.com/Brainwriting 
creatingminds.org/tools/brainwriting.htm 
 
Brochure  
Students research a topic then create a brochure to explain the topic to others.  
CAF (Consider All Factors)  
Edward de Bono’s guided approach to decision-making encourages individuals or groups to 
increase the number of factors or variables they consider before making a decision.  
www.aea267.k12.ia.us/cia/index.php?page=teaching_strategies  
 
 
 

http://www.somers.k12.ny.us/intranet/reading/anticipexs.html
http://www.aea267.k12.ia.us/cia/index.php?page=teaching_strategies
http://www.aea267.k12.ia.us/cia/index.php?page=teaching_strategies
http://www.mycoted.com/Brainwriting
http://creatingminds.org/tools/brainwriting.htm
http://www.aea267.k12.ia.us/cia/index.php?page=teaching_strategies
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Causal Mapping  
A form of concept mapping in which cause and effect are more clearly shown.  
www97.intel.com/in/AssessingProjects/AssessmentStrategies/GaugingStudentNeeds/ap_concept
_maps.htm 
 
Cause and Effect  
A pattern showing the relationship between two actions or occurrences. This activity works 
well for logical analytical learners. 
www.education-world.com/a_curr/curr376.shtml  
Graphic organizer: www.siue.edu/MLTE/LA%20Modules%20DONE/cause_and_effect.htm  
 

Circles of Knowledge  
A graphic organizer that prompts students to write: Three Facts I Know, Three Questions I 
Want Answered, and Answers to My Questions.  
Sample activity sheet: 
quest.arc.nasa.gov/aero/wright/teachers/wfomanual/langarts/countdown/sheet3.html  
Sample answer 
sheet: quest.arc.nasa.gov/aero/wright/teachers/wfomanual/langarts/countdown/sheet4.html  
Other graphic organizers: www.sdcoe.k12.ca.us/score/actbank/sorganiz.htm 
 

Collages  
Students gather images (clippings from magazines, photographs, or their own drawings) and 
organize them to illustrate a concept or point of view. This activity works well for visual 
learners. 
www2.scholastic.com/browse/article.jsp?id=3751408 
Free tool to make online collages: ilearntechnology.com/?p=3313 
 
Collective Notebook  
A notebook maintained by a group in which each member of the group is expected to add an 
idea or observation during a specified time period (typically each day or each week). The 
contents of the notebook are regularly shared or published and discussed.  
www.mycoted.com/creativity/techniques/cnb.php 
 
Comparing  
An activity to observe or consider the characteristics of objects or concepts, looking for both 
similarities and differences.  
Graphic organizer:  
www.siue.edu/MLTE/LA%20Modules%20DONE/compare_and_contrast1.htm  
 
Comparison Matrix  
A graphic organizer that can assist students in gathering information and comparing objects or 
concepts.  
www.graphic.org/commat.html  
 
 

http://www97.intel.com/in/AssessingProjects/AssessmentStrategies/GaugingStudentNeeds/ap_concept_maps.htm
http://www97.intel.com/in/AssessingProjects/AssessmentStrategies/GaugingStudentNeeds/ap_concept_maps.htm
http://www.education-world.com/a_curr/curr376.shtml
http://www.siue.edu/MLTE/LA%20Modules%20DONE/cause_and_effect.htm
http://quest.arc.nasa.gov/aero/wright/teachers/wfomanual/langarts/countdown/sheet3.html
http://quest.arc.nasa.gov/aero/wright/teachers/wfomanual/langarts/countdown/sheet4.html
http://www.sdcoe.k12.ca.us/score/actbank/sorganiz.htm
http://www2.scholastic.com/browse/article.jsp?id=3751408
http://ilearntechnology.com/?p=3313
http://www.mycoted.com/creativity/techniques/cnb.php
http://www.siue.edu/MLTE/LA%20Modules%20DONE/compare_and_contrast1.htm
http://www.graphic.org/commat.html
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Comparison Table  
A decision-making tool to enable a structured comparison between choices.  
www.graphic.org/commat.html  
 

Concentration  
Pairs of cards are created (name of concept on one, description on other for instance). 
Students take turns. On each turn a student chooses two cards from a facedown arrangement. 
Students keep pairs they correctly identify as matching.  
 
Concept Fan  
A problem-solving technique that encourages people to examine and solve causes of problems.  
www.mycoted.com/creativity/techniques/concept-fan.php  
 
Construction Spiral  
A three-step process: 1) individuals record their own thoughts, 2) small groups share ideas, and 
3) the whole group’s ideas are written on the board. Corrections during the recording should 
be by the group and with no judgments by the teacher. If refinement of understanding is 
needed, a new question is posed.  
 
Continuum  
Students take keywords and arrange them to form a continuum based on a variety of criteria. 
For example, “beaver, rattlesnake, deer, plankton” would be arranged as “rattlesnake, deer, 
beaver, plankton” if students are asked to arrange the words according to their preference for 
water, and “plankton, rattlesnake, beaver, deer” if they are asked to arrange the words 
according to size.  
Graphic organizer: www.sdcoe.k12.ca.us/score/actbank/scont.htm  
 
CROWN Summarizer  
A closure technique that encourages students to reflect on the completed lesson. CROWN 
= Communicate what you learned. Reaction. Offer one sentence that sums up what the whole 
lesson was about. Where are some different places you could use this? Note how well we did 
today.  
 
Cubing  
A six-part technique to explore different aspects of a topic. The six parts include: describing, 
comparing, associating, analyzing, applying, and arguing.  
www.litandlearn.lpb.org/strategies/strat_cubing.pdf 
 

Find Someone Who  
A variation of the Human Scavenger Hunt. Usually this activity is used to encourage students to 
seek out the students who know the answers to specific content questions. This works most 
effectively if each student is an “expert” on a different topic or subtopic. 
www.teachablemoment.org/middle/findsomeonewho.html 
 

http://www.mycoted.com/creativity/techniques/comparison-tab.php
http://www.mycoted.com/creativity/techniques/concept-fan.php
http://www.sdcoe.k12.ca.us/score/actbank/scont.htm
http://www.litandlearn.lpb.org/strategies/strat_cubing.pdf
http://www.teachablemoment.org/middle/findsomeonewho.html


 INSTRUCTIONAL STRATEGIES 

 
| 12 Habits of Work Curriculum – Part 1 – Curriculum Overview 

Fishbowl  
A discussion format where students are selected from the class. They sit in front of the class as 
a panel to discuss a topic while the class observes. Then the discussion is opened to everyone.  
 

Five Whys?  
Students are asked a chain of why questions, with each question deeper into the root cause of a 
problem.  
www.aea267.k12.ia.us/cia/index.php?page=teaching_strategies 
 
Five Words, Three Words  
Students list five topic-related words independently. Students are grouped and share words. 
Groups pick the best three words and explain them to the class.  
 
Forced Choice (Pros and Cons)  
A classroom activity in which a small number of choices are placed around the classroom and 
students are asked to examine all the choices and stand next to their choice. Students selecting 
the same choice then discuss reasons or advantages and disadvantages of their choice.  
 
Forecasting  
Forecasting is a kind of extrapolation in which current trends (in weather or the economy) are 
analyzed, and predictions are made about future events based on those trends.  
 
Gallery  
Similar to Carousel Brainstorming. Students move past the ideas (as in an art gallery) rather 
than the ideas moving past the students. 
www.mycoted.com/creativity/techniques/gallery.php  
www.aea267.k12.ia.us/cia/index.php?page=teaching_strategies 
 
Grab Bag  
Near the conclusion of a lesson, have a student draw an object from a bag. The student must 
explain or illustrate how the object is related to what they have learned. You can use actual 
objects or simply word cards. 
 

Guess Box  
An object is hidden in a container; students ask questions about the content of the box in order 
to identify it and its characteristics. You could have a touch panel opening as well. 
 
Idea Spinner  
A teacher creates a spinner marked into four quadrants and labeled Predict, Explain, 
Summarize, Evaluate. After new material is presented, the teacher spins the spinner and asks 
students to answer a question based on the location of the spinner. For example, if the spinner 
lands in the Summarize quadrant, the teacher might say, “List the key concepts just presented.”  
 
 

http://www.aea267.k12.ia.us/cia/index.php?page=teaching_strategies
http://www.mycoted.com/creativity/techniques/gallery.php
http://www.aea267.k12.ia.us/cia/index.php?page=teaching_strategies


 INSTRUCTIONAL STRATEGIES 

 
| 13 Habits of Work Curriculum – Part 1 – Curriculum Overview 

Inside-Outside Circle   
A review technique. Divide the class into two equal groups and ask each group to form a circle. 
The inside circle faces outward and the outside circle faces inward to form pairs of students. 
The pairs of facing students quiz each other with questions they’ve written. The outside circle 
moves to create new pairs. Repeat. Alternate questions and answers between student circles. 
 
Interviews  
Interviews may be by the student or a form of assessment of the student.  
 

Inverted Pyramid  
A writing format in which the most important information is presented first, followed by the 
next, and closing with the least important. This activity is most commonly used in news 
reporting, but it’s also useful in teaching students to prioritize information. It’s also called the 
Journalism Model.  
Story format: mtsu32.mtsu.edu:11178/171/pyramid.htm  
Checklist: www.jprof.com/courses/mc102/week04/04invpyrchecklist.html 
 
Jeopardy  
Like the television game. Many variations (individual or team competitions). A board with 
answers is prepared in advance (for overhead or on large cardboard sheet). Students respond 
with acceptable questions.  
 
Jigsaw  
Cooperative activity. The basic steps include: reading, meeting with expert groups, reporting 
back to the main team, and demonstrating knowledge through a test or report.  
 
Jigsaw II  
Cooperative activity. Basic steps: read with a group, discuss individual topics with expert 
groups, report back to your team (to teach them what you learned in your expert group), test, 
and evaluate team recognition.  
www.aea267.k12.ia.us/cia/index.php?page=teaching_strategies 
 

Journal  
A form of writing typically done for a few minutes each day in a notebook. It’s often used to 
encourage reflection or an exploration of a student’s ideas. Journal writing is typically not 
graded and, in some instances, is not read by anyone but the student. In other instances, the 
journal can be used to establish an ongoing written dialog between the student and the teacher.  
7-12educators.about.com/library/weekly/aa083100a.htm  
 
Justifying  
To explain why one choice is better than another. Typically used as part of an assessment that 
asks students to justify or explain the merits of their answers.  
 

http://mtsu32.mtsu.edu:11178/171/pyramid.htm
http://www.jprof.com/courses/mc102/week04/04invpyrchecklist.html
http://www.aea267.k12.ia.us/cia/index.php?page=teaching_strategies
http://7-12educators.about.com/library/weekly/aa083100a.htm
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Keyhole Strategy  
A writing format in which the author begins with the main idea, narrows the idea until the end 
of the first paragraph, uses the body of the writing to lead up to the strongest idea, and then in 
the last paragraph builds to a broad conclusion. Diagrammed, the format looks like an old-
fashioned keyhole.  
www.muskingum.edu/~cal/database/general/writing.html#Keyhole 
 
Keyword Memory Method  
In the keyword method, students generate keywords that are similar to the concepts to be 
memorized, then put the keywords into an arrangement that can be mentally pictured. For 
example, given the task of memorizing “St. Paul is the capital of Minnesota,” the student would 
first break up the phrase into five related words: saint, Paul, cap, mini, soda.” Finally the student 
would imagine their favorite “Paul” with a halo as a cap and drinking a very small soda.  
ababasoft.com/mnemonic/tech01.htm 
www.jimwrightonline.com/pdfdocs/keywords.pdf 
 

Knowledge Grammy Awards  
Near the completion of a unit, students nominate and vote on which knowledge was most 
useful to them.  
 
KWHL  
Know. Want to know. How to find out. Learn.  
www.ncrel.org/sdrs/areas/issues/students/learning/lr2dogmo.htm  
 
KWL  
Know. Want to know. Learn. Students identify what they know about a topic, what they want 
to know, and after reading or instruction, identify what they learned or would still like to learn.  
 

Learning Log  
Students summarize responses to teacher questions about what they have learned or what they 
do not understand. This activity is used for reflection and to inform the teacher of progress.  
 
Lineup  
Student teams are given concepts that can be put in order. Each team member holds one 
concept and the members line up to represent the correct order.  
 
Listen, Think, Pair, Share  
Students listen to questions, individually think about a response, discuss their ideas with a 
partner, and then share their ideas with the class.  
 

Lotus Blossom Technique  
From central idea, propose eight new ideas. For each of eight ideas, propose and evaluate 
necessary details to implement the ideas.  
 

http://www.muskingum.edu/~cal/database/general/writing.html#Keyhole
http://ababasoft.com/mnemonic/tech01.htm
http://www.jimwrightonline.com/pdfdocs/keywords.pdf
http://www.ncrel.org/sdrs/areas/issues/students/learning/lr2dogmo.htm
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Medium-Size Circle  
First, five to 10 volunteers share something important they learned. Second, volunteers 
remember (restate) what one of the first people shared. Continue until each of the original 
speakers is remembered.  
 
Minute Papers  
An end-of-class reflection in which students write briefly to answer the questions: “What did 
you learn today?” and “What questions do you still have?”  
home.capecod.net/~tpanitz/tedsarticles/Assessment.htm  
www.gdrc.org/kmgmt/c-learn/methods.html#one-minute  
 
Mnemonics  
Any of several techniques or devices used to help remember or memorize names or concepts.  
 
Muddiest Point  
A question used to stimulate meta-cognitive thinking. Students are asked to name or describe 
the concept they understand the least (their muddiest point).  
www.wfu.edu/~brown/Syllabus%20Articles/SylMuddiestPoint.htm  
 
Multiple Solutions  
Require students to find all acceptable solutions, not just the best. Add a pro or con to each 
solution. 
 
Negative Brainstorming  
Like brainstorming, except participants propose things not to do. This activity can generate a 
lot of humor. Encourage students to generate actions not to do, then ask them to rephrase the 
ideas in a more positive way. Example: brainstorm ideas for how not to solve the problem. 
www.mycoted.com/creativity/techniques/negbrain.php  
 

Nut Shelling  
A form of summary. It usually involves asking a student to write a brief statement that captures 
the essence of all that has been written or stated up to that point. This activity is often used in 
writing classes to help students find the key points in their own writing.  
www.bedfordstmartins.com/technotes/workshops/nutshelling.htm  
 
Observation Logs  
An observation log is a form of journal kept by a student to assist in guiding observation. 
Students typically are asked to answer specific questions during the course of keeping an 
observation log. This technique is often employed in teacher education to guide students during 
their observation of classroom teachers.  
 
One Sentence Summary  
Students are asked to write a single summary sentence that answers questions about the topic 
such as who, what, where, when, why, and how. 
 

http://home.capecod.net/~tpanitz/tedsarticles/Assessment.htm
http://www.gdrc.org/kmgmt/c-learn/methods.html#one-minute
http://www.wfu.edu/~brown/Syllabus%20Articles/SylMuddiestPoint.htm
http://www.mycoted.com/creativity/techniques/negbrain.php
http://www.bedfordstmartins.com/technotes/workshops/nutshelling.htm


 INSTRUCTIONAL STRATEGIES 

 
| 16 Habits of Work Curriculum – Part 1 – Curriculum Overview 

One Word Summary  
Select (or invent) one word that best summarizes a topic. Write two to three sentences 
justifying the selection of the summary word. 
 
Opinion Sampling  
Opinion sampling can be used as an assignment for students. Teachers may also collect student 
opinions for the purpose of altering classroom structure.  
www.wordiq.com/definition/Opinion_poll 
 
Pair Problem Solving  
A problem-solving technique in which one member of a pair is the thinker, who thinks aloud as 
they try to solve the problem, and the other member is the listener, who analyzes and provides 
feedback on the thinker’s approach.  
www.wcer.wisc.edu/archive/cl1/cl/doingcl/tapps.htm 
 
Paired Verbal Fluency  
A form of brainstorming used to warm-up students before a whole-class discussion. One 
student in a pair remembers while the other student listens. Switch roles and repeat twice.  
 

Pantomime  
The expression of ideas using only movement and gestures. One form of pantomime commonly 
used in the classroom is the narrative pantomime. In narrative pantomime, the leader (usually 
the teacher) reads a passage of text and the others in the groups act out the passage to 
demonstrate the ideas using their movements.  
digitaldjs.info/joomla/index.php/pantomime 
www.cccoe.net/social/pantomines1.htm 
  

Picture Mapping  
A form of the graphic organizer concept that is similar to story mapping. However, instead of 
diagramming concepts using keywords, the concepts are illustrated with pictures.  
 
Plus, Minus, Interesting (PMI)  
A decision-making strategy devised by Edward de Bono. Students silently list positive, negative, 
and other aspects of a problem or solution. Aspects are shared as a group list. All alternatives 
are considered before a decision is made.  
www.aea267.k12.ia.us/cia/index.php?page=teaching_strategies 
 
PORPE (Predict, Organize, Rehearse, Practice, and Evaluate)  
A strategy to help students prepare for exams by predicting the questions on the exam. 
 
Prep Creation  
A creativity activity. A list of prepositions (above, in, because, opposite) is interposed between 
two lists of words; try to make sense of the combinations. This technique is used to generate 
novel solutions to problems. web.utk.edu/~mblank/pdf/d5strats/prep.pdf 

http://www.wordiq.com/definition/Opinion_poll
http://www.wcer.wisc.edu/archive/cl1/cl/doingcl/tapps.htm
http://digitaldjs.info/joomla/index.php/pantomime
http://www.cccoe.net/social/pantomines1.htm
http://www.aea267.k12.ia.us/cia/index.php?page=teaching_strategies
http://web.utk.edu/~mblank/pdf/d5strats/prep.pdf
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Provocation  
This approach, similar to the Devil’s Advocate technique, requires the teacher to make 
statements that are obviously foolish in order to provoke students to generate statements or 
situations in which the statement makes sense. For example, “food should be free” can lead 
students into a discussion of different economic and social structures.  
www.mycoted.com/creativity/techniques/provocation.php  
 

Questions  
Tell students to apply who, what, when, where, why, and how to all problems. Or ask students 
to generate questions.  
questioning.org/  
 

Quick Draw  
A pair activity in which students have a short period (typically 30 seconds) to share all they 
know by writing with symbols or drawings.  
 

Quick Talk  
A pair activity in which students have exactly 30 seconds to share all they know.  
 

Quick Write  
A pair activity in which students have a short period (typically 30 seconds) to share all they 
know by writing in a graphic organizer.  
 
Reciprocal Teaching  
Students take turns being the teacher for a pair or small group. The teacher role may be to 
clarify information, ask questions, or ask for predictions.  
 
Relay Summary  
A team activity to summarize reading. One team member writes a sentence summarizing the 
reading then passes the page to a teammate. This exercise continues until everyone in the team 
has added at least one sentence.  
 
RSQC2 (Recall, Summarize, Question, Connect, and Comment)  
A summarization technique in which students:  

• recall (list) key points  
• summarize in a single sentence  
• ask unanswered questions  
• connect the material to the goals of the course  
• write an evaluative comment.  

 
 
 

http://www.mycoted.com/creativity/techniques/provocation.php
http://questioning.org/
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Share-Pair Circles  
Divide the class into two equal groups and ask each group to form a circle. The inner circle 
faces outward and the outer circle faces inward to form pairs of students. In response to 
teacher questions, each pair discusses their ideas, then one of the circles rotates to create new 
pairs. Repeat until the original pairs are facing each other again.  
 
TAPPS (Thinking Aloud Pair Problem-Solving)  
 
Word Associates  
Students are shown a series of cards in which one of the cards does not fit. Once the students 
identify the card that does not fit, they attempt to discover the word or phrase associated with 
the objects or ideas that do belong together.  
 
Word Chain  
A game that helps students categorize. The teacher supplies the category and a first word, then 
students supply the next word in the chain. The chain is formed by having the next word start 
with the ending letter of the previous word. For example: Category = Things found in the 
kitchen. Words: SinK, KnifE, EggbeateR, RefrigeratoR, and so on.  
 

Word Splash  
Students make predictions about a reading based on a collection of key words and the name of 
the central topic. Splash refers to the random arrangement of the key terms around the topic at 
the start of the activity.  
 
Yes, No, Maybe So  
Choose a student to begin. The student chooses a word or picture card. Classmates take turns 
asking questions, to which the student responds “yes,” “no,” or “maybe so.” 
members.tripod.com/~ESL4Kids/games/yes.html  
 
ZOOM  
An extension to the In What Ways Might We approach to creative problem-solving. Teams 
create questions around a problem or opportunity, moving into higher levels of abstraction, 
one level at a time.  
Example using IWWMW: web.utk.edu/~mblank/pdf/d5strats/iwwmw.pdf  
Example using ZOOM: www.thiagi.com/game-zoom.html  
 
 
Used with permission. 

Rowan, Kelly Jo. Glossary of Instructional Strategies. Retrieved 
from www.beesburg.com/edtools/glossary.html. 

http://members.tripod.com/~ESL4Kids/games/yes.html
http://web.utk.edu/~mblank/pdf/d5strats/iwwmw.pdf
http://www.thiagi.com/game-zoom.html
http://www.beesburg.com/edtools/glossary.html
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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 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. 

