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Hamilton School District Position Statement 

Workplace and Technology Curriculum 

 
The goal of Hamilton School District is to integrate the workplace and technology curriculum (a) in all other subject areas.  The following are recommendations 

for full implementation. 

RESOURCES 

1. Continue to pursue passage of a technology levy. 

2. Reinstitute and/or continue the technology specialist at each building level. 

3. Adequate tech support K-12.  

4. Create a full time curriculum director position. 

5.   Develop a course outline at the Middle School for workplace and technology exploratory classes.  

6. Integrate keyboarding instruction in grades 3-6.  

7. Provide adequate and consistent preparatory time through the grade levels. 

8. Cycle software, webware, and hardware technology regularly to keep current and useful. 

9. Provide media literacy instruction within the two curriculum areas for the classroom K-12. 

10. Provide adequate space and rooms to teach and store equipment for K-12. 

 

STAFF DEVELOPMENT 

1. All teachers in all content areas are responsible for the instruction of workplace competencies and technology curriculum. 

2. Provide all teachers with in-service on the teaching of workplace competency and      technology skills. 

3. Provide time for teachers meet bi-annually during PIR time to vertical team and to check progress being made on servicing the 

curriculum. 

4. Establish a line item budget item for the purpose of mentoring new teachers and  teachers who have been reassigned to new 

 classes. 

5. Involve library/media and technology specialists in the staff development process. 

 

CULTURE AND ETHICS 

1.  Expose students to as many different cultures as possible, with an emphasis on American Indian cultures to promote good 

  workplace relations. 



2. Provide appropriate instruction in technology literacy to include authenticity paraphrasing, plagiarism, critical evaluation, and 

document reproduction.  

3. Instruct students and staff in responsible computer usage. 

 

ASSESSMENT/ACCOUNTABILITY 

1. Ensure recommendations are implemented by the administration. 

2. Implement the curriculum in a period of five years, then re-evaluate and revise. 

3. Schedule time for staff to meet and vertical team to review curriculum. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

WORKPLACE COMPETENCIES 

KINDERGARTEN 

Standard Benchmark Skills & Knowledge 
 

 

1. Workplace Resources – Students 

identify, organize, plan, and allocate 

workplace resources of time, money, 

materials, facilities, and human 

resources. 

 

 
1.1 manage time effectively 

(e.g., assignment 

notebook, calendar). 

1.2 use basic monetary 

skills. 

1.3 acquire, store, allocate, 

and use materials 

or space (e.g., supplies, 

notebook). 

1.4 manage personal 

resources. 
 

 

1.1.1,3,4  

Each student in Kindergarten will learn to maintain their personal space and organize 

their supplies. 

 

1.1.2 Be exposed to different coins and their value. 

 

 

 

2. Interpersonal workplace skills- 

Students acquire and demonstrate 

interpersonal workplace skills. 

 

 
2.1 practice one’s role as an 

active and cooperative 

team player while 

recognizing individual 

differences and cultural 

diversity 

(e.g., be accountable for 

one’s actions). 

2.2 demonstrate a learned 

skill to peers (e.g., 

give a “how to” 

demonstration). 

2.3 identify and practice 

leadership skills (e.g., 

team leader, class officer, 

class job). 

2.4. identify and practice 

negotiation skills and 

conflict resolution in 

structured situations. 

 

2.1.1 

Identify how people are unique. 

 

2.2.1 

Identify personal interests, abilities, strengths, and weaknesses. 

 

2.3.2  

Share ideas out loud. 

 

2.4.3 

Demonstrate understanding and knowledge of classroom jobs. 

 

2.5.4 

Demonstrate healthy ways of dealing with conflicts, stress, and emotions in slef and 

others. 

 



Standard Benchmark Skills & Knowledge 
2.5. practice basic customer 

and electronic etiquette 

(e.g., role-play, order from a 

menu, 

appropriate e-mail 

language). 
 

 

 

3. Workplace Information- Students 

acquire and use workplace 

information. 

 

 
3.1 identify a variety of 

sources that provide 

workplace information. 

3.2 organize information 

using systematic 

methods (e.g., assignment 

book, alphabetizing, 

calendar). 

3.3 use a variety of methods 

(e.g., oral, written, 

graphic, pictorial, 

multimedia) to 

complete a task. 

3.4 access and organize 

information from 

print and electronic sources. 

 

 

 

 3.1.2 

Learn the letters of alphabet in order 

 

3.2.2  

Recognize basics of the calendar 

 

 



Standard Benchmark Skills & Knowledge 
 

 

4. Workplace Systems- Students 

demonstrate an understanding of how 

social, organizational, and 

technological systems work 

 

4.1. identify components of 

family, school, 

and community systems 

encountered in 

daily life. 

4.2 identify and model how 

components of 

systems interact (e.g., role-

play, class 

jobs). 

4.3 work within a system 

(e.g., team, study 

group, group structure, 

classroom rules, 

mechanical model). 
 

 

4.1.1,2 

Describe the various roles an individual may have (e.g., friend, student, worker, 
family member). 
4.2.1,3 
Describe work-related activities in the home, community and school. 
4.3.2,3 
Describe how family members depend on one another, work together and 
share responsibilities. 
 

 

 

5. Workplace Technology- Students 

work safely with a variety of 

workplace technologies. 

 

 

 
5.1 identify and select 

information sources 

using technology. 

5.2 solve problems both 

individually and 

with others. 

5.3 prevent or identify and 

solve problems 

using technology. 

5.4 discriminate between 

responsible and 

irresponsible use of 

technology. 

5.5 identify and demonstrate 

appropriate 

care of technological tools. 

 

 

 

5.1.1 

 

5.2.1 

 

5.2.3 



Standard Benchmark Skills & Knowledge 
 

 

6. Workplace Readiness/Life & Career Planning- 
Students acquire and demonstrate skills in life 

and career planning and workplace readiness. 

 

 

 

6.1 describe how current 

learning relates to 

life and career development. 

6.2 demonstrate positive 

ways of performing 

work activities. 

6.3 describe how decisions 

affect self and 

others. 

6.4 describe various lifetime 

roles (e.g., 

friend, student, leader, 

worker, family 

member). 

