Statewide Career Pathways Basic Skills Curriculum Contextualized Language Arts Module 

Outcome #1 - Evaluate information regarding common career stereotypes and workplace culture
	Module Content - Using the functions of language to express various perspectives on career responsibilities and societal expectations.

	Targeted ABE/ASE Content Standards 
5.R.CI.1 - Use a graphic organizer to demonstrate the importance of and relationship between ideas (e.g., Venn diagram, webbing, and mapping).

3.R.FW.4 -Use informational texts, internet web sites, and/or technical materials to review and apply information sources for occupational tasks.

3.R.CL.1- Utilize strategies to aid comprehension of appropriately leveled text (e.g., rereading information, skimming, questioning, predicting and use of graphics).

3.S.CC.1- Engage effectively in a range of collaborative discussions (one-on-one, in groups, and teacher-led) with diverse partners on topics, texts, and issues appropriate to skill level, building on others’ ideas and expressing their own clearly.

3.S.PK.1- Report on a topic or text, tell a story, recount an experience in an organized manner, or present opinions, using appropriate facts and relevant, descriptive details presented in a logical sequence, to support main idea or themes; speak clearly at an understandable pace.

3.W.PD.1 Produce clear and coherent writing in which the development and organization are appropriate to task, purpose, and audience (e.g., business memo, personal email, academic essay).

3.W.CS.1- Demonstrate command of the conventions of Standard English grammar and usage when writing or speaking.

3.W.CS.2- Demonstrate command of the conventions of Standard English capitalization, punctuation, and spelling when writing.


	Targeted ELA Content Standards 
ELP Standard 2-HI.2.1 - Participate in conversations, discussions, and written exchanges about a range of topics, texts, and issues.

ELP Standard 2- HI.2.2 - Build on the ideas of others.

ELP Standard 2-HI.2.3 - Express his or her own ideas.

ELP Standard 4-HI.4.1 - Construct a claim about a variety of topics.

ELP Standard 5-HI.5.4 - Use search terms effectively.

ELP Standard 1-HI.1.4 - Summarize a text.

ELP standard 2-HI.2.6 - Summarize the key points expressed.


	Targeted IL IEL/CE Competencies 
EM1. Identify job titles, responsibilities, wages, and places of work.

EM13. Compare and contrast differences in U.S. workplace behavior and communication with workplace behavior and communication in their native countries.

	Activities & Resources 

Activity #1
Media stereotypes
· Discuss how careers are depicted on television, movies or social media. Brainstorm popular TV shows/ movies, or social media depictions and the occupations they portray. (Some examples of shows are CSI, Modern Family, Mad Men, Grey’s Anatomy, etc.) (Consider showing appropriate short clips or pictures to supplement/provide examples.)  
· Divide the class into five groups with an equal number of students in each. These will be the students’ home groups. For each home group, put one set of five occupation cards (located in the Career Pathways Language Arts Resources document)in a box, and have each student draw a card. Each home group should contain at least one student for each occupation. (Note: If there are not enough students in your class to make this possible, you may choose to eliminate one of the occupations.) Students who drew the same occupation should form an expert group. In these new expert groups, discuss the occupation chosen.  Brainstorm everything known about the job. Use the Career Clusters site to find descriptions of jobs: https://www.careertech.org/career-clusters   
· Discuss examples of how the job is portrayed in the media. Take note of any stereotypes in how the career is portrayed.
· Using the Compare/Contrast Graphic Organizer (located in the Career Pathways Language Arts Resources document), compare and contrast the way the job is portrayed in the media with the reality of the job. Make a Venn diagram using this information.  
· Using the summary worksheet, and answer the questions to summarize their discussions.  
· Each group will use chart paper to create a display illustrating the occupation studied. Post displays in the classroom. 
· Leave expert groups and report back to home groups. Do a gallery walk in home groups. Each group should walk around the room as if they are in an art gallery looking at the displays. As the group approaches each display, the expert who helped create the display should explain it to his or her home group.  
· Name one main difference found between media portrayal and reality in careers. 

Activity #2
Cultural Iceberg
· Explain that culture is like an iceberg- some things are easily seen as part of that person’s culture (clothes, celebrations, food) and other things are below the surface (beliefs, communication styles, rules). Draw this on the board and write the examples in the correct place on the iceberg.
· Brainstorm with students what aspects of culture might affect the workplace and where that belongs on the iceberg (i.e being to work on time is a cultural expectation that belongs on the bottom of the iceberg while dress code would be on the top)
· In groups, students discuss the following:
· What are some important aspects of your own culture?
· Where do these aspects fit on the iceberg?
· What aspects of your culture are important in the workplace?
· Listen to your classmates' responses. How do their answers differ from yours? If you come from different cultures, is there anything that is the same?

Activity #3
American Workplace Culture
· Introduce the article How to Navigate Your Way Through American Workplace Culture (located in the Career Pathways Language Arts Resources document) Read the introduction together and divide the class into 8 groups (this could be partners or pairs depending on the class size). Each group will read one of the paragraphs discussing that element of American workplace culture and summarize it on their chart in the American Workplace Culture worksheet (located in the Career Pathways Language Arts Resources document).
· Each group will read their summary to the class presenting that aspect of American workplace culture. The rest of the class will take notes about each aspect as it is presented until their chart is complete. 
· Individually, students will answer the reflection questions at the bottom of the page in the American Workplace Culture worksheet.
· Share reflection answers with a partner 

	Assessment 
Student completion of graphic organizer, summary worksheet, and career display poster 
Student participation in cultural iceberg discussion
Student completion of American Workplace Culture worksheet

	ELL Resources / Instructor Notes 
· For Activity #1, instructors should define the word “stereotype” as well as the occupation cards so students are familiar with the meaning of things before evaluating the media portrayal. 
· In Activity #2, students write answers before discussing, if they need time to formulate their own responses before interacting.
· In Activity #3, the class size might not allow for 8 groups or pairs. The instructor can choose to eliminate an aspect of culture, do one as a whole class, or have students work independently and then share their summaries. The purpose of dividing the article into segments was to allow the text to be more approachable. Students may also need assistance with some higher level vocabulary words. 



