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Business & Information Technology Course Scope and Sequence
And Unit Plans

Course Name: Employability Skills

Time Frame: Semester

Grade Level: 10-12th Grade
Prerequisite(s): N/A

Department: Business & Information Technology

Course Overview:

e Success in the workplace requires skills such as confidence, communication, collaboration,
honesty, respect, a positive attitude, initiative, goals, and priorities. In this course, students learn
the necessary skills from preparing for the interview process to achieving success within their
career. Students will identify skills they already possess and skills they still need to develop in

order to succeed in the workplace.

Units: Time Frame:
Career Exploration 1 week
Skills Unit: Hard Skills vs Soft Skills 1 week
Resume 1 week
Interview 1 week
Decision Making 1 week
Entrepreneurship 1 week
Stress Management 1 week
Communication 1 week
Digital Media / Electronic Profil 1 week
Entering the Workforce 1 week
Legal Aspects of Work 1 week
Goal Setting 1 week
Leadership 1 week
Job Safety 1 week
Financial Management 1 week
Networking 1 week
ndar rting learnin r

Primary Resources Used:

e Canvas will be used as the digital learning space for this course. All information, assignments, and
digital resources will be linked in the Canvas course

Supplemental:

e On adaily basis, students are expected to bring:

o

A charged district issued Chromebook
Something to write with

Folder/Binder

A calculator (other than phone)

o O O
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*This Guide is a living document and may be updated throughout the school year to reflect student and class
needs, instructional pacing, and other relevant factors.*
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Unit 1: Career Exploration

Broad Goals of the Unit:
e Help students identify personal interests, strengths, and values related to career choices.
e Expose students to a variety of career pathways and postsecondary options.
e Develop key employability skills such as communication, professionalism, teamwork, and problem
solving.
e Prepare students to make informed decisions about future education and career goals.

Essential Questions:

e How do my interests, skills, and values influence my career choices?
What education and training are needed for careers that interest me?
What skills and attitudes do employers value most?

How can | present myself effectively to potential employers?

Enduring Understandings:

Career success depends on self-awareness, planning, and lifelong learning.
Employability skills are essential across all jobs and industries.

Personal choices today influence future career opportunities.

Professional behavior and communication build a positive reputation in the workplace.

“l can” statement with standards alignment:
e | can identify my interests, skills, and values to explore suitable career paths.
| can research and evaluate different career options and educational requirements.
| can demonstrate employability skills such as teamwork, communication, and problem-solving.
| can create a professional résumé or portfolio that highlights my strengths.

At the end of the unit students will know and be able to:

Understand the relationship between personal traits and career satisfaction.
Research and analyze information about multiple career pathways.

Demonstrate professionalism and positive workplace behavior.

Communicate effectively in interviews and work-related situations.

Develop a basic career plan or portfolio that outlines future goals and next steps.

Assessment Evidence

Formative: TBD Summative: TBD
Other: n/a

Learning Plan

Vocabulary of the Unit: career, career pathway, interest, strengths, values, employability skills,
professionalism, resume, portfolio, self-awareness, postsecondary education, lifelong learning,
networking

Resources: n/a Differentiated Learning Strategies:
e Choice-based projects
e Small group instruction
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Unit 2: Skills Unit: Hard Skills vs Soft Skills

Broad Goals of the Unit:

Help students understand the difference between hard and soft skills.

Emphasize the importance of developing both types of skills for workplace success.

Provide opportunities to practice, reflect on, and demonstrate soft skills in real-world scenarios.
Connect specific hard skills to various career pathways and industries.

Essential Questions:

What is the difference between hard skills and soft skills?

e Why are both types of skills important to employers?

e How can | strengthen my soft skills to improve my employability?
e How do hard skills relate to specific career fields or job tasks?

Enduring Understandings:
e Both hard and soft skills are essential for success in any career.
e Hard skills can often be taught, while soft skills are developed through experience and
self-awareness.
e Employers look for candidates who can both perform job-specific tasks and work well with others.
e Soft skills often determine long-term career success and advancement.

