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Introduction

Mastery of employability skills is essential for all students, because virtually all students will one-day go to work.  National studies indicate that 80% of all students work at some time during their high school careers.  Wisconsin-based research indicates a similar statistic (Green Bay Education Association, 1989).  Nationally, secondary schools offer a wide variety of school-supervised, work-based learning programs as a part of the curriculum which provide credits towards graduation and/or skill attainment credentials.  Similarly, Wisconsin schools provide a variety of school-supervised learning experiences that help students prepare for their life's work and offer credits towards graduation and/or skill attainment credentials.  In particular, school-based programs such as Youth Apprenticeship, Cooperative Education, Work Experience, Internships, Service Learning and others provide valuable career development experiences for young people and some provide state certification of the skills students develop.

In Wisconsin, only a small percentage of high school students who are working are involved in any of the school-supervised or state certified work experiences.  The majority get jobs on their own where the work they do has little or no connection to what they do in school.  To quote Laurence Steinberg, “Most students work to satisfy personal needs in jobs that offer few opportunities for learning and that have little, if any, connection to the type of work they will do as adults."  Thus, students are missing the opportunity to shape their work experiences into positive, credentialed, learning experiences.

The intent of the Employability Skills Certificate Program is to recognize a student's mastery of employability skills valued by employers, to help students explore a career interest, and to provide a state credential of student mastery of employability skills.  The main strategy is to provide, within state guidelines, state certification of a broader range of local district school-supervised work-based learning programs.  The employability skills in this program have been identified through the U.S. Department of Labor's Secretary's Commission on Achieving Necessary Skills (SCANS) in partnership with educators, business, industry and labor representatives.

Further portions of this document provide a core description of the program components, sample forms, competencies, etc., which are a part of the DPI guidelines for the Employability Skills Certificate Program.  School district staff, and especially the classroom teachers who are the backbone of any such effort, can use this document to evaluate whether or not existing work-based learning programs within their district can meet the guidelines and become a part of this effort.  In districts which currently do not offer any such programs or are interested in expanding work-based learning credentials for their students, this guidelines document can be used to initiate, design and implement the Employability Skills Certificate Program as a new or additional option for their students.  Participating in this program will also provide a valuable service to both students and the community:  

· Students will get more out of their jobs than a paycheck.  

· The community will have employees whose work is more meaningful because it is connected to the school experience.

· Schoolwork becomes more relevant to students because it is connected to the real world.

General Program Design

Wisconsin’s Employability Skills Certificate Program consists of the following required components:

· SCANS skills

· a school-supervised work-based learning experience, and

· a career plan

It is also designed to provide local flexibility in its coordination and implementation.

1. SCANS skills can be demonstrated and assessed at school and/or in the community.  A special course does not need to be developed to teach these competencies as it is intended that all curriculum areas embrace the competencies, thus allowing students to achieve integrated learning experiences connecting school and work.  (See Appendix A for a complete list of SCANS Skill Competencies.)    

2. The work-based component of the program may be met in any number of jobs/activities.  School districts are encouraged to review current local work-based learning programs against the program requirements for offering this program to their students.  

· Students already involved in a school-supervised work-based learning activity such as regular cooperative education, a work experience program, an internship, or service learning can use that experience for the work-based portion of this program.  

· If a school district has a work-based program that is locally certified it may want to consider applying for approval from DPI to offer it as a state certified program.  

· Schools that operate a school-based enterprise (in lieu of work-based opportunities in the community) may be permitted to have participating students do a job shadow to fulfill the work-based requirement.  (Note:  This is a special case, which requires prior discussion with DPI.  Typically, job shadowing in and of itself will not meet the work-based component requirement since job shadowing is nonproductive work, by definition.  For students to learn employability skills they must be engaged in work.) 

· Students participating in a certified cooperative education program or a youth apprenticeship would not be involved in this program because they will receive a state certificate for similar program components.  

· The Wisconsin Department of Public Instruction issues the state certificate.

· Students aged 14 and above are eligible to participate in this program.

· The minimum number of work hours required of students is 180 hours which can be completed over the course of a quarter, semester, summer, year or longer, depending on individual student capacity to learn and district capacity to deliver.

· Occupationally related instruction is not required for the Employability Skills Certificate Program although it could be a part of a given work-based learning program such as cooperative education wherein related instruction in skill development is taught in addition to student’s learning employability skills.

3. Career planning is an essential component of career development and the cornerstone for making appropriate career, educational, and occupational choices.  Developing an Individual Career Plan (ICP) will facilitate students' smooth transition from school to work or further learning.  An ICP will assist students and parents in relating each student's career interests and post-secondary higher education aspirations to individual aptitudes and achievements.  The specific objective is to create a plan of action that the student will follow after graduation.  The plan provides concrete post-secondary plans and tentative career goals, identifies the steps that are required, and reinforces the commitment and responsibility of each student to take charge of his or her career.  This written document is developed jointly by students, parents, and school personnel.  Although ICP development is a joint venture and the post-secondary plan ultimately reflects decisions made by students and parents, the school is responsible for managing the process and for providing students and parents with objective data that enable them to periodically re-evaluate the plan.  