Outcome #2 -  Understand and complose common workplace texts
	Module Content - Comprehension of functional workplace text 

	Targeted ABE/ASE Content Standards  
3.R.FL.1 Read on-level text with sufficient accuracy and fluency to support comprehension.

3.R.FW.1 Communicate information, data and observations to apply information learned from reading to actual practice.

3.W.PD.1 Produce clear and coherent writing in which the development and organization are appropriate to task, purpose, and audience (e.g., business memo, personal email, academic essay).

3.W.CS.2 Demonstrate command of the conventions of Standard English capitalization, punctuation, and spelling when writing.

3.W.CS.1 Demonstrate command of the conventions of Standard English grammar and usage when writing or speaking.

3.W.PD.5 Perform job-seeking activities on the computer (e.g., conduct an Internet job search, complete an online application, and compose a resume).


	Targeted ELA Content Standards 
ELP Standard 10- HI.10.1 - Use increasingly complex phrases.

ELP Standard 10- HI.10.2 - use increasingly complex clauses.

ELP Standard 10- HI.10.3 - produce and expand simple, compound, and complex 
sentences.

ELP Standard 7-HI.7.1 - adapt language choices and style according to purpose, task, and audience in various social and academic contexts.

ELP Standard 7- HI.7.3 - adopt and maintain a formal and informal style and tone in spoken and written texts, as appropriate.

ELP Standard 3- HI.3.2 - compose written informational texts about a variety of texts, topics, or events.


	Targeted IL IEL/CE Competencies 
EM11. Read safety signs and instructions commonly found at work.

EM12. Read and write basic work-related messages.

	Activities & Resources 

Activity #1
Workplace emails
· Explain the different parts of a professionally written email and the importance of each (Greeting, subject, introduction, body , request, closing, attachments). Explain the professional writing tips found at the bottom of Email Practice 1 worksheet (located in the Career Pathways Language Arts Resources document). 
· Students read the example email found in the Email Practice 1 worksheet (located in the Career Pathways Language Arts Resources document).
· Students work in groups to locate and circle all of the mistakes they can. 
· Students rewrite this email correctly using the Email Practice document (located in the Career Pathways Language Arts Resources document).
· Students practice composing their own professional email from scratch. They can send one to their teacher, or if comfortable sharing their email, to one another. Students can use phones or any device available.

Activity #2
Job Applications
· Discuss common forms that students may have experience filling out. Explain that the first step to any job is completing an application form. 
· Review common parts of a job application and provide examples of how you might complete it using Practice Job Application | Jobs | CareerOneStop 
· Allow students to practice completing their own job application on this site. 


	Assessment - 
Student completion of Email Practice 1 and Email Practice worksheets
Student completion of online practice job application 


	ELL Resources / Instructor Notes 
· For Activity #1, students may need additional practice or review of key grammar points depending on their level of English (capitalization, punctuation, subject-verb agreement, subject/object pronouns, etc.) 
· Instructors may need to include a hands on digital literacy lesson on how to set up an email, access their email and navigate the email app or browser depending on student needs. 
· For Activity #2, the instructor should go through the online application first to know what the steps look like. Pre-teaching some key vocabulary or phrases can be helpful for students before practicing it independently. 
· Online job applications are the most common, and students may need extra support using the technology correctly. 
· Students can download and print their results is desired for assessment



Outcome #3 - Determine lessons that can be learned through a work situation that may not be ideal 
	Module Content - Critical thinking, descriptive writing

	Targeted ABE/ASE Content Standards 
3.W.CS.1 Demonstrate command of the conventions of Standard English grammar and usage when writing or speaking.

3.W.CS.2 Demonstrate command of the conventions of Standard English capitalization, punctuation, and spelling when writing.

3.W.KL.1 Use knowledge of language and its conventions when writing.

3.W.RW.1 Write routinely over extended time frames (time for research, reflection, and revision) and shorter time frames (a single sitting or a day or two) for a range of discipline-specific tasks, purposes, and audiences.

3.W.PD.1 Produce clear and coherent writing in which the development and organization are appropriate to task, purpose, and audience (e.g., business memo, personal email, academic essay).

3.W.TT.3 Write narratives to develop real or imagined experiences or events using effective technique, descriptive details, and clear event sequences.

3.R.CL.10 Read and comprehend literature, including stories, dramas, and poetry, in texts appropriate for NRS Level 3, with scaffolding as needed.

3.R.CI.1 Demonstrate the use of a variety of comprehension strategies to increase understanding of text.

3.R.FW.4 Use informational texts, internet web sites, and/or technical materials to review and apply information sources for occupational tasks.

3.S.CC.1 Engage effectively in a range of collaborative discussion (one-on-one, in groups, and teacher-led) with diverse partners on topics and texts appropriate to skill level, building on others’ ideas and expressing their own clearly.


	Targeted ELA Content Standards 
ELP Standard 2- HI.2.1 - Participate in conversations, discussions, and written exchanges about a range of topics, texts, and issues.

ELP Standard 3- HI.3.2 - Compose written informational texts about a variety of texts, topics, or events.

ELP Standard 9- HI.9.3 - Use a variety of more complex transitions to link the major sections of speech and text and to clarify relationships among events and ideas.

ELP Standard 10- HI.10.1 - Use increasingly complex phrases.

ELP Standard 10- HI.10.3 - Produce and expand simple, compound, and complex 
sentences.

ELP Standard 10- HI.10.3 - Produce and expand simple, compound, and complex sentences.

ELP Standard 2- HI.2.2 - Build on the ideas of others.

ELP Standard2- HI.2.3 - Express his or her own ideas.