 

***

http://www.keene.edu/
http://habitsofwork.keenecommons.net/
http://www.mcst-nh.org/
http://www.mcst-nh.org/
http://www.mcst-nh.org/
http://www.transitions.keenecommons.net/
http://habitsofwork.keenecommons.net/
http://www.transitions.keenecommons.net/
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INTRODUCTION 
 
 

 

Welcome to part two, Learning About Work, 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.  

Learning About Work provides the student with foundational skills that are important 
preparation for being successful in a job. These include personal presentation skills like making 
eye contact and shaking hands, attitudes that demonstrate enthusiasm for working, and 
understanding your disability and requesting accommodations. 

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 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. 

Learning About Work 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 are 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 pre-teaching. 

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 e-mail, 
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. 
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NH Career 
Development 
Curriculum 
Framework 
 

Lists the specific proficiency standards (end of grade 
10 and grade 12) towards 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 as makes 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 Learning About Work 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. 

OTHER RESOURCES 

Fleming , A., Gandolfo, C., & Condon, C. (2008). Teaching Networking Skills: Paving a Way to Jobs 
and Careers. Retrieved 
from www.communityinclusion.org/article.php?article_id=251&type=topic&id=3 

This is a free curriculum that complements Learning About Work.  It covers topics such as 
identifying your network, approaching people, talking about your skills and interests, 
learning what employers look for, and exhibiting good business etiquette. The 12-unit 
curriculum can be downloaded at the link above. It includes everything you need to 
teach the course, including teacher scripts and handouts.   

Goode, J. & Bingham, M. (1999). Possibilities: A Supplemental Anthology for Career Choices. Santa 
Barbara, CA: Academic Innovations.  

This book features 50 well-known short stories, essays, poems, plays, and speeches, all 
concerned with work and career. Each work is followed by a variety of activities, 
including lots of writing prompts, which are good potential links to English curriculum. 

Soft Skills: The Competitive Edge. (n.d.). Retrieved from www.dol.gov/odep/pubs/fact/softskills.htm 

Competencies identified in 2007 as key to the success of young workers in the 21st-
century workplace by a group of U.S. businesses with innovative and proactive efforts to 
recruit, hire, and promote people with disabilities.  

 

 

 

 

 

 

 

 

 

 

http://video.google.com/
http://www.communityinclusion.org/article.php?article_id=251&type=topic&id=3
http://www.dol.gov/odep/pubs/fact/softskills.htm
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UNIT 1: FIRST IMPRESSIONS 
 

INTRODUCTION 

First Impressions is the first unit in the Habits of Work curriculum, and also the first unit in part 
two, Learning About Work. The lesson activities are designed to be pick-and-choose to suit the 
needs and interests of your students. See Appendix A in Learning About Work for a short 
summary of the full curriculum.  

LEARNING OUTCOMES 

Students will be able to: 

1. Introduce themselves, demonstrating good posture, a firm handshake, good eye 
contact, and clear articulation. 

2. Maintain good hygiene at their work site. 
3. Dress appropriately for their work site. 

BACKGROUND INFORMATION FOR INSTRUCTOR 

First impressions matter. Depending on their circumstances, students may or may not 
understand what it means to make a good first impression in the workplace, nor how 
important it is when looking for a job. 

 Just as there are cultural differences between home and school, there are cultural differences 
between school and work. These need to be made explicit. For example, eye contact has 
gender and cultural significance. It’s not about what is good or bad; it’s about the cultural 
expectation. What have students been taught and how do they feel personally about eye 
contact? Knowing this first and knowing next what the workplace expects is important.  

Makeup, hairstyle, and shaving are all personal choices, and we don’t want to dictate these for 
students. The goal instead is awareness: How do personal choices compare to the cultural 
norm at their workplace, and how do similarities and/or differences affect the impressions they 
make? 

Readings  
A couple quick reads about first impressions: www.gladwell.com/blink/index.html 
and www.mindtools.com/CommSkll/FirstImpressions.htm. 

http://www.gladwell.com/blink/index.html
http://www.mindtools.com/CommSkll/FirstImpressions.htm
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Other Resources  
There are lots of good Expert Village videos on YouTube. Search for “nonverbal expert 
village.”  

UNIT PREPARATION CONSIDERATIONS 

Tasks 

Several of the work site activities involve the student interviewing someone. Identify a 
natural support person at the work site whom the student can question regarding hygiene, 
makeup, hair, and other personal appearance topics. The site manager might know just the 
person that is right for this kind of conversation. 

Some of the lessons in this unit are gender-specific (e.g., makeup, facial shaving). We suggest 
splitting the group by gender for these lessons and matching a female teacher with the girls 
and a male teacher with the boys. 

If possible, collect examples of work site dress code policies that can be shared later in 
class. 

If you do the Cleanliness Kit activity, gather samples of what might go in the kits to provide 
concrete visuals of the possibilities. 

Speakers  
Scan the classroom-based introduction activities for speaker ideas. Contact these people 
early to arrange dates and times. Other speaker sources beyond those specifically 
mentioned in the activities are your local Rotary club or SCORE (a national nonprofit group 
of business professionals whose mission is to “provide resources and expertise to maximize 
the success of existing and emerging small businesses”: www.score.org/explore_score.html. 

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

• stereotypes (e.g., opera singer, rap artist) 
• dress for different purposes (job, , safety, casual, formal) 
• cultural norms 
• parody 
• faux pas 

 
 
 

http://www.score.org/explore_score.html
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SUMMATIVE ASSESSMENT IDEAS 

Following are ideas for a summative assessment for this unit: 

1. Journal prompts (learning outcomes 1, 2):  

• What would you do to make a good first impression now? How is this different 
from what you thought before we started this module? 

• Comment on culture similarities and differences between home, school, and your 
work site. 

2. Make a personal checklist you would use to get ready for a first visit to a work site 
(learning outcomes 2, 3).   

3. With partners, put on a skit (learning outcomes 1, 2, 3) showing:  

• Mistakes people make. 
• Useful things people can do to make a good first impression. 

UNIT KICKOFF 

1. This website has several pictures of teens in appropriate and inappropriate interview 
attire. Print them for discussion or send students to the website as an assignment. Note 
that the gallery lacks photos of males dressed inappropriately.  
jobsearch.about.com/od/teenstudentgrad/ig/Interview-Attire/ 
 

2.  Show this 2:09-minute surprise-ending YouTube video, “How to Dress for a Job 
Interview”: www.youtube.com/watch?v=g6xufGeyaMU 

 
3. Surprise the class. Ask them to imagine you are a substitute. Pretend to start the class 

making a good impression, and then make a bad one. 

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. First impressions  
2. Dress and dress code 
3. Handshake 
4. Eye contact 
5. Introducing yourself 
6. Hygiene 
7. Hair 
 

http://jobsearch.about.com/od/teenstudentgrad/ig/Interview-Attire/
http://www.youtube.com/watch?v=g6xufGeyaMU
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The last two lessons are gender-specific: 
8. Makeup 
9. Shaving 

 

Lessons Instructional 
Sequence Activities  

1. First 
impressions  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Introduction – individual 
Journal. List five good ideas for making a 

good first impression. “I will try to remember  
to …” 

Acronym memory. Create an acronym to help 
you remember what to do to make a good first 
impression, e.g., HEN (handshake, eye contact, 
neat appearance). 

Introduction – classroom 
 
 
 

Journal. Discuss what you would do to 
make a good first impression with a potential 
employer. Write a summary journal entry after 
the class discussion. Identify what will be easy 
for you to do to make a good first impression 
and what might be challenging. 

Agreement circles. Form students in a circle. 
The teacher reads statements that are good 
choices and bad choices for making good first 
impressions. Students step in to the circle if 
they believe the statement is a good choice. 
Students remain on the outside of the circle if 
they believe the statement is a bad choice. 

Discussion. With the class, discuss what 
assumptions you make about a person with 
tattoos, jeans, piercings? What might an 
employer assume? Discuss how dress codes 
can vary by type of business, and even within a 
business (e.g., warehouse vs. front desk). You 
may need to preteach the term stereotype. 

Workplace activity Mental notes. Notice the appearance of other 
people. What impressions do you get? 

Ask your supervisor to describe their first 
impression of you. 

Follow-up – individual 
Journal. Write an entry completing the 

following: “Making a good first impression will 
…” and “I feel sorry for someone who does 
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Lessons Instructional 
Sequence Activities  

First impressions, 
continued 
 
 
 
 
 
 
 
 

not make a good first impression because …” 

Journal. Write a journal entry describing 
any changes you might make as a result of what 
your supervisor told you: “The new me  
will …” 

Follow-up – classroom Alternative scenarios. Based on your 
workplace experience and the feedback from 
your boss, create an alternative scenario – a 
replay of the events that happened at work 
with changes you would make to create a 
stronger first impression. Act out the two 
scenarios. See if your peers can identify the 
changes you made in your alternative scenario. 

2. Dress and 
dress code 

Introduction – individual 
Watch the 1:48-minute monologue on 

the impact of what you wear, “Non-Verbal 
Communication Tools: Non-Verbal 
Communication: Clothing”: 
www.youtube.com/watch?v=0xsng2YOhMA&fe
ature=channel 
Journal. Look in your closet. What would you 
wear to an interview? Describe the outfit in a 
journal entry, or draw and label the outfit, or 
take a photograph with you in your interview 
clothes and put it in your journal. 

 
 
 
 
 

 
 Watch the 2:21-minute straightforward 

video, “How to Tie a Tie: The Half Windsor”: 
www.youtube.com/watch?v=zSxNp4txj8c  
Practice tying a tie. Take a digital picture of 
yourself wearing the tie and send it to your 
teacher. 

  
 Explore the website, “37 Ways to Tie a 

Scarf” at www.scarves.net/how-to-tie-a-scarf/, 
which has both videos and written instructions. 
Try one of the techniques. Take a picture of 
yourself wearing the scarf and send it to your 
teacher.  

http://www.youtube.com/watch?v=0xsng2YOhMA&feature=channel
http://www.youtube.com/watch?v=0xsng2YOhMA&feature=channel
http://www.youtube.com/watch?v=zSxNp4txj8c
http://www.scarves.net/how-to-tie-a-scarf/
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Lessons Instructional 
Sequence Activities  

Dress code, 
continued 
 

Introduction – classroom 
 
 
 
 

Cut out pictures of people wearing different 
styles of clothing. (Or, find digital images of 
people wearing different styles of clothing.) 
Examine them and decide what impression you 
have about the person. Show your pictures to 
another student. Play the Guess My First 
Impression Faux Pas game. 

 
 
 
 
 

 Brochure. Create a collective brochure for the 
fictional How to Dress for Success Clothing 
Company. Using cutouts from magazines and 
flyers, create a dress for success brochure. 
Each student can create his or her brochure 
beginning with a description of their workplace 
and then a dress for success image. You could 
do this activity on the computer as well. 

 
 
 
 
 

 Paper dolls. Make paper dolls using clothes cut 
out of magazines or catalogs. 

Mystery of the dress code. Every work site has 
a dress code, whether it’s formally written 
down or not. Share examples of policies. 
Brainstorm a checklist for gathering cues about 
the unspoken dress code. Create an acronym 
to help you remember what to look for at your 
workplace. 

Special guest: Human Resources or 
Chamber of Commerce representative. 
Prepare one to two questions to ask about 
what’s appropriate to wear at different sites, 
e.g., garage, retail store, office, farm. 

Interview Readiness Day. Come to class 
dressed as if you were coming for an interview. 
Discuss how you made your choice. 

Discussion about stereotypes.  
Stereotypes about females. Discuss why going 
for an interview in bare legs and a short skirt 
could be worse than having a nose ring or 
tattoo. 
Stereotypes about males. Discuss something 
comparable, e.g., torn baggy jeans, stained T-
shirt, pants worn low. 
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Lessons Instructional 
Sequence Activities  

Dress code, 
continued 

Workplace activity Mental notes. Observe what the informal dress 
code is. Remember to use the acronym to help 
focus your observations. 

 Ask the work site contact to explain the 
actual dress code. Ask what happens when an 
employee dresses inappropriately.  

 Follow-up – individual 
Journal. Write a journal entry explaining 

how the work site handles dress code 
problems. 

 
Journal. Write a journal entry describing 

the informal dress code. What did your 
observations tell you?  What evidence do you 
have? 

 Follow-up – classroom Find someone who … Students generate a list 
of findings about the informal and formal dress 
code. Try to find as many other students who 
have the same findings about the informal and 
formal dress code at their workplace. Follow 
the activity with a discussion. 

3. Handshake 
 
 
 
 
 
 
 
 

Introduction – individual 
Watch the 2:16-minute humorous 

video on how to give a good handshake, “How 
to Meet Jeff Gordon”: 
www.youtube.com/watch?v=ZV_VpXVMVqw&
feature=related 
Shake hands with five different people. Note 
the impression you get of them from their 
handshake.  
Write a journal entry. Use adjectives to 
describe the handshakes. “The handshake felt 
like …” “It made me feel like …” 

 Introduction – classroom Brainstorm different kinds of handshakes (e.g., 
strong, weak, limp fish, too long, game). 
Demonstrate them with each other. Practice 
appropriate handshakes for the workplace. 
Remember that types of handshakes can be 
both gender and culturally based. This is a good 
time to talk about the culture of the workplace 
and workplace expectations of handshakes. 

http://www.youtube.com/watch?v=ZV_VpXVMVqw&feature=related
http://www.youtube.com/watch?v=ZV_VpXVMVqw&feature=related
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Lessons Instructional 
Sequence Activities  

Handshake, 
continued 

 Pass the handshake game. A student shakes the 
hand of another student (e.g., exaggerated, 
weak.) Students greet each other during the 
handshake with their name: “Good afternoon, 
Rick“ and “Good afternoon, Jenn.” Drop hands 
and try again with an appropriate handshake.  

 Workplace activity Mental notes. Shake hands with 10 to 15 
people and notice the different styles. Notice 
who gives what kind of handshake and what 
message it conveys. 

 Follow-up – individual 
Journal. Write a journal entry describing 

who gave what kind of handshake and what 
message it conveyed. Create a graph of the 
handshake types. 

 Follow-up – classroom Game. Each student gets one handshake card 
(firm handshake, limp handshake, the never-
ending handshake, the high-in-the-air 
handshake, the I’m-distracted-or-too-busy 
handshake) and a set of reaction statement 
cards (this person is confident, this person is 
unsure of him- or herself, this person is 
violating my personal space, this person doesn’t 
have time for me, this person doesn’t respect 
me). Play a matching game.  

  Cue cards. Hand out sets of handshake cards 
(as above) to small groups. Choose two 
students to demonstrate different handshakes. 
Groups decide what they’re seeing and hold up 
the correct cards. 

4. Eye contact 
 
 
 
 
 
 
 
 

Introduction – individual 
 Watch the 2:04-minute monologue 

on eye contact, well-illustrated by the actor’s 
eyes in the 
video: www.youtube.com/watch?v=nwbUy3MH
ZGg 
Journal. Make a chart with two columns: one, 
what is happening with the eyes and two, how 
that makes you feel. Watch the video again and 
complete the chart, stopping and starting the 
video as needed.  

http://www.youtube.com/watch?v=nwbUy3MHZGg
http://www.youtube.com/watch?v=nwbUy3MHZGg
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Lessons Instructional 
Sequence Activities  

Eye contact, 
continued 
 
 

 

Introduction – classroom Dyad. Try a conversation with and without 
different kinds of eye contact. What is the 
difference between eye contact and staring? 
When do you avert your eyes? When does eye 
contact make you feel comfortable? When 
does eye contact make you feel uncomfortable?  

Workplace activity Mental notes. Who makes eye contact with 
you? With whom do you feel comfortable or 
uncomfortable making eye contact? Practice 
making good eye contact. 

Follow-up – individual 
Journal. Write about what it’s like to focus 

on good eye contact: “It makes me feel …” 
“My first reaction is …” “I wonder …” 
“Sometimes I will …” 

Follow-up – classroom Narrative pantomime. The teacher reads a 
made-up scenario (the teacher or student can 
create the scenario) that takes place at work, 
and the students act out the scenario silently 
to demonstrate the idea using movement with 
a particular focus on changes in eye contact.  

5. Introducing 
yourself 

Introduction – individual Develop an introduction script. “Hello, I’m 
Tom. I’m a junior at Conant High School  
and …” Make an ID card-sized cue card for 
yourself. 

 
 
 
 
 

Introduction – classroom Cut/Take 2. With a partner, develop 
introduction scripts as above. Now put them 
together and act them out. 
Audience: “Cut!” State what is going well and 
what needs to be worked on with a few 
suggestions. “Take 2.” Incorporate the changes 
and act it out again. 

 
 

 Telephone introductions. With a partner, 
develop a script to introduce yourself and 
express interest in an internship. Practice 
calling and leaving a message. 

 Workplace activity Try out your script on your supervisor. Ask 
for suggestions to improve it. 
 



FIRST IMPRESSIONS (UNIT 1) 

 

 
| 14 Habits of Work Curriculum – Part 2 – Learning About Work 

Lessons Instructional 
Sequence Activities  

Introducing 
yourself, continued 

Follow-up – individual 
Journal. Write a journal entry about 

performing your script. What went well? What 
suggestions did your supervisor have? What 
changes do you want to make next time? 

 Follow-up – classroom Instant replay. Compare experiences with 
other students who tried out their script. 
Identify themes that emerged from this 
discussion and brainstorm how to overcome 
challenges. Then try Instant Replay. Act out 
what happened in the workplace. Next, act out 
what you would do differently if you could 
rewind the experience. 
 

6. Hygiene 
 
 

Introduction – individual List what you would put in a cleanliness kit in 
case of emergencies at work. For women there 
will be feminine hygiene products that will need 
to be included. 

 
Journal. Discuss the importance of 

explaining dirty hands or nails (e.g., gardening, 
painting). The reason? Explaining it right away 
heads off questions and wrong assumptions 
about you. 

 
Journal. Write a journal entry about your 

reaction to people with hygiene issues (bad 
breath, greasy hair, body or smoking odors, 
dirty fingernails. “When someone is close to 
me and I smell bad breath, the first thing that 
comes to mind is … and then I think …” Do 
the same for the other hygiene issues. 

 Introduction – classroom 
 
 

Discuss odors (breath, hair, body, smoking), 
why they’re unpleasant, and what you can do 
to prevent them. 

 Cleanliness kit. Work in groups to design what 
should be in a cleanliness kit and then make a 
poster to share with the class. Each student 
then assembles their own personal kit to leave 
at work in case of emergencies. Note that 
some students can use their kits for needed 
medical supplies as well. 
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Lessons Instructional 
Sequence Activities  

Hygiene, 
continued 

Game. Sit in a circle. First, the student must 
complete the following sentence: “I’m [student 
name], and I’m going to my workplace 
tomorrow. In my cleanliness kit I am going to 
bring …” The next student completes the 
same sentence but has to restate what the first 
student said she or he would bring. Continue 
around the room. To help students, you can 
write the students’ names on the board and 
what they will bring. If the class is small, you 
can go around the circle several times. 

 Workplace activity Show your supervisor your cleanliness kit and 
ask if and where you can keep it at work. 

 If your work site has a nurse, ask that 
person how they would deal with a person 
with body odor, bad breath, or smoking odors. 

 Follow-up – individual 
Journal. After a couple weeks with your 

kit, make a list of items in your kit. Check off 
what you have used and add what you need. 

  Make a personal hygiene checklist to leave in 
your bedroom for use when you go to a work 
site. Include a shower and hair washing 
schedule or log. 

7. Hair 
 
 
 
 
 
 
 
 
 
 
 
 
 

Introduction – individual 
Journal. Explore this hair care online 

magazine from 
Australia: www.virtualhaircare.com/virtual%20s
alon/frame_vs.html. Write down 10 hair facts 
that interest you. 

Watch the 3:39-minute video of the 
song “Hair” from the 2009 Tony Awards:  
www.youtube.com/watch?v=SNnUITJ4V0o 
 

Think about how people identify themselves 
with their hairstyle. Hunt around the Internet 
for pictures of famous people whose hair 
reflects something about their personalities. 
Paste the pictures in your journal with short 
captions, “John Doe’s hair tells you he is …” 

http://www.virtualhaircare.com/virtual%20salon/frame_vs.html
http://www.virtualhaircare.com/virtual%20salon/frame_vs.html
http://www.youtube.com/watch?v=SNnUITJ4V0o
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Lessons Instructional 
Sequence Activities  

Hair, continued Introduction – classroom Invite a local hairstylist to demonstrate 
good grooming techniques. As part of the 
discussion afterward, talk about things you 
might want to add to your cleanliness kit. 

Agree/disagree matrix. Write the statement, 
“People who don’t brush their hair are poor 
workers” on the board. Poll the group for 
agreement or disagreement. Put the results 
away for discussion after students have 
observed at the workplace.  

Workplace activity Mental notes. Observe people’s hair, including 
style, cleanliness, and neatness. What 
assumptions do you make about the person? 