6.5 explore and discuss a 

variety of occupational 

clusters (e.g., health, 

science) 

and their contributions to 

society. 

6.6 describe and 

demonstrate the importance 

of personal goal setting and 

planning. 
 

6.1.1 

Identify different types of work, both paid and unpaid. 

6.2.2 

Describe how one’s role as a student is like that of an adult worker. 

6.3.3 

Identify strategies used in solving problems. 

6.4.3 

Identify alternatives in decision-making situations. 

6.5.5  

Describe jobs that are present in the local community. 
 

 

 

 

 

 

 

 

 

 



WORKPLACE COMPETENCIES 

FIRST GRADE 

Standard Benchmark Skills & Knowledge 
 

 

1. Workplace Resources – Students 

identify, organize, plan, and allocate 

workplace resources of time, money, 

materials, facilities, and human 

resources. 

 

 
1.1 manage time effectively 

(e.g., assignment 

notebook, calendar). 

1.2 use basic monetary 

skills. 

1.3 acquire, store, allocate, 

and use materials 

or space (e.g., supplies, 

notebook). 

1.4 manage personal 

resources. 
 

1.1.1,3,4  

Each student in first will learn to maintain their personal space, gather, store and 

organize their supplies. 

 

1.1.2 Count coins and recognize value of coins. 

 

 

 

 

 

2. Interpersonal workplace skills- 

Students acquire and demonstrate 

interpersonal workplace skills. 

 

 
2.1 practice one’s role as an 

active and cooperative 

team player while 

recognizing individual 

differences and cultural 

diversity 

(e.g., be accountable for 

one’s actions). 

2.2 demonstrate a learned 

skill to peers (e.g., 

give a “how to” 

demonstration). 

2.3 identify and practice 

leadership skills (e.g., 

team leader, class officer, 

class job). 

2.4 identify and practice 

negotiation skills and 

conflict resolution in 

structured situations. 

2.5 practice basic customer 

and electronic etiquette 

 

2.1.1 

Identify how people are unique. 
2.2.1 Demonstrate the ability to work with people who are different oneself (e.g., 
race, age, gender). 
 

2.3.1 

Identify personal interests, abilities, strengths, and weaknesses. 
 

2.4.2  

Share ideas out loud. 

2.5.3 

Demonstrate understanding and carry out classroom jobs. 

 

2.6.4 
Demonstrate healthy ways of dealing with conflicts, stress, and emotions in slef 
and others. 
 



Standard Benchmark Skills & Knowledge 
(e.g., role-play, order from a 

menu,appropriate e-mail 

language). 
 

 

 

3. Workplace Information- Students 

acquire and use workplace 

information. 

 

 
3.1 identify a variety of 

sources that provide 

workplace information. 

3.2 organize information 

using systematic 

methods (e.g., assignment 

book, alphabetizing, 

calendar). 

3.3 use a variety of methods 

(e.g., oral, written, 

graphic, pictorial, 

multimedia) to 

complete a task. 

3.4 access and organize 

information from 

print and electronic sources. 

 

 

 

 3.1.1 

Identify alphabetical order 

 

3.2.2  

Identify basics of the calendar and demonstrate understanding of schedules. 

 

3.3.3  

Participate in a variety of methods to visually complete a task. (eg pictorial, graphic, 

multimedia) 



Standard Benchmark Skills & Knowledge 
 

 

4. Workplace Systems- Students 

demonstrate an understanding of how 

social, organizational, and 

technological systems work 

 

4.1 identify components of 

family, school, 

and community systems 

encountered in 

daily life. 

4.2 identify and model how 

components of 

systems interact (e.g., role-

play, class 

jobs). 

4.3 work within a system 

(e.g., team, study 

group, group structure, 

classroom rules, 

mechanical model). 
 

 

4.1.1,2 

Describe the various roles an individual may have (e.g., friend, student, worker, 
family member). 
4.2.1,3 
Describe work-related activities in the home, community and school. 
4.3.2,3 
Describe how family members depend on one another, work together and 
share responsibilities. 
 
 
 
 

 

 

5. Workplace Technology- Students 

work safely with a variety of 

workplace technologies. 

 

 

 
5.1 identify and select 

information sources 

using technology. 

5.2 solve problems both 

individually and 

with others. 

5.3 prevent or identify and 

solve problems 

using technology. 

5.4 discriminate between 

responsible and 

irresponsible use of 

technology. 

5.5 identify and demonstrate 

appropriate 

care of technological tools. 

 

 

 

5.1.1,2,3,4,5 identify and solve problems using technology resources. 

5.2.5 care for and use technology tools appropriately 
 



Standard Benchmark Skills & Knowledge 
 

 

6. Workplace Readiness/Life & Career 

Planning- Students acquire and 

demonstrate skills in life and career 

planning and workplace readiness. 
 

 

 

6.1 describe how current 

learning relates to 

life and career development. 

6.2 demonstrate positive 

ways of performing 

work activities. 

6.3 describe how decisions 

affect self and 

others. 

6.4 describe various lifetime 

roles (e.g., 

friend, student, leader, 

worker, family 

member). 

6.5 explore and discuss a 

variety of occupational 

clusters (e.g., health, 

science) 

and their contributions to 

society. 

6.6 describe and 

demonstrate the importance 

of personal goal setting and 

planning. 
 

6.1.1 
Describe how academic skills can be used in the home and community. 
 
6.2.2 
Describe school tasks that are similar to skills essential for job success. 
 
6.3.2 
Demonstrate an understanding of the importance of practice, effort and 
learning. 
 
6.4.2 
Identify strategies used in solving problems. 
 
6.5.3 
Describe what can be learned from making mistakes. 
 
6.6.4 
Describe how one’s role as a student is like that of an adult worker. 
 
6.7.5 
Describe jobs that are present in the local community. 
 
 
 
 
 

 

 

 

 

 

 

 

 



WORKPLACE COMPETENCIES 

SECOND GRADE 

Standard Benchmark Skills & Knowledge 
 

 

1. Manage time effectively. 

 

 

1.1 manage time effectively (e.g., 

assignment notebook, calendar). 

1.2 use basic monetary skills. 