	Targeted IL IEL/CE Competencies 
N/A


	Activities & Resources 

Activity #1
Disliked jobs
· Discuss jobs students have had that they liked the least. Why? Discover if there are similar characteristics and list them.  
· Read aloud the article Drowning in Dishes (located in the Career Pathways Language Arts Resources document)  
· Discuss lessons the author learned through a job he disliked.  
· Write a letter (3 paragraphs) in proper format to your younger self, giving advice on how to handle having a job you don’t like. 

Activity #2
Conflict management styles
· Define the word “conflict.” Brainstorm possible situations where there may be conflict in the workplace. 
· Play the video Strategies for Conflict Resolution in the Workplace: https://online.hbs.edu/blog/post/strategies-for-conflict-resolution-in-the-workplace. Discuss each type of conflict management and in what situations each style would be most appropriate. Students can follow along in the written article 5 Strategies for Conflict Resolution in the Workplace (located in the Career Pathways Language Arts Resources document). 
· Students will read the scenarios in Conflict Scenarios (located in the Career Pathways Language Arts Resources document). In groups, students decide which conflict management style would be most appropriate and why. Each group shares their answers with the class after coming to a conclusion. 

Activity #3
Ethics at Work 
· Discuss the meaning of ethics and why it is important in the workplace.
· Read through the ethical scenarios in Workplace Ethics: Case Studies  worksheet (located in the Career Pathways Language Arts Resources document). Discuss the first example together and answer the questions as a class.
· Divide the class into three groups and give each group one scenario to discuss. Each group will discuss and write down their answers on the back. Discuss each scenario and possible answers as a class.


	Assessment
Student completion of letter 
Student completion of “Workplace Ethics: Case Studies” worksheet
Student completion of “Ethics in the Workplace” worksheet

	ELL Resources / Instructor Notes  
· For Activity #1, pre-teaching vocabulary is recommended before reading the article. Instructors can have students read the article multiple times for different purposes (i.e. for the main idea, for specific details, for key vocabulary)
· Students who do not have job experience can either imagine a job they would dislike or write their letter to someone they know who didn’t like their job.
· In Activity #2, instructors can pre- teach key vocabulary words and have students listen for these words in the video. Students might also benefit from reading the article before and/or after viewing the video.
· Instructors should feel free to pause the video after each management style to discuss in more detail/ answer questions. Additionally, having closed captioning on could help students follow along more easily.
· In Activity #3, answers may slightly vary. It is important that students have thought through each solution carefully. Instructors can also take this time to explain any differing cultural expectations in the workplace.



Outcome #4 - Explore multiple intelligences and learning styles and research future careers that match these talents.
	Module Content - Connections between work and self, drawing conclusions

	Targeted ABE/ASE Content Standards 
3.S.CC.1 Engage effectively in a range of collaborative discussion (one-on-one, in groups, and teacher-led) with diverse partners on topics and texts appropriate to skill level, building on others’ ideas and expressing their own clearly.

3.S.PK.1 Report on a topic or text, tell a story, recount an experience in
an organized manner, or present opinions, using appropriate facts and relevant, descriptive details presented in a logical sequence, to support main idea or themes; speak clearly at an understandable pace.

3.R.CI.2 Determine the meaning of general academic and domain- specific words or phrases in a text relevant to a level- appropriate topic or subject area.

3.R.FL.1 Read on-level text with sufficient accuracy and fluency to
support comprehension.

3.R.FW.3 Understand and use technology systems.


	Targeted ELA Content Standards 
ELP Standard 2- HI.2.1 - Participate in conversations, discussions, and written exchanges about a range of topics, texts, and issues.

ELP Standard 2- HI.2.3 - Express his or her own ideas.

ELP Standard 5- HI.5.1 - Carry out both short and more sustained research projects to answer a question.

ELP Standard 5- HI.5.4 - Use search terms effectively.


	Targeted IL IEL/CE Competencies 
EM 1. Identify job titles, responsibilities, wages, and places of work.


	Activities & Resources - 

Activity #1 
Exploring Multiple Intelligences
· Read aloud Who? and You Are a Marvel. (located in the Career Pathways Language Arts Resources document)  Conduct a question-and-answer session with students regarding how they are marvels.   
· Discuss what makes them marvels and how these traits are very similar to the multiple intelligences listed on the handout Eight Ways of Being Smart. (located in the Career Pathways Language Arts Resources document)  
· Examine the definitions on the handout and ensure students understand what each intelligence characteristic means.   
· Complete the Multiple Intelligences Quiz (located in the Career Pathways Language Arts Resources document) and complete the chart on the last page showing their results.
· Students present their results to the class using the bar graph on the last page of the quiz, clearly describing what it means to have that main intelligence. 

Activity #2
Multiple Intelligences and Careers
· Divide students of the same intelligence into groups. If there is only one student that represents an intelligence, they can either work independently or choose to join the group that matches their second highest score. 
· In groups, students read How Your Dominant Intelligence Dictates the Right Career for You (located in the Career Pathways Language Arts Resources document). Each group reads the section that corresponds to their highest intelligence. Students read through the list of possible careers and discuss: Which career suggestions seem interesting to you? Why?
· Demonstrate using the Occupational Outlook Handbook website by typing the word “surgeon” into the search box in the upper right corner of the web page. Click on “Physicians and Surgeons.” Briefly introduce students to the information categories provided on the page, ensuring that they understand what each heading means. http://www.bls.gov/ooh/   
· Students then practice researching one career that is from the list of occupations matching their intelligence to research on the website. Students will record information on the Career Research worksheet (located in the Career Pathways Language Arts Resources document).