Follow-up – individual 
Journal. Write a journal entry about your 

hairstyle and care and what changes you might 
make, if any, to improve how you’re regarded 
as an employee, including how often you wash 
your hair. Take before-and-after pictures and 
paste them in your journal. Explain the reasons 
for the changes. 

Follow-up – classroom Agree/disagree matrix follow-up. Now that you 
have spent time observing hairstyles at the 
workplace, complete a new class matrix. Meet 
in small groups to discuss the results and 
changes. 

 Follow-up – classroom Group check-in. Who has used their kit? What 
would they have done without it? 

8. Makeup 
 
 
 
 
 
 
 
 
 
 

Introduction – individual 
 Watch the 2:59-minute video about 

putting on fresh, clean makeup:  
www.youtube.com/watch?v=shpZ47Mvxfg 
Journal. Portraits of Me: Draw your self-
portrait (or maybe just your face) in different 
places. Label your portraits. Make sure you 
have a work portrait. Write a caption for each 
portrait, e.g., self at school dance (lots of 
makeup), self at work place (no makeup), etc. 

Watch the 8:50-minute parody of 
reasonable 

http://www.youtube.com/watch?v=shpZ47Mvxfg
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Lessons Instructional 
Sequence Activities  

Makeup, 
continued 
 
 
 
 
 
 
 
 
 
 
 

makeup:  www.youtube.com/watch?v=dIa-
VKbVW04 
Write a journal entry commenting on what 
makes this a parody. What does it mean to be 
too extreme? 
 

Watch the 4:12-minute basic eyebrow 
tutorial: www.youtube.com/watch?v=PugziVUik
Eg   
Draw four faces with eyes and eyebrows. 
Circle the one you like best and explain why. 
 

Introduction – classroom Poster. Cut out pictures from magazines and 
make a poster showing women wearing 
makeup both appropriate and inappropriate for 
a work site.  
 
Present your poster to your group, explaining 
your reasons for choosing each picture. You 
could also do a Google image search to find 
pictures. 

Workplace activity Mental notes. Observe what a few different 
women are wearing for makeup, if any. What is 
the range of styles? Do they fit the workplace? 
 

Follow-up – individual 
Journal. Write an entry describing what 

you noticed as far as makeup use and style at 
your work site. 

Follow-up – classroom Group check-in. Use chart paper and draw 
outlines of faces, maybe six in a row. What is 
the range you observed at the work site? 
Compare observations with others in the class. 

9. Shaving Introduction – individual 
Watch this 1:03-minute video on 

dealing with problem areas to avoid razor cuts: 
www.youtube.com/watch?v=bWquUXC2Te8 
Journal. Try this technique. Write a journal 
entry about how it worked for you. 

http://www.youtube.com/watch?v=dIa-VKbVW04
http://www.youtube.com/watch?v=dIa-VKbVW04
http://www.youtube.com/watch?v=PugziVUikEg
http://www.youtube.com/watch?v=PugziVUikEg
http://www.youtube.com/watch?v=bWquUXC2Te8
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Lessons Instructional 
Sequence Activities  

Shaving, continued 
Watch this 2:22-minute instructional 

video on shaving (not electric 
razor): www.youtube.com/watch?v=kmNwyGz
UOCM 
Journal. Try something from this video. Write a 
journal entry about the experience. 

 Introduction – classroom Discuss the timing of when you shave and how 
closely. Discuss personal preference versus 
workplace expectations. Look at pictures of 
people with different facial hairstyles and 
discuss the kind of workplace where you might 
find them. 

  Activating prior knowledge. What jobs have 
rules about facial hair? (For example, 
firefighters can’t have beards because they have 
to be able to wear air masks.) 

 Workplace activity Mental notes. Is there a norm? What 
assumptions do you make about the men you 
see based on their facial hair? 

   Ask your supervisor if there are rules or 
guidelines about acceptable facial hair at your 
workplace. 

 Follow-up – individual 
Journal. Write a journal entry describing 

your personal plan for how you will or will not 
shave for work. 

 Follow-up – classroom Group check-in. Use chart paper and draw 
outlines of faces, maybe six in a row. What is 
the range of facial hairstyles you observed at 
the work site? Compare observations with 
others in the class. 

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 
more intensely than others. Habits of Work provides practice towards these standards. Student 

http://www.youtube.com/watch?v=kmNwyGzUOCM
http://www.youtube.com/watch?v=kmNwyGzUOCM


FIRST IMPRESSIONS (UNIT 1) 

 

 
| 19 Habits of Work Curriculum – Part 2 – Learning About Work 

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. 
1.8 Recognize, evaluate, and respond appropriately to persuasive forms of communication. 
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. 
3.1 Independently identify resources and tools needed to achieve learning goals.  
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.  
4.5 Apply decision-making skills to career planning and career transitions.  
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.  
6.1 Locate, evaluate, and interpret career information.  
6.2 Identify and explain the rights and responsibilities of employers and employees.  
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 their 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  

1.1 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 

communication. 
1.5 Demonstrate the ability to adjust communication style and language so that it is 

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.  
4.1 Demonstrate behaviors that maintain physical and emotional health.  
4.4 Demonstrate the ability to make decisions consistent with one’s own belief system. 
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.  
6.5 Analyze the effects of the changing workplace on the individual, employers, workers, 

labor organizations, the economy, and society.  
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. 
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.  
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UNIT 2:  UNDERSTANDING YOUR  
               DISABILITY 
 

INTRODUCTION 

Understanding Your Disability is the second unit in the Habits of Work curriculum, and also the 
second unit in part two, Learning About Work. The lesson activities are designed to be pick-and-
choose to suit the needs and interests of your students. See Appendix A in Learning About Work 
for a short summary of the full curriculum.  

LEARNING OUTCOMES 

Students will be able to: 

1. Identify strengths and talents they can apply in a work setting. 
2. Describe how their disability might affect them in a work setting. 
3. Describe their personal plan for disclosure. 
4. Request an accommodation in a work setting. 

BACKGROUND INFORMATION FOR INSTRUCTOR 

You are not broken. There are many ways to be smart. There are many ways to be strong. 

Students need to hear this explicit message over and over again to counter both subliminal and 
explicit messages they receive in their daily lives. Their understanding of their disabilities at this 
age can vary widely. Often what they know will focus on their weaknesses. Part of the intent of 
this unit is to help make visible their strengths, especially ones they’ve developed because they 
have a disability. A practical understanding of what job tasks may be difficult is also important, 
as is an understanding of accommodations that can help.  

Job applicants with a disability, like all other applicants, must be able to meet the employer’s 
requirements for the job, such as education, training, employment experience, skills, or licenses. 
In addition, applicants with a disability must be able to perform the essential functions of the 
job, i.e., the fundamental duties, either on their own or with the help of reasonable 
accommodations. An employer doesn’t have to provide an accommodation that will cause undue 
hardship, meaning significant difficulty or expense. (Adapted 
from www.eeoc.gov/facts/jobapplicant.html.) 

Students need to figure out accommodations and resources available to them; they also need to 
be able to educate an employer effectively. They need an understanding of their rights and 
responsibilities in the workplace as well as the rights and responsibilities of their employers. 

http://www.eeoc.gov/facts/jobapplicant.html
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Disclosure is a personal decision. Figuring out what an employer needs to know and deciding 
what or how to disclose are important skills.  

Readings 
Overview FAQ of the ADA as it applies to the job application 
process. http://www.eeoc.gov/facts/jobapplicant.html 

Accommodations:  
• for specific employees with disabilities in a variety of occupational 

settings: www.workrerc.org/accommodations.php 
• related to mental health disabilities: www.dol.gov/odep/pubs/fact/transitioning.htm 
• related to learning disabilities: www.jan.wvu.edu/media/LD.html 
• related to ADHD: www.jan.wvu.edu/media/adhd.html 
• related to medical disabilities: haskjan.org/media/atoz.htm 

Disclosure: 
• considerations, including samples of disclosing in a cover letter, when confirming an 

interview, and how to disclose: www.udel.edu/CSC/disclosure.html 
• whether or not and what to disclose: www.dol.gov/odep/pubs/fact/ydw.htm 

An introduction to Howard Gardner’s Multiple Intelligence 
theory: www.thirteen.org/edonline/concept2class/mi/index.html 

Other Resources 

 The Headstrong Nation website has a mission to serve the dyslexic community by 
providing information about dyslexia, self-advocacy, and new technologies in multimedia 
formats: www.headstrongnation.org/. It includes an excellent 26:46-minute video, 
“Headstrong: Inside the Hidden World of Dyslexia and Attention Deficit Disorder.”  

The 411 on Disability Disclosure: A Workbook for Youth with Disabilities. This is a great resource 
for youth and adults who work with them. It has clear language, an appealing layout, and 
many case studies and personal exercises. From the National Collaborative on Workforce 
and Disability (NCWD). Available in PDF or Microsoft Word format, as a complete guide 
or in individual sections. www.ncwd-youth.info/resources_&_Publications/411.html 

The 411 on Disability Disclosure: A Workbook for Families, Educators, Youth Service Professionals, 
and Adult Allies Who Care About Youth with Disabilities. This adult-focused workbook is a 
companion publication to the student workbook above. It introduces numerous examples 
of young people struggling with the questions, do I disclose or do I not disclose? It also 
offers information and practice opportunities you can use to learn how to support a young 
person in disclosing most effectively. Available in PDF or Microsoft Word 
format. www.ncwd-youth.info/411-on-disability-disclosure-for-adults 

Cyber Disclosure for Youth with Disabilities. This document is a supplement to The 411 on 
Disability Disclosure. Sites like Google and Facebook have added a new element to disclosure, 
where it is now possible to disclose your disability on the Internet without even being 

http://www.eeoc.gov/facts/jobapplicant.html
http://www.workrerc.org/accommodations.php
http://www.dol.gov/odep/pubs/fact/transitioning.htm
http://www.jan.wvu.edu/media/LD.html
http://www.jan.wvu.edu/media/adhd.html
http://askjan.org/media/atoz.htm
http://www.udel.edu/CSC/disclosure.html
http://www.dol.gov/odep/pubs/fact/ydw.htm
http://www.thirteen.org/edonline/concept2class/mi/index.html
http://www.headstrongnation.org/
http://www.ncwd-youth.info/resources_&_Publications/411.html
http://www.ncwd-youth.info/411-on-disability-disclosure-for-adults
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aware of it. This new document provides suggestions to students about how to make an 
informed decision about their own disability disclosure and manage their online disclosure. 

UNIT PREPARATION CONSIDERATIONS 

Tasks 
Be sure to get parental permission before students reads their IEPs. 

Students may or may not know much about their disability. You may need to gather 
additional resources on particular disabilities for them to explore. Preview any suggested 
websites for appropriate reading and concept level. 

At the internship site, make sure there’s a clear plan in place with all parties involved about 
the supports the student will have. 

VARK is a short questionnaire, available online, that provides students with information 
about the way they like to take in and give out information. VARK is free only for use in 
universities, colleges, and high schools, and is suggested here with permission. If you plan to 
have your students complete the VARK-based activity in the Your Disability lesson, read 
this short section about administering the questionnaire and interpreting the 
results, www.vark-learn.com/english/page.asp?p=advice.  

There are several workplace activities involving interviewing people at the workplace. Be 
sure to prepare the interviewees for the students’ questions and the intent of the lesson. 
You may need to explain some terminology, e.g., accommodation, essential job functions. 

Several of the activities in this unit use disability-specific videos. You can customize the 
activities by doing a YouTube or Google video search using a different disability. 

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

NHWorks career centers throughout the state offer education and training resources at no 
or minimal cost. You can request a speaker to come talk about disclosure and the pros and 
cons people consider. Speakers can also address accommodations. To find an office close to 
you, enter your zip code on this web page, www.nhworks.org/index.cfm. 

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

• learning styles 
• multiple intelligences 
• accommodation 

 

http://www.vark-learn.com/english/page.asp?p=advice
http://www.nhworks.org/index.cfm
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SUMMATIVE ASSESSMENT IDEAS 

Following are ideas for a summative assessment for this unit: 

1. Idea spinner. Create spinners with four quadrants labeled, “Predict, Explain, Summarize, 
Evaluate.” In small groups, take turns being the interviewer and interviewees. The 
interviewer spins the spinner and asks the others questions about their disability, 
strengths, and accommodations based on the location of the spinner (learning outcomes 
1, 2, 4).  

 
2. Write your personal plan for disclosure answering the questions who, what, when, 

where, why, and how (learning outcome 3).  
 
3. Build a 3D structure that explains your strengths, your disability, and accommodations 

that help you (learning outcomes 1, 2, 4).  
 
4. Knowledge Grammy Awards. Distribute nomination forms. Students fill them out 

describing the new knowledge that will be most useful. Students categorize and tabulate 
results and announce winners (learning outcomes 1, 2, 3, 4).  
 

5. Create a What Someone Should Know About Me flyer or brochure (learning outcomes 
1, 2, 3, 4).  

UNIT KICKOFF  

1.  Show this 4:35-minute video segment from What the Silenced Say, a Jonathan 
Mooney presentation. Jonathan Mooney has dyslexia and ADHD and did not learn to 
read until he was 12 years old. He is also a graduate of Brown University’s class of 2000 
and holds an honors degree in English literature. He has published two books and 
lectures all over the country. www.youtube.com/watch?v=gbBLYHyR7qg 
 

2.  Show this 0:34-minute English translation of a French language public service 
announcement showing able-bodied people trying to live in a world made for those with 
disabilities. www.youtube.com/watch?v=RsuKxY_9f_8&feature=related 

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. Your disability 
2. Strengths 
3. Disclosure 
4. Accommodations 

http://www.youtube.com/watch?v=gbBLYHyR7qg
http://www.youtube.com/watch?v=RsuKxY_9f_8&feature=related
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Lessons Instructional 
Sequence Activities  

1. Your disability Introduction – 
individual 

Read your IEP or 504 plan and highlight three places 
where you have a question or a comment. Find the 
answers or share your comments with a trusted 
adult. 

  
Journal. Do some research in the library or 

online about your disability. Pretend you have to 
explain it to a group of young elementary students. 
What would you tell them? Write a journal entry or 
record yourself explaining your disability. 
(or) 
Make a fact sheet of at least 10 statements you 
could use to help someone understand your 
disability. 

  
 Watch this 8:06-minute video of interview 

snippets of college students talking about accepting 
their disabilities: www.going-to-
college.org/myplace/disability.html 
Write a journal entry about your reactions to this 
video. What struck you? What did you relate to? 

  
Journal. Complete this learning styles 

questionnaire online: www.vark-
learn.com/english/page.asp?p=questionnaire 
Look at the help sheet for your dominant learning 
style: www.vark-
learn.com/english/page.asp?p=helpsheets  
Write a journal entry about two of the strategies 
you think might be useful at the work site. Name 
the two strategies and explain how they might be 
useful at your work site. 

 
 
 
 
 

Introduction – 
classroom 
 

Discussion. Discuss how people learn differently. 
Discuss different ways to be smart (multiple 
intelligences). Make three pie charts that include all 
the different intelligences. On the first, color in the 
ones that are strengths for you. On the second, 
color the ones you think will be needed in the work 
place. On the third, color the ones that you 
anticipate needing to work on.  

http://www.going-to-college.org/myplace/disability.html
http://www.going-to-college.org/myplace/disability.html
http://www.vark-learn.com/english/page.asp?p=questionnaire
http://www.vark-learn.com/english/page.asp?p=questionnaire
http://www.vark-learn.com/english/page.asp?p=helpsheets
http://www.vark-learn.com/english/page.asp?p=helpsheets
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Lessons Instructional 
Sequence Activities  

Your disability, 
continued 
 

 Brain dumps. Talk or write for five minutes without 
stopping. Use the prompt, “What I know about my 
disability is …” Then look at what you know and 
decide what you’d like to know more about. Find 
the answers.  

  Investigation. The teacher explains the structure of 
an IEP and what information goes in each section. 
Read your IEP in the classroom or as homework. 
Highlight places you have questions and work with 
your teacher to figure out where to find the 
answers. 

 
 
 

 Discussion. The teacher explains the difference 
between entitlement and access in terms of 
disability legislation. Discuss what this means in 
college and other postsecondary programs 
(accommodations but not modifications) and in the 
workplace (must be able to do essential job 
functions with reasonable accommodations). 

  Muddiest point. Describe the aspect of your 
disability that you understand the least (your 
muddiest point). Brainstorm in class about where to 
find the answers. 

 Workplace activity Interview your supervisor. What tools or 
strategies has he or she seen employees use to help 
them do the essential functions of his or her job? 

  Interview your supervisor. What are the 
essential job functions of two jobs that interest you? 

 
 
 
 
 
 
 

Follow-up – individual 
Journal. Based on your research and what you 

learned from your interviews, pick one job and list 
the essential functions (“I know the job will require 
…”). Rate your readiness to take on each function 
on a scale of 1 to 5 (5 being totally confident). 
Write one planning or preparation statement for 
each function, “Therefore my plan is to …”  

  
Journal. Write an entry: “My disability is …” 

“This means …” 

 Follow-up – 
classroom 

Group check-in. Compare what you learned in your 
interviews. 
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Lessons Instructional 
Sequence Activities  

Your disability, 
continued 

 Quick draw. In pairs, and writing with symbols or 
drawing, share all you know about your disability. 
Note: No one has to share what they consider 
private. 

2. Strengths Introduction – 
individual Journal. Read your IEP. Find and write down 

three strengths, two goals, and one challenge. 

 
 
 
 
 

 
Watch the 11:49-minute monologue by a 

college-age Australian man talking about his 
disabilities. Caution: There are a few minor swears. 
“Dyslexia, Phobias, OCD, and What Makes ME 
Who I Am”: 
www.youtube.com/watch?v=dpfc4NNQBbM&featur
e=related 
Write a journal entry. What strengths does this 
person have? What strengths do you have? 

  
Watch the 1:03-minute video, “Which Is 

Your Treasure?” about how everyone is called to 
do 
something: www.youtube.com/watch?v=mk2msLgQ
d38&feature=related 
Write a journal entry. What experience do you 
have with this “calling.” Tell your story… 

 
 
 
 
 
 
 
 

 
Watch the 4:03-minute music video – text 

to read, no script – “The Power of Dyslexia – 
Famous 
Dyslexics”: www.youtube.com/watch?v=l_qGJ9svUb
M&feature=related 
Write a journal entry about the blue ribbons you 
would give some of these people. Name the awards 
and explain your reasons for giving them. What 
awards would you give yourself?  

 
 
 
 
 
 

 
Watch this 2:00-minute video of several 

students describing their strengths: 
www.going-to-college.org/myplace/strengths.html 
Write a journal entry about your strengths. “My 
disability has taught me I need to …” “Because of 
my disability, I now have developed many strengths. 

http://www.youtube.com/watch?v=dpfc4NNQBbM&feature=related
http://www.youtube.com/watch?v=dpfc4NNQBbM&feature=related
http://www.youtube.com/watch?v=mk2msLgQd38&feature=related
http://www.youtube.com/watch?v=mk2msLgQd38&feature=related
http://www.youtube.com/watch?v=l_qGJ9svUbM&feature=related
http://www.youtube.com/watch?v=l_qGJ9svUbM&feature=related
http://www.going-to-college.org/myplace/strengths.html
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Lessons Instructional 
Sequence Activities  

Strengths, continued Some of these are …”  
Alternatively, design a shield of strength. 

 
 
 
 
 

 
Journal. Look at the 10 statements you 

developed about your disability in the Your 
Disability lesson. For each of the statements add a 
statement about your strengths: “People with this 
disability might … but like me … they might be 
really good at …”  

  
Journal. Research a famous or successful 

person with a disability similar to yours. This 
website may be 
helpful: www.familyvillage.wisc.edu/general/famous.h
tml 
Make two lists: What are the person’s strengths? 
How do they work with and around their disability? 

 Introduction – 
classroom 

Share-pair circle. The class divides into two equal 
groups and forms an inner and outer circle facing 
each other. Think about the ways you work with 
your disability and the skills you have developed. 
Share these with the person opposite you. Then 
rotate one spot. Repeat the exercise until you’ve 
gone all the way around. 

 
 
 

 As a group, create a big list of strengths people can 
have. Create another list of several jobs. Decide 
which strengths would be needed in specific jobs. 
Generalize the discussion to the value of matching 
personal strengths and job requirements. 

 
 
 

Workplace activity Often difficult children grow up to be interesting 
adults. Interview two employees you find 
interesting. What was school like for them? What 
do they like about their work? 

  Interview three people at your work site. What 
do they think their strengths are? 

 Follow-up – individual 
Journal. Write an entry about how you use 

your strengths outside of school. What strengths 
do you use in school? Reflect on the differences. 

http://www.familyvillage.wisc.edu/general/famous.html
http://www.familyvillage.wisc.edu/general/famous.html
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Lessons Instructional 
Sequence Activities  

Strengths, continued Follow-up – 
classroom 

Pantomime. Each student lists their own strengths 
on 3x5 cards. Combine these to create a card deck 
of class strengths. Pantomine, asking the audience to 
guess your strength using the deck of strengths. 
Only three guesses!  

