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Career Connections Co-op Seminar
Grade 12 

151 Benchmarks 
Standard 1:  Understand important concepts related to career and technical education.
Topic:  Philosophy and Value of Career and Technical Education
CCS12.1.1
Understand how career and technical education is organized and delivered.

CCS12.1.2
Explain the interrelationship between school-based learning and work-based learning of the career and technical education program.

CCS12.1.3
Describe benefits of career and technical education to students and employers.

CCS12.1.4
Analyze the requirements of each SCANS Competency for learning how to work.
Topic:  Policies and procedures for the career and technical education student.

CCS12.1.5
Understand the Career Connections and Youth Apprenticeship Programs Student + Parent + School Agreement.

CCS12.1.6
Explain the expectations for students in the career and technical education program.

Topic:  Cooperative Education Agreement

CCS12.1.7
Assume responsibilities outlined in the Cooperative Education Agreement
CCS12.1.8
Understand the importance of honoring a written agreement
Topic:  Child Labor Law

CCS12.1.9
Know the State of Wisconsin Child Labor law

CCS12.1.10
Provide required documentation to obtain a work permit
Topic:  Transportation Authorizations and School Release

CCS12.1.11
Summarize the personal responsibility to abide by the conditions of the district release forms.

CCS12.1.12
Obtain required proof of insurance documentation and required parent and employer signatures.

CCS12.1.13
Understand the liability that may be incurred by student and family when policies are not followed.
Topic:  Worksite Individual Education Plan

CCS12.1.14
Identify worksite specific skills and competencies to be learned and evaluated for each quarter grading period

CCS12.1.15
Create a Worksite Individual Education Plan with worksite mentor for each quarter grading period.
Topic:  Accurate weekly reporting and accountability

CCS12.1.16
Complete the Career Connections Co-op and Youth Apprenticeship Program Weekly Work Report accurately and completely

CCS12.1.17
Analyze workplace knowledge, skills, human relations skills and attitudes learned at the worksite.

CCS12.1.18
Relate worksite learning to classroom topics through journal writing and class discussion.

Topic:  Classroom and Worksite Evaluation Process and Procedures

CCS12.1.19
Describe the 23 levels of student performance that will be evaluated by employers on the Wauwatosa School District Employer’s Performance Evaluation of Student/Trainee rubric.

CCS12.1.20
Self assess learning according to the Worksite Individual Education Plan and the District Employer’s Performance Evaluation of Student/Trainee rubric.
Topic:  Employer Appreciation and Recognition

CCS12.1.21
Analyze the importance of recognition to career success

CCS12.1.22
Plan and implement the Employer Appreciation and Recognition event as funds allow.
Topic:  Career Connections Co-op Scholarship
CCS12.1.23
Determine individual levels of performance, application process, and personal interview process needed to compete for the Career Connections Co-op Scholarship as funds allow.
Topic:  SCANS Competencies, Wisconsin Employability Skills Portfolio

CCS12.1.24
Complete work place and classroom check-off of SCANS Competencies for Wisconsin Employability Skills Portfolio.

CCS12.1.25
Complete workplace and classroom check-off of Wisconsin Health Occupations Skills Standards for health occupations students.
Standard 2:  Understand the history and organizational structure of the worksite.
Topic:  Worksite History and Organization
CCS12.2.1
Research and report the history of the company or business.

CCS12.2.2
Interview current employees to report their perspective of past history and company future projections.
CCS12.2.3
Understand the organizational structure, divisions, and chain of authority.
CCS12.2.4
Create and present electronic representation of worksite history, layout, and organization.

Topic:  Worksite Policies and Procedures

CCS12.2.5
Analyze the interrelationship between following policies and procedures and career success.

CCS12.2.6
Demonstrate learning of policies and procedures handbook for workplace.

Standard 3:  Understand the importance and function of a career portfolio, hard copy and electronic.

CCS12.3.1
Identify ways that career portfolios demonstrate personal competence related to the work skills and personal work qualities that employers require.