Activity #3
Learning Styles
· Explain the three different types of learning styles- visual, auditory, and kinesthetic. 
· Students read Three Learning Styles (located in the Career Pathways Language Arts Resources document). Students identify which learning style resonates with them. As they read about study tips for their learning style, students will circle strategies that they have used and put a star next to strategies they would like to try.
· Using the information gathered from their career research related to multiple intelligences, students present their researched career to the class using one of the following methods that matches their learning style:
· Give a short speech explaining the research you have done and why you chose to research that career
· Draw a picture representation of the career you researched demonstrating its connection to your interests and area of intelligence
· Act out the career you are interested in using any props you need. Be prepared to explain why you chose that career


	Assessment 
Student completion of Multiple Intelligence quiz
Student completion of selected activity based on learning style

	ELL Resources / Instructor Notes 
· For Activity #1, the instructor should introduce and go through the Eight Ways of Being Smart handout slowly. It could be helpful to cover up the other areas of the chart if sharing on the screen and go through one row at a time so students do not become overwhelmed with all the print.
· Instructors should also model how to answer the intelligence quiz and chart at the bottom by doing it for themselves and using their results as an example.
· For Activity #2, it could be helpful to pre-teach selected vocabulary from the How Your Dominant Intelligence Dictates the Right Career for You article.
· In Activity #3, students may relate to 2 different learning styles or be unsure. Remind students that we might learn in multiple ways but to focus on what is most dominant. 





Outcome #5 - Analyze skills needed in a particular career path and how they can be transferred 
	Module Content - Critical analysis; transferable skills 

	Targeted ABE/ASE Content Standards 
3.S.CC.1 Engage effectively in a range of collaborative discussion (one-on-one, in groups, and teacher-led) with diverse partners on topics and texts appropriate to skill level, building on others’ ideas and expressing their own clearly.

3.S.CC.4 Comprehend key elements of oral information for:
· comparison/contrast

3.W.PD.1 Produce clear and coherent writing in which the development and organization are appropriate to task, purpose, and audience (e.g., business memo, personal email, academic essay).

3.W.TT.2 Write informative/explanatory texts to examine a topic and convey ideas and information clearly.

3.W.KL.1 Use knowledge of language and its conventions when writing.

3.R.FW.3 Understand and use technology systems


	Targeted ELA Content Standards  
ELP Standard 2- HI.2.1 - Participate in conversations, discussions, and written exchanges about a range of topics, texts, and issues.

ELP Standard 2- HI.2.2 - Build on the ideas of others.

ELP Standard 2- HI.2.3 - Express his or her own ideas.

ELP Standard 3- HI.3.2 - Compose written informational texts about a variety of texts, topics, or events.

ELP Standard 10- HI.10.1 - Use increasingly complex phrases.

ELP Standard 10- HI.10.2 - Use increasingly complex clauses.

ELP Standard 10- HI.10.3 - Produce and expand simple, compound, and complex sentences.

ELP Standard 5- HI.5.4 - Use search terms effectively.


	Targeted IL IEL/CE Competencies 
N/A

	Activities & Resources 

Activity #1
Transferable Skills
· View the short video documentary Courtroom Sketch Artist at https://www.youtube.com/watch?v=z7Hw9u3mVaM  
· Discuss the artist Gary Myrick and the points made in the film. Compare and contrast his drawings with photographs.  
· Using the Occupational Outlook Handbook, discover what is necessary to have a career as an artist. Brainstorm possible alternatives for Mr. Myrick, using his training and skills.https://www.bls.gov/OOH/arts-and-design/craft-and-fine -artists.htm#tab-1
· Using the Courtroom Sketch Artist worksheet (located in the Career Pathways Language Arts Resources document), students will choose one of the following assignments:  1) Write a letter to Mr. Myrick, providing him with career advice. 2) Write a brief (one-page) plan for Mr. Myrick, showcasing his current skills and how he could transfer them to alternate careers. 

Activity #2
Soft Skills
· Explain soft skills and how they are important in any career they choose. 
· Brainstorm different types of soft skills with the class.
· Students complete the Skills Inventory worksheet (located in the Career Pathways Language Arts Resources document). Then, students write 2-3 paragraphs discussing the skills they currently possess and their importance as well as the skills they have identified that they want to improve and ways to do so. 
· With a partner, students will share what they wrote in their response.

	Assessment 
Student completion of letter or career plan 
Student completion of Skills Inventory worksheet

	ELL Resources / Instructor Notes 
· In Activity #1, it is recommended to put closed captions on the Courtroom Sketch Artist video to help students follow along. It might be helpful to also pause the video part way through and have students summarize what they heard so far.
· In Activity #2, the instructor should model how to complete the skills inventory first or complete it for themselves as an example.




Outcome #6 - Use a story to describe career experiences and/or expectations 
	Module Content - Nonfiction text comprehension; descriptive writing 

	Targeted ABE/ASE Content Standards 
3.R.FL.1 Read on-level text with sufficient accuracy and fluency to support comprehension.

3.R.FL.3 Use context to confirm or self-correct word recognition and understanding, rereading as necessary.

3.R.CI.1 Demonstrate the use of a variety of comprehension strategies to increase understanding of text.

3.W.PD.1 Produce clear and coherent writing in which the development and organization are appropriate to task, purpose, and audience (e.g., business memo, personal email, academic essay).

3.W.TT.3 Write narratives to develop real or imagined experiences or events using effective technique, descriptive details, and clear event sequences.


	Targeted ELA Content Standards 
ELP Standard 2- HI.2.1 - Participate in conversations, discussions, and written exchanges about a range of topics, texts, and issues.

ELP Standard 2- HI.2.3 - Express his or her own ideas.

ELP Standard 1-HI.1.1 - Determine a central idea or theme in oral presentations and spoken and written texts.

ELP Standard 1-HI.1.2 - Analyze the development of the themes/idea.

ELP Standard 3- HI.3.2 - Compose written informational texts about a variety of texts, topics, or events.


	Targeted IL IEL/CE Competencies  
EM3. Identify typical steps in obtaining a job.