“l can” statement with standards alignment:
e | can explain the difference between hard skills and soft skills.
e | can identify examples of hard and soft skills used in various careers.
e | can demonstrate soft skills such as teamwork, communication, and reliability.
e | can reflect on my current skill set and identify areas for growth.

At the end of the unit students will know and be able to:

e Define and differentiate between hard and soft skills.
Identify which hard and soft skills are most valued in their chosen career fields.
Recognize how soft skills impact teamwork, leadership, and workplace culture.
Demonstrate soft skills through classroom activities, group work, or mock job tasks.
Create a personal plan to improve both hard and soft skills for future success.

Assessment Evidence

Formative: TBD Summative: TBD
Other: n/a

Learning Plan

Vocabulary of the Unit: hard skills, soft skills, employability skills, teamwork, communication, reliability,
problem-solving, adaptability, self-awareness, career readiness, professional growth, workplace culture

Resources: n/a Differentiated Learning Strategies:
e Choice-based projects
e Small group instruction
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Unit 3: Resume

Broad Goals of the Unit:

Teach students the purpose and structure of a professional résumé.

Help students identify their own strengths, experiences, and skills to include.

Guide students in creating, formatting, and refining a résumé that represents them well.
Prepare students to use a résumé for job applications, internships, or scholarships.

Essential Questions:

What is the purpose of a résumé?

e What information should be included in a résumé?

e How can | make my résumé stand out to employers?

e How do I tailor my résumé for different job opportunities?

Enduring Understandings:
e Arésumé is a personal marketing tool that highlights skills, experiences, and accomplishments.
A well-organized and error-free résumé creates a strong first impression.
Résumés should be tailored to fit specific job or career goals.
Keeping a résumé updated helps students be ready for future opportunities.

“l can” statement with standards alignment:
e | canidentify the key sections of a résumé and their purposes.
e | can describe my skills, experiences, and achievements effectively.
e | can create a professional résumé using the correct format, language, and layout.
e | can revise and update my résumé based on feedback.

At the end of the unit students will know and be able to:
Understand the purpose and importance of a résumé in the hiring process.

e Identify and organize personal information, skills, and experiences relevant to employment.
e Create a professional résumé that demonstrates employability and attention to detail.
e Edit and proofread their résumé for accuracy, clarity, and presentation.
e Save and share their résumé in a professional format for future opportunities.
Assessment Evidence
Formative: TBD Summative: TBD

Other: n/a

Learning Plan

Vocabulary of the Unit: resume, cover letter, professional format, skills, experience, achievements,
tailoring, keywords, first impression, proofreading, portfolio, professional branding

Resources: n/a Differentiated Learning Strategies:
e Choice-based projects
e Small group instruction
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Unit 4: Interview

Broad Goals of the Unit:

e Prepare students to successfully participate in job interviews.
Help students understand different types of interview formats and questions.
Build confidence in communication, professionalism, and self-presentation.
Teach students how to follow up after an interview appropriately.

Essential Questions:
e What is the purpose of a job interview?
How can | prepare effectively for an interview?
What verbal and nonverbal communication skills make a positive impression?
How should | respond to common and challenging interview questions?

[ ]
[ J
[ J
e What should | do after the interview to leave a professional impression?

Enduring Understandings:

e Aninterview allows both the employer and the applicant to determine if the job is a good fit.
Preparation and confidence are key to successful interviewing.
Communication, body language, and attitude influence an interviewer’s perception.
Following up after an interview demonstrates professionalism and interest.

“l can” statement with standards alignment:
e | can explain the purpose and process of a job interview.
e | can prepare for and respond effectively to common interview questions.
e | can demonstrate positive body language, tone, and appearance in a mock interview.
e | can write a professional thank-you note or follow-up message after an interview.

At the end of the unit students will know and be able to:

Describe the purpose and structure of an interview.