The certificate earned by the student will be issued by the State of Wisconsin and becomes a part of the student’s portfolio.  

Local Program Eligibility

School districts offering this program must provide DPI-licensed teachers that will work with students, their parents, and employers to implement the program.  Supervising teachers should be provided one-half hour per student per week to coordinate the program, conduct work site visits, etc.  The certificate becomes a part of the student’s career portfolio.  School districts implementing this program must be approved by DPI on an annual basis as meeting the program requirements.  Public, charter and private non-sectarian high schools are all eligible to apply for the Employability Skills Certificate Program.

The supervising teacher, along with input from the employer and the student, is responsible for assessing student progress during each grading period on the learning goals and employability skills identified on the Student Employability Skills Record.  For those tasks on which the student receives a low rating, the teacher identifies specific areas where improvement is needed and suggests ways the student can improve performance.  For tasks on which the student receives high marks, the teacher may give examples that illustrate the outstanding performance.

Local Program Requirements

School districts that are interested in offering the Employability Skill Certificate Program must register the program with DPI.  High schools seeking program approval must agree to the following requirements and methods of implementation:

1. The program must be operated by the local school district in partnership with business and/or industry.  This includes a business/industry advisory council consisting of local employers, parents, labor representatives, and educators that are in involved in the planning and evaluation of the program.  Existing School-to-Work, Education for Employment, or other similar advisory groups may be used to meet this requirement.

2. Students are to be placed with employers in accordance with their abilities and career objectives through a comprehensive career development process.  For some students without a career interest area, the work-based experience will serve as a career exploration activity.  The student selection process must be fair, equitable, address the needs of all student populations, and adhere to all state and federal laws.

3. The learning activities at school and in the community must be rigorous in providing for opportunities to achieve the employability skills and learning goals listed in the Student Achievement Record issued by DPI.

4. A licensed teacher serves as the supervising teacher for the program in accordance with all program requirements.

5. A Training Agreement is on file for every student participating in the program.  This written agreement specifies commitment and responsibilities of the employer, the student, the school and the parent/guardian, and is signed by each prior to the start of the work-based experience.  This agreement prevents any misunderstandings about the program and the procedures to be followed during the work-based experience.  (See Appendix F for a Sample Training Agreement.)

6. The school must put a process in place that ensures the completion of an Individual Career Plan by each student applying for an Employability Skills Certificate.  (See Appendix G for an Example of an Individual Career Plan.)

Selection of Students

The work-based learning experience is the responsibility of the supervising teacher working with the student and the employer.  The supervising teacher secures the workplace and matches the student with the workplace in order to meet the student’s career goal.  The supervising teacher must take into account the student’s personal goals and abilities.  The ultimate decision for workplace assignment is made between the supervising teacher and the employer.

The selection process should not eliminate problem students or allow only high-ability students to enroll in the program.  Rather, it is a means of serving all student populations based on individualized career goals and abilities.  The only restriction on the number of students in the program is availability and suitability of workplaces and size of classroom facilities.

Partner Expectations

Students participating in the Employability Skills Certificate Program are responsible for the following:

· Obtaining a work permit

· Attending school on a regular basis unless pre-excused or upon notification from parent/guardian that the student will not be attending school for a specified period of time

· Notifying the school and the cooperating employer in advance when absence is unavoidable

· Meeting local program enrollment and participation requirements (e.g., keep in good academic standing, etc.)

· Furnishing the supervising teacher with all necessary information and completing all necessary reports

· Discussing any problems on the job with the supervising teacher

· Reporting promptly and engaging in the work assignment according to the training schedule

· Keeping all business information of the cooperating employer confidential

· Cooperating with the workplace supervisor/mentor, engaging in assignments as a training experience, observing workplace etiquette and observing safety rules

· Abiding by the rules and regulations of the cooperating employer

· Keeping all business information of the cooperating employer confidential

Supervising teachers will be responsible for the following:

· Visiting and assisting employers in establishing training programs

· Observing each student on the job

· Cooperating with the employer in the evaluation of the student

· Making every attempt to solve problems that may arise from the cooperating agency, school, parent/guardian, student or community

· Providing in-school instruction related to the training activities of the student (as appropriate)

· Developing and implementing a curriculum based upon pre-employment, employment and post-employment skills

· Working with a local advisory committee to obtain assistance with the program

· Cooperating with the employer in further safety training

· Developing a student selection process appropriate for the needs and desires of the students and the opportunities presented by the cooperating employers

· Providing employer/workplace mentor orientation on working with high school-age youth

Employers participating in the Employability Skills Certificate Program will be responsible for the following:

· Providing a training program, with varied experiences, which will contribute to the education of the student

· Providing supervision/workplace mentor for the training of the student

· Providing employment for the student during the agreed upon times

· Adhering to all state and federal child labor laws

· Providing for the day-to-day safety of the student on the job

· Providing training to the student which matches the learning experiences to individual student capabilities

· Offering a well-rounded variety of learning experience for the student

· Participating in the development of the individual training plan and agreement in cooperation with the student and the supervising teacher

· Cooperating with the supervising teacher in evaluating the student

· Maintaining a physical and moral environment appropriate and beneficial to the student

· Providing wages to the student comparable to those paid to similar entry-level workers in the company

Student Assessment

A procedure for student assessment is described below.