3. Disclosure 
 
 
 
 

Introduction – 
individual Journal. Read pages 7-3 to 7-9 in The 411 on 

Disability Disclosure, found here: www.ncwd-
youth.info/assets/guides/411/411_Disability_Disclos
ure_unit7.pdf  
Create a chart. At the top of the chart briefly 
describe your disability. Make four rows labeled 
When, What, To Whom, and How. Make two 
columns labeled Disclose and Why. Fill out your 
chart for your internship or for a job you’d like to 
have someday. 

  
Watch the 1:16-minute video by an adult 

woman talking about her personal experiences, 
“Disclosure of a Psychiatric 
Disability”: www.youtube.com/watch?v=CcocqJcn1a
I 
Does anything resonate with your experience? 
React in a journal entry. 

  Journal. Read “Youth, Disclosure, and the 
Workplace”: www.dol.gov/odep/pubs/fact/ydw.htm 
Identify one to three things you already know that 
the video covered and three things you learned. 

 Introduction – 
classroom Prepare two questions for a speaker from 

NHWorks. Ask your questions. 

  Research. Working with a partner and using The 
411 on Disability Disclosure: A Workbook for Youth 
with Disabilities, research the law about disclosure. 
Generate different statements and ask your partner 
if this is a Have to Say or a Withhold statement. 

  Scenarios. In pairs, make recommendations for a 
course of disclosure for two of the examples on 
pages 7-10 and 7-11 of The 411 on Disability 
Disclosure: www.ncwd-youth.info/assets/guides/411/ 
411_Disability_Disclosure_unit7.pdf 

http://www.ncwd-youth.info/assets/guides/411/411_Disability_Disclosure_unit7.pdf
http://www.ncwd-youth.info/assets/guides/411/411_Disability_Disclosure_unit7.pdf
http://www.ncwd-youth.info/assets/guides/411/411_Disability_Disclosure_unit7.pdf
http://www.youtube.com/watch?v=CcocqJcn1aI
http://www.youtube.com/watch?v=CcocqJcn1aI
http://www.dol.gov/odep/pubs/fact/ydw.htm
http://www.ncwd-youth.info/assets/guides/411/411_Disability_Disclosure_unit7.pdf
http://www.ncwd-youth.info/assets/guides/411/411_Disability_Disclosure_unit7.pdf
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Lessons Instructional 
Sequence Activities  

Disclosure, continued  Scenario cards. Create some disclosure scenarios. 
Small groups discuss whether or not and what to 
disclose and report their findings to the class. Other 
students hold up good idea or bad idea cards in 
response. Discuss everyone’s reasoning.  

 Workplace activity Make yourself a script and then practice disclosing 
something about your disability to your supervisor. 
(It could be something your supervisor already 
knows.)  

 Follow-up – individual 
Journal. Write a journal entry explaining what 

you are comfortable disclosing at work. What do 
you want to keep private? 

 Follow-up – 
classroom 

Grab bag. The teacher brings a bag filled with 
miscellaneous items. Select an item and explain to 
the class how it relates or illustrates something you 
learned about disclosure. 

4. Accommodations Introduction – 
individual 

Draw. Think of a task you do at work. Imagine any 
tool that would help you do it better. Draw it. 

  
Journal. Research possible accommodations for 

your disability: www.jan.wvu.edu/soar/index.htm 
Write a journal entry listing any you already use, 
and some that might be interesting to try. 

  
Journal. Write a journal entry about whether 

or not it helps to have a tutor or job coach with 
you at your internship site. How and when does it 
help? When do you ask the person to step back? 

  Research. Research accommodations people with 
disabilities similar to yours have found useful. Your 
research might include questioning people you 
know or going online.  

  Research. Try a Google search for online tools you 
could use as accommodations, e.g., “math disability 
online tools.”  

 
 
 
 

 
Journal. Read “Entering the World of Work: 

What Youth with Mental Health Needs Should 
Know About 
Accommodations”: www.dol.gov/odep/pubs/fact/tra

http://www.jan.wvu.edu/soar/index.htm
http://www.dol.gov/odep/pubs/fact/transitioning.htm
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Lessons Instructional 
Sequence Activities  

Accommodations, 
continued 

nsitioning.htm 
Write a journal entry about accommodations you 
might need. 

  
Journal. List some tools you use at school that 

help you do your best work, e.g., checklists, written 
directions, demos. Check the ones you think you 
could use at work and explain why. 

 Introduction – 
classroom 
 
 
 
 

Mind pictures. The teacher writes this statement on 
the board (or reads aloud): “Accommodations are 
tools and strategies to help you navigate a world 
not built for you, so that you can build the world 
that is” (Jonathan Mooney). 
Imagine a world built for you. What would it look 
like? What would school be like? What would work 
be like?  
Share your mind pictures with the class. 

  Discussion. Discuss everyday items you use in daily 
life and how they might be useful in a work setting 
(lists, personal calculator, magnifier, audio books, 
stools). 

  Discussion. Discuss and practice answers to the 
interview question, “What will be your biggest 
obstacle on the job?” 

  Make a list of some entry-level jobs. Discuss tools 
and strategies that would be useful in those jobs. 

 
 
 
 

 Drama. Develop a script for an accommodation you 
might need, e.g., “I've been thinking about …” or “I 
think I could do a better job if …” Practice your 
script with a partner playing the role of employer.  
Page 7-13 from The 411 on Disability Disclosure is a 
good resource for this activity: www.ncwd-
youth.info/assets/guides/411/411_Disability_Disclos
ure_unit7.pdf 

  Discussion. What will you do if a supervisor asks 
you to do something you cannot do. Make a plan. 
Come up with a problem scenario and practice 
your plan with a partner playing the part of 
supervisor. 

http://www.dol.gov/odep/pubs/fact/transitioning.htm
http://www.ncwd-youth.info/assets/guides/411/411_Disability_Disclosure_unit7.pdf
http://www.ncwd-youth.info/assets/guides/411/411_Disability_Disclosure_unit7.pdf
http://www.ncwd-youth.info/assets/guides/411/411_Disability_Disclosure_unit7.pdf
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Lessons Instructional 
Sequence Activities  

Accommodations, 
continued 

Workplace activity Ask for an accommodation using the script you 
prepared in the classroom. 

  Interview a supervisor. Ask what kinds of 
accommodations other employees use.  

 Follow-up – individual 
Journal. How did asking for an accommodation 

go? Make some notes for yourself about what went 
well and things you’d like to improve next time. 

  
Journal. Write a personal status report:  

“I know the job will require (function).” Then for 
each function, complete the following: “On a scale 
of 1-5 (5 being totally confident), I would rate 
myself (number) in this area. The accommodations I 
might use are …” 

 Follow-up – 
classroom 

Alternative scenarios. Create an alternative scenario 
– a replay of the events that happened at work with 
changes you would make next time you ask for an 
accommodation. Act out the two scenarios. See if 
your peers can identify the changes you make in 
your alternative scenario. Report to each other 
about how employees at your work sites problem-
solve around difficulties. 

  Report out. Share with your classmates what you 
learned about how employees at your work site 
problem-solve around difficulties. 

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 
more intensely than others. Habits of Work provides practice towards 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.  



UNDERSTANDING YOUR DISABILITY (UNIT 2) 

 

 
| 33 Habits of Work Curriculum – Part 2 – Learning About Work 

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. 
1.7 Credit sources and cite references appropriately. 
1.8 Recognize, evaluate, and respond appropriately to persuasive forms of communication. 
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. 
3.1 Independently identify resources and tools needed to achieve learning goals.  
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.  
5.1 Demonstrate confidence and positive self-concept in beginning work-related 

experiences, practice or actual.  
5.3 Develop the ability to use constructive criticism.  
6.1 Locate, evaluate, and interpret career information.  
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.  
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.  
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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.  

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

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 

communication. 
1.5 Demonstrate the ability to adjust communication style and language so that it is 

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. 
5.1 Demonstrate consistent, responsive, and caring behavior.  
5.2 Demonstrate the ability to respect the rights of, and accept responsibility for, one’s self 

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

interrelated. 
7.2 Share and discuss their individual educational and career plan, including decisions to be 

implemented after high school.  
7.4 Identify the steps required for transition from high school to entry into postsecondary 

education, training, and/or employment.  
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UNIT 3: A DESIRE TO WORK  
 

INTRODUCTION 

A Desire to Work is the third unit in the Habits of Work curriculum, and also the third and last 
unit in part two, Learning About Work. The lesson activities are designed to be pick-and-choose 
to suit the needs and interests of your students. See Appendix A in Learning About Work for a 
short summary of the full curriculum.  

LEARNING OUTCOMES 

Students will be able to: 

1. Communicate effectively that they are enthused about working. 
2. Describe the rewards of sustained effort. 
3. Explore a company website and plan comments or questions to bring up during an 

interview. 
4. Develop meaningful answers to challenging interview questions, including inappropriate 

(i.e., illegal) ones that are sometimes asked during interviews. 

BACKGROUND INFORMATION FOR INSTRUCTOR 

What does it mean to have and to demonstrate a desire to work? It means a person is curious 
and enthusiastic about the tasks and challenges of a job, has a positive attitude, shows a drive to 
understand, and is willing to sustain effort and maintain focus. Most people demonstrate these 
qualities in at least one area of their lives; this unit provides practice in transferring those 
qualities to the world of work. 

This unit also addresses two aspects of interview questions: challenging questions and illegal 
questions. Depending on a student’s life circumstances and disability, some typical interview 
questions may be difficult to answer. Students will benefit from identifying those questions and 
developing effective responses. Students need to communicate the message, “I have problem-
solved around my disability my whole life. I’ve done this … and that.… Everyone can just 
relax.” 

In the Readings section below is a website with useful tips for researching a company online. 

Students also need to know that there are laws regulating what employers can and cannot ask 
in a job interview. Employers can wander into illegal territory quite unintentionally. It’s valuable 



A DESIRE TO WORK (UNIT 3) 

 

 
| 36 Habits of Work Curriculum – Part 2 – Learning About Work 

to know what to do if that happens and how to steer the interview back into legal areas 
without being confrontational. 

Readings 
Short article on interview tips for teens, includes several points about attitude and 
enthusiasm: www.quintcareers.com/more_teen_job_strategies.html 

The creator of Dilbert blogs on curiosity: www.dilbert.com/blog/entry/curiosity/ 

Strategies for dealing with frustration: www.life-with-confidence.com/frustration.html 

Illegal interview questions and possible 
responses: www.usatoday.com/careers/resources/interviewillegal.htm 

Instructions and ideas for researching a company 
online: www.ehow.com/how_2005384_research-company-interview.html 

UNIT PREPARATION CONSIDERATIONS 

Tasks 
This unit encourages students to be curious at their workplaces. Let the supervisors know 
ahead of time that students may be asking more questions than usual. Ask them for 
suggestions about who students could interview, people who fit one or more of these 
categories: 

• have a great attitude 
• moved up in the company 
• work productively even when they are frustrated 
• were strong job applicants 

You may want to edit this list of typical interview questions, www.aie.org/Finding-a-
career/Job-interviews/typical-interview-questions.cfm, for use with your students. 

If you do the mini mock interview activity, prep the internship supervisors for their roles. 

If you do mock interviews in class, recruit adults unfamiliar to the students to be your 
interviewers. 

If you do the timer activity, you will need kitchen timers (or similar). Check with the 
supervisors to make sure the timer won’t be disruptive. 

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

• body language 
• legal and illegal interview questions 

http://www.quintcareers.com/more_teen_job_strategies.html
http://www.dilbert.com/blog/entry/curiosity/
http://www.life-with-confidence.com/frustration.html
http://www.usatoday.com/careers/resources/interviewillegal.htm
http://www.ehow.com/how_2005384_research-company-interview.html
http://www.aie.org/Finding-a-career/Job-interviews/typical-interview-questions.cfm
http://www.aie.org/Finding-a-career/Job-interviews/typical-interview-questions.cfm
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SUMMATIVE ASSESSMENT IDEAS  

Following are ideas for a summative assessment for this unit: 

1. Real-world cards. Students write one card for where they could apply their new 
knowledge in the real world in each of these areas: attitude, enthusiasm, curiosity, focus 
and effort, and interview questions (learning outcomes 1, 2, 4).  
 

2. Mock interviews. Students answer a few typical questions and at least one illegal 
question (learning outcomes 1, 4).  
 

3. Inside-outside circle. The inside circle faces the outside circle. The outside circle moves 
to create new pairs. Alternate questions and answers between student circles. Students 
ask each other questions about enthusiasm, curiosity, sustained effort, researching a 
company, and interview questions (learning outcomes 1, 2, 3, 4).  

UNIT KICKOFF  

1.  Show this 2:14-minute trailer about a fish market in Seattle with motivated 
employees. Use it to spark discussion about how you can tell when a person likes the 
work they do. hwww.youtube.com/watch?v=72QTABuE0O4&feature=email 

2. Listen to Marge Piercy’s dramatic reading of her poem, “To Be of 
Use.” www.margepiercy.com/sampling/To%20Be%20of%20Use%20by%20Marge%20Pierc
y.mp3 You can find the text of the 26-line poem 
at writersalmanac.publicradio.org/index.php?date=2006/09/04. After listening, try this 
construction spiral activity. First, ask students to reflect on their own thoughts about 
this poem in relation to their future careers, then have small groups share ideas. Finally, 
write the whole group’s ideas on the board.  

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. Positive attitude 
2. Curiosity  
3. Maintain focus and effort 
4. Challenging questions 
5. Illegal questions 
6. Research a company 

 

 

http://www.youtube.com/watch?v=72QTABuE0O4&feature=email
http://www.margepiercy.com/sampling/To%20Be%20of%20Use%20by%20Marge%20Piercy.mp3
http://www.margepiercy.com/sampling/To%20Be%20of%20Use%20by%20Marge%20Piercy.mp3
http://writersalmanac.publicradio.org/index.php?date=2006/09/04
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Lessons Instructional 
Sequence Activities  

1. Positive 
attitude 

Introduction – individual 
 Watch this 4:10-minute video, 

“Attitude – It’s Your Choice,” about positive 
and negative 
attitudes: www.youtube.com/watch?v=P5aPrSD
rQiI&feature=related 
Journal. Write an entry listing about what the 
employee did in the different scenarios to 
show a positive attitude. What did he do when 
he encountered a potentially frustrating 
situation? 

  
Journal. Read this short piece, 

“Developing Positive Attitude at 
Work”: www.career-success-for-
newbies.com/developing-positive-attitude.html 
Pick one of the three tips and reflect how you 
use this in your life, or how you could use it. 

 Introduction – classroom 
 
 

Role play. Have students interview each other. 
Each person gets to be both interviewer and 
interviewee. Compare notes on the 
impressions each side got each time. 

  Strike a pose. Bring a few volunteers up front. 
With the rest of the group observing body 
language, have volunteers strike poses: I’m 
bored, I’m interested, I’m curious. Ask the 
group to identify what communicates the 
attitude. 

  Right way or wrong way. Discuss what goes 
into the attitude you radiate (posture, tone of 
voice, facial expressions, etc.) Watch the 
samples of a student presenter showing and 
not showing 
enthusiasm: techspeaking.denison.edu/Technical
ly_Speaking/Show_Enthusiasm.html. Now, 
practice presenting a topic the wrong way, 
followed by the same topic presented the right 
way. 

 Workplace activity Mental notes. Notice who seems enthusiastic, 
bored, uninterested, energetic, or tired. What 
is it about them that tells you this? How do 
other people treat them?  

http://www.youtube.com/watch?v=P5aPrSDrQiI&feature=related
http://www.youtube.com/watch?v=P5aPrSDrQiI&feature=related
http://www.career-success-for-newbies.com/developing-positive-attitude.html
http://www.career-success-for-newbies.com/developing-positive-attitude.html
http://techspeaking.denison.edu/Technically_Speaking/Show_Enthusiasm.html
http://techspeaking.denison.edu/Technically_Speaking/Show_Enthusiasm.html
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Lessons Instructional 
Sequence Activities  

Positive attitude, 
continued 

 Interview someone who has a great 
attitude. Find out how they maintain it and how 
they view the world. Were they always this 
way? 

 Follow-up – individual 
Journal. Write a Frame a Choice entry: “I 

have a choice. I can (describe a poor attitude) 
or I can (describe the positive attitude).” End 
with “It is my choice.” 

  
Journal. Describe a positive attitude and a 

negative attitude you observed at work. What 
is one thing the person with the negative 
attitude could do to react differently in the 
future?  

 Follow-up – classroom Drama. Invite a few adults unfamiliar to the 
students to act as employers interviewing 
potential employees. Divide the class into 
groups of three. Students take turns acting as 
the job applicant; the other two are observers. 
Each applicant has a five-minute interview. 
After each interview, the observers comment 
on the applicant’s attitude. What was positive 
and what could be improved? Observers 
should draw on work site observations to 
make suggestions. 

2. Curiosity 
 
 
 

Introduction – individual 
Watch the 1:41-minute video, “How 

to Prepare for a Job Interview: Questions to 
Ask During a Job 
Interview”: www.youtube.com/watch?v=PgKXn
_lrGlg 
Journal. Write down five questions you would 
like to ask at any interview for any job. 

  
Journal. Research your work site’s website 

and develop a couple questions (not about 
salary!) about a job you might like in the future, 
e.g., hours, job content, group size, team 
versus individual work. Write down the 
questions you developed. 

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

Curiosity, 
continued 

 
Journal. Read this article, “Four Reasons 

Why Curiosity Is Important and How to 
Develop It”: 
www.lifehack.org/articles/productivity/4-
reasons-why-curiosity-is-important-and-how-
to-develop-it.html.  
Comment on two of the tips that resonate 
with you. 

 Introduction – classroom Discussion. Why is curiosity a good trait? 
What is needed for your curiosity to be 
authentic? How can you turn boredom into 
curiosity? 

  Questions. Use who, what, when, where, why, 
and how to develop five questions to ask 
people about their jobs. 

 Workplace activity During a break or lunch time, ask some 
coworkers how they got started in this field. 
What do they like about it? What was their job 
progression? Ask some of the other questions 
you developed in class. 

  Ask your supervisor how people advance in 
this company and in this field.  

  Talk with your supervisor about a project 
or job you would like to do at work. Would it 
be possible? What needs to be in place first?  

  Ask your supervisor the questions you 
developed while looking at the company 
website. 

 Follow-up – individual 
Journal. What was it like to ask questions? 

What was easy? What was more difficult? 
Write down some ideas for showing curiosity 
more often.  

 
 
 
 

Follow-up – classroom Construction spiral. First as a group, then in 
small groups, then as a class, address the 
following questions: What was easy about 
asking questions? What was hard? How did 
people react to being questioned? How does it 

http://www.lifehack.org/articles/productivity/4-reasons-why-curiosity-is-important-and-how-to-develop-it.html
http://www.lifehack.org/articles/productivity/4-reasons-why-curiosity-is-important-and-how-to-develop-it.html
http://www.lifehack.org/articles/productivity/4-reasons-why-curiosity-is-important-and-how-to-develop-it.html
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Lessons Instructional 
Sequence Activities  

Curiosity, 
continued 

feel when you act with curiosity? Do you hold 
your body differently? 

  
Journal. Describe a a lifelong learner. How 

can you demonstrate being a lifelong learner in 
your workplace? What more could you learn 
about this job to perform better? 

3. Maintain focus 
and effort 

 
 
 
 
 
 

Introduction – individual 
Watch this 1:02-minute video, “Stay 

Focused”: www.youtube.com/watch?v=0gLlVRf
CssI 
It’s a tire commercial. Listen to it two more 
times with your eyes closed and imagine 
another sequence of scenes from your life that 
would fit the script. 
Journal. Describe the scenes in your journal. 

 
 
 
 
 

 
Journal. Read “18 Ways to Stay Focused 

at Work”: 
www.davecheong.com/2006/08/14/18-ways-to-
stay-focused-at-work/ 
Which of these strategies do you see people 
use at your workplace or in school to stay 
focused? Which ones do you use? 

 Introduction – classroom 
 
 

Discussion. Read the poem, “Be the Best of 
Whatever You Are” by Douglas 
Malloch: www.great-inspirational-
quotes.com/be-the-best-of-whatever-you-
are.html. Focus on the third stanza, “and the 
task you must do is the near.” What are the 
rewards for doing the tasks that are near? 
What’s hard about them? 

  Discussion. Compare a time when you wanted 
to work on a project to a time when you did 
not. How were the experiences different? 

  Discussion. As a class, generate a list of realistic 
strategies and tools that can be used to 
maintain focus and effort. Discuss how you 
might use these tools and identify one or more 
each student might be interested in trying. 

http://www.youtube.com/watch?v=0gLlVRfCssI
http://www.youtube.com/watch?v=0gLlVRfCssI
http://www.great-inspirational-quotes.com/be-the-best-of-whatever-you-are.html
http://www.great-inspirational-quotes.com/be-the-best-of-whatever-you-are.html
http://www.great-inspirational-quotes.com/be-the-best-of-whatever-you-are.html
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Lessons Instructional 
Sequence Activities  

Maintain focus 
and effort, 
continued 

Workplace activity Timers. Set your timer to go off every 37 
minutes for a few days at your workplace. Are 
you focused? Are you on task? Keep track on a 
tally sheet. 

  Ask three people how they keep their focus 
at work. 