1.3 acquire, store, allocate, and use 

materials or space (e.g., supplies, 

notebook). 

1.4 manage personal resources. 

 

 

1.1.1,3,4 Introduce time management skills 

. 

1.2.2  identify monetary values and practice using (tokens, class 

points, etc. 

1.2.1 play store using play money 

1.3.3,4 personal space and items are taken care of properly 

 
 

 

 

2. Interpersonal workplace 

skills- Students acquire 

and demonstrate 

interpersonal workplace 

skills. 

 

 
2.1 practice one’s role as an active and 

cooperative team player while 

recognizing individual differences and 

cultural diversity (e.g., be accountable 

for one’s actions). 

2.2 demonstrate a learned skill to peers 

(e.g.,give a “how to” demonstration). 

2.3 identify and practice leadership 

skills (e.g.,team leader, class officer, 

class job). 

2.4 identify and practice negotiation 

skills and conflict resolution in 

structured situations. 

2.5 practice basic customer and 

electronic etiquette (e.g., role-play, 

order from a menu, appropriate e-mail 

language). 

 

2.1.1,3,4 be responsible for interactions with peers, teachers, 

administration, etc. 

2.2.2,3,4,5  begin discussing “how to”  on completing a task, 

being a consumer, or provider of a product. 

2.3.1,3,4,5  participate in different  jobs in the classroom.: line 

leader, lunch counter, office runner. 
 



Standard Benchmark Skills & Knowledge 
 

 

3. Workplace Information- 

Students acquire and use 

workplace information. 

 

 

3.1 identify a variety of sources that 

provide workplace information. 

3.2 organize information using 

systematic methods (e.g.,assignment 

book, alphabetizing, calendar). 

3.3 use a variety of methods (e.g., 

oral, written, graphic, pictorial, 

multimedia) to complete a task. 

3.4 access and organize information 

from print and electronic sources. 

 

 

 

3.1.1,2,3,4 use a classroom resources to determine jobs, 

assignments, date, etc. 

3.2.1,2,4 use provided resources to organize and prepare for 

workplace use. 
 

 

 

4. Workplace Systems- 

Students demonstrate an 

understanding of how 

social, organizational, 

and technological 

systems work 

 

4.1 identify components of family, 

school, and community systems 

encountered in daily life. 

4.2 identify and model how 

components of systems interact 

(e.g., role-play, class jobs). 

4.3 work within a system (e.g., team, 

study group, group structure, 

classroom rules, mechanical model). 

 

 

4.1.1,2,3 participate in role-play, class jobs, teams, study group, 

group structure, classroom rules, mechanical model). 



Standard Benchmark Skills & Knowledge 
 

 

5. Workplace Technology- 

Students work safely 

with a variety of 

workplace technologies. 

 

 

 

5.1 identify and select information 

sources using technology. 

5.2 solve problems both individually 

and with others. 

5.3 prevent or identify and solve 

problems using technology. 

5.4 discriminate between responsible 

and irresponsible use of technology. 

5.5 identify and demonstrate 

appropriate care of technological 

tools. 

 

 

5.1.1,2,3,4,5  introduce ways to solve problems using 

technology resources. 

5.2.5 care for and use technology tools appropriately 

 
 

 

 

6. Workplace 

Readiness/Life & Career 

Planning- Students 

acquire and demonstrate 

skills in life and career 

planning and workplace 

readiness. 

 

 

 
6.1 describe how current learning relates to 

life and career development. 

6.2 demonstrate positive ways of 

performing work activities. 

6.3 describe how decisions affect self and 

others. 

6.4 describe various lifetime roles 

(e.g.,friend, student, leader, worker, family 

member). 

6.5 explore and discuss a variety of 

occupational clusters (e.g., health, science) 

and their contributions to society. 

6.6 describe and demonstrate the 

importance of personal goal setting and 

planning. 

 

 
 

6.1.1,3,4,6  begin to make a connection between school, home, 

and future career. 

6.2.2 demonstrate positive attitude and ways of performing 

work activities. 

6.3.5 explore and discuss occupations as a class(e.g., health, 

science) and their contributions to society. 

6.4.6 as a whole group, create and implement classroom goals 

and planning  



WORKPLACE COMPETENCIES 

THIRD GRADE 

Standard Benchmark Skills & Knowledge 
 

 

1. Manage time effectively. 

 

 

1.1 manage time effectively (e.g., 

assignment notebook, calendar). 

1.2 use basic monetary skills. 

1.3 acquire, store, allocate, and use 

materials or space (e.g., supplies, 

notebook). 

1.4 manage personal resources. 

 

 

1.1.1,3,4 manage time effectively using assignment notebook, 

calendar, etc. 

1.2.2 identify monetary values and practice using (tokens, class 

points, etc. 

1.3.3,4 personal space and items are taken care of properly 
 

 

 

2. Interpersonal workplace 

skills- Students acquire 

and demonstrate 

interpersonal workplace 

skills. 

 

 
2.1 practice one’s role as an active and 

cooperative team player while 

recognizing individual differences and 

cultural diversity (e.g., be accountable 

for one’s actions). 

2.2 demonstrate a learned skill to peers 

(e.g.,give a “how to” demonstration). 

2.3 identify and practice leadership 

skills (e.g.,team leader, class officer, 

class job). 

2.4 identify and practice negotiation 

skills and conflict resolution in 

structured situations. 

2.5 practice basic customer and 

electronic etiquette (e.g., role-play, 

order from a menu, appropriate e-mail 

language). 
 

2.1.1,3,4 be responsible for interactions with peers, teachers, 

administration, etc. 

2.2.2,3,4,5 give demonstrations on “how to” complete a task, be 

a consumer, or provider of a product. 

2.3.1,3,4,5 participate in classroom roles and activities that 

make the classroom a unique community. 
 



Standard Benchmark Skills & Knowledge 
 

 

3. Workplace Information- 

Students acquire and use 

workplace information. 

 

 

3.1 identify a variety of sources that 

provide workplace information. 

3.2 organize information using 

systematic methods (e.g.,assignment 

book, alphabetizing, calendar). 

3.3 use a variety of methods (e.g., 

oral, written, graphic, pictorial, 

multimedia) to complete a task. 