The supervising teacher and the workplace mentor are responsible for:

1. Assessment of student progress during each grading period on the identified tasks and state-approved competencies.

Working together, the workplace mentor and the supervising teacher evaluate the student’s performance for each task and competency previously identified.  For those tasks on which the student receives a low rating, the workplace mentor identifies specific areas where improvement is needed and suggests ways the student can improve performance.  For tasks on which the student receives high marks, the workplace mentor may give examples that illustrate the outstanding performance.

Students may master some tasks and competencies at both sites.  Additional tasks and competencies to be mastered and assessed during the next grading period are determined.

2. Communication of results of the assessment to the student.

The supervising teacher and the workplace mentor meet with the student to discuss the evaluation, identify areas that need to be improved, inform the student of the workplace mentor’s suggestions for improvement, identify strengths that have been pointed out on the job and in the classroom, and provide evidence to support the evaluation of the tasks and state-approved competencies.

Give the student a copy of the tasks and state-approved competencies identified for the next grading period.

3. Continuation of the evaluation process.

For each assessment period established by the school, the supervising teacher, working with the student and workplace mentor, should repeat this process.
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Registration Information
Registration Information

Local education agencies (LEAs) wishing to offer the Employability Skills Certificate Program must register the program(s) with the Department of Public Instruction prior to implementing the program.  Program registration information may be found online at www.dpi.state.wi.us/dpi/dlsis/let/cteskills.html   A separate registration must be completed for each individual program being operated.  Once registered, the LEA will assume the responsibility to ensure that all procedures as described in this guide are followed.

For information about Wisconsin’s Employability Skills Certificate Program or the registration process, please contact Marilyn Bachim, Office Operations Assistant, 608-267-2274, marilyn.bachim@dpi.wi.gov 
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Work-Based Learning Overview

Workplace Mentoring
Work-Based Learning Overview
“Learning by doing” is the foundation of work-based learning.  Students must be provided the opportunity to participate in a paid work experience that assesses the state-approved competencies.  Work experience also supports the related classroom instruction and contextualizes the learning.

Work-based learning at the workplace and under the guidance of the workplace mentor develops the technical skills which are related to a student’s performance in entry-level employment.  The strategies used in Wisconsin’s Cooperative Education Skill Standards Certificate Program reinforce the school-based learning component of school to work by involving both educators and workplace mentors.  Students demonstrate competencies learned in the classroom while performing tasks or functions of work at the workplace.  The workplace mentor is directly involved in the training as well as the assessment of the skill level of the student.

Wisconsin’s Cooperative Education Skill Standards Certificate Program sets new expectations for workplace competency, teaching methods, and student assessment.

Work-based learning requires the integration of academic content and technical skill development.  Employability skills identified in the SCANS report are required components of Wisconsin’s Cooperative Education Skill Standards Certificate Program.  This effort is supported by Wisconsin’s education for employment standard (m) which emphasizes the need for:

· business and education partnerships,

· application of basic skills,

· career development,

· employability skills and attitudes,

· school-supervised work experience, and

· knowledge of all aspects of an industry.

Because the work-based learning component of this program is delivered outside the local school dis​trict, it is important that the local school work closely with the employer to establish the policies and procedures included in the Cooperative Education Training Agreement for Skill Standards Certification.

Students, schools and employers are required to follow all state and federal child labor regulations per​taining to work experience programs.

For more specific information on child labor laws and work experience programs, contact the Equal Rights Division, Labor Standards Section, Department of Workforce Development, P. O. Box 8928, Madison, WI 53707-8928  (608) 266-6860.

Workplace Mentoring
Mentoring activities are those that support the needs of students by developing and maintaining a supportive relationship with an adult.  The workplace mentor nurtures the students by helping them adjust to the culture of the workplace and orienting them to career options and pathways.

Mentoring programs provide a variety of useful functions for youth, both psycho social and instrumental in nature.  Exposing and socializing young people to the world of employment strengthens ties to the labor market, increases access to opportunities, develops the social skills of youth, and contributes to an atmosphere of cooperation and flexibility at the workplace.

The employer must agree to provide a mentor(s) for students at the workplace.  A workplace mentor must be a skilled, experienced worker who can teach youth about the industry and the world of work. Workplace mentors will be required to attend training on working with high school-aged youth and meet regularly with school personnel and parents/guardians.

The roles and responsibilities of the workplace mentor will vary from setting to setting but the following are basic functions that all workplace mentors perform:

· Initiate the student to the workplace culture—introducing young people to an adult social system with its own rules, conventions, and norms.  This can include both formal and informal organizational structures.