  Ask a coworker to tell you about a time he 
or she had to do a job that was particularly 
uninteresting. How did your coworker keep 
focused and motivated to complete the task? 

  Ask three people how they handle 
frustrations at work and what they do to keep 
focused and working. 

 Follow-up – individual 
Journal. Review your timer records. Were 

you on task the whole time? Were you 
working, being silly, daydreaming, or 
procrastinating? What could you change next 
time? 

  
Journal. Review your timer records. Did 

you show best effort? What could you do 
better next time? 

  
Journal. Experiment and document. Pick 

one new focusing or efforting strategy you’ve 
learned about. Try it for one week and make 
daily journal entries reporting on the results.  

 Follow-up – classroom What works? List all the different focusing or 
efforting strategies students have learned 
about. Each person picks one and tries it for a 
few days. Report back to each other what 
works. Award medals to the most useful. 

  Connect to the Introduction classroom 
activity. Students share the new strategies they 
have tried. Then they expand the classroom list 
with the new strategies they discovered others 
use at work. 
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Lessons Instructional 
Sequence Activities  

4. Challenging 
questions 

 

Introduction – individual 
Watch the 2:18-minute video, “Job 

Interview Bootcamp: Answering Interview 
Questions,” www.youtube.com/watch?v=JYqI0
mAp2AY&NR=1, and this 4:08-minute video, 
“Classic Job Interview 
Questions,” www.youtube.com/watch?v=Nr2b

pcpNQWY&feature=related. 
 
Journal. From what you learned from the 
video, list some interview questions that might 
be challenging for you to answer. For each 
question, write down either one idea for 
answering it or something to ask your teacher 
about the question. 

 Introduction – classroom Construction spiral. Review a list of typical 
interview questions. Choose two that would 
be challenging to answer. Join with another 
group and brainstorm answers to all four 
questions. Share the questions and answers 
with the whole class. 

 
 

 
 

Role play. The class describes several common 
situations where a young adult gets in trouble 
with the police, and lists possible lessons 
learned from each situation. Make a brief card 
for each situation. Volunteers take the roles of 
employer and job applicant. Each job applicant 
picks a card and explains the mess, focusing on 
staying positive and the lessons learned. The 
group adds more ideas.  

 Workplace activity Pick two questions you think are hard to 
answer and ask them of a couple people at 
work. Make mental notes about what was 
strong or weak about their answers. 

  Ask two people at work what interview 
questions they find difficult and how they 
answer them. 

http://www.youtube.com/watch?v=JYqI0mAp2AY&NR=1
http://www.youtube.com/watch?v=JYqI0mAp2AY&NR=1
http://www.youtube.com/watch?v=Nr2bpcpNQWY&feature=related
http://www.youtube.com/watch?v=Nr2bpcpNQWY&feature=related
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Lessons Instructional 
Sequence Activities  

Challenging 
questions, 
continued 

 Mini mock interview. An internship supervisor 
asks you three interview questions, one of 
which is from your personal list of hard 
questions. Afterward, talk with your supervisor 
about how to strengthen your answers. 

 Follow-up – individual 
Journal. Think of questions you personally 

would find difficult to answer and make notes 
about points you could bring out in an answer. 

  
Journal. Was it helpful to work on 

answers to questions before the actual 
interview? What was it like answering those 
questions versus other ones? 

 Follow-up – classroom Everyone in the class lists the interview 
questions that were hard for people at work to 
answer or that their supervisor asked them 
(drawing from the workplace activity above) 
See if themes emerge. What kinds of questions 
seem to be hard to answer? Have the students 
discuss the themed questions that would be 
most difficult for them to ask and why. 

5. Illegal 
questions 

Introduction – individual 
There are questions that employers 

cannot legally ask you, yet you may be asked 
them anyway. Watch the 1:02-minute video, 
“Example Illegal Interview 
Questions,” www.youtube.com/watch?v=fjKJSjj

Lv5c, to see examples of how to answer illegal 
questions in a polite yet firm way. 
Journal. What was effective about how the job 
applicant answered the illegal questions? 

 Introduction – classroom 
 

Activating prior knowledge. What questions 
are illegal for employers to ask in an interview?  

  Multiple solutions. Hand out a list of illegal 
questions. Develop three responses to each 
question, then add a pro and con to each 
response. 

 Workplace activity Ask your internship supervisor how they 
decide what questions to ask a job applicant. 

http://www.youtube.com/watch?v=fjKJSjjLv5c
http://www.youtube.com/watch?v=fjKJSjjLv5c
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Lessons Instructional 
Sequence Activities  

Illegal questions, 
continued 

 Ask two people at work if they have ever 
been asked illegal interview questions. Did they 
know some questions are illegal? How did they 
respond?  

 Follow-up – individual 
Journal. Pick two illegal questions you can 

imagine being asked, and write a journal entry 
about how you would respond. 

 Follow-up – classroom Dyads. Students make a deck of illegal 
questions and then take turns drawing cards 
and responding to the questions. Help each 
other improve your responses. 

6. Research a 
company 

 
 
 
 

Introduction – individual 
Journal. Pick a company you might like to 

work for. Find the company website and look 
at the About Us section. List the main products 
and services the company offers. Make some 
notes about how your skills or interests could 
fit in. 

 Introduction – classroom 
 
 

Journal. Take a group tour of a company 
website. What can you learn that would be 
useful in an interview?  
If students did the individual activity above, 
have them go back to the company they 
researched and add additional information that 
might be helpful to know for an interview. 

 Workplace activity Ask your supervisor about good questions 
past job applicants asked. 

  Ask your supervisor to describe some 
strong job applicants he or she has interviewed. 
What made them impressive? 

 Follow-up – individual Create a ladder for success. For each rung of 
the ladder identify something you will do to 
impress your supervisor. 

 
 
 
 

Follow-up – classroom Discussion. You have seen what you can learn 
about companies from their websites. How can 
you put that together with what you learned 
from interviewing your supervisors? Create a 
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Lessons Instructional 
Sequence Activities  

Research a 
company, 
continued 

list of five research questions to answer as 
preparation for an imaginary future interview. 

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 
more intensely than others. Habits of Work provides practice towards 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.  
1.5 Demonstrate the ability to effectively and logically support individual ideas.  
1.6 Use cross-referencing while gathering information. 
1.7 Credit sources and cite references appropriately. 
1.8 Recognize, evaluate, and respond appropriately to persuasive forms of communication. 
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. 
3.1 Independently identify resources and tools needed to achieve learning goals.  
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.  
4.4 Demonstrate the ability to take leadership roles when appropriate.  
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4.5 Apply decision-making skills to career planning and career transitions.  
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.  
6.1 Locate, evaluate, and interpret career information.  
6.2 Identify and explain the rights and responsibilities of employers and employees.  
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 the skills and behaviors necessary for a successful interview.  
7.1 Evaluate the relationship between their 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 

communication. 
1.5 Demonstrate the ability to adjust communication style and language so that it is 

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 or 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.  
4.4 Demonstrate the ability to make decisions consistent with one’s own belief system. 
5.3 Demonstrate effective and flexible team skills as a team member or leader.  
6.1 Use their analyses of role models to improve planning and implementation of projects.  
6.4 Explain how the changing workplace requires lifelong learning and the upgrading of skills.  
6.6 Explain how employment opportunities relate to education and training.  
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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. 
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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 three Learning About Work units, some more intensely than others. Learning About Work 
provides practice towards these standards. Student competence will depend on the activities 
you choose and the depth of student practice. Please note the End of Grade standards are 
numbered for ease of use in this chart; they are not numbered in the framework itself. The 
curriculum standards address three broad areas: 

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

1.2 Distinguish between informative and persuasive messages.     

1.3 Demonstrate the ability to summarize ideas and information.  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  

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 

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

communication. x x x 

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

conclusion or thesis. x 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 communication. x x x 

1.5 Demonstrate the ability to adjust communication style and language so 
that it is 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 
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 
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  

2.8 Devise strategies for improving the performance of a system. 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 x 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 x 
2.4 Develop and test strategies to optimize the performance of a system. x x x 
2.5 Demonstrate how to analyze the interrelationships of events or ideas 

from several perspectives. x x x 

2.6 Demonstrate the 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.  

   

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

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

of resulting products.  x x x 

3.2 Show evidence of effective time management.   x x 
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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 
4.2 Demonstrate an understanding of how individual characteristics relate 

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

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

4.4 Demonstrate the ability to take leadership roles when appropriate.    x 
4.5 Apply decision-making skills to career planning and career transitions. x x x 
End of Grade 12    
4.1 Demonstrate behaviors that maintain physical and emotional health.  x x x 
4.2 Demonstrate knowledge of how individuals grow and develop 

throughout their lives.   x x 

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

belief system. x x 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 x 

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

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

responsibility for, one’s self and others. x x  

5.3 Demonstrate effective and flexible team skills as a 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 x x 
6.2 Identify and explain the rights and responsibilities of employers and 

employees.  x x 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 x 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 determine the need for specific knowledge 
and skills. 

x x x 

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

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

implementation of projects.  x 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.     

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

7.2 Demonstrate a positive attitude toward work and learning.  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.  

 x  

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

7.5 Demonstrate knowledge and the 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.  

x   

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

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.   x  

7.5 Apply job-readiness skills to seek employment opportunities.    
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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. 
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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. 
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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 
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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


WORKPLACE SAFETY (UNIT 6) 

 

 
| 28 Habits of Work Curriculum – Part 3 – Keeping Your Job 

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. 
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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


LEARNING FROM EXPERIENCE (UNIT 7) 

 

 
| 43 Habits of Work Curriculum – Part 3 – Keeping Your Job 

Lessons Instructional 
Sequence Activities  

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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Lessons Instructional 
Sequence Activities  

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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Lessons Instructional 
Sequence Activities  

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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Lessons Instructional 
Sequence Activities  

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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Lessons Instructional 
Sequence Activities  

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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Lessons Instructional 
Sequence Activities  

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    
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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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*** 
 

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. 

 

***

http://www.keene.edu/
http://habitsofwork.keenecommons.net/
http://www.mcst-nh.org/
http://www.mcst-nh.org/
http://www.mcst-nh.org/
http://www.transitions.keenecommons.net/
http://habitsofwork.keenecommons.net/
http://www.transitions.keenecommons.net/
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INTRODUCTION 
 

 

Welcome to part four, Staying Well, 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.  

Staying Well provides the student with foundational skills in maintaining his or her health. These 
include the basics of wellness (sleep, exercise, diet, and regular health care), substance abuse in 
the workplace, and strategies for managing stress. 

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 to meet the needs of diverse learners. The curriculum is closely linked to web 
resources. 

Staying Well is a work in progress. We welcome feedback and suggestions on any aspect of this 
curriculum or the website, habitsofwork.keenecommons.net/. 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. 

mailto: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. 
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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/f
ramework_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 Staying Well 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 8: WELLNESS BASICS  
 

 

INTRODUCTION 

Wellness Basics is the eighth unit in the Habits of Work curriculum, and the first unit in part 
four, Staying Well. The pick-and-choose lesson activities are designed to suit the needs and 
interests of your students. See Appendix A in Staying Well for an overview of the full 
curriculum.  

LEARNING OUTCOMES 

Students will be able to: 

1. Describe the impact of exercise, sleep, and eating habits on work performance. 
2. Develop a schedule for regular health care throughout young adulthood. 
3. Participate in at least one active and one passive leisure activity. 

BACKGROUND INFORMATION FOR INSTRUCTOR 

When we talk about wellness, we are talking about the health of the whole person – physical, 
mental, and social well-being – not just the absence of disease or pain. 

This unit encourages students to inquire into their own wellness and practice some new 
behaviors in several areas. Teaching it may be tricky, because although most adults know the 
good advice promulgated here; the issue is actually following it. We all know things we should do 
to be healthy, but many of us encounter barriers big and small, physical and mental, to achieving 
wellness. The intent of this unit is to connect wellness to work performance, to show that 
wellness is not good simply because “studies have shown this, this, and that” but because it has 
a direct impact on the quality of our work life. 

Each lesson provides questions for students to investigate at their workplaces. They’ll be getting 
real answers from real people who struggle with exercise, sleep, and other issues. Be aware 
that the answers may not be textbook good advice! Be prepared to facilitate a discussion of this 
and also why people may have a hard time following wellness advice.  

Readings 
Here is a good one-page overview of wellness and a nice graphic of seven elements of 
wellness: healthcenter.ucdavis.edu/hep/well/wellness.html. The site has lots of wellness 
resources to explore. 

http://healthcenter.ucdavis.edu/hep/well/wellness.html
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A simpler concept of wellness is the health triangle introduced by the World Health 
Organization in 1948. The three equal sides: physical, emotional and mental, emphasize the 
equal importance of each aspect: www.ehow.com/about_5047508_health-mental-social-
physical-definitons.html  

The 10,000 Steps a Day program (pedometers): www.thewalkingsite.com/10000steps.html 

What happens when you skip a meal: well.blogs.nytimes.com/2007/12/26/the-risks-and-
rewards-of-skipping-meals/ 

This is a good definition of leisure 
activities: en.wikipedia.org/wiki/Category:Leisure_activities 

Sleeping and napping tips: healthcenter.ucdavis.edu/hep/well/napping.html. Check out the 
Nap Map, an annotated Google map with photos of great places to catch a 20-minute nap! 

Other Resources 
General: 

• New Hampshire Health Education Curriculum 
Guidelines: www.education.nh.gov/instruction/school_health/curr_guidelines.htm  

• SuperBetter (also suggested in Unit 10: Stress Management) is a free online game 
that uses the structure of a game (e.g., superheroes, bad guys, quests, allies, points) 
to help you achieve a health-related goal you specify. Each time you log on you have 
tasks to complete. The designer was grappling with the question, “What if you took 
all the energy people put into imaginary gaming worlds, and put it to use for real 
purposes?,” when she got a severe concussion. She wrote the prototype of this 
game to help motivate herself to do the things that would help her get better. There 
is a text introduction, a graphical introduction, and a video introduction 
at www.superbetter.com. It’s fun! 

Exercise: 

• Northeast Passage (NEP) is a program of the University of New Hampshire’s 
College of Health and Human Services. NEP delivers disability-related health 
promotion and adapted sports programs throughout New England. The website 
(www.nepassage.org/index.html) includes a long list of resources for almost any 
sport or activity you can think of. 

• Let’s Move! is an initiative launched by Michelle Obama to solve the problem of 
obesity. The website, www.letsmove.gov, has resources and action ideas for kids, 
schools, families, and professionals. 

Eating habits: 

• ChooseMyPlate.gov – www.choosemyplate.gov – is the updated government 
nutrition site with information, strategies, and tools to calculate individual goals and 

http://www.ehow.com/about_5047508_health-mental-social-physical-definitons.html
http://www.ehow.com/about_5047508_health-mental-social-physical-definitons.html
http://www.thewalkingsite.com/10000steps.html
http://well.blogs.nytimes.com/2007/12/26/the-risks-and-rewards-of-skipping-meals/
http://well.blogs.nytimes.com/2007/12/26/the-risks-and-rewards-of-skipping-meals/
http://en.wikipedia.org/wiki/Category:Leisure_activities
http://healthcenter.ucdavis.edu/hep/well/napping.html
http://www.education.nh.gov/instruction/school_health/curr_guidelines.htm
http://www.superbetter.com/
http://www.nepassage.org/index.html/
http://www.letsmove.gov/
http://www.choosemyplate.gov/
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ranges for healthy weight and activity levels. The website breaks down different age 
groups over the life span. It also includes ideas for healthy eating on a budget, sample 
menus, a tracker, and a tip of the day.  

• Nutrition information for fruits and 
vegetables: www.fda.gov/Food/LabelingNutrition/FoodLabelingGuidanceRegulatoryInf
ormation/InformationforRestaurantsRetailEstablishments/ucm063482.htm 

• A great site to see nutritional information for all sorts of foods 
is nutritiondata.self.com. Enter the food name at the top right of the web page. For 
example, this link takes you directly to the web page for a 
corndog: nutritiondata.self.com/facts/fast-foods-generic/5944/2 

Health care: 

• The Adolescent Health Transition Project is designed to help smooth the transition 
from pediatric to adult health care for students with special health care needs. 
Information and materials can be found at depts.washington.edu/healthtr/. 

• Envisioning My Future: A Young Person’s Guide to Health Care Transition –
 hctransitions.ichp.ufl.edu/products_booklets.php – was written for Florida youth 
with special health needs and their families, but most of the content applies 
nationwide. There are separate sections for three different age ranges (12–14, 15–17 
and 18 plus). Each section includes information to help youth be more in charge of 
their own health care, tips for parents, and a checklist of transition skills and 
activities. The guide is 24 pages, is available in English and Spanish, and can be 
downloaded as a PDF.  

• A summary of the HIPAA Privacy 
rule: www.caringinfo.org/files/public/ad/HIPPA_Privacy_Rule.pdf 

UNIT PREPARATION CONSIDERATIONS 

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

questions in this unit are personal, talk with the internship supervisor about the intent of 
the lesson and ask the supervisor to point the student to good people to interview. 

Look over local newspapers and community publications to expand your knowledge of 
locally available leisure activities. 

If you do the: 

• SuperBetter activity in the Exercise lesson: Play it yourself first. It’s pretty intuitive, 
but you’ll want to play enough that you can demonstrate the basic idea. 

http://www.fda.gov/Food/LabelingNutrition/FoodLabelingGuidanceRegulatoryInformation/InformationforRestaurantsRetailEstablishments/ucm063482.htm
http://www.fda.gov/Food/LabelingNutrition/FoodLabelingGuidanceRegulatoryInformation/InformationforRestaurantsRetailEstablishments/ucm063482.htm
http://nutritiondata.self.com/
http://nutritiondata.self.com/facts/fast-foods-generic/5944/2
http://depts.washington.edu/healthtr/
http://hctransitions.ichp.ufl.edu/products_booklets.php
http://www.caringinfo.org/files/public/ad/HIPPA_Privacy_Rule.pdf
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• Pedometer activity in the Wellness and Exercise lesson: You’ll need to locate 
enough pedometers for your class. Your school may have them available for student 
use; check with the nurse or health teachers. Students with iPods have a built-in 
pedometer application. Alternatively, a local sports store may give you a group 
discount. 

• Food label activity in the Eating Habits lesson: You’ll need to collect labels from a 
variety of healthy and unhealthy foods. Dunkin Donuts and McDonalds have all their 
nutritional information on their websites, as may other chain restaurants.  

• Field trip in the Health Care lesson: Contact Community Education or Community 
Health at your local hospital or a local dentist. They may be able to make 
arrangements with appropriate medical personnel.  

Speakers  
This unit has several speaker suggestions. Scan the classroom introduction activities for 
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: 

• wellness 
• preventative care 
• HIPAA Privacy Rule 
• health insurance 
• leisure 
• transferable skills 

SUMMATIVE ASSESSMENT IDEAS 

Following are ideas for a summative assessment for this unit: 

1. Create a brochure that explains your personal wellness plan (learning outcomes 1, 2, 3). 
Be realistic! Include the following: 

• your daily exercise 
• when you will go to bed on school nights 
• breakfast and lunch plans 
• your next health care visit (doctor, dentist, optometrist) 
• one active and one passive leisure activity you’ll participate in regularly 

 
2. Pick one of the wellness factors that can affect work performance (exercise, sleep, 

proper health care, nutrition, leisure activities). Work in a group with other students 
who have chosen the same wellness factor. Create a piece of work (PowerPoint 
presentation, poster, skit, poem, true/false quiz, video) that explains the impact of the 
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wellness factor on your work and suggests tips for making it part of a healthy lifestyle. 
Present your piece of work to the class (learning outcome 1).   

UNIT KICKOFF  

Three options: 

1. Use this word splash to spark a discussion of 
wellness: wellness.ucsd.edu/WhatisWellness.shtml 

Alternatively you could use Wordle, www.wordle.net/, to determine new, high-
frequency vocabulary you may need to preteach. Cut and paste a section of text content 
from a health and wellness website into the Create page. Have students review and 
identify unfamiliar words in the word cloud, using the criteria, “I cannot explain this 
word meaning to someone else,” as the deciding factor for needing to review or reteach 
or preteach. 

2.  Watch this 2:07-minute video, “Funny Group Health Find More Minutes 
Commercials,” a series of three humorous commercials about different aspects of 
wellness and work: www.youtube.com/watch?v=0syQFLfMbCo. Use it to spark a 
discussion of wellness and how it affects the world of work. 

3.  Have students rate their stress level (1–5), then list how much sleep they got last 
night, what they’ve eaten in the past 12 hours, and how much exercise they’ve done in 
the past 24 hours. Now watch the 2:47-minute video, “Look After Your Brain – 
BrainSmart – BBC” at www.youtube.com/watch?v=12pbrkcfRDI&feature=related, which 
links brain performance and wellness practices. Have students compare their 
information to see if more sleep and exercise and better diet lead to decreased stress 
for the class as a whole.  