Identify different types of interviews (in-person, phone, panel, virtual).

Prepare answers to common interview questions using personal experiences and skills.
Demonstrate effective communication, confidence, and professionalism during an interview.
Follow up after an interview with a professional thank-you note or email.

Assessment Evidence

Formative: TBD Summative: TBD
Other: n/a

Learning Plan

Vocabulary of the Unit: interview, interview format, preparation, common questions, behavioral
questions, STAR method, nonverbal communication, professional appearance, follow-up, thank-you note,
confidence, professionalism

Resources: n/a Differentiated Learning Strategies:
e Choice-based projects
e Small group instruction
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Unit 5: Decision Making

Broad Goals of the Unit:
e Teach students how to make informed, responsible decisions in personal, academic, and
workplace settings.
e Help students understand the steps of the decision-making process.
Encourage critical thinking and problem-solving when faced with career or life choices.
e Strengthen students’ ability to evaluate consequences and take responsibility for their decisions.

Essential Questions:

What is the decision-making process?

How do my values, goals, and priorities affect the choices | make?

What strategies help me make good decisions under pressure or uncertainty?
How do decision-making skills impact my career success and personal growth?

Enduring Understandings:
e Effective decision-making requires gathering information, weighing options, and predicting
outcomes.
e Every decision has consequences, both positive and negative.
e Personal values and goals guide responsible decision-making.
e Strong decision-making skills improve confidence, leadership, and success in the workplace.

“l can” statement with standards alignment:
e | can describe the steps of the decision-making process.
| can evaluate options and predict possible outcomes before making a choice.
| can apply decision-making strategies to real-life and workplace situations.
| can reflect on past decisions to improve future outcomes.

At the end of the unit students will know and be able to:

Identify and explain the steps in the decision-making process.

Recognize how personal values, goals, and priorities influence decisions.
Use problem-solving and critical thinking to make informed choices.
Evaluate potential consequences of different options.

Apply decision-making skills to career planning and daily life situations.

Assessment Evidence

Formative: TBD Summative: TBD
Other: n/a

Learning Plan

Vocabulary of the Unit: decision making, decision making process, values, goals, priorities,
consequences, critical thinking, problem solving, informed choice, reflection, responsible decision
making, uncertainty

Resources: n/a Differentiated Learning Strategies:
e Choice-based projects
e Small group instruction
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Unit 6: Entrepreneurship

Broad Goals of the Unit:

Introduce students to the concept of entrepreneurship and its role in the economy.
Encourage creativity, innovation, and problem-solving through business ideas.

Help students understand the risks and rewards of owning and operating a business.
Develop entrepreneurial thinking and transferable skills valuable in any career path.

Essential Questions:

What does it mean to be an entrepreneur?

What skills and traits do successful entrepreneurs have?

How do entrepreneurs identify needs and create solutions?

What steps are involved in starting and managing a business?

How can entrepreneurial thinking apply to everyday life and careers?

Enduring Understandings:

Entrepreneurship involves identifying opportunities, taking initiative, and managing risk.
Creativity and innovation drive business success and economic growth.

Entrepreneurs use problem-solving, leadership, and planning skills to turn ideas into reality.
Entrepreneurial skills—such as initiative, adaptability, and responsibility—are valuable in any
workplace.

“l can” statement with standards alignment:

| can define entrepreneurship and explain its importance in the economy.

| can identify the traits and skills of successful entrepreneurs.

| can develop and communicate a simple business idea or product concept.
| can work collaboratively to plan and present an entrepreneurial project.

At the end of the unit students will know and be able to:

Define entrepreneurship and describe its impact on local and global communities.
Recognize the personal characteristics and skills needed to be a successful entrepreneur.
Identify and evaluate opportunities for business ideas or problem-solving.

Create a simple business plan or pitch that outlines an idea, product, or service.

Apply creativity, collaboration, and critical thinking to entrepreneurial challenges.