· Advise youth on career directions and opportunities, provide networking opportunities, and generally help expand the young person’s career goals.

· Help the student to resolve practical problems—including personal difficulties encountered at work and school and work-related issues.

Mentor training is required and is the responsibility of the local school district.  An example of mentor training components is provided in Appendix H.
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Appendix A

SCANS Skill Competencies

Resources: Identifies, organizes, plans, and allocates resources

A. Time—selects goal-relevant activities, ranks them, allocates time, and prepares and follows schedules

B. Money—uses or prepares budgets, makes forecasts, keeps records, and makes adjustments to meet objectives

C. Material and Facilities—acquires, stores, allocates, and uses materials or space efficiently

D. Human Resources—assesses skills and distributes work accordingly, evaluates performance and provides feedback

Interpersonal: Works with others

A. Participates as a Member of a Team—contributes to group effort

B. Teaches Others New Skills

C. Serves Clients/Customers—works to satisfy customers’ expectations

D. Exercises Leadership—communicates ideas to justify position, persuades and convinces others, responsibly challenges existing procedures and policies

E. Negotiates—works toward agreements involving exchange of resources, resolves divergent interests

F. Works with Diversity—works well with men and women from diverse backgrounds

Information: Acquires and uses information

A. Acquires and Evaluates Information

B. Organizes and Maintains Information

C. Interprets and Communicates Information

D. Uses Computers to Process Information

Systems: Understands complex inter-relationships

A. Understands Systems—knows how social, organizational, and technological systems work and operates effectively with them

B. Monitors and Corrects Performance—distinguishes trends, predicts impacts on system operations, diagnoses deviations in systems’ performance and corrects malfunctions

Technology: Works with a variety of technologies

A. Selects Technology—chooses procedures, tools, or equipment including computers and related technologies

B. Applies Technology to Task—understands overall intent and proper procedures for setup and operation of equipment

C. Maintains and Troubleshoots Equipment—prevents, identifies, or solves problems with equipment, including computers and other technologies

These competencies are built around a three-part foundation of basic skills, thinking skills, and personal qualities that together reflect the skills necessary for the changing workplace. 

Appendix B

Definitions of the Competencies

RESOURCES

Allocates Time—Selects relevant, goal-related activities, ranks them in order of importance, allocates time to activities, and understands, prepares, and follows schedules.

Allocates Money—Uses or prepares budgets, including making cost and revenue forecasts, keeps detailed records to track budget performance, and makes appropriate adjustments.

Allocates Material and Facility Resources—Acquires, stores, and distributes materials, supplies, parts, equipment, space, or final products in order to make the best use of them.

Allocates Human Resources—Assesses knowledge and skills and distributes work accordingly, evaluates performance, and provides feedback.

INTERPERSONAL

Participates as a Member of a Team—Works cooperatively with others and contributes to group with ideas, suggestions, and effort.

Teaches Others—Helps others learn.

Serves Clients/Customers—Works and communicates with clients and customers to satisfy their expectations.

Exercises Leadership—Communicates thoughts, feelings, and ideas to justify a position, encourages, persuades, convinces, or otherwise motivates an individual or groups, including responsibly challenging existing procedures, policies, or authority.

Negotiates—Works towards an agreement that may involve exchanging specific resources or resolving divergent interests.

Works with Cultural Diversity—Works well with men and women and with a variety of ethnic, social, or educational backgrounds.

INFORMATION

Acquires and Evaluates Information—Identifies need for data, obtains it from existing sources or creates it, and evaluates its relevance and accuracy.

Organizes and Maintains Information—Organizes, processes, and maintains written or computerized records and other forms of information in a systematic fashion.

Interprets and Communicates Information—Selects and analyzes information and communicates the results to others using oral, written, graphic, pictorial, or multi-media methods.

Uses Computers to Process Information—Employs computers to acquire, organize, analyze, and communicate information.

Appendix B (continued)

SYSTEMS

Understands Systems—Knows how social, organizational, and technological systems work and operates effectively within them.

Monitors and Corrects Performance—Distinguishes trends, predicts impact of actions on system operations, diagnoses deviations in the function of a system/organization, and takes necessary action to correct performance.

Improves and Designs Systems—Makes suggestions to modify existing systems to improve products or services, and develops new or alternative systems.

TECHNOLOGY

Selects Technology—Judges which set of procedures, tools, or machines, including computers and their programs, will produce the desired results.

Applies Technology to Task—Understands the overall intent and the proper procedures for setting up and operating machines, including computers and their programming systems.

Maintains and Troubleshoots Technology—Prevents, identifies, or solves problems in machines, computers, and other technologies.

