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Workplace Skills
44 Benchmarks

Standard 1: Understands the importance of timely communication of information pertinent to employees (e.g., company handbook, newsletters, memos)
BE.WS.1.1 Understands the importance of timely communication of information pertinent to employees

BE.WS.1.2 Understands the importance of timely communication of the employee handbook to employees

BE.WS.1.3 Understands the importance of timely communication of newsletters to employees

BE.WS.1.4 Understands the importance of timely communication of memos to employees

Standard 2: Knows factors that contribute to employee development (e.g., orientation and employee training; continuous training; the benefits associated with workshops, conferences, course work, and professional associations)
BE.WS.2.1 Knows factors that contribute to employee development

BE.WS.2.2 Knows orientation contributes to employee development

BE.WS.2.3 Knows employee training contributes to employee development

BE.WS.2.4 Knows continuous training contributes to employee development

BE.WS.2.5 Knows the employee development benefits associated with workshops

BE.WS.2.6 Knows the employee development benefits associated with conferences

BE.WS.2.7 Knows the employee development benefits associated with course work

BE.WS.2.8 Knows the employee development benefits associated with professional associations

Standard 3: Knows procedures used in the employee evaluation process
BE.WS.3.1 Knows the employee evaluation process procedures

BE.WS.3.2 Knows employee promotion criteria

Standard 4: Calculates earnings 
BE.WS.4.1 Calculates earnings at an hourly rate

BE.WS.4.2 Calculates earnings on a salary basis

BE.WS.4.3 Calculates earnings on a commission basis

Standard 5: Understands how specific pieces of legislation affect employers and workers  

BE.WS.5.1 Understands how specific pieces of legislation affect employers

BE.WS.5.2 Understands how specific pieces of legislation affect workers

BE.WS.5.3 Understands how Title VII of the Civil Rights Act affects employers and workers

BE.WS.5.4 Understands how the Americans with Disabilities Act affects employers and workers

BE.WS.5.5 Understands how the Family and Medical Leave Act affects employers and workers

BE.WS.5.6 Understands how the Occupational Safety and Health Act affects employers and workers

BE.WS.5.7 Understands how workers’ compensation legislation affects employers and workers

BE.WS.5.8 Understands how social security legislation affects employers and workers

BE.WS.5.9 Understands how the National Labor Relations Act affects employers and workers

BE.WS.5.10 Understands how the Taft-Hartley Act affects employers and workers

Standard 6: Understands the significance of the collective bargaining process
BE.WS.6.1 Understands the collective bargaining process
BE.WS.6.2 Understands the significance of the collective bargaining process

Standard 7: Understands legal aspects of the hiring process 
BE.WS.7.1 Understands what questions cannot be asked during an interview

BE.WS.7.2 Understands the legality of asking applicants to take aptitude tests

BE.WS.7.3 Understands the legality of asking applicants to take polygraph tests

BE.WS.7.4 Understands the legality of asking applicants to take psychological tests

BE.WS.7.5 Understands the legality of asking applicants to take drug tests

Standard 8: Knows ethical issues involving employer/employee relationships 
BE.WS.8.1 Knows ethical issues involving employer/employee relationships

BE.WS.8.2 Knows poor working conditions is an ethical issue involving employer/employee relationships

BE.WS.8.3 Knows hours wasted on the job is an ethical issue involving employer/employee relationships

BE.WS.8.4 Knows employee theft is an ethical issue involving employer/employee relationships

Standard 9: Understands the impact of information systems and technology on business and society
BE.WS.9.1 Knows information systems have freed employees up for other work by taking over some repetitive tasks

BE.WS.9.2 Knows information systems have freed employees up for other work by taking over some boring tasks

BE.WS.9.3 Knows information systems have freed employees up for other work by taking over some time-consuming tasks

Standard 10: Displays reliability and a basic work ethic

BE.WS.10.1 Gives and receives feedback in a positive manner and requests clarification when needed
BE.WS.10.2 Understands changes in the nature of work and the workplace (e.g., telecommuting, home-based business, technology)
BE.WS.10.3 Knows how to reduce risks and hazards in the workplace
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