3.4 access and organize information 

from print and electronic sources. 

 

 

 

3.1.1,2,3,4 use a classroom resources to determine jobs, 

assignments, date, etc. 

3.2.1,2,4 use provided resources to organize and prepare for 

workplace use. 
 

 

 

4. Workplace Systems- 

Students demonstrate an 

understanding of how 

social, organizational, 

and technological 

systems work 

 

4.1 identify components of family, 

school, and community systems 

encountered in daily life. 

4.2 identify and model how 

components of systems interact 

(e.g., role-play, class jobs). 

4.3 work within a system (e.g., team, 

study group, group structure, 

classroom rules, mechanical model). 

 

 

4.1.1,2,3 participate in role-play, class jobs, teams, study group, 

group structure, classroom rules, mechanical model). 



Standard Benchmark Skills & Knowledge 
 

 

5. Workplace Technology- 

Students work safely 

with a variety of 

workplace technologies. 

 

 

 

5.1 identify and select information 

sources using technology. 

5.2 solve problems both individually 

and with others. 

5.3 prevent or identify and solve 

problems using technology. 

5.4 discriminate between responsible 

and irresponsible use of technology. 

5.5 identify and demonstrate 

appropriate care of technological 

tools. 

 

 

5.1.1,2,3,4,5 identify and solve problems using technology 

resources. 

5.2.5 care for and use technology tools appropriately 

 
 

 

 

6. Workplace 

Readiness/Life & Career 

Planning- Students 

acquire and demonstrate 

skills in life and career 

planning and workplace 

readiness. 

 

 

 
6.1 describe how current learning relates to 

life and career development. 

6.2 demonstrate positive ways of 

performing work activities. 

6.3 describe how decisions affect self and 

others. 

6.4 describe various lifetime roles 

(e.g.,friend, student, leader, worker, family 

member). 

6.5 explore and discuss a variety of 

occupational clusters (e.g., health, science) 

and their contributions to society. 

6.6 describe and demonstrate the 

importance of personal goal setting and 

planning. 

 

 
 

6.1.1,3,4,6 make a connection between school, home, and 

future career. 

6.2.2 demonstrate positive attitude and ways of performing 

work activities. 

6.3.5 explore and discuss occupations as a class(e.g., health, 

science) and their contributions to society. 

6.4.6 create and implement personal goals and planning 



WORKPLACE COMPETENCIES 

FOURTH GRADE 

Standard Benchmark Skills & Knowledge 
 

 

1. Manage time effectively. 

 

 

1.1 manage time effectively (e.g., 

assignment notebook, calendar). 

1.2 use basic monetary skills. 

1.3 acquire, store, allocate, and use 

materials or space (e.g., supplies, 

notebook). 

1.4 manage personal resources. 

 

 

1.1.1 Use resources to manage time effectively. 

1.2.2 Practice buying and selling. basic monetary skills. 

1.3.3 Keep personal space organized. 

1.4.3,4 Be prepared with needed materials. 

 
 

 

 

2. Interpersonal workplace 

skills- Students acquire 

and demonstrate 

interpersonal workplace 

skills. 

 

 
2.1 practice one’s role as an active and 

cooperative team player while 

recognizing individual differences and 

cultural diversity (e.g., be accountable 

for one’s actions). 

2.2 demonstrate a learned skill to peers 

(e.g.,give a “how to” demonstration). 

2.3 identify and practice leadership 

skills (e.g.,team leader, class officer, 

class job). 

2.4 identify and practice negotiation 

skills and conflict resolution in 

structured situations. 

2.5 practice basic customer and 

electronic etiquette (e.g., role-play, 

order from a menu, appropriate e-mail 

language). 
 

2.1.1 Work effectively within a group. 

2.2.1 Respect cultural differences and learning styles of peers in 

a group setting. 

2.3.2 Demonstrate a learned skill to peers. 

2.4.3 Identify and practice leadership skills. 

2.5.4 Identify and practice negotiation skills and conflict 

resolution in structured situations. 

2.6.5 Practice basic customer and electronic etiquette. 
 



Standard Benchmark Skills & Knowledge 
 

 

3. Workplace Information- 

Students acquire and use 

workplace information. 

 

 

3.1 identify a variety of sources that 

provide workplace information. 

3.2 organize information using 

systematic methods (e.g.,assignment 

book, alphabetizing, calendar). 

3.3 use a variety of methods (e.g., 

oral, written, graphic, pictorial, 

multimedia) to complete a task. 

3.4 access and organize information 

from print and electronic sources. 

 

 

 

3.1.1 Identify a variety of sources that provide workplace 

information. 

3.2.2 Organize information using systematic methods. 

3.3.3 Use a variety of methods to complete a task. 

3.4.4 Access and organize information from print and electronic 

sources. 
 

 

 

4. Workplace Systems- 

Students demonstrate an 

understanding of how 

social, organizational, 

and technological 

systems work 

 

4.1 identify components of family, 

school, and community systems 

encountered in daily life. 

4.2 identify and model how 

components of systems interact 

(e.g., role-play, class jobs). 

4.3 work within a system (e.g., team, 

study group, group structure, 

classroom rules, mechanical model). 

 

 

4.1.1 Identify components of family, school, and community 

systems encountered in daily life. 

4.2.2 Identify and model how components of systems interact 

(e.g., role-play, class jobs). 

4.3.3 Work within a system. 



Standard Benchmark Skills & Knowledge 
 

 

5. Workplace Technology- 

Students work safely 

with a variety of 

workplace technologies. 

 

 

 

5.1 identify and select information 

sources using technology. 

5.2 solve problems both individually 

and with others. 

5.3 prevent or identify and solve 

problems using technology. 

5.4 discriminate between responsible 

and irresponsible use of technology. 

5.5 identify and demonstrate 

appropriate care of technological 

tools. 

 

 

5.1.1. Use technology to identify and select information. 

5.2.2.3 Solve problems both independently and with others 

using technology. 

5.3.4 Discriminate between responsible and irresponsible use of 

technology. 

5.5.5 Identify and demonstrate appropriate care of technological 

tools. 
 