Appendix C

SCANS Foundational Skills

Basic Skills: Reads, writes, performs arithmetic and mathematical operations; listens and speaks

A. Reading—locates, understands, and interprets written information in prose and in documents such as manuals, graphs, and schedules

B. Writing—communicates thoughts, ideas, information, and messages in writing; and creates documents such as letters, directions, manuals, reports, graphs, and flow charts

C. Arithmetic/Mathematics—performs basic computations and approaches practical problems by choosing appropriately from a variety of mathematical techniques

D. Listening—receives, attends to, interprets, and responds to verbal messages and other cues

E. Speaking—organizes ideas and communicates orally

Thinking Skills: Thinks creatively, makes decisions, solves problems, visualizes, knows how to learn, and reasons

A. Creative Thinking—generates new ideas

B. Decision Making—specifies goals and constraints, generates alternatives, considers risks, and evaluates and chooses best alternative

C. Problem Solving—recognizes problems and devises and implements plan of action

D. Seeing Things in the Mind’s Eye—organizes, and processes symbols, pictures, graphs, objects, and other information

E. Knowing How to Learn—uses efficient learning techniques to acquire and apply new knowledge and skills

F. Reasoning—discovers a rule or principle underlying the relationship between two or more objects and applies it when solving a problem

Personal Qualities: Displays responsibility, self-esteem, sociability, self-management, and integrity and honesty

A. Responsibility—exerts a high level of effort and perseveres towards goal attainment

B. Self-Esteem—believes in own self-worth and maintains a positive view of self

C. Sociability—demonstrates understanding, friendliness, adaptability, empathy, and politeness in group settings

D. Self-Management—assesses self accurately, sets personal goals, monitors progress, and exhibits self-control

E. Integrity/Honesty—chooses ethical courses of action

Appendix D

Definitions: The Foundation

BASIC SKILLS

Reading—Locates, understands, and interprets written information in prose and documents—including manuals, graphs, and schedules—to perform tasks; learns from text by determining the main idea or essential message; identifies relevant details, facts, and specifications; infers or locates the meaning of unknown or technical vocabulary; and judges the accuracy, appropriateness, style, and plausibility of reports, proposals, or theories of other writers.  

Writing—Communicates thoughts, ideas, information, and messages in writing; records information completely and accurately; composes and creates documents such as letters, directions, manuals, reports, proposals, graphs, flow charts; uses language, style, organization, and format appropriate to the subject matter, purpose, and audience.  Includes supporting documentation and attends to level of detail; checks, edits, and revises for correct information, appropriate emphasis, form, grammar, spelling, and punctuation.

Arithmetic—Performs basic computations; uses basic numerical concepts such as whole numbers and percentages in practical situations; makes reasonable estimates of arithmetic results without a calculator; and uses tables, graphs, diagrams, and charts to obtain or convey quantitative information.

Mathematics—Approaches practical problems by choosing appropriately from a variety of mathematical techniques; uses quantitative data to construct logical explanations for real world situations; expresses mathematical ideas and concepts orally and in writing; and understands the role of chance in the occurrence and prediction of events.

Listening—Receives, attends to, interprets, and responds to verbal messages and other cues such as body language in ways that are appropriate to the purpose; for example, to comprehend; to learn; to critically evaluate; to appreciate; or to support the speaker.

Speaking—Organizes ideas and communicates oral messages appropriate to listeners and situations; participates in conversation, discussion, and group presentations; selects an appropriate medium for conveying a message; uses verbal language and other cues such as body language appropriate in style, tone, and level of complexity to the audience and the occasion; speaks clearly and communicates a message; understands and responds to listener feedback; and asks questions when needed.

THINKING SKILLS

Creative Thinking—Uses imagination freely, combines ideas or information in new ways, makes connections between seemingly unrelated ideas, and reshapes goals in ways that reveal new possibilities.

Decision Making—Specifies goals and constraints, generates alternatives, considers risks, and evaluates and chooses best alternatives.

Problem Solving—Recognizes that a problem exists (i.e., there is a discrepancy between what is and what should or could be), identifies possible reasons for the discrepancy, and devises and implements a plan of action to resolve it.  Evaluates and monitors progress, and revises plan as indicated by findings.

Seeing Things in the Mind’s Eye.  Organizes and processes symbols, pictures, graphs, objects or other information; for example, sees a building from a blueprint, a system’s operation from schematics, the flow of work activities from narrative descriptions, or the taste of food from reading a recipe.

Appendix D (continued)

Knowing How to Learn—Recognizes and can use learning techniques to apply and adapt new knowledge and skills in both familiar and changing situations.  Involves being aware of learning tools such as personal learning styles (visual, aural, etc.), formal learning strategies (note taking or clustering items that share some characteristics), and information learning strategies (awareness of unidentified false assumptions that may lead to faulty conclusions).

Reasoning—Discovers a rule or principle underlying the relationship between two or more objects and applies it in solving a problem.  For example, uses logic to draw conclusions from available information, extracts rules or principles from a set of objects or written text; applies rules and principles to a new situation, or determines which conclusions are correct when given a set of facts and a set of conclusions.

PERSONAL QUALITIES

Responsibility—Exerts a high level of effort and perseverance towards goal attainment.  Works hard to become excellent at doing tasks by setting high standards, paying attention to details, working well, and displaying a high level of concentration even when assigned an unpleasant task.  Displays high standards of attendance, punctuality, enthusiasm, vitality, and optimism in approaching and completing tasks.