Assessment Evidence

Formative: TBD Summative: TBD

Other: n/a

Learning Plan

Vocabulary of the Unit: entrepreneurship, entrepreneur, innovation, creativity, risk, opportunity, business
plan, problem solving, leadership, collaboration, adaptability, economic impact, initiative

Resources: n/a Differentiated Learning Strategies:

e Choice-based projects
e Small group instruction
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Unit 7: Stress Management

Broad Goals of the Unit:
e Help students recognize causes and effects of stress in personal, academic, and workplace
settings.
e Teach healthy strategies for managing and reducing stress.
Strengthen students’ emotional awareness, resilience, and coping skills.
e Emphasize how stress management contributes to overall well-being and job performance.

Essential Questions:
e What is stress, and how does it affect my body and mind?
What are common sources of stress in school, work, and life?
How can | manage stress in healthy and productive ways?
Why is managing stress important for success in the workplace?

Enduring Understandings:
e Everyone experiences stress, but how we respond to it determines its impact.
e Managing stress helps improve focus, decision-making, and relationships.
e Healthy coping strategies—such as time management, exercise, and communication—build
resilience.
e Employers value individuals who can handle pressure and maintain professionalism.

“l can” statement with standards alignment:

| can identify common causes and signs of stress.

| can explain the difference between positive (motivational) and negative stress.
| can apply stress management techniques to balance work, school, and life.

| can reflect on and adjust my own coping strategies to maintain well-being.

At the end of the unit students will know and be able to:
e Define stress and understand its physical, emotional, and behavioral effects.
Identify personal sources of stress and early warning signs.
Practice healthy stress management techniques such as breathing exercises, organization, and
positive thinking.
Apply strategies to manage stress in professional settings.
Develop a personal stress management plan to support balance and success.

Assessment Evidence

Formative: TBD Summative: TBD
Other: n/a

Learning Plan

Vocabulary of the Unit: stress, stressor, coping strategies, resilience, time management, burnout,
mindfulness, relaxation techniques, positive stress (eustress), negative stress (distress), emotional
awareness, work-life balance, self-care, professionalism

Resources: n/a Differentiated Learning Strategies:
e Choice-based projects
e Small group instruction

Back to the top Last Updated 3.25.26
9




Unit 8: Communication

Broad Goals of the Unit:
e Teach students the importance of effective communication in personal, academic, and workplace
settings.
e Help students understand different forms of communication—verbal, nonverbal, and written.
e Develop listening, speaking, and interpersonal skills necessary for success in any career.
e Promote professionalism and clarity when communicating with peers, teachers, and employers.

Essential Questions:
e Why is communication important in the workplace?
e What are the different types of communication, and how do they impact understanding?
e How can | improve my listening and speaking skills?
e What barriers can prevent effective communication, and how can | overcome them?
e How does digital communication (email, text, social media) affect professionalism?

Enduring Understandings:
e Effective communication builds trust, teamwork, and productivity.
e Communication includes both what is said and how it is expressed through tone and body
language.
e Active listening is as important as speaking clearly.
e Professional communication skills are essential for building a positive reputation and career
growth.

“l can” statement with standards alignment:
e | canidentify and use different types of communication: verbal, nonverbal, and written.
| can demonstrate active listening and respond appropriately in conversations.
| can communicate professionally in person, over the phone, and in digital formats.
| can recognize and overcome barriers that prevent effective communication.

At the end of the unit students will know and be able to:
e Define communication and describe its different types and purposes.
Demonstrate active listening, clear speaking, and respectful interactions.
Recognize how nonverbal cues—like posture, eye contact, and tone—affect messages.
Write and format professional digital communications such as emails.
Apply communication skills to teamwork, conflict resolution, and professional relationships.