CCS12.3.2
Identify components of a career portfolio

CCS12.3.3
Analyze how to use the career portfolio as a tool for career search and career advancement.
Topic:  Personal Philosophy of Work

CCS12.3.4
Analyze personal beliefs, values, and goals related to work and chosen career area.

CCS12.3.5
Compose a personal philosophy of work to reflect personal beliefs related to work and chosen career.
Topic:  Career Goals

CCS12.3.6
Develop measurable career goals with timeline for completion

CCS12.3.7
Use professional language and grammar to prepare career goal statements for career portfolio.
Topic:  Work Samples

CCS12.3.8
Identify work samples to be included in career portfolio:  Worksite Individual Education Plan, Employer’s Quarterly Performance 
Evaluation, workplace projects and presentations, photo documentation of learning and projects, skill sets, class projects, writing samples, certificates and awards, Wisconsin Employability Skills Certificate, letters of recommendation, and community service documentation.

CCS12.3.9
Edit, revise, and compile work samples with attention to detail and professional presentation
Topic:  Resume

CCS12.3.10
Revise and update resume for portfolio to include hard and soft transferrable skills, including phrases to identify how skill is used, description of personal traits and self-confidence.
Topic:  Community Service

CCS12.3.11
Document community service with letters of participation and letters of accomplishment from community organization coordinators.
Topic:  References

CCS12.3.12
Compose reference sheet to include an academic, personal, and employment reference, using correct format. 
CCS12.3.13
Create a Reference Biography sheet for portfolio, according to guidelines, to give credibility to the applicant.
CCS12.3.14
Write business letters of request to references in order to obtain reference letters, outlining necessary skills to be documented in resume and career portfolio.
Topic:  Statement of Originality

CCS12.3.15
Understand importance of integrity when making representations of personal qualities, skills, and abilities in the portfolio and application process.
CCS12.3.16
Write formal Statement of Originality certifying that the portfolio is the work of the student.
Topic:  Assembling the Career Portfolio

CCS12.3.17
Assemble a hard copy career portfolio including all required components.

CCS12.3.18
Create an electronic version of the career portfolio.
Topic:  Interviewing and Presenting the Career Portfolio
CCS12.3.19
Determine the skills, abilities, and human relations skills that the interviewer is seeking.

CCS12.3.20
Construct answers to interview questions using the mini-speech technique to communicate specific application to the position and to employer criteria.
CCS12.3.21
Present the Career Portfolio as documented proof of hard and soft skills required for the position.

CCS12.3.22
Demonstrate effective interviewing skills, interviewing etiquette, follow-up, and appropriate dress.
Standard 4: Understand the specific interpersonal skills and workplace competencies that employers expect.
Topic:  Beginning a New Job

CCS12.4.1
Identify personal and family adjustments in beginning a new job.
CCS12.4.2
Evaluate interpersonal skills, value-added qualities, and workplace competencies, noting deficiencies, and planning for improvement.

CCS12.4.3
Analyze employer expectations of new employees.

CCS12.4.4
Identify employee expectations of employer.

CCS12.4.5
Understand the importance of positive attitude, attendance, punctuality, performance, initiative, cooperation, courtesy, respect, stability, loyalty, honesty, maturity, dependability, adaptability, accepting criticism, accuracy, job knowledge, work habits, professional appearance, and the ability to think analytically and creatively for career success.
Topic:  Attitudes

CCS12.4.6
Understand why attitudes are a key concern for businesses.

CCS12.4.7
Analyze personal attitudes and create an improvement plan.
CCS12.4.8
Understand how to avoid the negative and cope with negative attitudes of others. 

CCS12.4.9
Identify attitudes for workplace success.
Topic:  Working With Co-Workers and Teams
CCS12.4.10
Identify the specific personal traits that make you a valued member of the workplace team and help you get along with others.
CCS12.4.11
Identify negative traits and personal habits to avoid in the workplace.
CCS12.4.12
Describe the role of teamwork in the workplace.