Self-Esteem—Believes in own self-worth and maintains a positive view of self; demonstrates knowledge of own skills and abilities; is aware of impact on others; and knows own emotional capacity and needs and how to address them.

Sociability—Demonstrates understanding, friendliness, adaptability, empathy, and politeness in new and ongoing group settings.  Asserts self in familiar and unfamiliar social situations; relates well to others; responds appropriately as the situation requires; and takes an interest in what others say and do.

Self-Management—Assesses own knowledge, skills, and abilities accurately; sets well-defined and realistic personal goals; monitors progress toward goal attainment and motivates self through goal achievement; exhibits self-control and responds to feedback unemotionally and non-defensively; is a “self-starter.”

Integrity/Honesty—Can be trusted.  Recognizes when faced with making a decision or exhibiting behavior that may break with commonly-held personal or societal values; understands the impact of violating these beliefs and codes on an organization, self, and others; and chooses an ethical course of action.

Appendix E

Classroom Activities Integrating SCANS Competencies into Curriculum

	CLASSROOM ACTIVITIES THAT INTEGRATE THE SCANS COMPETENCIES

INTO THE CORE CURRICULUM AREAS


	Competency
	English/Writing
	Mathematics
	Science
	Social Studies/Geography
	History

	Resources
	Write a proposal for an after-school career lecture series that schedules speakers, coordinates audio-visual aids, and estimates costs.
	Develop a monthly family budget, taking into account family expenses and revenues and using information from the budget plan.  Schedule a vacation trip that stays within the resources available.
	Plan the material and time requirements for a chemistry experiment, to be performed over a two-day period that demonstrates a natural growth process in terms of resource needs.
	Design a chart of resource needs for a community of African Zulus.  Analyze the reasons why three major cities grew to their current size.
	Study the Vietnam War, researching and orally presenting findings on the timing and logistics of transporting materials and troops to Vietnam and on the impact of the war on the Federal budget.

	Interpersonal
	Discuss the pros and cons of the argument that Shakespeare’s Merchant of Venice is a “racist” play and should be banned from the school curriculum.
	Present the results of a survey to the class, and justify the use of specific statistics to analyze and represent the data.
	Work in a group to design an experiment to analyze the lead content in the school’s water.  Teach the results to an elementary school class.
	Debate the issue of withdrawing U.S. military support from Japan in front of a peer panel.  Engage in a mock urban planning exercise for Paris.
	Study the American Constitution and role-play the negotiation of the wording of the free states/slave states clause by different signers.

	Information
	Identify and abstract passages from a novel to support an assertion about the values of a key character.
	Design and carry out a survey and analyze the data in a spreadsheet program using algebraic formulas.  Develop a table and a graphic display to communicate the results.
	In an entrepreneurship project, present statistical data pertaining to a high-tech company’s production and sales.  Use a computer to develop the statistical charts.
	Using numerical data and charts, develop and present conclusions about the effects of economic conditions on the quality of life in several countries.
	Research and present papers on the effect of the Industrial Revolution on the class structure in Britain, citing data sources used to arrive at conclusions.

	Systems
	Develop a computer model that analyzes the motivation of Shakespeare’s Hamlet.  Plot the events that increase or decrease Hamlet’s motivation to avenge the death of his father.
	Develop a system to monitor and correct the heating/cooling process in a computer laboratory, using principles of statistical process control.
	Build a model of human population growth that includes the impact of the amount of food available, on birth and death rates, etc.  Do the same for a growth model for insects.
	Analyze the accumulation of capital in industrialized nations in systems terms (as a reinforcing process with stocks and flows).
	Develop a model of the social forces that led to the American Revolution.  Then explore the fit between that model and other revolutions.

	Technology
	Write an article showing the relationship between technology and the environment.  Use word processing to write and edit papers after receiving teacher feedback.
	Read manuals for several data-processing programs and write a memo recommending the best programs to handle a series of mathematical situations.
	Calibrate a scale to weigh accurate portions of chemicals for an experiment.  Trace the development of this technology from earliest uses to today.
	Research and report on the development and functions of the seismograph and its role in earthquake prediction and detection.
	Analyze the effects of wars on technological development.  Use computer graphics to plot the relationship of the country’s economic growth to periods of peace and war.


Appendix F

Sample Training Agreement

Employability Skills Certificate Program

	Student Learner

	Work-based Learning Program Name

	Birth date
	Student Identification Number

	Home Address

	Home Telephone
	Work Telephone

    (             )

	Employer

	Address

	School 
	Telephone

    (             )

	The employer agrees to partner with the school(s) to offer a work-based learning program, known as the Employability Skills Certificate Program, for an appropriate length of time for the student learner to master the SCANS Basic Employability Competencies.  The employer further agrees to pay the student a wage of $

per hour, (minimum of 180 hours); provide a workplace mentor; complete evaluations of the student’s on-the-job performance; and confer with the supervising teacher periodically to determine in what way the student’s learning on the job might be strengthened.  The employer further agrees to employ and assign student workers without discrimination based on sex, race, color, religion, age, national origin, ancestry, creed, pregnancy, marital or parental status, sexual orientation, or physical, mental, emotional or learning disability.