Assessment Evidence

Formative: TBD Summative: TBD
Other: n/a

Learning Plan

Vocabulary of the Unit: communication, verbal communication, nonverbal communication, written
communication, active listening, interpersonal skills, professional communication, barriers to
communication, digital communication, tone, clarity, feedback, conflict resolution, etiquette

Resources: n/a Differentiated Learning Strategies:
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e Choice-based projects
e Small group instruction

Unit 9: Digital Media / Electronic Profile

Broad Goals of the Unit:
e Teach students how to build a positive and professional digital presence.
e Help students understand how social media and online behavior affect employability.
e Guide students in creating an electronic career portfolio or profile (e.g., LinkedIn, digital résumé, or
portfolio site).
e Promote responsible and effective use of digital tools for networking and career development.

Essential Questions:
e How does my online presence impact my reputation and career opportunities?
e What makes a digital profile professional and effective?
e How can | use digital tools to showcase my skills, achievements, and experiences?
e What are the risks of sharing personal information or inappropriate content online?
e How can | use social media to build connections in my desired career field?

Enduring Understandings:

e A professional digital presence is an important part of career readiness in today’s world.
Employers often research candidates online before making hiring decisions.
Digital media can be a powerful tool for networking, showcasing skills, and personal branding.
Responsible online behavior protects privacy and enhances credibility.

“l can” statement with standards alignment:
e | can explain how digital media affects reputation and employability. nal electronic profile that
highlights my skills and achievements.
e | can use digital tools to communicate professionally and network with others.
e | can demonstrate safe and responsible online behavior.

At the end of the unit students will know and be able to:

Define digital footprint and explain its impact on future opportunities.

Identify what makes an online presence professional or unprofessional.

Create or update an electronic career portfolio or profile (e.g., résumé website, LinkedIn, or Google
Site).

Use digital media responsibly and protect personal information.

Understand how to use online networking and digital tools to support career goals.

Assessment Evidence

Formative: TBD Summative: TBD
Other: n/a

Learning Plan

Vocabulary of the Unit: digital media, digital footprint, electronic profile, online presence, professional
branding, networking, privacy settings, reputation management, social media, personal information
protection, appropriate content, portfolio, digital communication, credibility

Back to the top Last Updated 3.25.26
11




Resources: n/a Differentiated Learning Strategies:

e Choice-based projects
e Small group instruction

Unit 10: Entering the Workforce

Broad Goals of the Unit:

Prepare students to transition from school to employment with confidence and professionalism.
Teach students the expectations, responsibilities, and behaviors of successful employees.

Help students understand workplace culture, policies, and employer expectations.

Develop strategies for career growth, goal setting, and long-term success in the workforce.

Essential Questions:

What skills, attitudes, and behaviors do employers expect from new employees?
How can | make a strong first impression on the job?

What does it mean to be a responsible and dependable employee?

How can | continue to grow and advance once | enter the workforce?

What should | know about workplace rights, policies, and communication?

Enduring Understandings:

Entering the workforce requires adaptability, professionalism, and a willingness to learn.
Positive attitude, dependability, and teamwork are key to career success.

Understanding workplace policies and expectations helps employees build trust and respect.
Career growth depends on continuous learning and effective communication with supervisors
and peers.

“l can” statement with standards alignment:

| can identify the expectations and responsibilities of being an employee.

| can demonstrate professionalism, punctuality, and a positive attitude on the job.

| can explain the importance of communication, teamwork, and reliability in the workplace.
| can develop a plan for ongoing career growth and skill development.

At the end of the unit students will know and be able to:

Describe what employers expect from entry-level employees.

Demonstrate professional behavior, punctuality, and respect for workplace policies.
Understand the importance of dependability, teamwork, and communication.

Identify opportunities for training, mentorship, and advancement.

Reflect on personal career goals and plan next steps for entering and succeeding in the
workforce.

