Adult Education Content Standards for Roles in the Family, the Workplace, and the Community

Workplace And Life Skills

	

	GOAL 1: 
Acquire the knowledge and skills to successfully make decisions and act as responsible members of the family, workplace and community.

	

	Standard 1:
Communicate effectively in multiple modes.

	a) Communicate and interpret non-verbally and verbally.

	Begin. Literacy

1.a.1 Learn various modes of verbal and non-verbal communication
	Begin. Basic Ed

1.a.2 Identify verbal and non-verbal communication
	Low Intermediate Basic Ed

1.a.3 Demonstrate effective use of verbal and non-verbal communication.
	High Intermediate Basic Ed

1.a.4 Make minimal inferences utilizing verbal and non-verbal communication.
	Low Adult Secondary

1.a.5 Identify and critique verbal and non-verbal communication. 
	High Adult Secondary

1.a.6 Organize thoughts, opinions and ideas using verbal and non-verbal communication.

	b) Demonstrate active listening.

	Begin. Literacy

1.b.1 Learn various listening skills.
	Begin. Basic Ed

1.b.2 Practice and demonstrate listening strategies
	Low Intermediate Basic Ed

1.b.3 Demonstrate effective use of various listening strategies.
	High Intermediate Basic Ed

1.b.4 Make minimal inferences utilizing verbal and non-verbal communication.
	Low Adult Secondary

1.b.5 Utilize effective listening skills to follow basic instructions. 
	High Adult Secondary

1.b.6 Apply effective listening skills to comprehend, explain and analyze information.

	c) Seek feedback and revise to enhance effectiveness.

	Begin. Literacy

1.c.1 Learn basic concepts of effective feedback.
	Begin. Basic Ed

1.c.2 Discuss the differences between positive and negative feedback.
	Low Intermediate Basic Ed

1.c.3 Practice receiving feedback in a positive manner. 
	High Intermediate Basic Ed

1.c.4 Receive and provide feedback.  Make revision to enhance effectiveness.
	Low Adult Secondary 

1.c.5 Utilize feedback effectively in appropriate situations,
	High Adult Secondary

1.c.6 Apply feedback to enhance effectiveness.

	d) Take a receptive and responsive position toward challenges, changes, and increased experiences.

	Begin. Literacy

1.d.1 Build basic concepts in understanding relationships and other systems.
	Begin. Basic Ed

1.d.2 Identify various types of potential challenges, changes and experiences in relationships and other systems.
	Low Intermediate Basic Ed

1.d.3 Practice or role-play appropriate receptive and responsive positions in various challenges, changes and increased experiences.
	High Intermediate Basic Ed

1.d.4 Identify appropriate receptive and responsive positions in various challenges, changes and increased experiences.
	Low Adult Secondary 

1.d.5 Utilize skills in everyday situations related to various challenges, changes and increased experiences.
	High Adult Secondary

1.d.6 Apply receptive and responsive positions in various challenges, changes and increased experiences.

	e) Determine the purpose and means for communicating.

	Begin. Literacy

1.e.1 Recognize different forms of communication

	Begin. Basic Ed

1.e.2  Identify different forms of communication.
	Low Intermediate Basic Ed

1.e.3 Practice different forms of communicating.
	High Intermediate Basic Ed

1.e.4 Role play appropriate forms of communication in different situations.
	Low Adult Secondary 

1.e.5 Utilize appropriate forms of communication in different situations.
	High Adult Secondary

1.e.6 Apply appropriate forms of communication in different situations.

	f) Organize and present to serve the purpose, context, and audience.

	Begin. Literacy

1.f.1 Identify various organizational and presentation styles.
	Begin. Basic Ed

1.f.2 Integrate purpose, context and audience into presentation styles.
	Low Intermediate Basic Ed

1.f.3 Identify appropriate organizational/presentation style to suit audience, context and purpose.
	High Intermediate Basic Ed

1.f.4 Role-play appropriate organizational/presentation style to suit audience, context and purpose..
	Low Adult Secondary 

1.f.5 Utilize appropriate organizational/presentation style to suit audience, context and purpose.
	High Adult Secondary 

1.f.6 Apply appropriate organizational/presentation style to suit audience, context and purpose.