	Activities & Resources 

Activity #1
“A Day in the Life” stories
· Discuss how the idea of how a personal story can convey what a career or profession entails far more than a job description.  (Consider giving examples from teaching.)  
· Read A Day in the Life: Medical Surgical Hospital Nurse (located in the Career Pathways Language Arts Resources document). 
· Discuss Dan’s Day. Talk about what surprised students and what they found interesting.
· Write a short “day in the life” story about a work experience (if students have not worked, can use a home experience or observed experience of someone else working). Write a concluding paragraph answering the following questions:
· What did the experience show about the job? 
· What did the student learn from the experience? 

Activity #2
Success Stories
· Brainstorm as a class what comes to students’ minds when they hear the word “success.”
· Divide students into 3 groups. Each group will read a success story (located in the Career Pathways Language Arts Resources document). Each group will answer the questions found in the Success Story worksheet (located in the Career Pathways Language Arts Resources document).
· Students will then divide into “expert” groups to share their success stories and answers with their new group.
· Students will take time individually to write their own “success story” using the My Success Story worksheet (located in the Career Pathways Language Arts Resources document). This can be related to a job or another area of life. The story should be 2-3 paragraphs. At the end of their story, students should write 1 additional paragraph describing how this past success can impact the way they approach their future career goals. What steps might they need to take?

	Assessment 
Student completion of a “day in the life” story
Student completion of Success Story worksheet and personal success story 

	ELL Resources / Instructor Notes 
· For Activity #1, additional “Day in the Life” stories can be found here: https://vault.com/library/collections/a-day-in-the-life 
· For Activity #2, additional success stories can be found here: https://educateandelevate.org/adult-learner-success/ As students read, they should be encouraged to identify and look up any unfamiliar words. 
· For all reading activities, encourage students to identify unfamiliar words and try to use context clues or other strategies for learning the meaning of the words. 




Outcome #7 - Write a resume
	Module Content - Understand parts of a resume, use a template to craft a personal resume

	Targeted ABE/ASE Content Standards 
3.S.CC.4 Comprehend key elements of oral information for:
· Summaries
· Technical subject matter

3.R.FW.1 Communicate information, data and observations to apply information learned from reading to actual practice.

3.R.FW.4 Use informational texts, internet web sites, and/or technical materials to review and apply information sources for occupational tasks.

2.W.PD.1 With guidance and support from instructor and peers, produce writing in which the development and organization are appropriate to task and purpose (e.g., business memo, personal email, academic paragraph).

2.W.PD.3 With guidance and support from instructor and peers, use technology to produce and publish writing (using keyboarding skills), and to interact and collaborate with others (e.g., email, text, file sharing, multi-media applications).

2.W.RW.1 Write routinely over extended time frames (time for research, reflection, and revision) and shorter time frames (a single sitting or a day or two) for a range of discipline-specific tasks, purposes, and audiences.


	Targeted ELA Content Standards 
ELP Standard 8- HI.8.1 - Determine the meaning of general academic and content-specific words and phrases, figurative and connotative language, and a growing number of idiomatic expressions in spoken and written texts about a variety of topics, experiences, or events.

ELP Standard 3- HI.3.2 - Compose written informational texts about a variety of texts, topics, or events.


	Targeted IL IEL/CE Competencies 
EM4. Complete a job application (paper or online), resume, or cover letter.

	Activities & Resources 

Activity #1
Introduction to resumes
· Introduce the topic of resumes to students by asking “When you applied for a job in the past, what documents did you need?” and “Have you ever written a resume before?” Allow time for students to share in small groups and in the large class if desired.
· Start with a brief True/ False quiz to see what students think about resumes already. These questions can be found in the slide deck for this lesson: Making a Basic Resume With Google Docs Wait until after the activity to share the correct answers to see if students would change their original answers based on what they learned. 
· Pre- teach vocabulary related to resumes as an online flash card game: https://wordwall.net/resource/68694345/resume-vocabulary
· Play the video What Should You Include in a Resume, and ask students to pay attention and listen for the new vocabulary words: https://www.youtube.com/watch?v=VjdlraonW2s Use the What Should You Include in a Resume? worksheet for students complete the gap fill activity (located in the Career Pathways Language Arts Resources document)
· Review some final tips about what to include and what not to include in a resume located in the slides for this activity.
· Provide the final answers to the true/false quiz located in the slides for this activity and ask students whether they learned anything new that changed their original answers.

Activity #2
Resume planning
· Review the essential parts of a resume with students (contact information, work experience, skills, education)
· Students will brainstorm things to include on their resume using the Resume Planning worksheet (located in the Career Pathways Language Arts Resources document).
· Students can share the results of their brainstorming with a partner in preparation for making their actual resume. 

Activity #3
Google docs resume templates
· Introduce free resume templates on Google Docs. Demonstrate how to access the templates, choose a style that is desirable, and insert information into the template. 
· Students will access the Google Docs resume templates on their own devices or those they have access to and begin inserting the information they wrote down on the Resume Planning worksheet. Remind students that this is their resume, and they can always change the titles of sections in the template to fit their personal experience (i.e. “awards” and “certificates” sections might not be applicable, but could be replaced with “languages” if student is multilingual)
· Students can practice sharing their resume with their instructor and practice leaving and answering comments in the live document.


	Assessment 
Student completion of What Should You Include on a Resume? worksheet
Student completion of Resume Planning worksheet
Student completion of a Google Docs resume template

	ELL Resources / Instructor Notes 
· For Activity #1, the instructor should put closed captioning on for the video What Should You Include on a Resume?
· For Activity #2, students will come from a variety of backgrounds. Make sure to emphasize to students that some elements of a resume might not apply to them (i.e. volunteer experience). Some students may also not have any formal work experience. Be prepared to assist students in their unique situations.
· For Activity #3, this might require an extra lesson to teach digital literacy skills. The instructor should model how to use Google Docs resume templates thoroughly or replace this with an alternative template method that meets classroom needs. This should ideally be done on a tablet or computer, not a phone.