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. Exercise 
2. Sleep 
3. Eating habits 
4. Health care 
5. Leisure activities 

 
 
  

http://wellness.ucsd.edu/WhatisWellness.shtml
http://www.wordle.net/
http://www.youtube.com/watch?v=0syQFLfMbCo
http://www.youtube.com/watch?v=12pbrkcfRDI&feature=related
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Lessons Instructional 
Sequence Activities  

1. Exercise 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Introduction – individual 
Journal. Keep a log for a week and write 

down every activity you would count as 
exercise. Do you think it is enough? Are you in 
good shape? 

Journal. Keep track of things you could do 
to increase your activity level as you go 
through your day (e.g., take the stairs instead 
of the elevator, park at the end of the parking 
lot so you walk further to get to your 
destination, run on a treadmill or do stretching 
exercises while watching television). Star two 
or three of these things to try during the 
individual follow-up activity at the end of this 
lesson. 

Introduction – classroom.  Wellness statements. Create a set of wellness 
statements and ask students to code the 
statements as follows: 

1 – means I do that now 
2 – means I could make a commitment to 

do that easily  
3 – means it is out of my reach or I’m not 

interested 
Students then discuss how they coded their 
wellness statements and select one statement 
that they would like to make a priority. 

 
Fishbowl panel. Invite a school nurse, 

health teacher, yoga teacher, dietician, athletic 
trainer, physical education teacher, human 
resources person, and guidance counselor to 
participate in a panel discussion about wellness. 
Students prepare questions ahead of time and 
the panel discusses the answers with students 
as the audience. Include the topic of sleep. 

Workplace activity Ask the HR person at your workplace if 
your company offers wellness activities, local 
gym discounts, insurance reimbursements, or 
fitness classes. Are there any walking trails? 
Workshops? A fitness person on staff? 
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Lessons Instructional 
Sequence Activities  

Exercise, 
continued 

What do people at your workplace do 
during the day for personal fitness? What 
motivates them to do it? What do they do 
after work for fitness? 

 Mental notes. Go for a brisk 10-minute walk 
before your internship. Make mental notes on 
anything you notice about your energy and 
focus afterward. 

Follow-up – individual Evening exercise. Chart what you do in the 
evenings for one week.  Now make a list of all 
the different silly but workable ways you can 
add in exercise in five to 15-minute chunks 
throughout your evening before you go to bed. 
Commit to doing one each night. 

 
Journal and activity. Use a pedometer and 

strive to get to 10,000 steps per day. How 
many days did it take you? Any surprises? Learn 
anything new? 

 
Journal and SuperBetter. Play the online 

game, SuperBetter, at www.superbetter.com. 
Pick an exercise that is important to you and 
play SuperBetter for two weeks. At the end of 
two weeks, write a progress report in your 
journal. 

Follow-up – classroom Group exercise plans. Create lists of silly but 
workable ideas (that work) for adding five to 
15-minute chunks of exercise throughout your 
evening. Make individual charts showing a 
three-week personal plan for daily exercise. 
Have a weekly group check-in. Share tips for 
keeping on track. Share anything you notice 
that changes about your school or work 
performance. 

  Pedometers. Take on a class challenge of 
walking 10,000 steps per day per person. Track 
your progress on a wall graph. 

 
 

 Class discussion. Share what you learned in the 
workplace about adults and their exercise 
habits. What do they see as the benefits? Do 

http://www.superbetter.com/
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Exercise, 
continued 

you notice anything similar when you exercise? 

  Local resources. Brainstorm a class list of low-
cost or no-cost community or neighborhood 
resources for wellness and being active (e.g., 
walking paths, mini golf, city bike trails). Expand 
your list by reviewing local print resources and 
websites. Plan a field trip to try one of the 
resources. 

  Personal workout plans. Invite a physical 
education teacher or other exercise resource 
to set up a personal plan with each student. 
Use class time for students to do a part of 
their plan each day. 

2. Sleep Introduction – individual 
Watch this 0:58-minute video, “What 

are the side effects of poor 
sleep?,” www.youtube.com/watch?v=L5L82-
ARlSk. Make a list of the side effects. For each 
one you have experienced, write two 
sentences describing what happened. 

 
 
 
 

 
Watch this 1:55-minute video, “How 

Much Sleep Do I Need?,” 
at www.youtube.com/watch?v=tuNp_M0Vg4Q. 
Write a journal entry describing how much 
sleep you typically get during the week. How 
do you spend the last 30 minutes before going 
to sleep? How about on the weekend? When is 
your preferred bedtime and wake-up time? 

 Introduction – classroom Notice the difference. Complete the following 
sentence eight times:  When I am tired I notice 
that… Then complete the following sentence 
eight times: When I am rested I notice that… 
Compare results with the rest of the class. 
Generate a class list of “When I am tired I 
notice:” and “When I am rested I notice:.” 

 
 
 
 

 
Invite a local occupational therapist or 

physical therapist to come speak about the 
importance of exercise and sleep to overall 
wellness. Include tips on getting more and 

http://www.youtube.com/watch?v=L5L82-ARlSk
http://www.youtube.com/watch?v=L5L82-ARlSk
http://www.youtube.com/watch?v=tuNp_M0Vg4Q
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Sleep, continued 
 

better sleep (there’s a similar activity in the 
wellness and exercise lesson). 

 Workplace activity Ask your supervisor about the impact of 
inadequate sleep on employees and employers. 
How and when is it a problem? 

 
 

 Ask three coworkers what they notice 
about their work performance when they’re 
tired as compared to when they’re rested. 

 Follow-up – individual 
Journal. Make a plan to improve your sleep 

practices, if needed. Consider keeping a dream 
journal as part of your plan. Write a journal 
entry about what you will do. Try it  for two 
weeks and write another entry about how it 
went.  
 

  Chart. Make a chart to track your hours of 
sleep for a few weeks. See if attention to sleep 
improves it. 

  Sign. Create a workplace sign that is a symbol 
only – no words – that represents Rested 
Employee Work Zone. 

 Follow-up – classroom  Class nap. Watch this 2:49-minute video, 
“How to Power Nap,” about how to take an 
effective 
nap: www.youtube.com/watch?v=gZ0oEedMX6
s. Plan and take a class nap. The next day, share 
what you noticed about your energy level and 
focus the rest of the day. This could also be an 
introduction activity. 

  Stop action skits. Brainstorm barriers to good 
sleep. Ask for volunteers to act out one of the 
barriers. At an appropriate point, stop the 
action. Ask another group to take over the skit 
and demonstrate a solution. Repeat for several 
of the barriers. 

3. Eating habits  
 
 
 

Introduction – individual 
Journal. Read this short article, “The 

Claim: Skipping Breakfast Can Affect Your 
Mood and Energy Levels During the Day,” 
at www.nytimes.com/2006/02/21/health/21real.

http://www.youtube.com/watch?v=gZ0oEedMX6s
http://www.youtube.com/watch?v=gZ0oEedMX6s
http://www.nytimes.com/2006/02/21/health/21real.html
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Eating habits, 
continued 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

html, then watch this 3:17-minute video, “The 
Importance of Breakfast” 
at www.youtube.com/watch?v=06PHE5IMBQo
&feature=related. Create a breakfast menu 
with healthy and unhealthy items.  Circle the 
items you eat for a typical breakfast. 

 
Journal. Read “Fruits and Veggies on the 

Go,” 
at www.wellness.uci.edu/toolkit/march/fruitand
veggiesonthego.pdf and look over some of the 
the charts, “Common Foods Comparison”, 
at www.sparkpeople.com/resource/food_lists_
meats.asp. Find images on the Internet of your 
typical snacks or cut out snack photos from old 
magazines. Add some images of healthy choices 
you could make a commitment to try. 
 

Introduction – classroom Compare sugar and protein content from a 
variety of food labels. Compare the sugar and 
caffeine content of popular sodas (include 
energy drinks). List several options for healthy 
snacks or meals. Be sure they are options class 
members will actually eat! 

Invite a registered dietician from your local 
hospital or a home economics teacher to speak 
about practical ways to put together a healthy 
breakfast and healthy snacks, as well as the 
effect of high sugar and high caffeine drinks on 
your body. 

 Check out the vending machines at your 
school. Discuss what is healthy to eat from 
them and what may not be so good.  

 Food log. Each student logs everything he or 
she eats for a few days. Then, in small groups 
or pairs, evaluate your eating habits with a 
peer. Pick one thing to try and improve. 

Workplace activity Snack experiment. One day, have a healthy 
snack or meal before work and make mental 
notes about your energy level and mood. On 
another day, have an unhealthy snack or meal 
and make more mental notes about your 

http://www.nytimes.com/2006/02/21/health/21real.html
http://www.youtube.com/watch?v=06PHE5IMBQo&feature=related
http://www.youtube.com/watch?v=06PHE5IMBQo&feature=related
http://www.wellness.uci.edu/toolkit/march/fruitandveggiesonthego.pdf
http://www.wellness.uci.edu/toolkit/march/fruitandveggiesonthego.pdf
http://www.sparkpeople.com/resource/food_lists_meats.asp
http://www.sparkpeople.com/resource/food_lists_meats.asp
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Eating habits, 
continued 
 
 
 
 

energy level and mood.  

Bag lunch. Pack a healthy lunch or snack for 
work. Put a note in your lunchbox that inspires 
you and reminds you of the importance of 
eating healthy foods. 

 Mental notes. Notice what food is available at 
work. Is it healthy or not?  

Follow-up – individual Take a favorite recipe for a not-so-healthy food 
item and try to make it healthier (e.g., use 
whole wheat pasta, use low-fat cream cheese, 
substitute applesauce for sugar), or find a 
healthy recipe for your favorite food on the 
Internet. If possible, make the healthy item and 
see how it compares to your original recipe. 

Journal and activity. Identify two ways you 
could improve your breakfast, write them in 
your journal and try them for a week. Write 
another journal entry describing what you tried 
and any differences you noticed in your mood, 
memory, and energy level.  

 Earn a class feast. Each morning for a week 
make a list of one healthy food item you added 
to your breakfast to replace an unhealthy 
choice. Or if the food is not available – a 
healthy alternative you wish you could eat for 
breakfast. Give yourself a star for each morning 
you made a healthy food swap. Bring this to 
class. Five stars from each student in the class 
earns a healthy snack feast for all! 

Follow-up – classroom Bag lunch surprise. Each student packs a bag 
lunch (no names on bags). Put all the bags on a 
table and each student chooses one. Share 
your good ideas with each other and give 
awards for the best items. 

  Share the results of your snack experiments. 
What was similar in your experiences? What 
was different? What conclusions can you draw? 

 
 
 

 Field trip. Many grocery stores have created in-
house nutritional rating systems. For example, 
Hannaford has Guiding 
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Eating habits, 
continued 
 

Stars: www.hannaford.com/content.jsp?pageNa
me=GuidingStars&leftNavArea=HealthLeftNav.  
Price Chopper has the Nuval 
system: www2.pricechopper.com/nuval/. Make 
a class list of favorite foods. Take a field trip to 
a local grocery store and compare the 
nutritional value of different foods and brands.  
If you can’t do a field trip, consider an in-class 
activity using the websites of the above stores.  

  Food price analysis. Sometimes eating in a 
healthy way is difficult because of cost. Use the 
above websites to analyze price differences 
between different kinds of foods. What could a 
person on a limited budget do to find 
affordable healthy choices? Share your findings 
and ideas. 

4. Health care Introduction – individual Journal. Read the article that matches your 
gender:  
“Health Screening – Women – 18 to 39,” 
at www.nlm.nih.gov/medlineplus/ency/article/00
7462.htm, or  
“Health Screening – Men – 18 to 39,” 
at www.nlm.nih.gov/medlineplus/ency/article/00
7464.htm.  
Make two health screening lists: one of the 
items you feel confident taking care of and 
another list of the items you need to learn 
more about. 

 
 
 
 
 
 
 
 
 
 

 
Journal and activity. Look at the pictures of 

healthy and diseased teeth and gums at these 
two 
websites: www.32tdental.com/treatments/perio
dontics-gum-treatment/ 
and www.winghavenortho.com/cavities.php.  
Inspect your own teeth and gums closely. 
Write a journal entry describing what you see; 
use lots of adjectives. Now floss your teeth. 
Do you get any bleeding? Make a chart for daily 
brushing and flossing for one month. Post it in 
your bathroom and fill it out every day.  

http://www.hannaford.com/content.jsp?pageName=GuidingStars&leftNavArea=HealthLeftNav
http://www.hannaford.com/content.jsp?pageName=GuidingStars&leftNavArea=HealthLeftNav
http://www2.pricechopper.com/nuval/
http://www.nlm.nih.gov/medlineplus/ency/article/007462.htm
http://www.nlm.nih.gov/medlineplus/ency/article/007462.htm
http://www.nlm.nih.gov/medlineplus/ency/article/007464.htm
http://www.nlm.nih.gov/medlineplus/ency/article/007464.htm
http://www.32tdental.com/treatments/periodontics-gum-treatment/
http://www.32tdental.com/treatments/periodontics-gum-treatment/
http://www.winghavenortho.com/cavities.php
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Health care, 
continued 
 

 
Journal. Create a chart with four columns: 

medications, rules, when to take, notes. 
Complete the chart for your medications. The 
notes column will be blank for now – you’ll fill 
it in later. 

 
 
 
 
 
 
 
 
 
 

Introduction – classroom Field trip. Make a class appointment at a local 
hospital, medical center, chiropractor, 
naturopath, or dentist. Class goes through the 
adult process of getting to a medical 
appointment on time, registering, and seeing 
the medical practitioner. Class interviews the 
doctor/nurse about what is the recommended 
health care for young adults up to age 30.  
Find out about classes, activities and lecture 
series on health and fitness topics. Collect 
brochures and handouts to create a reference 
or information binder. You may want to use 
the field trip as an opportunity to talk about 
the HIPAA Privacy Rule as 
well, www.caringinfo.org/files/public/ad/HIPPA_
Privacy_Rule.pdf. 

  
Invite a community health educator to 

speak to the class about the recommended 
health care for young adults up to age 30 (e.g., 
finding a doctor, regular physicals with 
someone who knows you, suggested tests). 
Include what community services offer low-
cost health screenings (e.g., flu shots, blood 
pressure checks). Include traditional and 
alternative medicine options. 

 
 
 
 
 
 

Workplace activity Find out what health insurance is offered, if 
any. What are the options? What is the cost to 
an employee? What would a doctor’s visit 
cost? If possible, bring back a benefits summary 
to share with your class. Bring back other 
printed information to add to your information 
binder. 

  Ask HR if there are any guidelines for when 
or where to take medications at work.  

http://www.caringinfo.org/files/public/ad/HIPPA_Privacy_Rule.pdf
http://www.caringinfo.org/files/public/ad/HIPPA_Privacy_Rule.pdf
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Health care, 
continued 

  Ask HR about the policies around illness. 
What do employees do if they are sick? How 
do they decide if they should come into work 
or stay home? Do they get paid sick time? 
Bring back a copy of the policy if you can. 

 
 
 
 
 

 Ask HR if your workplace does onsite 
physicals. Some employers do them at the time 
of hire. Some require them but do not pay for 
them. Do you need to repeat your physical 
periodically? Do you need any tests (like TB)? 
Who pays for them? Is there other health care 
available at the workplace? If possible collect 
any print material for your information binder. 

 
 
 
 
 
 
 
 

Follow-up – individual Medical file. Create a medical file for yourself 
with your vaccination record, list of 
medications, list of allergies, dates of last 
doctor visits, contact information for your 
medical professionals, copy of your health 
insurance card, emergency contact person and 
number, and any other details that would be 
good to know. If appropriate, include a list of 
your medications, when to take them, and 
potential food or drug interactions. 

 
 
 
 

 
Journal. Complete the notes column of 

your medication chart with anything you need 
to remember about taking medications at work 
(e.g., the work rules you need to follow). 

  
Journal. Check your health screening lists 

from the Introduction activity. Have you 
learned how to address any more on the list? 
Make an action plan to learn how to do one 
more item. Set a goal with a timeline. 

 
 

Follow-up – classroom Comparison dyads. Work in pairs to compare 
health insurance from the different workplaces. 
What would a year of your recommended 
health care cost on the different plans? Are 
there any paid incentives to complete 
screenings or engage in physical activity? Make 
a class chart of similarities and differences. 
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Health care, 
continued 
 

 Design a medical information form that 
students can fill in and take with them to their 
workplaces. The form lists medical information 
that might be needed in case of an emergency 
(e.g., primary care doctor, preferred ambulance 
service and hospital). You may want to just 
modify the form that parents usually sign and 
complete for field trips.  

  Research summary. Compare and contrast 
student internship site policies about employee 
illness. Speculate about the reasons for the 
differences. 

5. Leisure 
activities  
 
 
 
 

Introduction – individual 
Journal and activity. Read the short online 

article, “Spare Time,” 
at library.thinkquest.org/08aug/01036/spare%20
time.html. Write a journal entry describing 
your active and passive leisure activities. Which 
ones are your favorites? What do you like best 
about your favorites? List three transferable 
skills you’ve learned from your activities.  

-or- 
Create an invitation to a weekend of leisure.  
In your invitation include your active and 
passive leisure activities. Also include the three 
transferable skills your guests will take away 
with them. 

 
 
 
 
 
 
 
 

 
Watch this 4:50-minute video, “Leisure 

Time Activities,” 
at www.youtube.com/watch?v=EqGdIxP-W5Y. 
Part of it is excerpted from a 1950 film. Write 
a journal entry about your reaction to the 
video. What is still true for teens today? What 
has changed? Do you see any gender bias in the 
film? How do you spend your free time?  

 
 
 
 
 

Introduction – classroom 
This might be an opportunity to create and 

use a Google Docs survey. Poll the class for 
their interests and areas of curiosity about 
leisure activities (e.g., golf, hiking, bird-
watching). Which locally available activities 

http://library.thinkquest.org/08aug/01036/spare%20time.html
http://library.thinkquest.org/08aug/01036/spare%20time.html
http://www.youtube.com/watch?v=EqGdIxP-W5Y
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Leisure activities, 
continued 

would they like to know more about? Bring in 
local experts to give talks and lead activities.  
 

  Charades. Act out what you like to do when 
you have free time. Make a class list of the 
acted-out leisure activities and then divide the 
list into active and passive activities. When is 
active leisure a better choice? When is passive 
leisure a better choice? Now take it farther by 
identifying work skills people could learn from 
these activities. 
 

 Workplace activity Ask three coworkers what they like to do 
in their leisure time? What do they do to 
recharge at work? 

  Ask your supervisor about any leisure 
activities that are sponsored or encouraged by 
the workplace. Does the workplace pick up 
trash along a section of highway, sponsor a 
bowling or softball team, allow employees to 
take a day off to spend on a community service 
activity? 

 Follow-up – individual 
Journal and activity. Pick one new active 

and one new passive leisure activity to try. Use 
a local resource to try them both, then write a 
journal entry describing what you liked and 
didn’t like about each activity. Will you try 
them again? 

 
 
 
 
 
 

 Friends and family. Interview a friend or family 
member about their leisure activities 
(preferably someone who doesn’t share your 
own leisure activities). Ask them to describe 
these activities, say what they enjoy about 
them, and describe how they decide which 
leisure activity to pursue when. 

 
 
 
 
 

Follow-up – classroom Paper bag skits. Fill grocery bags with 10 
random objects. Challenge teams to come up 
with as many leisure activities as they can in 10 
minutes, connecting each one to at least one 
object. Share the results with the class. At the 
end, ask each student to share one passive and 
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Leisure activities, 
continued 
 

one active activity that truly interests them, 
regardless of whether the student currently 
participates in the activity. 

  Class tallies. Create a class list of all leisure 
activities, both active and passive, in which 
students participate. Place tally marks next to 
each activity to represent the number of 
students that participate in each. Which 
activities are the most popular? Least popular? 
Why might that be? What might keep someone 
from participating in any of the activities listed?  

  Leisure goals. Extend the paper bag skits or 
class tallies activity by having students write 
goal statements related to one passive and one 
active leisure activity they would like to add to 
their lives. Map out a plan for how to achieve 
the goals. This might be another opportunity to 
try out the SuperBetter 
game: www.superbetter.com/ 

 

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. 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.  

1.8 Recognize, evaluate, and respond appropriately to persuasive forms of communication. 
2.2 Identify the issues involved in making a decision or solving a problem. 

http://www.superbetter.com/
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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. 
3.1 Independently identify resources and tools needed to achieve learning goals.  
4.2 Demonstrate an understanding of how individual characteristics relate to achieving 

individual, social, educational, and career goals.  
5.1 Demonstrate confidence and positive self-concept in beginning work-related 

experiences, practice or actual.  
6.3 Demonstrate an understanding of how employers and employees organize to improve 

the quality of goods, services, and working conditions.  
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.  
 

End of Grade 12  

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

2.3 Develop a systemic plan and communicate the plan clearly. 
2.4 Develop and test strategies to optimize the performance of a system. 
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.  
4.3 Describe the contribution of work to a productive life.  
5.3 Demonstrate effective and flexible team skills as a team member or leader.  
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.  
6.5 Analyze the effects of the changing workplace on the individual, employers, workers, 

labor organizations, the economy, and society.  
6.9 Demonstrate an understanding of the ways in which work, family, and leisure roles are 

interrelated. 
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UNIT 9: SUBSTANCE USE  
 

 

INTRODUCTION 

Substance Use is the ninth unit in the Habits of Work curriculum, and the second unit in part 
four, Staying Well. The pick-and-choose lesson activities are designed to suit the needs and 
interests of your students. See Appendix A in Staying Well for an overview of the full 
curriculum.  