The student agrees to perform all duties assigned in pursuit of a skill standards certificate.  The student will conform to all rules and policies of the place of employment and the school.  The student expects no special privileges, agrees to be on the job as per schedule (barring illness), and confers with the supervising teacher regarding any concerns encountered on the job.

The supervising teacher agrees to provide school-based learning related to the needs of the student and employer, assist the employer in establishing a Learning Plan, and work with all partners involved to achieve program goals.

The parent/guardian agrees to cooperate with the school and employer to assist the student in achieving the program goals of the Employability Skills Certificate Program.

This agreement does not take the place of any work permit requirements

	Student Signature
	Date
	Employer  Signature
	Date

	Parent / Guardian Signature
	Date
	Supervising Teacher Signature
	Date


Appendix G

Example of an Individual Career Plan

Personal Data

	Last Name

	First Name

	M.I.
	Date of Birth

	Address

	Student ID Number

	City

	State
	Zip Code
	SS Number

	Projected Graduation Date
	Home Phone Number


	Parent/Guardian
	Primary Language:


	Address

	Home Phone Number

	City

	State
	Zip Code
	Work Phone Number


Career/Educational Goal(s)

	9th Grade

	10th Grade
	11th Grade
	12th Grade

	Career Goal/s
	Career Goal/s
	Career Goal/s
	Career Goal/s

	
	
	
	

	
	
	
	

	Educational Goal/s
	Educational Goal/s
	Educational Goal/s
	Educational Goal/s

	
	
	
	

	
	
	
	

	
	
	
	


Assessment Data

	
	Name of Test/Inventory
	Date Administered
	Results

	Achievement
	
	
	

	Aptitudes
	
	
	

	Vocational
	
	
	

	Learning Styles
	
	
	

	Career Interests
	
	
	

	Other Tests
	
	
	

	PSAT:  V_________

            M_________
	ACT Composite Score:  
	


Appendix G (continued)

Tentative High School Course Plan

	9th Grade
	10th Grade
	11th Grade
	12th Grade

	Courses
	Credit
	Courses
	Credit
	Courses
	Credit
	Courses
	Credit

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	Total Credits
	
	Total Credits
	
	Total Credits
	
	Total Credits
	

	
	
	
	

	Student Signature:


	Student Signature:


	Student Signature:


	Student Signature:



	Date:
	Date:
	Date:
	Date:

	Comments:


	Comments:


	Comments:


	Comments:




Required Graduation Credits

	English

	Science
	Math
	Health
	Phys Ed


Interests
	Grade
	School Activities (clubs, organizations, sports, committees)
	Community Activities (clubs, committees, organizations)
	Interests/Hobbies

	
	
	
	

	9th
	
	
	

	10th
	
	
	

	11th
	
	
	

	12th
	
	
	

	
	
	
	


Employment History

	Employer & Address
	Dates Employed
	Type of Work & Responsibilities
	Comments

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Appendix G (continued)

Career Preparation Activities

To Prepare For My Career, I Need To:

· Enroll in a magnet high school or Jobs Center.
Area of Interest:  _____________________________________________________

· Learn how to market my experiences and abilities (Resume writing, letter of application writing, thank you letter writing, interview)

· Pursue a work-based learning program (Cooperative Education Skills Standards Program, Employability Skills Certificate Program, Youth Apprenticeship, coop education program, other work-based learning program, job fair, job placement counselor, etc.)
Training Desired:  _____________________________________________________

· Enlist in the military service (ASVAB, ROTC, recruiter visit)
Area of Interest:  ______________________________________________________

· Attend a trade, technical, or vocational school (technical college fair, school visits, financial aid, earn transcripted credits or advanced standing eligibility)
Area of Study:  ________________________________________________________
School/s Considered:  ___________________________________________________
                                    ___________________________________________________

· Go to work full-time (job fair, shadowing, job placement counselor)
Type of Work:  ________________________________________________________

· Attend a two-year UW center campus to prepare for work (Advanced Placement Program, college fair, school visits, financial aid)
Area of Study:  _________________________________________________________
School/s Considered:  ____________________________________________________
                                    ____________________________________________________

· Attend a two-year UW center campus and transfer to a four-year UW campus (Advanced Placement Program, college fair, school visits, college workshops)
Area of Study:  __________________________________________________________
School/s Considered:  _____________________________________________________
                                    _____________________________________________________

· Enroll in a four-year university (PSAT, ACT, SAT, achievement tests, Advanced Placement Program, financial aid application, college fairs)
Area of Study:  __________________________________________________________
School/s Considered:  _____________________________________________________
                                    _____________________________________________________

Vocational Training

Name of Courses/Program

	Agriculture Education
	

	Business Education
	

	Family and Consumer Education
	

	Health Occupations
	

	Marketing Education
	

	Technology Education
	

	Other (please identify)
	