	

	Standard 2:
Exhibit personal skills, attitudes, and behaviors that enhance potential for personal growth.

	a) Demonstrate flexibility, positive attitude, and motivation.

	Begin. Literacy

2.a.1 Define flexibility, positive attitude and motivation.


	Begin. Basic Ed

2.a.2 Discuss how flexibility, positive attitude and motivation affect personal growth.
	Low Intermediate Basic Ed

2.a.3 Observe various scenarios/situations that demonstrate positive examples of flexibility, positive attitude and motivation.
	High Intermediate Basic Ed

2.a.4 Analyze various scenarios/situations that demonstrate positive examples of flexibility, positive attitude and motivation.
	Low Adult Secondary 

2.s.5 Role-play various scenarios/situations that demonstrate positive examples of flexibility, positive attitude and motivation.
	High Adult Secondary

2.a.6 Apply the ability to demonstrate flexibility, positive attitude and motivation.

	b) Solicit and use feedback appropriately.

	Begin. Literacy

2.b.1 Identify  basic concepts of effective feedback.
	Begin. Basic Ed

2.b.2 Discuss the differences between positive and negative feedback.
	Low Intermediate Basic Ed

2.b.3 Practice receiving feedback in a positive manner. 
	High Intermediate Basic Ed

2.b.4 Receive and provide feedback.  Make revision to enhance effectiveness.
	Low Adult Secondary 

2.b.5 Utilize feedback effectively in appropriate situations.
	High Adult Secondary

2.b.6 Apply feedback to enhance effectiveness.

	c) Respect and respond to others strengths, abilities and weaknesses.

	Begin. Literacy

2.c.1 Explain fundamental concepts through documents like Constitution and Bill of Rights with assistance.

	Begin. Basic Ed

2.c.2 Discuss examples of rights and individual responsibilities. 
	Low Intermediate Basic Ed

2.c.3 Observe demonstrations of situations where an individual’s strengths, abilities and weaknesses were not respected. 
	High Intermediate Basic Ed

2.c.4 Role-play respecting and responding to others strengths, abilities and weaknesses.
	Low Adult Secondary 

2.c.5 Compare and analyze situations where an individual’s strengths, abilities and weaknesses were not respected.
	High Adult Secondary

2.c.6 Apply ability to respect and respond to others strengths, abilities and weaknesses.

	d) Pursue personal and career goals.

	Begin. Literacy

2.d.1 Define the difference between a personal and a career goal. 


	Begin. Basic Ed

2.d.2 Discuss how to set an effective goal.
	Low Intermediate Basic Ed

2.d.3 Identify steps needed to accomplish a goal. Identify obstacles that may hinder the progress.
	High Intermediate Basic Ed

2.d.4 Categorize personal and career goals.
	Low Adult Secondary 

2.d.5 Analyze personal and career goals.
	High Adult Secondary

2.d.6 Evaluate successful completion of a goal.

	e) Identify and monitor community needs, strengths, resources and potential problems for yourself and others. 

	Begin. Literacy

2.e.1 Identify a community need.


	Begin. Basic Ed

2.e.2 Ask questions relative to the issue. Monitor media resources to secure additional information.
	Low Intermediate Basic Ed

2.e.3 Use relevant services and agencies to gain access and understanding of the issue.
	High Intermediate Basic Ed

2.e.4 Analyze the situation with other people to take action.
	Low Adult Secondary 

2.e.5 Plan doable steps towards advocating the issue.
	High Adult Secondary

2.e.6 Implement and evaluate the plan..

	

	Standard 3:
Demonstrate skills needed to identify, obtain, and maintain employment.

	a) Document work thoughts, plans, and processes for evaluation.  

	Begin. Literacy

3.a.1 Identify skills that help organize, plan and prioritize work.


	Begin. Basic Ed

3.a.2 Discuss how to utilize skills to organize, plan and prioritize work. 
	Low Intermediate Basic Ed

3.a.3 Develop a plan based on organization, planning and priorities.
	High Intermediate Basic Ed

3.a.4 Role-play the plan
	Low Adult Secondary 

3.a.5 Analyze the plan
	High Adult Secondary

3.a.6 Implement and evaluate the effectiveness of the plan.

	b) Create and make use of networks of personal and professional contacts.