Outcome #8 - Evaluate the differences between fact and opinion by looking at various examples related to careers 
	Module Content - Comprehension of what is read, heard, and/or viewed; restating and summarizing information; comparing and/or contrasting information; drawing inferences and/or conclusions; generating questions, defending a claim, debate

	Targeted ABE/ASE Content Standards 
3.R.CI.9 Read and comprehend informational texts, including history/social studies, science, and technical texts at NRS Level 3 text complexity.

3.R.FL.1 Read on-level text with sufficient accuracy and fluency to support comprehension.

3.R.CI.6 Explain how an author uses reasons and evidence to support particular points in a text, identifying which reasons and evidence supports which point(s).

3.S.PK.1 Report on a topic or text, tell a story, recount an experience in an organized manner, or present opinions, using appropriate facts and relevant, descriptive details presented in a logical sequence, to support the main idea or themes; speak clearly at an understandable pace.
3.S.PK.4 Adapt speech to a variety of contexts, tasks, audiences, and purposes, using formal English when appropriate to task and situation, and informal where appropriate.

3.S.CC.1 Engage effectively in a range of collaborative discussion (one-on-one, in groups, and teacher-led) with diverse partners on topics and texts appropriate to skill level, building on others’ ideas and expressing their own clearly.

3.S.CC.2 Understand the key points of discussions.

3.S.CC.4 Comprehend key elements of oral information for:
· Conclusions
· Context
· Purpose
· Evaluation/critique
· Persuasive text

3.S.CC.5 Identify and evaluate oral information for:
· Fact/opinion


	Targeted ELA Content Standards 
ELP Standard 2- HI.2.1 - Participate in conversations, discussions, and written exchanges about a range of topics, texts, and issues.

ELP Standard 6- HI.6.1 - Analyze the reasoning in persuasive spoken and written texts.

ELP Standard 6- HI.6.3 - Cite textual evidence to support the analysis.

ELP Standard 4- HI.4.1 - Construct a claim about a variety of topics.

ELP Standard 4- HI.4.2 - Introduce the topic.

ELP Standard 4- HI.4.3 - Provide logically ordered reasons or facts that effectively support the claim.

ELP Standard 4- HI.4.4 - Provide a concluding statement.


	Targeted IL IEL/CE Competencies 
N/A

	Activities & Resources 

Activity #1
Flashcard swap 
· Introduce and brainstorm about facts and opinions in everyday life.  
· Complete the Fact and Opinion in the Real World worksheet as a class. (located in the Career Pathways Language Arts Resources document)  
· Using index cards, create career flashcards — 5 for fact, 5 for opinion — using careers as their topic (instructions located in the Career Pathways Language Arts Resources document).  Students should write the fact or opinion in a complete sentence on one side of the card. On the opposite side of the card, they should write “F” or “O” for fact or opinion. Discuss the importance of questioning whether a statement is fact or opinion. Tell students to be careful when creating “fact” cards, and encourage cooperative learning when cards are being created.   
· With a partner, exchange flashcards. Swap partners after each has shared their set of cards. Swap as many times as desired.   
· Discuss together that dealing with fact and opinion is an everyday occurrence.  

Activity #2
Article analysis and debate
· Discuss key differences between facts vs opinions, emphasizing that opinions can be someone’s beliefs that they often need to form an argument to defend. 
· Read the CommonLit article Experts Debate: Will Computers Edge People out of Entire Careers? (located in the Career Pathways Language Arts Resources document).
· After students read the article, they are to write down the facts and opinions they find in the article on the Defending an Opinion worksheet (located in the Career Pathways Language Arts Resources document).
· Students then practice an informal debate. Divide students into two groups. One group will defend Andrew MacAfee’s opinion, and the other group will defend David Autor’s opinion. Each group will use their worksheet to support their arguments with evidence from the text.

	Assessment  
Student completion of Fact/ Opinion worksheet and career flashcards 
Student completion of Defending an Opinion worksheet

	ELL Resources / Instructor Notes  
· For Activity #1, students may need some prompting to write their own facts and opinions. It could be helpful to assign students a career to focus on and provide a few minutes of brainstorming for them before beginning the activity. Alternatively, the instructor could encourage students to focus on a career they have experience in or have knowledge about.
· For Activity #2, the text might be challenging. It could be helpful to do some pre-reading activities with students. This could include scanning the text to become familiar with the interview layout and defining key words.
· For the debate, it could be helpful to provide some general guidelines for a debate and establish ground rules before beginning if this type of activity is new to students. 



Outcome #9 - Practice professional writing mechanics 
	Module Content - Writing complete sentences; using phrases and clauses correctly; writing a cover letter 

	Targeted ABE/ASE Content Standards
3.W.CS.1 Demonstrate command of the conventions of Standard English grammar and usage when writing or speaking.

3.W.CS.2 Demonstrate command of the conventions of Standard English capitalization, punctuation, and spelling when writing.

3.R.FW.4 Use informational texts, internet web sites, and/or technical materials to review and apply information sources for occupational tasks.

3.R.CI.3 Identify and use structure of text to increase understanding.

3.W.KL.1 Use knowledge of language and its conventions when writing.

3.W.RW.1 Write routinely over extended time frames (time for research, reflection, and revision) and shorter time frames (a single sitting or a day or two) for a range of discipline-specific tasks, purposes, and audiences.

3.W.PD.1 Produce clear and coherent writing in which the development and organization are appropriate to task, purpose, and audience (e.g., business memo, personal email, academic essay).


	Targeted ELA Content Standards 
ELP Standard 1- HI.1.1 - Determine a central idea or theme in oral presentations and spoken and written texts.

ELP Standard 3- HI.3.2 - Compose written informational texts about a variety of texts, topics, or events.

ELP Standard 7- HI.7.1 - Adapt language choices and style according to purpose, task, and audience in various social and academic contexts.

ELP Standard 7- HI.7.2 - Use a wider range of complex general academic and content- specific words and phrases.

ELP Standard 7- HI.7.3 - Adopt and maintain a formal and informal style and tone in spoken and written texts, as appropriate.