Appendix G (continued)

Future Plans (After High School)

	Employment
	Education

	
	

	(  Full-Time Job
	(  Vocational/Technical Training

	(  Part-Time Job
	(  Registered Apprenticeship (Adult program)

	(  Military
	(  Other On-the-Job Training

	
	(  University – 2 year campus

	
	(  University – 4 year campus


References

	Name
	Address
	Telephone

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Appendix H

Workplace Mentor Training 

Workplace mentors must be educated in how to construct effective training plans.  The process will not come naturally to many, and some workplace mentors will need to be convinced of the validity of the process.  Workplace mentor training must include job task analysis and the “hows” and “whys” of setting a knowledge base to facilitate student learning and the mastery of complex job requirements.  In addition, workplace mentors will need to be trained in how to access appropriate resources in the development and implementation of training.

Suggested training topics include:

· Mentor roles and responsibilities

· Dealing with diversity

· Conflict resolution

· School and work:  Bridging the gap

· Effective communication with adolescents

· Self esteem and the adolescent

· Workplace curriculum development

· Identification and sequencing of tasks

· Job tasks analysis/DACUM analysis

· All aspects of the industry and broad skill development

· How to coordinate, scaffold and build on basic skills

· Managing student rotation and coordinating learning across departments

· How to individualize student needs into training plan development

· Methods of worksite assessment (include portfolios and projects)

The school districts across the state use a variety of settings to conduct mentor training.  Some have training in the late afternoon, the end of the workday for many businesses.  Other school districts hold two, 2-hour “breakfast meetings” with mentors, starting at 7:00 a.m.

A DPI publication that may be of help in mentor training is “Mentoring Youth for Success.”  http://www.dpi.state.wi.us/dpi/dltcl/eis/pubsales/stw_7.html 

For more information, contact Publication Sales at (800) 243-8782 (U.S. only) or (608) 266-2188, or fax (608) 267-9110.
Appendix I

Questions and Answers

1. How many students are necessary to offer an employability skills certificate program?

There is no minimum number of students required to register your program for state certification.
2. How much coordination time is needed?

Supervising teachers should be provided one-half hour per student per week to coordinate the program, conduct work site visits, etc.
3. Can LVECs or School to Work Coordinators supervise these programs?

LVECs or School to Work Coordinators may coordinate paperwork, monitor the program in a general way, and help secure quality worksites.  A licensed teacher serves as the supervising teacher for the program in accordance with all program requirements.
4. What is mentor training?

Mentor training is a formal experience in which the roles and responsibilities of all the partners are explained.  Training will cover the mechanics of the program, assessment, and techniques for working with high school students.  Mentor training will take at least a half-day and may be broken into two meetings.  

5. What if my current employers refuse to attend mentor training?

The employability skills certificate program requires a high level of commitment by employers; attending mentor training is part of that commitment.  Try to make the training as convenient as possible for employers.  Consider providing the training in two sessions.  Perhaps early morning or late afternoon sessions would better meet the business needs of your employers.

6. Will an individual student always have the same workplace mentor?

It is best to have one workplace mentor who takes a student under his/her wing and feels some responsibility for helping the student to be successful.  However, in addition to the workplace mentor, there could be a number of people who train the student at the worksite.

7. Is it possible for seniors to have completed some of the competencies in their junior year?

Yes.  The student may have met some of the competencies in prerequisite and/or sequence courses and the approved teacher coordinator may be evaluating achievement levels during the junior year. 
8. Must all competencies be covered at the worksite?

Not necessarily.  Competencies may be covered through a variety of methods: classroom activities, individual projects, vocational student organization activities/projects including community proj​ects, and the worksite.  The goal is for the majority of the competencies to be covered at the work​site.  This goal necessitates developing high quality worksites that can offer a variety and breadth of experiences for the student (all aspects of the industry).

Appendix I (continued)

9. What if one of my long-standing worksites cannot offer the majority of the competencies?

You can discuss with the employer if s/he is willing to redesign the job in any way that would make it possible for the student to complete more competencies.  If this is not possible, you may continue to use this employer for a non state-certified co-op worksite.  

This is the bottom line: In implementing the state-certified program it is in your interest to provide the opportunity to meet as many competencies as possible through the worksite; you will need to "make up" for the remaining competencies through other means (classroom, projects, CTSO activities, rotating students through more than one worksite, group workshops, etc.).

10. What happens if students do not meet the required competencies prior to graduation?

Although students would not be eligible for an employability skills certificate at this time, they would still have an "official record" of the competencies met in that area.  They may use this record when applying for jobs or other post-secondary activities.

11. Who evaluates the student?

Students are evaluated by the workplace mentor and other teachers who have responsibility for delivering school-based competencies in cooperation with the approved teacher coordinator.

12. Will the certificates be available for us to distribute at graduation or at our CTSO banquets?

The goal of DPI's Career and Technical Education Team is to have completed certificates available to you prior to these events.








