Assessment Evidence

Formative: TBD Summative; TBD

Other: n/a

Learning Plan

Vocabulary of the Unit: workplace culture, professionalism, dependability, punctuality, workplace
expectations, teamwork, communication, adaptability, career growth, skill development, workplace
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policies, mentorship, entry-level employee, responsibility, respect

Resources: n/a Differentiated Learning Strategies:
e Choice-based projects
e Small group instruction

Unit 11: Legal Aspects of Work

Broad Goals of the Unit:
e Teach students about the basic laws and rights that apply to workers in the United States.
e Help students understand the responsibilities of both employees and employers.
e Introduce concepts such as workplace safety, discrimination, harassment, wages, and labor laws.
e Encourage students to advocate for themselves and behave responsibly within legal and ethical
boundaries.

Essential Questions:
e What laws protect employees in the workplace?
What are my rights and responsibilities as an employee?
How can | recognize and respond to unsafe or unfair working conditions?
What role do employers play in ensuring fair treatment and compliance with labor laws?

[ ]
[ J
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e Why is it important to understand workplace policies and employment contracts?

Enduring Understandings:

e Employees and employers both have legal rights and responsibilities.
Knowledge of workplace laws helps protect individuals from unsafe or unfair conditions.
Ethical behavior and legal awareness promote a safe, fair, and respectful work environment.
Understanding labor laws supports informed decision-making and responsible employment
practices.

“l can” statement with standards alignment:
e | canidentify key laws that protect workers, such as minimum wage, child labor, and safety
regulations.
e | can explain my rights and responsibilities as an employee.
e | can recognize examples of discrimination, harassment, or unsafe working conditions.
e | can demonstrate how to report workplace issues appropriately and professionally.

At the end of the unit students will know and be able to:

e Identify key employment laws (e.g., Fair Labor Standards Act, Equal Employment Opportunity,
OSHA).
Understand basic concepts like minimum wage, overtime, workplace safety, and employee rights.
Recognize the difference between ethical and unethical workplace behavior.
Know what steps to take if experiencing harassment, discrimination, or unsafe conditions.
Demonstrate respect for policies, laws, and ethical standards in workplace scenarios.

Assessment Evidence

Formative: TBD Summative: TBD
Other: n/a
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Learning Plan

Vocabulary of the Unit: labor laws, employee rights, employer responsibilities, minimum wage, overtime,
workplace safety, OSHA (occupational safety and health administration), discrimination, harassment,
equal employment opportunity (EEQ), employment contract, ethical behavior, reporting procedures, fairl
labor standards act (FLSA), workplace policies

Resources: n/a Differentiated Learning Strategies:
e Choice-based projects
e Small group instruction

Unit 12: Goal Setting

Broad Goals of the Unit:
e Teach students the importance of setting short-term and long-term goals for personal, academic,
and career success.
e Help students understand how planning and motivation lead to achieving desired outcomes.
e Develop skills for creating realistic, measurable, and achievable goals.
e Encourage students to take ownership of their future through action planning and reflection.

Essential Questions:
e Why is goal setting important for success in life and work?
e What is the difference between short-term and long-term goals?
e How can | set realistic and achievable goals?
e What steps and habits help me stay motivated and overcome obstacles?
e How can goal setting guide my future career and personal growth?

Enduring Understandings:
e Goal setting provides direction, motivation, and a sense of purpose.
e Achieving goals requires planning, effort, and persistence.
e Setting SMART goals (Specific, Measurable, Achievable, Relevant, Time-bound) increases
success.
e Reflection and adjustment are key parts of reaching long-term success.

“I can” statement with standards alignment:
e | can explain the purpose and benefits of setting personal and career goals.
e | can create SMART goals that guide my progress and success.
e | can develop an action plan to achieve my goals and track my progress.
e | can reflect on my achievements and adjust my goals as needed.

At the end of the unit students will know and be able to:

Define and differentiate between short-term and long-term goals.

Use the SMART goal framework to set clear, realistic goals.