 

 

6. Workplace 

Readiness/Life & Career 

Planning- Students 

acquire and demonstrate 

skills in life and career 

planning and workplace 

readiness. 

 

 

 
6.1 describe how current learning relates to 

life and career development. 

6.2 demonstrate positive ways of 

performing work activities. 

6.3 describe how decisions affect self and 

others. 

6.4 describe various lifetime roles 

(e.g.,friend, student, leader, worker, family 

member). 

6.5 explore and discuss a variety of 

occupational clusters (e.g., health, science) 

and their contributions to society. 

6.6 describe and demonstrate the 

importance of personal goal setting and 

planning. 

 

 
 

6.1.1 Describe how current learning relates to life and work. 

6.2.2 Demonstrate positive ways of performing work activities. 

6.3.3 Describe how decisions may affect self and others. 

6.4.4 Describe various lifetime roles.  

6.5.5 Explore and discuss a variety of occupational clusters and 

their contributions to society. 

6.6.6 Demonstrate through descriptions the importance of 

setting goals and planning. 
 



WORKPLACE COMPETENCIES 

FIFTH THROUGH EIGHTH GRADES 
Standard Benchmark Skills & Knowledge 

Grade 5 

Skills & Knowledge 

Grade 6 

Skills & Knowledge 

Grade 7 

Skills  Knowledge 

Grade 8 

 

1. Workplace 

Resources—Students 

identify, organize, 

plan, and 

allocate workplace 

resources of time, 

money, materials, 

facilities, and human 

resources. 

 

1.1 create and manage 

plans/schedules with 

specific timelines that 

take into account 

constraints, priorities, 

and goals. 

1.2 practice maintaining 

personal financial 

records. 

1.3 acquire, store, 

allocate, and use 

materials 

or space. 

1.4 manage personal 

and team resources to 

achieve personal and 

team goals. 

 
1.1,2,3 Students with 

assistance will prepare and 

work with a variety of 

tools and materials to 

practice time, money and 

space management. 

 

1.4 Students with 

assistance will work in 

collaborative groups.  

 

1.1,2,3 Students will 

prepare and work with a 

variety of tools and 

materials to practice time, 

money and space 

management. 

 

 

1.4 Students with 

assistance will work in 

collaborative groups. 

 

1.1,2,3 Students will 

prepare and work with a 

variety of tools and 

materials to practice time, 

money and space 

management. 

 

1.4 Students will be able to 

work collaboratively  with 

some assistance. 

 

1.1,2,3 Students selects 

and uses a variety of tools 

and materials to practice 

time, money and space 

management. 

 

1.4 Students will be able to 

work in collaborative 

groups with minimal  

assistance. 

 

2. Interpersonal 

Workplace Skills—

Students acquire and 

demonstrate 

interpersonal 

workplace skills. 

2.1 use a variety of 

skills to work as a 

member 

of a team while 

recognizing individual 

differences and cultural 

diversity (e.g., listening 

skills). 

2.2 demonstrate a 

learned skill and teach 

others. 

2.3 demonstrate 

leadership skills by 

making 

positive use of rules, 

2.1 Students will recognize 

and practice workplace 

skills and effectively 

cooperatively participate as 

a team member. 

 

2.2 Students will be able to 

explain a taught concept  

or skill. 

 

2.4 Students with 

assistance will be able 

to problem solve 

through the use of team 

building skills, 

 2.1 Students will 

recognize and practice 

workplace skills and 

effectively cooperatively 

participate as a team 

member. 

 

2.2 Students will be able 

to explain a taught concept  

or skill and teach other 

students. 

2.4 Students with 

assistance will be able 

to problem solve 

through the use of team 

2.1,3 Students will 

recognize and practice 

workplace skills and 

effectively use a variety of 

leadership styles to 

cooperatively participate as 

a team member. 

2.4 Students with some 

assistance will be able 

to problem solve 

through the use of team 

building skills, 

negotiating, and 

compromise. 

2.5 Students will 

2.1,3 Students will 

recognize and practice 

workplace skills and 

effectively use a variety of 

leadership styles to 

cooperatively participate as 

a team member. 

2.4 Students with 

minimal assistance will 

be able to problem solve 

through the use of team 

building skills, 

negotiating, and 

compromise. 

2.5 Students will be able 



regulations and policies 

of schools and 

communities. 

2.4 work toward 

agreements that include 

exchanging 

specific resources or 

resolving 

divergent interests in 

structured and 

unstructured 

situations. 

2.5 practice positive 

interpersonal 

communication 

skills (e.g., customer 

service, electronic 

etiquette, community 

service 

project). 

negotiating, and 

compromise. 

2.5 Students will be 

introduced to what 

community service 

means. 

 

2.5 Students will learn 

the appropriate way to 

use electronic resources.  

building skills, 

negotiating, and 

compromise. 

2.5 Students will 

participate in 

community service 

projects. 

2.5 Students will 

practice previously 

taught appropriate ways 

to use electronic 

resources. 

participate in 

community service 

projects. 

 

2.5 Students will be able 

to teach and practice 

using previously taught 

electronic etiquette 

to develop their own 

community service idea 

or project. 

2.5 Students will be able 

to teach and practice 

using previously taught 

electronic etiquette. 

 

 

3. Workplace 

Information—

Students acquire and 

use workplace 

information. 

 

3.1 identify the need for 

and obtain data in 

order to make informed 

decisions in the 

workplace. 

3.2 organize and 

maintain written or 

computerized 

records using systematic 

methods. 

3.3 select and present 

information using a 

variety of methods (e.g., 

oral, written, 

graphic, pictorial, 

multimedia). 

3.1Students will with 

guidance, use variety of 

resources to acquire, 

organize, process, 

information to make 

informed decisions. 

 

3.2 Students will manage 

an individual portfolio. 

 

3.3 Students will with 

guidance, use 

technological skills 

effectively to create 

original work, with 

assistance solve problems, 

and 

3.4 With assistance 

students will be able to 

3.1Students will with 

guidance, use a variety of 

resources to acquire, 

organize, process, 

information to make 

informed decisions. 

 

3.2 Students will manage 

an individual portfolio. 