	Begin. Literacy

3.b.1 Identify what a personal and professional contact is.
	Begin. Basic Ed

3.b.2 Brainstorm list of personal and professional contacts.
	Low Intermediate Basic Ed

3.b.3 Categorize and develop a personal and professional network of contacts.
	High Intermediate Basic Ed

3.b.4  Role-play how to use a personal and professional network.
	Low Adult Secondary

3.b.5  Identify and/or develop sample correspondence like letters, applications and resumes for appropriate contacts. 
	High Adult Secondary

3.b.6 Utilize sample correspondence to develop portfolios to use in network.

	c) Demonstrate good work ethic.

	Begin. Literacy

3.c.1 Examine concepts in good work ethics.

	Begin. Basic Ed

3.c.2 Identify examples of good work ethic.
	Low Intermediate Basic Ed

3.c.3 Research good work ethic practices here and abroad.
	High Intermediate Basic Ed

3.c.4 Compare and contrast good work ethic practices here and abroad.
	Low Adult Secondary 

3.c.5 Role-play situations using good work ethic.
	High Adult Secondary

3.c.6 Develop good work ethic practices for different situations.

	d) Demonstrate effective job interview skills. 

	Begin. Literacy

3.d.1 Identify basic interview skills.
	Begin. Basic Ed

3.d.2 Observe examples of effective job interview skills.
	Low Intermediate Basic Ed

3.d.3 Role-play effective job interview skills.
	High Intermediate Basic Ed

3.d.4 Practice effective job interview skills in mock situations.
	Low Adult Secondary 

3.d.5 Develop correspondence as follow-up to the job interview. 
	High Adult Secondary

3.d.6 Evaluate effectiveness of job interview skills.

	

	Standard 4:
Develop self-management, teamwork, and leadership skills.

	a) Demonstrate an ability to teach others, lead, negotiate and work well in teams or with people from diverse backgrounds.

	Begin. Literacy

4.a.1 Explain concepts of teamwork.


	Begin. Basic Ed

4.a.2 Discuss the different levels of management and leadership.
	Low Intermediate Basic Ed

4.a.3 Create a team structure to work through a specific project. 
	High Intermediate Basic Ed

4.a.4 Implement project utilizing assigned leadership/team positions.
	Low Adult Secondary 

4.a.5 Analyze the process and positions.
	High Adult Secondary

4.a.6 Apply principles in everyday situations.

	b) Contribute productively in various roles utilizing personal skills and attributes.

	Begin. Literacy

4.b.1 Identify concepts about personal skills and attributes.
	Begin. Basic Ed

4.b.2 Utilize career assessment tools to determine individual skills and attributes.
	Low Intermediate Basic Ed

4.b.3 Analyze and discuss results of assessment.
	High Intermediate Basic Ed

4.b.4 Utilize assessment results to develop personal skills and attributes and align them with assigned roles.
	Low Adult Secondary 

4.b.5 Identify additional skills needed further enhance assigned roles.
	High Adult Secondary

4.b.6 Utilize personal skills and strengths in new ways to transition to other jobs or careers.

	c) Guide sound problem solving and decision-making.

	Begin. Literacy

4.c.1 Explain problem-solving and decision-making strategies.
	Begin. Basic Ed

4.c.2 Identify situations and appropriate responses.
	Low Intermediate Basic Ed

4.c.3 Role-play appropriate responses in different situations
	High Intermediate Basic Ed

4.c.4 Identify strategies that motivate others to act.
	Low Adult Secondary 

4.c.5 Utilize sound problem solving and decision making skills to organize and motivate others to act.
	High Adult Secondary

4.c.6 Engage parties in trying to reach agreement on a course of action that can satisfy the needs and interest of all.

	 

	Standard 5:
Actively participate in the community at the local, state, and national levels.

	a) Identify the rights and responsibilities of active citizens in the community (voting, community advocacy).

	Begin. Literacy

5.a.1 Identify and define the rights and responsibilities of an active citizen using documents like the Bill of Rights and the Constitution.
	Begin. Basic Ed

5.a.2 Discuss the rights and responsibilities of active citizens.
	Low Intermediate Basic Ed

5.a.3 Compare and contrast the rights, responsibilities and roles of different citizen in different communities.
	High Intermediate Basic Ed

5.a.4 Utilize media resources to identify a current community issue.
	Low Adult Secondary 

5.a.5 Develop a plan of action around the identified issue.
	High Adult Secondary

5.a.6 Demonstrate personal responsibility to bring about change or resolve problems to achieve a common good.  

	b) Illustrate one’s role in family, community, and work responsibilities.