Create a personal and career action plan outlining steps toward achieving goals.
Monitor progress, reflect on challenges, and make necessary adjustments.
Understand how goal setting contributes to lifelong success and employability.
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Assessment Evidence

Formative;: TBD Summative: TBD
Other: n/a

Learning Plan

Vocabulary of the Unit: goal setting, short term goals, long term goals, SMART goals, action plan,
motivation, persistence, reflection, milestones, accountability, prioritization, obstacles, personal growth,
career planning, time management

Resources: n/a Differentiated Learning Strategies:
e Choice-based projects
e Small group instruction

Unit 13: Leadership

Broad Goals of the Unit:
e Teach students what leadership is and why it is valuable in all careers.
e Help students recognize their own leadership strengths and potential.
e Develop skills in communication, teamwork, decision-making, and problem-solving as they relate
to leadership.
e Encourage students to demonstrate leadership in school, work, and community settings.

Essential Questions:

e What does it mean to be a leader?
What qualities and behaviors make an effective leader?
How can leadership skills be developed and practiced?
How do leaders motivate, support, and influence others?

[ J
[ ]
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e Why is leadership important in both professional and personal life?

Enduring Understandings:

Leadership is about influence, responsibility, and service—not just authority.

Effective leaders communicate clearly, make thoughtful decisions, and inspire others.
Leadership skills can be learned, practiced, and applied in any setting.

Good leadership requires integrity, empathy, and collaboration.

“l can” statement with standards alignment:

| can identify traits and behaviors of effective leaders.

| can demonstrate leadership skills such as communication, problem-solving, and responsibility.
| can apply leadership strategies when working with a team.

| can reflect on my personal leadership style and areas for growth.

At the end of the unit students will know and be able to:
e Define leadership and describe different leadership styles.
e Recognize how effective leaders motivate and guide others.
e Demonstrate leadership qualities through group activities and class projects.
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e Understand the importance of ethics, communication, and responsibility in leadership roles.
e Reflect on personal leadership strengths and set goals for improvement.

Assessment Evidence

Formative: TBD Summative: TBD
Other: n/a

Learning Plan

Vocabulary of the Unit: leadership, leader, leadership styles, communication, decision making, problem
solving, teamwork, responsibility, integrity, empathy, influence, motivation, collaboration, self-reflection,
ethics

Resources: n/a Differentiated Learning Strategies:
e Choice-based projects
e Small group instruction

Unit 14: Job Safety

Broad Goals of the Unit:
e Teach students the importance of maintaining safety in the workplace.
e Help students identify potential hazards and understand how to prevent accidents or injuries.
e Introduce basic workplace safety laws, rights, and responsibilities.
e Develop awareness of safe work habits, emergency procedures, and personal protective
equipment (PPE).

Essential Questions:

e Why is job safety important for both employees and employers?
What are my rights and responsibilities regarding workplace safety?
How can | identify and prevent hazards on the job?

What should | do if | see or experience an unsafe situation?
How does practicing safety show professionalism and responsibility?

Enduring Understandings:

e A safe workplace benefits everyone by preventing injuries and improving productivity.
Employees play an important role in recognizing hazards and following safety procedures.
Workplace safety laws, such as OSHA regulations, protect workers and employers alike.
Safety awareness and responsibility demonstrate professionalism and respect for others.

“l can” statement with standards alignment:

| can identify common workplace hazards and explain how to prevent them.
e | can describe my rights and responsibilities under workplace safety laws.

e | can demonstrate safe work habits and proper use of protective equipment.
e | can respond appropriately to workplace accidents or emergencies.

At the end of the unit students will know and be able to:
e Explain the importance of workplace safety and accident prevention.
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Identify common safety signs, symbols, and equipment.

Recognize unsafe conditions and report them properly.

Understand the role of OSHA and employer safety programs.

Demonstrate safe behaviors and decision-making in simulated work situations.

Assessment Evidence

Formative: TBD Summative: TBD

Other: n/a

Learning Plan

Vocabulary of the Unit: workplace safety, hazard, personal protective equipment (PPE), accident
prevention, emergency procedures, OSHA (occupational safety and health administration), workplace
laws, safe work habits, responsibility, professionalism, reporting hazards, accident response

Resources: n/a Differentiated Learning Strategies:

e Choice-based projects
e Small group instruction

Unit 15: Financial Management

Broad Goals of the Unit:

Teach students the fundamentals of personal finance and money management.