ELP Standard 10- HI.10.1 - Use increasingly complex phrases.

ELP Standard 10- HI.10.2 - Use increasingly complex clauses.


	Targeted IL IEL/CE Competencies 
EM4. Complete a job application (paper or online), resume, or cover letter.

	Activities & Resources 

Activity #1
Fragments and run-on sentences
· Ask each student to write on a piece of paper a complete sentence. Discuss what makes their sentence complete (subject, predicate, complete thought) Next, ask students to re-write their sentence by removing the subject, verb or both. Ask students to read what was remaining of their sentence and ask students to notice how it does not make sense. Explain that any time a sentence is missing a subject, verb or does not form a complete thought, it is incomplete- this is called a fragment.
· Next, write a sentence on the board and ask students to write a second follow up sentence that would make sense (i.e. I was late to work.) Use a student example to show how odd it would sound if those sentences were combined without punctuation or a conjunction. Explain that this is called a run-on sentence. 
· Explain that you can correct a run-on by adding a comma and coordinating conjunction, adding a semicolon or adding a period. Use student examples to demonstrate each.
· Students practice identifying fragments and run-ons in the Identifying Fragments and Run-ons worksheet (located in the Career Pathways Language Arts Resources document) 
· Students then practice locating the incorrect sentences and correcting them in the Workplace Note worksheet (located in the Career Pathways Language Arts Resources document) 

Activity #2
Introduction to cover letters
· Ask students if they have ever written a cover letter before and what they think the purpose is of a cover letter.
· Share the video “How to Write a Cover Letter”  https://www.youtube.com/watch?v=hrZSfMly_Ck&t=1s and discuss the main parts of a cover letter. 
· Share the QR Code for the online matching activity (located in the Career Pathways Language Arts Resources document).
· Students will match the parts of the cover letter they learned from the video.
· Students read the 7 Key Components of an Effective Cover Letter (located in the Career Pathways Language Arts Resources document).
· Using the Cover Letter Examples worksheet (located in the Career Pathways Language Arts Resources document), students will evaluate each example, looking for all the appropriate parts and key components of a cover letter. With a partner, they will discuss which cover letter is the most professional and who they would choose if they were the hiring manager. 

Activity #3
Writing a cover letter
· Students plan to write their own cover letter. They will brainstorm what they will write using the Cover Letter Planning worksheet (located in the Career Pathways Language Arts Resources document).
Students will write their cover letter and share with a partner for peer review. Students will use the Cover Letter Peer Review Rubric(located in the Career Pathways Language Arts Resources document).

	Assessment 
Student completion of Identifying Fragments and Run-ons worksheet
Student completion of Workplace Note worksheet
Student completion of matching activity
Student completion of Cover Letter Examples worksheet
Student completion of Cover Letter Planning worksheet and their cover letter
Student completion of Cover Letter Peer Review Rubric

	ELL Resources / Instructor Notes 
· In Activity #1, it might be beneficial to spend additional time on comma, semicolon and end punctuation rules as well as the difference between an independent and dependent clause depending on the students’ level of grammar
· In Activity #2, the instructor should turn on closed captioning and slow the speed to 0.75 when showing the video How to Write a Cover Letter
· Students might benefit from pre-teaching some key vocabulary from the article 7 Key Components of an Effective Cover Letter
· In Activity #3, students may benefit from using a cover letter template such as those provided in Google Docs.



Outcome #10 - Reading and understanding important employee documents
	Module Content - Understanding how to read and navigate employee benefits and pay stub information

	Targeted ABE/ASE Content Standards 
3.S.CC.1 Engage effectively in a range of collaborative discussion (one-on-one, in groups, and teacher-led) with diverse partners on topics and texts appropriate to skill level, building on others’ ideas and expressing their own clearly.

3.R.FW.1 Communicate information, data and observations to apply information learned from reading to actual practice.

3.R.FW.4 Use informational texts, internet web sites, and/or technical materials to review and apply information sources for occupational tasks.

3.R.FL.1 Read on-level text with sufficient accuracy and fluency to support comprehension.

3.R.CI.1 Demonstrate the use of a variety of comprehension strategies to increase understanding of text.

3.W.RB.3 Draw evidence from literary or informational texts to support analysis, reflection, and research.

3.W.RB.4 Communicate information, data, and observations to apply information learned from reading to actual practice.


	Targeted ELA Content Standards 
ELP Standard 2- HI.2.1 - Participate in conversations, discussions, and written exchanges about a range of topics, texts, and issues.

ELP Standard 1- HI.1.1 - Determine a central idea or theme in oral presentations and spoken and written
texts.

ELP Standard 1- HI.1.4 - Summarize a text.

	Targeted IL IEL/CE Competencies 
EM10. Read and interpret a pay stub.
EM2. Describe common employee benefits (e.g., health care, vacation, sick days).

	Activities & Resources 

Activity #1
Understanding your pay 
· Ask students to discuss their experience in a paid job in the past. How often did they get paid? How was their payment delivered? Did they have to pay any taxes? Were they paid hourly or salaried? Allow for some group discussion and have a few students share their answers with the class as a large group to recap.
· Watch the video “Understanding Your Paycheck”  https://www.youtube.com/watch?v=3fDrDZAqf-8 to introduce key vocabulary words related to pay stubs.
· Use the interactive pay stub on Workplace Basics: Understanding Your Pay, Benefits, and Paycheck to review the parts together.
· Students complete the Understanding Parts of a Pay Stub Worksheet (located in the Career Pathways Language Arts Resources document) individually.
· 
Activity #2
Reading employee policies
· Discuss what a “policy” is and provide common examples (class attendance policy, grading policy, late fee and cancellation policies)
· Brainstorm policies related to a work environment and discuss why these policies are important and what would happen if policies were not put in place.
· View example policies at https://www.cookcountyil.gov/service/personnel-rules-policies Look specifically at the Clean Workspace Policy (located in the Career Pathways Language Arts Resources document) and read through it together as a class. Be sure to explain the heading and each of the sections, focusing most of the time on section VIII “Policies and Procedures.”
· After reading it, summarize the policy as a class. In the Workplace Policies worksheet (located in the Career Pathways Language Arts Resources document), students will write down key takeaways from the policy.
· Divide students into groups and give them each a policy from the website to read and summarize in their chart.