 

3.3 Students will with 

guidance, effectively 

design, implements, and 

evaluates a simple system; 

 

3.4 With assistance 

students will be able to 

find, analyze, and utlize 

3.1 Students will with 

guidance, use a variety of 

resources to acquire, 

organize, process, and 

analyze information to 

make informed decisions. 

 

3.2 Students will be 

introduced to electronic 

portfolios and begin 

building a personal 

portfolio. 

 

3.3 Students will with 

guidance, effectively 

design, implements, and 

evaluates a simple system. 

3.4 With some 

assistance students will 

3.1Students will 

independently use a variety 

of resources to acquire, 

organize, process, and 

analyze information to 

make informed decisions. 

 

3.2 Students will be able to 

manage an electronic 

portfolio. 

 

3.3 Students will use 

technological skills 

effectively to create 

original work, solve 

problems, including 

troubleshooting, and 

evaluate the results; and 

3.4 With minimal 



3.4 acquire, organize, 

communicate, process, 

and analyze information 

from print and 

electronic sources. 

find, analyze, and utlize 

information in order to 

complete assignments or 

projects.  

information in order to 

complete assignments or 

projects.  

be able to find, analyze, 

and utlize information 

in order to complete 

assignments or projects. 

assistance students will 

be able to find, analyze, 

and utlize information 

in order to complete 

assignments or projects. 

4. Workplace Systems- 

Students demonstrate 

an understanding of 

how social, 

organizational and 

technological systems 

work. 

4.1 describe and 

illustrate a system (e.g., 

relationships 

among self, family, 

school, 

community). 

4.2 analyze how a 

system works (i.e., 

input, 

process, output, 

feedback, performance 

improvement). 

4.3 design and work 

within a system (e.g., 

committees, student 

council, mock 

government, 

simple electrical circuit) 

to manage, 

control, and improve 

performance. 

4.1 Student s will be able 

to describe and illustrate a 

system. 

 

4.3 Students will recognize 

and practice workplace 

skills and effectively 

cooperatively participate as 

a team member. 

 

4.2 Students will describe 

and illustrate how a system 

works. 

 

4.3 Students will recognize 

and practice workplace 

skills and effectively 

cooperatively participate as 

a team member. 

 

4.2 Students will describe, 

illustrate and analyze how 

a system works. 

 

 

4.3  Students will 

recognize and practice 

workplace skills and 

effectively uses a variety 

of leadership styles to 

cooperatively participate as 

a team member. 

 

4.3 Students will be able to 

design and work within a 

system. 

 

4.3 Students will recognize 

and practice workplace 

skills and effectively uses a 

variety of leadership styles 

to cooperatively participate 

as a team member. 

 

5. Workplace 

Technology—Students 

work safely with a 

variety of 

workplace 

technologies. 

5.1 use technology for 

learning, 

communications, 

and productivity. 

5.2 use technology to 

observe, analyze, 

interpret, 

and draw conclusions. 

5.3 prevent or identify 

and solve problems 

using 

5.1 Students will with 

guidance, use computers to 

acquire, organize, process, 

information to make 

informed decisions; 

5.2,3 Students will with 

guidance, use 

technological skills 

effectively to create 

original work, with 

assistance solve problems. 

 

5.1Students will with 

guidance, use computers to 

acquire, organize, process, 

information to make 

informed decisions; 

5.2,3 Students will with 

guidance,  effectively 

design, implements, and 

evaluates a simple system. 

5.4 Students will 

practice using the rules 

and laws of copyright 

5.1 Students will with 

guidance, use computers to 

acquire, organize, process, 

and analyze information to 

make informed decisions; 

5.2,3 Students will with 

guidance,  effectively 

design, implements. 

 

5.4 Students will continue 

practicing the use of  rules 

and laws of copyright and 

5.1 Students will 

independently use 

computers to acquire, 

organize, process, and 

analyze information to 

make informed decisions; 

5.2,3 Students will 

effectively design, 

implements, and evaluates 

a simple system; 

5.4 Students will be 

proficient in the use of 



technology. 

5.4 acknowledge others’ 

rights and practice 

responsible use of 

technology. 

5.5 manage and 

maintain technological 

tools 

and follow 

troubleshooting 

protocol. 

 

  

5.4 Students will be 

introduced to the rules 

and laws of copyright 

and fair use policy. 

 

5.5 Students will learn 

and be proficient at 

managing and 

maintaining 

technological tools. 

 

5.5 Students will learn 

simple trouble shooting 

steps for common tasks. 

 

 

 

and fair use policy. 

 

5.5 Students will be 

proficient at managing 

and maintaining 

technological tools. 

 

5.5 Students will learn 

simple trouble shooting 

steps for common tasks. 

fair use policy. 

5.5 Students will be 

proficient at managing 

and maintaining 

technological tools. 

 

5.5 Students will use 

simple trouble shooting 

steps for common tasks.  

 

rules and laws of 

copyright and fair use 

policy. 

 

5.5 Students will be 

proficient at managing 

and maintaining 

technological tools. 

 

5.5 Students will use 

simple trouble shooting 

steps for common tasks. 

 

 

6.  Workplace 

Readiness/Life & 

Career Planning—

Students acquire 

and demonstrate skills 

in life and career 

planning and 

workplace readiness. 

6.1 identify how the 

skills taught in school 

subjects 

are used in various life 

roles and occupations. 

6.2 demonstrate 

personal qualities (e.g., 

dependability, 

punctuality, 

cooperation) that are 

needed to get and keep 

jobs. 

6.3 identify possible 

outcomes and 

consequences 

of decisions. 

6.4 recognize and 

describe the 

interrelationships 

of lifetime roles of 

6.1 create and manage 

plans/schedules with 

specific timelines that 

take into account 

constraints, priorities, 

and goals. 

 

6.2 Students will learn 

what it means to be 

dependable and the 

qualities it takes to keep 

a job. 

 

6.4 Students will learn 

the roles of family, 

community, work and 

leisure.  

6.1 Students will prepare 

and work with a variety of 

tools to practice time, 

money and space 

management. 

6.2,3 Students will apply 

personal interests, 

aptitudes, abilities, and 

work ethics to daily life 

and develops strategies to 

plan life and career goals. 