CCS12.4.13
Identify the advantages and disadvantages of working in teams.
CCS12.4.14
Analyze the stages of team development and the roles of team members
CCS12.4.15
Analyze traits of an effective team.
CCS12.4.16
Describe how to get along with difficult co-workers and the non-team player.

CCS12.4.17
Demonstrate team problem-solving skills.

Topic:  Communicating on the Job
CCS12.4.18
Evaluate personal listening skills and implement strategies for improvement.
CCS12.4.19
Identify workplace communication channels and use effectively.

CCS12.4.20
Identify barriers to effective communication; culture, jargon, word choice, physical or distance barriers.

CCS12.4.21
Analyze communication styles of supervisors and coworkers.
CCS12.4.22
Communicate with tact and credibility. 
CCS12.4.23
Identify strategies to improve your speaking skills when interacting with others.

CCS12.4.24
Analyze non-verbal communications including differing global interpretations.

CCS12.4.25
Practice appropriate workplace telecommunications ethics, etiquette, workplace guidelines, and laws.
Topic:  Resolving Conflict
CCS12.4.26
Identify the types of workplace conflict and the causes.
CCS12.4.27
Identify the stages of conflict and devise a plan of action for each stage.

CCS12.4.28
Apply communication strategies to resolve conflict at work.
CCS12.4.29
Recognize the signs of negative conflict adjustment.

Topic:  Working With Supervisors

CCS12.4.30
Respects authority in the workplace.

CCS12.4.31
Attends to requests and preferences of supervisors.

CCS12.4.32
Evaluate your supervisor’s leadership style and how to adapt to it.

CCS12.4.33
Demonstrate how to take important issues to your supervisor while addressing his/her leadership style.

CCS12.4.34
Demonstrate how to seek, accept, and handle deserved and undeserved criticism.

Topic:  Working With Customers

CCS12.4.35
Synthesize the relationship of customers to the need for your career area.
CCS12.4.36
Identify and meet the expectations of customers.
CCS12.4.37
Apply concepts of customer service to meet customer needs.

CCS12.4.38
Demonstrate strategies to resolve complaints.
CCS12.4.39
Demonstrate strategies to work with an angry or inappropriate customer.

CCS12.4.40
Analyze how employees’ attitudes and actions are related to customer satisfaction.

CCS12.4.41
Understand the significance of global perspectives, current events, and diversity when providing customer service.
Topic:  Diversity in the Workplace

CCS12.4.42
Analyze the benefits of diversity to an employer.

CCS12.4.43
Describe ways that employers and employees can promote workplace diversity.

CCS12.4.44
Identify types of employment discrimination forbidden by law.

CCS12.4.45
Explain how employers are required to recognize and respond to discrimination in the workplace.

CCS12.4.46
Demonstrate how to take action against harassment or discrimination in the workplace.

CCS12.4.47
Discuss strategies to avoid cultural conflict at work.

Topic:  Succeeding and Advancing at Work

CCS12.4.48
Knows how appropriate behavior for the workplace; congeniality, collaboration, adaptability, self-control, cooperation, respect, can help you succeed at work.

CCS12.4.49
Analyze the workplace culture and politics.

CCS12.4.50
Describe how to establish performance goals with employer to create a career path.

CCS12.4.51
Describe how to document progress toward goals for purposes of performance review.
CCS12.4.52
Evaluate personal job performance.

CCS12.4.53
Analyze how to participate effectively and actively in the employer’s performance review. 

CCS12.4.54
Demonstrate how to ask for a raise or promotion based on documented performance improvement and achievement of goals.

CCS12.4.55
Describe options for changing job status.

Standard 5:  Displays reliability and work ethic.
Topic:  Integrity and Ethics

CCS12.5.1
Understands ethical character traits as they relate to the workplace.

CCS12.5.2
Demonstrates honesty, integrity, compassion, and justice.