LEARNING OUTCOMES 

Students will be able to: 

1. Explain how substance use (e.g., drugs, alcohol, smoking, chewing tobacco) can be a 
problem in the workplace. 

2. Explain common rules and safeguards regarding smoking, drinking, and drug use in the 
workplace. 

3. Describe the substance use policies at their workplaces. 

BACKGROUND INFORMATION FOR INSTRUCTOR 

This unit is not a Don’t Do Drugs unit. Instead, it focuses on problems that substance use can 
cause in a workplace and understanding the reasons behind company policies on substance use. 

Substance use and abuse includes both legal and illegal substances. Substances can be legal and 
still cause problems in the workplace. For example, tobacco products are legal, but they can be 
a workplace issue. Some prescription drugs can impair your ability to perform certain tasks. 
Students may be on medication that could show up on drug screening, e.g., a stimulant 
prescribed to counteract the sedative effect of another medication. They have rights under the 
Americans with Disabilities Act (ADA) and need to understand those rights and figure out their 
disclosure plan when drug testing is required. 

Workplace policies establish a framework and set standards to guide how employees should 
conduct themselves. They help employers figure out what to do in complex situations and help 
maintain consistency from person to person and department to department. When you consult 
a policy, you are drawing on the collective wisdom of people who made proactive decisions 
after careful consideration of multiple factors.  
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Readings 
A concise overview of substance use in the Canadian workplace can be found 
at www.ccohs.ca/oshanswers/psychosocial/substance.html. The laws may be different, but 
the problems are the same.  

An overview from OSHA of illicit drug use in the 
workplace: www.osha.gov/SLTC/substanceabuse/index.html 

An overview of drug testing: what is tested for, types of tests, detection 
periods: www.erowid.org/psychoactives/testing/testing_info1.shtml 

Questions 6-12 in the FAQ, “Questions and Answers: The Americans With Disabilities Act 
and Hiring Police Officers,” provides insight into how the ADA applies to job applicants 
with a history of illegal drug but who have obtained treatment for 
addiction:  www.ada.gov/copsq7a.htm 

The tool, “Drug-Free Program Advisor Program Builder,” from the U.S. Department of 
Labor helps a company create a customized drug-free workplace policy. It also provides 
background knowledge on the policy areas. There are 13 sections to complete; at the end 
you have a policy you can save and print. We suggest skimming, making quick decisions in 
order to move through the sections quickly, so that you can see a complete policy at the 
end. There is lots of food for thought. 
Visit www.dol.gov/elaws/asp/drugfree/drugs/screen2.asp. 

Other Resources 
The website www.trytostopnh.org/about/community.htm provides a list of local community 
coalitions and public health departments around New Hampshire that work within their 
communities on a number of prevention initiatives, including tobacco. The organizations 
may be good sources for materials and speakers.  

UNIT PREPARATION CONSIDERATIONS 

Tasks 
Due to the sensitivity of the topic you may want to contact a health teacher, school 
counselor or drug/alcohol counselor to share ideas about how to approach this unit, or co-
teach with you. Before you begin the unit, consider the family and personal histories of your 
students. Some students may have family experience with substance abuse; you can 
probably assume some students have used and perhaps abused substances. Although this 
unit focuses on practical and pragmatic aspects of substance use in the workplace, lesson 
activities could trigger bad memories or feelings in your students. Pay attention to any 
behavior changes and check in with a school or drug/alcohol counselor with any concerns.  

Inform the workplace supervisors about the kinds of questions students will be asking. 
Reassure them that the intent is real-world education for the students, not detective work 
about particular workplace issues. The supervisor may suggest a particular person or people 

http://www.ccohs.ca/oshanswers/psychosocial/substance.html
http://www.osha.gov/SLTC/substanceabuse/index.html
http://www.erowid.org/psychoactives/testing/testing_info1.shtml
http://www.ada.gov/copsq7a.htm
http://www.dol.gov/elaws/asp/drugfree/drugs/screen2.asp
http://www.trytostopnh.org/about/community.htm
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for the student to interview. If a student is at a larger business, seek out the HR manager to 
consult about students gaining access to substance use policies. 

This unit includes a lesson on policies. Depending on your students, you might want to 
integrate the policy activities within the other lessons. 

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: 

• drug testing 
• conflict resolution skills 
• policy 

SUMMATIVE ASSESSMENT IDEAS 

Following are ideas for a summative assessment for this unit: 

1. Small groups project: Use the U.S. Department of Labor tool “Drug-Free Program 
Advisor Program Builder” at www.dol.gov/elaws/asp/drugfree/drugs/screen2.asp to 
create a substance use policy for a fictitious company. There are 13 sections to 
complete, with decisions to be made in each section. Save and print your policy when 
you are done. Present your policy, explaining the reasons for your decisions in five 
different areas and comparing your group’s policy to those at your workplaces. This 
assessment activity requires higher level reading and reasoning skills. Allow an hour to 
complete the policy, plus presentation time.  
 
Alternatively, you could select from the sections and have the groups list what the issues 
and questions would be for those areas (learning outcomes 1, 2). 
 

2. Poetry slam. Use your first and last name to make an acrostic poem about substance use. 
Include three problems, three rules, two safeguards, and one thing you learned from 
your workplace’s substance use policy. Share your poems in a poetry slam (learning 
outcomes 1, 2, 3). General information about poetry slams can be found 
at www.poetryslam.com/index.php?option=com_content&task=view&id=10&Itemid=25.  
 

3. HR grant. Pretend you are the Human Resources person for your company and you just 
got a $2,000 grant for a substance abuse program. Design a program to address 
substance use at your workplace. How would you spend the money to benefit 
employees? Include educating the employees about your substance abuse policy (learning 
outcomes 1, 2, 3). 

http://www.dol.gov/elaws/asp/drugfree/drugs/screen2.asp
http://www.poetryslam.com/index.php?option=com_content&task=view&id=10&Itemid=25
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UNIT KICKOFF  

Two options: 

1.  Watch the 3:07-minute video, “How to Tell if an Employee is Using 
Drugs,” www.youtube.com/watch?NR=1&feature=endscreen&v=aXP7byjCfh8. Watch it 
a second time, stopping after each segment and identifying three problems that might 
result from using that substance at work. Note: Depending on your students, you may 
want to use the next video instead – this parody may set off too much drug humor in 
certain populations. 

2.  Watch the 2:21-minute video, “Drugs and Alcohol for Managers Training 
Video,” www.youtube.com/watch?v=ycvy1b7tVtA. Make a class list of workplaces that 
are familiar to students. Break into small groups and have each group brainstorm 
problems that could occur from employees abusing substances at two of the 
workplaces. 

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. Drugs and Alcohol  
2. Smoking 
3. Policies  

  

Lessons Instructional 
Sequence Activities  

1. Drugs and 
alcohol 

Introduction – Individual  Watch the 2:22-minute video, 
“Nursing 
Impaired,” www.youtube.com/watch?v=AaKa1
u1BpWg&feature=related and the 1:17-minute 
video, “Drug Testing in the 
Workplace,” www.youtube.com/watch?v=2B9F
sAyuUYA&feature=related about the 
construction industry. List three other 
occupations. Imagine how drugs and alcohol 
could cause problems in those occupations. 
List at least four potential problems for each 
occupation. If students have done some career 
exploration and know of occupations they’re 
interested in, they could personalize it for 
those occupations to make it more meaningful. 

http://www.youtube.com/watch?NR=1&feature=endscreen&v=aXP7byjCfh8
http://www.youtube.com/watch?v=ycvy1b7tVtA
http://www.youtube.com/watch?v=AaKa1u1BpWg&feature=related
http://www.youtube.com/watch?v=AaKa1u1BpWg&feature=related
http://www.youtube.com/watch?v=2B9FsAyuUYA&feature=related
http://www.youtube.com/watch?v=2B9FsAyuUYA&feature=related
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Lessons Instructional 
Sequence Activities  

Drugs and alcohol, 
continued 

 Watch the animated 7:44-minute 
video, “Alcohol and Your Brain,” 
at www.youtube.com/watch?v=zXjANz9r5F0&f
eature=related, which explains the impact of 
alcohol on different parts of your brain and 
what that means for you. Write a commitment 
letter to your brain. Be specific about the rules 
you will follow regarding drinking, drugs and 
work. 

 Introduction – classroom 
Fish bowl. Bring in a representative from a 

company that uses drug testing. Brainstorm 
questions ahead of time: Why did they start 
drug testing? How prevalent is the problem? 
What do they do if someone tests positive? 
The teacher and the representative can begin 
the conversation, then open it up to the class. 

 
Have someone – police officer or drug 

and alcohol counselor, maybe? – bring in the 
glasses that simulate what it’s like to be drunk, 
then have students try to do some of the 
things they might have to do on the job (e.g., 
dial a phone number, log onto a computer, 
etc.) 

  Sick worker machine. All absences impact your 
workplace. Absences due to illness are 
unavoidable. However, absences due to 
substance use cause unnecessary hardship in a 
workplace. Create an assembly line-type 
activity to complete a task (or use one of the 
many team building tasks) where everyone has 
an assigned responsibility. Partway through a 
timed activity remove a worker and substitute 
with someone who has not done the task 
before. This simulates absenteeism, which 
slows productivity and quality. Have two teams 
compete: one with a substitute and one 
without to demonstrate the effects.  

 
 

Workplace activity Ask your supervisor if he or she has ever 
seen problems at work because of an 

http://www.youtube.com/watch?v=zXjANz9r5F0&feature=related
http://www.youtube.com/watch?v=zXjANz9r5F0&feature=related
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Lessons Instructional 
Sequence Activities  

Drugs and alcohol, 
continued 

employee’s substance use. If not at this 
workplace, perhaps at another? What 
happened? 

 Ask your supervisor about the rules 
regarding drug and alcohol use during the 
workday. Of course, illegal drugs are never 
okay, but legal drugs can also cause problems. 
How does your workplace guard against such 
problems? Do they do drug testing? Collect any 
written documents about drug and alcohol 
policies, where to get help, etc., that the 
employer provides. Bring the materials to class. 

 Follow-up – individual 
Journal. Write a journal entry about what 

you learned at your workplace. What did you 
expect to hear? Did you? What surprised you? 

  
Journal and activity. Post-it blitz. Dump 

your thoughts about work, employability, 
absenteeism, and relationships as they relate to 
substance abuse. Try to group your post-its 
and look for relationships. Separate facts from 
opinions. Examine your final arrangement of 
post-its. Write three observations, one 
question and at least one conclusion. 

 Follow-up – classroom Round robin poll. Students share what they 
learned at their workplaces by responding 
briefly to a series of questions. Go around the 
class with each question before going on to the 
next question:  

• What problems has substance use 
caused at your workplace?  

• What substances cause problems? 
What rules does your workplace have 
about substance use?  

• What surprised you?  
  Debrief. Share the written information that you 

collected from the workplace. What is similar? 
What is different? What is helpful? What 
community resources exist to help a person 
with a substance use problem? 
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Lessons Instructional 
Sequence Activities  

3. Smoking 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Introduction – individual 
Journal. Imagine you are a smoker in a 

nonsmoking environment, and you won’t be 
able to smoke for eight hours. Create a 
cartoon about what that might be like, both 
physically and emotionally. Would this be a 
deal-breaker for you applying for a job?  

-or- 
Create a monologue that you can share with 
others about this experience – either as a 
performance or just reading your monologue. 

  Pro/Con arguments. Watch the 0:57-
minute video, “Escape: Secondhand Smoke,” 
at www.youtube.com/watch?v=oWLhvqkM6_Y 
and the 2:04-minute video, “Anatomy of a 
Puff,” at www.youtube.com/watch?v=O-
2lnglqnfw. These both support smoke-free 
workplaces. Alternatively, use this 6:41-minute 
video, “Straight Talk About Smoke-Free 
Workplace Laws,” 
at www.youtube.com/watch?v=CH_JaMH66EA 
which promotes the benefits of smoke-free 
policies for businesses.  
 
Now watch the 2:32-minute video, “Smoking 
Bans: Banning Freedom,” 
at www.youtube.com/watch?v=nwIUfLttd0A, 
which argues that allowing smoking is a 
business owner’s right.  

Make a list of the arguments in support of 
smoke-free workplaces. Make a second list of 
the arguments in support of allowing smoking 
in workplaces. Which side makes more sense 
to you? What is it like to try and see something 
from both sides? 

Introduction – classroom 
Invite a representative from a local 

tobacco cessation group to speak to your class 
about strategies for controlling and quitting 
smoking, including available local resources. 

http://www.youtube.com/watch?v=oWLhvqkM6_Y
http://www.youtube.com/watch?v=O-2lnglqnfw
http://www.youtube.com/watch?v=O-2lnglqnfw
http://www.youtube.com/watch?v=CH_JaMH66EA
http://www.youtube.com/watch?v=nwIUfLttd0A
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Lessons Instructional 
Sequence Activities  

Smoking, 
continued 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Make a support poster for helping those trying 
to quit smoking that you could imagine being 
posted in the work place. Are there any 
materials you have collected from other 
activities that could go on a table in the 
workroom or on a bulletin to help an 
employee stop smoking?  

Role play. Smoking is legal once you are age 18. 
Secondhand smoke is a health hazard. Do a 
role play about a supervisor negotiating a 
resolution between a smoker and a nonsmoker 
to come up with a company policy. 

 Local business survey. Compile a list of local 
businesses. Make three columns, one for 
smoke-free, one for some restrictions, and one 
for no restrictions. Do you see any patterns? 

 Class debate. Use the Pro/Con arguments 
activity in the Introduction – Individual section 
for a class debate on smoking in the workplace. 

Workplace activity Ask your supervisor to explain the 
workplace rules about smoking and use of 
other tobacco products. 

Ask your supervisor how the rules about 
smoking and using other tobacco products 
were developed. Was there input from 
employees? Did the rules come about because 
of complaints or issues caused by smoking? 
What have been the results of any changes in 
the rules? Are there insurance requirements? 

Follow-up – individual 
Journal. Write a journal entry describing 

your personal opinion on smoking in the 
workplace. 

Journal. Pretend you are the human 
resources person at a company who has to 
explain the company’s policy on tobacco 
products to new employees. The policy is that 
smoking or using other tobacco products is 
strictly forbidden on company property. What 



SUBSTANCE USE (UNIT 9) 

 

 
| 31 Habits of Work Curriculum – Part 4 – Staying Well 

Lessons Instructional 
Sequence Activities  

Smoking, 
continued 

would you say? How would you respond to 
new employees who object to the policy? Make 
notes for your pretend talk and notes for how 
you would respond to objections. 

Follow-up – classroom Class song. Share some of the rules from the 
different workplaces. Create a class song that 
incorporates common elements or have each 
student create a jingle that captures one 
element. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 Tally poll. Create a chart that includes the 
following categories and any others that 
students think should be included:  

• no smoking anywhere on company 
property 

• smoking allowed in certain designated 
areas 

• smoking allowed everywhere 
• specifications given for disposing of 

used tobacco products 
• no specifications given for disposing of 

used tobacco products 
• consequences specified for violating 

company rules on smoking  
• no consequences specified for violating 

company rules on smoking  
Ask students to place tally marks in the 
categories that apply to their workplaces. 
When everyone is done, see if there are any 
generalizations that can be drawn (e.g., most 
workplaces do not spell out consequences for 
violating the smoking policies, or doctors’ 
offices seem to have stricter policies than 
construction businesses). Discuss what the 
chart shows about smoking in the workplace in 
general.  

  Panel. Student volunteers sit on a panel and 
discuss pros and cons of smoking in the 
workplace, at restaurants, movies, etc. 

4. Policies 
 
 

Introduction – individual Watch the 1:47-minute video, 
“Government Policy – Yes Minister – BBC 
Comedy,” 
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Lessons Instructional 
Sequence Activities  

Policies, continued 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

at www.youtube.com/watch?v=dIto5mwDLxo. 
Write a journal entry describing a policy you 
think is confusing or useless, and a second 
entry describing a policy you consider useful. 
Now answer the question, “What makes a 
policy good?” 

 
Journal. Check three places for a 

definition of what a policy is. Draw a picture 
that shows a policy in your family. What is the 
spoken policy? What is the unspoken policy?  
What are the consequences if the policy is 
broken? 

Introduction – classroom Explore the high school policy manual and 
discuss policies. Examine the school policy on 
substance abuse. Who writes the policy? How 
is the policy communicated (e.g., in print, 
verbally). Discuss how people find out what the 
policy is in the school. 

 Examine a policy on mandatory drug testing as 
a condition of employment or continued 
employment. (JobCorp tests participants for 
drugs as a condition for program participation 
and has a drug policy in place for program 
participants: recruiting.jobcorps.gov/Libraries/p
df/information_booklet.sflb 
 

Workplace activity Request a copy of the substance use policy at 
your workplace. Read through it with your 
supervisor. Find out what to do if you suspect 
someone is using drugs. 

 Interview a person from Human Resources. 
Find out the company policies and procedures 
for drug testing. 

  Interview a person from Human Resources. 
Why do they have policies? How are they 
developed? How do they get changed? 

Follow-up – individual 
Journal. Read through your workplace 

substance use policy. Make a list of five rules 

http://www.youtube.com/watch?v=dIto5mwDLxo
http://recruiting.jobcorps.gov/Libraries/pdf/information_booklet.sflb
http://recruiting.jobcorps.gov/Libraries/pdf/information_booklet.sflb
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Lessons Instructional 
Sequence Activities  

Policies, continued 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

and the consequences for breaking them. 
Write down anything in the policy that you do 
not understand so you can ask your supervisor 
or discuss with your peers in class. 

 
Journal. Look at an application for NH 

Vocational Rehabilitation. It asks applicants to 
disclose if they have a problem with drugs or 
alcohol. Why would it be important for VR to 
know the answer to this question? How might 
a drug or alcohol problem impact an applicant’s 
ability to succeed in the program? Have a 
dialog with your conscience – in a cartoon 
bubble talk – to covey an imagined struggle to 
reveal a drug/alcohol problem. 

Follow-up – classroom Posters. Make policy posters that show the 
chain of events that occur if an employee’s 
substance use becomes an issue at work. What 
are the consequences for a first offense? What 
about additional offenses? 

 As a class, write a substance abuse policy, using 
policies from student workplaces as a guide. 
Include a statement about why the policy is in 
place. Include any requirements for mandatory 
drug testing and outline consequences for first 
and second offenses. Decide what happens if an 
employee’s substance use becomes an issue at 
work.  
 

 

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. 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.  
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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.  
1.6 Use cross-referencing while gathering information. 
1.8 Recognize, evaluate, and respond appropriately to persuasive forms of communication. 
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. 

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.  

6.2 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.  
6.5 Identify individuals in selected occupations as possible information sources, role models, 

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

End of Grade 12  

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. 
1.5 Demonstrate the ability to adjust communication style and language so that it is 

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

perspectives. 
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.  
5.3 Demonstrate effective and flexible team skills as a team member or leader.  
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 10: STRESS MANAGEMENT  
 

 

INTRODUCTION 

Stress Management is the tenth unit in the Habits of Work curriculum, and the third and last unit 
in part four, Staying Well. The lesson activities are designed to be pick-and-choose to suit the 
needs and interests of your students. See Appendix A in Staying Well for an overview of the full 
curriculum.  

LEARNING OUTCOMES 

Students will be able to: 

1. Identify personal stress triggers and reactions and the impact on work performance. 
2. Develop strategies for responding to stress in a productive manner. 
3. Practice at least one activity that strengthens emotional resilience. 

BACKGROUND INFORMATION FOR INSTRUCTOR 

This unit is focused on stress in the workplace and healthy responses to those inevitable 
stressors. Your body is flooded with chemicals when you experience stress. There are 
stressors associated with work, and stressors from other parts of our lives that are part of us 
and accompany us to work each day. Both can impact work performance and need to be 
managed.  

Each person has their own set of stress triggers and each person has their own set of automatic 
reactions. Growth comes from identifying your triggers and replacing your instinctive 
reactions with conscious healthy responses. Healthy responses are those that cause no harm 
to anyone or anything and do not break any rules.  

Remember that anger and stress are not the same things. Stress can manifest itself in different 
ways, one of which is anger. Anger is not necessarily a negative emotion, for example, a person 
may feel angry about a social injustice.  

Resiliency is the ability to recover from a setback, to shake off an unpleasant experience, and to 
go on. Resilient people know how to re-energize themselves. They have strategies to renew 
themselves and get back on task. Your natural resilience is affected by wellness factors such as 
sleep, diet, and exercise. Growth comes from identifying and practicing strategies that increase 
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your emotional resilience so that you experience fewer situations as stressful, and can recover 
more quickly. 