 

6.1Students will prepare 

and work with a variety of 

tools to practice time, 

money and space 

management. 

6.2,3,5,6 Students will 

apply personal interests, 

aptitudes, abilities, and 

work ethics to daily life 

and develops strategies to 

plan life and career goals. 

 

6.1 Students selects and 

uses a variety of tools to 

practice time, money and 

space management. 

6.2,3,5,6 Students will 

consistently apply personal 

interests, aptitudes, 

abilities, and work ethics 

to daily life and develops 

strategies to plan life and 

career goals. 

 



family, community, 

work, and leisure. 

6.5 locate, explore, and 

evaluate a variety of 

occupations 

not limited by 

stereotypes, bias 

or traditional roles. 

6.6 explore and identify 

personal interests, 

aptitudes 

and abilities and 

develop strategies 

to achieve tentative life 

and career goals. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

WORKPLACE COMPETENCIES 

GRADES 9-12 

 

Standard  Benchmark Skills & Knowledge 
 

1. Workplace Resources-Students 

identify, organize, plan, and 

allocate workplace resources of 

time, money, materials, facilities, 

and human resources. 

 

 

1.1 

Select goal-relevant activities, rank them, 

allocate time, and prepare and follow 

schedules. 

1.2 

Use or prepare budgets, make forecasts, 

keep records, make adjustments to meet 

objectives, and evaluate financial records. 

1.3 

Allocate and evaluate time, materials, 

facilities and resources to set and achieve 

goals. 

1.4 

Assess skills and distribute work 

accordingly evaluate performance and 

provide feedback toward the 

accomplishment of personal and team 

goals. 

1.1.1 Identify factors that influence 

problem solving and decision making. 

1.2.1 Match problem-solving and decision-

making processes to the situation 

1.3.1 Formulate and implement action 

plan, monitor and adjust action plan as 

needed. 

1.1.2 Use appropriate technology in the 

solution of math related problems. 

1.2.2 Describe problem situations using 

numerical, symbolic, and graphical 

representations. 

1.3.2 Select measurement techniques 

appropriate for given situation. 

1.1.3 Develop schedules for materials 

production, handling and distribution. 

1.2.3 Prepare real-life projects with 

deadlines and utilizing resources and 

materials available. 

1.1.4 Acquire feedback on tasks completed 

and do self-evaluation based on goals and 

expectations set up.  Internship site 

supervisors and student will meet and 

discuss performance. 

   



 

2. Interpersonal Workplace Skills-

Students acquire and demonstrate 

interpersonal workplace skills. 

2.1  

Practice various roles required as a 

member of an effective team while 

recognizing individual differences and 

cultural diversity 

 

2.2 

Demonstrate and teach a learned skill 

including performance evaluation of self 

and others in this process. 

2.3 

Communicate ideas to justify position, 

persuade and convince others, and 

responsibly challenge existing procedures 

and policies. 

2.4 

Practice and evaluate negotiating process 

including researching, goal setting, 

presenting, listening, clarifying, adjusting 

and compromising. 

2.5 

Practice and evaluate positive service skills 

(e.g. resolving misunderstandings, 

consumer complaints). 

2.1.1 Students research soft skills and 

practice scenarios in the classroom for 

handling workplace situations.  Role-

playing will be used.  An appreciation for 

diversity will be gained through discussion 

and better understanding of cultures. 

 

2.1.2 Discuss/critique instances in the 

workplace or on their internships where 

skills were needed. 

 

2.1.3 Discuss/critique procedures and 

policies used at their internship site and 

pose possible changes or improvements by 

presenting their case to the class.  

Demonstrate personal feelings, needs, and 

ideas constructively. 

 

2.1.4 Role-play employer and employee 

relations in coming to an agreement on 

employment issues by formulating action 

plans and demonstrating knowledge of the 

components of effective communication. 

 

2.1.5 Role-play and discuss workplace 

complaints, generating solutions and 

possible alternatives for managing conflict 

and stress. 

3. Workplace Information – Students 

acquire and use workplace information. 
3.1 

Gather, compile and analyze data from a 

variety of sources, and evaluate relevance 

3.1.1 Locate needed information in written 

materials using formatting cues, skimming, 

and scanning 



and accuracy in making informed 

decisions in the workplace 

3.2 

Organize, process, analyze, and maintain 

written and computerized records and 

other forms of information using 

systematic methods. 

3.3 

Select analyze and present information 

using a variety of methods (e.g. oral, 

written, graphic, pictorial, multimedia). 

3.4 

Acquire, organize, communicate, process, 

analyze and evaluate information from 

print and electronic sources. 

 

3.1.2 Utilize databases and spreadsheets 

along with accounting forms to maintain 

records and valuable information. 

 

 

3.1.3 Evaluate which set of procedures, 

tools, equipment or software will produce 

the desired results and create an effective 

presentation. 

 

3.1.4 Judge the accuracy, appropriateness, 

style, and plausibility of information, 

proposals, or theories in materials read 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Standard 4 Benchmark Skills and Knowledge 

4. Students demonstrate an 

understanding of how social, 

organizational, and technological 

systems work. 

 

 

4.1 Evaluate quality and performance 

of a variety of systems (e.g. impact of 

technology on production). 

 

 

 

 

 

 

 

 

 

 

4.1.4 Demonstrate knowledge of the basic 

technology systems currently available (e.g., 

manufacturing technology, organizing and 

accessing information for technology). 

 

4.2.4 Identify the uses of technology in 

industry, education, the political arena, and day-

to-day consumer affairs. 

 

4.3.4 Make decisions about the use of 

technology that improve performance in the 

workplace, in school, and in the home. 

 

 4.2 Practice and analyze principles of 

successful system management 

considering external factors and 

planning for uncontrolled variables 

(e.g.., balance professional and 

personal lives). 

 

4.1.2 Implement strategies for balancing work 

and family roles. 

 

4.2.2 Analyze how work life is affected by 

families and how families are affected by work 

life.   

 

 

 4.3 Design, evaluate, and refine a 

system composed of subsystems (e.g., 

community service project, peer 

mediation, web page design). 