CCS12.5.3
Understand the ethical and legal implications of workplace petty theft, abuse of fringe benefits, abuse of privileges, abuse of expense accounts, and drug and alcohol use.
Topic:  Reliability
CCS12.5.4
Understands concept of reliability to include timely completion of tasks, regular attendance, punctuality, and carrying out assigned tasks.

CCS12.5.5
Demonstrate being conscientious and dependable.

CCS12.5.6
Admit mistakes and errors in judgment.

Topic:  Self-Motivation and Initiative
CCS12.5.7
Describe the characteristics of self-motivation and initiative that employers look for.

CCS12.5.8
Demonstrate initiative to learn and do more than is expected or required.

CCS12.5.9
Understand the importance of using good judgment.

Topic:  Professionalism

CCS12.5.10
Describe the qualities of a professional.

CCS12.5.11
Evaluate student approach to work compared with professional approach to work.
CCS12.5.12
Understands the concept of professional image to include appearance, personal hygiene, and language.

CCS12.5.13
Synthesize the relationships between clothing and behavior, self-esteem, perceptions, and social expectations.
CCS12.5.14
Understands the concept of loyalty to an organization.

Topic:  Leadership 

CCS12.5.15
Compare and contrast qualities, skills, and abilities of an effective leader and ineffective leader.

CCS12.5.16
Identify the school groups and career and technical student organizations to participate in to develop leadership qualities, skills, and abilities at school, in the community, and at work.

CCS12.5.17
Explain the value of good leadership and group dynamics in the workplace.

CCS12.5.18
Synthesize individual leadership qualities and the value added to own position and promotability in the workplace.
CCS12.5.19
Demonstrates leadership skills, setting a positive example and teaching others.
Standard 6: Understand how knowledge and skills related to resources management affect the well-being of individuals, families, and society.

Topic:  Time Management      
CCS12.6.1
Develop effective strategies to prioritize, plan, save, delegate, evaluate, and allocate time for effective time management.
CCS12.6.2
Evaluate personal time management skills in the workplace.

Topic:  Work Habits

CCS12.6.3
Develops effective work habits; keeping an effective work station, organizing job responsibilities.

CCS12.6.4
Evaluate own work habits and compare with employer evaluation of student performance.

Topic:  Workplace Stress

CCS12.6.5
Know strategies for managing the interrelationships between career, family, and leisure.

CCS12.6.6
Understands significant life decisions and their effect on work.

CCS12.6.7
Improve your ability to work under stress and pressure.

CCS12.6.8
Display self-control and professional composure in stressful situations.

Topic:  Safety in the Workplace

CCS12.6.9
Know practices and skills that will create a safe, secure, and well-maintained work environment.

CCS12.6.10
Follow workplace emergency and security procedures.

CCS12.6.11
Identify potential hazards and report to supervisor.

CCS12.6.12
Use appropriate personal protective equipment

Standard 7:  Understand important concepts and skills related to career planning..
Topic:  Career Planning

CCS12.7.1
Describe how personalities may influence career choices.

CCS12.7.2
Explain how identifying personal priorities, goals, standards, ethics, resources, interests, aptitudes, and abilities can assist in career choices.

CCS12.7.3
Evaluate and apply results of career interest and aptitude tests to career planning.

CCS12.7.4
Describe the career clusters and range of career opportunities in each area.

CCS12.7.5
Synthesize personal priorities, results of career tests, educational requirements, and job market trends to select a career area.
CCS12.7.6
Utilize decision making process to establish career goals and develop a timeline for accomplishment.

CCS12.7.7
Analyze job shadow information and experience in relation to personal perceptions of career area.
Topic:  Entrepreneurship

CCS12.7.8
Analyze the advantages and disadvantages of entrepreneurship.

CCS12.7.9
Research process of establishing a business of your own.
CCS12.7.10
Analyze personal and professional qualities necessary to be business owner.
CCS12.7.11
Propose an entrepreneurial endeavor to reflect own personal and professional qualities.

CCS12.7.12
Participate in organization and implementation of the Zero Hour Café school-based business or individual equivalent.
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