	Begin. Literacy

5.b.1 Define the various roles, i.e. family, community and work responsibilities.
	Begin. Basic Ed

5.b.2 Compare and contrast the various roles i.e. family, community, work responsibilities.
	Low Intermediate Basic Ed

5.b.3 Identify individual perspectives, points of view, values and beliefs around each of the roles.
	High Intermediate Basic Ed

5.b.4 Discuss individual perspectives, points of view, values and beliefs.
	Low Adult Secondary 

5.b.5 Role-play different roles and situations in the family community and workplace.
	High Adult Secondary

5.b.6 Illustrate individual roles within each of the categories using various media.

	c) Illustrate how one’s behavior is just and responsible.

	Begin. Literacy

5.c.1 Examine fundamental concepts through documents like Constitution and Bill of Rights with assistance..


	Begin. Basic Ed

5.c.2 Discuss examples of rights and individual responsibilities in relation to being just and responsible. 
	Low Intermediate Basic Ed

5.c.3 Observe demonstrations of situations where an individual’s strengths, abilities and weaknesses were not just and responsible.
	High Intermediate Basic Ed

5.c.4 Role-play just and responsible behavior in different situations.
	Low Adult Secondary 

5..c.5 Compare and analyze situations where an individual’s strengths, abilities and weaknesses were not just and responsible.
	High Adult Secondary

5.c.6 Apply ability to demonstrate just and responsible behavior in everyday life.

	

	Standard 6:
Maintain financial, physical, social, and emotional responsibility for a healthy personal and family life.

	a) Identify available and needed resources in order to maintain financial, physical, social and emotional responsibility for a healthy personal and family life.

	Begin. Literacy

6.a.1 Introduce a variety of resources used to maintain a balanced life style.
	Begin. Basic Ed

6.a.2 Assess individual resources within the scope of the standard.
	Low Intermediate Basic Ed

6.a.3 Categorize assessment results to help make individual life more effective and efficient.
	High Intermediate Basic Ed

6.a.4 Utilize multiple resources to maintain a balance and effective quality of life.   
	Low Adult Secondary 

6.a.5 Develop and implement a management system that matches priorities of personal resource guide
	High Adult Secondary

6.a.6 Evaluate priorities to meet multiple needs and responsibilities while keeping a balance of work, career and personal goals.

	

	GOAL 2:
Identify, organize, plan, and allocate resources to accomplish personal and workplace goals.

	

	Standard 1:
Develop, monitor, and revise plans of action to meet deadlines and accomplish goals.

	a) Establish a plan of action to accomplish goals. 

	Begin. Literacy

1.a.1 Describe a plan of action and appropriate goals.


	Begin. Basic Ed

1.a.2 Set goals and commit to them by visualizing and discussing them
	Low Intermediate Basic Ed

1.a.3 Identify resources within the group
	High Intermediate Basic Ed

1.a.4 Develop and manage plans for action and change based on an understanding of the big picture and group resources.
	Low Adult Secondary 

1.a.5 Allocate efforts and resources to meet goals.
	High Adult Secondary

1.a.6 Evaluate ways to meet needs, generate alternatives for achieving the plan, and access resources such as libraries, and educational institutions to address goals.

	

	Standard 2:
Demonstrate self-discipline, self-worth, positive attitude, and integrity.

	a) Take responsibility for assuring work quality, safety and results.

	Begin. Literacy

1.a.1 Define responsibilities, standards and ethics.
	Begin. Basic Ed

1.a.2 Discuss difference of responsibilities, standards and ethics in different workplace settings and situations.
	Low Intermediate Basic Ed

1.a.3 Observe examples of effective of responsibilities, standards and ethics in the work force.
	High Intermediate Basic Ed

1.a.4 Analyze different situations that demonstrate effective use of responsibilities, standards and ethics in the work force.
	Low Adult Secondary 

1.a.5 Role-play situations that demonstrate effective use of responsibilities, standards and ethics in the work force.
	High Adult Secondary 

1.a.6 Evaluate and apply positive ethics, and integrity in various workplace situations.

	b) Evaluate personal opinions and ideas through reflection and close examination.