4.1.3 Organize a class project with sub systems. 

 

4.2.3 Produce and update school website 

 

4.3.3 Identify planning project steps from 

beginning to end 



 

 

Standard 5 Benchmark Skills and Knowledge 

5.  The students work safely with a 

variety of workplace technologies. 

5.1 Choose procedures and technology 

to complete a task. 

 

5.1.1 Determine which systems are most 

appropriate for given situations 

 

5.2.1 Use the hardware, software, and online 

services that will produce the desired results. 

 

5.2 Create new knowledge by 

evaluating, combining, and 

extending information using 

technology. 

5.1.2 Apply technology for research by 

critically evaluating web pages. 

 

5.2.2 Use multi-media for presenting creatively 

the information honed from the Internet 

following critical research skills. 

 

 

5.3 Prevent or identify and solve 

problems using technology 

 

5.1.3 Identify factors that influence problem 

solving and decision making.   

 

5.2.3 Analyze the source of the problem or 

the situation requiring a decision 
5.3.3 Diagnose and recommend solutions to 

technology problems such as misuse of 

resources in the workplace. 

 



 

5.4 Practice and advocate ethical 

behavior in the use of technology. 

 

5.1.4 Analyze how technology affects social 

issues, gender issues, ethics, law, and 

government. 

 

5.2.4 Comply with ethical standards in the 

acquisition, organization, analysis, and 

communication of information by preparing 

research papers with clearly defined Works 

Cited. 

 

Standard 6 Benchmark Skills and Knowledge 

6.  Students acquire and demonstrate 

skills in life and career planning and 

workplace readiness. 

 6.1 Describe how skills developed in 

academic and occupational programs 

relate to life and career planning. 

 

6.1.1 Determine personal interests and aptitudes 

through the use of an interest survey. 

6.2.1 Relate personal interests to academic and 

occupational skills by doing career reports and 

job shadowing. 

6.2 Display workplace readiness 

skills (e.g., responsibility, 

sociability, self-management, job-

seeking skills). 

6.1.2 Apply time management skills by 

completing tasks for a deadline. 

6.2.2 Identify how self-knowledge relates to 

making career choices by interviewing others 

about their career choices. 

 

6.3 Demonstrate decision-making and 

problem-solving skills. 

6.1.3 Research knowledge, abilities, and skills 

needed in each occupation using a variety of 

resources (e.g., handbooks, career materials, 

labor market information, computerized career-

information delivery systems, and role 



 

 

 

 

 

models/mentors). 

6.2.3 Role-play real life applications where 

students come to a solution. 

 

6.4 Describe and evaluate life and 

career choices and the effect on 

family and lifestyle. 

 

6.1.4 Identify career options, including self-

employment and nontraditional careers. 

6.2.4 Select career that best match interests and 

aptitudes. 

6.3.4 Implement strategies for balancing work 

and family roles. 

6.5  Discuss and demonstrate 

strategies to overcome bias and 

stereotyping in the workplace 

 

6.1.5 Role-play instances where biases and 

stereotyping can lead to problems in the 

workplace and pose possible solutions for a 

more effective outcome. 

6.2.5 Demonstrate caring, empathy, and 

appreciation for others. 

6.3.5 Demonstrate effective listening skills. 

6.6 Develop, evaluate and adjust life 

and career plans. 

6.1.6 Modify own career goals based on 

personal and workplace changes. 

 

6.2.6 Identify personal and workplace changes 

that require upgrading of own skills. 

 

6.3.6 Describe how occupational and industrial 

trends relate to training and employment. 

 



Implementation Plan 

5 Year 

Hamilton Workplace Competencies and Technology Curriculum 
 

 WHAT  HOW WHO WHEN MEASURMENT 
 

YEAR 1 

ADOPTION 

 
District Approval –Board 

Adoption 

 
Staff Orientation 

 

Identify 
Staff  Development 

Review & Adopt Hardware 

and Software 

 
Present  to School  

Board 

 
Distribute electronic copies.   

 

 
Needs Survey—combined 

with District Technology 

Plan 

 
Administration/Committee 

 

 
Committee Representative 

 

 
Committee Representative 

Director of Technology, Staff 

and Building Administrators 

 
March 2009-May 2009 

 

 
Fall of 2009 

 

 
October 2009 

 
Board Approval  

 

Copies Distributed  
 

 

 
Survey outcome compiled and 

reviewed. 

 

YEAR 2 

IMPLEMENTATION 

 
Implement Curriculum  

 

Integrate curriculum within 
other subject areas 

 

Staff Development 
 

 
Teach Curriculum 

 

Integrate Workplace/Tech 
curriculum 

 

Workshop, Training  
 

 
All Staff 

 

Curriculum Committee that is 
meeting in the current cycle 

 

Committee/Administration/Staff 

 
May 2010 

 

August 2009 
 

 

On Going 

 
Participation List 

 

Cross referenced with 
curriculum cycle subject area 

 

Participation List 
 

 

YEAR 3  

IMPLEMENTATION 

 

Implement Curriculum  
 

Integrate curriculum within 

other subject areas 
 

Staff Development 

 

 

Teach Curriculum 
 

Integrate Workplace/Tech 

curriculum 
 

Workshop, Training  

 

 

All Staff 
 

Curriculum Committee that is 

meeting in the current cycle 
 

Committee/Administration/Staff 

 

May 2011 
 

August 2010 

 
 

On Going 

 

Participation List 
 

Cross referenced with 

curriculum cycle subject area 
 

Participation List 

 

 

YEAR 4 

MONITOR 

 

Implement Curriculum  

 
Integrate curriculum within 

other subject areas 

 

Staff Development 

 

 

Teach Curriculum 

 
Integrate Workplace/Tech 

curriculum 

 

Workshop, Training  

 

 

All Staff 

 
Curriculum Committee that is 

meeting in the current cycle 

 

Committee/Administration/Staff 

 

May 2012 

 
August 2011 

 

 

On Going 

 

Participation List 

 
Cross referenced with 

curriculum cycle subject area 

 

Participation List 

 

 

YEAR 5 

REVIEW/REVISE 

Evaluate Curriculum Compare Needs Survey Curriculum Committee Fall 2011 Have Data for Spring 

Curriculum Meeting 



 

 

 