Readings 
An explanation of react versus respond: www.serenejourney.com/2009/06/do-you-react-or-
respond/ 

Information about the Relaxation Response, Herbert Benson’s 
work: www.relaxationresponse.org/ 

An overview of resilience: www.pbs.org/thisemotionallife/topic/resilience/what-resilience 

An overview of mindfulness and good links to tips on cultivating mindfulness and starting a 
meditation practice, from Jon Kabat-
Zinn: static.oprah.com/download/pdfs/presents/2007/spa/spa_meditate_cultivate.pdf 

Other Resources 
There is a tremendous amount of information and resources on stress from the Mayo 
Clinic, including a list of traits of stressed out students and an online stress 
assessment: www.mayoclinic.com/health/stress-management/MY00435 

SuperBetter (also suggested in the Unit 8: Wellness Basics) is a free online game that uses 
the structure of a game (e.g., superheroes, bad guys, quests, allies, points) to help you 
achieve a health-related goal you specify. Each time you log on you have tasks to complete. 
The designer was grappling with the question, “What if you took all the energy people put 
into imaginary gaming worlds, and put it to use for real purposes?,” when she got a severe 
concussion. She wrote the prototype of this game to help motivate herself to do the things 
that would help her get better. There is a text introduction, a graphical introduction, and a 
video introduction at www.superbetter.com. It’s fun! 

This Australian website, au.reachout.com/ has resources for teens to help with mental 
health and well-being. It includes coping tips, forums, fact sheets, and personal stories in an 
interactive and appealing format. Their tagline: “From everyday troubles through to really 
tough times, take the first step with ReachOut.com, Australia's leading online youth mental 
health service.” 

UNIT PREPARATION CONSIDERATIONS 

Tasks 
To deepen your understanding of stress, you may want to have a discussion with a school 
counselor or psychologist who specializes in stress management or mindfulness. 

If you plan to use the individual stress releaser plan as a summative assessment, create a 
tracker template for students to record ideas from the different unit activities. 

 

http://www.serenejourney.com/2009/06/do-you-react-or-respond/
http://www.serenejourney.com/2009/06/do-you-react-or-respond/
http://www.relaxationresponse.org/
http://www.pbs.org/thisemotionallife/topic/resilience/what-resilience
http://static.oprah.com/download/pdfs/presents/2007/spa/spa_meditate_cultivate.pdf
http://www.mayoclinic.com/health/stress-management/MY00435
http://www.superbetter.com/
http://au.reachout.com/
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If you do the: 

• Work Styles activity with O*net Online activity in the Healthy Responses lesson, 
take some time to become familiar with navigating around O*Net so you can assist 
students to get to the work styles information. As an example, here are the work 
styles for a dental hygienist: www.onetonline.org/link/summary/29-
2021.00#WorkStyles 
 

• Strike a Pose activity in the Healthy Reponses section, read the article, “Strike a 
Pose,” to better understand the research behind the 
idea: www.time.com/time/magazine/article/0,9171,2032113,00.html 

• SuperBetter summative assessment: Play it yourself first. It’s pretty intuitive, but 
you’ll want to play enough that you can demonstrate the basic idea. 

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: 

• triggers 
• react versus respond 
• meditation 
• mindfulness 
• resilience 

SUMMATIVE ASSESSMENT IDEAS 

 Following are ideas for a summative assessment for this unit: 

1. Individual stress releaser plan. Use what you have learned from this unit (e.g., local 
resources, online exploration, workplace research, your reflections, or advice from 
speakers) to create your own stress management plan (learning outcome 2). You could 
create: 

• a graffiti wall with sayings that will help you in stressful situations 
• a flow chart for stress management  
• a flip card deck with stress management mantras and affirmations for dealing 

with stress 
• a flip card deck with stress management techniques that work for you. Include 

physical ones, e.g., weight room or a brisk walk, that appeal to you. 
 

http://www.onetonline.org/link/summary/29-2021.00#WorkStyles
http://www.onetonline.org/link/summary/29-2021.00#WorkStyles
http://www.time.com/time/magazine/article/0,9171,2032113,00.html
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2. Write a palindrome about stress management. A palindrome is a sequence of words or 
phrases that make sense read forward or backward. See a sample, “Lost Generation” 
at www.youtube.com/watch?v=42E2fAWM6rA. Include stress triggers, healthy 
responses, and a strategy to build emotional resilience in your palindrome. Alternatively, 
write an acrostic poem using the letters in STRESS MANAGEMENT (learning outcomes 
1, 2, 3).  

3. Create a SuperBetter game to grow your stress management 
skills: www.superbetter.com/. Create quests and power-ups about strategies that help 
you respond to stress in a healthy manner and strategies that help you build emotional 
resilience. Create bad guys about your personal stress triggers and reactions (learning 
outcomes 1, 2, 3). Play your game for a few weeks! 

UNIT KICKOFF  

Watch the 2:24-minute video, “Managing Stress – BrainSmart – BBC,” 
at www.youtube.com/watch?v=hnpQrMqDoqE&feature=list_related&playnext=1&list=SP561E9
80B8783F9AC. Share stories about experiencing the fight or flight response.  

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. Stress triggers and reactions 
2. Healthy responses 
3. Resilience 

  

Lessons Instructional 
Sequence Activities  

1. Stress triggers 
and reactions 

 
 
 
 
 
 
 
 
 
 

Introduction – individual Journal. Think about your last workplace 
visit. How were you feeling when you started 
your day? How about when you were done? 
Make a list of adjectives that capture your 
feelings. Name the feelings. What do they look 
like? Where did you feel them in your body? 

Now think about a recent homework 
assignment. How were you feeling when you 
started it? How about when you were done? 
Make a list of adjectives that capture your 
feelings. Name the feelings. What do they look 
like? Where did you feel them in your body? 

http://www.youtube.com/watch?v=42E2fAWM6rA
http://www.superbetter.com/
http://www.youtube.com/watch?v=hnpQrMqDoqE&feature=list_related&playnext=1&list=SP561E980B8783F9AC
http://www.youtube.com/watch?v=hnpQrMqDoqE&feature=list_related&playnext=1&list=SP561E980B8783F9AC
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Lessons Instructional 
Sequence Activities  

Stress triggers and 
reactions, 
continued 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Examine your answers and make a Venn 
diagram comparing work and homework 
feelings. Circle the ones that were stressful. 

 Journal. Step1: People can experience 
stress differently: anxiety, withdrawal, angry, 
eating, headaches, etc. How and where do you 
feel it in your body? Make your own five level 
stress reaction scale, from mild stress to 
unbearable stress.You could use colors or 
emoticons for your scale instead of numbers. 
This is an example for a person who gets angry 
when stressed: 

• I could lose control (level 5) 
• Can really upset me (level 4) 
• Starts to upset me (level 3) 
• Bugs me (level 2) 
• Minor annoyance (level 1) 

Step 2: List or draw pictures of at least three 
events that could trigger the reaction at each of 
your levels.  

Introduction – classroom Your body speaks. Students sit quietly, eyes 
looking down. Invite them to think about a time 
that was stressful at work or at school. Ask 
them to picture the setting, what they were 
wearing, inside or outside, sounds, smells. Ask 
them to relive the event and look at where they 
feel it in their bodies: head, stomach, shoulder, 
neck, etc. Hand out body maps and have 
students put an X on each area that had a 
stress response. Sample body 
map: 4.bp.blogspot.com/_a8vATy25gyM/TDydO
idnmqI/AAAAAAAADp0/YQPq_PKWfdA/s160
0/Body%2BTemplate.jpg 
Share experiences and look for commonalities. 
Paying attention to body clues tells us when we 
are experiencing stress. Tell students they will 
be discovering strategies to use when their 
bodies tell them they have stress. 

 Improv. Create a deck of cards with feeling 
words. Draw a card and look at the feeling 

http://4.bp.blogspot.com/_a8vATy25gyM/TDydOidnmqI/AAAAAAAADp0/YQPq_PKWfdA/s1600/Body%2BTemplate.jpg
http://4.bp.blogspot.com/_a8vATy25gyM/TDydOidnmqI/AAAAAAAADp0/YQPq_PKWfdA/s1600/Body%2BTemplate.jpg
http://4.bp.blogspot.com/_a8vATy25gyM/TDydOidnmqI/AAAAAAAADp0/YQPq_PKWfdA/s1600/Body%2BTemplate.jpg
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Stress triggers and 
reactions, 
continued 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

word. Roll the dice. Dice (evens = workplace 
stress, odds = relationship stress). With a 
partner, act out a scenario using the feeling 
word according to the dice result. What 
happens when you bring relationship stress into 
the workplace? 

 Pair and share. As a class, brainstorm a list of 
behaviors of stressed students. Then, in pairs, 
look at different events (e.g., exams, holidays, 
balancing work and school) and notice which 
behaviors you see in yourselves, and when. 

 
Invite a school counselor to do an 

introductory lesson on stress triggers. 

 
Invite a school counselor to do an 

introductory lesson on mindfulness. Awareness 
is critical to being able to manage stress. 

Workplace activity Interview two people at your workplace. 
How does stress affect their ability to do their 
jobs well? Have the stressors changed over 
time? 

Mental notes. Identify places and practices at 
your workplace that help to decrease stress 
(e.g., ability to walk around when you start to 
feel stress, deep breathing, climb some stairs, 
pleasant break room, boss who is willing to 
listen). Identify places and practices at your 
workplace that may increase stress (e.g., 
inability to take a break when you need it, break 
room that is gloomy or messy, isolation from 
others). For this last group, are there ways that 
the situation could be improved? 

Follow-up – individual 
Journal. When do your stress reactions 

affect your ability to perform your job well? To 
complete homework and school projects? Can 
you see any growth in yourself over the past 
year in this area? Where would you like to 
improve more? 
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Stress triggers and 
reactions, 
continued 
 

 
Journal. List the tasks you are asked to do 

at your workplace. Identify the top three 
stressful tasks. What makes them stressful for 
you? 

Follow-up – classroom Role play. In pairs, ask students to create role 
play situations where someone is presented 
with a stress trigger. Have classmates take turns 
acting out the situations, along with healthier 
responses. 

  Networking. The teacher describes different 
work tasks or situations that might create 
stress. The students mingle and find a partner 
who can suggest a strategy to address a stress 
reaction. The teacher calls time, then students 
mingle again and find a different partner. When 
the students are finished they should have a 
class set of healthy stress responses. 

2. Healthy 
responses 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Introduction – individual 
Journal. Make five circles on a piece of 

paper. Inside each one, write down something 
that triggers stress in you. Outside one side of 
the circle, write down your instinctive reaction. 
Opposite that, write down a better response.  

 
Stressed about homework? Watch (and 

mostly listen) to the 26:39-minute video, “Music 
to Help Study and Work,” 
at http://www.youtube.com/watch?v=H8-
lWIDT19k&feature=related. Follow the 
directions below the video for how to use it. 
Do your homework assignment.  
Then write a journal entry about how it was to 
do your work this way. List two kinds of 
workplaces where you could probably listen to 
music while you worked. List two others where 
you would not be able to listen to music, and 
explain why not. 

 
Journal and experiments. Try doing your 

homework at different times, different places 
and with different background noise.  Create 

http://www.youtube.com/watch?v=H8-lWIDT19k&feature=related
http://www.youtube.com/watch?v=H8-lWIDT19k&feature=related
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Healthy 
responses, 
continued 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

and fill out a four column chart with headings 
for time, place, type of noise and comments. 
What works for you? What does not? 

Introduction – classroom Ask students to discuss the difference between 
reacting and responding. Most students will 
benefit from clarifying the difference between 
the two, since we tend to use the words 
interchangeably in daily life. As a class, come up 
with possible stressful situations, then give both 
a reaction and a response to each. 

As a group, create a stress mantra or jingle or 
an acronym that can be used as a stress reliever 
or reminder. Create or find reminders that you 
can use at the workplace. Do a show and tell 
with the different reminders (e.g., a picture of 
your dog, a simple symbol, a necklace that you 
can touch). 

Routine stress relievers investigation. Divide the 
class into groups and assign each group a 
different investigation from the list below. 
Groups share their findings. 

• Discuss easy exercise activities you 
could build into the course of a day that 
would burn off stress: stairs versus 
elevator, parking farther away, 
housecleaning, dance, walk the dog, 
hobbies.  

• Come up with stress relievers that can 
be done in class (e.g., squeeze balls, 
stand and stretch at your desk, write 
things that are bothering you on a 
notecard and put them aside until after 
class).  

• Find a song that helps you relieve stress.  
• Create a list of daily affirmations that 

can be used when you feel stressed.  
• Create three different stress reliever  

Workplace activity Find out what your workplace offers to 
employees to help them manage stress. Collect 
any print materials the workplace has to help 
manage stress. These materials can be used 
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Healthy 
responses, 
continued 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

later to create a stress management resource 
for the class. 

Ask people in three different kinds of roles 
what is stressful about their field, and in their 
job in particular. What do they see as poor 
reactions to stress? What do they see as 
healthy responses? 

 Ask three people how they deal with outside 
stressors that they bring to work. How do they 
set them aside and be productive at work 
anyway? 

Follow-up – individual 
Journal. Look up an occupation of interest 

on www.onetonline.org. Look at the work 
styles required for that occupation (some 
occupation descriptions will not include this 
information, unfortunately). Pick at least one 
style that might be stressful for you and write 
down a plan for responding in a healthy manner. 

Journal. Describe three ideas about how to 
respond to specific stresses at work so you 
could complete a work shift successfully. 
Include an idea about how you will deal with an 
outside stressor that affects your work 
performance.  

 
Journal. Create a stress-related scenario 

that could happen to you in the workplace. 
Then create a cartoon of at least three different 
ways you could respond to the stress. Make 
sure at least one of the three reactions is a 
positive way to respond to stress and a method 
you would use. 

Follow-up – classroom You’re like me. Each student makes two lists, 
one titled “Things that trigger a stress reaction 
in me” and  the other, “These are healthy 
responses that work for me.” Walk around the 
room and find someone who shares one of 
your triggers. Share your healthy responses. Do 
this with several more people. At the end, do a 
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Healthy 
responses, 
continued 

group share about the new techniques students 
will try. For each technique, decide in which 
settings you could use it: work, school, 
extracurricular activities, family, relationships. 

 
 
 

 Try it. Create a list of common stressors at 
school. Students brainstorm healthy responses 
to each one. Note which responses are 
“anytime, anywhere” and which ones are 
limited. For example, you can always breathe 
slowly and deeply. You cannot always go for a 
run. Each student picks at least two responses 
to try over the next week, then reports back to 
the class about how they worked. 

  Mindfulness practice. Try the Raisin exercise 
at www.mindfulnessinfo.com/exercise-2-the-
raisin/. How could being fully present help in a 
stressful situation? 

3. Resilience 
 

Introduction – individual 
Journal and activity. Make a list of simple 

small things that refresh you in your day-to-day 
life. Search for images of those things on the 
Internet and make a poster or booklet using the 
images. Some examples might be listening to a 
song, walking into a good smell, coming upon a 
view, running into a friend in a store, taking a 
nap. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Journal and activity. Describe your mood 

right now. What are you feeling? Now stop and 
go outside for a few minutes. Use your senses 
and name: 

• three sounds you hear 
• three sensations you feel 
• three things you see 
• three smells 

Go back inside and assess your mood again. Is 
anything different because you took a break and 
focused on the world around you? 

Introduction – classroom 
Survey the class for their interests and 

areas of curiosity about relaxation activities (e.g. 
yoga, mindfulness). Which locally available 

http://www.mindfulnessinfo.com/exercise-2-the-raisin/
http://www.mindfulnessinfo.com/exercise-2-the-raisin/
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continued 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

activities would they like to know more about? 
What resources for these activities are in your 
community? Bring in practitioners to give talks 
and sample classes. 

 Strike a pose. This is a demonstration that 
faking it till you make it is a real phenomenon. 
Learn more 
at www.time.com/time/magazine/article/0,9171,
2032113,00.html. Ask your students to sit with 
their shoulders slouched, slumped in their seats 
for 10 minutes, or to stand with arms hugging 
their chests and legs crossed at the ankle. They 
can talk or read, but they have to stay slumped. 
Give them a pop quiz on something. Ask how it 
went. 
Now ask them to assume power positions for 
10 minutes, taking up a lot of space. Either sit 
leaning back in their chairs, arms crossed 
behind head, elbow out, feet on desk or 
standing, leaning forward, hands on the desk. 
Give them another pop quiz. Have them remain 
in their power positions while they take the 
quiz. Discuss the differences from the first quiz 
experience. Share your observations as well. 

Workplace activity Mental notes. Notice who seems to bounce 
back from difficulties easily. Ask them how they 
do it. Were they the same in high school? How 
did they learn the skills? 

 Mental notes. Resilience practice: pick one of 
the healthy response or mindfulness exercises 
you have learned about and try it at work. 
Notice what happens to your mood. 

 Mental notes. Notice how you cope with things 
on a day you are short on sleep. Compare it to 
a day when you had a good night’s sleep. Notice 
how you cope with things on a day when you 
are distracted by something that is bothering 
you.  

Follow-up – individual 
Journal. Ask two adult family members or 

other adults to tell you about a difficult time 
they faced. What did they do to get through it? 

http://www.time.com/time/magazine/article/0,9171,2032113,00.html
http://www.time.com/time/magazine/article/0,9171,2032113,00.html
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Resilience, 
continued 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

What advice would they give you about 
overcoming difficulties in your life? Write the 
advice in your journal. 

 
Journal. Write about a time that was 

difficult for you. How was your resilience? 
What things did you do to help you overcome 
the difficulty? What other things could you have 
tried? 

 
Journal. Create a visual wellness meter and 

chart your coping ability for a week 

 Calendar. Look at one week in a calendar. Fill in 
the calendar with all your scheduled events and 
have-to-do time commitments. Note the free 
time where you have control over your time. 
Make a plan to take care of yourself. Schedule 
time for relaxation. How will you use this time 
to ensure you keep your resiliency high? 

Follow-up – classroom Practice one activity from this unit each day for 
a week. Write down on a calendar what you 
do. Share your calendars with others in the 
class. How did you plan out your free time 
using activities from this unit? What activities 
helped most? Was there a time of day that 
worked better? 

 Wellness pie. Using the Dimensions of 
Wellness 
at healthcenter.ucdavis.edu/hep/well/wellness.ht
ml, brainstorm activities for building resilience 
in each of the seven dimensions. Create a 
resilience pie that represents your week. Each 
pie slice represents what you will do to take 
care of yourself in the seven dimensions of 
wellness for a week. Be realistic, not all pie 
slices will be the same size. 
 
Alternatively, do this activity with the health 
triangle: www.dawnmwilliams.com/Health-
Triangle.gif.  Here is an 
example: http://www.toolboxpro.org/secure/tea
chers/5524/cute%20health%20triangle.jpg 

http://healthcenter.ucdavis.edu/hep/well/wellness.html
http://healthcenter.ucdavis.edu/hep/well/wellness.html
http://www.dawnmwilliams.com/Health-Triangle.gif
http://www.dawnmwilliams.com/Health-Triangle.gif
http://www.toolboxpro.org/secure/teachers/5524/cute%20health%20triangle.jpg
http://www.toolboxpro.org/secure/teachers/5524/cute%20health%20triangle.jpg
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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. 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.  
2.2 Identify the issues involved in making a decision or solving a problem. 
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. 
4.2 Demonstrate an understanding of how individual characteristics relate to achieving 

individual, social, educational, and career goals.  
6.3 Demonstrate an understanding of how employers and employees organize to improve 

the quality of goods, services, and working conditions.  
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.  
 

End of Grade 12  

2.3 Develop a systemic plan and communicate the plan clearly. 
2.4 Develop and test strategies to optimize the performance of a system. 
4.1 Demonstrate behaviors that maintain physical and emotional health.  
4.2 Demonstrate knowledge of how individuals grow and develop throughout their lives.  
4.4 Demonstrate the ability to make decisions consistent with one’s own belief system. 
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.  
6.2 Explain the importance of the balance between work and leisure time.  
6.5 Analyze the effects of the changing workplace on the individual, employers, workers, 

labor organizations, the economy, and society.  
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. 
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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, 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 

1.2 Distinguish between informative and persuasive messages.     

1.3 Demonstrate the ability to summarize ideas and information.  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   

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  

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

of communication. x x  

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.  x  

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

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

 

 
 
 
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 

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   

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

precedents. 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 
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  

2.8 Devise strategies for improving the performance of a system. x  x 
2.9 Test the effectiveness of the strategies employed.    
End of Grade 12    
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. 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  

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   

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 

   

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.     
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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.     
4.2 Demonstrate an understanding of how individual characteristics relate 

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

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

4.4 Demonstrate the ability to take leadership roles when appropriate.     

4.5 Apply decision-making skills to career planning and career transitions.    

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

throughout their lives.    x 

4.3 Describe the contribution of work to a productive life.  x   
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.     

5.3 Develop the ability to use constructive criticism.     
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 

5.3 Demonstrate effective and flexible team skills as team member or 
leader. 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.     
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 x x 

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.  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 

6.7 Demonstrate skills and behaviors necessary for a successful 
interview.    

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

implementation of projects.     

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

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.     

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

6.6 Explain how employment opportunities relate to education and 
training.     

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.  

   

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.  

   

7.2 Demonstrate a positive attitude toward work and learning.  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.  

   

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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