Help students understand budgeting, saving, spending, and responsible use of credit.
Introduce strategies for planning short-term and long-term financial goals.

Develop financial literacy skills needed for independence and career readiness.

Essential Questions:

Why is managing my finances important for personal and career success?
How do | create and maintain a budget?

What are the differences between saving, investing, and spending?

How can | make responsible decisions about credit, loans, and debt?

How does financial planning support long-term goals and stability?

Enduring Understandings:

Financial management is a key life skill that supports independence and career growth.
Budgeting helps balance income, expenses, and savings while planning for the future.
Responsible use of credit and understanding debt are essential to financial health.
Setting financial goals and making informed decisions contribute to long-term security.

“l can” statement with standards alignment:

| can create a personal budget to manage income and expenses.

| can distinguish between needs and wants when making spending decisions.

| can explain the basics of credit, loans, and savings accounts.

| can set short-term and long-term financial goals and develop a plan to achieve them.

At the end of the unit students will know and be able to:
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Understand the principles of budgeting and how to track income and expenses.
Apply strategies for saving money and planning for future financial needs.

Make informed decisions about spending, credit, and debt.

Recognize the importance of financial responsibility in personal and professional life.
Develop a simple financial plan to guide short-term and long-term goals.

Assessment Evidence

Formative: TBD Summative: TBD

Other: n/a

Learning Plan

Vocabulary of the Unit: budget, income, expenses, needs vs wants, savings, investing, credit, loan, debt,
financial goals, financial planning, responsible spending, financial literacy, short-term goals, long-term

goals

Resources: n/a Differentiated Learning Strategies:

e Choice-based projects
e Small group instruction

Unit 16: Networking

Broad Goals of the Unit:

Teach students the importance of building and maintaining professional relationships.

Help students understand how networking can open career and educational opportunities.
Develop communication and interpersonal skills to connect with peers, mentors, and industry
professionals.

Introduce strategies for effective in-person and online networking.

Essential Questions:

What is networking, and why is it important for career success?

How do | build and maintain professional relationships?

What strategies can | use to introduce myself and make a positive impression?
How can online platforms, like LinkedIn, support networking?

How does networking contribute to career advancement and lifelong learning?

Enduring Understandings:

Networking helps individuals gain knowledge, support, and opportunities in their careers.
Effective networking relies on communication, professionalism, and follow-up.

Both in-person and digital networking are important in today’s professional environment.
Building genuine relationships can have long-term benefits for career growth and personal
development.

“l can” statement with standards alignment:

| can explain the purpose and benefits of professional networking.

| can demonstrate effective networking skills, including introductions, conversation, and follow-up.
| can use digital tools and social media to enhance professional connections.

| can maintain positive and professional relationships to support career growth.
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At the end of the unit students will know and be able to:

Define networking and understand its importance in career development.

Identify opportunities to connect with mentors, peers, and industry professionals.
Demonstrate proper etiquette for in-person and online networking situations.

Use tools like LinkedIn, email, and professional events to build and maintain connections.
Recognize that ongoing networking supports career growth, opportunities, and learning.

Assessment Evidence

Formative: TBD Summative; TBD

Other: n/a

Learning Plan

Vocabulary of the Unit: networking, professional relationships, mentor, industry professional,
professional etiquette, follow-up, elevator pitch, online networking, in-person networking, career
advancement, professional communication, relationship building, lifelong learning

Resources: n/a Differentiated Learning Strategies:

e Choice-based projects
e Small group instruction

Standards Supporting Learning Targets

Business and Information Technology
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https://dpi.wi.gov/sites/default/files/imce/cte/pdf/BIT_Standards_FINAL2.pdf.pdf