Activity #3
Common employee benefits
· Introduce the term “benefits” and define what that is in the workplace. Ask students to brainstorm common benefits they are familiar with 
· In Partners, students read through the Common Employee Benefits worksheet (located in the Career Pathways Language Arts Resources document), and define each benefit. Discuss which benefits students are familiar with and which ones are new for them.
· Complete the NEFE Activity 3.9 Compare Employee Benefits worksheet (located in the Career Pathways Language Arts Resources document). Read through the page as a class first. Then, allow students time to write down which benefits package they would choose and why. Students can share their answers with a partner.

	Assessment 
Student completion of Understanding the Parts of a Pay Stub worksheet
Student completion of Workplace Policies worksheet
Student completion of Activity 3.9 Compare Employee Benefits worksheet 


	ELL Resources / Instructor Notes 
· In Activity #1, turn on closed captioning in the Understanding Your Paycheck video and pause as needed to explain parts. Instructor can also reduce the speed to x0.75 depending on students’ level 
· In Activity #2, the text might seem very overwhelming to students. It is helpful to break down the article Clean Workspace Policy into small chunks. It is recommended to solely focus on section VIII “Policies and Procedures.” Instructors should really only give a general overview of the other parts to eliminate overwhelm. Make sure to help students with general comprehension of “Policies and Procedures” and choose a few key vocabulary to focus on.
· Instructors should guide students to policies that students already have prior knowledge in and avoid those that might require more context (i.e choose “Employee Time and Attendance Policy” instead of “VESSA Leave Policy”).



Outcome #11 - Conduct short research project to answer a question, drawing on several sources and refocusing the inquiry when appropriate
	Module Content - Inquiry and research; oral presentations

	Targeted ABE/ASE Content Standards 
3.R.CI.8 Draw on information from multiple print or digital sources, demonstrating the ability to locate specific information to a question quickly or to solve a problem efficiently.

3.W.PD.5 Perform job-seeking activities on the computer (e.g., conduct an Internet job search, complete an online application, and compose a resume).

3.R.FW.3 Understand and use technology systems.

3.R.FW.4 Use informational texts, internet web sites, and/or technical materials to review and apply information sources for occupational tasks.

3.R.FW.1 Communicate information, data and observations to apply information learned from reading to actual practice.

3.W.RB.1 Conduct short research projects that use several sources to build knowledge through investigation of different aspects of a topic. Record information needed to prepare a report.

3.S.PK.1 Report on a topic or text, tell a story, recount an experience in an organized manner, or present opinions, using appropriate facts and relevant, descriptive details presented in a logical sequence, to support main idea or themes; speak clearly at an
understandable pace.

3.S.PK.3 Include multimedia components (e.g., graphics, sound) and visual displays in presentations when appropriate to enhance the development of main ideas or themes.


	Targeted ELA Content Standards 
ELP Standard 5- HI.5.1 - Carry out both short and more sustained research projects to answer a question.

ELP Standard 5- HI.5.2 - Gather information from multiple print and digital sources.

ELP Standard 5- HI.5.4 - Use search terms effectively.

ELP Standard 5- HI.5.5 - Synthesize information from multiple print and digital sources.

ELP Standard 5- HI.5.6 - Integrate information into an organized oral or written report

ELP Standard 2- HI.2.3 - Express his or her own ideas.

ELP Standard 2- HI.2.4 - Clearly support points with specific and relevant evidence.


	Targeted IL IEL/CE Competencies 
EM1. Identify job titles, responsibilities, wages, and places of work.
EM6. Locate local job market information using the Internet (e.g., Illinoisworknet.com or other resources).


	Activities & Resources 

Activity #1
Specific Careers
· Research a specific occupation within a selected career field using https://www.onetonline.org/ research questions identified in the Guidelines for Researching a Career worksheet (located in the Career Pathways Language Arts Resources document).
· Present a summary of their research to the class while dressed according to their workplace (e.g., suit, uniform, business casual). 

Activity #2
Career Pitch 
· Students will choose a specific career path that interests them. They will research all they can about this career using a variety of sources (https://www.mynextmove.org/, https://www.onetonline.org/, https://www.bls.gov/ooh/, https://www.careeronestop.org/, https://www.illinoisworknet.com/) as well as looking on plenty of example real-life local job listings in this career field on websites like indeed, or careerbuilder. 
· Students will then create their own “company” and advertise to the class like they were at a job fair seeking applicants. They will name their company, discuss the positive aspects of working with them, and what a career in this field can offer.
· Students will then choose from the following activities:
· Create a brochure advertising their company, discussing why this is a good field to get into and why students should choose their company
· Create a Powerpoint or Slides presentation discussing the unique qualities of this career path and the benefits of joining the company.
· Students will pitch their company to the class during a classroom “mock” job fair.


	Assessment 
Student completion of Guidelines for Researching a Career worksheet; presentation
Student presentation at “mock” job fair

	ELL Resources / Instructor Notes 
· In both of these activities, the instructor should model how to use the site and locate important information. Students can use their mobile devices if there are none accessible in the classroom. 
· In Activity #2, it could be helpful to draw from prior knowledge of what a job fair is and discuss the role of the employer in the event. Students can use their research from Activity #1 to guide them, but should be encouraged to do further research on local job postings and trends. Students may also need technical guidance on using Google Slides or PowerPoint. Additionally, the instructor may want to review guidelines for giving an oral presentation. 
· This could also easily be broken into two days. One day could be the research component and the next day students could come dressed and ready to engage in the classroom “mock” job fair.