	Begin. Literacy

1.b.1 Examine the value of personal opinions and ideas.
	Begin. Basic Ed

1.b.2 Discuss what shapes individual opinions.
	Low Intermediate Basic Ed

1.b.3 Utilize various media to observe and identify various opinions and ideas here and abroad.
	High Intermediate Basic Ed

1.b.4 Compare and contrast different cultural opinions
	Low Adult Secondary 

1.b.5 Analyze the role cultural heritage and personal history plays in shaping individuals, and society.
	High Adult Secondary

1.b.6 Utilize various media to evaluate different situations that have shaped personal opinions and ideas.

	





	Standard 3:
Prepare and use budgets, make projections, keep records, and make adjustments to meet financial goals/objectives.

	a) Identify and use resources in effective and efficient manner.

	Begin. Literacy

1.a.1 Identify different forms of financial resources.

	Begin. Basic Ed

1.a.2 Assessment of individual financial resources.
	Low Intermediate Basic Ed

1.a.3 Utilize assessment results to balance financial priorities to meet multiple need and responsibilities.
	High Intermediate Basic Ed

1.a.4 Identify and develop appropriate record keeping systems.
	Low Adult Secondary

1.a.5 Utilize assessment results and record keeping systems to develop long range plans.

 
	High Adult Secondary 

1.a.6 Use technology resources and other tools to put ideas into action

	

	GOAL 3:  Understand and work effectively within social, organizational, and technological systems.

	

	Standard 1:
Demonstrate the ability to function within organizational systems.

	a) Examine formal and informal organizational expectations.

	Begin. Literacy

1.a.1 Identify various organizational concepts and expectations.
	Begin. Basic Ed

1.a.2 Compare and contrast organizational expectations within different systems.

	Low Intermediate Basic Ed

1.a.3 Identify a system and gather information about it and how it works.
	High Intermediate Basic Ed

1.a.4 Analyze different systems distinguish the formal and informal expectations.
	Low Adult Secondary 

1.a.5 Develop a system and create formal and informal expectations.
	High Adult Secondary

1.a.6 Evaluate individual systems and the formal and informal expectations for effectiveness.

	b) Respect organizational goals, performance, and structure to guide work activity.

	Begin. Literacy

1.b.1 Define organizational goals.
	Begin. Basic Ed

1.b.2 Utilize various forms of media to identify different organizational structures.
	Low Intermediate Basic Ed

1.b.3 Develop an imaginary organization.
	High Intermediate Basic Ed 1.b.4 Participate in group processes and decision-making.
	Low Adult Secondary 

1.b.5 Analyze group and decision-making processes.
	High Adult Secondary

1.b.6 Evaluate results to guide and improve work performance and activity.

	c) Identify the impact individuals can have in making a difference within an organizational system.  

	Begin. Literacy

1.c.1 Explore individual impacts within different organizational systems.
	Begin. Basic Ed

1.c.2 Discuss individual impacts within different organizational systems i.e. voting
	Low Intermediate Basic Ed

1.c.3 Utilize various media to observe individual impacts within various organizational structures and movements.
	High Intermediate Basic Ed

1.c.4 Recreate different organizational systems and role-play the levels of impact.
	Low Adult Secondary 

1.c.5 Develop a plan for personally impacting an organizational system.
	High Adult Secondary

1.c.6 Implement and evaluate the plan for effectiveness.

	

	Standard 2:
Access, manage, integrate, create, and disseminate information and resources.

	a) Select, maintain, and troubleshoot equipment and tools. 

	Begin. Literacy

2.a.1 Identify different forms of equipment, tools and technology.
	Begin. Basic Ed

2.a.2 Discuss where to access and apply different forms of equipment, tools and technology.

	Low Intermediate Basic Ed

2.a.3 Monitor, gather and find different forms of equipment, tools and technology.
	High Intermediate Basic Ed

2.a.4 Compare and contrast different forms of equipment, tools and technology for most effective use.
	Low Adult Secondary 

2.a.5 Select and use the most appropriate technology and resources to do the job effectively.
	High Adult Secondary 

2.a.6 Utilize technology, resources and other work tools to put ideas and work directions into action.

	b) Establish criteria for the quality and appropriateness of the information.

	Begin. Literacy

2.b.1 Explain  the value of the information.
	Begin. Basic Ed

2.b.2 Discuss appropriateness of different information forms.
	Low Intermediate Basic Ed

2.b.3 Compare and contrast appropriate dissemination of information in different media and correspondence forms.
	High Intermediate Basic Ed 2.b.4 Analyze appropriate forms of dissemination using different media and correspondence forms.
	Low Adult Secondary 

2.b.5 Use the information to make informed decisions.
	High Adult Secondary

2.b.6 Establish criteria for a sample piece using quality and appropriateness of the information.

	

	Standard 3:
Exhibit personal skills, attitudes, and behaviors that enhance potential for growth.  

	a) Demonstrate flexibility, positive attitude, and motivation in accepting new tasks.

	Begin. Literacy

3.a.1 Define flexibility, positive attitude and motivation.


	Begin. Basic Ed

3.a.2 Discuss how flexibility, positive attitude and motivation affect personal and personnel growth.
	Low Intermediate Basic Ed

3.a.3 Observe various scenarios/situations that demonstrate positive examples of flexibility, positive attitude and motivation.
	High Intermediate Basic Ed

3.a.4 Analyze various scenarios/situations that demonstrate positive examples of flexibility, positive attitude and motivation.
	Low Adult Secondary 

3.s.5 Role-play various scenarios/situations that demonstrate positive examples of flexibility, positive attitude and motivation.
	High Adult Secondary

3.a.6 Apply the ability to demonstrate flexibility, positive attitude and motivation.

	b) Solicit and use feedback appropriately.

	Begin. Literacy

3.b.1 Examine basic concepts of effective feedback.
	Begin. Basic Ed

3.b.2 Discuss the differences between positive and negative feedback.
	Low Intermediate Basic Ed

3.b.3 Practice receiving feedback in a positive manner. 
	High Intermediate Basic Ed

3.b.4 Receive and provide feedback.  Make revision to enhance effectiveness.
	Low Adult Secondary 

3.b.5 Utilize feedback effectively in appropriate situations.
	High Adult Secondary

3.b.6 Apply feedback to enhance effectiveness.

	c) Respect and respond to others strengths, abilities and weaknesses.

	Begin. Literacy

3.c.1 Examine fundamental concepts through labor law and other workforce documents with assistance.
	Begin. Basic Ed

3.c.2 Discuss examples of rights and individual responsibilities. 
	Low Intermediate Basic Ed

3.c.3 Observe demonstrations of situations where an individual’s strengths, abilities and weaknesses were not respected. 
	High Intermediate Basic Ed

3.c.4 Role-play respecting and responding to others strengths, abilities and weaknesses.
	Low Adult Secondary 

3.c.5 Compare and analyze situations where an individual’s strengths, abilities and weaknesses were not respected.
	High Adult Secondary

3.c.6 Apply ability to respect and respond to others strengths, abilities and weaknesses.

	d) Pursue personal and career goals.

	Begin. Literacy

3.d.1 Define the difference between a personal and a career goal. 


	Begin. Basic Ed

3.d.2 Discuss how to set an effective goal.
	Low Intermediate Basic Ed

3.d.3. Identify steps needed to accomplish a goal. Identify obstacles that may hinder the progress.
	High Intermediate Basic Ed

3.d.4 Categorize personal and career goals.
	Low Adult Secondary 

3.d.5 Analyze personal and career goals.
	High Adult Secondary

3.d.6 Evaluate successful completion of a goal.

	a) Identify and monitor community needs, strengths, resources and potential problems for yourself and others. 

	Begin. Literacy

3.e.1 Identify a community need.


	Begin. Basic Ed

3.e.2 Ask questions relative to the issue. Monitor media resources to secure additional information.
	Low Intermediate Basic Ed

3.e.3 Use relevant services and agencies to gain access and understanding of the issue.
	High Intermediate Basic Ed

3.e.4 Analyze the situation with other people to take action.
	Low Adult Secondary 

3.e.5 Plan doable steps towards advocating the issue.
	High Adult Secondary

3.e.6 Implement and evaluate the plan..


